How to View Reports
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To view the reports, you must have WinZip installed on your computer. You can download a trial version of
WinZip for free from http://www.winzip.com/

If you have any trouble following these instructions, please contact the Eurotek Networking Solutions Office

on: 01908 -565608

1) In your mail client, double-click the .zip attachment to open it. You may get a message similar to this:

Downloading example.zip

You have chosen ko download a file of tvpe: "WinZip File
[application-zip-compressed] From

mailboz: ff fh| fdata)mailfway  westhard, co,ukf
Wehat should Metscape do with this File?

(=) Cipen using WinZip
() Save this file to disk

Always ask before opening this bvpe of File

[ ok

] [ Cancel ]

In this case, choose to open the file with WinZip. If your mail client will only let you save the attachment,
rather than opening it, you should first save it to your desktop and then double click the icon.

2) You will now be presented with a screen like this:
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http://www.winzip.com/

Note: if instead you see a screen like this:

WinZip Wizard - Welcome [example.zip]

Welcome to the Wincip Wizard!

T hiz Wizard automates the most common tazks invalving Zip files.
It features:

* Fagt accezs to Zip filez in your Favarte Zip Folders
* Automatic installation of zoftware distibuted in Zip files

* Fagt and eazy zipping and wunzipping
* Additional suppart for decoding kI and ULE files

Y'ou can change your "Favonte Zip Folders" Ooti
and other options by clicking the Options butthan. =PUONE. .. |

Ahout,..

Wingip Clazsic Help ¢ Back Cloze

Click the "MNext'" button to procesd.

Then click “WinZip Classic” to access the appropriate screen.

3) Click the “Extract” button. You will be presented with a dialog like this:
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Extract
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Files SR omputer Cancel
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[ Owvenwrite exizting files
[ Skip older files

¥ Use folder names Mew Folder...

i

4) Select the “Desktop” for “Extract to” and make sure “All Files” is selected. These options are highlighted
in the image above. When this is done, click “Extract”.



5) This will create a “report” folder on the desktop. Double-click to open a window like this:
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6) Scroll down and locate “index.htm”. Double-click this to open the report. For optimum viewing, we
recommend you use Internet Explorer 6 and maximise the window.



