Menu Option # 4 - Download Files

Select option 4 ‘Download Files’ from the main menu or quick menu. This option allows the user
to obtain all PEN output from requests submitted to the ministry for review, or PEN files uploaded
to the application. Once you click on this option you will see “PEN files available for download”.

e In order to upload the (.ids) file into your student administration system, you will have to
save it onto your hard drive. Details below!

e To view the (.pdf) file you simply click on “XXXXXXXX.PDE" and the file should open in
Adobe Reader to display your PEN activity. Details below!

& Ministry Home #Government of British Columbia

EdAccess

Quick Menu

PEN filaes available for download:
Only files generated in the last 5 days will be displayed.

File Name Submission File Type Creation Date
ooso1o17.I0S 00034101 05 200404722 11:23 Ak
oos0M1017 . POFE 00034101 FDF 200404722 11:23 Ak
ooso1o17.I0S ooo34102 05 200404722 11:28 Ab
oos01017 POF ooo34102 FDF 200404722 11:28 Ab
ooso1o17.I0S ooo034103 05 200404722 11:28 Ab
oos01017 POF ooo034103 FDF 200404722 11:28 Ab
ooso1o17.I0S 00034104 05 200404722 11:28 Ab
oos01017 POF 00034104 FDF 200404722 11:28 Ab
PDF File:

This report sumrmarizes the PEN activity of all the students submitted in your latest PEN
request. Please review this report and update your Student Administration Systermn and files
before your next submission.

Mote: PDF files require Acrobat Reader to view or print.

IDS File:

This file is intended to be uploaded into your student administration system. Please save this
file to a floppy disk and run the import PEN request file from your student administration
system.



Saving your IDS File

Select the IDS file that you want to save by clicking on your school code .ids, in the example
above | would click on 00501017.1DS. The following dialog box will appear:

File Download x|

o ] Some filez can harm vour computer, [F the file information below
\") looks suspicious, or pou do not fully trust the source, do not open or
zave this file.

File name: 00501017.105
File type:

From: devtsw,educ, gov.bc.ca

Would you like to open the file or save it bo ypour computer?

Open | Save I Cancel kare Infa

¥ &lwaps ask before opening this pe of file

Select ‘Save’ from this dialog. DO NOT OPEN THE FILE! Once you have clicked the ‘Save’
button the following ‘Save As’ dialog box will appear:

pavens 2| x|
Save in: IE_@ Desktop j €] 3 i i
My Recent Documents . m
Desktop fan.p
@ Wy M Dirive |an.s My Documents
4 My Computer /0190012 3 index pof
loppy [&: 4 et pdf
< Local Disk [C:) p2.pf
i CD Drive [D:) np3.pdf
i CD Drive [E2) hps.pdf
x 554479 on "Olive’ L] nps. pdf
22 Blanker$ on ‘Bolt' [M:] hpé. pdf
x Azzezsment on 'Olive' [M:] osed, pdf
:g Interbranch on 'Olive’ [0:] bach.pdf
_g Information on ‘Olive’ (P:] hurse information, pdf
=% educ_penipt on 'CITS Opert/MS Cluster [galeance.pdf
:g ejuc_pub?ds onl 'CITS DpervM S Cluster [gal ancec pdf
_.x educ_penin on 'CITS OpertS Cluster [gala bncece.pdf
\3 by Metwork Places
K I— I
File narne: |xxxxxxxx.|Ds j &I
Save az type: IAII Filez j Cancel |
7

Save this file to a location on your computer where you will be able to find it, preferably to a floppy
disk that you have placed in your floppy disk drive. Once you have selected your location, click
the ‘Save’ button, at which time the file will be placed on your floppy disk or another location you
have specified and the following dialog will appear:



Download complete 0] x|

i

v

(=] Download Complete

Saved:
00501017.105 from devesw, educ,gov, be.ca

Downloaded: 59 bytes in 1 sec
Download bo: 00501017, 105
Transfer rate; 59 bytes)|Sec

[ Close this dislog box when download completes

Open Open Folder | Cloze I

Please select the close button, DO NOT OPEN THIS FILE!

Now you can upload this file to your Student Administration System using its import function.

Viewing your PDF File

Select the PDF file that you want to save by clicking on your school code .pdf, in the example
above | would click on 00501017.PDF. The following dialog box will appear:

File Download x|

] Some files can harm pour computer. IF the fle information below
x_"\r) |ooks sugpicious, o you do nob fully tust the source, do not open or
zave this file.

File name: 00501017, POF
File type:  Adobe Acrobat Document

Framm: devksw,educ,goyv,be,ca

Wwould you like to open the file or zave it to your compker?

Dpen | Save I Cancel kore |nfo

¥ | iliways ash before apening this tupe of file

Select the ‘Open’ option from this dialog. This will open the PDF file in Adobe Reader for you to
view and print. If you do not have Adobe Reader, it is a freeware application and available from
www.adobe.com




