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Hard Copy Library Index - User Instructions (Web Page) 

Return to the “Estimating Indexes” Web Page

Click “Hard Copy Library Index”

(This opens the Access Database) 

Expand the small Access bar that appears, so as to view the full screen

(The Main Menu is now visible)
Click “Project Information”

Click “Clear Filter”

(This clears any filters previously applied to the database) 

Click “Filter by Form” (the right icon of the two active icons incorporating a “Funnel” shape)

(This action will remove all visible data from the selection boxes on screen)
Click in a selection box (eg. Project)

(A dropdown box then appears)
Scroll the dropdown box to click on a Project from the list of projects

Repeat with other selection boxes, if multiple selection is required

Click “Activate Filter” (the icon with a “Funnel” shape)

Click “Preview Filtered Report”

View on screen or print the Filtered Report to determine the required hard copy file number(s)

Return to Main Menu (Click the lower X button @ top right corner of screen)

Click “Exit Application” to exit the system

Log the hard copy file(s) out from the Estimating Library ATD, using the logbook provided

Log the hard copy file(s) back in to the library when finished, using the log book provided 
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