To import a jaffa file into Profile:

Step 1 – Saving the file

1. Save the file from the medium by which it has arrived.

a. If it is on a floppy disk:

i. Open ‘My Computer’ on your desktop.

ii. Double click on Floppy disk drive to display contents

iii. Right click on file, choose “Copy”

iv. Right click on Desktop, select “Paste”.

b. If file is on a CD:

i. Open ‘My Computer’ on your desktop.

ii. Double click on CD(ROM) drive to display contents

iii. Right click on file, choose “Copy”

iv. Right click on Desktop, select “Paste

c. If file is in an email attachment:

i. Right click on attachment, choose ‘Save As’.

ii. Navigate to the desktop in the window that appears (Click the drop down arrow in the ‘Save in’ box at the top of this window to conveniently see ‘Desktop’)

iii. Leave the File name as the default name (of the file)

iv. Click the ‘Save’ button.

Step 2 – Importing the file into Profile

a. Go to Practice / Import & Export / Import jaffa file.

b. Navigate to the Desktop in the window that appears 

c. Highlight the jaffa file

d. Click ‘Open’

e. Click ‘Start’

f. Once the import has completed, you will see a red tick at the top left of the Import window.

