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Export Feature
2004-06-20 v. 1.0

A) Quick Overview: 
· Create an Export configuration file specifying the fields to be exported.

· Select the records you wish to export, select Action ( Export ( Export Data
· Choose your previously created Export configuration file. 

· Retrieve the .txt file that has been created by this operation. If required, transfer the data contained therein into a word processing table or a spreadsheet.

B) Create an Export Configuration File 

· These files can be found in the view Configuration\Export of the Lotus Notes database. If your database currently has an Export configuration file, you can use it as a template.

· To create a new configuration file, click on:  Create( Configuration( Export from the menu bar. This will bring up an empty “Export Manager” record.
Export Configuration File fields:

· Title: This is the title of the Export configuration file. Create a meaningful title based on the records and the assortment of fields you will be exporting.  

· Export File Path: Assign a unique file name after notedata\ and before .txt.  Please note that files can be created in a folder different than “notedata”, but you have to make sure that the folder indicated in this field exists on your computer. Also, the file does not necessarily need to have a .txt extension. You could also use this functionality for example to create BIF files (.bif).

This will be the name of the exported .txt file. If this is not changed for each export operation using the same Export configuration file, previously exported data may be overwritten.

· Warnings File Path: The default is c:\notedata\warnings.doc; problems which occur during the exporting process are documented here. This field need not be changed unless problems need to be tracked for different Export configuration files, or for specific Exporting operations. 
· Field Delimiter: The default is a semicolon (“ ; ”); if the data you will be exporting might contain semicolons (some Dublin Core Metadata contains semicolons), this should be changed to a character which does not appear in the data.

· Multi-value Delimiter: This is used if one of the export fields has multiple values (multi-value fields). Make sure this is not the same as the Field Delimiter. Displaying multiple values in a table can be problematic. 

· ExportHeader: These headers will appear at the top of each column if the exported data is transferred to a table or spreadsheet. Headers must be separated by the Field Delimiter you chose above. This field can be left blank if your data will not be transferred to a table or spreadsheet. 

· ExportBody: This determines the fields you wish to export. Use the exact Field Name as per the link record Properties information (or see the documents entitled Data Dictionary – LinkForm or Data Dictionary – ContentForm). The fields also have to be displayed in the same order as those listed in the “ExportHeader”.
· Example: <EVALUATE>URL_e</EVALUATE>  

· Each Field Name must be preceded by <EVALUATE> and followed by </EVALUATE>
· Fields must be separated by the Field Delimiter, in the following example “ ^ “ is the Field Delimiter: <EVALUATE>URL_e</EVALUATE>^<EVALUATE>Title_e</EVALUATE> 
· If you will eventually be importing data back into the database, a field which contains unique values (for example HTMLFileName) should be among your export fields. This field will be used as a unique key when re-importing the data. You have to make sure that you pick a field for which the values will not change.

· ExportFooter: In most cases, you would leave this field blank. But you can add data to this field if you want information to show only at the bottom of your spreadsheet, or at the bottom of your text file.
· KeyFieldName: Use this field if you would like to create multiple entries for each multi-value that are stored in a document for a specific field. Enter the exact name of that field here; no extra tags are required for this field (e.g. Headings_1). This field must also be specified in the field ExportBody.
· Note: Some fields have not been explained here – they are required only in specific situations.

· When you are done creating your configuration file, save and exit. Many Export configuration files, created for different purposes, can be saved and will be available for future use.

Example of a configuration file for data to be exported to a spreadsheet:
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Example of a configuration file to create a Verity BIF file:
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C) Exporting Data
· Select the database records you wish to export. This can be done from any view in the database.
· Select Actions ( Export ( Export Data from the menu bar. Read the prompt, and answer truthfully. If all goes as planned a “Choose Your Export Configuration File” dialogue box will appear. You will see all the previously created Export .cfg files. Select the appropriate one and click OK.
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· Once the export process is finished running, another dialogue box will appear indicating the location of the file where the data has been exported. The default location is c:\notedata\
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· Go to this folder and locate your file. Note that future Export operations will overwrite this .txt file unless you change the file name of the “Export File Path” field in the Export configuration file for each subsequent export operation. You could also move this file to another location to prevent it from being overwritten.
· If your export file has been created to be used in a spreadsheet, you can first open your spreadsheet software (e.g. Excel), and then from the software, open your .txt file. Follow the instructions of the browser to select your text delimiters, etc. so that the data gets displayed properly in each of the spreadsheet columns.
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D) Creating a text file where information is not organized in a table

If you do not need the data to be organized in a table or spreadsheet format, (where each row corresponds to one record and each column corresponds to one field) but simply need a visually intelligible .txt file with data grouped by record, the instructions below explain the procedure. This is useful when one of the fields to be exported has multiple values and thus cannot be displayed in a table.
· Leave the field ExportHeader blank.

· Enter the Field names in the ExportBody as in the example below. Also include each Field name before the “<EVALUATE>”. You can also insert markers like the following “%Start%” and “%End%” to help you identify each separate record.
Example:

%Start%

URL_e: <EVALUATE>URL_e</EVALUATE>

Title_e: <EVALUATE>Title_e</EVALUATE>

HTMLFileName: <EVALUATE>HTMLFileName</EVALUATE>

Heading Structure: <EVALUATE>headings_1</EVALUATE>

%End%
· Enter the name of the field which contains multiple values in the field KeyFieldName (those fields must also be part of ExportBody field).

Examples of data in the .txt file:

URL_e: http://www.ulnooweg.ca/index.html

Title_e: Ulnooweg Development Group Inc.

HTMLFileName: su13089e.htm

Heading Structure: New Brunswick|05) Basic Steps for Starting a Business|10) How to Start|Information for Aboriginal Peoples|18) Doing Business with the Federal Government|<!--b155-->

URL_e: http://www.ulnooweg.ca/index.html

Title_e: Ulnooweg Development Group Inc.

HTMLFileName: su13089e.htm

Heading Structure: New Brunswick|40) Financing|Information for Aboriginal Peoples|50) Aboriginal Financial Institutions|<!--e100-->

URL_e: http://www.ulnooweg.ca/index.html

Title_e: Ulnooweg Development Group Inc.

HTMLFileName: su13089e.htm

Heading Structure: Nova Scotia|05) Basic Steps for Starting a Business|10) How to Start|Information for Aboriginal Peoples|18) Doing Business with the Federal Government|<!--b155-->
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