If Feed Forward does not work:

Zip the MDBs manually.  At the district level this means zipping 5 mdbs:

· District Outbreak Report.mdb

· IDS Monthly Form Database.mdb

· IDS Indicators District.mdb

· Malaria IMCI Exit Interviews.mdb

· Routine Immunization.mdb

At the Province level, zip the above mdbs as well as one more: 

· All the 5 above mdbs and

· IDS Indicators Province.mdb

Copy each .mdb and paste it in the same folder (data_epi2000).  Then rename the new .mdb according to this naming rule: 

· DDD_YYYY_MM_Name_of_mdb

· (District 3-letter code_year_month_name of mdb)

For example, Chongwe district data manager sending to Lusaka province data manager, data through end of November 2003-- 

· CHN_2003_11_IDS_Indicators

· CHN_2003_11_IDS_Monthly

· CHN_2003_11_IDS_Outbreak

· CHN_2003_11_IDS_Malaria_IMCI

· CHN_2003_11_IDS_Routine_Immunization

A Province data manager sending to National level uses the following naming convention:
· PPP_YYYY_MM_Name_of_mdb

· Example: NOR_2003_11_IDS_Indicators

How to zip:
· Right-click on the mdb

· Go to the WinZip functions on the list

· Put all 5 (district) or 6 (if you are Province) mdbs into one zip file.

· Name the Zipped file according to the naming convention described below.

How to Name the files:

If you are a District data manager sending to a Province: 

IDS_DDD_YYYY_MM.zip

For example, Chongwe district  in Lusaka province reporting through November 2003 would be named:   IDS_CHN_2003_11.zip

