Instructions for how to export policy out of the WebPT
1. Login to WePT using the authorized user id and password to execute export.
2. From the “Main Menu”, Go to UtilitiesData TransferExport. The following is how the Export page would look.
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3. Enter valid Identifier names in the text boxes provided for “Export Title” and “Description”. 
4. Select “Export Table” as “Policy”.
5.  Give a valid Identifier name in the textbox provided for “File”.
 6. Data options section is optional. (If we select either of “Include table name” and “Include field names” or both then we need to take care that same are selections are repeated while importing)
7. Filter Section: You can configure a filter on the policy table in order to select a desired set of records from policy table. In the Example shown in screenshot a filter has been added to select only one record with sPolicyNumber equals to 12345.
8. Then click on “Run/Schedule task” on the left navigation pane. Status of the Export will be shown as in the following figure.
[image: ]
9. We can find the exported file under WebPT installation path follwed by Noticegen folder and Security group ID. OR you can choose to right click on the file name in green againist “Export File(s)” and select “Save target as” to save the exported file as shown in below figure.
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*Refer Data Transfer/ Export sections for more details on help page.
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