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Emailing (Transferring) Inspection Results
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Transferring inspection results to your local REGULATORY AUTHORITY*
* Attention:  The Agency MUST be using the Agency version of SAFE™ to IMPORT your inspections successfully

1. After entering all of your inspections, click on the 
Inspections Tab / Import-Export Inspection Data 
Button

2. Click on “Send Inspection Results to Regulatory 
Authorities using SAFE”

3. Select your Date Range
4. Select the Agency that you wish to send the 

inspections to.  Make sure that each customer has been 

assigned an Agency!  If they have not been given an Agency, their 
inspection will not be included.

5. Click “Create Export File”.  The file will be created and saved 

to the C:\Program Files\SAFE folder and will be called 
“SAFEInsp.txt”.  This is a text file and is very small in size for fast 
and easy upload.

6. Either click “Yes” or “No” to the question about 
sending only “Unsent Inspections”.  If you answer 
“Yes”, then only inspections that have not been 
checked as “Emailed” will be selected.  If you answer 
“No”, then all inspections for that agency during the 
time period you have selected will be included.

7. Answer “OK” to run the update that will flag all the 
inspections as being “Emailed to the Agency” on 
their Inspection screen.

8. (a) Click “Yes”, then “Yes” if you want to complete 
the update or  (b)  “NO” if you don’t want to flag 
these inspections.

GO TO THE NEXT PAGE
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Main Menu –Exporting Inspection Emails to your COUNTY/AGENCY (Continued)

9. Start up your Internet Browser (Example:  Yahoo, AOL, MSN, or whatever service you use to email)

10. Compose (Write, Create) an email to the person responsible for importing your inspection results.

11. Attach a file by clicking on the appropriate box on your email message.  Many email systems are different and use different 
wording.

12. Attach the “SAFEInsp.txt” File and then send it.  Make sure the file shows to be “attached” before you send it.  Also, make 
sure you write an appropriate message to the person receiving the email so they will know who is sending it.
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Transferring inspection results to your MAIN OFFICE COMPUTER

1. After entering all of your inspections, click on the 
Spreadsheets/Transfer tab

2. Click on “Send Inspection Results to a Main Computer”
3. Select your Date Range
4. Make sure you note the location the file will be saved.  You will 

need to go find it later to complete the transfer.
5. Click “Create Export File”.  The file will be created and saved to the 

C:\Program Files\SAFE folder and will be called “SAFEInsp.txt”.  This is a text file and 
is very small in size for fast and easy upload.

6. Answer “OK” to the prompt about the file being created.
7. Exit the screens and either email this file (NEXT PAGE) or transfer it 

using a storage device (THIS PAGE).  Insert the storage device.
8. Right Click Start, left click Explore.
9. Click on the “C” directory, then “Program Files”, then double click 

on the “SAFE” folder.
10. (a) Right click on the “SAFEInsp.txt” file. (b) Left click on “Send to”, 

then left click on your USB drive letter (example shown – WD Passport (j:))

11. Unplug the USB Device from your laptop and plug it into your Main 
Office Computer.

GO TO THE NEXT PAGE FOR INSTRUCTIONS ON IMPORTING THESE 
INSPECTIONS.
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the Field Laptop
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Optional
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Exporting Inspections through EMAIL

8. Start up your Internet Browser (Example:  Yahoo, AOL, MSN, or whatever service you use to email)

9. Compose (Write, Create) an email to the person responsible for importing your inspection results.

10. Attach the “SAFEInsp.txt” file by clicking on the appropriate box on your email message.  Many email systems are different and use different wording.

11. Browse for the file in the “C:\Program Files\SAFE” folder and attach the “SAFEInsp.txt” by double clicking on it.  After doing this, simply “Send” it from your email.  Make sure the 
file shows to be “attached” before you send it.  Also, make sure you write an appropriate message to the person receiving the email so they will know who is sending it.
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1. After entering all of your inspections, click on the 
Spreadsheets/Transfer tab

2. Click on “Send Inspection Results to a Main Computer”
3. Select your Date Range
4. Make sure you note the location the file will be saved.  You will 

need to go find it later to complete the transfer.
5. Click “Create Export File”.  The file will be created and saved to the 

C:\Program Files\SAFE folder and will be called “SAFEInsp.txt”.  This 
is a text file and is very small in size for fast and easy upload.

6. Answer “OK” to the prompt about the file being created.
7. Exit the screens and email this file.
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IMPORTING the Field Inspections to your MAIN OFFICE COMPUTER

4. Open the folder called “SAFE”, right click on an empty area, left click on “Paste” 
and then close the window menus.

5. Open SAFE and click on the Spreadsheets/Transfer Tab
6. Click on “Bring in Inspections from a field computer”
7. Click on Step 1. “Import Inspections from the above file”
8. Click “OK” to the prompt
9. Click on Step 2. “Preview Report”.  Either click “Yes” or “No”, depending on your 

printing preferences.  You have the option to print these documents or simply exit 
them when you are confident the information is correct.

10. Click on “Load Inspections to the SAFE database”.   Exit when finished.

11. ERROR MESSAGES:
• Duplicate Inspection: If you get a duplicate inspection message, then 

this means you or someone else has previously imported these 
inspections or the dates may overlap.

• Inactive Contract For an imported Inspection: This error will alert you 
that you have imported an inspection for a customer that has been 
checked as INACTIVE for their contract.  The next inspection will NOT be 
updated or advanced.  You will need to correct this manually.
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Paste

1. Insert the USB Storage Device 
into the MAIN OFFICE Computer

2. (a) Open the contents of the 
folder and (b) right click on the 
“SAFEInsp.txt” file, (c) and left 
click on “Copy”.

3. (a) Right click “Start” then left 
click “Explore”, (b) left click your 
“C” directory, (c) and left click on 
“Program Files”.

All Customers 
Listed together

1 Customer 
per Page

Options

Error Message 1

Error Message 2
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