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· Install MS .Net Framework 2.0 (if not installed already)
To check if MS .Net Framework 2.0 is installed:
Click on Start

Click on Control Panel

Click on Add or Remove Programs

Look for the program Microsoft .Net Framework 2.0.  If you see it listed, it has already been installed.  If you do not see it, you need to install it using the file dotnetfx.exe on the CD.
To install MS .Net Framework 2.0:

Locate dotnetfx.exe file on CD

Double click on file and install
· Copy “CourtName” folder on CD to C:\

IMPORTANT!!! This step is critical.  Make sure the CourtName folder is installed to C:\.

· Rename “CourtName” folder to city’s 5-character court code (right click on folder name,  click on rename, and then rename the folder)
· Start Governmental Suite
· Enter general information using Misc/Setup - General Information

Important: You must enter the location of the parent folder (e.g., C:\UDACL)

· Add test defendants (Click on File/Special Procedures)
· View test defendants (Click on Misc/Municipal Court/Defendants)
Test defendants will have ID numbers beginning 9901…

· Add test cases

Use case numbers 1, 2, 3, and so on, for test cases

Use only test defendants for test cases

Create at least one test case for each test defendant
Add at least one minor and one major to each case (both must be RTOs)
Create additional test cases with intentional errors:

Omit RTO information

Delete address, state, and zip code for one of the test defendants
· Add test drivers license suspensions
Create at least one suspension for each test defendant

· Create upload files (Majors and Minors) for test cases

· Create upload file for DL suspensions

· View upload text files using Notepad
Locate the files using My Computer (Windows Explorer) and double click on the related text files.

Contact Belinda Clark at State
At this point you are ready to contact Belinda Clark at the State and get a password from her.  She will likely send you an email showing you your password.

Suggestion:  After you receive the password, read through the instructions below to make sure you feel comfortable moving around the different folders and finding the various bat and text files.  Do not actually double click on any of the bat files while doing this exercise.

At this point you might want Belinda on the phone.  However, I would suggest you go ahead and do the Setup.bat procedure first, then get Belinda on the phone when you do your first upload.

· Start Setup.bat

Locate the parent folder on the C: drive (“CourtName” folder) and double click on Setup.bat.

Fill in the text boxes.

Check entries very carefully!!!

Click on Save.

· Upload Files
Caution:  Be careful when uploading files that you do not double click on the Upload Batch files more than once.  Otherwise, you will upload the same file twice!  Keep track of which files you have or have not uploaded.

Locate the parent folder on the C: drive (“CourtName” folder) and double click on Upload_Majors.bat.  The Maj_Upload.txt file will automatically be uploaded.

Locate the parent folder on the C: drive (“CourtName” folder) and double click on Upload_Minors.bat.  The Min_Upload.txt file will automatically be uploaded.

Locate the parent folder on the C: drive (“CourtName” folder) and double click on Upload_SusRein.bat.  The Sus_Upload.txt file will automatically be uploaded.

Caution!!!  After uploading the files, double click the UploadMajors.txt (text file NOT bat file) in the parent folder to see if the upload was successful.  Repeat for other “Upload” text files.

· Allow Belinda to process the files you uploaded.  When she is finished she will instruct you to download the Return Files

· Download Return Files
Locate the parent folder on the C: drive (“CourtName” folder) and double click on Download_Majors.bat.  The Majors Return Files will automatically be downloaded.

Locate the parent folder on the C: drive (“CourtName” folder) and double click on Download_Minors.bat.  The Minors Return Files will automatically be downloaded.

Locate the parent folder on the C: drive (“CourtName” folder) and double click on Download_SusRein.bat.  The DL Suspension Return Files will automatically be downloaded.

Caution!!!  After downloading the files, double click the DownloadMajors.txt (text file NOT bat file) in the parent folder to see if the download was successful.  Repeat for other “Download” text files.

· View Return Files

Locate Return Files in related subfolders (all will have .txt extension).  Double click on the text files and view them.  You can also view reports of the Return Files in Governmental Suite.

When finished viewing the Return Files don’t forget to “rename” them in Governmental Suite.

· Fix rejected records and resubmit.
PAGE  
3

