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DD350 System Administration Guide

ADMINISTRATIVE TASKS

The administrative tasks menu selection can only be accessed after entering the correct password. . To access the
program “click” on the “Administration” button or press “d” on the keyboard. NOTE: MORE THAN ONE
PERSON CAN USE THIS PROGRAM AT A TIME.

=101 x|
File Edt &llSechions Section B Section ©  Seckion [  Farm Summary  Window  Help
1 el =1 S =
X
CONTRACTING
LABORATORY

Canceling

Cormrecting

Recall

Modeling

Adrministration

__Canceling_|
__ Conecting_|
_ Beca |
_ Modsing |
_ banisiaon |

Because of the importance of this process you must enter the appropriate password to continue. Call Pam Gard at
MSG/PIH, DSN 777-9011 or (801) 777-9011 to obtain the password.

The first screen will prompt you to enter a password.

Administration Password |

Paszwiard : ||

] 4 I Cancel |

After entering the correct password the following options are available:
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DD350 Administration Selection x|

Action ; % Submit an ACH I |

{~ Create Tranz File

= Submittal Bepart

" Repaort Murnber

" “endaor Maintenance

" Databaze Queries

™ Prnt DD350

" DeleteDD350 [
™ Email

{~ Header/Footer

k. I Cancel

1. SUBMIT AN ACN.

The submittal routine is the process that takes a completed DD350 and assigns a report number (block A2), action
date (block B3) and date of submittal (block F4). After input of the automated control number (ACN) one of four
processes will happen. The DD350 or ACN doesn’t exist in the database, the DD350 has errors and cannot be
submitted until the errors are corrected, the DD350 has already been submitted or the DD350 exists and you are
ready to continue through the process.

If the DD350 or ACN does not exist, this message will display:

ACM Yerification

You must select “OK” to continue. The ACN must match a record in the DD350 database to continue.

If the ACN that is entered is flagged in the database with errors the program will display an error stating the DD350
has errors and must be returned to the buyer.

If the DD350 has already been transmitted you will see this message:

DD350 Submittal Message

DO350 waz transmitted. Do you need to retrangmit,

There are times when you have to make changes to a transmitted DD350 and retransmit it. If this is the case, select
“YES” and the DD350 will be added to the transmittal file. However, the program will not assign a new report
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number, action date or transmittal date. This information is forwarded from the original data. If you do not want to
retransmit select “NO” and the program will let you enter another ACN.

If the DD350 exists and you are ready to continue the process, after the ACN is input a verification screen will
display.

DD350 Submittal Menu 2 x|

—Enter ACN

ACH Mumber : I'I'IEB Oceurrence Mumber I':'2
Contract Mumber ; |F4EEEIEEIEE8222

Muodification/Order Murnber : I

—¥erify Dates

Report Mumber :

A3B. Contracting Office Code

B3. Action Date ; |

F4. Submittal Date : [2002/03/08 2

S ubmit | Cancel |

The user needs to verify the ACN/occurrence number and the contract / modification number. This information
cannot be changed. If the data on the screen doesn’t match the data on the DD350 press cancel and enter another
DD350.

If the contract information does match, verify the A3B/Contracting Office Code, B3 Action Date and F4 Submittal
Date. Use the calendar button to the right of the date or manually enter the appropriate information. The
Contracting Office Code has been added because the report number is based on the office code. If the office code is
not correct the report number will be incorrect. You cannot change the office code in this routine. You must exit,
recall the ACN of the DD350, correct the office code and then submit the DD350 to get the correct report number.
The B3/Action Date is the actual date the contract was awarded. The F4/Submittal Date is the date the DD350 is
submitted. Note that the report number is blank at this point. When the dates are correct press “Submit”. At this
point the dates entered are validated to make sure they pass the DD350 edit criteria. If the dates don’t pass the edit
routine a message will display telling the user that the dates don’t pass the edit criteria and allow the dates to be
entered again. If the information is correct the DD350 is added to the submittal file and the DD350 database is
updated to include the Report Number, B3 Action Date and F4 Submittal Date for the ACN entered. This screen
will display with the report number assigned to the DD350.

ACH submittal Success
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If a user tries to submit a DD350 and the following error displays, it means that someone has the report number table
open and they need to wait a minute and try again. This allows more than one person to be in the submittal routine
without getting duplicate report numbers.

File Locked x|

@ The Report Mumber File is currently locked by another user, try wour Submit again in a
monment,

2. CREATE J001 FILE.
When you have entered all DD350’s that you want to transmit select the “Create JOO1 File” radio button. This will
take you to a screen that will display all the DD350’s that have been submitted and are waiting to be transmitted.

DD350 JOO1 Creation E
ACM#  Office Cd! Feport#  Contract Mumber tod/Order #
EDDIQDB QO2R0 510G GE3EF4920H GSDDDFADSQA
001937 ADSPE 250C G335F4920H 65000F A0 &
001584 ADZKE 010U F4260000C9182
001985 ADZEE 020U F3460199G0006 1
003031 QOZRO 220G FOBE3700D4001 [

003032 AODSCH 4709 F4265000P08:24 j
Create Print Only Cancel |

To create a JOO1 transmittal file select “Create”. This will put the data in the correct format and assign it a batch
number. The batch will then be transmitted through FTP. The program will take you to WORD and display a report
of all the DD350’s in this particular transmittal file. It is recommended that you print the report and save for future
reference. If you are not ready to create the JOO1 file but want a print of all the records waiting to be transmitted
select “Print Only”. This will print what is displayed in the box. To exit this screen without any action press
“CANCEL".

3. SUBMITTAL REPORT.

This process looks at the DD350 database and prints a list of all DD350s that have been created but not submitted to
JOO1, or DD350s that have a blank or zeros in block F4 Submittal date. When a canceling/correcting Dd350 is
created blocks A2 and B3 write from the original to the correcting/canceling DD350. In order to make sure all of
the (cancel/correct) DD350s are sent to JOO1 this report looks for all records that do not have a submittal date.
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0s0 ord - P3IREPORT.H q 00 g-40pm EIMERBEEE NE E
“@ File Edit View [nsert Format Tools Table ‘Window Help == %]
DSHSGRY | 2B T o- - | @@ BB o -] @) [

Plain Text + Courier Mew -0 - B I U ”EEE = i £E| - & - A

Submwital Report

Date : 0972372000

ACH# Office Contract Number Mod/ Order Nunber Preparer

gooooss  0OJA36

gool0s  0JA3e  FOS63700D4001 s006 RODERICE, RUSSELL,E

000123 0JA36 FOS63700PO140 RUSSELL E RODERICE

000137 0JA36  FOS63798D4002 5169 EENMNETH J. KONEOL, JER.

goole? 0OJA36 FOS63755D4004 s00101 RODERICE, RUSSELL,E

000169 0OJA36 FOS63798D4002 5167 RUSSELL E. RODERICE

ooo1vo  0JA3e  FOSe63798D4002 5167 RUSSELL E. RODERICE
-
E
[
¥

I:]EIEIIEI‘I I 3

“ Draw - % G}

P3REPORT.RTF: 1,010 Characters,

4. REPORT NUMBER.

There are two ways to establish a report number table. If it is the beginning of a fiscal year and you want your
report numbers to start at “0001” you need do nothing. The program is designed to read the office code of the first
DD350 that you submit and start a report number table at “0001”. For example; if your office code is “0GE20”
then the program will write that code from block A3B/Contracting Office Code of the first DD350 that you submit
and will start the sequence at “0001”".

If you don’t want your report numbers to start at “0001” then select “/REPORT NUMBER” and then “OK”.

Window Title 5|m|n|a|c|o|x||

Office Code | LDDkupl
Repart Number I Create |

LCancel |
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Type in the office code for your activity, tab to report number and enter the last report number used, and then select
“CREATE”. This will start the numbering sequence. For example: office code “0GE20” is entered with “0010” for
the report number. When I submit my first DD350 the program will assign report number “0011” and be sequential
from there.

If you are not sure if your office code has been established, enter the office code and select “LOOKUP”. A screen
will display the last number assigned or will tell you the office code doesn’t exist.

5. VENDOR MAINTENANCE.

The vendor database is created once a week through a process that reads the main Central Contractor Registration
(CCR) file. You should not award a contract or prepare a DD350 if the vendor is not registered in CCR. However,
there are always exceptions to the rule. For example, if the vendor is foreign they are not required to register in
CCR but you can’t create a DD350 without the vendor information in the database. The file maintenance process
will allow you to enter these vendors. The program will not allow you to change or alter the information that comes
from CCR at all. You can only view the CCR information.

1. How to Start.

To access this process go to the main menu of the DD350 software and click on the “ADMINISTRATION” button.
The vendor maintenance process is not available to a normal user. You must be able to access the
“ADMINISTRATION” portion of the software to use the vendor file maintenance.

After successful entry of the password, click on “Vendor Maintenance” and then “OK”. This box will display:

i Yendor Lite

Cage Code || WiEi |

&dd

Update

ilil

Delete

There are four options available; view information to a specific CAGE code, add a new vendor, update the
information or delete a vendor. The add, update and delete options will not work for a vendor that was read from
the CCR file. If you try to use these options on a CAGE code that was input from the main CCR file, a message box
will display telling you that you can’t alter a file that was read from CCR.

NOTE: Ifyou are awarding a contract to a classified foreign contractor or a classified domestic contractor you must
enter the vendor information as follows:

CLASSIFIED FOREIGN CONTRACTOR — Use CAGE code 91JJ9 with a DUNS number of 790238851. You
must TAB after you input the DUNS to get the state/country code of ZZ All other vendor information is left blank.

CLASSIFIED DOMESTIC CONTRACTOR — Use CAGE code 9AA9 with a DUNS number of 790238638. You
must TAB after you input the DUNS to get the state/country code of 98. All other vendor information is left blank.
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2. VIEW a Vendor

To see information on a specific vendor, enter a five position CAGE code and select “VIEW”. If the vendor is in
the database a screen will display.

i Yendor Lite Maintenance Screen

Cage Code |22222
DLIMS IEIBEEIEBE'IE!

vendor Name [BEp 0 (NDUSTRIES INC

Drivizion Mame |

Street Address (500 GLLF FREEWAY

State/Country W = Look-up) [ Countny]
City |TE:45 CITY  look-up [City]

Zip I??EEH I

TIM | 742047026

FParent TIM I

Parent Marne |

City Code I?EEEIE State/Country Code I-'iE

_, ...... i:lk ...... .\,| I:anl:el |

To exit this screen click “OK”. If the vendor doesn’t exist a message box will display.

Invalid Cage Code |

There iz no entry on the YendarLite Databagzes for thiz Cage Code.
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3. ADD a vendor

Input a five-position CAGE code and click on “ADD”. If the vendor you are trying to add is already in the database
a message block will display.

Duplicate Key

Cage Code already exizsts on the Master YendaorLite databaze

If this CAGE code was entered from the automatic feed from CCR you can only view the information. Ifitisa
CAGE code you entered manually from this file maintenance routine you can update or delete the information only.
If the CAGE code does not exist then a screen will display that allows manual input of all the vendor information.
First you will be asked if the vendor is foreign.

Foreign Yendor <]

|z thiz a Fareign Yendar?

If the vendor is foreign you are not required to have a numeric city or state code and the zip code can be blank.
Otherwise the data entry fields must be completed as follows:
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i Yendor Lite Maintenance Screen

Cage Code IEIEIEIEH
DLIMS ||

Yendar Mame I

Drivizion Mame |

Stieet Address |
State/Tountny I_ Cook-up [Countny]
City | & Look-up [City]
wl
[
Parent TIN [

Farent Mame I

City Code I State/Country Code I

ak. | Ear‘u:ell

DUNS - This is a nine position numeric field that must pass a specific algorithm. An error message will display if
the number entered is incorrect.

Vendor Name — Enter the vendor’s name.

Division Name — This field is not always available and can be left blank.

Street Address — Enter the street address or PO Box for the vendor.

State/Country — If the vendor is not foreign enter the two position alpha abbreviation for the state that the company
resides in. If the vendor is foreign enter the two position alpha abbreviation for the country. There is a lookup
feature for the valid country codes if they are not known. Click the radio button to the right of the field to see all
valid country codes. If the vendor is not foreign, after the two position alpha state code is entered, the applicable
numeric state code will be input at the bottom of the screen in the State/Country code box.

City — Enter the city name or at least one character of the city name and then select the “Lookup” radio button to the
right of the city field. The correct numeric city code is important and because you can have several versions of the
city name within a state you need to lookup and select the specific city you want. Based on what you select, the
appropriate five-position numeric city code will be input in the box at the end of the screen.

Zip — If the vendor is not foreign they must have at least a five-position zip code.

TIN — This is a nine position numeric field.

Parent TIN — This is a nine position numeric field.

Parent Name — Enter the name of the parent company if known.
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City Code — This is a five position numeric field that is automatically input from the city identified above. If the
vendor is foreign this field is blank. To change this field you must change the city name, lookup the city name and
select the correct code through the lookup process.

State/Country Code — This is a two position numeric field that is automatically input from the state identified
above. If the vendor is foreign the alpha country code will display. To change this field you must change the
country or state alpha code identified above.
If all entries are correct click “OK” to add the record to the vendorlite database. If you don’t want to add the record
click “CANCEL”.

4. Update a vendor.
You can only update a vendor that has been manually entered. You cannot update any vendor that has been read
from the master CCR file. If one of these vendors has incorrect information, the vendor must go to CCR and correct
the entries. After updating the information, click “OK” to save the changes or “CANCEL” to exit without making
any changes.

5. Delete a vendor.

You can only delete a vendor that has been manually entered. You cannot delete a vendor that has been read from
the master CCR file. Enter the CAGE code and then click “DELETE”. The following message box will display.

Delete Confirmation

Prezs YES ta confirm Deletion of thiz recard.
Mo |

If you select “YES” the vendor will be deleted. If you select “NO” the vendor will not delete.
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6. DATABASE QUERIES.
This process will take the DD350 database and create a common delimited format that you can import to ACCESS
for report capabilities. When this button is selected a process takes you to ACCESS.

&, Microsoft Access

“ File Edit Yiew Insett Tools Window Help

DEdH SRy $Bav o | E-

' o

> EEn g =Sa- R

= dd350 : Database [_ (O] =]

B Tables | B Queries | Farmns I B Reports | 2 Macras | < Modules I

Cpen |
Design |

e

Ready S S |

Select FILE from the top left corner and GET EXTERNAL DATA/IMPORT from the drop down box.
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*@. Microsoft Access

“ Eilz Edit ‘iew Insert Tools ‘Window Help

“ [ Mew Database...  Chrl+h
& OpenDatabass... CHI4+0
Get External Data

Close

»

H Save
Save As/Export...
Save As HTML

GLHTE

[

#E Link Tables...

[=&] Farms

B Reports | 72 Macros | «%} Maodules |

Fage Sebipn,..
@ Prink Prewiew

& print...

Ctrl+P

Send...
Database Properties

1 C\PC3S04OUTPLUT dd350
2 C\PC3501Dataldd3sn

3 P:\pamtestiDataldd3s0

4 C\TEMPPKGZF

pen

Design |

Mewa

Exit

|Ready

Go to the PC350/OUTPUT folder and down toward the bottom of the screen select FILES of TYPE and highlight

.txt. Than select IMPORT.

Page 12
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Import 21|
tockin: [ Output = QB = E == F

D350 kxt Tmport |

Cancel |

Advanced. .. |

Find files that match these search criteria:

File name: j Text or property: I j Find oy |
Text Files (%, bxbeF cowe® Fabi® 5ar) j Last modified: Iany time j Mew Seatch |

Mot all file tvpes are installed by default, To add other file tvpes, run the Setup program, click Add/Remove, Data Access,
Change Option. Additional file bypes are also available in the OFfice 97 YaluPack.

Files of tvpe:

| 1 file(s) found.

Next select DELIMITED then NEXT.

B Import Text Wizard |

The wizard has decided that your data iz in a ‘Delimited’ format. 1F it izn't, choose the farmat that
mare corectly dezcribes pour data.

Choose the format that best describes your data;

%' Dielimited - Characters such as comma or kab separate each field

™ Fized Width - Fields are aligned in columne with spaces between each field

S ample data from file: C:APCIR0NIUTRPUTADDIG0. THT.

1 0~0278~0JA3e~TYNDATLL AFE ~ FL 32403 -
|2 0~02830~0JA3e~TYNDALL AFE ~ FL 32403
| 3 [~0287~0JA3e~TYNDALL AFB ~ FL 32403
|4 0~0281~0JA3e~TYNDATL AFE ~ FL 32403
|5 0~0282~0JA3e~TYNDATLL AFE ~ FL 32403
L& 0~0279~0JA36~TYNDALL AFE ~ FL 32403
| 7 [0~0283~0JA3e~TYNDALL AFB ~ FL 32403
g 0~0294~0JA3E~TYHDALL AFE ~ FL 32403 ;I

Advanced... Cancel < Back I Hewt » I Einizh |

\_E

On the next screen select OTHER, type in a “~” and select NEXT.
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B Import Text Wizard
"what delimiter separates vour fields? Select the appropriate delimiter and zee how your text iz
affected in the preview below.

Chooze the delimiter that zeparates your figldz:

" Tab " Semicalon " Comma " Space ' Other; H_
[ First Bow Containg Field Mames Text Qualifier: {hone} =
0 [0278 [0JA36 [TYHDALL AFEB .~ FL 32403 H -
0 [0z280 [0JA3e [TYHDALL AFE .~ FL 32403 H
0 [0z2a7 [0JA3e [TYHDALL AFE ~ FL 32403 1
O[22l [0JAZe [TYHNDALL AFE .~ FL 32403 I
0 [0z282 [0JA36 [TYHDALL AFB .~ FL 32403 1
0 0279 [0JA36 [TYHDALL AFE .~ FL 32403 H
0 0283 [0JA3e [TYHNDALL AFE - FL 32403 Ii
0 (0294 [0JA3e TYHDALL AFE .~ FL 32403 Ej
A i
Advanced... | Cancel < Back | Hewt » | Einizh |

From the next screen select IN AN EXISTING TABLE and highlight DD350 from the drop down box. Select
FINISH.

B Import Text Wizard

YWhere wou would like to store vour data?  %'ou can store it in a new table or inan existing table.

| would like to store my data...

" lnaMew Table

" |n an Egisting Table: || -]
ODaER0

00278 [0JA3e TYNDALL AFRB ~ FL 32403 H -

0 0280 [0JA3e TYNDALL AFE ~ FL 32403 H

0 0287 [0JA3e TYNDALL AFE ~ FL 32403 1]

0 0281 [0JA4A36e TYNDALL AFE ~ FL 32403 1]

00282 [0JA3e TYNDALL AFEB - FL 32403 1]

0 0279 [0JA3e TYNDALL AFE ~ FL 32403 H

0 0283 [0JA36e TYNDALL AFE ~ FL 32403 H

D 0294 0JA36 TYNDALL AFE ~ FL 32403 E:j
i

LE

Advanced... Cancel < Back | Hewt » | Einizh |
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Select OK from this box and then you are in ACCESS and can write your queries.

Import Text Wizard

Finizhed importing file 'C:5PC3A040utputh DD 350, THT' to table
‘TR0

NOTE: ACCESS may be minimized at this point, if it is, just select it from the menu bar at the bottom of

the window.

7. PRINT DD350.

The print feature allows you to print one DD350 or a sequence. To print one DD350 enter the ACN at
“Start ACN Number” and click on “Print”.

Print DD350

Start ACM Mumber I I
End ACH Mumber I

Print

Cancel |

If the DD350 is in the database a message box will display indicating the print process has started. Then
the program will go into WORD perform the print function and go back to the above screen without user

intervention. When the print process is done the following message box will display.

DD350 Prink

If the DD350 ACN that is input does not exist in the database you will see this message box:

Page 15
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Error Detected

If you want to print a group of DD350s you enter the ACN that you want to start with, TAB to the next box
and enter the ACN of the last DD350 you want printed. The program will take the range of numbers and
follow the same process as above. However if any of the ACNs identified in the range do not exist in the
database the program will just go to the next number. The speed of this process depends on your system.
When the program is completed this message box will display:

DD350 Print X

@ The DD3S0 Prink Job has completed,

If the ACN numbers that are input on the screen do not exist (start ACN and end ACN) then the program
will display the following message and you must input a good start DD350 and end DD350. If there are
DD350s inside the range that do not exist then the program will not display an error message, they just
won’t print.

Error Detected x|

& No DDES0's exist within entered &CH range.

8. Delete DD350.

This option allows you to delete a DD350 from the database. However you cannot delete a DD350 that has
a report number assigned to it. After selecting this radio button enter the ACN of the DD350 to delete. If
the ACN entered has a report number assigned to it, this message box will display:

Error Detected x|

& &CH 1129 has a report number and cannok be deleted.

Click on “OK” and enter another ACN. If the ACN does not exist this message box will display:
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Error Detected x|

& 23 Inwalid key - record does not exist,

Click on “OK” and enter another ACN. If the ACN you enter is in the database and does not have a report

number then the following message will display that will cancel the record from the database.

DD350 Delete Confirm

ALCH: I 1132
3B, Contracting Office Code: IDGE |3|:|

B14. Contract Mumber: |F42EEEII]2F'EI?5'I

B2 Modification |4 |

Delete | { Cancel

Please make sure you verify the information on the screen because when “DELETE” is selected the DD350
deletes from the database. If the record was deleted in error the information will have to be reentered with

anew ACN number.

9. Email

This selection allows DD350s to be emailed to anyone that has an email address. After selecting this

button a screen will display asking for the DD350 ACNs that you want to email.

Page 17
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Email ACN Entry X

Enter an ACH and then press Add to build Email list.
Select ACH then press Delete to remove ACH from lizt.

&CN || &dd | Delete
-

[

E rnail Clear Lizt | Carnicel

Enter the ACN and then select ADD. If you have entered an ACN in error, simply click on the ACN and
select DELETE.

Ernail ACN Entry x|

Enter an ACH and then press Add ta build Email list.

Select ACH then press Delete to remove ACH from list,

ACN | sdd | Delete

1560

[

E rmail Clear Lizt | Cancel

When you have the ACN numbers listed that you want to email, click on the Email button in the lower left
corner.
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Email Generation x|

Generating Email with DD350 attachments ..

The email screen below will display and allow the user to enter the email addresses of the individuals that

they want the data sent to.

B Untitled - Message (Rich Texk) i =10 x|

JEiIe Edit Wiew Insert Format Tools Actions Help

|2z & 2R &0 |a 2

—_—

=

|ﬂ This message has not been sent,

Subiject: I

]

DE30001610.RTF

[

If you have only entered one ACN and the ACN is not in the database, a message (below) will display.

Error Detected x|

& Mo walid &CMNs entered to process.

If there are more than one ACN in the list to email, those ACNs that are in the database will be attached in
your email. If any of the ACNs in the list are not in the database you won’t get an error, the program will

only attach those that exist.
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10. Header/Footer.

This selection allows you to print a header and/or footer on each page of the DD350. This is a print
function only and to use the feature you must have a specific line of code in your locator.ini file. If you
have a need for this process call Pam Gard at DSN 777-9011 for guidance on how to fix your locator.ini
file.

In order for a user to select a header/footer entry when creating their DD350, the system administrator must
create the entries for the drop down box through the ADMINISTRATION/Header/Footer selection.

Header/Footer Maintenance =|

key  Header / Footer

=
Refrezh | Add Change | Delete I Cancel |

Select a record and then pressz Change or Delete. To add arecord, just press Add.

To enter data select “Add” and type the information you want to display. The field is a 60 character,
alpha/numeric field. The information in the drop down box is the same for both header and footer.
NOTE: You must select “REFRESH” to have changes appear on the screen.

After data has been added to the table you can change or delete any of the entries. Remember to select
“REFRESH” after each change.

There is a separate table that will store the ACN and each header/footer saved to a DD350. This allows the
DD350 to always print with the same information. If a user saves a header/footer to a DD350 and later
decides that this was in error, they can recall the DD350 and in Section F take the blank entry in the drop
down box.
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Attachment A

Server Installation

Please Re:ad the Insiructions Carefully!!!

“**Do Not Just Use the Pictures... you will miss IMPORTANT information for the install***

Server Installation for PC350 (Microsoft NT 4.0)

1. Onaserver (NOT on the SPS server) create a folder named “PC350” that will be shared with the
client machines. This folder should not be on the “C” drive, use another drive that will be
accessible by client workstations.

2. Share the newly created folder so all the clients can map to it (“PC350” is a good share name).

Pc350 Properties H
General Sharing |Securily|

Mot Shared
— Shared As:

Share Name: IPCSED

Select “Sha

Caomment: I

User Limnit:

& Maximum Allowed

~ Users

Ok Cancel | Apphy |

3. By default the shared folder gives “EVERYONE” Full Permissions. Remove “EVERYONE” and
add your PC350 users (hopefully you have a group to select as PC350 users). Give all the PC350
users “Change” permissions for the “PC350” shared folder (the 21SW-LGC group in the example
below is just an example of a group of PC350 users.)
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Access Through Share Permissions x|
Access Through Share: FC350
Owner:
MName:

Type of Access: IChange j
Cancel | Bemove Help |
Pc350 Properties HE

General =Sharing |Security|

Mot Shared
—* Shared As:

Share Mame: IF’CSED

Comment: I

Il=ser Lirnit:

& Maximum Allowed

 Allow I 3: Users

< Ok, |> Cancel Apphy
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4. Map the PC350 shared folder you just created (yes, you are mapping a drive to a folder that is
already on the server — the purpose is to force the setup program to use UNC’s vs. paths with
drive letters.) You can use any drive letter, but this mapping needs to stay on the server as long as
the PC350 program is installed.

e The example below is only an example, you must enter the path to your server and shared folder

Map Network Drive =]
T——ha—gy, [ F oK I )
: 12 e 3h0 = Cancel
Enter the path to the Bath: | 50 -] |
and shared folder. ConnectAs: I Help |

¥ Beconnect at Logon

Shared Directories: ¥ Expand by Default

*® 03350

B 0335Y

B 0CING

TECIMC cincl

TELKVGY PreferredCustamer
B 1PITD

+m 2

*® 21 00T

*E 21CESOFI0 Z1MET computer

TE 21CESOFAZ Z1MET computer _Ij
T ’

5. On the server run the setup program from the CD-ROM disk - The setup program should
automatically start when you insert the CD-ROM into the drive (to manually run Setup navigate to
the “Disk1” folder and run “Setup.exe”)
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6. The first screen is a welcome screen, select “Next”:

Welcome

Welcome to the PC350 Setup program. This prograrm will
install PC350 on your computer.

It iz strongly recommended that you exit all Windows programs
before running this Setup program.

Click Cancel to guit Setup and then close any programs you have
running. Click Mextto continue with the Setup program.

WARMIMNG: This program is protected by copyright law and
international treaties.

Unautharized reproduction or distribution of this pragram, or any portion
of it. may result in severe civil and criminal penalties, and will be
progecuted to the maximum extent possible under law.

Cancel

7. Select the “Network™ option, then click “Next”.

Setup Type

Click the type of Setup wou prefer, then click Mext,

Single User

—Description
This installs the programs & datafiles to the network directories.

—
< Back Mext > ) Cancel
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8. Next you identify where to install the software on the server. Browse to the mapped drive (in our

example it’s the “F” drive) and type in the folder name “PC350”. This will create a folder for the
PC350 program. Below is an example to install for a “F” drive.

Choose Destination Location

Setup will install PC350 in the following folder.
To install to this folder, click Mext.
To install to a different folder, click Browse and select another folder.

“ou can choose notto install PC350 by clicking Cancel to exit Setup.

Destination Folder
{C:\PCSED
< Back Mext > Cancel |
Choose Folder E3
Don’t forget to Flease choose the installation folder.
[13 bbl
type PC35.0 ba
after the drive letter
4 FC3E0
Directories: /—\
Bt OK | )
Cancel |
E
Drives:
|Elf: W2TCOMSYFC3IAED j MNetwork... |
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The tolder:

fAPC3E0

does not exist. Do you want the folder to be created?

Choose Destination Location

Setup will install PC350 in the following folder.
To install to this folder, click Mext.
To install to a different folder, click Browse and select another folder.

“ou can choose notto install PC350 by clicking Cancel to exit Setup.

MPC3E0

’7Destinatiun Folder
f
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9. Select the Transmital Type

Select Tranzmital Type |

Select the Tranzmital Type, then click Mext.

< Back I Mest = I Canicel

10. Click “Finished”

Setup Complete |

Setup has finished installing PC350 on your computer.

Setup can launch the Read Me file and PC350. Choose the
options o want below,

Clizk Finish o complete Setup.

< Back S
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11. Next you want to setup the Auto Update feature. Auto Update checks to see if any new updates are
available for the PC350 program. Run the following on the server:

=  Run the following (the drive letter may be different on your system):

Run EE

There is a space '
“.exe” and “ini”

Twpe the name of & program, folder, ar dacument, and
Windows will open it far you.

Open: IF:"-,PCSED\Pngrams\,PSAutDup.exe ini ‘{

™ Runin Separate Memory Space

(0];8 Cancel | Browse... |

= Change the proxy server information for your location:

k= Update IMI

URL of Update Server: Ifarsite.hill.af.mil

Directory of Lpdates: If’ wieb Change these fields
to your proxy server

Proxy Server: hillprosy. hill. af. mil L~ Address and proxy
— | e

Frowy Port; a0s0

URL of FTP Server: phlur. hill.af. mil

Directony of pdates: /pubdupdate

Idzer Marmne: ANONYInaLE

Passward: autoupdate@hil. af. il

Cancel 0k, | >

=  Run “P3Autoup.exe” — it should run without error.

12. The intent is to have the PC350 program check for updates everyday. Since the server may not be
logged into each day it would be beneficial to add this as a scheduled task. There are a variety of
ways to do this. One of the easiest is to use the Task Scheduler add-in tool provided with
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Microsoft Internet Explorer (version 4 or higher.) It provides a graphical user interface to schedule
tasks. Double Click the Scheduled Tasks Icon.

5 My Computer [_ O]

File Edit “iew Help

Printers Dial-ldp Scheduled
Metwaorking Tasks j
24 object(s) | 7
. Add a task by Double Clicking the Add Scheduled Task Icon.
3 Scheduled Tazks H=1E3

Eile Edit “iew Adwvanced Help
| Schedule | MHest Bun Time | Last Bun Time | Status

‘ Edd Scheduled T ask |

< |

2 object(s)

B

Scheduled Task Wizard |

Thiz wizard helpz you schedule a task for Windows
to perfarm.

You zelect the program pou want Windows to wun,
ahd then zchedule it for a convenient time.

Click Mest to continue.

01 Oct 2002
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* To select the program to schedule select “Browse”

Scheduled Task Wizard |

Click the program you want Windows o .
To zee more programs, click Browse.

Application | "Yerzion | -
‘,L.-'l‘-.crul:uat Azsiztant -
.-'-‘-.u:ru:ul:uat Catalog 4.0
.-'-‘-.u:ru:ul:uat Distiller 4.0 4.0.500
= Acrobat Reader 3.01 3.0.000
5] #crobat Reader 4.0 4.0.000
:.i_!] &dd HP JetDirect Printer 1.0.0.1
I [ iy . E R0 4172274 LI

Browse. .. |

< Back I HEst= | Cancel |

* Navigate to the “Programs” folder under “PC350” highlight “P3Autoup.exe” and select “Open”

Select Program to Schedule |

Laok i |¢3 Programs =l ﬁl

Mfscreen.di e e %] P3FMRND
Mainet.ocx PADATECK.dI 5] PANT I
Mswbrrn0.di P3EDIT.dI ] PAOPGM. >
Oleaut32 di p2edit pdf %] Pakey.dl

(%] Olepro3z.dl P3entrys.di =] P3list.dl ﬂ|
Orvline.lbr M PIFMRM.1s =] PALOOKLI

[ i
File narne: IP'S.-'-‘-.utu:nup.e:-:e Open I

Filez aof type: I Frograms j Cancel

 Weekly
o 7 Monthly
S| ou}d bﬁ ﬁ'élﬂ]%g)&%y”, then select “Next”.

™ wWhen my computer starts
™ when | log on
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e Enter the time that it should be run. We recommend that it be after the backup but before anyone

would be on using the system.

Scheduled Tazk Wizard

Start time:
5:00 Ak

Start date:

Select the time and day pou want this task to start,

Perfarn this tagk:

' Ewvery Day
T wWeekdays
" Every |1 _lj davs

I 1042700 e I

=]

=l
1

e —

< Back " Cancel |

¢ Enter the username and password for the administration account on the server.

Note: Every time the password changes it will need to be changed in the scheduled task.

Scheduled T ask Wizard

Enter the name and pazsword of a uzer. The task will
run az if it were started by that uzer,

Enter the uzer name:
Enter the paszward:

LConfirm passward:

K|

|PIH"Admin

Ixxxxxxxxxx

Ixxxxxxxxxx

¢ Back I Hest » I Carnicel
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*  Select “Finish”, this will add the job.

Scheduled T ask Wizard

Y'ou have successfully zcheduled the following tazk:

% Paautaup

whindowes will perform this tazk:
Ak 500 Ak everny day, starting 1042700

=]|

r ‘Open advanced properties for this task when | n:Iiu:kf

Finish.

Click Finizh to add thiz @S zchedule.

< Back I Finizh I

Cancel

13. Next you want to setup the batch file for the transfer of the DD350’s to JOO1. Navigate to the
“FTPOUT” folder under “PC350” highlight (“FTPPC350.bat” for Air Force) (“ARMYFTP.bat”
for Army) then right click and select edit.

E‘l Explonng - E:A\PC350AFTPOUT

File Edit “iew Toolz Help
ERT - B s fee = XE BEREE
| &) Folders | Contents of 'E:\PCISONFTPAINIT!
=0 Pc350 Al Mame gpen Size | Type
(0 Archive 50 bt — KB M5-DO5 B
(1 Data 1 |FP2autoup.ba . 1KE  MS-DDS B
(0 Frpin [F] padate.bat HP Simple Trax  » KB MS5-DOS B
i3] Frpout -
1] k | & PowerDesk 3 ¥
|'I object[z] zelected |4F"2 bytes Add to Zip i
Send To r
Cuk
Copy
Create Shartcut
Delete
Rename
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e  The batch file must be changed in the following ways:

AIR FORCE FTPPC350.BAT
a ftppc350.bat - WordPad | |O) x|

File Edt “iew Inzert Fomat Help

D2 2 & 2=n

EECHD OFF

Change to the actual drive letter (not the mapped drive letter) where PC350 is inst
your server.

TsCihwinnth systemiz
D-

CD WPC3ISO0WPCIS0LWFTPOUT <_|I Change to the path where the FTPOUT folder is located on vour server. I

call pidate.bat

ECHD open muti-wp.ogdenh.disa.mil > PC3503END

ECHD> NLTEPOZ S STasrl SImEs A AT . .
ECHO SPALCECHD TR Change to the username and password that is correct for vour site.

for %%1i in (*.txt] do ECHO append %%i 'BRMMPRDN.LTU.IFTP350.AFEC' > PCISO3END
FTP —-z:PC3503END > PC3S50out

for %%1i in (*.txt) do COPY %%i ".PCSED".PCSEEI‘-.ARCHI‘UE“.%PSDatE%_%%i
for %%1i in (¥.txt] do del %31

|

Change to vour command.

del PC3iS0send

C:\Progra~1Y Window~1% Aocess

Faor Help, press F1

iesy WORDPAD PC3IS00UT Delete this line

[ [MUM

[ Chance to the path where the ARCHIVE folder i located on vour server ]

Change to the path where the ARCHIVE folder is located on vour server

Command User Name Password
ACC (0A) NLTBPO3 AIRCOMBT
USAFA (0B) NLTBPO4 AFACAD
AFSPC (0C) NLTBPO02 SPACECMD
USAFE (0D) AEZBP01 EUROPEAN
AFMC (0G) NLTBPO5 MATERIEL
AETC (0J) NLTBPO06 TRNGCMD
AFOTEC (0K) NLTBPO7 TESTCMD
CONS (0L) NLTBPOS8 WASHAREA
AFRES (0M) NLTBP09 RESERVES
AFSOC (ON) NLTBP10 SPECOPS
AMC (0Q) NLTBP11 MOBILITY
PACAF (0OR) NLTBP12 PACIFIC
AIA (0U) NLTBP13 INTELCMD
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ARMY ARMYFTP.BAT

File Edit “iew |nsert Format Help

sEEIEEY

Change to the actual drive letter (not the mapped drive letter) where PC350
is installed on your server.

o

|CD WPC3S0NFTPOUT Change to the path where the FTPOUT folder is located on vour server.
ECHO open prmis.saalt.army.mil > PC3S503END
ECHO DD350.datash39 :: FCo SUBEND I Change to the username and password that is correct for vour site. I

ECHO ves,quertyud >> I
ECHO ASCII »»> PC3S503END

for %%1i in (¥.txt)
FTF -s:PC3503END > PC3

ECHD put %%1i %%~ni;rec=-400,1,f,ascii »>> PC3I503END

I Change the .TXT extension to the office code. I
for %%1i in (¥.txt) %
rem del PC350send Change the .TXT extension to the office code.

For Help, press F1 MM

14. Save the changes to the Armyftp.bat file to the current directory with the new name of office
code.bat (i.e. ZD10.bat). This will need to be done for each office code.

15. Like the automatic update this task needs to be run on a daily basis and should be added to the task
scheduler. Double Click the Scheduled Tasks Icon. Add a task as show in step 11. This will need
to be done for each batch file created in the above step

5 My Computer =]

Eile Edit “iew Help
_ Al
Scheduled i
[ndex j

Printers Dial-dp
Tazks
24 obiect(s) | A

Metwarking
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¢ However, you will need to navigate to the “FTPOUT” folder under “PC350” highlight
(“FTPPC350.BAT” for Air Force) (Office-Code.BAT “for Army) and select “Open”.

Select Program to Schedule EH |

Laak ir: |'!’j Ftpout j ﬁl

= PAautoup. bat
= padate.bat

File narme: Iftppu:SEEl.I:uat Open I
Files of type: IF'ru:ugrams j Cancel |

e This task should be run daily like the automatic update, but scheduled to run at the end of the workday.
The JOO1 server is taken down in the late evening, early morning hours to perform batch process and
system maintenance

Scheduled Task Wizard |

Select the time and day pau want this task ta start,

Start time:
BEOOPM ==

Perfarmn this tazk:

T wWeekdays
" Every I‘I _l? dayE
Start date:

I 10/27400 i I

¢ Back I Hest > I Canicel

16. To see that the jobs have run as scheduled, check the Last Run Time from the scheduled tasks
screen it should show the date and time that the job last ran and next scheduled run time.
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E Scheduled Tasks _ O] x|
File Edit “iew Adwvanced Help
M ame | Schedule | MHext Bun Time | Last Bun Time
Add Scheduled Task
{ftppiza50 At B:00 PR every day, startin..  B:00:00 PM 1042700 20232 P 10427200
4| | I
|'I object[z] zelected -

If there is a problem with Job the results can be viewed be selecting the Advanced option from the
Scheduled Tasks Menu Bar and view log.

E1 Scheduled Tasks

=]
File Edit “iew EEERE=sN Help
Harne Stop Using Task Scheduler | Mext Run Time | Last Bun Time
[5] idd Schedulec Pause Task Scheduler
X ftppc3ai

Matify Me of Mizsed Tasks v day, startin..  E00:00 PR 1042700 20232 P 10427400

L ige Account
"Wiews Log

< |

Digplayz advanced menu options for Task Scheduler,

H
/

Locate the appropriate date and time for the job and this will indicate what the error was.
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Bl SchedLog. Txt - Notepad M=] E3
File Edt Search Help
8x80000082: The system cannot find the path specified. -]

Uerify that the directory exists and try again.
"Autoup.job” {Autoup.exe) B/14700 4:06:02 PH =x ERROR ==

Unable to start task.

The specific error is:

0x80808700083: The system cannot find the path specified.

Try using the Task page Browse button to locate the application.
“Task Scheduler Service®™

Exited at 87147808 4:56:28 PH
“Task Scheduler Service®™

Started at 8715788 6:12:84 AW

o W

*  To view the results of the FTP transfer, use notepad or any other text editor to view the results.
Navigate to the “FTPOUT” folder and select “PC3500UT”

Open HH|
Laak ir: I‘a Ftpout j ﬁl
= ftppo350.bat

= PRautoup.bat
= p3date.bat

File name: IF"EEEEIDut Open

Files of type: I.-ﬁ-.ll Files j Cancel |

e The main thing to look for in this output file is “TRANSFER COMPLETE” if you do not see this, then
the transfer was not successful. The line showing, “?Invalid command” is normal and will appear in
every transfer.
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E PC35%0out - WordPad |_ |Of x|
File Edt “iew Inzert Fomat Help

Dl |d| SR sl [ |

ftp> Connected to wutd.ogden.disa.mil. -
open muti-wph.ogden.disa.mil
220-NUT3-WP.OGDEN.DISA.MIL CQPEN-Link FTPR 3erver
T3E OF THIZ OR ANY OTHER DEFPARTMENT OF DEFENSE INTEREST COMPUTER
IYSTEM (DODICS) CONITITUTES YOUR COWNIENT TO MOWNITORING EYT DOD
AUTHORIZED PERSCNNEL FOR COMPUTER SECURITY AND SY3ITEHM
MANALGEMENT PURPOSES. THIS DODICS AND ALL RELATED EQUIFPMENT ARE
TO BEE UIED FOR THE COMMUNICATICNS, TRANSMIZSION, PROCEIZING,
MANIPULATION, AND STORAGE OF OQOFFICIAL U.3. GOVERNMENT OFR OTHER
AUTHORIZED INFOEMATICN ONLY. UNAUTHORIZED TUSE OF THIZ COMPUTER
MAY BUBJECT ¥OU TO CRIMINAL PROZIECUTICON AMND PENALTIES.
220 Enter Commwmatnd or Help
User (mwutd.ogden.disa.mil: (nonel):
331 Enter PASS cormand

230 LOGIN HOST 137.241.250.104 T3ER MLTEFOZ SESSH 296
frp> ?Invalid cormmand —

ftp> LI
For Help, press F1 MU 2

17. If you do not have the Task Scheduler installed then NT has a scheduler that can be run from the
DOS prompt. However you will need to create a batch file that will change to the directory where
the p3autoup.exe is located then execute the p3autoup.exe. The following is an example (realize
you need to ensure the paths are correct in for your system (the following is just an example):
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ME Command Prompt

C:w>at B4:880 sinteractive severyvim.t.w.th.f Disped5@~pedSB~programszsplantoup.hbat

* By typing “AT” then pressing enter you would see the scheduled task:

ME Command Prompt

Command Line

Each H T WThF 4:080 AH D:spe35@~pe3s@~programs~plauto

*  You can use Windows NT Help to read more about the AT command for scheduling events.

18. The server installation is complete.

19. Client workstations can now be installed.
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Attachment B

Client Installation

Client Installation for PC350

1. On the client workstation map a drive to the shared drive where the PC350 program was installed on
the server (you can obtain this information from the individual administering PC350 on your server.)
*  You can use any drive letter
. The example below is only an example, you must enter the path to your server and shared

folder
Map Network Drive E3
Drive: IG F: 0K, I ,>

Enter the path s 350 =] ﬂl
to the server Connect As: I Help |
and shared
folder. ¥ Beconnect at Lagon
Shared Directories: ¥ Expand by Default
& SPACELAN B
“E 03350 e
(336
“E0CINE
“EL TCINCT cincl
EOTKYGEY PreferredCustamer
“E1PTD
‘B 21
“® 21 0S0T
“E 21CESIFA0 21MET computer
E Z1CESOFAZ 21MET computer =
T ol

2. From the newly mapped drive run the PC350 setup (x:\pc350\setup.exe — where “x” is the mapped
drive letter.)

Run EHE

Type the name of & program, folder, or document, and
YWindows will open it for you.

Open:  [FA\PC3504Setup.exe =
[ Runin Separate Memaory Space

> Cancel Browse... |

3. The setup program will load, then follow the following screen prompts:
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Welcome |

YWeleome ta the PC350 Setup program. This program
will inztall PC350 on pour computer.

It iz strongly recommended that you exit all Windows programs
before running this Setup program.

Click Cancel to quit Setup and then close any programs you
have running. Chck Mest to continue with the Setup program.

WARMIMG: This program iz protected by copyright law and
international treaties.

Unautharized reproduction ar distribution of thiz prograrm, or any
portion af it, may rezult in zevere civil and criminal penalties, and
will be prozecuted to the mawximum extent poszible under law,

Cancel

Select Program Folder |

Setup will add program icans to the Program Faolder lizted below.,
Y'ou may tpe a new folder name, or select one from the existing
Folders list. Click Mest to continue.

B rative Carmman)

Adobe Acrobat

Corel Print Office

Developer 2000

Dizkeeper Lite

HP CD-wiriter Pluz

HP Lazenlet

JetFarm FormFlow

Markiision Printer Utiity =l

<Ea( Iﬂe:-:t 5‘ Cancel |

———
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e The program automatically detects Microsoft Word - your path may be different.

Microzoft Word Location |

Microzoft “Word 7 or higher is required for D350 to ran.
Setup haz detected wirword in the following location, =
thiz the comect location for Yord 7 or higher #

C:h\Program Files\Wicrazaft OfficehOfice’\WWinward. exe

Browsze. .. |

< Backs Mest » Caticel |

e The program automatically detects your Internet browser - your path may be different.

Internet Browser Location |

Setup detected the following as vour default browser,

[IF thiz iz incomect, please enter the new Path.]

C:APROGHEA™TPlusSMICEDS ™1 iexplare. exe

Browsze. . |

< Back ' Cancel
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Setup Complete |

Setup haz finizhed installing PC350 on pour computer.

Setup can launch the Read Me file and PC350. Choose the
ophiong you want below,

Clizk. Finigh ko complete Setup.

4. The Client installation in complete.
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