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Setup Instructions

10 December 1999

Copying UPS 3.01
1. Open Windows NT Explorer and click on the ‘+’ sign.

2. Go to machine LANG-DIM-P-10 and click on the ‘+’ sign.

3. Go to the ‘Shared’ folder and click on the ‘+’ sign.

4. Go to the UPS 3.01 folder and click on the folder and NOT the ‘+’ sign.  Your screen should appear as in Figure 2.
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5.   With the UPS 3.01 folder highlighted, press “Ctrl C” to copy the entire folder into memory.
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Figure 2. File layout on computer LANG-DIM-P-10.

6. Scroll up the Windows NT Explorer until you get to the “C” drive.

7. Highlight the “C” drive as in Figure 3 and press “Ctrl V”.  This will copy the folder to your hard drive.

8. Once the folder has finished copying, click on the UPS 3.01 folder and your Explorer screen should appear as in Figure 4.
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Figure 3.  Explorer screen to copy UPS 3.01
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Figure 4. Explorer screen after UPS 3.01 folder is copied and opened.

Procedure to install the UPS 3.01 Program

Note:  For each screen in these steps (Screen names are in italicized type), each action that is available on that screen is listed (see actions).  The actions are in bold text with the one you should select, underlined.  There is no default or action needed on the Unit Personnel System Setup Screen.  Must have administrative privileges to install program.  

[image: image16.png]@Shortcut to UPS 20 exe




1. [image: image17.png]Contents of 4ll Users'

[Deskiar
Start Menu



After you have logged on as the administrator, open Windows NT Explorer as in Figure 4.  Double click on the Setup.exe icon.


Figure 5.  Setup Application

This will start the setup installation process and open the Information screen.

2. Information Screen


a.  Opens to give general information about the program.

b.  Actions:  Next to continue; Cancel to exit program setup.

3. Choose Destination Location Screen
a.  The default destination path of c:\rcas\ups should be accepted unless the drive does not have 50 mb free disk space and there is no way to shift files to another drive or delete them.

b.  Install the UPS on the D drive (D:\RCAS\UPS) if the system has the NT operating system installed on the D drive. 
c.   Actions: Back to Information Screen; Next to continue; Cancel to exit program
4. Unit Personnel System Setup Screen

a.  The Setup Program will now begin copying program files to the destination location.   Once the system has been installed, the program will then setup various drivers, and files needed by the UPS program.  The installation status bar will indicate percentage complete.

b. Do not click the cancel button unless you need to stop program setup.  

c. Actions:  Cancel to stop setup

5. DSN and Configuration Setup

Bypass this screen if it comes up.
Note:  After clicking the Next command button, the setup program will finish without any other notification.

Once this process is finished, log off as the administrator and log on the network again.

Creating Desktop Shortcut

1. Start Microsoft Windows NT Explorer.  Navigate to the c:\rcas\Ups folder.  In the right window pane, the file, UPS20.exe should be visible.  See figure 5.  UPS20 application icon and text.  Shown with and without extension.
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Figure 5.  UPS 3.01 application icon and text

2. Right click on this file so that the menu appears.  See Figure 6.  
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Figure 6.  Right Click Menu

3. Click on Create Shortcut.  A shortcut will be created for the UPS application.  See figure 7.  
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Figure 7.  UPS v3.01 Shortcut

4. Right click on the created shortcut, shown in Figure 7 above, so that the menu appears and click on Rename.  The text for the shortcut will be in edit mode.  Type:  Unit Personnel System v3.01

5. Right click on the renamed shortcut so that the menu appears and click on Cut.

6. Navigate so that the folder c:\winnt\profiles\All Users\Desktop appears in the right window pane.
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Figure 8.  Desktop folder.

7. Right click on the Desktop folder (c:\winnt\profiles\All Users\Desktop) in the right window pane and click Paste.

8. Close or minimize all open windows so that the desktop can be viewed.  Insure that there is a UPS shortcut titled: Unit Personnel System v3.01 .  Double click on the shortcut to insure that the shortcut will open the program.  See Figure 9. Desktop shortcut incon.
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Figure 9.  UPS v3.01 Desktop shortcut Icon

Procedure to change the Display settings

Note:  The display settings must be set to a minimum of 800 x 600 for viewing the UPS program.

1. Click “Start” and select “Settings”.  From the drop down menu, select “Control Panel”.

2. Double click on the icon “Display” to open the Display properties.

3. Click on the settings tab (See Figure 10)
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Figure 10.  Display Properties – Settings tab

4. Slide the “Desktop Area” scroll bar to the right to change screen size to 800 x 600.

5. Click the “Apply” command button to save settings.

6. Click the “OK” command button to close the Display properties.

Security Administration

Note:  When UPS is installed, The Admin user is created. The Admin password is “admin” (case sensitive) and has administrative privileges.  It is recommended that the first thing you do is change the password for Admin (use the Security / Change Password menu option).  To allow other users, the administrator must add additional Users and set the privileges, User or User and Operator.  The User privilege is the default privilege and can’t be removed.

1.  Enter the UserID:  admin      Password:  admin (Case sensitive)

2. Select Security from Menu bar and then select Configure Users from the drop down list. 

This opens the Configure Users Screen.  See Figure 11.
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Figure 11. Configure Users Screen.
3. Adding Users

a.  Click the Add User button to add a new user to the UPS program.  This will enable the right side of the screen, allowing configuration of the new user.  Start by entering the UserID and Password and then adding additional roles if necessary. 
4. Adding Roles
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 To add additional roles for the selected user, click the Add Role button and select the additional role(s) that the user needs.  If you select a role the user already has, no changes will be made to that role.  See Figure 12 for Add User Roles Window.


Figure 12.  Add User Role Window.

5. Saving User Settings

a.   To save the new or edited user profile, click the Update button.

6. Changing Password

a. Select Security from Menu bar and select then Change Password from the drop down list.

b. The currently logged in User is shown.  You must type in the old password and the new password (twice) to make a change in the password.

User Role Definition

Administrator:  Has the ability to add/remove/update user’s and their privileges as well as set up application configuration options.

Operator: Has access to the “Operations” menu options (e.g. Communicate with host, Transfer Soldier or Unit Data, and URS Import) as well as the “Maintenance” menu options(e.g. Update Reference Tables, Clean Out Transaction History Table, Compact Repair Database).

User:  Has the ability to view and edit all soldier data.  This is the default role for all new users and can’t be removed from any user.

Letterhead, Signature Block, and DA 4187 Data

Note:  The first time you open the UPS program, it will have no data loaded and all screens will be blank.  The default screen is the Personnel Data 1 of 2 screen.

1. Select Configuration from the Menu bar and then select Correspondence from the drop down list.  This opens the Correspondence Setup screen.  (Figure 13)
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Figure 13. Correspondence Setup screen.

2. Click on any blank line above DA 4187 Data to open the Letterhead Data Edit screen (Figure 14).  

3. Enter data for letterhead and signature block.  (Figure 14)

4. Click the Commit button to return to the Correspondence Setup screen. (Figure 14)
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Figure 14.  Letterhead Data Edit screen.

5. Click on any blank line under the DA 4187 Data section to open the DA 4187 Data Edit screen (Figure 15).

6. Complete the block for the DA 4187 Data and click on the commit button to return to the Correspondence Setup screen. (Figure 15)
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Once and data has been entered, the Correspondence Setup sceen should appear similar to Figure 16.
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Figure 15.  DA 4187 Data Edit Screen
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Figure 16. Complete Correspondence Setup screen.

Data Download Instructions

To get your unit data files

1. Open Window NT Explorer.

2. Click on Network Neighborhood. (Figure 17)

3. Double click on the computer marked LANG-01.  This is the server. (Figure 18)

4. Double click on the folder marked “D”. (Figure 19)

5. Double click on the folder marked “UPS Download Data Files” to open the battalion folders. (Figure 20)  Separate companies go to Step 7.
6. Double click on your battalion folder to open the subfolders for the units. (Figure 21)

7. Double click on your unit folder to see your unit file in a zip format. (Figure 22)

8. Highlight your unit file (not the folder) and press “Ctrl C” to copy the file into memory. (Figure 23)
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Figure 17. Open Network Neighborhood (Para 2)

Figure 18. Open LANG-01 (Network Server) (Para 3)


Figure 19. Open “D” Drive on LANG-01 (Para 4)


Figure 20. Open UPS Download Folders (Para 5)


Figure 21. Open MACOM/Battalion folders (Para 6)


Figure 22. Open unit data folder (Para 7)

Figure 23. Copy unit data file (Para 8)

Data Download Instructions

Transfer data file to “C” drive

1. Scroll up to your ‘rcas’ folder on the “C” drive. (Figure 23)

2. Click on the ‘+’ sign in front of the ‘rcas’ folder to see the subfolder ‘ups’. (Figure 24)

3. Click on the ‘+’ sign in front of the ‘ups’ folder to see the subfolder ‘data’. (Figure 25)

4. Click on the ‘data’ folder to highlight it. (Figure 26)

5. Press “Ctrl V” to copy the data file into the ‘data’ folder.  The zipped unit data file should not appear in the ‘data’ folder. (Figure 27)


Figure 24. Open ‘rcas’ subfolders (Para 2)


Figure 25. Open ‘ups’ subfolder (Para 3)


Figure 26. Open ‘data’ folder (Para 4). View before zip file is copied.


Figure 27. ‘data’ folder with zipped data file copied (Para 5)

Data Download Instructions

Unzip data file

1. Stay in your ‘data’ folder.  Highlight the zipped unit data file and do a right click with the mouse.  A menu box will appear. (Figure 28)

2. Click on the “Extract To” line in the menu box.  The WinZip menu will appear (Figure 28).  Click on “I Agree”. (Figure 29)

3. In the block title “Extract To”, type in “c:\rcas\ups\data” and then click the “Extract” button. (Figure 30)

4. Files will be extracted into the folder and the menu box will close.  When the green light in the lower right corner of the WinZip box appears lit, close the box by clicking on the ‘x’ in the upper right hand corner of the box. (Figure 31).

5. If files appear as in Figure 32, close Windows NT Explorer.



Figure 28. Open Menu Box to unzip data file (Para 1)


Figure 29. Activate WinZip program (Para 2)



Figure 30. Extract zipped data file (Para 3)


Figure 31. Completed extract of data files (Para 4)



Figure 32. Final file structure (Para 5)

Data Import

Note:  
Must be logged in to the UPS program.  The only processes functional at this time are the        “Load Sidpers Data into UPS” and “Reconcile Data with UPS”.  

1. Click Operations on the menu bar and select Import and Export Data from the pull down menu.

2. This opens the Import and Export Data screen.  See Figure 29.




Figure 29. Import and Export Data screen.

3. To import the extracted data, enable the checkbox for Load Sidpers Data into UPS.

4. Click the Start command button to run the selected processes.  The Start command button will be disabled (grayed out) during the processing.  Upon completion of the processing, the Start command button will be enabled.

File has been deleted and will not appear.
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This was the UPS v3.01 in the zipped format.  I have delete it from the folder to make copying the files faster.  The remainder of the files are what the zip files expands to.





Highlight and press Ctrl V to copy to your hard drive.
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All fields will be blank the first time you open the program





Complete data fields needed and click Commit Button








Complete required block and press Commit button.





Click on Network


Neighborhood to see the entire network








Double click on LANG-01 (Server)





Double click to open “D” Drive








Double click to open unit folders





Double click to open unit data folders.





Double click on unit data folder to get data file in zip format.





Highlight unit data file and press ‘Ctrl C’





Then





Scroll up left side of explorer until you get to ‘rcas’ folder. See Para 1 of next section.





Click on the ‘+’ sign in front of ‘rcas’ folder to see ‘ups’ subfolder





NOTE: You will not have a ‘milpoconfig’ folder in your tree.





Click on the ‘+’ sign in front of the ‘ups’ folder to show the ‘data’ subfolder





Click on the ‘data’ folder to open it.  This is how it will look the first time you prepare to copy data into the ‘data’ folder





Data file in zip format copied into ‘data’ folder





Point cursor to data file and RIGHT click the mouse to get the menu box to appear.





Click on “Extract to…’ to open the WinZip program.





Click the “I Agree” button





Type ‘C:\rcas\ups\data’ in the “Extract to:” block and then click the “Extract” button.





When green light appears, click the ‘X’ to close the WinZip box.





Once files have been extracted, they should appear similar to this.  With UPS v3.01 you will receive 2 or 3 additional files if you have attached personnel.





IF EXTRACTED DATA FILES DO NOT APPEAR, PRESS “F5” TO REFRESH WINDOWS NT EXPLORER.





Note: The onlyh applications on this Beta version that are functional are “Load Sidpers Data in UPS” and “Reconcile Data with UPS”





NOTE:  These instructions are written for the person with limited or no computer skills and are in no way intended to insult the intelligence of anyone with more advance computer skills.





NOTE:  IF YOU HAVE PROBLEMS WITH THIS STEP OR CANNOT SIGN ON AS THE ADMINISTRATOR, PLEASE CALL ME.
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