COMPUTER INSTRUCTIONS

   NOTE: 
If you are using another spreadsheet other than Excel, please remember to save your files as an Excel workbook. 

To speed-up the budget process, we need all stations to use the diskette to complete their FY-05 MWR Fund NAF budgets, and return the completed files to PERS-65 (via the chain of command).  Be sure to include a printout of each worksheet, along with the diskette. PERS-652D points of contact for technical assistance can be reached at (AV/DSN) 882-6592 or (COMM) (901) 874-6592.

LOADING THE FILES ON YOUR HARD DRIVE
 

Any letters in these instructions surrounded by single quote marks (i.e., ‘C:>’) simply are the information the computer will display.  Any letters surrounded by brackets (i.e., [Enter]) are keys you must press.  Any letters in all caps and underlined (i.e., LDBUDGET) are letters you must type.

1.  If you do not have Windows, you must make sure your computer is on and you are at DOS, ‘C:\>’ prompt (you may have to exit a software program to do this).  If you have Windows, you need to ‘Run’ this file from your desktop. 

2.  Insert the diskette you received with your budget package in your computers’ 3.5" disk drive.

3.  Type the following at the prompt:

DOS:

‘C:\>’A: [Enter]


‘A:\>’ LDBUDGET [Enter]
WINDOWS 3.1.1:

1.  Go into Program Manager; choose Run File from File Menu Command.

2.  Type in the location of the file - A:\LDBUDGET [Enter]


WINDOWS 95/98/NT:
1.  Go [image: image1.png]


 and choose ‘Run’.

2.  Type in the location of the file - A:\LDBUDGET [Enter]



WARNING:  You will get the following message:

This copy of WinZip Self-Extractor is NOT LICENSED for distribution.  Any distribution of this file is prohibited…


Do not worry about it – just click OK


This will put you onto a window entitled: WinZip Self-Extractor – Penguins.exe.  Here you need to:



1.  Click on UnZip (to C:\budget05 folder)



2.  Click OK after Excel files have been loaded



3.  Close the window and continue with LDBUDGET

  NOTE:
If your 3.5" disk drive is not your A DRIVE, please substitute your actual 3.5" disk drive name in place of A in these instructions.
The LDBUDGET batch program will do the following:

a.  Create a sub-directory called BUDGET05.

b.  Copy the files from the diskette to your hard drive and place them in the BUDGET05 sub-directory.

4.  Use Excel to access the files you just copied and follow the instructions in this package to complete them.

GETTING STARTED 

1.  Once you have successfully loaded the budget files onto your hard drive, there are a few things that you will need to do before you begin inputting data.

a.  First, open up all of the Excel budget files.  Windows 95/98/NT users can open all files simultaneously by highlighting all five files by holding down the Ctrl key and clicking on each file individually and then choosing Open under the File command.  Non-Windows 95/98/NT users need to open one file first and then highlight the other four files by depressing the Ctrl key and choosing Open.

NOTE:  Remember to always choose ‘NO’ when prompted with ‘This document contains links. Re-establish links?’ when opening the files.

b. Now that all five files are open, go to the TOTFUND.XLS file. Use the Window command to get there if you are not already there. 

c.  Run the CTRL+Z Macro.  This macro will prompt you to enter your station name and fund number.  The fund number is the five digit, RAMCAS number.  This macro will save the TOTFUND.XLS file as your fund number (ex. 10555.XLS) while updating the links, and save the remaining files. 

d. Now you may begin entering data.  You will notice when you exit that the TOTFUND.XLS file still exists.  Please delete, or remove this file from this directory to avoid any confusion (we don’t need it, we need the one with your fund number).

LOADING THE COMPLETED BUDGET FILES BACK TO A DISKETTE
  NOTE:
You will need a blank 3.5" diskette (or the one that we sent you) to complete this process.
1.  If you do not have Windows, you must make sure that your computer is on and you are at the DOS ‘C:\>’ prompt (you may have to exit a software program or menu program to do this).  If you have Windows, choose ‘Run’ from the File drop-down menu.
2.  Write your station name and fund # on the diskette label (remember all diskettes look the same when we get them).

3.  Type the following at the prompt:

DOS:


‘C:\>’ CD \BUDGET05 [Enter]



‘C:\BUDGET04>’ FINISHA [Enter] 

WINDOWS 3.1.1:
C:\BUDGET05\FINISHA [Enter]


WINDOWS 95/98/NT:
1.  Go into [image: image2.png]


 and choose ‘Run’.

2. Type in the location of the file - C:\BUDGET05\FINISHA [Enter]

  NOTE:
If your 3.5" disk drive is B type FINISHB in place of FINISHA.
The FINISHA batch program will copy the following files from your hard drive to the diskette:

Your Fund #.XLS
CAT-A.XLS 
CAT-B.XLS

CAT-C.XLS

  NOTE:
The FINISHA batch program will not copy the DEPT.XLS file or any of the individual activity files that you may have used.  We do not need copies of these files.

You are finished with the process and now can mail the diskette along with a hard copy of the worksheets and narrative to PERS-652 via your Region.

ATTACHMENT (2)

ATTACHMENT (2)


