The files that are being checked must be zipped and contain three files.
The parms file for the county

The mynotes.txt file

And the converted parish transcription file which will be in .dat format.

All of these files should be in the fctwkg folder.

Insert a disk into your floppy drive now.

Open Fctools if it is not already and choose Option 5. The next screen will just give you the option of going back by typing Q if you aren’t ready to zip the file.

Hit Enter to go to the next screen.  

You should now see the below screen.  Type 1 for a transcription file. 
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The program will automatically go to the next screen and then you can hit enter to go on. The next screen just explains what the program is looking for and what it is going to do.

After hitting Enter, you will see this screen. Hit Enter again.
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Enter the converted parish file name.  In this case RS610190.DAT.  Make sure it is the .dat file and not the .csv file.  If it the csv file that is zipped then WINCC will bomb out on your checker.  I’ve done it my checkers many times so if they are having problems loading a particular file that should be the first thing to check.

Enter

Type the parms file name at the next prompt (abdparms.dat)

Enter

Type mynotes.txt at the next prompt 

Enter

[image: image3.png]2] Fctools-2ipping a file for checking.doc - Microsoft Word =181]

14 i shortcut to fet

[MdC:“FcTooLs
C <DIR> .. _<DIR> ABDPARNS .DAT MYNOTES .TXT
pxzip  ERE RS618190.CSU RS616190.DAT RS616190.ERC

Nane the Required DATA file fake sure it is the
Nane the Required ctyPARMS £ile Cinclide -DAT) CC will b
Nanme the myNOTES file (if exists; include .TXT>

Ensure the correct floppy disk is in A\
Type B if a Blank diski Q to Quit; any other key to continue

c1a176 ERC





Type B and Enter
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 Type in the file name that you want the zip file to be including .zip.  I use the same name as the transcription file.  Other use the name of the transcriber combined with the parish number.  Whatever your system the name can NOT be longer than 8 characters.
EX: RS610190.zip or JEMI0190.zip (the first two letters of my last name and the first two letters of my first name)

Enter

You will then be asked to confirm the files you chose to zip.  If they are not correct type R and hit Enter to go back to the first prompt where you may re-enter the file name, parms name and mynotes.txt.  
If all is correct hit Enter to go on.
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The program will run through the rest of what it needs to do and if all worked it will go back to the main screen of Fctools.  You can go to your floppy drive to check the file.
 Please save a copy of the transcription and zipped converted file until you have the checked file back in your possession.  I save double copies of all files until the year is completed and online.  At that time I clean up the folder that contains all the census files, delete everything but the final .vld file and the final csv files and save those to a cd.

If you do not have a floppy drive, or you don’t want to use a floppy drive, please follow these steps.

Go to the fctwkg folder and choose (hold down the control key to select all three necessary files)

1) The parish transcription file (the converted file (.dat) not the csv spreadsheet file)

2) The county parms file (in this case abdparms.dat

3) Mynotes.txt file
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While holding your cursor over a highlighted file, Right click and choose SEND TO – Compressed Zip File
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The zip file will be created in the fctwkg folder. I had my cursor over the zip file when I took the screen shot. The box with the listing of files will show up if you do this.  It’s a good way to double check that you have the correct files in the zip file.  
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When the files are zipped this way, you have to make sure the file name for the zip file is correct.  In this case, ABDPARMS.zip will have to be renamed to RS610190.zip

This can be done three different ways

1) Choose the file.  Under File choose Rename and type in RS610190.zip.

2) Right click on the file and choose Rename

3) Left click on the file, wait a second and click again. This will create a box in which to rename the file.

Both methods of zipping the files have perks and drawbacks.  I personally prefer to deal with one less drive on my computer and work directly in the fctwkg folder.  You may prefer to use Fctools to zip the files for you.  Either way is fine as long as you have the correct files in the zip file.

