Now you can go back to the Fctools main screen. Remember that this is a DOS based program and your mouse is now useless to you.  No more clicking allowed. (
To Convert for Checking (Instructions without pictures are in the Coordinator’s Guide, downloadable from the Scotland Website

Choose Option 2 from the Main Menu and you will see the below screen.
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UARNING: Aluags work on copies of your data files with these
programmes and keep copies of the originals saf
Ue do not wish to hazard many hours of painstaking work.

FUNCTION:
CSUZDAT undertakes the function of CONUERSION Cand TESTING
of a Spreadsheet (.CSU> format, to a format and standard
required by the FREECEN operations.

A File report is produced and may be exanined to deternine
whether the .CSU File requires further correction before
acceptance into the FREECEN system.

Select Q to Quit; any other key to Continue
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Hit Enter to go to the next screen. Type ‘B’ (without the quotes) at this next prompt
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CSUZDAT Start-up
To help you select the required command to start CSUZDAT
Optional switches may he selected by ’advanced’ users:

a Recreates a data file from a full dunp of every field in the
database. The file to he converted should he from a compliant
Spreadshost layout, OR would have derived fron DATZCSU using
the -a option
Default (h> Creates a FREECEN file from an abbreviated .CSU file,
ox from SS-CENS Data Entry.

Used to re-create a CHECKED file. May be used with a

Used to re-create a UALIDATED File. May he used with a

(default) produces a standard report
Reports only Critical Defects which MUST be corrected
Provides a UERY DETAILED report of all errors found
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Type ‘v’ at this prompt and hit enter to go to the next screen.
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L CSUZDAT Start-up
To help you select the required command to start CSUZDAT
Optional switches may he selected by ’advanced’ users:

a Recreates a data file from a full dunp of every field in the
database. The file to he converted should he from a compliant
Spreadshost layout, OR would have derived fron DATZCSU using
the -a option
Default (h> Creates a FREECEN file from an abbreviated .CSU file,
ox from SS-CENS Data Entry.

Used to re-create a CHECKED file. May be used with a

Used to re-create a UALIDATED File. May he used with a

(default) produces a standard report
Reports only Critical Defects which MUST be corrected
v Provides a UERY DETATLED report of all errors found
Selcct from Group 1 <A B C D or space> B
Select from Group 2 (g v or space>
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At this screen type a ‘w’ for the Working folder (fctwkg) as this is where your parish transcription file should be and hit Enter.
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* CSU2DAT Start-up - continued Ry

Location of the SOURCE file C.CSU or .ZIP>

The -CSU file may still he part of a ZIP file on the floppy.

or it may be already in Working Folder C:\FCTOOLS\FCTUKG
Enter W if in Working Folder; N if Not; <Q to Quitd <return> m
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At this screen, type in the file name (RS610190.csv) and hit enter.
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<DIR> ABDPARMS.DAT MYNOTES .TXT

Enter the filename to he converted Cinclude .CSU >

sEma.
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You are then prompted to confirm the file name you have typed.  If it is correct, just hit Enter.  If not, type an “R” to return to the above question and retype the file name.
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S < <DIR> ABDPARMS.DAT MYNOTES .TXT
Enter the filename to he converted Cinclude .CSU > RS618198.csu
Confirm £ilename .\FCTUKG\RS610190.CSU
Q'to QUIT; R to Re“select; any other key to continue;

You are then prompted to confirm the file name you have typed. Ifit is correct, just hit Enter. If nof, type an “R” to
return to the above question and retype the file name
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Once you confirm the correct file name, by hitting Enter, the program will check the file for Formatting Warnings, Errors and Fatal Errors.
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- Enter the filename to he converted Cinclude .CSU > RS618198.csu
Confirm £ilename .\FCTUKG\RS610190.CSU
s01 Q'to QUIT; R to Re“select: any other key to continue; 4
Output 598 records, highest household munber = 131

Output file is .\fctukg\rs610190.dat

1 errors, 2 warnings. see .\Fctukg\RS618190.erc
- do you wish to examine the érror file mow? <(Y/KD
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If there are 20 or more warnings or errors, I highly advise entering N to not view the problems, go to the error file within fctwkg (RS610190.erc) and view it the errors and warnings in Notepad.  

Choosing N will take you back to the main screen for Fctools.  Choosing Y takes you to the below screen.
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[When reporting program errors, he sure to send this file and the original data
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There are three categories of  “errors”.  

1) Fatal Errors –Must be fixed.  Fctools stops checking the file as soon as it finds a fatal error. These are most commonly due to just a few things

a. A file number that does not match anything in the parms (For instance, converting an 1851 file with the parms file for 1861 in the folder)

b. Cell A1 is empty

c. There is a row or column missing (Yes…some transcribers delete these thinking they aren’t needed)

d. Rows 2 & 3 are missing or the headers in either row have been deleted.

2) Error - Must be fixed.  Usually an typo somewhere in a column that only allows certain entries.

a. Sex – Must have an entry and it either has to be M or F.

b. Age – Has to be numeric and if under a year can only contain one letter without any spaces between the number and the letter.  If the age is empty or unknown, enter 999.

3) Warning – This can’t always be fixed. Examples of this are below but there are many that are possible

a. If there is a zero for a folio/book number there will always be the above error.

b. Sometimes schedule numbers were recorded out of sequence.  Enter them as is.  Do not change the order from the original.

c. Sometimes pages were skipped over or simply non existent.

Once you have a list of warnings and errors, go back to the parish transcription file that is in fctwkg folder and fix as many of them as possible. Rerun the conversion, starting with Option 2 from the main screen, until you are satisfied with the file.  Keep in mind that some warnings can be fixed in proof reading but some will come back to you so it’s easier to fix the file when converting for checking or you’ll end up fixing them in post validation before the file is uploaded.

You have now successfully converted a transcription file and there is one more step before it is ready to go out for checking (proofreading).

If you have a floppy drive then you will be able use Fctools for the next step.  If not, it will have to be done manually. See “Zipping the files for checking.”
