Condensed Procedures to Install/Upgrade PCC OTC to Release 5.1

Note:  These procedures are an extraction from the PCC OTC Standard Operating Procedure manual.  For further explanation on any of these steps or the uninstall procedures, please refer to the complete Installation and Configuration chapter located at https://www.pccotc.gov/pccotc/Downloads/r51sop.htm
First Time Installation
Windows System Requirements
· Install the POS software using a system account with local administrative permission.
· Configure at least one local or LAN printer for the system using the Windows ‘Add Printer’ wizard before running the POS installation.
· Users must have full access to the RDM Corporation folder found on the hard drive under ‘Program Files’.
· Users must have full access to the secondary storage location where backup images are stored, i.e., flash drive, zip drive, PCMCIA card, LAN drive, etc.

Pre-Installation
· Enable the Computer Browser Service - Enabling the ‘Computer Browser’ Windows service to ensure a successful installation. This applies only to first time installations (computers that have never had the POS software installed).   The ‘Computer Browser’ service is a service that maintains an updated list of computers on the network and supplies this list to computers designated as browsers. If this service is stopped, this list will not be updated or maintained. If this service is disabled, any services that explicitly depend on it will fail to start. If enabling this service causes operation issues at your Agency, the service can be disabled after the installation of POS 5.1.

· From the Windows desktop, click ‘Start’, ‘Control Panel’. 
· Click the ‘Administrative Tools’ icon, then click on the ‘Services’ icon.  Look for a service in the ‘Name’ column called ‘Computer Browser’.  Double click the ‘Computer Browser’ service.
· Click the down arrow in the ‘Startup type: field (mid screen) and choose ‘Automatic’. Click the ‘OK’ button at the bottom of the window.  Continue with the POS installation procedures.
· As part of the POS installation, a file named PSKill.exe is installed into the RDM directory. If your Agency encounters an issue with this file during routine security scans, please work with your Information Security staff. They can contact the Treasury OTC Support Center staff for assistance.
New Installation

The ‘New Installation’ procedure below assumes that the POS software has never been installed on the computer. It also assumes that you already have your computer running with Windows open. This install procedure is written for both Windows® 2000 and Windows® XP Operating Systems.
Note:  The following Microsoft services must be active during installation and operation: Computer Browser, Server, and Workstation.  For information on activating a service, see the Pre-Installation section of this chapter. 

1. Insert the PCC OTC POS V5.1 CD into the CDROM drive.  The disk should perform an autorun and the program begins the installation process. Note:  Autorun can be disabled on some computers.  If the install does not automatically begin, click on ‘Start’, select ‘Run’ then click ‘Browse’. Navigate to the CDROM drive, usually D:\ or E:\. Double-click the file named ‘setup.exe’. From the ‘Run’ window, click ‘OK’.  
Note:  If working from a network drive or other external source, copy the installation (setup.exe) file locally to the system before beginning the installation.

2. The system will prompt that it is ‘Installing MSDE 2000 as pictured in Figure 2.6, and to please wait. MSDE stands for Microsoft SQL Server Desktop Engine™.  The installation of MSDE can take as long as 5 minutes to complete.  
Note:  If the required version of MSDE is already present on the system, the POS installation begins.
The following screen will appear notifying you that your system has been updated with MSDE .  Click ‘Yes’ to restart the computer. 
3. In the PCC OTC System Information Window click the ‘Add’ button on the right, beside the ALC(s) heading.  This function is used to add all of the ALC’s that this computer uses for data entry.  Type your first 10-digit ALC+2 in the ALC field. Press the tab key and type the Location description.  The description is used internally for you to easily identify each location.  Click ‘OK’.
Note:  Prior to adding your ALC+2’s, an Agency Site Profile (ASP) must be submitted to FRB/FMS for each ALC +2.

If more than one ALC+2 will be used, click the ‘Add’ button again and repeat the previous step.  Continue in this manner until all ALC’s have been added.  If you need assistance with identifying your ALC’s, please call Treasury OTC Support Center at 1-866-945-7920 or military locations can call DSN 510-428-6824, option 4, option 5, option 4.
4. Type your terminal ID as provided by the Treasury OTC Support Center.
5. Click the ‘Browse’ button on the right, just beside the Secondary Storage heading. Navigate to the correct drive for your secondary storage (This drive is usually the flash drive - normally E:\ or D:\).  You can change the drive by selecting ‘Browse’. Daily and archived batches will be stored on this drive. When your selection is complete, click ‘OK’. Your choice for the secondary storage should now be displayed in the field to the immediate right of the ‘Secondary Storage’.
6. Select the correct scanner model. Click the down arrow to the right of the field and select your scanner model. Click ‘Next’.
7. A ‘Start Installation’ window will appear.  Click ‘Next’.
8. The system will begin installing the PCC OTC databases and files. A window appears which displays the percentage of completion.
9. The Crystal Reports XI runtime module is then installed.
10.  A window appears stating that the system configuration is being updated.

11. When complete, a window appears stating that the software has been successfully installed. Click ‘Finish’.

12. A prompt will appear stating that the system must be restarted to complete the installation.  Click the ‘OK’ button to restart.  The computer will reboot.
13. Upon a successful installation, three shortcut icons to the POS program (POS – Point-of-Sale, SAT – System Administration, and BM - Batch Manager) will appear on the PC desktop (Figure 2.10).  The version number can also be verified by signing on to the SAT, POS, or Batch Manager and clicking ‘Help’, ‘About PCC OTC’ from the menu at top of the screen.  The Security Administrator will need to sign on to the SAT as the ‘admin’ user and create user accounts.  For complete information, refer to the System Administration Tool chapter, ‘User Administration’ section of this SOP. 
14. Before the POS software can be used to create transactions, the Agency’s unique data entry screens will need to be downloaded.  To download the screens, make certain that the check scanner is connected to the POS computer, sign on the POS, click on ‘Tools’, then ‘Check for’, then click ‘Data Entry Screen Upgrade’. 
15. Remove the PCC OTC R5.1 CD and store in a secure area.
Upgrading the POS Software from a Previous Version
Steps to follow prior to upgrading to R5.1:
· Close and transmit all open batches in the POS. 

· Back up all system data and existing POS data. Since each Agency has their own set of instructions for performing backups, please contact your IT Support staff for assistance with backing up your computer.

· Close the POS and SAT applications before installing the POS upgrade.

· Print the SAT and POS activity log for the past 90 days and user information from the SAT before upgrading the existing application.  

· Launch the SAT and login.
· Click ‘File’, then ‘Configuration’. 
· From the ‘Data Entry Screens’ tab, make a note of the ALC(s). 
· From the ‘General’ tab, make a note of the Secondary Storage location.  Close the SAT application.

· Launch the POS and login.
· Click ‘File’, then ‘Configuration’. 
· Select the Application tab and make a note of the Terminal ID.

· Close the POS application. Close all other open applications.

Upgrading from Version 4 (or 4.2)
These upgrade instructions work for both Windows 2000® and Windows XP® Operating Systems.

1. Make sure that you follow the steps outlined in ‘Steps to follow prior to upgrading to R5.1’ before beginning the upgrade. 

2. Insert the PCC OTC POS R5.1 CD into the CDROM drive. The disk should perform an autorun and the program begins the installation process.  Note:  Autorun can be disabled on some computers.  If the install does not automatically begin, click on ‘Start’, select ‘Run’ then click ‘Browse’. Navigate to the CDROM drive, usually D:\ or E:\. Double-click the file named ‘setup.exe’. From the ‘Run’ window, click ‘OK’.  
3. The screen should indicate that a previous version of PCC OTC has been detected. Click ‘Yes’ to continue. 

4. The system begins applying MSDE 2000 SP3a.  This may take up to five minutes. When complete, a prompt will appear stating that the system has been updated with Microsoft SQL Server 2000 Desktop Engine Service Pack 3 and that a restart is required to continue.  Click ‘Yes’. 

5. The system will reboot and when Windows is restarted, Click ‘Next’.

6. A System Configuration screen will appear
7. The ALC that was used in the previous version of the POS will be displayed.  Since Release 5.1 allows you to use multiple ALC’s for data entry, you can add your additional ALC’s from this screen. In the PCC OTC System Information Window click the ‘Add’ button on the right, beside the ALC(s) heading.  A window will appear for you to type your first 10-digit ALC+2 in the ALC field. Press the tab key and type the Location description.  The description is used internally for you to easily identify each location.  Click ‘OK’.  Note:  Prior to adding any new ALC+2’s, ensure an Agency Site Profile (ASP) is submitted to Treasury/FMS for each ALC +2.  New ALC+2s need set-up in the PCC OTC applications before any new business will be accepted.  If more than one ALC+2 will be used, click the ‘Add’ button again and repeat the previous step.  Continue in this manner until all ALC’s have been added.  If you need assistance with identifying your ALC’s, please call the Treasury OTC Support Center at 1-866-945-7920 or military locations can call                    DSN 510-428-6824, option 4, option 5, option 4.
8. Your terminal ID should have been retained from the previous version of the POS. If it is not correct, double-click within the field and type your terminal ID.  

9. The secondary storage designation should also be retained from the previous version of the POS.  If it is not correct, click the ‘Browse’ button on the right, besides the Secondary Storage heading. Navigate to the correct drive for your secondary storage (This  is usually the flash drive - normally E:\ or D:\ but can also be a PCMCIA card (if a laptop) network drive or a zip drive).  You can change the drive by selecting ‘Browse’. Daily and archived batches will be stored on this drive. When your selection is complete, click ‘OK’. Your choice for the secondary storage should now be displayed in the field to the immediate right of the ‘Secondary Storage’.
10. Select the correct scanner model. Click the down arrow to the right of the field and select your scanner model. Click ‘Next’.
11. ‘Start Installation’ window will appear.  Click ‘Next’.
12. The system will begin performing various tasks such as installing the PCC OTC databases, migrating  and detaching the previous database, uninstalling the previous version, and installing Apache FOP.
13. The install will then begin copying files and show a screen which reflects the percentage of completion.
14. The Crystal Reports XI runtime module will be configured.
15. The system configuration will be updated.
16. When complete, a window will appear that states that the software has been successfully installed. Click ‘Finish’. A prompt will appear stating that the system must be restarted to complete the installation.  Click the ‘OK’ button to restart.

17. Upon a successful installation, three shortcut icons to the POS program (POS –Point-of-Sale,    SAT – System Administration, and BM, Batch Manager) will appear on the PC desktop.   The version number can also be verified by signing on to the SAT, POS, or Batch Manager and clicking ‘Help’, ‘About PCC OTC’ from the menu at top of the screen. Login and password data is retained during the upgrade so users can sign on to the system as they did before the upgrade.
18. Before the POS software can be used to create transactions, the Agency’s unique data entry screens will need to be downloaded.  To download the screens, make certain that the check scanner is connected to the POS computer, sign on the POS, click on ‘Tools’, then ‘Check host for’, then click ‘Data Entry Screen Upgrade’. 

19. Remove the PCC OTC R5.1 CD and store in a secure area.
POS Application Setup

· POS Configuration - To view or edit current POS configurations, the authorized user will need to access the ‘File’ menu then select ‘Configuration’ within the POS. An authorized user, i.e. an administrator role, has the permission to edit POS settings, including the settings for each of the three tabs beneath the POS configuration, ‘Devices’, ‘Application’, and ‘Report’.
· Devices Configuration Tab  - The ‘Devices’ configuration tab allows a user to change settings for the POS scanner and the optional POS Keypad. The left side of the window is used to choose the scanner model your POS system will use. Use the drop down arrow to display the models and click on the appropriate scanner.   Once the scanner model has been chosen, the type of connection must be established.   You can choose to use a USB port (EC7000i models only), or the serial by clicking the appropriate radio button. If the Serial Port is chosen, use the drop down arrow to display and choose an available com port.

· The ‘Franking’ option can be used if you have an EC6000i or EC7000i scanner.  This option will allow the scanner to automatically stamp your checks with the words ‘Electronically Presented’ upon completion of each item. This will require the installation of the printer ink roller that comes with the scanner.  For details on how to install the ink roller, refer to the Appendix Chapter, ‘Franking Acknowledgment Printer Ink Roller’ section the full SOP.  
· The Enable Keypad box should be checked if you are using the optional Yes/No keypad.  Enabling the Keypad allows the check writer to confirm the transaction dollar amount. The Keypad feature is disabled while the application operates in the Person Not Present mode.
· Application Tab - The Application tab is used to set up preferences within the POS application 
· Terminal ID - The Terminal ID is provided by the Treasury OTC Support Center prior to installation and entered during the Installation process.  It should not be changed, unless the PC is being used as a backup PC for batch recovery. Contact the Treasury OTC Support Center if value is unkown.
· Cashflow -   The Cashflow fields are used to specify whether your POS system will allow mixed processing, which represents both personal and non personal items, or only non personal items. Click the appropriate radio button to choose Mixed Processing or Non Personal Only.
· Processing-  This field establishes whether your POS will use Single mode or Batch mode processing. The Single processing mode allows the user to scan one check at a time.  Batch processing mode allows a group of checks to be scanned all at once, prior to the data entry for the items.  See the complete Installation & Configuration chapter for further details if you choose to use the ec7000 scanner with batch mode.
· Batch Control -   The batch Control field are used to setup the POS balancing tool.  Batch control can be used to perform balancing on the number of checks that have been scanned, and to ensure their respective dollar amounts have been accurately keyed.  The Batch Control options are setup for each ALC+2 for which an Agency processes.  If it is used, the feature applies to both processing modes, i.e., Single and Batch.  
· ReportsTab - PCC OTC will use the default printer assigned in the operating system if one is not specified on this screen. 
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