DATA EXPORT INSTRUCTIONS FOR STURGIS WEB SERVICES

Initial Setup

1) Choose the PC in your office that will run the exporgpam.

a) The PC must have Assessment installed.

b) The PC that is chosen should alwagsthe PC that runs the export program.
2) A directory named sturgis must be created on the C:.d(fWasturgis)

a) Right-Click on theSTART button

b) Left-Click* on EXPLORE option

c) Left-Click* on theC: directory

d) On the menu bar, Left-Clidike

e) On the dropdown, Left-Clickew

f) On the 2* dropdown, Left-Clickfolder

g) Type over thenew folder with the namesturgis and pres&nter
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Running the Export Program

1) Run the Assessment program from the chosen PC (sed page
2) ChooseMisc
3) ChooseExport Files for Web Collection
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5) The Web Collection Export program should appear ondrees:



6) Type Of Export should beComplete (All data including payment) There should be no reason
to choose th®aymentoption — it exists only as an alternative to exportinglath. It was
included in case there were any issues with exportingit] dowever no problems have been
uncovered.

7) ThePayment Option frame will be grayed out. It exists as a way of ggttiaily data should the
Paymentoption be chosen on #6.

8) The first time the export program is run, you mourgss th&€hoose Export Directory button and
choose the C:\Sturgis directory that was createdamge 1.

9) Once you Left-Click th®pen button, C:\sturgis will be placed into the PC’s ragists your
export directory and it will not be necessary to répesp 8 for subsequent exports.
10) Left-Click theBegin button.



11) As the exported files are created, they are listeth@might side in the Text box. Once complete
(approximately 5 to 10 minutes depending on the countyasidehe number of payments that
have been takenf;omplete will be displayed on the screen.

12) Left-Click OK.

At this point all files have been exported and are readgtiamgis Web Services to extract.

If you have any questions, please call.



