Updating and Uploading to the FTP Server
A.	From your Desktop (C-drive), update the SOS Project as needed
1. Modify Check Code as needed; check that it works as intended
2. Add or modify fields as needed
a. Reset tabs if a field has been added or moved
i. [bookmark: _GoBack]Move cursor to white space on the page
ii. Right-click and select Tabs - > Show Tab Order
iii. Go to the field before the new one(s) and click on the tab number
iv. Click on remaining tabs to reset the tab order (n.b., Epi Info sets tabs right-to-left; however, for grouped fields, tabs may need to be set manually)
b. Update the data dictionary
i. Go to Tools -> Data Dictionary
ii. At the bottom of the HTML screen, select View as HTML
iii. Save the HTML file to the .\Smallpox\Epi Info 7\Documents[endnoteRef:1] folder on your Desktop, replacing the existing file [1: Your desktop path is C:\Users\[user ID]\Desktop\...  In these instructions, the “.” preceding the Epi Info 7 folder path denotes the manager’s path/folders in which your project is stored (e.g., Debi’s desktop path is C:\Users\[DLC1]\Desktop\CDC Response\Smallpox\Epi Info 7\...)
] 

iv. Data dictionaries follow this general naming convention:  [form initials or abbreviation]_DataDictionary (e.g., CIF_DataDictionary)
v. If you change the name of the data dictionary, contact David Nitschke so that he can change the code used for SOS menu
c. Update and save the PDF version of the form
i. From within the Project, select Enter Data (top right)
ii. Select Print or type Control-P
iii. Print to the PDF writer
iv. Save the PDF version of the form in a temporary folder for later uploading to the FTP directory /pub/EPIP/NotEI7/Documents
d. Update and save the instructions for the page in which changes were made
i. Locate the name of the instructions by right-clicking on the I button in the top left corner of the instructions box on the page where changes have been made and select Field Check Code
1. The check code will be at the bottom of the screen; scroll down a few lines to the Execute command to see the file name
2. n.b., the naming convention follows this format:  [form initials]_[relational form]_Instructions.pdf
ii. Go to your desktop or the FTP folder to locate documents for editing
1. Select the Word document and modify as needed
2. Save this document to a PDF version and copy it to .\Smallpox\Epi Info 7\Documents
B.	Create a template of the updated Epi Info project
1. If the project is open, select Edit Form (top right) OR, from the Epi Info menu, select Create Forms and then open the project
a. On the left, in the Project Explorer box, click on the Smallpox folder and then right-click to select Quick Save Project as Template
i. Find the new template in the Templates -> Projects folder in the Project Explorer box [left side of screen, near the bottom].
ii. The new project template will probably be the last one listed and will be named Smallpox[yyyymmddhhmmss][AM or PM]
b. Select Close Project, then File -> Exit
C.	Create an updated SOS.zip file
1.Go to .\Smallpox\Epi Info 7\Projects\Smallpox
2. Copy or move the current project to archived projects on the network
a. Delete the current project from the Projects folder
e. Open the Epi Info Menu & select Create Forms
f. Double-click on the recently created template in the templates folder located in Project Explorer panel [left side of screen]
g. Follow screen prompts, keeping the name Smallpox.prj\
i. ** n.b., if the previous project was not deleted (step 3c above), the new project named is Smallpox2
ii. Rename Smallpox2 to Smallpox
h. When you see “Ready” at the bottom left corner of the screen, check that changes have been made and the new project is ready
i. For each form and from any page, select Tools, then Delete Data Table.
j. Close the form, project, and leave Epi Info.
k. Go to .\Epi Info 7\Configuration and delete EpiInfo.Config.xml
l. Go to .\Epi Info 7\Logs and delete all files in the folder
m. Return to you Desktop SOS folder
n. Zip the SOS project
i. Right-click on the SOS desktop folder
ii. Rename to SOS if it has another name
iii. Select Send To - > Compressed folder to create the folder SOS.zip

2. Upload SOS.zip and any revised documents to the FTP server
a. From the internet browser, type in the URL address ftp://ftplink.cdc.gov:921/
b. Enter Login name:  EPIP then enter the password
c. Open the folders in File Explorer by typing Alt - > View -> Open FTP site in File Explorer
d. Copy old SOS.zip from FTP server to a folder you’ve created for archived projects (on you LAN workspace)
e. Copy the new SOS.zip from your Desktop to the FTP server; select OK to overwrite
f. Upload other documents as needed into the NotEI7/Documents folder
First level (as seen in the FTP directory):  FTP directory /pub/EPIP at ftp.cdc.gov
To view this FTP site in File Explorer: press Alt, click View, and then click Open FTP Site in File Explorer. 

Up to higher level directory
10/02/2015 04:11PM            411 @Read Me First.txt
10/02/2015 04:06PM      Directory NotEI7
11/18/2015 03:20PM     57,041,136 SOS.zip
10/29/2015 10:45AM             60 test.txt
FTP directory /pub/EPIP/NotEI7/ at ftp.cdc.gov
To view this FTP site in File Explorer: press Alt, click View, and then click Open FTP Site in File Explorer. 

Up to higher level directory
10/02/2015 04:13PM            682 @Read Me First.txt
11/04/2015 04:39PM      Directory Documents
10/02/2015 04:06PM      Directory Packages
10/02/2015 04:06PM      Directory Templates

i. Close the FTP server after the file is copied (takes ~ 5 minutes); 
** File updates can take up to 2 hours **

3. Download the revised SOS no sooner than 2 hours after updating the FTP documents
a. Go to ftp://ftp.cdc.gov/pub/EPIP
b. Follow download instructions
c. Check that the SOS is ready for other users
d. Inform current users about the revised version
i. Note changes
ii. Send SOS_DownloadingRevisedVersion.docx which contains instructions for saving data & reloading the current project
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