Upgrading your CRA Program to the Latest Version

This document will help to upgrade your CRA program so you can use the new upload feature available on the
RSA website. If you will be moving to a new computer, you can skip the removal process. However, you will
need to copy the information from step 1 in the removal process to use in step 9 of the installation process. If
you’re doing a completely new install and don’t have the software currently installed anywhere, you will need to
call the RSA Service Desk at (334)517-7411 so that we can help you get the correct information to complete step
9 of the installation process.

Removing the Old Version of CRA

1. Before removing the CRA program you will need to get some information out of it to make it easier to set back up
when you install the new version. Open CRA and under the Setup menu at the top of the screen, click the “Change

File Path...” option.
ions Reporting - TRS - Example (EXA)
Maintenance Setup
:ontributions Repl:n.y n.
Change Retirement System

Peisonal Informatia  Change Unit Name

First Masme: Change LUnit Code 4 Mame
Change First Payrol Month P
Change Password Security

Add a New Unit _|_
Zontribution Informatiol sfearal
‘ersion Information  THe

2. A setup screen like the one below should open. Write down the information from your program under the database
location, unit code, retirement system membership, unit name and first payroll month fields. You will use this
information for step 9 of the installation procedure.

@ Contributions Reporting (Setup) P§|

The Reti t Sysh of Alab [RS5A)
135 South Union Street
Montgomery. Alabama 36104-0001

Telephone: 1-800-214-2158

Fleass priatihak ) dawtion Database for this Unit:
k ey

[ @] ) Biowse
Flease enter the unif code assigned by RSA (3 lette 4@

3

Please enter the name of yvour unit (Maxirum of 60 characters):

< |Example Urif )

Please selectthe first payrall month to be entered: wb

‘Would you like password security to be active with this program?
" YwES (Activate Security) & NO (De-activate Security)

——
——

Ok Clear Cancel ‘

Please identify your retirement system membershi
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3. Inthe start menu, click “Control Panel.” In the control panel window open the “Add or Remove Programs”
(Windows XP and earlier) or “Programs and Features” (Windows Vista and later) icon. If you come to a screen that
says “Pick a task...” select “Remove a program.” You should now be at a screen similar to the one below.

= =
T Add or Remove Progroms - =
@u-'ﬁ o &ll Control Panel ems » Progams and Features [ 49 | Search Eregrame and Festures b
= R
y_\j Currerily et alied progrars; [ Shorrupgates Soet byt | N w
- Control Panel He .
g || pumr——— e S T Uninstall or change a program
Rermovrn
Adobe Shockwave Pl ns
Frograms =i e Sew BB View intalled updates To uninstall 3 program, select it from the list and then chick Uninstall, Chamge, or Repair,
& Aspeell Breton Dickionary-0,50-2 Sze 1190000
%‘ # Aspell Catalan Dictionary=0.50-2 e 119.00M8 Crganize = z -~ @
"
::*‘** ) Mgl Cowch Dickicriery-0.50-2 She  1LA00MD Mame Publither Ingtalled O
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[ Contritustins Repurting Application
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& Crystal Reports Bask For visual Studo 2000 Sze  172.00M0
§5) tebusgging Tocks for Windowes Sue  36.41M8 U
B Errviromentt Test Tool - . [l

Scroll down to “Contributions Reporting Software” and click the “Change/Remove” or “Uninstall/Change”
button.

4. You should get a prompt like the one below. Click “Yes” and the un-installation process will begin.

Application Removal

1 E Are you sure you want to completely remove Contributions Reparting Application and all of its companents?
- e

5. You will get a prompt about a “Shared Component” asking if you want to keep or remove a file.

Shared Component

Shared Fie
C:\Program Files\Commaon Files'Microsolt Shared\Da0bdao350. il
= Thiz iz & shared comporent, and there may be other applicabons using it 1f pou are

S suie wou wart to remove it, chok the Remose bution. Othenwize, chok the Fesp
Buithor

IF wou want to remove all shared components, cick the Remove &l buttor. If wou do
ot wank to remove any shared component, chok the Remove Mone button

Keep I Remove I Remove None I Remove Al J
6

Click “Remove All” and you will be prompted again to verify that you want to remove these files.
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7. Click *OK.”

'I'E fou are about to remove all shared files that are no longer in use

\ oK | Cancel

8. The un-install process will continue for a few seconds until you are prompted about an error removing a file.

1 E Error urregistering DLL Unable to unregister file 'C: WINDOWS syst AL.OCK

Abart | Retry [ Ignare

Click “Ignore” on all these prompts as you may get several.

9. Once the un-install process is complete you will be prompted about some components not being removed.

Application Removal

IE Some camponents could not be removed from your compuiter

[ ]

Click “OK™ and close the “Programs” and “Control Panel” windows
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Installing the New Version of CRA

1. Go to http://www.rsa-al.gov/cra/cra.html in your web browser. Click the “download” link to the right of CRA
application and a “File Download” box should appear. Click “Open” in the “File Download” box to download the

CRA Install.zip file.

File Download [z|
Do you want to open or save this file?

@ Name: CRAinstall.zip
Type: Compressed (zipped) Folder, 12.2MB

From: www.rsa-al.gov

s open | [ Save | [ _Cancel |

Always ask before opening this type of file

l-' While files from the Intemet can be useful, some files can potentially
ham your computer. F you do not trust the source, do not open ar

save this file. What's the risk?

2. The CRAinstall.zip file will open in a new window when the download is complete. Double-click the “setup™ icon.
EE&X

I8 CRAinstall[1].zip
Eile Edit View Favorites Tools Help

(€] J L’@} ijearm |{~ Folders v

Address |E C:\Documents and Settings\wis\Local Settings\Temporary Internet Files\Temporary Internet Filesy ¥ | Go

—— E
[D Exctract all files Support Sec12ctr.CAB Seci2ctr TXT tup. SETUP.LST

other Places

) NwaKssUS

£} My Documents
& My Network Places

Details

3. If you get a security warning message about the publisher, click “Run.”

File Download - Security Warning

The publisher could not be verified. Are you sure you want to
run this software?

Mame: setup.exe
Publisher: Unknown Publisher

Type: Application

o= )

This file does not have a valid digital signature that verfies its
@ publisher. You should only run software from publishers you trust.
How can | decide what software to un?
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4. The next screen you see is a welcome screen for the program installation. Click “OK.”

2 Contributions Reporting Application Setup

I Welcome to the Contributions Reporting Apphcation installation
program,
=

Setup cannot install system files or update shared files if they are in use,
Before proceeding, we recommend that you dose any applications you may
bbe running

Exit Setip |

5. The next screen will allow you to change the location that the program is installed to. It is usually better to leave
this option at its default settings as it makes troubleshooting easier. If you would like to change the installation
location, click the “Change Directory” button and select the location you would like the CRA program to be
installed. Otherwise, click the button at the upper right with the computer icon on it to continue.

2 Contributions Reporting Application Setup

Begin the installation by diding the button below,

Click this button to install Contributions Reperting Application software to the
specified destination directory.

Directory:

C:'\Program Files\Contributions Reporting Software|, Change Directory
Exit Setup

6. The next screen will allow you to change the location of the shortcut that will appear in your start menu. Generally,
leaving this option at its default makes the shortcut easier to find. If you want to change the location for the
shortcut icon, you can either enter a new name in the “Program Group:” box or select an existing folder in the
“Existing Groups:” box. When you are finished or if you do not want to make any changes, click the “Continue”
button.

%= Contributions Reporting Application - Choose Pr... E|

Setup wil add items to the group shown in the Program Group box.
You can enter 2 new group name or select one from the Existing
Groups list.

Program Group:

Existing Groups:

Accessores
Administrative Tools

Dell Accessories

Google Chroms

Lightsoresn

Retrement Systems of Alabama

Continue | Cancel
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7. You will see a progress bar showing how far along the installation is. You may get some “Version Conflict”
prompts as well. Click the “Yes” button on all of these prompts to keep the file already on your computer.

Version Conflict

A file being copied is not newer than the file currently on your
system, It is recommended that you keep your existing fie.

Fiename: 'C:\WINDOWS \system32\COMDLG32.00('

Description: ‘CMDialog ActiveX Control DLL

Your version: '6.1.97.82
Do you want to keep this file?

8. When the program installation has completed, you will get a screen similar to the one below. Click “OK” and the
setup screen will close.

Contributions Reporting Application Setup El

Contributions Reporting Application Setup was completed successfully,

[ o 1|

9. Close any windows you may have opened during the installation process.

10. In the start menu go to the “All Programs” or “Programs” section at the bottom and find the “Contributions
Reporting” folder (if you changed the location in step 4, then you will need to go to the location you selected).
Inside this folder there is a shortcut to the CRA program. If you would like a shortcut to the program on your
desktop, right-click the icon and under “Send To” select “Desktop (create shortcut)”. Once you’re finished,

open the CRA program.

Run as... ™ i

Scan using Spybot-SearchaDestroy g WIHdDWS MEdIa Flayer

77 » g e

Scan with Sophos Ant-Virus Windows Updale Pictures
§wnZn ’ % XP5 Viewer

Pin to Start menu
1] Compressed (zoped) Folder i Accessonies Music

PGP v L Deskton (resteshoricst) | . Contributions Reporting

cut J Mail Recpient o

Copy ) My Documents CRA Computer

Create Shortatt 1 312 Fioooy (8) , Games

Delete 2 DVD-RW Drive (D:) R

Renane % Removabie Disk €9 J Maintenance Control Panel

Sart by N J Microsoft Systermn Center

Propertes
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11. The first time you run the program you will come to a “Setup” screen similar to the one in step 1 of the
removal process except the fields will be blank. Use the information you wrote down from step 1 of the removal
process to fill in the blanks.

Teteghone: 1-000-714-2158

Floasa entar the location of the Conrbusion Dassbase jor fis Uini:

o cuca |

The first blank will be filled in by using the “Browse” button to navigate to the path you have written down. In
most cases, the path will be “C:\Program Files\Contributions Reporting Software.”

w/ .
h,;:::-:.k Fie pame =l [ | P g « [hasvu Dunsbare Comt

Fles ol e [ccacs Databace [k = Caneal

To navigate to “C:\Program Files\Contributions Reporting Software” from the “Select a Database” window
(Similar to one of the above images), make sure that the “Look in:” box at the top is set to “(C:).” If your screen
looks like the one on the above right, you may have to type “C:” into the box at the top next to the back and
forward arrows. From this point on, find the folder with the name between the “\” symbols and double-click on it
up to the point where the name doesn’t have a “\” to the right. At this point, you should see a file with the first 3
letters of the name being your unit code followed by _mstr. Double-click that file to go back to the Setup screen.
Do not double-click the SetupDB file. All the other fields can be typed directly in or chosen from a drop-down
menu. When you’re finished click “OK?”.

12. The application should come to the screen it usually does when you open it. Click the “Open Database” button and
you should be ready to start using the application.
NOTE: The first time you try to file after upgrading your program, you will likely need to fill in the
“Preparer Information” on the “Tally Remittance” screen with your information or you will get an error
when you click the “Create RSA File” button.

[ Tally Remittance - TRS - Example [EXA)
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