Instructions for Installing the RIS Toolbar

The Regulation Information System (RIS) toolbar is an MS Word "add-in" that enables editing of text in an
RIS project. When installed correctly, the RIS toolbar appears as an additional tab on one end of the MS Word
ribbon with the name Add-Ins that looks like this:
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4 Click Add-Ins to see your RIS Update button...

When opened the Add-Ins tab reveals the RIS group of commands, including a section symbol, "RIS Update"
that saves changes, strike-through and underline commands, and commands to insert "(Repealed.)," open
bracket, and close bracket.

Before beginning the process of installing the RIS toolbar, set your computer to show all
hidden files, folders, and drives following steps 1 through 4 as shown below.
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PART | INSTALLING THE RIS TOOLBAR

A. Find your username in your computer's Users directory:
Your computer has a Users folder on the (C:)drive with a name unique to you. You need to find that uniquely
named folder in order to insert it into a step during the download process for the RIS toolbar.

1. From MS Office icon menu, select Computer (or My Computer), then click on the Local Disk (C:)drive.
2. Locate and open the Users folder.

3. In the Users folder, locate the folder with your unique username. The name may contain your first initial and
last name (e.g., "bsmith" or "bsmith.DLAS") or be your email address, or it could be a string of letters and
numbers such as PVE001234T.



(L) e » computer » Leca Disk@ »

——— Warning: If you don't
1 see AppData when you
open your username
folder, you are not in
the correct folder. Go

- = v V21220380 Fie tolde
e back to the Users
" 3. [} » computer » Local Disk(C) » Users »
oIS folder and try a
Organize ~  Include in library ~  Share with ~ Burn  New folder d ff
Eavorites = Name i Date modified vy I erent one.
B Desk:op 4 admin Tolder
Z» Recent Places Default e falde
J+ Downloads Ca_bsmity 3 e folde
Je. Goodle Drive T o e folde
J Libraries 4 PVED02341
«& Homegroup
& Ccmputer 4
& Local Disk (C3 C)’\ ) [} » Computer » Local Disk (C » Users b@mi@ta » Roaming » Microsoft » Word » STARTUP

4. In your username folder, open the folder AppData. In AppData, open Roaming. In Roaming, open
Microsoft. In Microsoft, open Word, and in Word, open STARTUP, creating the path C:\Users\your
username\AppData\Roaming\Microsoft\Word\Startup shown in the address bar as step 4. Write down this
path. You will enter the entire path when the installation macro asks for your User directory name in step 6 of
section B of this part of these instructions.

B. Downloading the RIS toolbar.

Warning: You may need administrator rights to complete this download process. If so, you will
either need administrator login credentials or need to have someone with those credentials
available.

1. Close all windows except for the Internet Explorer window where you are logged into RIS.
2. Click on your agency.
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3. On the agency project list page, click Tools in the RIS header to access the self-extracting executable (i.e.,
macro) feature. This macro must be run on each computer you use for RIS (i.e., work, home, laptop, etc.).
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4. Select Click here after Windows 7.0 Users to download the macro.
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(Close all open MS Word documents, but this box appears even if no MS Word document is open.)
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6. Enter the entire path, including your unique username (from section A), when prompted.
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7. When the dialogue box Successfully installed RIS template appears, click OK.
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8. The next dialogue box, Running MS Fix it, appears behind all open windows. To view it, minimize all
windows OR click on the Microsoft Fix it icon in your open window tray, as shown below:
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9. Click OK on the dialogue box to launch the Fix it program.
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C. Check to make sure the RIS toolbar installed correctly.

1. Open MS Word in RIS to see if the toolbar is there. Click here if you need instructions for logging into RIS,
opening a project, and opening the MS Word version of a VAC section in an RIS project.
2. When Word opens, click the Add-Ins on your ribbon to show the RIS group of commands as shown here.

Warning: If you do not see the Add-Ins tab or the RIS toolbar, try the troubleshooting strategies in Part Il of
these instructions.

3. If you see the RIS toolbar, make a test change to the document you've opened and click the RIS Update
button, MS Word will close, and you will revert back to the html screen.

If you don't see your test change, refresh the screen by using F5 or the refresh button on the Internet Explorer
address bar:

Warning: If you still don't see your changes, click here and follow the instructions for changing the Enable
Protected Mode settings (Part C).

PART Il TROUBLESHOOTING RIS TOOLBAR INSTALLATION

If your computer indicates that you have successfully installed the RIS toolbar, but you don't see the Add-Ins
tab on the MS Word ribbon, or if your Add-Ins tab (or RIS toolbar) has suddenly disappeared (but you are
able to successfully log in to RIS) one of the following two troubleshooting strategies may work.

A. Checking the STARTUP folder for LisUpdate.dot.

1. Check to see if the necessary document (named LisUpdate.dot) downloaded to the correct folder.

The correct folder is: C:\Users\your username\AppData\Roaming\Microsoft\Word\STARTUP.

2. To check, go to Computer (or My Computer), double click the C:\drive, open (by double clicking) each
folder as listed in the path noted in step 1. When you open the STARTUP folder, you want to see the file
LisUpdate.dot.

3. If you do not see this file, go back to the C:\drive, find a folder labeled vac, open the vac folder, and look
for the LisUpdate.dot file, as shown below.

4. Copy the file from C:\vac and paste it into the STARTUP folder.
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