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What Is P.A. Complete?

PA Complete for Windows is a file conversion utility for use with Dade and Broward County's Clerk
of Court Public records. PA Complete allows legal professionals to send targeted mailings to a list
of criminal and traffic infraction violators published daily by the clerk of court.

While some firms choose to send bulk mailers to thousands of records every day, PA Complete
software uses keyword algorithms to allow methodical analysis of the data. This allows you to send
mailers to specific areas or to specific types of criminal or traffic violators or both. Targeting
potential clients with targeted letters or brochures, increases your rate of return per mailer sent and
helps you save money and increase revenue.

With PA Complete, you can print several types of letters and brochures and send these to specific
geographic regions or to specific types of violators. For example, you can send multi-language
brochures to multi-ethnic neighborhoods, you can send DUI letters to DUI violators or you can send
a rehabilitation clinic brochure to drug offenders.

With PA Complete, the capabilities are built in and its up to you to decide how to creatively make
use of intelligent data gathering.

PA Complete's powerful interface is simple to use. Once the parameters you want are
set up, daily operations are no more than just a few mouse clicks. PA Complete outputs filtered data
directly to Microsoft Word or to Excel and includes mail merge templates for Form Letters, Avery
Labels and Envelopes.

So start working smartly with PA Complete and watch your revenue grow! Call us today for a
complimentary demonstration.

Some of the features of PA Complete V2.0

* Process traffic citations, felonies, jail logs, DUI's and nolle prosequi's in a single step.
* Works with Dade and Broward County downloadable files.

* Easy to use Windows Interface.

* Exports to Excel or directly to Microsoft Word mail merge.

* Compatible with third party mailing label programs.

* Automatically archives records of your mailings to comply with Bar requirements.

* Powerful keyword filter allows filtering by statute numbers or by description.

* Limit mailings to specific areas using zip code filter.

* Can exclude duplicate records to save you time and money.

* Up to 99 distinct mailing campaigns separated by zip codes, statutes or charges.

* Overview™ allows you to specify DL numbers which are then actively monitored.

* Converts names and addresses into proper upper/lower case characters.

* Includes Microsoft® Word templates for Avery 8160 labels, forms letters and more.

JOHN SMITH John J. Smith
1234 MAIN STREET 1234 Main Street
MIAMI BEACH . FL 33141 Miami Beach, FI 33141
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PA Complete System Requirements

The following are requirements to install PA Complete:

* PC with Microsoft Windows 2000, Windows XP or higher

* 10 MB Free Disk Space and 128 MB RAM minimum

* Microsoft Office XP or higher

* CD ROM 24X or higher

* Operator with knowledge of Windows file systems (i.e. folders, directories, downloads)
* Microsoft Internet Explorer or Mozilla Firefox Web browser

* Subscription to Dade or Broward County Clerk of Court download sites.

Installing P.A. Complete

Follow these steps to install PA complete in your PC:

. Place the PA Complete CD Rom on your CD Drive.

Double click on 'My Computer' and find your CD ROM drive.

. Double click on the CD ROM drive to open its contents.

Right click on the PA Complete folder and select 'copy' from the drop down list.

. Close the CD ROM window.

. Right click on your computer's desktop and select ‘paste’ from the drop down menu.
. The PA Complete folder will now copy itself on to your computer's desktop.

PA Complete Quick Start

Follow these easy steps to quickly and easily create your mailing labels! These steps are followed
under the assumption that you have configured your PA Complete software to your needs or that you
are using the default settings.
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1. Log on to the Dade County Clerk of Court Web site or to the Broward County Clerk of Court Web
site and download the files you are interested in processing. If you are not sure how to do this, click
here for help on Dade County and Broward County files.

2. Save the downloaded files into the PA Complete folder on your PC. If you downloaded Broward
County files, remember to unzip them and rename them. Here is a list of the files PA Complete will
filter. You may download one or more of the following files into your PA Complete folder. If you are
downloading Broward County files, remember to unzip them into the PA Complete folder.

3. Run the PA Complete software by double clicking on the PA Complete icon (see below).

4. Click the Process Data button once and wait until the
process finishes. Once the process is finished, the Error

= PACWINdows, exe
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5. Close PA Complete by clicking on the Finished button.

.................................

6. In the PA Complete folder, find the Docs folder and double click its icon.
Next, find the template that you are going to use and double click on its icon.
For our example, we are going to use the 8160 label template.

@ 5 8160,doc
Micrasoft Word Document
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@ = envelope, doc

Microsoft Yyord Document
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@ L, merge_doc.doc
Micrasoft Word Document
Z0KE
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7. You will be prompted by Microsoft Word to accept running an SQL command. Click YES.

8. Your labels will now appear. If you cannot see your labels, click on the ABC Icon located on the
Microsoft Word mail merge toolbar to make your labels visible.
Lo
B3

9. To print the labels, click on the Printer icon on your Microsoft Word
mail merge tool bar. :
i

10. When the Merge to Printer dialog box appears, click OK and select the printer where you wish

to print your labels.
Merge to Printer [Z]

Prink records

{3 Current record

{7 From: [ ok

| i | | iZancel




Configuring PA Complete

There are three files you will need to access in order to customize PA Complete. They are filter.txt,
dl.ini and zipcodes.ini.

it | zipcodes.ini
. . I : Configuration Settings
Zip Code and Driver's License Ini Files 1 KB
el

The zipcodes.ini files allows you to limit your mailings to a specific area. If you would like to limit
your mailing to, let's say a five mile radius, just find out the zip codes for the given area and enter
them into the zipcodes.ini file.

The syntax is simple, just enter one zip code per line. (See example below) You can add up to 999
zip codes to the zipcodes.ini file.

To save it, select File/Save or B zipcodes.ini - Notepad

press CRTL+S. File Edit Farmat “ew Help
33016
33012

33014
33015

The dl.ini file works the same. You simply add a list of driver's license numbers. If one the driver's
license number on the list has a ticket, you will be alerted and the details will appear in the log file

skt W B dlini - Notepad

‘b EI:}I{I'IDIHI;IUFHHDF‘: =ettings EIlE-' Eljlt Format  Yiew HE":'

——— FAOOSE74IROT0
4500694 795490

Do not use dashes or spaces when entering the driver's license numbers. You can add up to 999
driver's licenses to the dl.ini file.



Creating Filters for Keywords

If you do not want to limit your mailings to particular statute numbers or infraction types but
instead you wish to send a mailer to everybody, you can skip the filter.txt configuration since you
will not need it.

Alternatively, the first step is to sit down and think of how you want to separate (if at all) your
mailings. For example, you may want to send a different brochure or letter to your DUI's than
what you send to everyone else. Think of how many different types of brochures and form letters
you want to send. In our example, we will create two separate mailings, one for DUI's and
another for DWLS'. We will also use two methods of getting our results. The fist method will print
a two letter code on the upper right hand side of each label that tells us which brochure to paste
tha label on to. The second method will print out a batch of labels for our first set of brochures,
then a batch of labels for our second set of brochures.

For our example, we will send two separate brochures. One will be for DUI offenses and the
other will be for drug offenses.

Method 1 - Creating Campaign Codes on the Labels

We know that DUI is 8316.193 and Posession is § 893.130. Now lets come up with a two letter
code to identify each mailing. We will use DI for DUI's and DR for Drug Offenses.

Open the filter.txt file by double clicking on its icon. Type the following lines:



Next save the document by selecting File and Save from the menu or pressing CTRL+S.

The syntax is very simple, each line contains a keyword, followed by the percent sign, followed
by a two letter code.

The keyword can be almost anything. In our example we are using both statute number AND
descriptions to make sure we catch as much as possible. Some county download file use
statute numbers while others rely on descriptions. By using both, we make sure that we do not
miss any of these charges. Also note that in the descriptions we use multiple instances of the
same thing, i.e. COCAINE and COKE. This is because the data entry clerks sometimes
abbreviate. By using different variations of the same description, we are just widening our net.

The PA Complete search engine is similar to Web search engines like Google. The more
information you give it, the narrower your results. The less information you give it, the broader
the results.

For example, if your keyword is :

316.2

Then it will pick up 316.21, 316.22, 316.223a, etc.

Whereas if your keyword is 316.223a, it will only pick up that specific statute number.

The Percentage sign simply separates the keyword from the mailing campaign code which is a
two letter code of your choice. This two letter code will appear on your labels so you know what
labels to place on what brochures. As you can see in the graphic below, the 'DI' we chose as
our mail campaign identifier shows up in the right top corner of our label.

After you process the data and print
your labels, you will have labels with
either the 'DI' or 'DR' code. Just
place the labes on the appropriate
brochures and you're done. It's that
simple!

Method 2 - Printing Multiple Batches of Labels or Form Letters

Now that you are familiar with method 1, let's look at method 2. Method 2 is handier if you are
printing form letters or printing addresses directly on your brochures or if you don't want to have
the 2 letter code appearing on your mailers. With method 2, you set up to 10 filters and run
each filter. After your process the software and print each batch of labels, select another filter
and repeat the process. Let's get started.



For our example, we will send two separate brochures. One will be for DUI offenses and the other

will be for drug offenses. We will create two filter files, one called dui.txt and the other called
drugs.txt.

In your PA Complete folder, right click your mouse button and select NEW then TEXT DOCUMENT.

Next, name the document dui.txt. Open the document by double clicking on its icon and type the
following lines:

When finished, select FILE and SAVE.

Next, right click in the PA Complete folder and select NEW then TEXT DOCUMENT and create a
document called drugs.txt. Open the document and type the following lines:

When finished, select FILE and SAVE.

Now that we have created the two filter files, we have to let PA Complete know about them. To do

this, look for the file names preferences.ini located in your PA Complete folder. Open it by double
clicking on its icon.



You will see a text file similar to the one below:

Scroll down to the line which reads "Begin filter file names next ten lines". Leave one line blank
after that then type in the names of up to nine custom filters that you can create yourself. Filter.txt
is the default filter followed by filterl.txt, filter2.txt, etc. You can rename these to any name you like
as long as it ends with .txt. For our example we will just add two more filters. Below filter.txt, enter
the names of our two new sample new filters, dui.txt and drugs.txt as shown in the notepad graphic
above. When finished, select FILE and SAVE.

When you run the program, prior to pressing the PROCESS DATA button, press the filter select
buttons to scroll through the filters. The filter select buttons look like this:

The current filter display will show filter.txt This is our default filter, the first on the list. Next press
the right arrow filter select button and watch how the current filter name changes. The filter
number will be displayed to the right of the filter name such as in the graphic below.



Select filter # 2 (dui.txt). Now press the Process Data button and print your labels. You can paste
those labels on your DUI brochures or print your DUI merge letters.

When finished, print your DUI labels or letters, then select another filter and press the Process
Data button again.

Dade County Clerk of Court Public Access Files

To download the Dade County Public visit http://bbs.miamidade.gov. There you will find a list of
files available for download. If it's your first time visiting, you will need to request a user id and a
password by filling out a form. This process can take up to 24 hours.

PA Complete can read and filter the following Dade County files:

jalday.asc - A dalily list of jail bookings

felony.asc - A bi-weekly list of felony cases

alticket.asc - A daily list of traffic citations

trfdui.asc - A daily list of DUI offenders

When you go to the Dade County Download site, you are prompted to select from a category of
downloads:



Traffic Tickets and Criminal Justice Files are the two categories that contain the files which we can
use for our mailings. When you select a category, you are prompted to enter a user name and a
password:

Enter your user name and password accordingly. After a successful login, you will have the choice
of downloads. Here are the files:



JALDAYO0.ASC - Today's jail log. This is a list of today's arrests.
JALDAY1.ASC - Yesterday's jail log. This is a list of yesterday's arrests.
JALDAY?2.ASC - Two day's back jail log. This is a list of the day before yesterday's arrests.

NOTE: On Monday mornings, you must download jalday0.asc, jaldayl.asc and jalday2.asc. This
way you will not have missed out on Saturday and Sunday's arrests .If you do not do this every
Monday, you are missing out on the higher volume of arrests which typically occur on the
weekends, including DUI's.

You can go back up to 5 day's in case you had computer problems or were out of the office. PA
Complete will read all 5 Jalday files.

nollepro.asc is a list of all dismissed felony cases. This list is useful for sending out seal and
expunge letters. If you want to send out seal and expunge letters, download this file. Otherwise,
skip it. If you download this file, PA Complete will automatically read it, process it, and mark your
labels with 'NP' as the mailing campaign code for nollepro.asc records.

This is a list of Felony and Misdemeanor cases published only on Mondays and Thursdays.
Please do not download this list daily.

ALTICKE1.ASC - Today's traffic infractions file. Like the
Jailday files, you can download up to 5 day's worth of ticket
backlogs by selecting alticke2.asc, alticke3.asc or
alticke4.asc. Unlike Jailday, it is not necessary to download
alticke2.asc and alticke3.asc on Monday mornings. This is
because alticket files are not entered into the county's
computer system in real time. Ticket's are entered into the
computer system Monday through Fridays. Tickets given on
the weekend are typically entered into the system the next
week along with that weeks tickets.



TRFDUI.ASC - This is a list of DUI's, as the name implies. If you want to make sure you capture
ALL DUI's, make sure to also download jailday and alticket files. Although TRFDUI.ASC is the
official DUI file, many DUI's appear in the jailday and alticket files as well.

Broward County Clerk of Court

To download the Broward County Clerk of Court files, log in to the download site by visiting:

https://www.clerk-17th-flcourts.org/bccoc2/formslogin.asp?

Once you have logged in, click on the Report and File Downloads button.

Select the types of file you want to download and add them to your shopping cart. PA You can

view the files by selecting Traffic or Felony from the drop down menu and pressing the Select
button.



Complete currently supports the following files:
Traffic Cases - xxtrfficdddd.txt

Felony Cases - xxfelonydddd.txt
Infractions - xxinfracdddd.txt

xx represents the day of the week, dddd represents the date and .txt is the file extension
indicating it is a text file. Broward files are named in this convention. If for example, the file is
named sufelony120105.txt, then the file contains the felonies for Sunday, December 1, 2005.

Monday mornings, you will need to download Saturday and Sunday's Traffic and Felony files
if you want to cover the weekend's arrests and tickets.

After you have selected your files to download, click on the Basket link.

Next, press the purchase button then confirm your order by pressing the confirm order button.

After your order has been confirmed, a download button will appear at the bottom of the page.
Press the download button to begin download.



When prompted whether to run or save the file, select save. Save the file to your desktop.

Once the file has been saved, it will appear as a Zipped File icon.

Double click on the Zip icon to extract its contents. When prompted
for an unzip location, select your PA Complete folder.

You will be notified when the files have been successfully unzipped.



Now you are ready to run PA Complete software.

PA Complete Preferences

Preferences are sets of rules that tell PA Complete how to run and how to output data. You tell PA
Complete what your preferences are by selecting checkmarks that appear along the left had side of
the program window.



Apply Keyword Filter - If you choose this option, PA Complete will only save records that match a
set of keywords that you specify in the filter.ini file. If the checkmark is off, PA Complete will ignore
the filter.ini file completely.

Apply Zip Code Inclusion Filter - If you choose this option, PA Complete will allow you to send
mailers to a specific geographic region. Simply make sure that this option is selected and create a
list of zip codes by using the zipcodes.ini file. If this option if turned off, PA Complete will ignore the
zipcodes.ini file.

Apply Overview DL Sniffer - Overview DL Sniffer allows you to actively monitor driver's licenses for
traffic infractions. You set up a list of driver's license numbers in the DL file and if any of the driver's
licenses on the list show up in any of the ticket files, you will be notified. You can view the log.txt
file for more details and a list of the overview matches.

Convert Upper/Lower Case - If this option is turned on, names and addresses will be converted
into proper upper and lower case characters.

Exclude Bad Addresses/Zip Codes - If this option is turned on, PA Complete will not save records
that have invalid addresses or invalid zip codes.

Exclude Duplicate Records - If this option is turned on, PA Complete will not save duplicate
records. Duplicates are common when people receive multiple citations. With this option turned off,
only the first citation will be saved.

Exclude Defense Attorneys - If this option is turned on, records that have defense attorneys
assigned to them will not be saved.

Archive Records - If this option is turned on, PA Complete will create a text file with a list of all
saved records in the Archive folder. This is not only useful for retrieving information about past
mailings but its also required by the Florida Bar.

Export to Excel - This options saves the exported data into an Excel friendly file. By saving to
Excel, you can perform an additional series of functions such as sorting by zip code.

Export to Word - This option saves the export directly to a Word mail merge format. Using this
option allows you to double click on one of the templates found in the docs folder and print labels
directly from Microsoft Word mail merge templates.

Delete Files When Done - This option should be checked on once you have finished configuring
the preferences and testing out your output. Having this option ON will delete the county data files
from within the PAComplete folder after you have run the program. Doing so will help you avoid
some possible mistakes. If you DO NOT choose to have the files deleted, remember that you
should manually delete county files such as Dade County's jail log files which appear Mondays and
Thursdays. If you do not delete these files from the PAComplete folder, you will be sending mailers
to the same people multiple times.



PA Complete Information Dialog

PA Complete provides information about the files you have downloaded and the records that were
saved as part of the output file.

Error Codes - This dialog box tells you about problems that may have been encountered. It should
always read 'There are no errors.' If an error appears, please review the error messages for a
description of the problem.

Notices - The notices dialog box provides you with program specific messages. For example, if
you are using the Overview Driver's License sniffer and the program finds that one of your clients
has an infraction, it will display and alent in the notices dialog box. Notices are simple and self
explanatory.

File Data Information - This dialog box gives you
statistics about the data file you downloaded and
the output records selected.

Total Records Processed - The total number of
records from all of the downloaded files.

Keyword Matches - The number of records that
matched keywords in the filter.ini file.

Invalid Addresses - The number of records that
contain invalid addresses.

Record with Attorneys - The number of record
with assigned defense attorneys.

Duplicate Records - The number of records that
are duplicated.

Duplicates Removed - The number of duplicates
removed. The remove duplicates option needs to
be selected for duplicates to be removed.

Records Saved - The number of records saved
according to your preferences.



Current Filter - If you use multiple filter files for your mailers, this is where you select the filter
prior to Processing Data. Press the left and right arrow keys to scroll through filters.

Felony Exceptions- You can select or deselect the Traffic Exceptions options in order to exclude
Traffic Citation files from being processed by the Zip Code or Keyword filters.

You can select or deselect the Felony Exceptions options in order to exclude felony files from
being processed by the Zip Code or Keyword filters.

These last two options are useful when you are trying to create a list of offenses or zip codes that
you want specific to one type of file and not to the other. Let's say that you want to send mailers to
all felonies but you want to limit traffic citations to a 5 mile radius of your office. To achieve this,
you would create a zip code filter with the appropriate zip codes listed and select 'Ignore Zip Code
Inclusions on Felonies' in the Felony Exceptions box.

Traffic Exceptions - Traffic exceptions work just like felony exceptions except that the rules are
applied to felony files.



Running P.A. Complete

To run the P.A. Complete program, double click on its icon located in the PAComplete folder.

The P.A. Complete screen will appear:

To begin, simply click the 'Process Data' button once. The program will begin reading and converting
the downloaded data files. Depending on your preferences and the speed of your computer, this may
take as little as 10 seconds or as much as 5 minutes.

When the process is completed, you will notice that the Total Records Processed field will display the
total number of records processed. The other fields will display information as well.

Make sure the Error Status reads 'There are no errors' and if so, press 'Finished' . You are now ready
to begin printing your labels.



Printing Your Labels

Depending on what you chose as your preferences, there are two ways to get your output data
from P.A. Complete.

If you chose Export to Excel as your output option, P.A. Complete will output your data as an
Excel friendly file. You must have Excel installed on your PC to read this data file. The file will
appear in your PAComplete folder as paoutput.csv. Double click on its icon to open the file.

After you double click on the paoutput.csv file,
Excel will open and your records will appear.

Using Excel, you can sort your data in many different ways prior to mail merging your data. If
you are not familiar with Excel or with Mail Merge, please consult your Microsoft Office user's
guide or visit the support section of this Web site.



Opening the Data File with Word Mail Merge

If you chose Export to Word in your preferences, P.A. Complete will export your data directly to the
Microsoft Word mail merge templates included with P.A. Complete.

To open a mail merge template, double click on the templates folder located within the
PAComplete folder.

Inside you will find several templates. For our example, lets choose Avery 8160 which are
standard address labels. Note: You must have Microsoft Word installed on your PC.

Double click on the Avery 8160 template and Microsoft
Word will open. You will be asked for permission to run
and SQL command.

Click YES to continue.

Note: Make sure that the mail merge toolbar is ON before continuing. The mail merge toolbar can
be turned on or off by selecting 'show mail merge toolbar' from the 'Tools/Letters and Mailing’
menu in Microsoft Word.



Your labels will now appear. You can view the data within the labels by pressing the
<<ABC>> icon on your mail merge toolbar.

When ready to print, click on the Merge to Printer icon on the Mail Merge Toolbar.

ﬁ You will be prompted so select a range of labels to print.

Select All and press OK.

Next you will be prompted to
select the printer and its

preferences. Once you have
done this, press OK to begin



|ldentifying Mailing Campaign in Labels

If you chose to use multiple mailing campaigns when you set up your filter file, you will need to
paste different labels to different brochures. Now that you have printed your labels, how do you
know which brochures to paste them to?

Look at the label's top right hand corner to find the two letter code that is your mailing
campaign identifier. In our example, we chose two statute numbers and two campaign
identifiers:

On the top right had side of the label, there is a three letter code. The first letter identifies the
files origin. An 'F' indicates it came from a felony file and a 'T' indicates it came from a traffic
file. The second and third letters are part of the two letter code you chose when you set up
your filter file.

Look at your labels and find the campaign identifiers. Then paste the labels on to the
brochures accordingly.



