LOADING TEMPLATE FROM CD
1. Place DVD/CD into PC and copy template to the “Template Folder” – This is a folder in which all AutoCAD Templates are placed- and remember the file path. 
2. Open Civil 3D.
3. Right-click the mouse button and select from the menu “Options” (may be the last command on the list)
4. From the options dialog box, select the “Files” tab
5. Scroll down to “Template Settings” and open it
6. Select from the list “Default Template File Name for QNEW”
7. Click the “Browse” button in the upper right hand corner.
8. Browse to the “Template Folder” and select the new template.  
9. Click “Apply” Click “Ok”
LOADING PALETTES AND AREA COUNTY BLOCKS
1. Open the “Windows Explorer” and create a new folder on the C: drive called “AutoCAD Blocks” (The file path should be C:\AutoCAD Blocks).
2. Place DVD/CD into PC and copy all of the contents from the disk to the newly created folder “AutoCAD Blocks”
3. Open AutoCAD > Open the Tool Palette (Type TP or Ctrl+3) to open Tool Palettes.
4. Right-click inside “empty space” within the palette and select from the menu “Customize Palettes…”
5. The “Customize” dialog box will appear > in the LEFT window right-click and select “”Import”
6. Browse to the folder C:\AutoCAD Blocks.
7. Select the A1/A2/A3/A4 Counties.xtp File (Exported Tool Palette) as an example- A1 Counties.xtp refers to all counties within Area 1- A2 Counties.xtp refers to all counties within Area 2, etc.
8. In the left window the A1/A2/A3/A4 Counties tool palette shall appear- and also on the tool palette itself.
LOADING THE IMAGES FOR THE BLOCKS
1. Open Windows Explorer
2. Browse to C:\AutoCAD Blocks 
3. Open the A1/A2/A3/A4 Counties folder > Open the “Images” folder
4. Select all of the PNG image files and copy them
5. Browse to this file path C:\Documents and Settings\<Your Name>\Application Data\Autodesk\C3D 2010\enu\Support\ToolPalette\Palettes\Images and Paste the PNG image files into this folder to get the tool image into the tool palette
USING THE A1/A2/A3/A4 COUNTY TOOL PALETTE
1. Once tool palette is loaded, open a new drawing
2. Go to the “Cover Sheet” tab
3. Go to A1/A2/A3/A4 tool palette, select the county to use, and place the block by selecting the lower left corner of the border. 
4. Block will be inserted. 
5. Done

