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1 Getting started

Figure 1: The start-up screen

wersion 15/01/2011

NAO-Support Sierra Leone

VIPS-NAO-SL will not start as long as you don’t identify yourself. Consequently, new
staff has to be introduced as members of the NAO-Staff by one of the staff members
already introduced in the system.

Figure 2: Identification

1.1 The presence register

After selecting your name in the combo box near the “and you?” question, your presence
sheet and agenda page will appear. At start, both registries are active on the day of today
mentioned in yellow (situation of <date>)
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Figure 3: The presence register and the agenda

| version 15/01/2011 ? (R Ty

Enjoy your job Francis

Sikuation of 3170111

NAO-Support Sierra Leone

IncomingAautgaing mail

Tazk performer manager
end Subject -

Cormmitrnent tility

Find mail wtility
Fririt utility

Open the Mail Files

The presence register automatically indicates the present time (minus 10 minutes for
climbing the stairs) as arrival time, you can’t change it. When you leave your desk, you
should click in departure. If it is not the end of the day, you might indicate where you will
be in the comment section. Coming back behind your desk you should register again for a
new time period: simply click in the corresponding departure time field

You can open as many time periods as you want but it is impossible to change introduced
times.

You can delete time periods clicking on the corresponding selection block and pressing izl
the “delete” key afterwards. Normally this action has no interest as the lost time can’t
be introduced anymore.

To go back in time and view the presence for other days, you just change the date in the
drop down box behind “Situation of”” EXI=E K SEIINY dl

1.2 Printing of the presence register

Two different formats are foreseen for printing the presence sheets.

The day timesheets accessible with the left preview icon E of the presence register

Figure 4: Print-out presence list

Presence in NAD-5U office
Printed on 14 January 2011 & 03:31 PM

Matme of Staff Arfival  Depatture Duration Comment
09 January 2011
BAMNGURA Eade 05:53 PM
1157 4 1218 PM 00:21
FORMA Fatrnata 05:43PM 0553 PM 00:10
FULLAH Edward 05:53 PM
WELLEMS Francis 12:25PM 0121 PM 00:56  Discussion in main office

03:42PM 0553 PM 02:11  Tired back home
o0sPM 12:19 PM 03:46  Lunch time
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The summary presence sheets are available with the right preview icon of the presence
register.

Figure 5: Print-out presence register

Presence in NAD-SU office
Prinbed on 14 lanuary 2011 & 03:37 PM
January 2011
week number 3
BAMGUR A Kade Total : hours and minutes for the week
02 Jaruary 2011 0Z53 P
Total : Ohours and 21 minutes for the week
02 Jaruary 2011 11;57 &AM 12,18 PM 21
FORMA Fatrnata Total : 0hours and 10 minutes for the week
02 Jaruary 2011 043 A 09593 PM 10
FULL&H Echaard Total : hours and minutes for the week
02 Jaruary 2011 0% 53 P
WH | ENS Francis Total : 5hours and 39 minutes for the week
09 Jaruary 2011 12225 OLZ1PM 0036 Disoussion in rain offce
0242 P 553 PM 0211 Tired back horne
0S05 P 12:19PM 0248 Lunch tirme
1.3 The agenda register

The agenda register allows for planning own time and organising meetings within the
Office.

Figure 6: Agenda screen

The agenda registry is active on the day of the EXEEEESEI IS ~ | field. This field has a
dropdown list of past dates from the presences. A double click on the field opens a calendar

allowing selecting a date by clicking on the corresponding day. A simple click allows
editing manually the field.

Introduction of periods in the agenda is only possible per half hour periods with the start
and end drop fields.

Clicking on the “more icon” =l opens the detail window of the agenda period as shown
below:

Figure 7: Meeting participants screen

Meeting of 14 January 20 Crganised by FRW Participants: _ILﬂ
Starting at 09:00  ~| ending st 10:00 - | B |WELLENS Francis ud I3
CAREW Arthur -
About: second and public meeting DEWIES Thelma -
Comment: [This meeting is of very high importance | BANGURA Kadie ¥
— BAMGURA Joseph -
~ A
= =

The initiator of the time period can modify all the fields of a period (start and end period,
subject, comments and participants. The other staff members can only change the
participants and the comments.
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14 Printing of the agenda events

Vips will print a preview of all the agenda events starting from the day mentioned in the
day field behind “situation of” EEEEERRIREESY

The preview icon on the left of the agenda registry ﬁ, prepares the print-out of the
individual agenda.

Figure 8: Individual Agenda

Agenda on 17 January 2011 at 02:50 PM
WELLEN S5 Francis
19 Januay 2011 08:30 AM 10:00 AM | Meeting with the Directar brahim kanu
14 January 2011 0730 &M 0800 &AM first meeting Amy hhers
09:00 A4 10:00 &M second and public meeting Joseph Bangura
This mesting is of wery high importance Kadie Bangura
FAethur Carew
Thelma Davies
10:00 &4 10:30 &M Third and Iaim__eeting'-,_ .-' - = Ay Whers
| |
25 January 2011 0700 AM 0300 AM “forwards

The preview icon on the right of the agenda registry@, prepares the print-out of the office
agenda.

Figure 9 Office Agenda

Office Agenda starting on 09/01/11

Situgtion on 17 Jarnuary 2011 &t 0253 PM

o9 JEII"ILIEI!E 2011 Pariciparnts ;
Meeting with the Director brahim Kanu
0530 &M 10000 AM
14 January 2011 Participarts
first meseting Py htyers
0730 &AM 05:00 AM
secorm aml public meeting Joseph Bangura
kadie Bangura
Arthur Carew

Thelma Davies
0900 &M 10000 M This meeting is of very high importance

Third and last meeting Ay hibyers
1000 AM 10030 AM
25 January 2011 Participants ;
forwards
07:00 &AM 0500 AM
2 The adress book

You will only be able to work with institutions, entities and persons registered in your
address book. The address book can be accessed from the main menu but also other screens
have a shortcut to the address book.

When opening the address book, it always comes on an empty form. In this regard it has to
be reminded that writing on data of a record is changing the record.
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Figure 10: The address book

| Vips-Sierra feoneddress book
Identity Card
hb:

Adress book | Relations/employess/members | Details |

Last name: | Phaone 1 (Privake): o
First name: | Phone 2(Woark) ]

Cell Phone:
!Male -

Fax:
Tilkefkind of Business: ] = ] -
e-mail: ]

Occupation 1undefined

Gender:

Adress:

Background ]undefined

Locality: 1 B iUnknown 1

= |

5|
— " et =1 @
e i

Camments;

Lacality Adrezs Main expertize Ernplayer

MATIOMNAL AUTHORISIMG OFFICE | Freetown Ministry of Finance % Econom

KAMU Thrahim | | Director naosupp
MYERS Arny | | Deputy Director | naosupp
WELLEMS Francis Lurnley Freetown Beach Road 54 Adviser naasupp
MELSOM Sirnaen | | Haad of Infrast, nansupp
SHERIFF Amadu | | Admin Finance MAFFS
MAMNSARAY Mohamed Borbor | | Communications | naosupp
TUCKER Andrew | | Project Officer-RL | nansupp

The address book form is divided in three sections

2.1 The upper-section of the address book

The upper-section contains the name of the form and some icons

Identity Card Identity Card
Mh: rub: RS

Before entering data for a new record, one should always take attention that “New entry”
marked in the Nb field. I you enter data on an existing record, you will simply modify the
later one.

eI The navigation bar allows to move to within the contact data. As elsewhere
pressing on these icons results in

4] moving to the first record

[ 4] moving to the previous record

2 moving to the next record

] moving to the last record

opening the form for a new record

The preview E icon allow to preview and from there to print the address book.

The upper corner left icons respectively close E the address book and r?—lopen the help-
file
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2.2 The middle-section of the address book

The details of a contact shall be introduced in the middle section. The first tabulation
“address book™ allows for filling out the general identification and address of the person or
entity.

Figure 11: Identification form

4 Adress boak lReIations,l'employees,l’members ] Details ]
Last name: |Nati0na| Authorising Office 4 Phone 1 (Private):
' Adress: 1
First name: | Phone 2(wWork) 22 4530
- Cell Phone:
Gender: |Fick, Person =
Fax: (232022 22 69 32
Tilke/kind of Business:  |Prgd h '
e-mail:
Occupation | j
Adress:  |Ministry of Finance & Economic Development,
Background | j 43 Siaka Steewvens Street, 6th Filoor
P, Box 1402
Locality: | | [Freetown Ji|
T Country: |Sierra Leane j @
Comments: DeEEE e 14 T b [ 1] of 1

It has to be acknowledged that for automation purposes, the gender for companies and
institutions etc is “fictive person”. In the right part of this form it is possible to introduce
several addresses for the same person. The firs address (Nb 1) will become the address by
default.

The tabulation “relations/employees members” allows introducing dependency links
between persons or institutions.

Figure 12: Relationships in the address book

Adress book,  Relationsfemplovees/members lDetaiIs ]
Last name: |Nati0na| Autharising Office
First name: |
Gender:  |Fict, Person =
Tilkekind of Business:  |Prg hd
mb | hame | Relation | Adress | Lol a
| 2_~|Kanulbrahim Director
] ) Myers Ay Deputy Direckor
| 4 |Wellens Francis | Adviser Eeach Road 54 Lurnley ff
| 5 | Melson Simoen Head of Infrastructure ]
] 7 Mansaray Moh: | Commurnication Officer
] 8 Tucker Andrew Programme OFficer
| 9 Ghappy Christi: | Contract and Finance Officer
| 11 MondehKumba  Project OFficer-Economic
| 12 FornaFatmata Project Officer-Governance
|14 Kamara Urnaru Project Engineer
| 15 Hamoud Abiola | Contract and Finance Officer A
Record: 14| 4 | 1 b |1 [pk]of 23 4| | »

The tabulation “details” allows for including a short name which can facilitate encoding of
data
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Figure 13: Details of the identification

Adress book] Relations/employees/members  Details

Last name: |Nat\onal Autharising Office

First name: |
Gender:  [Fict, Person =

Tilke/kind of Business:  [Fra hd

¥ |surname Activities related —

Date of birth: el (intern)
Short name: MACSUPP

2.3 The search engine of the address book

Figure 14: The search engine of the addres book

By name

Adress Main expertisa Employer
MATIOMNAL AUTHORISIMG OFFICE | Freetown Ministry of Finance & Econom
KAMU Thrahirn Drivector naosupp
MYERS Ay DCreputy Director Naosupp

WELLEMS Francis Lurnlew JF reetown Beach Road 54 Adviser naosupp
MELSOM Simaen Head of Infrast. naosupp
SHERIFF Armadu Adrin Finance MAFFS
MANSARAY Moharned Borbor Coammunications 1 naosupp
TUCKER Andrews Project Officer-RL naosupp

The bottom part of the address book is in fact a record finder. You can select the records

displayed in the data table, you can call a record to modify or read it in the middle section
of the address book

To call a record, you can click on its selector in the table — ' or going through the
name search function “By name”. This function can be addressed through typing in the
initials or scrolling down, as soon as selected, the registration details will appear in the

BMAR A Sid Moharmesd oy =
fj | FAMORA Lmaru &, Intraduce the Fret lethers of the name ywou laok For fance & B
» (A8 Thrahin
¥ :l TG WARLIIER, AND ASSOCTAT
i ELFLES DEVELOPMENT CONSTI Frestoen [reaTens Baach Fogd Sd

middle section.

To change the order of the data in the data table, first click in the column you want to lead
the reordering and then click on one of the reordering icons. &di£4,

3 Registering Mail

The mail register window is build in a similar way as the address book. In the bottom of the
window, there is a simplified search tool allowing selecting mails and documents. Selecting
the arrow * located left of the mail number in the search tool brings the details of the
corresponding mail in the mail encoding part of the window.
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| Vips Sierra  eone; Mal registry

*| -o00/000 Mail No New entry Related task: j & =1
Date Writing Kind of mail: Letter B é_‘ K R N T T [ =
Registration| Inoming/outgoing: hd Activities of the task:
Submission | PerformerEntity___ | Deadiine
ot Modification date =
s [ RIS Encoded by: - = dficatic Save || Pertormer Person_| | Effsctive end
. a{\o'(\ % -] Sianed by: - » [ 1]
aestt® \ =
To: | O(‘\g\ﬂ ~ =] Adressedto: cC: | = S
f.
O Attachments:
03 |Concerning | & |ecfFypd: cisnb b JI| =]
-
9 Financing Agreement: hd *-Co n
% Primary commikment: < hd I l CO I g p a 0 oAn
ht Task - Activit
"— |Second. commitment: [ ]| ¢ \Eﬂcr aS C VI IeS
= File partition:  [Mail on I
= le partition: — [Mail b Sectlon
Subject: [ -1
Comments: |
softfier | Soft-file identification =
- | MNosearch i ﬂ ﬂ
Mo [ Date | Fromn | to | EC-Fund [Financial Agreerne Prirnaty | secondary | Conceming [ Kind oF mail | File parti o
NG SLRA EGIS BCECM 10th EDF  Freetown RE on Mo 159 of 04-01-11 Time shests Letter Mail
1 IMTERMATIC Development Plan For the month of Dec, 2010
166 0701/2011 naosupp naosupp 10th EDF SUPPCGRT T Programme Estimate 2 Reporting time and periodic meetings Perform Mail
L Nac appraisal
16E nansupp ECOBANK ath EDF  Rehabilitation of  WORKS CONTRACT- Relesse of Advince Guarantee Letter Mail
L 650 kg of Feeder  SUNSHIME ENGIHEERTMNG- ESLARG[10508
164 nansupp SLRA 10th EDF  THITITON Il Letter Mail
E 7]
12 nansupp ELD ath EDF  Rel ue IE(@R 5 a Request For non-application of Letter Mail
L 650 ki of Feeder  BMD AZSOCIATES-PORT liquidstad damages
162 naosupp ELD GhEDF  Rehabiltation of  SERVICE COMTRACT-3 Man-spplication of liquidsted damages Letter Mail
L 680 ki of Feeder  BMD ASSOCIATES-PORT
W nanunn OMRIINSMAN  fth FRE HEAL TI—l WIOIRKS CONTRACRT: Re-nawment Far wnrk dane. Latter Mail ’j
4 L3

The Number Search drop down field = RIS Eallows to introduce or
select a mail number and to send it to the encoding part of the screen.

To use the search tool and alphabetic ordering icons, first click in the column (on the field)
you want to work with,

3.1

Encoding the document

In the mail encoding part of the window a number of fields have to be completed to allow a
document to be registered of which

date of writing is the date when the mail was drafted Date Writng  |17/12/2010
Registration date is the date when the mail came in the NAO for incoming mail or

left the NAO for outgoing mail, corresponding to the date in the hand written mail
registry. Reqistration[20,12/2010

Kind of mail Kindof mail: [ Letter = |}inks the mail to a document format, several
document formats can be created such as “general letter”, “email”, “internal note”
etc. The Kind of mail selected will orient the template utilised to facilitate writing
the document. Through the Vips Utility these mail formats can be linked to
automatic document writing facilitators.

From and to: is the field where the document is “originating” from and “sent to”.
Identification can be done through the long field with the whole name or the short
field with only the initials or short name. When it concerns companies or other
entities, the fields at the right side can be filled out if the people related are
registered in the relation section (employees) of the address book.

If the person or entity you want to introduce is not registered yet, you can return to

the address book using the short-cut icon &
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Figure 15: From and To fields of the mail registration.

From: [EURCPEAN UMION DELEGATION _~ | Encoded by [MDE b
Leicesster Peak ELID - Signed tl':."' FEYMONDE =
P.0. Box 1333
Freckawn
To:  [MATIOMAL AUTHORISING OFFICE =] Adressed to: I
Ministry of Finance & Economic Deyvelopment, |HEIEISLI|:I|:I j |IK j

43 Fiaka Steevens Etrect, Beh Filoor
P.0. Box 1402

- The CC field allows introducing the names
of the people/entities the document. The ce: [FUROPERN UNIGHDELEGATION [ =]
. . TECHEULT & COMPANY LTD
names can be inserted using the keypad or
with the help of the scroll down arrow on

the right hand. Entering the first letters of the names will accelerate scrolling.

- VIPS-SL allows adding the names of soft-files of attachments to the mail
references. Clicking on the folder icon at the right of the attachment field will open
an explorer allowing you to select the file you want to attach. The name of the
attachment will appear. If the attachment is not present in the central system the
program will ask if you would like it to be copied in the central filing system. If you
refuse to copy, the program will ask you each time you open the file if you want to

save it in the central system.
Figure 16: Attachments

Attachments:
|in\.- FED 5L 2010.x15
I |Iist of Fieldz.xlz
|hc|p File.doc
] |Book1.xls
7 |CCINTP.CTS.::I:
* [0

- To open an attachment that has been introduced simply click on the folder Icon at
the right of the name. If the attachment was introduced from another computer
without copying in the central system, an error message will appear.

Figure 17: Copying attachments to the central s¥stem

H‘_?/ Da waou wank this file to be copied in the comman filing system

OF | Cancel |

3.2 The filing (commitment) section

In the archives (hardcopy files) and on the server, documents should be stored on a very
similar way. (It would even be an advantage for everybody to utilise the same filing and
archiving system in all the personal computers.)

The filing system is following exactly the commitment structure of the projects your
document is referring to:

EDF — Financing Agreement — Primary commitment (Specific commitment)
Secondary commitment

The commitment structure should be defined as much (as deep) as possible.
At each level, 4 filing possibilities are identified:

- mail
- finance
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- reports
- contracts
Figure 18: The filing system

Concerning m EC-Fund: [10th EDF 1 crismh
Financing Agreement: | 2_~ [[SUPPORT TO NAO ]| 20945 -]
Primaty cormmitrnent: | —5j|Pru:ugramme Estimate 2 j| j
Second. commitment: | 7| ]

1

Except when the Cris number is known, the filing (commitment) selection process runs
obligatory from up to down (EDF — Financing Agreement — Primary commitment
(Specific commitment) — Secondary commitment)

There are different ways of selecting the commitment (filing) levels:

— The left column are numbers, the middle column are the names and in the right
column it are the Cris numbers.

- Any commitment which is presently not funded has a negative commitment number
and mostly no Cris number.

- The Cris number selection should only be utilised if the number is known (not for
searching).

The document will receive as file name the number of the mail followed by the subject

The subject should as well as possible describe the issue of the document and be as concise
as possible. There should be no repetition of data already available like the filing, dates,
references etc.

3.3 Giving a reference number to the document

VIPS-SL gives a distinct reference number to all the documents saved. When the mail is

not saved in the system the mail number shows in red —
“New  Entry”MallNo New entry 1,  qave  the mail

. . . i You gave number 223 ta this mail
registration, just press the “save” command _** ¥
It is not possible to save a mail registration before at least L |

the fields “from” and “To” and the commitment fields are filled out.

The program will indicate the number given to the documents. For existing documents
(incoming mail for example), it is advisable to copy the reference number and the filing
references immediately on the hard-copy to facilitate hard-copy filing later on.

3.4 Saving the soft file of the document in the central system

Saving the document in the central system makes it accessible to all the staff members of
the NAO office. This is very useful when a document has to be verified/completed by
different staff members. One should than use the tracking system in the document to allow
differentiation of the inputs of every staff member but also to make comments and notes in
the document or in the comment field of the mail registy

Two possibilities exist: 1) the soft-file of the document already exists when it is registered
and i1) the document has still to be prepared and assistance is requested.

3.5 Introducing the existing soft-file of a document.

When the document exists in what-ever format (*.pdf, *.doc, .xIs...) you can pick it up
through clicking on the “Get File” command  #tfie [which will open a browser.
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The document will be copied to the central system in the file you have indicated, for
example 10" EDF/2 NAO Support Programme/ 1 PE1/ Mail with a different name. The
name of the file in the central system is the number of the mail followed by the subject, a
dot and the initial extension. Ex “122 request for additional advance.pdf”

3.6 Writing a document with the assistance of VIPS-SL

For documents which have prepared models, like the general letter of the NAO-office, it is
possible to have assistance from VIPS-SL for helping writing a document. When the mail
is entirely registered (and has a number, meaning that it is saved), it is sufficient to press

E

Figure 19: Generated mail body

the Write mail icon | = to start preparing a mail.

NATIONAL AUTHORISING OFFICE
1 Fm s T n - A - Candblean=Fac it |
bis o Fruaas & Boovann D e
3 A 3 B |
FOB 142
Hi

L

Date: (O],
(har B £ 222

IMEES PHARMACY (SLILTD

Dear SinTfadem,
Froject Tifle: HEALTH SECTOR SUFFORT FROJECT (HSSE)
SUFELY O F DRUGS-INRES FHARMACY /

Froject No: &6 EDF-ACE SL-012-011- Cris Tefimetice: 152320154405
Subject: FE on Iio 173 gf OF0-1 1 yeturn gf ouw Bauk puaranbes

Tharid: o for pour neal cooperation,
Tlook: formmrd to bwariveg from o,
Fonms faithfinlhy

LC: ATSH D ANIEL EOHOVINA

Adtutonents
222 photos Aoc

Once the mail is prepared, please press the save Icon in Word. The mail will automatically
be saved in the central system in the folder like specified in the filing-commitment section
with as name the mail reference number followed by the subject, a dot and the three letters
doc.
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3.7 Preparing a reply on an incoming mail

Figure 20: Incoming mail

.—-'5] Vips Sierra £ eane: Mai registey

4 8-012/011 Mail No 173
Date Writng  [06/01/2011 Kindof mai: | Letter - &- JLC I N Y X3
Registration[07/01/2011 Inomingfoutgeing:|  incoming ¥
— .
Modification
From: [IMRES PHARMACY (SLILTD =] Encoded by: hd of data ‘ Save
= Signed by: -

To:  |NATICMAL AUTHORISING OFFICE | Adressedte: cC: [ =

Minizt f Fi &E ic Devels t, - -

Pl et LI | =

F.0. Box 1402

Attachments:
Concerning | & |EC-Fund:[gth EDF =] crisnb_p[H| =
Financing Agreement: | 12 _~ [[HEALTH SECTOR SUPPORT F_~ || 15232 - |
Primary commitment: | 11 _+ [[SUPPLY OF DRUGS-IMRES P+ _~ [ 154403 _~ |
Second, commitment: | - ]| -]
File particion:  [Mail =]

Subject: [return of our bark guarantees =1
Comments: |
Softfile: [125 return of our bank quarantecs.pdf = |

For an incoming mail that is fully registered, VIPS-SL will assist you in preparing the reply

mail.

Clicking the “Prepare responds mail” Icon =I will automatically prepare the encoding part

of your mail:

Figure 21: Automatic responds mail
.-"-"] Vips Sierra L eone: Maif registey

=

To do this, a new registration has been prepared including:
Qualifying the mail as outgoing

Inverting the “From” and “To” fields

Maintaining the filing (commitment) definition

8-012/011 Mail No New entry
Date Writing  [02/022011 Kindof mail: [ Letter -] &- JCC I N Y
Reqgistration Inaming) oukgaoing: outgaing =
— "
Madification
From: [NATIONAL AUTHORISING OFFICE -] Encoded by: d = of data ‘ 2ave |
Pdiniztry of Finance & Ecenomic Development, (F:Yad - Signed b'}-‘! ~
43 Tiaka Stecvens Strect, Gth Filoor
F.O. Box 1402
To: [MRES PHARMACY (5L) LTD | Adressed to: cc: [ =1
Attachments:
Concerning | & |EC-Fund: [sth ECF R T =
Financing Agreement: | 12 j|HEALTH SECTOR SUPPORTF_~ || 15232 _~ |
Frimary commitment: | 11_~ [|SUPPLY OF DRUGS-IMRES Pr_x || 154403 _~ |
Second, commitment: | j| j
File partition: [ Mail ]
Subject: [RE o Ma 173 of 07-01-11 return of our bank quarantees =1
Comments: |
Softfile: | =

Adding the words “RE on No {previous mail number} of {previous mail date}

After having completed the missing fields, it is possible to utilize the mail writing

facilitator to prepare the mail E'H Note that the registration of the mail first has to be

saved to give it a number.
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It can happen that the programme refuses to start processing the new mail. In most cases
this is due to the fact that the filing directory + mail name is too long. Generally shortening
the subject is sufficient. Sometimes it might be necessary to shorten the names of the
commitments (see 5 Commitment Utility).

3.8 Associating tasks and activities to the mails

Related task: M | & | <
| =1

Activities of the task:
Submizsion Ferfarmer Entity ] Dz adling
date

ML

| -

Ferformer Ferson | Effective end

L]}

It is possible to associate tasks and activities to a mail or other registered document. Your
VIPS-SL will automatically include the existing tasks of the corresponding to the mail in
the drop down box of the related tasks. When you select one of the existing tasks, you can
append activities directly in this window. You can also open the Tasks performer manager
window clicking on the glasses icon #al. The preview icon & | on the right allows to
preview the print-out of the activity slip of the mail.

Figure 22: Example of a mail-activity slip

Task-Activity slip

Frome MNATIONA AUTHCRISIMG OFFICE To: MATICMAL AUTHORISIMG OFFICE

Penistry of Finance & Economic Development, Mnistry of Finance & Economic Development,
43 Sinka Thee vens Stre ok, Bh Floor 43 Siaka Sheevens Stract, 6 floor
F.0. Box 1402 F.0. Box 1402
Frectonn Fre ctown

EC-Fund: 10th EDF

Fnancing Agreement: 2 SUPPCRT T MACD

Primary commitrment: -5 |Programme Esimate 2

Secondary commitment

Mail Hr166 Reporting time and periodic meetings
Tusk 289: Distributz mema 166 Deading Achigved:
Prorty. 0
Submission date Fiafmmer Action to be fken
(] nompp KD Print. out the dosum ent 050K11 QFOK1T
Signature

nospp  ID Distribute the document and vefify if all signatures are presert. ) QFOKII OFOIIT

before filing, [ Siorattie

When you enter a new task for the commitment you are working in, automatically the

“Task performer manager” windows opens.

4 Tasks and Activities

VIPS-SL allows for registering and follow up of tasks and activities of each member of the
staff of the NAO-Office. A task is linked to a commitment and can be linked to an
(incoming) mail. The implementation or the supervision of the implementation of a task
should be assigned to a staff member. A task can be split in activities which can be
assigned to different staff..

The “Task performer manager” window turns on after

- Clicking the corresponding command on the main menu (after having identified)
- Introducing a new task or opening the task and activities command on the Mail-
screen.
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4.1 Opening the Task Performer Manager from Main Menu

Figure 23 : Task Performer Manager opened from main menu

D i MENU Bl
Commitment selection Ec-Fun | I
Financing Agreemer Clean fileer I To be achieved b
Primary commitmer I Entity INAO A I Clean filter
Mo Znd commitmer I I Restriction | OFF Employee/member ISC - I Only tasks in process
i 24
-
» =1 |Project Implementation = SM -
=1 |Request for closure .
=1 fRequest ko decommit funds EVEd
= [[request For Clasure SN -
=1 |Request Final payment .
=1 |Request For the issuance of FAC .
=1 [[Fequest For Penultimate Payment Certificate SN -
=1 |Request For the issuance of PAC SM <]
11 [Bannact fn_dacnmmit fonde < Py |

Actions to be taken

Ceadline | Real end

| I

o

h IPro]ect Implementation ongoing

When opened from the Main Menu, the task performer manager fills out the “to be
achieved by” fields of the staff member who registered in the presence fields of the Main
Menu, the Commitment Restriction Icon shows OFF and all the ongoing tasks linked with
the staff member are shown.

The screen is divided in three main sections:

- The Commitment Selection (or filter) Section, grey on top
— The Task Section, blue in the middle
- The Activity or Action Section, pink in the bottom

(i a] |T ask:
u MO bo call on Retention Guarankee
- =11 |Request For dosuse

In the Task section, near the word “Task:”, the description of the commitment
corresponding to the selected task appears. Another description will appear when selecting
another task. Simultaneous, the Actions in the Activity section will change and relate to the
new task selected.

As presented, no New Task field on the bottom of the tasks and it is not possible to add
tasks.

After double clicking a task (Clicking rapidly two times on the selector of a task) the
commitment of the corresponding task will appear in the file selection fields but
maintaining the Filter Restriction on OFF.
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Figure 24: File selection after double clicking a Task

A Vips-EL-Liberia: Fask performer manager

Commitment selection Ec-Fun [5thEDF -
Financing Agreemer |6 I IRehablIltatlon of - I Clean filker |
Primary commitmer I | | ]
Mo 2nd commmitrer I -1 I -1 Restriction I OFF

Fequest For the issuance of PAC

Request ko decommit funds

Fequest For closure

Request ko decommit funds

Request For Closure

Fequest Final pavrent

Request For the issuance of FAC

Fequest For Penultimate Payment Certificate
I D cmiiact Frr Fha iconianera ~F DA

Actions to be taken

date | Performer Entity Performer Person

* [CONTEH Saidu

Tl

i

b “Write to consulkant to expidite PAC

In the Task section, all the tasks corresponding to the commitment or below appear the
other are not more appearing. By clicking the restriction command “On” the tasks
appearing in the task section will be restricted to the selected commitment and the tasks of
sub-commitments will disappear.

If the tasks have one or more registered documents (e.g. incoming and outgoing mails) they
can be visualised by clicking the mail icon in the corresponding task row.

Figure 25 : turning restriction to''ON"

AVips-E-fiberia; Task performer manager

Commitment selection EcFun [®hecF -]
Financing Agreemer IG Im Clean Filker |
Primarty cormmitmer Ij | _I
Ma 2nd commitmer Ij Iﬁ Restriction ﬂl

In the case of Figure 24, all the tasks were linked to sub-commitments of the Financing
agreement “Rehabilitation of 650 km of feeder roads” and in Figure 25, no tasks appear
any more after turning the Restriction command to “ON”.

The filter on commitment can be removed by clicking “Clean filter”.

4.2 To add a new tasks and activities in the Task Performer Manager

1. Ifnecessary clean the filter of the Commitment Selector
Introduce the commitment starting with the EC-Fund

3. Turn restriction on “ON”, the last line in the task field must show “autonumber” in the
No field.

4. Select the Staff responsible for the task if necessary

5. Introduce the new task in the task column in the row with “Autonum”. The task number
will automatically be given.

6. If necessary, introduce the activities corresponding to the Task

For all the date fields, the date can be introduced manually or from the calendar appearing
after double clicking in the field.
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The date left in the action section is the date when the action is supposed to be started. The
date at the left side are the latest date as intended for implementation (dead-line) and the
real end date. The accuracy of these dates is important as the results of their analyse will
help to prepare better planning in the future.

4.3 Issuing Tasks and Activities related to an (incoming) mail

In the “Mail” window, click on the field below “related task™ on the right of the window.

Figure 26: Introducing new task in Mail window

A{V¥ips Sierra feone: Mail registry E

#| 9-016/005 Mail o 217 Related task: £l 14 =

Date Writing 12/0Lz011 Kind of mail: Letter < & I I T [Release of the Advance paymert 1
Reqistration|18/01/2011 Inorming/outgoing: incoming 2 Activities of the task:

Submission | PerformerEntity | Deadline
Modification date .
From: [SUNSHINE ENGINEERING AND GENERAL SERVIC) » | Encoded by: hd oF data Save |__Perioimer Person Effective end
[ ] Sinedbr - » [mac =1

To: [HATIONAL AUTHORISING OFFICE =] idressedto: c:
Mlinizt f Fi &E: ic Devel 3 - -
T e tesoniopnas, R0 ] i
P.O. Box 1402

If the task already exists for the commitment of the mail, it will appear in the drop-down
list and can then be selected. Additional activities can be added directly or after opening the
“related task™.

The “enter” click after introducing a new task will automatically open the Task Performer
Manager Window with in the Commitment Selection Screen, the same commitment as the
one of the Mail and the new task entered on the bottom line of the tasks.

Figure 27: New task starting from Mail window

‘-—'jopstUfIi erfa; 1 ask performer manager

Commitment selection Ec-Fun [5th EDF -

Financing Agresmer |6~ Rehabilitation of _* Clean Fiter | To be achieved by
Primary commitmer |5 _~ |WORKS CONTRA_~ | Entity - | Clean filter
Mo 2nd commitmer - - Restriction 01 Employee/member ~| Only tasks in process

Taslk: stheor

=1 |Request For the issuance of PAC EXSA
=1 |Request For Penultimate Payment: Certificate XA
=1 |Request for the issuance of FAC s 7|
=1 |Request Final payment s 7
=1 |Request For Closure A
=1 [Request to decommit funds SN -
=1 [|Prepare Folders For filing hard-copies 31j01/11 TD -
=1 |Release of the Advance payment -
= =

You can now enter the dead line for the task as well as its responsible and the details of the
activities. After completing the different fields, the Task Performer Manager window can
be closed. Verify that you did not involuntary change the task selector.

After closure, Vips-SL will report the tasks and activities of the last selected task to the
Mail window.

From the mail window, an activity slip can be printed.
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Figure 28: Mail window with tasks and activities

."-:"‘ Vips Sierva { eone: Mail registey

#| 9-p16/005 Mail No 217 Related task: | & 644 _v
Date Writing 1z/01/z011 Kind of mail: Letter - ‘_‘ m ﬂ ﬁ ﬂ ﬂ ‘RE'EESE of the Advance guarantee =1
Registration[18/01/2011 Inomingfoutgoing:|  incoming hd Activities of the task:
Submission Prerformer Entity Deadine  u
Madification date e  EE—
From; [SUNSHINE ENGINEERING AND GENERAL SERVICI -] Encoded by - oF dota Save Fertormer Person | _Effectveend
[ =] Samedby: - » 1 [uao [ oamziit
31001711 [GBAPPY Christian = ][
To: [NATICMAL AUTHORISING OFFICE _v] Adressedto: [uo] [ =1 Verify that the advance has been reimbursed }“}
o Finanee & Economic Development, |N,Qo j |IK j
;‘.‘bOS;:x “Be:en: Fhrack, Gth filaor > |NF\O j | U‘UUZ,I’II
Attachments: 03j02{11 [GANDA Robert < |
Concerning | &, |Fc-Fund: [oth EDF :I' Crisrb _’!l E Craft letter ko EC Delegation For release of
Financing Agreement: | 16_~ [Rehabilitation of 650 km of ft_~]| 17089 <] Guarantes
Primary commitment: | 5_v |[WORKS CONTRACT-SUNSHI_v [ 133763 _~ | L5 | [wo [ o7iozin
07/02/11 [NELSON Simoen =] [
[Feman] @amiels | jl <] erify content and transmit for signature
File partition:  |Mail -
* -
Subject: ‘RE'EESE of Advance Payment Guarantee Bond to SLCE j 4 INAO j I
Comments: ‘
Softfile: [ETEelzase of Advance Payment Guaranktes Biond 1o SLCE ol = =]
. oy
5 Commitment Utility

The commitment utility allows for updating of the commitments and introducing of new
commitments.

This commitment utility is the hart of the organization of the VIPS-SL Database. The
commitment utility organizes the commitments and all what is related such as opening and
closure dates etc but also it organizes the mail filing and makes follow up of task and
activities more efficient.

Figure 29: Opening the Commitment Utility
Figure 30: Commitment Utility

Commitment selection EC-Fund: | | =] |
Financing Agreement: | [ =[] |
Primaty commitrent: -Z[ _Z[
Mo znd commitment: | [ =] I

At each commitment level corresponds a screen with or without tabs where essential
information of the commitment can be filled out.
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Figure 31: Commitment Utility at Financing Agreement level

Commitment selection EC-Fund: | [10th EDF =] B+
Financing Agreement: | 7 7] |Agriculture—For—Devj

Mo 2nd commitment: | 3 | [=]]

EC-Funding |10th European Development Fund
Financial Agreement ||Agriculture—for—DeveIopment Project (A4D) M| 7 ﬁl

v

Fa data ]Rider details ] Primary Commitments ]

FaMumber[ 21456 Closed| [
Start Date: ’7 Decommit request: ’7 Value Financial agreement(Eur): |_
Limit for Commit: [ End Implementation:| [ Contracted Amount (Eur):] [T
M Fresent Ballance (Eur): | [ AN DD

Description:

Comment:

To launch a new commitment, just open a commitment at the level the new commitment

has to be introduced and click the “New Entry” icon near the number Hel[ 10 24

Figure 32: Introducing a new Financing Agreement in the 10th EDF

Commitment selection EC-Fund: | [10th EDF =] i+

Financing Agresment: | | 7_-] [Agriculture-Far-Dev_~ |

Prirm
Mo 2nd commitrment: | | | [=]

EC-Funding |10th European Development Fund
Financial Agreement | M| >4

ommitment:

w

Fa data l Rider details ] Primary Commitrnenks ]

FA Mumber Closed|
Start Date: Decommit Fequest: ‘alue Financial agreement(Eur): |_
Limit For Comrit End Implementation: Contracted Amaunt (Eur): _

End E tion:
nd Execution Present Ballance (Eur): _
Drescription:

When the empty screen appears, filling out the name of the commitment will also generate
a number for the financing agreement. The number by default is the present maximum
value plus 1. This number can be changed. It has been agreed that negative numbers are
given to commitments as long as they are not signed.

When you change the number or the name of a commitment, the software has to change the
names in the filing system and normally does it (verify if done).

\:.;/ The Financing Agresment Number has been changed - Confirm \__./ The Mame of the Financing Agreement has been changed - Confirm
Yes fio Ves Mo
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92 CiiMail-filesitemplates 10th EDFY-5 - Civil Service Reform Programme doesn't exist
"-—‘/ Do you confirm the change

es Mo |

6 Vips Utilities
In the utilities, it is possible to change certain definitions, lists of drop down fields, filing

Figure 33: Vips Utilities
P

VIPS utility i+

Tiles and kinds of businesses ] Functions and relationshins | Localities and Countries | Mail characteristics | Project Data |

ol de | titlefkind of busimess |
_} 1M, Mister
| 2| Ms
S [Coctor
T 4w Maitre
~| s|[Mrsandt [Madam and Mister
| 1s|EnT [Company
e Coop [Cooperative
s Mon Governmental Organisation
18] [gerv. [Service
~|18|mGo finkernational NG
| zofess Jssacistion
L 21||Pr Project j

Titles and kind of business are utilized in the Screens of the Address book and can be used
by the automatic document preparation facilitator.

Functions and relations are used in the relations between contacts registered in the Address
book.

Registration of Localities allows introducing of countries and localities in the countries.
The numbers of the countries are the pre-fix of the telephone of the country, e.g. 232 for
Sierra Leone. When zip-codes are available they should be included.

Figure 34: Registration of localities

Registration of localities

Country selection: |Siena Leone j j Definition of localities: |Sierra Leone j
Maftell  ZIP-code  Country ﬂ ﬂ — — 4
231 [LBR [Liberia i
[ 3 232 |SLE |Sierra Leone | L4 2::::;:\?: flownifiEetonn
233 [aHA [shana LightFoot Bosta Street/Freetow
234 [MGA [Migeria Lurley/Freetown
235 |TCD |Chad Murray Town Freetown
236 |CAF |Centra| African Republic _¥|
237 |CMR |Camer00n
238 | [
239 |STP |Sao Tome and Principe j

In definition of mail-types, it is possible to add mail types and to associate them with a
template file which will automatically be opened and filed when the write mail facilitator is
launched.
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Definition of Mail Types

Mo Type of mail

» 1|Letter General Letter, dot

2 [Memo internal memao. dot

3 |Perform Appr Ferformance Assessment Form,do
*

The template files should be *.dot files saved in the template folder. After having indicated
a new Type of mail, a number is given and through clicking on the folder icon, a browser
will open. It is than possible to indicate the template file. The name will automatically be
copied to the database.

In the project data tab, the most important data are the location fields

Figure 35 The project characteristics

Project nare: [Mational Authorising Office | Country: |Sierra Leonie -]

Project logo:

Currency: |Leu:une Short: |SLL

VaT: 15%
Fraction: |Leacert Shart: |
Location Data files: |'|,'|,Na0-server'l,NAO-Server DocumentsiMail-files =
Template docs: |'|,'|,Nao-server'l,N.ﬁ.O-Server Docurnentsitemplates =

The location of data files correspond with the place on the network where all the mail files
are stored, unless changes, this should be on the server. If the location shows another place,
the programme will start making files and save documents on that other place and these
documents will not be shared with the rest of the staff.

The location of template docs is by default also on the server. Nevertheless, if somebody
wants to utilize his own templates or add personal specificities in the templates, he/she
should copy the whole template file from the server to his computer, adapt the templates
and redirect the template docs file.

Clicking on the file icon at the right of the fields will open a browser to allow changing
location through selection of another folder and clicking OK.
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Browse 2|x

Look in: IQ nao-server documents j & - @ X ™ ~ Tools ~
) Downloads

I Mail-Files

Histary: [ty eBiooks
Citemplates

@ __IWIPS-Daka

My Documents

Folder name: - oK |
Ty Metwork I _I
Flaces Cancel |
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ANNEXES

1 Location of the programme and its applications

Each computer has its own VIPS-Sierra Leone application but the data for this programme
as well as the whole Mail and Documentation soft files are located on the Server. The Data
base data are exclusively addressed through the application on the different computers
whereas the mail and documentation soft-files can be directly opened from the server.

Figure 36: Files on the Server

Falders x Marne Size | Type
(&} Deskkop [iAdobe Acrobat Writer 6,0,05 File Folder
= (L) Servers' Dacs ICZ)HP printer 2015 Filz Falder
el | Covnloads |[Z)Microsoft OFfice 2007 Enterprise File Folder
= =) Mail-Files |2 Msproject File Folder
+ |5 5th EDF |2y Office ¥P develop 1 File Falder
+# =) 9th ECF |y Office %P develop 2 File Folder
# [ 10th EDF |[Z) Office ¥P develop 3 File Folder
+ [ Fund reqg I vips 5L File Folder
+ |5 Gen doc ﬂ;!cuﬁadmx.exe 22,034 KB Application
I My eBooks - setup_av_free,exe 50,305 KB Application
2] My Pictures ¥ setuppoivy(2). exe 4,923 KE  Application
| My Received Files
I templates

The folder named Templates located on the server contains the files facilitating automatic

mail preparation.
Figure 37: Template files

[} Desktop
= I.LJ Servers' Docs
# [ Z) Dovenloads
=l [2) Mail-files
4 [Z) &th EDF
4 |2y 9th ECF
4 [ ) 10th EDF
4 () Fund req
4 () Gen doc
2 My eBooks
ﬂ My Pictures
|2 My Received Files
] t=mplates

®]File identification. dot
General Letter.dat

157 KE  Microsoft Word Tem. ..
63 KE  Microsoft \Word Term. ..

26/10/2010 15:03
24/10§2010 13:40

2 Installation of the programme

Once Office 2003 is be installed, at least for the Access and Word softwares, it is possible
to proceed with the installation of VIPS-Sierra Leone

Help on VIPS-SL
Francis Wellens

2/2/2011 Page 24/29



Figure 38: The installation files

@' Deskkop
= l..'::l Servers' Docs © = sebup.ex
= [ Downloads Setup.lst

I Adobe Acrobat Writer 6.0.0¢ K vips-si.cab
[ HP printer 2013
|2 Microsaft Office 2007 Enterp
() Meproject
) Cffice ¥P develop 1
[ Office %P develop 2
[ Office %P develop 3
[= 20 wips 5L

[ Suppart
&2 vips-si.cab

This can be done through the setup programme located in VIPS-SL on “Downloads”of the
Server. Once launched, the installation programme is self-explanatory.

Figure 39: Installing VIPS-SL

VIPS-SL Setup

Beqin the installation by clicking the button below,

Click this button to install YIPS-5L software to the specified destination
directary,

Direckary:
C:\Program Files\wIPS-5LY Change Directory

Exit Setup ‘

When updates are available, which regularly will happen during the next months, the
existing programme should first be removed. This can easily be done using the “Add and
remove programmes” of the control panel of your computer.

Figure 40: Uninstalling VIPS-SL

Femaove - - =
| Pragrams | % Samsung CLP-310 Series Size  125.00MB
~ &) skype™ 4.2 Size  31.75ME
\:‘? ﬂ] Synaptics Pointing Device Driver Size 13.53MEB
Add Hewy {5 TOSHIBA Softwars Madsm
Programs
¥IPS-SL Size  11.59MB
Egj Used frequently
AddjRemove Last Used On  08/11/10
Windows To change this program or remaowe it from your computer, click ChangefRernove,
Components l Change/Remaove
Q YLC media plaver 1.0.1 Size  72.43ME
@ MU winDey 12 Express Size  753.00ME
M ut =

The programme remover will ask you if you want to keep or remove some of the installed
ActiveX components
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Figure 41: Removing ActiveX files

Shared File

C:%Program Files\WIPS-SLAMSCAL OCK

Thiz iz a shared component, and there may be other applications using it. If you are
@ sure you want to remove it, click the Remove button. Otherwise, click the Keep
button,

If you want ta remove all shared compaonents, click the Remove All buttan, 1f vou do
ot want to remove any shared component, click the Remove Mone buttan.

keep | Femove | Femove None | Femaove Al |

As it are very normal sub-applications taking very little space on your disk, it has no
importance if your answer is “remove all” or “remove none” except if you have other
applications using them. I answer “Remove none” because of I have other VIPS
programmes and accounting software I prepared previously. When reinstalling a new
version, you will have a similar question but there you reply “overwrite” as it is possible
that a newer version of the ActiveX is included

For reinstalling the new version of VIPS-SL, follow exactly the same process as for the
first installation.

3 First start of your VIPS-SL

3.1 Opening the VIPS-SL

After installing or reinstalling your VIPS-SL, carry out the next steps:

Verify that your network is connected and control in your Windows explorer that you have
proper access to the server

Start the programme: Normally, if you did not modify the default installation, you click
— Start/All Programs/Vips-SL/Vips-SL

Microsoft Word
Microsoft Office +

. | @ vess |

Normally, the general switchboard of VIPS-SL will appear.
Figure 42: The General Switchboard

version 20/1/2011

If the general switchboard does not appear but MS ACCESS opens and gives an “On
Open” error message, two possibilities exist: you have no access to the server or the data
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base on the server has been dis (Mis) placed, in that case, refer to the section “changing the
links to the Database at start-up of VIPS-SL”.

Figure 43: A start-up ""On Open" error

A The expression On Dpen you entered as the event property setting produced the following error: .
1 * The expression may not result in the name of & macra, the name of a user-defined function, or [Event Procedure].
* There may have been an error evaluating the function, event, or macro,

CE |

3.2 Changing the links to the Database at start-up of VIPS-SL

If an “On Open” error appears at launching your VIPS-SL, close the programme and restart
it keeping the “shift” Key pressed.

Access will open with a container including the programming elements of your VIPS-SL.

H Microsoft Access

File Edit Wiew Insert Tools Mfndow Help

DeHEeRYy|ibio-|%

I open b Do
Objects | Descrip... | Modified | created
Tables F  businescard 15/10/10 16:11:56  13/04/09 11:46:42
Contacts FIHOMD 073318 16/03/07 17:36:20
| Contacts adresses 27/10/10 07:36:41 16/03/07 17:36:20
Eoms %l Contacts details 27/10/10 07:42:05 16/03/07 17:36:20
Reports ] Contacts employees 7010073642 16/03/07 17:36:20
Pages ] Contacts search 27/10/10 07:36:43 16/03/07 17:36:21
Fermeture 18/09/07 14:27:50  14/08/07 10:44:28
Filing 27/10/10 07:35:41 16/03/07 17:36:21
Modlcs Filing ECFund 27/10/10 07:34:01 16/03/07 17:36:21
Groups 8]  Filing ECFund sectars 27/10/10 07:32:35 16/03/07 17:36:21

] Favortes || (5 Fiing ECRunds Fa 27M10/1007:32:35  19/10/10 1&:34:10 [
- 2]

Queries

Macros

augnldno

Ready

Select the linked tables to be updated:

|| +] Com EC-funds  {|\Nao-server|\NAC-Server Documents\WIPS-DatalVIPS-5L_data.mdb)

[~ [ Com EC-Funds Riders (\|{Nao-server|NAC-Server Documents|VIPS-DatalVIPS-5L_data,mdt Cancel

[~ [ Com EC-Funds Sectors ({{Nao-serveriNAD-Server Documents\VIPS-DatalyIPS-SL_data.me

[~ [E] Com FA components  [YiNao-serveriNAG-Server Documents|¥IPS-DataivIPS-5L_daka.mdb e !
[~ [ Com FA riders  (1iNao-serveriNAG-Server Documents\IPS-DatalvIPS-SL_data,mdb) =

|| + ] Com Financial Agreements  (|\Nao-serverlNAO-Server Documentsi¥IPS-DatalVIPS-SL_date

[ #[E] Com Primary commitments  {}iflae-server NAC-Server Documents|VIPS-DatalwIPs-SL_date Deselect Al I
[~ [ Com Primary inveices (\\Nao-server\NAC-Server Documents\VIPS-Data\VIPS-SL_data.mdt

[~ [ Com Primary riders (1iNao-serveriNAG-Server Documents\VIPS-DakaivIPS-5L_data.mdb)

I~ [ Com Sscondary commitments  (\Nao-server\NAG-Server Documents|VIFS-DatalIPS-5L_d

|m! +F] Contacts (|\Nac-serverllAC-Server Documents|\VIPS-DatalWIPS-SL_data.mdb)

[ #[E] Contacts adresses {4|Nao-serveriNAC-Server DocumentsiWIPS-DatalyIPS-SL_data.mdb) v

X
ok I I
I [ agenda (WNao-server\NAG-Server Documents\WIPS-DatalWIPS-5L_data.mdh) ~ '

™ always prompt For new location

Groups TI0/10 07:32:35 160507 17:36:
3 Favarites _ Filing ECFunds FA 27/10/1007:32:35  19/10/10 16:34:_10]&]
= < | [>

Linked Table Manager

Press — Select all - OK and a window like windows explorer will open. You should than
indicate where the data base is located. The name of the database is “VIPS-SL._Data.mdb,
it was previously located in \\Nao-server\nao-server documents\VIPS-DATA

After closing and restarting the program should work properly.
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3.3 First steps

After installing or reinstalling it is essential to verify the given locations for the soft files of
the documentation and of the templates to use

Press — Vips Ultilities \ Project Data

In the bottom of the screen, there are two fields indicating the location of the data files and
of the templates.

Figure 44: Location of the essential data

Location Daka files: |'|,1,Nan-server'l,nan-server documentsiMail-files [

Template docs: |'|,'|,Naa-server'l,nau-server documentsitemplates (=

These files should be exact. If not, they can be changed clicking on the file icons right or
directly by typing the exact address in the field. These fields are essential for the good
functioning of VIPS-SL. Once the programme works, they should not be changed unless
decision is taken of having own (personal) templates.

4 Automatic starting of VIPS-SL after starting of Windows

You can enable automatic starting of VIPS-SL after start-up of Windows, it helps avoiding
forgetting to register when you arrive in your office.

After having installed VIPS-SL

—Start on the left down part of the screen.

— All Programs —Vips-Sl
W1 O, g o ,
@ videoLAN N Uﬂ Systran Professional Premium 4.0
@ Wil 12 Express N @ Color Metwork ScanGear Create Shartcut
) Windows Live n U‘j Microsoft Sikverlight Delete
. Rename
™ Sk
Il'j windows Powershell 1.0 3 @ pl —
ork by Mame
3 T Teamiiewer 4
B & i ' (s.l_ ] e
All Programs @ — N (i YIPS-5L >‘ A
P ~—
Il'j Zain Makile Inkernet 3

[ Acrobat Distiller 6.0
a H
'l'" start & A Adobe Acrobat 6.0 Professional

right click on the icon of VIPS-SL — copy

— click on your desktop — Ctrl V or Paste

A short-cut to VIPS-SL appears.

Drag the shortcut — start — All Programs — Startup — release within the programmes of
Startup

] Mi ft Word
E Microsoft FrontPage icrosort ¥or

[I }:x Acrobat Assistant

@ wideoLaN vl & Miciﬁofﬁce

Uﬂ WinDey 12 Express ' Mmternet Ewverywhere
£ winzip Quick Pick

| Skype

@ Windows Live
Uﬂ Windows PowerShell 1.0

- v w

L A A A

L=
fﬁ Startup 3 }:. Acrobat Assistant
@ videoLAN vl & Micrasoft Office
uﬂ WinDev 12 Express ¥ || «m Mobistar Internet Everywhere
@ windows Live v | £ winzZip Quick Pick.
U"_ﬁ windows Powershell 1.0 v || B vips-sL
VIPS-SI will start automatically after launching Windows
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