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�1.	Installation



Installing GREENCODE on your computer





					�





The GREENCODE software can be installed on any suitable IBM-compatible personal computer (PC) running 'Windows'. If you are new to computers and/or 'Windows', please seek the advice of a suitably competent person before installing the GREENCODE software.



The following table specifies the 'minimum' and 'ideal' computer requirements for operating the GREENCODE software. 



Computing Requirements�Processor�Memory

(RAM)�Free Hard Disk Space��'Minimum'�‘PENTIUM’ P100�16Mb�20Mb��Ideal'�‘PENTIUM’ P200 or Higher�32MB+�20Mb+��

Installation:

The GREENCODE diskettes must be installed on your computer using the following procedure:

For Windows 3.X

i)	Start Microsoft Windows
.


ii)	Insert diskette No.1 in your diskette drive.

iii)	From within the Program Manager choose 'Run' from the File menu.

iv)	In the Command Line Box, type "a:\setup".

v)	Select the ‘OK’ button or press ‘Enter’
.


The installation procedure will prompt you to insert the remaining GREENCODE disks in sequence as they are required. 



For Windows 95

i)	Start Microsoft Windows 95
.


ii)	Insert diskette No.1 in your diskette drive.

iii)	From the ‘Start’ menu choose 'Run'.

iv)	Type "a:\setup" and select the ‘OK’ button.

v)	The installation procedure will prompt you to insert the remaining GREENCODE disks in sequence as they are required.



When installing any subsequent upgrades to GREENCODE please refer to the written instructions accompanying the upgrade disk(s).



N.B. 	When the installation of the software is complete you will be prompted to transfer a software protection token from your disk. Please refer to Annex 1 for further guidance.

�2.	GREENCODE Audit



The structure of the GREENCODE audit



Question hierarchy



The GREENCODE Audit question hierarchy is constructed on four levels. The highest level is Sections; the next level is Parts; the next level is Elements; and the lowest level is the questions themselves.



There can be up to 20 Sections with each Section containing up to 20 Parts, each Part containing up to 20 Elements, and each Element containing up to 99 Questions.



Responses and scoring system



The questions can be answered in four different ways, 'Yes', 'No', (Q) 'Qualified' or (X) 'Not Applicable'. When a question is answered 'Yes', this means that the auditee (i.e. the person being asked the question) fully complies with all aspects of the question and 2 points are awarded. When a question is answered 'No', this means that the auditee does not comply with any part of the question and is awarded 0 points. 



If, however, the response given by the auditee lies somewhere between 'Yes' and 'No', the auditor can enter a 'Qualified' (Q) response which awards 1 point. If it is decided by the auditor that a particular question is 'Not Applicable'
,
 then 
the auditor
 should enter a 'Not Applicable' (X) response which will remove all possible scoring associated with that question from any subsequent analysis.



GREENCODE Audit Reports



The GREENCODE Audit can print out reports based on the responses given during an audit. If a question is answered 'Yes' this is regarded as a strength. If a question is answered 'No' or 'Qualified' (Q) these are regarded as weaknesses. 



If the auditor answers 'Qualified' to a question, then the 'Q Response' window will appear and this is where a qualified statement should be entered. This statement will appear in any subsequent report as a weakness. 



At any point during an audit the auditor can enter comments using the 'Comments' function. Comments entered in this way will appear in the audit report below the relevant question. 



For information on printing reports see section entitled 'Printing Reports'.



�Running the GREENCODE Audit



To run the GREENCODE Audit, open the GREENCODE program group and double click on the  'Audit' icon. You should then be faced with the following introductory screen.





�



Main Menu bar Functions  



When the GREENCODE Audit software is run, the following menu bar is displayed.



�



The following is a synopsis of the menu bar options available to the user.



 Audit��� New�Opens a new audit. User specifies their name, the location of the audit (e.g. organisation / division / department etc.), the date of the audit and the question set to be used in the audit.�� Open�Opens an existing audit. The user selects the appropriate audit from the displayed list.�� Close�Closes an audit without exiting GREENCODE Audit.�� Exit�Exits the user from GREENCODE Audit.��

Analyse��� Single Audit�Displays the results of a single audit in one location in one topic area.�� Multi-Audit�Displays the results of multiple audits in multiple locations in one topic area.�� Overview�Displays the results of multiple audits in multiple locations in multiple topic areas.�� Trend�Displays the results of multiple audit in multiple locations in a single topic area over time.

or

Displays the results of multiple audits in multiple topic areas in a single location over time.

��

Print��� Question Set�Allows the user to print blank 'master' audit Question Sets for use during an audit.�� Existing Audit�Prints completed audits with all responses and comments made during the selected audit.�� Report�Prints a full report for the selected audit, or the user may choose to print only the analysis, strengths, weaknesses or not applicable sections.�� Auditor's Notes�Prints the personal notes made by the auditor during the selected audit.�� Print Setup�Accesses the Windows Print Setup facility. Refer to your Windows manual for further information.��

Utilities��� Copy �Copies an existing audit to or from hard disk or diskette. The audit for copying is selected from the displayed list.�� Delete�Deletes an existing audit on hard disk or diskette. The audit to be deleted is selected from the displayed list.�� Rename�Renames an existing audit on hard disk or diskette. The audit to be renamed is selected from the displayed list.��

Window���GREENCODE Database�Allows you to open GREENCODE Database module from within Audit.��GREENCODE Priority�Allows you to open GREENCODE Priority module from within Audit.��GREENCODE Significant Aspects�Allows you to open GREENCODE Significant Aspects module from within Audit.��

Help���Toggle Button Descriptions�Switches on and off Button Description function.�� Repair Structure�Removes any unwanted Queries from Audit Database Structure. Should only be used when instructed by Technical Support.�� Help Index�Shows the contents page of the GREENCODE Help file��Search for Help On.......�A Help file search facility.�� How to Use Help�Standard Windows description of how the Windows Help file operates.�� About GREENCODE Audit�Identifies the revision number of the GREENCODE Audit software.�� Product Support�Identifies the name, address, telephone and fax number where product support can be obtained.���Commencing a New Audit



To commence a new audit, select 'New' from the 'Audit' menu. When this option is selected
,
 you will be presented with a new screen as shown below.



�



In this new screen you will be prompted for the following information:- the Auditor (person who is carrying out the Audit),  Location of Audit (place where audit is being carried out), Question Set (you must select a Question Set from the list provided), and Date (the date on which the audit is being carried out). 



N.B.  The fields for Auditor and Location are of limited length, so abbreviated names may sometimes have to be used.



After the administration details have been entered, select 'Proceed' and you will be presented with the standard GREENCODE audit question screen in a format similar to that shown below.

 

�





Response Panel



This panel records the answer to the question displayed. One of the following four possible responses should be selected:-





Yes				Positive Response to the question 

No				Negative Response to the question.

(Q) Qualified			Qualified Response to the question.

(X) Not Applicable		Not Applicable Response to the question.



When you enter a Q (Qualified) response a window will appear prompting you to enter a qualifying statement. You should enter a short explanation for giving a qualified response and then press 'Save and Proceed' to continue with the audit. 




When you enter a
n
 
X (Not Applicable) 
response
,
 a window will appear prompting you to enter a 
statement
 explaining why the question is regarded as not applicable
.
 
X
 responses should only be entered when the question has no relevance to the circumstances of the audit. An 'X' response results in the question being excluded from the audit
 analysis
.



Analysis



The 'Analyse' function is activated by selecting the 'Analyse' button from the audit question screen and displays the 'score' achieved in the audit up to the current question. 


�



Comments



This function is activated by selecting the 'Comments' button from the audit question screen.  A window is presented which allows you to enter up to 255 characters of comments against the question. 

�





Exit



You can exit from an audit and return to the GREENCODE audit introductory screen by selecting the 'Exit' button. 



GoTo



This function is activated by selecting the 'GoTo' button from the audit question screen. On selecting this option you are presented with a window showing Section,  Part,  Element and Question numbers as shown below.



�



You can enter the number for the Section, Part, Element and Question required and the audit will move to the specified location
 on selecting 
‘
Proceed
’
. Some question sets may not utilise this full hierarchy. A warning will be given if the selection is incorrectly specified. 



Help



This function is activated by selecting the 'Help' button from the audit question screen. A window showing any available help text for that particular question is displayed. This text is a short statement giving further guidance to the auditor on the interpretation and verification needed for the question.



�



Notes



This function is activated by selecting the 'Notes' button from the audit question screen. A window is presented which allows you to enter up to 255 characters of personal notes against the audit. 



�

Arrow Keys



� & � 



These arrow keys are located on either side of the 'GoTo' button on the audit question screen. By pressing the left and right arrows you can move both up and down through the questions in an audit.





Edit an existing audit



Editing an existing audit is achieved by selecting 'Open' from the 'Audit' menu. On selecting this option
,
 a window is presented showing the available audits to be opened.



Selection of an audit leads to the standard audit question screen being presented. All of the functions on this screen are explained in the section entitled 'Commencing a New Audit'. From here all aspects of the audit can be viewed and altered as required.



Analysing an existing audit



GREENCODE Audit contains four analysis functions: Single, Multiple, Overview and Trend Analysis. All of these options are accessed either from the ‘Analysis’ menu or from the ‘Analysis’ button on the ‘Tool Bar’. 



Single Audit Analysis



On selecting ‘Single Audit’
,
 you are presented with an audit selection panel similar to that shown below.

�

From this panel
,
 you set the criteria for your analysis. First you select the desired ‘Period of Analysis’ from the top right hand corner of the panel. You then select which audit you wish to analyse by selecting the desired Question Set, Location and available audit.


Having selected the desired audit criteria
,
 a 'Performance Analysis' is carried out. This function displays the audit scores (see example overleaf). Scores are calculated based on the response given for each question. A 'Yes' response awards 2 points, a 'No' response awards 0 points and a 'Q' response awards 1 point to the 'Actual Score'.



The 'Max. Score' for each Part is calculated based on the number of questions in each Part multiplied by two. 'X' (Not Applicable) Questions are excluded from the 'Actual Score' and the 'Max. Score'. A percentage figure for each 'Actual Score' is also provided. 



�





From this screen
,
 it is possible to show the analysis graphically by selecting the view button and choosing the 'Graph' option. You will then be presented with your analysis in 2D format a shown below.



�



Access to the very flexible graphics package within GREENCODE Audit is achieved by placing the mouse pointer on the 2D graph and pressing the right mouse button. This will present you with a
 menu on the graph as shown bel
ow.



�

Using the available menu options a large number of graphical layouts can be achieved. Each option is supported by an on-line help facility. Selecting the ‘Plot’ option gives the following screen.

�



Selecting 3D and Bar(Column) gives the following results for the selected analysis.



�

Selecting the ‘View’ button gives you the option to return to the spread sheet or ‘Close’ which will exit the analysis and return you to the GREENCODE Audit main screen.





Multi-Audit Analysis



Multi-Audit allows you to analyse more than one audit in a particular topic area. You may wish to compare the performance of several sites against a particular q
uestion set.
 T
he Multi-Audit function allows you to do this. On selecting ‘Multi-Audit’
,
 you are presented with an audit selection panel similar to that for ‘Single Audit, only this time you can select multiple audits as shown below. When selected, location and audit fields turn red.



�



Once you have selected your criteria for analysis and all the audits you wish to be included in the analysis
,
 select the ‘Proceed’ button and you will be presented with your analysis in a spread sheet format as shown below.



�

From the spreadsheet it is possible to show the analysis graphically by selecting the view button and choosing the 'Graph' option. In ‘Multi-Audit’ the graph will automatically be presented in 3D Bar Chart format. If you wish to alter the way the graph is presented
,
 please refer to the section on ‘Single Audit Analysis’ earlier in the manual which explains how to alter the chart appearance.



Overview Analysis



Overview allows you to analyse multiple audits in multiple locations in multiple topic areas. You may wish to compare the performance of several sites against several question sets. The Overview function allows you to do this. On selecting ‘Overview’ you are presented with an audit selection panel similar to that for ‘Single Audit, only this time you can select multiple audits, multiple locations and multiple question sets as shown below. When selected location and audit fields turn red.



�



Once you have selected your criteria for analysis and all the audits you wish to be included in the analysis
,
 select the ‘Proceed’ button and you will be presented with your analysis in a spread sheet format similar to that for ‘Single and Multi’ audit. 



From the spreadsheet
,
 it is possible to show the analysis graphically by selecting the view button and choosing the 'Graph' option. In ‘Overview’
,
 the graph will automatically be presented in 3D Bar Chart format as shown below. If you wish to alter the way the graph is presented please refer to the section on ‘Single Audit Analysis’ earlier in the manual.



�





Trend Analysis



Trend Analysis allows you to analyse the results of multiple audit
s
 in multiple locations in a single topic area over time, or analyse multiple audits in multiple topic areas in a single location over time.  



For Example: You may wish to compare the performance 
at
 a single location agains
t several question sets over a 
period of time or compare the performance on a single question set 
at
 several locations over a period of time.




On selecting ‘Trend’ you are presented with an audit selection panel similar to that shown below.









�



On this panel
,
 you select the timescale you wish to analyse by (Month or Year), determine the Period of Analysis you wish to consider and then select the Trend Type you wish to use (‘Location’ or ‘Question Set’). 



If you select ‘Trend Type’ ‘Location’
,
 you will be allowed to select multiple question sets and multiple audits. When selected, the question sets and audits turn red. When you select the ‘Proceed’ button
,
 the results will be limited to the period of analysis and timescale selected.



If you select ‘Trend Type’ ‘Question Set’
,
 you will be allowed to select multiple locations and multiple audits. When selected, the locations and audits turn red. When you select the ‘Proceed’ button
,
 the results will again be limited to the period of analysis and timescale selected.



The result will be presented in a spreadsheet format and can be shown graphically by selecting the ‘View’ button at the bottom of the spreadsheet window. The resulting chart for Trend will be presented in 3D Bar Chart format and can be adjusted as explained in section on ‘Single Audit Analysis’ earlier in the manual.





�Utilities



Copying Audits



This function allows you to copy Audits to or from your hard disk or diskettes. When this option is selected, you are presented with a screen similar to that shown below.



�





From this screen
,
 you select where you want to copy an Audit from in the top left hand panel and then select where you want to copy the information to in the top right hand panel. You select the required Audit by double clicking on it with your mouse. The selected Audit will then be copied to the required destination.



You can quit the copy operation by clicking on the ‘Exit’ button. 



Deleting Audits



This function allows you to delete Audits on your hard disk or diskettes. When this option is selected you are presented with a screen similar to that shown below.



�



From this screen
,
 you can select which Audit you wish to delete and the drive on which it is located. The deletion is achieved by selecting the appropriate drive from the drive dialogue box on the top panel. You then select the required Audit for deletion by double clicking on it with your mouse. The selected Audit will then be deleted.



You can quit the delete operation by clicking on the ‘Exit’ button. 



Renaming Audits 



This function allows you to rename Audits on your hard disk or diskettes. When this option is selected you are presented with a screen similar to that shown below.



�

From this screen
,
 you can select which Audit you wish to rename and the drive on which it is located. This is achieved by selecting the appropriate drive from the drive dialogue box on the top panel. You then select the required Audit to be renamed by double clicking on it with your mouse.



On selecting rename, you are presented with an editable window similar to that shown below which allows you to change the details relating to the auditor and the location only.



�



When you have completed renaming the audit, select 'Rename' and the renaming will be carried out.



Printing



Printing a Question Set



You can obtain a 'hard copy' of a Question Set by selecting 'Question set' from the 'Print' menu. This option only prints the Question text and Response fields.



On selecting this option, you will be asked to chose a Question Set from the list of those available. To print a Question Set, double click on the desired question set with your mouse. You will then be given the option to print the Question Set to Screen (Print Preview), Printer or 
to 
export the Question Set in RTF format which is easily imported by many Word Processors and Spreadsheets.



If you select the Screen option
,
 you can view your Question Set in full before printing, you can run through your Question Set page by page and you can print the complete Question Set or only individual pages if you wish.

When a Question Set is printed, the Response fields are left blank as are the Location, Auditor and Date of Audit fields on the front page. Thus the printed Question Set can be used as a paper based audit. 



Printing an Existing Audit



You can obtain a 'hard copy' of an existing audit by selecting 'Existing Audit' from the 'Print' menu. This option prints the question text and responses plus any Qualified, Not applicable and Comments text entered during the audit.



On selecting this option
,
 you will be asked to chose an audit from the list of those available. To print an audit, double click on the desired audit with your mouse. You will then be given the option to print the Audit to Screen (Print Preview), Printer or 
to 
export the Audit in RTF format which is easily imported by many Word Processors and Spreadsheets.



If you select the Screen option
,
 you can view your Audit in full before printing, you can run through your Audit page by page and you can print the complete Audit or only individual pages if you wish.



Printing Reports



�















Full Report



This option will print a complete report on a selected audit. The report will contain a performance analysis together with the strengths, weaknesses and not applicable questions identified during the audit.



On selection of this function, you will be presented with a list of audits available for printing. The printing process is activated by double clicking on the desired audit with your mouse. You will then be given the option to print the report to Screen (Print Preview), Printer or 
to 
export the report in RTF format which is easily imported by many Word Processors and Spreadsheets.



If you select the Screen option
,
 you can view your report in full before printing, you can run through your report page by page and you can print the complete report or only individual pages if you wish.



Analysis Section



This option will print out the performance analysis section of a selected audit.



On selection of this function you will be presented with a list of audits available for printing. The printing process is activated by double clicking on the desired audit with your mouse. You will then be given the option to print the report to Screen (Print Preview), Printer or 
to 
export the report in RTF format which is easily imported by many Word Processors and Spreadsheets.



If you select the Screen option
,
 you can view your report in full before printing, you can run through your report page by page and you can print the complete report or only individual pages if you wish.



Strengths



This option will print the strengths section of a selected audit. Strengths are identified as those questions answered 'Yes'.



On selection of this function you will be presented with a list of audits available for printing. The printing process is activated by double clicking on the desired audit with your mouse. You will then be given the option to print the report to Screen (Print Preview), Printer or 
to 
export the report in RTF format which is easily imported by many Word Processors and Spreadsheets.



If you select the Screen option
,
 you can view your report in full before printing, you can run through your report page by page and you can print the complete report or only individual pages if you wish.



Weaknesses



This option will print out the weaknesses section of a selected audit. Weaknesses are identified as those questions answered 'No' or 'Q' (Qualified).



On selection of this function you will be presented with a list of audits available for printing. The printing process is activated by double clicking on the desired audit with your mouse. You will then be given the option to print the report to Screen (Print Preview), Printer or 
to 
export the report in RTF format which is easily imported by many Word Processors and Spreadsheets.



If you select the Screen option
,
 you can view your report in full before printing, you can run through your report page by page and you can print the complete report or only individual pages if you wish.







Not Applicable Questions



This option will print any Not Applicable questions identified during the audit. Not Applicable questions are identified as those questions answered 'X' (Not Applicable).



On selection of this function you will be presented with a list of audits available for printing. The printing process is activated by double clicking on the desired audit with your mouse. You will then be given the option to print the report to Screen (Print Preview), Printer or 
to 
export the report in RTF format which is easily imported by many Word Processors and Spreadsheets.



If you select the Screen option
,
 you can view your report in full before printing, you can run through your report page by page and you can print the complete report or only individual pages if you wish.



Printing Auditor's Notes



This option will print the auditor's notes section of a selected audit. Auditor's notes are those private notes entered by the auditor during an audit using the 'Notes' function.



On selection of this function you will be presented with a list of audits available for printing. The printing process is activated by double clicking on the desired audit with your mouse. You will then be given the option to print the report to Screen (Print Preview), Printer or 
to 
export the report in RTF format which is easily imported by many Word Processors and Spreadsheets.



If you select the Screen option
,
 you can view your report in full before printing, you can run through your report page by page and you can print the complete report or only individual pages if you wish.



Print Setup



This option accesses the 'Windows' 'Print Setup' facility as shown below. Refer to your Windows manual for further information.



�

�Annex 1



Transferring Software Protection



The GREENCODE software is protected from copying and other illegal use by copy protection software. This protection software provides the user with a limited number of tokens (2 tokens), one of which must be present with the software for it to operate. For example, if you have 2 tokens and the GREENCODE software has been copied on to 3 machines in your office, only 2 machines will be able to operate the software at any one time.



However, the tokens can be moved between machines by simply transferring the tokens from machine to machine. This procedure is carried out by transferring the token from your token disk onto the required machine.  Your token disk can be identified by the serial number found on the back of it.



On installing GREENCODE for the first time, you will be prompted to transfer the token to your hard drive in the GREENCODE directory C:\GREEN. This can be done in one of two ways.



Using the Copy Move Utility



The ‘Copy Move’ Utility can be found in the GREENCODE ‘Program Group’ in ‘Program Manager’ of Windows 3.x and from within 'Programs' within the 'Start' menu in 'Windows95'.



To move a 'token' from your token disk to your PC containing the GREENCODE software, ensure the token disk is in your diskette drive and double click on the ‘To GREENCODE Directory’ button. The transfer of the appropriate token will then take place automatically.



To move a 'token' from your PC back onto your token disk, ensure the disk is in your diskette drive and double click on the ‘To Master Disk' button The transfer of the appropriate token will then take place automatically.





Transferring Tokens Manually



To move a token from the token disk to your PC containing the database software.

�SYMBOL 183 \f "Symbol" \s 10 \h�	Exit Windows to DOS

�SYMBOL 183 \f "Symbol" \s 10 \h�
	
I
nsert token disk in the drive


�SYMBOL 183 \f "Symbol" \s 10 \h�		Change directory to C:\GREEN

�SYMBOL 183 \f "Symbol" \s 10 \h�
	T
ype CCMOVE  A:  C:\GREEN



To move a token from your GREEN directory back to the token disk.

�SYMBOL 183 \f "Symbol" \s 10 \h�	Exit Windows to DOS

�SYMBOL 183 \f "Symbol" \s 10 \h�
	I
ns
ert token disk in the drive


�SYMBOL 183 \f "Symbol" \s 10 \h�	Change directory to C:\GREEN

�SYMBOL 183 \f "Symbol" \s 10 \h�
	T
ype CCMOVE C:\GREEN A:
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