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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', 'preferred' and 'ideal' computer requirements for GREENCODE. 





Computing Requirements�Processor�Memory

(RAM)�Free Hard Disk Space��'Minimum'�‘486-DX’ 66MHz�4Mb�10Mb��Ideal'�‘PENTIUM’ P133 or Higher�32MB+�20Mb+��



The computer should have a good colour monitor and should be running ‘Windows 3.1’ or later.



The package comes on high density 1.44Mb 3.5” diskettes.



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

Start Microsoft Windows

Insert diskette No.1 in your diskette drive.

From within the Program Manager choose ‘Run’ from the File menu.

In the Command Line Box, type “a:\setup”.

You will then be instructed when to insert the remaining diskettes. 



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.



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



�2.	GREENCODE Database



Introduction



The GREENCODE database is a simple yet powerful and practical Windows-based software tool providing Users with quick access to almost 2,000 references (not the full text!) to environmental legislation, European Directives, Department of the Environment (DOE) guidance, Her Majesty’s Inspectorate of Pollution (HMIP) reports, British Standards, and other relevant or potentially relevant environmental legislation, guidance and information.



Two basic search options are provided - an elementary search and an advanced search. For each, Users can enter a search string which may be all or part of a word, or part of a phrase or sentence. They can search for all occurrences that match the search string in document titles, abstracts and keywords. 



In the advanced search option, however, Users may set filters on their search prior to entering a search string. This enables complex search strategies to be defined in order to locate specific records or groups of records held in the database.



The User can also pick out important records and ‘tag’ them using the ‘User notes’ option for future reference. The software also carries an address book that identifies all authors and publishers referred to in the database.



Many of the records in the database can be found as full text documents on either the Barbour Environmental Management Microfile, the Barbour Healthcare Estate Microfile or the Barbour Health and Safety Microfile.  It is suggested that access to the Barbour Environmental Management Microfile would maximise the potential of the GREENCODE DATABASE.





Putting the ‘Database’ to Work



Whilst a search can be readily carried out in a reference library, it is unlikely that a conscientious search would take less than a few days to find all the relevant records in a subject area.  The quickest and most convenient approach is to use the GREENCODE DATABASE. This software package allows the User to conveniently and efficiently search for legislation and guidance that is relevant to their workplace in a fraction of the time it would take to do manually.



The DATABASE is a Windows software tool with the following principal features:

�SYMBOL 183 \f "Symbol" \s 10 \h�	simple entry and subsequent editing of parameters associated with each search.

�SYMBOL 183 \f "Symbol" \s 10 \h�	on-screen display of abstract and reference information for the selected citation.

�SYMBOL 183 \f "Symbol" \s 10 \h�	increased searching speed through the interface supplied by User Notes.

�SYMBOL 183 \f "Symbol" \s 10 \h�	easily accessible address book of authors\publishers.

�SYMBOL 183 \f "Symbol" \s 10 \h�	extensive printing facilities on notes, addresses and citations.



Searching Information



Within the DATABASE there are two search options, elementary and advanced as described below.



Elementary Search



Choosing the elementary search presents the User with a sub-menu in which a choice of three commands (All, Legislation, and DOE) may be used to interrogate the database. 

For example, choosing ‘Title’ or ‘Abstract’ or ‘Keywords’  from the ‘Search’ menu and selecting DOE from within the ‘Elementary’ option will enable the DATABASE to search for Department of the Environment records and then look through their ‘Titles’ or ‘Abstracts’ or associated ‘Keywords’. However, you may also choose to combine any or all of ‘Title’, ‘Abstract’ and  ‘Keywords’ from the ‘Search’ menu to increase the depth of search.



�







After these parameters have been set, the DATABASE invites the User to enter a search string in a  dialogue box as shown below. The search string can be all or part of a word, phrase or sentence e.g. waste, radioactive waste, pesticides.





�



Entering a search string and then clicking on the GO button will initiate the search.





�Advanced Search



The advanced search offers a method of constructing complex and powerful search filters which narrow down and speed up a search. By using this facility up to a maximum of 13 search parameters or filters can be used to locate specific records or groups of records held in the DATABASE.



When the advanced search option is selected, the User is presented with the Advanced Search Records Field as shown below.  



�



Search fields are defined using the combo boxes.  For example, if the User was concerned with searching on Department of the Environment Waste Management Information only, he/she would activate the ‘Document Class 2’ combo box and select ‘Waste Management Papers’. The User may then set parameters as described in the following table. 



Records Field�Definition��Origin�Set to ‘EC’, ‘UK’, ‘Other’ or leave blank to select ALL.��Document Class 1�Set to ‘DOE’, ‘DOE (NI)’, ‘HMIP’, ‘HSC/E’, ‘Legislation’, ‘Legislation EC’, ‘MAFF’, ‘OECD’, ‘Other’, ‘UN’, ‘WHO’ or leave blank to select ALL.��Document Class 2�Set to selected document type in combo list, or leave blank to select ALL.��

Enabling Power�Selects only legislation enabled by the chosen Act of Parliament. Select appropriate Act of Parliament from the combo list, or leave blank to select ALL.��Principal Reference Statute�Selects only documents which related to a specific statute. Select appropriate statute from combo list, or leave blank to select ALL.��Author�Set to the selected author in the combo list, or leave blank to select ALL.��Status�Set to 'Current', 'Obsolete', 'Superseded', or leave blank to select ALL.��Territorial Applicability�Each of England, Wales, Scotland and Northern Ireland can be individually set to 'Yes' or 'No' to select document which do or do not apply to a particular country, or countries, or can be left blank to select ALL.��Year Published�The year range can be set, e.g. From 1974 to 1994. A single year can be specified, e.g. From 1990 to 1990.��Date Effective�A date range can be set, e.g. From 01/01/87 to 31/7/87.��Barbour Estate�Can be set to 'Yes' or 'No' to select documents which either are or are not on the Barbour Healthcare Estate microfiche, or can be left blank to select ALL.��Barbour H&S�Can be set to 'Yes' or 'No' to select documents which either are or are not on the Barbour Health and Safety microfiche, or can be left blank to select ALL.��Barbour EMM�Can be set to 'Yes' or 'No' to select documents which either are or are not on the Barbour Environmental Management microfiche, or can be left blank to select ALL.��

After you have finished making your selections click the 'Save Parameters and Search' button. The DATABASE then invites the User to enter a search string in a dialogue box as shown below. The search string can be all or part of a word phrase or sentence e.g. waste, pesticides, etc.



�



Entering a search string and then clicking on the GO button will initiate the search.





�Accessing Information



The Citation List



After an Elementary or Advanced Search option has been selected the DATABASE searches on the selected parameters and filters. The result of the DATABASE's search through the records is displayed in a Citation list a shown below.



�



In some cases, the search may produce a Citation List which contains hundreds of records. At this stage you may decide to either narrow down the search further, or look at each record in turn. For this purpose the Citation list is conveniently displayed in alphabetical order and has a facility to scroll up and down the searched material on standard 'Windows' scroll bars. The width of the two columns, Title and Document Class 1, may be altered to see the full title.



The Citation List also carries some additional information on the number of records found and the search string used. You can exit from the Citation list by using the ‘Close’ button provided at the bottom right-hand side of the screen.



If you find a Title that is of some interest to you and you wish to see more information on that record you may select any record from the list to display the 'Full Citation' of the document.  This is achieved by 'double clicking' with the mouse on the relevant record.



Printing the Citation List

When the Citation list is displayed you may wish to print a hard copy. This is achieved by selecting the ‘Print List’ Button at the bottom right-hand side of the screen.



�Full Citation



When a record has been selected, the first of three Citation pages is brought up onto the screen.



The 'Citation' window contains several buttons to access the User Notes, to view more pages of the citation, to print the citation and Exit from the citation.



The User also has access to the various toolbar options which will allow him/her to carry out additional searches and to access the address book or help facilities. Accessing these options does not require the existing search to be closed.



Citation Pages 1-3



�



�



�

�The following table describes each of the DATABASE fields displayed on the three pages of the Citation.

Record Field�Definition��Reference�A unique reference number for the record, generated by the developers.��Origin�The origin of the document referred to in the record - UK, EC or Other.��Title�The title of the document.��Author�The author of the document.��Citation Abstract�An abstract covering the main contents or purpose of the document. Abstracts are not given for documents whose title adequately describes the contents or purpose.��Keywords �Up to 8 keywords are assigned to each document record. ��Document Class 1�The primary document classification identifies the main sources of information, e.g. 'DOE', 'HMIP', 'MAFF', 'HSC/E', 'Legislation', etc.��Document Class 2�The secondary document classification identifies the type of document, e.g. Act of Parliament, British Standard, European Directive, Waste Management Paper, Technical Guidance Note, etc.��Series Reference�The series reference assigned to the document, e.g. IPR4/4, BS7750, SI1985/35, 84/631/EEC, etc.��Enabling Power�This applies only to legislation enabled by an Act of Parliament, e.g. the Controlled Waste (Amendment Regulations 1993) are enabled by the Environmental Protection Act 1992.��Principal Reference Statute�This applies only to guidance documents. Where a guidance document relates, or could relate to a particular piece of legislation, that piece of legislation is referred to as the Principal Reference Statute.��Territorial Applicability�This defines the geographical applicability of documents as England, Wales, Scotland and/or Northern Ireland. The applicability is particularly important for legislation and some health service documents.��Year Published�Defines the year of publication of the document.��Number of Pages�Defines the number of pages contained in the document.��Status�Defines the status of the document as 'Current', 'Obsolete', 'Superseded'.��Date Effective�Defines the date on which the document becomes/became effective. This is particularly important for legislation and approved codes of practice.��Comments�General comments relating to the 'status' and 'date effective' of the document.��Publisher�The publisher of the document.��Barbour Estate Reference�The microfiche frame reference for the document if it is available on the Barbour Healthcare Estate Microfile.��Barbour H&S Reference�The microfiche frame reference for the document if it is available on the Barbour Environmental Management Microfile.��ISBN Reference�The International Standard Book Number associated with the document (where appropriate). ��ISSN Reference�The International Standard Serial Number associated with the document (where appropriate).���Selecting a Page



As shown previously, the DATABASE displays the full Citation of a selected record on 3 pages.  Pressing any of the '1', '2' or '3' buttons at the bottom of the screen will reveal the corresponding Citation page.



�



Abstract



To access a citation abstract which contains additional information about the content of the citation, click on the 'Citation Abstract' button on page 1.





User Notes



When the Full Citation is displayed, User Notes may be entered or edited against the record at any time by pressing the 'User Notes' button at the top left of the screen.



�



Note : The User Notes can be utilised in the search facility. The User may wish to use his/her own reference system to search records as well as make general notes.



Print Citation



When the Full Citation is displayed the User may wish to print the full citation by pressing the 'Print Citation' button at the top right of the screen.



Exit



Clicking on the Exit button closes the search window and takes the User back to the Citation Grid and the records found in the search. 



�Special Features



Searching References



On occasions you may have specific reference numbers, e.g. document series reference, Barbour Environmental Management or Barbour Healthcare Estate or Barbour Health & Safety microfiche frame references, an ISBN number or an ISSN number. The DATABASE has a facility allowing you to carry out a search on reference fields only.



To search for a reference select 'References' from the 'Search' menu. The DATABASE then invites the User to enter a search string in a dialogue box as shown below. 



Note: 	It is important that the search string is entered correctly with or without spaces between the characters as appropriate, e.g. BS 7750, SAB(93)10, SI1985/35, 84/631/EEC, 0 11 8855552, 762 L1.



�



Entering a search string and then clicking on the 'GO' button will initiate the search.





User Notes



The DATABASE has a 'User Notes' which enables the user to add personal information to a citation.  Such notes may highlight further guidance or updates connected to the citation or inform of particular needs or problems.  Also, the use of keywords or reference numbers would enable the user to 'tag' the notes for quick searching at a later date as part of a review or literature search. This function can be accessed from inside a citation via the 'User Notes' button at the top right hand corner of the citation screen. The user is then presented with the following 'User Notes' entry screen.



�



Enter your notes and name, then click the 'Save and Return' button.



�Searching the User Notes



The DATABASE has a search facility to enable you to quickly review and locate your notes.  The search is performed through a dialogue box in which a search string can be entered.  The search string can be all or part of a word, phrase or sentence e.g. Asbestos, noise, your name, date.



To search your notes select 'User Notes' from the 'Search' menu. The DATABASE then invites the User to enter a search string in a dialogue box as shown below. 



�



Entering a search string and then clicking on the 'GO' button will initiate the search.



Printing User Notes



Once you have searched your user notes and selected the one you wish to access you are presented with the standard 'User Notes' screen. 



�



You can now print a copy of these notes by clicking on the 'Print Notes' button.



The Address Book



The DATABASE has an address book facility to identify the address, telephone and fax number for all authors and publishers referred to in the database. The address book is accessed through a dialogue box and individual addresses can be printed.



To access the address book, select 'Address Book' from the 'Search' menu. This function will produce an alphabetical listing of all the available entries in the DATABASE. In the address book window, locate the record by scrolling up and down the list. Double click on the desired record to open and access the address. Clicking on the 'Print' button in the standard address screen will allow the User to print a copy of the selected address.



�Preparatory Review



To Generate a List of Environmental Aspects select 'New' from the 'Review' menu as shown below.



�



When the above option is selected, the User is presented with a new screen and prompted to complete some administration details as shown below. On selecting ‘Proceed’, the User is prompted to select the appropriate ‘Territorial Applicability’ for the location/site on which the preparatory review is being carried out.



	    Administration Details				      Territorial Applicability



�	�



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



After the ‘Administration’ and ‘Territorial Applicability’ details have been entered select 'Continue' and the User will be presented with a further screen which offers the option to follow the GREENCODE or ISO 14001 approach to the preparatory review as shown below. 



�



The ISO 14001 approach requires some additional decisions to be made over and above those in the GREENCODE approach to aid compliance with the standard. 





Generating a List of Aspects (GREENCODE Approach)



On selecting the GREENCODE approach, a 'Review' screen will appear as shown below.



�



Using the mouse, click twice on an aspect in the left hand box (List of Environmental Aspects) and it will be copied into the box on the right hand side (Environmental Aspects Selected).



Once an aspect has been selected you can add comments to that aspect by highlighting it and typing any comments in the comments box as shown below.



�



Once you have completed typing your comments you must select the ‘Apply’ button to have the comments stored against the highlighted aspect.



Once all the aspects have been selected, a printout can be made. To do this, click on the print menu and select the ‘Selected Aspects’ option. You will then be given the option to print the selected aspects to Screen (Print Preview), Printer or export the selected aspects in RTF format which is easily imported by many Word Processors and Spreadsheets.



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





















Generating a List of Aspects (ISO 14001 Approach)



On selecting the ISO 14001 approach a 'Review' screen as shown below will appear.



�



Using the mouse, double click with your mouse on an aspect in the left hand box (List of Environmental Aspects) and a screen similar to that shown below will be shown.

�

On this panel you can select the Aspect conditions best suited to your site by clicking on it with your mouse and assign these to the selected aspect as shown below.

�

On selecting the ‘Assign’ button the selected aspect will be copied into the box on the right hand side (Environmental Aspects Selected).

Once an aspect has been selected you can add comments to that aspect by highlighting it and typing any comments in the comments box as shown below.

�

Once you have completed typing your comments you must select the ‘Apply’ button to have the comments stored against the highlighted aspect.



Once all the aspects have been selected, a printout can be made. To do this, click on the print menu and select the ‘Selected Aspects’ option. You will then be given the option to print the selected aspects to Screen (Print Preview), Printer or export the selected aspects in RTF format which is easily imported by many Word Processors and Spreadsheets.



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



Identifying Applicable Legislation



For each of the environmental aspects the User has selected, the legislation that could be applicable to them and contained within the DATABASE can now be identified. This is achieved by:



�SYMBOL 183 \f "Symbol" \s 10 \h�	double clicking on one of the aspects in the 'Environmental Aspects Selected' panel.



The User is now presented with a list of the legislation that could be applicable to that particular aspect as shown below. 



Note:	This list may be printed by selecting the ‘Print List’ button at the bottom right-hand side of the screen.

�



Selecting a citation and double clicking on it will present the User with the standard GREENCODE 'Review' citation screen.



�

On the bottom panel of the citation screen you will see a 'Yes' and 'No' button. Click on the appropriate button to make your decision on the applicability of the piece of legislation. You may also wish to look at the associated legislation relating to this citation. If so, select the 'Associated Legislation' button on the panel at the bottom of the screen. This will allow you to make a decision on these pieces of legislation as well.



�













Once you have made a decision on all the legislation relating to an aspect, select the EXIT button and you will return to your original list. From here, click on the 'Close' button to return to the first GREENCODE review screen. 



The ‘% Tagged’ column on the GREENCODE review screen (See page 17) indicates how many pieces of applicable legislation you have made a decision on in relation to a particular aspect.



Once all the applicable legislation has been identified, a printout can be made. To do this, click on the print menu and select the ‘Applicable Legislation’ option. You will then be given the option to print the applicable legislation to Screen (Print Preview), Printer or export the applicable legislation in RTF format which is easily imported by many Word Processors and Spreadsheets.



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



�













Environmental Importance Worksheet



In the view menu there is the option to view ‘Environmental Importance Worksheet’. Selection of this option will produce a worksheet as shown below. If you have previously identified the applicable legislation as described above, the worksheet will be partially completed. Once completed you can print the worksheet by selecting the ‘Environmental Importance Worksheet’ option from within the print menu. 



Please refer to GREENCODE document 3.1.3 ‘Identifying the Importance of Environmental Aspects’ for instructions on how to complete the worksheet.



�



Once all the importance values have been determined , a printout of the worksheet can be made. To do this, click on the print menu and select the ‘Environmental Importance Worksheet’ option. You will then be given the option to print the worksheet  to Screen (Print Preview), Printer or export the worksheet in RTF format which is easily imported by many Word Processors and Spreadsheets.



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



On completion of the ‘Environmental Importance Worksheet’ select ‘Exit’ and you will return to the main GREENCODE Preparatory Review Screen. 



To Exit the review, select the ‘Exit’ button in the middle of the screen. When you select the exit button you will be given a message box similar to that shown below.



�



If you select ‘No’ you will exit the review without archiving. If you select ‘Yes’ you will be given another message box as shown below.



�



Please ensure that you read this message carefully and have a hard copy record of all printouts relating to this review before selecting ‘Yes’. Selecting ‘Yes’ will archive this review and make it inaccessible in the future. Selecting ‘No’ will exit the review without archiving.



Once a review is archived you will not be able to access it at a later date through the ‘Review’ function. If you attempt to do so from your review selection screen you will be shown the following message.



�



Selecting ‘OK’ will return you to the review selection screen.



�Preparatory Review Utilities



These functions are accessed from the review menu.



Copy



This function allows you to copy Reviews 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 a Review from and then select where you want to copy the information to. You select the required Review by double clicking on it with your mouse. The selected Review will then be copied to the required destination.



You can quit the copy operation by clicking on the 'Close' button. 



�Delete



This function allows you to delete Reviews 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 Review 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 Review for deletion by double clicking on it with your mouse. The selected Review will then be deleted.



You can quit the delete operation by clicking on the 'Close' button. 















�Rename 



This function allows you to rename Reviews 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 Review 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 Review to be renamed by double clicking on it with your mouse. You are then presented with a screen  similar to that shown below which allows you to change the details relating to the reviewer and the location only.

�

When you have completed renaming the Review, select 'Rename' and the renaming will be carried out. You can quit the Rename operation by clicking on the ‘Cancel’ and 'Close' buttons. 

�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 master disk No 3 onto the required machine.



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. To do this you will have to Exit 'Windows' to 'DOS' and follow the appropriate instructions below using the CCMOVE command.



To move a token from the master disk No 3 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�	insert disk No 3 in the drive.

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

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





To move a token from your GREEN directory back to the master disk No 3.

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

�SYMBOL 183 \f "Symbol" \s 10 \h�	insert disk No 3 in the drive.

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

�SYMBOL 183 \f "Symbol" \s 10 \h�	type CCMOVE C:\GREEN A:
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Note:	In Version 2.0 of Database Review it is not necessary to enter each citation to change the ‘U’ in the ‘Decision’ column to ‘Y’ or ‘N’. This can be achieved by simply highlighting the citation and clicking the ‘Yes’ or ‘No’ button at the bottom of the screen or by selecting the ‘Y’ or ‘N’ key on your keyboard.





Note:	In Version 2.0 of Database Review two new printing functions have been added. You can now print a list of ‘Undecided’ legislation for a particular aspect and you can print a composite list of legislation for the complete review location. Both these options are activated from within the ‘Print’ menu.








