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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 Significant Aspects





Introduction


Possibly one of the most difficult steps in any environmental management system is determining which environmental aspects are more significant than others. This has been a problem for as long as environmental management systems have existed and there is very little guidance offered on this subject. 





The system developed for GREENCODE calculates significance based on the two elements below.





Management Factor


Pollution Factor








Management Factor


Each audit contained within the GREENCODE Audit module is associated with a number of ‘Environmental Aspects’ contained within the review function of the GREENCODE Database. The management factor value for a particular ‘Environmental Aspect’ is determined by the score achieved in its associated audit using the following equation:





Management Factor (MF) = 5 - (Audit Overall Score/25)





The software is designed to output a value between 1 and 5.





Pollution Factor


The GREENCODE Pollution Factor (PF) is a subjective measure made by the user based on five criteria which are scored between 1 and 5. The five criteria are as listed below.





Impact/Hazard


Amount/Scale


Minimisation


Frequency and


Nuisance





The total score is divided over the 5 criteria to give a value between 1 and 5.





Environmental Significance


The ‘Environmental Significance’ is calculated using the following formula which incorporates the above mentioned values:





Environmental Significance = MF x PF





Where: 	MF	=	Management Factor


	PF	=	Pollution Factor





This methodology offers a range of significance scores between 1 and 25.























Running GREENCODE Significant Aspects





To run the GREENCODE Significant Aspects module, open the GREENCODE program group and double click on the  ‘Significant Aspects’ icon. You should then be faced with the following introductory screen.





�





Main Menu bar Functions  





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





�





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





 File�
�
�
 New�
Opens a new Significant Aspects Worksheet. User specifies who is completing the worksheet, the location for which the worksheet is being made (i.e. Site), the associated Review details and the date.�
�
 Open�
Opens an existing worksheet. The user selects the appropriate worksheet from the displayed list.�
�
 Close�
Closes a worksheet without exiting GREENCODE Significant Aspects.�
�
 Exit�
Exits the user from GREENCODE Significant Aspects.�
�



Utilities�
�
�
 Copy �
Copies an existing worksheet to or from hard disk or diskette. The worksheet for copying is selected from the displayed list.�
�
 Delete�
Deletes an existing worksheet on hard disk or diskette. The worksheet to be deleted is selected from the displayed list.�
�
Import Pollution Figures�
Allows pollution figures from another Significant Aspects worksheet to be imported into the current worksheet.�
�



Print�
�
�
 Print Worksheet�
Allows the user to print a hard copy of a worksheet.�
�
 Print Pollution Details�
Allows the user to print information on pollution for each aspect.�
�
 Print Setup�
Accesses the Windows Print Setup facility. Refer to your Windows manual for further information.�
�



Sort�
�
�
 By Significance Value�
Allows the user to order the contents of the worksheet in order of significance.�
�
 By Aspect�
Allows the user to order the contents of the worksheet by Aspect alphabetically.�
�



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



Help�
�
�
 Repair Structure�
Removes any unwanted Queries from Significant Aspects 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 Significant Aspects�
Identifies the revision number of the GREENCODE Significant Aspects module and how to contact technical support.�
�



�
Creating a New Significant Aspects Worksheet





To create a new significant aspects worksheet, select 'New' from the ‘File’ 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:





Completed by:	the person or group that is creating the Significant Aspects Worksheet.


Location:	this is the location to which the Significant Aspects Worksheet relates (the location field is restricted to those locations which have had a ‘Review’ carried out using GREENCODE Database module).


Review:	you must select an associated review from the list provided, the list is based on the location chosen in the previous field.


Date:	the date on which the Significant Aspects worksheet is being created. 





N.B.  The field for ‘Completed by’ is 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 Significant Aspects screen in a format similar to that shown below.


�





Significant Aspects Worksheet





A ‘Pollution Factor’ value must be entered in order to complete the ‘Significant Aspects Worksheet’. You will see that the ‘Pollution Factor’ value for each aspect has been defaulted to the value of ‘1’. In order to complete the worksheet, you are required to enter a value for ‘Pollution Factor’ using the ‘Pollution Factor’ worksheet which is activated by clicking once in the cell appropriate to an aspect. On selecting the cell, a small button will appear in the cell as shown below:





�





On selecting this small button with your mouse, you will be presented with a screen similar to that shown below from which you are able to assign a value for ‘Pollution Factor’ by choosing a value between 1 and 5 for the five criteria listed below.





Impact/Hazard


Amount/Scale


Minimisation


Frequency and


Nuisance








�





The total score for ‘Pollution Factor’ is adjusted to give a value between 1 and 5 which is automatically entered into the ‘Significant Aspects Worksheet’ and a new significance rating calculated based on the following formula: 





Environmental Significance = MF x PF





Where: 	MF	=	Management Factor


	PF	=	Pollution Factor





This methodology offers a range of significance scores between 1 and 25.





To produce an ordered list of ‘Significant Aspects’, you simply rearrange the aspects in order of significance by selecting ‘By Significance Value’ from the ‘Sort’ menu. This will give you a screen similar to that shown below.





�





To print a worksheet, see the section on ‘Printing a Significant Aspects Worksheet’ later in this manual. 





You can exit a significant aspects worksheet at any time by selecting the ‘Exit’ button.








Editing an Existing Significant Aspects Worksheet





Editing an existing ‘Significant Aspect Worksheets’ is achieved by selecting 'Open' from the ‘File’ menu. On selecting this option, a window is presented showing the available Significant Aspect Worksheets to be opened.





Selection of a ‘Significant Aspect Worksheets’ leads to the standard worksheet screen being presented. All of the functions on this screen are explained in the section entitled ‘Creating a New Significant Aspects Worksheet’. From here all aspects of the worksheet can be viewed and altered as required.





If the list of aspects in the ‘Review’ associated with an existing ‘Significant Aspects Worksheet’ have been changed then you will be given a message to inform you of this. GREENCODE will recommend that you reproduce the ‘Significant Aspects Worksheet’ as the details contained within the selected worksheet will not be based on the latest information and so may lead to incorrect significance rating and prioritisation in the GREENCODE Priority module.

















Utilities





Copying a Significant Aspects Worksheet





This function allows you to copy Significant Aspect Worksheets 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 worksheet from in the top left hand panel and then select where you want to copy the information to in the adjacent panel. You select the required worksheet by double clicking on it with your mouse. The selected worksheet will then be copied to the required destination.





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












































Deleting a Significant Aspects Worksheet





This function allows you to delete significant aspect worksheets 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 worksheet 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 worksheet for deletion by double clicking on it with your mouse. The selected worksheet will then be deleted.





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








Importing Pollution Details





This function allows you to import ‘Pollution Factor’ figures from another significant aspect worksheet into the one that you are currently working on. Importing Pollution Factor figures is achieved by selecting ' Importing Pollution Details' from the ‘Utilities’ menu. On selecting this option a window is presented showing the available Significant Aspect Worksheets to be imported from.





Selection of a ‘Significant Aspect Worksheet’ leads to the figures being imported into your current worksheet.  You should  note that any figures already entered into your worksheet will be overwritten.





�
Printing





Printing a Significant Aspects Worksheet





You can obtain a 'hard copy' of a significant aspects worksheet by selecting ‘Print Worksheet’ from the 'Print' menu. The output will be the same as on the screen and will produce the hard copy using the same sort criteria.





You will then be given the option to print the ‘Worksheet’ to Screen (Print Preview), Printer or to export the ‘Worksheet’ in RTF format which is easily imported by many Word Processors and Worksheets.





If you select the Screen option, you can view your ‘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.








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�	Insert token disk 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 token disk.


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


�SYMBOL 183 \f "Symbol" \s 10 \h�	Insert token disk 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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