�









GREENCODE Issue No:���



Document No. 6.4.��6. Greencode Software Manuals��4. Priority ��Revision 1.0��



�Software Manual��











Priority















��

© West Lothian NHS Trust 1996.

    First Published 1995.



No part of this manual, or the corresponding computer software, may be copied or used in any way except by registered users of GREENCODE



Product names used herein are used for identification purposes only and may be trademarks of  their respective companies.



Barbour Index plc is gratefully acknowledged for allowing inclusion of their microfile fiche frame references.



Programming and Design by the Safety & Environmental Management Unit, University of Strathclyde.



Principal Authors�P P Yaneske, K McDonach.��Issue date�February 1997��

�CONTENTS

											       Page

1.	Installation								

Installing GREENCODE on your computer	3



2.	GREENCODE Priority	

Introduction	4



Running GREENCODE Priority	5

Main Menu Bar Functions	5



Creating a New Priority Worksheet	6

Priority Worksheet (GREENCODE)	7

Management Factor Improvement	8

Risk Reduction	11

Priority Worksheet (ISO 14001)	12

Pollution Factor Improvement	13



Setting Environmental Priorities	14



Editing an Existing Priority Worksheet	16



Utilities	

Copying a Priority Worksheet	16

Deleting a Priority Worksheet	17



Printing	

Printing a Priority Worksheet	18

Print Setup	18





Annexes

Annex 1:	Transferring Software Protection



�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:

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)	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 Priority



Introduction



The prioritising of workload or actions is part of every manager's task. However, the methodologies used for prioritising actions can vary widely depending on what is being considered. It is the purpose of this document to describe a methodology generated for GREENCODE.



Many of the recommendations for prioritising environmental aspects suggest using some form of risk assessment. Some recent influential publications such as BS 7750 'Specification for Environmental management systems' (BSi), ISO 14001 ‘Environmental management system: specification with guidance for use’, 'A DIY environmental review for business' (Business in the Environment) and 'Environmental Management Policy and Procedures' (Croner Publications) all suggest this approach.



None of these publications describe an actual methodology. Further, the literature on environmental management focuses attention on the aspects a particular site or organisation has on the environment. However, this is not the whole picture since it is also important to determine whether an environmental aspect is being competently managed. Both these factors contribute to the significance of any aspect.



Thus, the prioritisation methodology should be capable of dealing not only with the impacts of environmental aspects but also with any weaknesses in the management of such aspects.



The GREENCODE prioritisation model is used in this manner to prioritise actions associated with significant aspects and their management.



�Running GREENCODE Priority



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



�





Main Menu bar Functions  



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



�



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



File��� Open Worksheet�Opens a Worksheet which is automatically linked to an existing ‘Significant Aspects Worksheet’. The user selects the appropriate Worksheet from the displayed list.�� Close�Closes a Priority Worksheet without exiting GREENCODE Priority.�� Exit�Exits the user from GREENCODE Priority.��





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

Print���Priority Worksheet�Prints the current worksheet and its contents in the same order as is shown on screen.�� Print Setup�Accesses the Windows Print Setup facility. Refer to your Windows manual for further information.��

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

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

Creating a New Priority Worksheet



Priority worksheets are linked directly to existing Significant Aspects worksheet such that any prioritisation that is carried out is done on the organisation’s Significant Aspects. To create a new Priority Worksheet, select ‘Open’ from the 'File' menu. When this option is selected you will be presented with a list of the available priority worksheets similar to that shown below.



�



On selecting one of the worksheets you will be presented with the standard GREENCODE Priority screen in a format similar to that shown below.

 

�

If the worksheet is not already sorted in order of ‘Significance Value Before’ (the second column) you should do so by selecting the button at the bottom right of the screen. 



Priority Worksheet (GREENCODE Approach)



If when opening a priority worksheet you selected a ‘Significant Aspects’ worksheet which had been completed using the GREENCODE methodology then you will find that the fifth column ‘Pollution Factor Improvement’ is green in colour and is not active. You will be given the following message if you attempt to activate it.

�



As the message explains the ‘Pollution Factor Improvement’ is only used when following the ISO 14001 approach. You will see that the significance value for each aspect has been entered automatically when the worksheet was generated. This value reflects the value set in the ‘Significant Aspects’ worksheet completed earlier. 



When you follow the GREENCODE approach there are two values required for each aspect on your list in order to complete the worksheet. These are ‘Management Factor Improvement’ and ‘Risk Reduction’. 



Management Factor Improvement



To enter a value for ‘Management Factor Improvement’ you click once in the appropriate cell. 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 in which you will be able to decide on management improvements and associated costs relating to a number of aspects. Your decisions will affect a number of aspects as the performance in one single audit influences the management performance in more than one aspect.

�

From here, you can address specific weaknesses that were identified during the audits. By double clicking on an audit section, you will be presented with a screen similar to that below detailing the weaknesses within the particular section.

�

From this screen you are able to see what the individual weaknesses within the section are, the responses given during the audit and the potential improvement in performance each weakness will offer if corrective action is taken. 



By clicking in the ‘Cost to Correct’ column a small button will appear which will give a screen similar to that shown below when selected with your mouse.



�

In this screen you can describe the corrective actions for each weakness and input the associated costs by typing the information in the appropriate boxes.

On the screen there are indicators in the top right hand corner showing Performance (Before), Performance (After) and Improvement (which is dependent on which weaknesses you decide to correct). These indicators are dynamic and will alter depending on what weaknesses you select to correct. You can indicate which weaknesses you wish to correct by clicking once in the ‘Action Y/N’ column. Clicking once will place a ‘Y’ in the column and clicking again will place an ‘N’ in the column. 



Once you have decided which weaknesses you are going to correct, select the ‘Return to Audit Performance’ button where the results of your selection will be entered in the ‘Performance After’ and ‘Improvement’ columns and the cost entered in the ‘Audit Cost’ box as shown below.



�



You now double click on the next Audit Section and carry out the same operation and so on until you have identified all the corrective actions you wish to take. Selecting the ‘Exit’ button will return you to your priority worksheet.



On returning to the priority worksheet you will notice that a value has been entered into the ‘Significance Value Reduction’. This value is derived from the difference between the ‘Significance Value’ generated in the ‘Significant Aspects’ worksheet and the new value calculated in ‘Priority’ based on the improvements you have identified in the ‘Management Improvement Factor’ column. The ‘Significance Value Reduction’ figure is used to calculate the ‘Risk Reduction’ value.



The manipulation of the worksheet contents is explained later in ‘Setting Environmental Priorities’.



�Risk Reduction



The ‘Risk Reduction’ column contains a methodology to assist you identify the level of risk reduction you will incur by carrying out the improvements you identified in the ‘Management Factor Improvement’ and ‘Pollution Factor Improvement’ columns for a particular aspect. 



The methodology is based on making a subjective judgement as to the ‘maximum foreseeable consequences’ that could be incurred by the organisation due to a particular ‘Environmental Aspect’ being present. This subjective judgement is made by measuring the impact on the organisation using the following criteria.



Purchaser relations

Organisational image

Operational delay

Prosecution

Property loss/damage

Compensation

Clean-up cost

Loss of accreditation



Each of the criteria are scored between 0 and 5. The total of these values (Total Consequences) together with the calculated figure for ‘Significance Value Reduction’ give a measure of the ‘Risk Reduction’ using the following formula.



Risk Reduction = Significance Value Reduction x Consequences



To enter a value for ‘Risk Reduction’ you click once in the appropriate cell. 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 in which you are able to assign values for each of the criteria by clicking on the ‘score’ cell associated with the criteria. 



�



Once you have assigned values to all the criteria, select the ‘Save & Exit’ button and the calculated value for ‘Risk Reduction’ will be entered into the GREENCODE Priority worksheet. Select the next environmental aspect and carry out the same operation and so on until all the aspects have been completed. The manipulation of the worksheet contents is explained later in Setting Environmental Priorities.





Priority Worksheet (ISO 14001 Approach)



If when opening a priority worksheet, you selected a ‘Significant Aspects’ worksheet which had been completed using the ISO 14001 methodology then you will find that the fifth column ‘Pollution Factor Improvement’ is not green in colour and is now active. 



You will see that the significance value for each aspect has again been entered automatically when the worksheet was generated. This value reflects the value set in the ‘Significant Aspects’ worksheet completed earlier. 



When you follow the ISO 14001 approach there are three values required for each aspect on your list in order to complete the worksheet. These are ‘Management Factor Improvement’, ‘Pollution Factor Improvement’ and ‘Risk Reduction’. ‘Management Factor Improvement’, and ‘Risk Reduction’ were described earlier in the section ‘Priority Worksheet (GREENCODE Approach)’.

Pollution Factor Improvement



The additional value that is required when following the ISO 14001 approach is the ‘Pollution Factor Improvement’. This value builds on the decisions you made when compiling your ‘Significant Aspects’ worksheet. 



The ‘Pollution Factor Improvement’ value allows you to indicate how you wish to improve the impact an aspect has on the environment in relation to



Impact/Hazard

Amount/Scale

Minimisation

Frequency and

Nuisance



To enter a value for ‘Pollution Factor Improvement’ you click once in the appropriate cell. 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 in which you are able to assign values for each of the criteria.

� EMBED PBrush  ���



On this screen you will see the values that you assigned for ‘Pollution Factor’ when considering this issue during the generation of ‘Significant Aspects’. The values assigned in the ‘Significant Aspects’ module are shown in the ‘Before Improvement’ section. 



You indicate the improvements you wish to make by selecting a score of 1 to 5 in the ‘After Improvement’ section. A description of each criteria and their associated score is given in the ‘Performance Measure’ table. The ideal condition is to eventually reduce all scores to as close to 1 as possible. However, it is recognised that this may not always be possible.



Once you have decided on the improvements you wish to implement, you can assign a cost to these and this value along with the ‘Pollution Factor Improvement’ value will be entered into the priority worksheet when you select the ‘Apply’ button.



Once all the values for ‘Management Factor Improvement’, ‘Pollution Factor Improvement’ and ‘Risk Reduction’ have been entered the worksheet can now be prioritised. The manipulation of the worksheet contents is explained later in Setting Environmental Priorities.





Setting Environmental Priorities



Now that the information relating to your significant aspects has been entered, you are now in a position to prioritise all the contents of the worksheet on a common set of criteria i.e. ‘Significance Value Before’, ‘Significance Value Reduction’ and ‘Risk Reduction’ as shown in the GREENCODE Main Prioritisation Screen below:



�



The prioritisation options can be selected from the button bar at the bottom right hand corner of the screen.



The figures highlighted in red identify the cost incurred due to the decisions made about improvements in management and pollution. These figures when added give the total that is entered in the cost column. 



You will notice that not all the cost figures are red in the ‘Management Factor Cost’ column. This is because each audit contained within GREENCODE is associated with more than one environmental aspect and, thus, when the cost is incurred against one of the related aspects it is shown against all the related aspects but not included in the cost column to avoid double accounting.



To make the worksheet handled more easily there is a function which will limit the amount of aspects shown on screen. This function is positioned at the bottom middle of the screen. There are two options available, you can ‘Display all’ aspects (this is the default condition when you open a worksheet) or you can limit the number of aspects displayed by un-checking the ‘Display All’ function and entering the number you wish to view in the box provided and selecting the ‘Apply’ button.



The GREENCODE methodology ensures a consistent and auditable approach to prioritisation of action both in relation to environmental aspects caused by your organisation and your approach to management in relation to environmental issues in general. It should be noted that some other local factor outwith this methodology may influence the setting of any identified priorities and due cognisance of such factors should be taken before your final decision is put into action. 



Editing an Existing Priority Worksheet



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



Selection of a priority worksheet leads to the standard worksheet screen being presented. All of the functions on this screen are explained in the section ‘Creating a New Priority Worksheet’. From here all the information relating to ‘Management Factor Improvement’, ‘Pollution Factor Improvement’ and ‘Risk Reduction’ can be viewed and altered here.



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





Utilities



Copying a Priority Worksheets



This function allows you to copy Priority 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 Priority Worksheets 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 Priority Worksheets by double clicking on it with your mouse. The selected Priority Worksheets will then be copied to the required destination.



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





Deleting a Priority Worksheets



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



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



�Printing



Printing a Priority Worksheet



You can obtain a 'hard copy' of a ‘Priority’ 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 prioritisation criteria.



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 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 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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