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1 Important Set Up Notes

In order to use Pi  fully please read the following topics, as applicable, to ensure that your set

up is fully functional.

 PerfectIT Windows XP Theme 

 Windows Help file for Windows 7 users 

 Using Pi as Administrator in Windows 7 version

1.1 PerfectIT Windows XP Theme

In order to give a fresh visual resolution. Pi  was developed using a Microsoft Windows XP

customised Theme.

If your screens do not display correctly you will need to activate this theme. To do this you

should double click the file included with your installation. This is found on the installation CD

or in the directory in which you downloaded Pi

The file is called : PerfectIT_theme

First locate the file.
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Then double click on it. The following screen will appear.

Click the Apply button . A Windows message will appear briefly  and the theme is now active. You
should click the OK button to exit.
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If you want to reset or change your desktop theme at any time you should right-click on your
desktop screen and select properties to select a Theme or configure your theme using  the
display properties utility.Click the Apply button . A Windows message will appear briefly  and the
theme is now active. You should click the OK button to exit
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1.2 Windows Help file for Windows 7 users

Pi  was developed using context sensitive help, (saves you from having to search every time you
want help - it means we have put the exact help you need, related to the activity you are  currently
performing, at your fingertips immediately, saving you time and ensuring you get the specific help
you need when you need it.(Of course our help file does have fully comprehensive searching
facilities should  you ever need them).

Starting with the release of Windows Vista and continuing in Windows 7,  Microsoft do not ship the
Windows Help program (winhlp32.hlp)  as a feature of Windows. Unfortunately Microsoft will not
allow third-party vendors, like ourselves, to include this file with our applications and it is needed if
you wish to use our essential context sensitive help file.

In order  to use our winhlp32-bit help file (highly recommended), you must download and install
the program (WinHlp32.exe) from the Microsoft Download Centre.

This is quite simple to do and in most cases you will be prompted to do this automatically by the
Windows 7 operating system the first time you click  the help key when using  Pi.

To download the required file copy and paste the link below into your internet browser.

http://www.microsoft.com/downloads/details.aspx?FamilyID=258aa5ec-e3d9-4228-8844-
008e02b32a2c&displaylang=en
 
and then follow the instructions given.

* note : There are two versions of the winhelp32.exe available for Windows 7 . Microsoft do supply
instructions to determine the  which version of windows 7 you are running ((64 bit or 32 bit(X86)),
so please follow them to ensure you download the correct version of the winhelp32.exe file for your
computer.

You only need to download and install the winhlp32.exe file ONCE.

http://www.microsoft.com/downloads/details.aspx?FamilyID=258aa5ec-e3d9-4228-8844-008e02b32a2c&displaylang=en
http://www.microsoft.com/downloads/details.aspx?FamilyID=258aa5ec-e3d9-4228-8844-008e02b32a2c&displaylang=en
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1.3 Using Pi as Administrator in Windows 7 version

In order to use Pi fully in Microsoft Windows 7 you must run it as Administrator. There are several ways to
do this and they are all fairly simple to set up.

OPTION ONE 

Using a keyboard shortcut

This will allow Pi to run temporarily as an administrator once until you close it.

1. Press and hold Ctrl+Shift while opening the Perfectit program.

2. If prompted by User Account Control (UAC), then click on Yes to apply permission to allow the
program to run with full permission as an Administrator.
NOTE: If you are doing this is while logged in as standard user instead of an administrator, then
you will need to provide the administrator's password before the program will run as administrator
.
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OPTION TWO

Using the Program Context Menu

This will allow Pi to run temporarily as an administrator once until you close it.

1. Right click on the Pi shortcut and click on Run as administrator. (See screenshot below) 

 

2. If prompted by User Account Control (UAC), then click on Yes to apply permission to allow the
program to run with full permission as an administrator.
NOTE: If you are doing this is while logged in as standard user instead of an administrator, then
you will need to provide the administrator's password before the program will run as administrator
.
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OPTION THREE (recommended)

Using Compatibility Mode

This will allow Pi to run as an administrator every time you open it.

1. Right click on the Pi shortcut, then click on Properties, and on the Compatibility tab. (See
screenshots below)
NOTE: If you are doing this while logged on as a standard user instead of an administrator, then
you will need to also click on the Change settings for all users button and type in the
administrator's password. 

  

2. To Always Run this Program as an Administrator - 
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A) Check the Run this program as an administrator box, and click on OK. (See
screenshots above) 

3. To Not Always Run this Program as an Administrator - 

A) Uncheck the Run this program as an administrator box, and click on OK. (See
screenshots below step 1) 

4. Open the program.

5. If prompted by User Account Control (UAC), then click on Yes to apply permission to allow the
program to run with full permission as an administrator.
NOTE: If you are doing this is while logged in as standard user instead of an administrator, then
you will need to provide the administrator's password before the program will run as administrator
.
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OPTION Four

Using Advanced Properties

This will allow Pi to run as an administrator every time you open it.

1. Right click on the Pi shortcut  then click on Properties. 

2. Click on the Pi shortcut, Click on the Advanced button. (See screenshots below) 

  

3. To Always Run this Program as an Administrator - 

A) Check the Run as administrator box, and click on OK. (See screenshot below)
NOTE: The option to select this from the General tab (step 2) is not available in a
standard user account. 
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4. To Not Always Run this Program as an Administrator - 

A) Uncheck the Run as administrator box, and click on OK. (See screenshot above)
NOTE: The option to select this from the General tab (step 2) is not available in a
standard user account.

5. Click on OK. (See screenshots below step 2)

6. Open the program.

7. If prompted by User Account Control (UAC), then click on Yes to apply permission to allow the
program to run with full permission as an Administrator.
NOTE: If you are doing this is while logged in as standard user instead of an administrator, then
you will need to provide the administrator's password before the program will run as administrator
.
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1.4 Screen Resolution

In order to ensure that the screen resolution is the same as that used when programming the

application and consequently easy to read, a check is made when you start the application. If it

is not the same, the screen resolution will be dynamically set to 1024 x 768. Your resolution will

be reset to your preferred resolution on exit from the application.
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2 Contents

2.1 Overview

Pi  is an application that asks you simple questions about the various areas of

your organisation and based on your answers details how you can improve the
effectiveness of your information and  overall business performance.

Continuous improvement in just 7 steps: 

1. Answer ALL the questionnaires
2. Run the Analysis
3. Run the Reports
4. Implement the Recommendations
5 .Review the Results
6. Update the Questionnaires
7. Repeat steps 2 - 6

Important Note
In order to obtain accurate advice, it is essential that you complete ALL of the questionnaires within
the system before running any of the output options.
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2.2 Logging In

Here you must enter your USER ID and Password. Input is case sensitive.

Once the correct information has been entered you will be taken either to the Control Centre if

using the Single Company version of the application or to the Select Company screen if using the

Multi Company version of the application.

Note: The options available and the detail of output available are dependent on the version of

the software licensed/purchased.
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2.3 Select Company (Subscriber)

This option is ONLY available in the Multi-Company version. After logging in you are taken to this

screen where you must select the company you wish to work on from a drop down selection list.

Pressing EXIT will quit the application if selected after initial log.

When a company has been selected you are taken to the Control Centre

You can also re-select a New Company  from the Control Centre.
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2.4 Control Centre

This is the Questions & Results Menu and the Control Centre of the application. 

Towards the bottom of the screen is a information box which will inform you of the last time

that you used Pi and also the last option that you used.

On this screen you have access to the following options:

Information Capability Questionnaire 

This gives access to the Information Capability Questions section of the application

Business Process Questionnaire   

This gives access to the Business Processes section of the application.

Goals & KPIs Questionnaire

This gives access to the Goals and Objectives section of the application

Performance Questionnaire         

This gives access to the Performance section of the application



24  Pi Help File

© 2014 My Perfect-IT Limited

Technology Questionnaires

This gives access to the Technology section of the application

People Questionnaire              

This gives access to the People section of the application

Select  a Different Company       

This allows Selection of a new Company (Multi-Company version only)

Run Analysis Processing                 

This runs the overall analysis of all the input made by you

Review Information Capability Graph    

This gives access to the Information Capability Results / Graph section of the application

Run Information Strategy Report      

This will run the Information Strategy Report

Run Information Route Map Report    

This will run the Information Route Map Report

Run Information Projects Report       

This will run the Information Projects Report 

Account Options Menu          

This gives access to Account Options Menu

Backup / Restore Data Files 

This gives access to Data File Security options 

Pressing the LOGOUT button quits from the application
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2.5 Business Process Sub-Menu

Here you may select to access an EXISTING Business Process Questionnaire, Create a NEW

Business Process Questionnaire or Return to the Control Centre, by clicking the Appropriate

button.

Existing Questionnaire   New Questionnaire   Previous Screen 

Backup / Restore Data Files 

This gives access to Data File Security options 

Pressing the LOGOUT button quits from the application
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2.6 Goals & Objectives Sub-Menu

Here you may select to access an EXISTING Goals & Objectives Questionnaire, Create a NEW

Goals & Objectives Questionnaire or Return to the Control Centre, by clicking the appropriate

button.

Existing Questionnaire   New Questionnaire   Previous Screen

Backup / Restore Data Files 

This gives access to Data File Security options 

Pressing the LOGOUT button quits from the application
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2.7 Performance Sub-Menu

Here you may select to access an EXISTING Performance Questionnaire, Create a NEW

Performance Questionnaire or Return to the Control Centre, by clicking the appropriate button.

Existing Questionnaire   New Questionnaire   Previous Screen

Backup / Restore Data Files 

This gives access to Data File Security options 

Pressing the LOGOUT button quits from the application
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2.8 Technology Questions

Here you may select to update your questionnaire for Technology Applications, Data Integration

or Hardware or Return to the Control Centre, by clicking the appropriate button.

Applications   Data Integration    Hardware   Previous Screen

Backup / Restore Data Files 

This gives access to Data File Security options 

Pressing the LOGOUT button quits from the application
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2.9 Technology Sub Menu

This menu allows you to add new components to the following reference files:

SOFTWARE

MAINFRAMES

MINI COMPUTERS

OPERATING SYSTEMS

PC WORKSTATIONS

SERVERS

PC TABLET

SMARTPHONE

Clicking the Previous Screen button returns you to the File Maintenance Sub Menu.

Backup / Restore Data Files 

This gives access to Data File Security options 

Pressing the LOGOUT button quits from the application
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2.10 IT Architecture

Here you are asked to answer yes/no to 10 questions which relate to your company IT

Architecture. This is done by placing a tick (clicking in input box) to indicate a positive answer

or by leaving the input box blank to indicate a negative answer.

At the bottom left hand side of the screen are another 5 buttons that allow navigation to other

parts of the Information Capability questionnaire. (The next logical section is indicated by a

double star **)

Below the questions are two Print Buttons which allow you to print a copy of the questions and

your answers to the current section or to print the complete Information Capability

Questionnaire and answers.Your reports are also SAVED to Disk in Word Processor Universal RTF

Format and can be reviewed at anytime see Reports saved to disk  



31Contents

© 2014 My Perfect-IT Limited

At the bottom right hand side  of the screen two other buttons are available which allow you to 

save the current screen inputs or to exit back the Control Centre of the application.

Finance Questions  Marketing Questions  Operations Questions  Sales Questions  People

Questions
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2.11 Finance

Here you are asked to answer yes/no to 10 questions which relate to your company Finance

activity. . This is done  by placing a tick (clicking in input box) to indicate a positive answer or

by leaving the input box blank to indicate a negative answer.

At the bottom left hand side of the screen are another 5 buttons that allow navigation to other

parts of the Information Capability questionnaire. (The next logical section is indicated by a

double star **)

Below the questions are two Print Buttons which allow you to print a copy of the questions and

your answers to the current section or to print the complete Information Capability

Questionnaire and answers.Your reports are also SAVED to Disk in Word Processor Universal RTF

Format and can be reviewed at anytime see Reports saved to disk  
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At the bottom right hand side  of the screen two other buttons are available which allow you to 

save the current screen inputs or to exit back the Control Centre of the application.

IT Architecture Questions  Marketing Questions  Operations Questions  Sales Questions  People

Questions
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2.12 Marketing

Here  you are asked to answer yes/no to 10 questions which relate to your company Marketing
activity. This is done by placing a tick (click in input box) to indicate a positive answer or by leaving
the input box blank to indicate a negative answer.

At the bottom left hand side of the screen are another 5 buttons that allow navigation to other parts
of the Information Capability questionnaire. (The next logical section is indicated by a double star
**)

Below the questions are two Print Buttons which allow you to print a copy of the questions and

your answers to the current section or to print the complete Information Capability

Questionnaire and answers.Your reports are also SAVED to Disk in Word Processor Universal RTF

Format and can be reviewed at anytime see Reports saved to disk  
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At the bottom right hand side  of the screen two other buttons are available which allow you to 

save the current screen inputs or to exit back the Control Centre of the application.

Finance Questions  IT Architecture Questions  Operations Questions  Sales Questions  People

Questions



36  Pi Help File

© 2014 My Perfect-IT Limited

2.13 Operations

Here you are asked to answer yes/no to 10 questions which relate to your company Operations.

. This is done by placing a tick (clicking in input box) to indicate a positive answer or by leaving

the input box blank to indicate a negative answer.

At the bottom left hand side of the screen are another 5 buttons that allow navigation to other

parts of the Information Capability questionnaire. (The next logical section is indicated by a

double star **)

Below the questions are two Print Buttons which allow you to print a copy of the questions and

your answers to the current section or to print the complete Information Capability

Questionnaire and answers.Your reports are also SAVED to Disk in Word Processor Universal RTF

Format and can be reviewed at anytime see Reports saved to disk  
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At the bottom right hand side  of the screen two other buttons are available which allow you to 

save the current screen inputs or to exit back the Control Centre of the application.

Finance Questions  Marketing Questions  IT Architecture  Questions  Sales Questions  People

Questions
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2.14 Sales

Here you are asked to answer yes/no to 10 questions which relate to your company Sales

activity. This is done by placing a tick (clicking in input box) to indicate a positive answer or by

leaving the input box blank to indicate a negative answer.

At the bottom left hand side of the screen are another 5 buttons that allow navigation to other

parts of the Information Capability questionnaire. (The next logical section is indicated by a

double star **)

Below the questions are two Print Buttons which allow you to print a copy of the questions and

your answers to the current section or to print the complete Information Capability

Questionnaire and answers.Your reports are also SAVED to Disk in Word Processor Universal RTF

Format and can be reviewed at anytime see Reports saved to disk  
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At the bottom right hand side  of the screen two other buttons are available which allow you to 

save the current screen inputs or to exit back the Control Centre of the application.

Finance Questions  Marketing Questions  Operations Questions  IT Architecture Questions  People

Questions
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2.15 People

Here you are asked to answer yes/no to 10 questions which relate to your company Personnel. .

This is done by placing a tick (clicking in input box) to indicate a positive answer or by leaving

the input box blank to indicate a negative answer.

At the bottom left hand side of the screen are another 5 buttons that allow navigation to other

parts of the Information Capability questionnaire. (The next logical section is indicated by a

double star **)

Below the questions are two Print Buttons which allow you to print a copy of the questions and

your answers to the current section or to print the complete Information Capability

Questionnaire and answers.Your reports are also SAVED to Disk in Word Processor Universal RTF

Format and can be reviewed at anytime see Reports saved to disk  
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At the bottom right hand side  of the screen two other buttons are available which allow you to 

save the current screen inputs or to exit back the Control Centre of the application.

Finance Questions  Marketing Questions  Operations Questions  Sales Questions  IT Architecture

Questions
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2.16 Business Processes - New

This section is one of the most crucial parts of Pi. In this section you must answer questions that

directly relate to the Business Processes of the your company (employer). There are 100

questions to be answered available from the 10 screens of this section of Pi.

When the option is selected from The Business Processes Sub-Menu the following screen is

displayed:

This is the first screen of the 10 available and presents you with the first 10 questions to be

answered. The first 10 Business processes are presented and besides each is a check box. For

each you must indicate if the Business Process works well, by clicking (placing tick) in the

related check box. For those Business Processes that need enhancement or do not currently

exist within your company should be left blank.

 

Once you have completed the answers for this screen you should proceed through the

questionnaire to answer all 100 questions. Navigation is achieved by clicking the navigation

buttons of the left hand side of each screen which allow you to proceed logically through the

questionnaire or to jump around within it.

Clicking on the Number buttons will give a description of that Business Process

Below the questions are two Print Buttons which allow you to print a copy of the processes and
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your answers to the current section or to print the complete Business Process Questionnaire and

answers.

At anytime and on any screen you may save your answers or exit back to the Business Process

Sub-Menu by use of the SAVE and EXIT buttons located at the bottom right hand section of

each screen.
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2.17 Business Processes - Existing

This section is one of the most crucial parts of Pi. In this section you must answer questions that

directly relate to the Business Processes of your company (employer). There are 100 questions

to be answered available from the 10 screens of this section of Pi.

When the option is selected from The Business Processes Sub-Menu the following screen is

displayed:

Here you can select from the various Questionnaires that are available under your company

number. These can be different versions of your Business Process answers and can be used to

analyse the effect on your overall Information Capability Score.(IC Results/Graph option from

the control centre menu) in a what-if scenario.

Note: When you ask Pi to 'Run Analysis' or the Strategy,Route Map or Projects results from the

control centre menu it   will always use  MASTER questionnaires. These MASTER are used to hold

the TRUE or REAL position of the selected company (current scenario) of each questionnaire and

effect the recommendations and output that Pi produces. On this selection screen and the

following questionnaire screens Pi will clearly inform you when  you are editing the “MASTER”

questionnaire.

Once you have selected the questionnaire that wish to use you should click the Select button

and the following screen is displayed:
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This is the first screen of the 10 available and presents you with the first 10 questions to be

answered. The first 10 Business processes are presented and besides each is a check box. For

each you must indicate if the Business Process works well, by clicking (placing tick) in the

related check box. For those Business Processes that need enhancement or do not currently

exist within your company the related check-box should be left blank. (to remove an existing

tick just click the relevant check-box)

Clicking on the Number buttons will give a description of that Business Process

Once you have completed the answers for this screen you should proceed through the

questionnaire to answer all 100 questions. Navigation is achieved by clicking the navigation

buttons of the left hand side of each screen which allow you to proceed logically through the

questionnaire or to jump around within it.

Below the questions are two Print Buttons which allow you to print a copy of the processes and

your answers to the current section or to print the complete Business Process Questionnaire and

answers.Your reports are also SAVED to Disk in Word Processor Universal RTF Format and can be

reviewed at anytime see Reports saved to disk  
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At anytime and on any screen you may save your answers or exit back to the Business Process

Sub-Menu by use of the SAVE and EXIT buttons located at the bottom right hand section of

each screen.
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2.18 Goals & Objectives - New

This section of Pi deals with identifying the Business Goals, Objectives and Key Performance

Indicators (KPIs) of your Company. In this section the you must answer questions that directly

relate to these topics. There are 20 questions to be answered available from the 2 screens of

this section of Pi.

When the option is selected from The Goals & Objectives Sub-Menu the following screen is

displayed:

This is the first screen of the 2 available and presents you with the first 10 questions to be

answered. The first 10 Objectives are presented and besides each are two check boxes and a

drop-down selection box. For each you must indicate if Objective represents a GOAL and/or a

KPI by clicking (placing tick) in the related check boxes. You must then select the rank (order of

importance) that the Objective represents by use of a drop down list box, containing the values

1 -20. 

Once you have completed the answers for this screen you should proceed through the

questionnaire to answer all 20 questions. Navigation is achieved by clicking the navigation

button of the left hand side of each screen which allow you to proceed logically through the

questionnaire or to jump around within it.

Below the questions is a Print Button which allows you to print a copy of the Objectives and the

answers entered.
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At anytime and on any screen you may save your answers or exit back to the Goals & Objectives

Sub-Menu by use of the SAVE and EXIT buttons located at the bottom right hand section of

each screen.
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2.19 Goals & Objectives - Existing

This section of Pi deals with identifying the Business Goals, Objectives and Key Performance

Indicators (KPIs) of your Company. In this section the you must answer questions that directly

relate to these topics. There are 20 questions to be answered available from the 2 screens of

this section of Pi.

When the option is selected from The Goals & Objectives Sub-Menu the following screen is

displayed:

Here you can select from the various Questionnaires that are available under your company

number. These can be different versions of your Goals & Objectives answers. 

Note: When you ask Pi to 'Run Analysis' it will always use the MASTER questionnaires. Theses are

the TRUE version (current scenario) of each questionnaire and effect the recommendations and

output that Pi produces. On this selection screen and the following questionnaire screens Pi will

clearly inform you that you are editing the “MASTER” questionnaire.

Once you have selected the questionnaire that wish to use you should click the Select button

and the following screen is displayed:
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This is the first screen of the 2 available and presents you with the first 10 questions to be

answered. The first 10 Objectives are presented and besides each are two check boxes and a

drop-down selection box. For each you must indicate if Objective represents a GOAL and/or a

KPI by clicking (placing tick) in the related check boxes. You must then select the rank (order of

importance) that the Objective represents by use of a drop down list box, containing the values

1 -20. 

Once you have completed the answers for this screen you should proceed through the

questionnaire to answer all 20 questions. Navigation is achieved by clicking the navigation

button of the left hand side of each screen which allow you to proceed logically through the

questionnaire or to jump around within it.

Below the questions is a Print Button which allows you to print a copy of the Objectives and the

answers entered.Your reports are also SAVED to Disk in Word Processor Universal RTF Format

and can be reviewed at anytime see Reports saved to disk 
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At anytime and on any screen you may save your answers or exit back to the Goals & Objectives

Sub-Menu by use of the SAVE and EXIT buttons located at the bottom right hand section of

each screen.
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2.20 Performance - NEW

This section of Pi deals with identifying the Performance Metrics of your Company. In this

section you must answer questions that directly relate to these topics. There are 20 questions to

be answered available from the 2 screens of this section of Pi.

When the option is selected from The Performance Sub-Menu the following screen is displayed:

This is the first screen of the 2 available and presents you with the first 10 questions to be

answered. The first 10 Performance Metrics are presented and besides each is a drop-down

selection box. For each you must the percentage being currently achieved in terms of

performance. The Drop down box allows selection of percentage s from 1 -100.

Once you have completed the answers for this screen you should proceed through the

questionnaire to answer all 20 questions. Navigation is achieved by clicking the navigation

button of the left hand side of each screen which allow you to proceed logically through the

questionnaire or to jump around within it.

Below the questions is a Print Button which allows you to print a copy of the Metrics and the

answers entered.
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At anytime and on any screen you may save your answers or exit back to the Performance

Sub-Menu by use of the SAVE and EXIT buttons located at the bottom right hand section of

each screen.
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2.21 Performance - Existing

This section of Pi deals with identifying the Performance Metrics of your Company. In this

section you must answer questions that directly relate to these topics. There are 20 questions to

be answered available from the 2 screens of this section of Pi.

When the option is selected from The Performance Sub-Menu the following screen is displayed:

Here you can select from the various Questionnaires that are available under your company

number. These can be different versions of your Performance answers and can be used to

analyse the effect on your overall Information Capability Score. 

Note: When you ask Pi to 'Run Analysis' it will always use the MASTER questionnaires. Theses are

the TRUE version (current scenario) of each questionnaire and effect the recommendations and

output that Pi produces. On this selection screen and the following questionnaire screens Pi will

clearly inform you that you are editing the “MASTER” questionnaire.

Once you have selected the questionnaire that wish to use you should click the Select button

and the following screen is displayed:
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This is the first screen of the 2 available and presents you with the first 10 questions to be

answered. The first 10 Performance Metrics are presented and besides each is a drop-down

selection box. For each you must the percentage being currently achieved in terms of

performance. The Drop down box allows selection of percentage s from 1 -100.

Once you have completed the answers for this screen you should proceed through the

questionnaire to answer all 20 questions. Navigation is achieved by clicking the navigation

button of the left hand side of each screen which allow you to proceed logically through the

questionnaire or to jump around within it.

Below the questions is a Print Button which allows you to print a copy of the Metrics and the

answers entered.Your reports are also SAVED to Disk in Word Processor Universal RTF Format

and can be reviewed at anytime see Reports saved to disk 
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At anytime and on any screen you may save your answers or exit back to the Performance

Sub-Menu by use of the SAVE and EXIT buttons located at the bottom right hand section of

each screen.
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2.22 Applications

 

Here you are presented with two screens on which you must identify the products in use and

numbers of users for each of the 17 application areas.

Selection of product for each application area is made by use of a drop-down pick list.

You must select a product which will automatically populate the vendor details and then

identify how many users actually use this application. (If you do not use any products for an

application area you must indicate this by selecting <NONE> from the drop down list.)

Once you have completed the answers for this screen you should proceed through the

questionnaire to complete details for all 17 application areas. Navigation is achieved by clicking

the navigation button of the left hand side of each screen which allow you to proceed logically

through the questionnaire or to jump around within it.

Below the questions is a Print Button which allows you to print a copy of the Applications and

the answers entered.Your reports are also SAVED to Disk in Word Processor Universal RTF Format

and can be reviewed at anytime see Reports saved to disk 
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At anytime and on any screen you may save your answers or exit back to the Technology Sub

Menu by use of the SAVE and EXIT buttons located at the bottom right hand section of each

screen.
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2.23 Data Integration Matrix

Here you are presented with a 17 x 17 Matrix which allows them to indicate which Applications

exchange data automatically. You must place ticks (click in boxes) in the matrix at the relevant

intersection points. 

For ease of use, when you click in any box the names of the Applications exchanging data will be

highlighted in the APPLICATIONS column.

Below the questions is a Print Button which allows you to print a copy of the Data Integration

Matrix and the answers entered.Your reports are also SAVED to Disk in Word Processor Universal

RTF Format and can be reviewed at anytime see Reports saved to disk 
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At anytime and on any screen you may save your answers or exit back to the Technology Sub

Menu by use of the SAVE and EXIT buttons located at the bottom right hand section of each

screen.
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2.24 Hardware

Here you must enter details of the hardware which is in place within your organisation. You

must identify Models, operating systems, memory, data storage and number of units for each of

six categories Mainframe, Mini Computer, Servers, PC Workstations, PC Tablets and

Smartphones. Drop down lists for Model and Operating systems are provided for ease of use.

Below the questions is a Print Button which allows you to print a copy of the Hardware Matrix

and the answers entered.Your reports are also SAVED to Disk in Word Processor Universal RTF

Format and can be reviewed at anytime see Reports saved to disk 
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At anytime and on any screen you may save your answers or exit back to the Technology Sub

Menu by use of the SAVE and EXIT buttons located at the bottom right hand section of each

screen.
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2.25 Personnel

Here you must enter details relating to the personnel of the organisation; The number of staff

per function (department), the business knowledge of staff, the competence level in using IT

applications, the amount of local information provided to other functions (departments) and

attrition rates within each function. For ease of use drop down list are provided for recording

percentage figures.

Below the questions is a Print Button which allows you to print a copy of the People Matrix and

the answers entered.Your reports are also SAVED to Disk in Word Processor Universal RTF Format

and can be reviewed at anytime see Reports saved to disk 
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At anytime you may save your answers or exit back to the Control Centre by use of the SAVE

and EXIT buttons located at the bottom right hand section of each screen.
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2.26 Run Analysis

Selection of this option from the Control Centre will update all scoring throughout the system by

analysing the latest answers and inputs. Note: This will always use the Master records from the

Performance, Goals/Objectives and Business Processes Questionnaires, as these represent the

actual/current position at the User company and it is this position on which Pi makes its

recommendations.

Back to Control Centre
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2.27 Information Capability

This allows You to review your company's current Information Capability based on the answers

provided by you in the questionnaire sections of the application.

You may also create a hardcopy of the Information Capability Graph by clicking the Printer Icon

button or may return to the Control Centre of the application by clicking the EXIT button.Your

reports are also SAVED to Disk in Word Processor Universal RTF Format and can be reviewed at

anytime see Reports saved to disk 

* Note: In the Performance, Goals/Objectives and Business Processes sections of the application

you may have several versions of these questionnaires. For the purpose of this graphic /report,

it will be based on the last questionnaire within each section that you have accessed and SAVED.

This is useful for “what-if” scenarios.  However, the procedures that generate the Strategy,

Route Map and Project Plan reports will always use the Master View (record) of these

questionnaires as they reflect the actual position of your company and it is this position that Pi

bases its recommendations upon.

If you wish to use or re-select the MASTER copies of each questionnaire you should run the

Analysis procedure. see Run Analysis
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The graph/report  is also saved to disk for later review. see View Information Capability Graphs
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2.28 Reports saved to disk

All the reports that Pi produces are also saved automatically to disk, in word processor format

so that they can be viewed or attached to emails at a later time. This also negates the need to

print out reports. Each report displayed on screen indicates at the bottom the disk location of

where it is actually saved.

Using the Account Options Menu sub-menu gives you full access to all reports and transactions

held on disk.

As the reports are saved in universal word processor format in some packages e.g. MS Word it

may be necessary to change the 

page orientation to Landscape in order to view or print the report properly. This is easily done

by using the File -  Page Setup - Landscape - OK option from the MS Word Menu system. 

2.29 Sequence to use when running Reports

In order to get accurate reports based on the MASTER questionnaire files you should do the

following:

1.Run Analysis This will ensure that the recommended projects are selected

2.If the Salaries of your own project staff or the Daily Rates charged by project subcontractors

have changed the you should use

Update Project Resource Details function

3. If you want to update the Project Resource Split viz; allocate staff between your own project

staff and external personnel working on projects then you should use one or all of the following

functions:

Applications Projects Resources

Business Process Projects Resources

Data Integration Projects Resources

4. Use the Run Analysis function again

5. Run one or all of the following:

Information Strategy Report

Information Route Map Report

Information Projects Report

Using this sequence correctly will ensure the most accurate reports.+
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2.30 Information Strategy Report

Note* Before Running this report you should use the Run Analysis function. Also see

Sequence to use when running Reports

On selection of this option from the main menu, Pi will produce the complete Information

Strategy Report.

This consists of:

· An Executive Summary

· The Current Position

· Recommended Actions

*A dialogue box allows you to choose to review the report onscreen. If you decide not to review

the report onscreen a progress bar will appear whilst the report is written to disk.

*The report is both displayed on screen from where the individual report pages can be printed

and is also saved to disk in word processing format. 

When the report has been viewed on screen, you are informed, via a message box on screen, of
the directory in which the report has been saved and you are then returned to the Control Centre.
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There are 26 sections within the report covering:

1. Executive Summary

Current Position

2. Good Business Processes

3. Bad Business Processes

4. Business Goals

5. KPIs

6. Importance Rankings

7. Business Performance

8. Applications and Software

9. Hardware

10. Existing Data Integration

11. Required Data Integration

12. Staff Numbers

13. Staff Business Knowledge

14. Staff IT Knowledge

15. Staff Information Exchange

16. Staff Attrition

Recommended Actions

17. Business Processes to Review

18. Goals to Review

19. KPIs to Review

20. Applications to Review

21. Data Integration to Review

22. Business Knowledge Training

23. IT Skills Training

24. Information Exchanging Training

25. Staff Attrition Review

26. Application Area Project Priorities

An example of the complete report is below:
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If using the Multi Company version an invoice will be displayed and saved to disk at the

completion of the report:
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2.31 Information Route Map Report

Note* Before Running this report you should use the Run Analysis function. Also see

Sequence to use when running Reports

On selection of this option from the main menu, Pi will produce the complete Information Route

Map Report. 

 

The report consists of 3 sections:

The first section is a Summary of Recommended Technical Projects.

The second section is a  Departmental Breakdown of Recommended Staff Training by Course.

The third section provides an  Estimate of the Costs for the Recommended Training by

Department and in Total.
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*A dialogue box allows you to choose to review the report onscreen. If you decide not to review

the report onscreen a progress bar will appear whilst the report is written to disk.

*The report is both displayed on screen from where the individual report pages can be printed

and is also saved to disk in word processing format. 

When the report has been viewed on screen, you are informed, via a message box on screen, of

the directory in which the report has been saved and you are then returned to the Control

Centre.

An example of the complete report is below:
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If using the Multi Company version an invoice will be displayed and saved to disk at the

completion of the report
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2.32 Information Projects Report

Note* Before Running this report you should use the Run Analysis function. Also see

Sequence to use when running Reports

On selection of this option from the main menu, Pi will produce the complete Project Plans

Report. 

The report consists of 4 sections:

· Detailed Recommended Base Application Projects to be undertaken 

· Detailed Recommended Data Integration Projects to be undertaken

· Detailed Recommended Business Process Projects to be undertaken

All include details of estimated Man days and costs and the projects are prioritised based on the

results of the analysis performed.

Attached to this report is an additional report which details the Information Gaps identified by

the analysis performed
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*A dialogue box allows you to choose to review the report onscreen. If you decide not to review

the report onscreen a progress bar will appear whilst the report is written to disk.

*The report is both displayed on screen from where the individual report pages can be printed

and is also saved to disk in word processing format. 

When the report has been viewed on screen, you are informed, via a message box on screen, of

the directory in which the report has been saved and you are then returned to the Control

Centre.
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An example of the complete report is below:
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If using the Multi Company version an invoice will be displayed and saved to disk at the

completion of the report
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2.33 View Strategy Reports on Disk

On selection of this option a pop-up window appears and you can explore the directory structure

to see where your Strategy Reports are stored locally. By double-clicking on a sub-directory, a

list of files will be displayed double-clicking on a file it will be opened for review (and/or)

printing using your default word processing package.
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This pop-up window can be closed by clicking File, then Close from the Menu options at the top

of the pop-up window.

Account Options Menu    How Do I - Account Options Menu 
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2.34 View Route Map Reports On Disk

On selection of this option a pop-up window appears and you can explore the directory structure

to see where your Route Map Reports are stored locally. By double-clicking on a sub-directory, a

list of files will be displayed double-clicking on a file it will be opened for review (and/or)

printing using your default word processing package.
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This pop-up window can be closed by clicking File, then Close from the Menu options at the top

of the pop-up window.

Account Options Menu    How Do I - Account Options Menu 
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2.35 View Projects Reports On Disk

On selection of this option a pop-up window appears and you can explore the directory structure

to see where your Project Plan Reports are stored locally. By double-clicking on a sub-directory,

a list of files will be displayed double-clicking on a file it will be opened for review (and/or)

printing using your default word processing package. 
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This pop-up window can be closed by clicking File, then Close from the Menu options at the top

of the pop-up window.

Account Options Menu    How Do I - Account Options Menu 
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2.36 View ALL Invoices

On selection of this option a pop-up window appears and you can explore the directory structure to
see where  ALL Invoices are stored locally. By double-clicking on a file, the file will be opened for
review (and/or) editing using your default word processing package.

This pop-up window can be closed by clicking File, then Close from the Menu options at the top of
the pop-up window.

Account Options Menu    How Do I - Account Options Menu 
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2.37 View Purchase Orders

This option is only available in the PC Standalone Single Company version.

On selection of this option a pop-up window appears and you can explore the directory structure

to see where ALL Purchase Orders are stored locally. By double-clicking on a file, the file will be

opened for review (and/or) editing using your default word processing package.

This pop-up window can be closed by clicking File, then Close from the Menu options at the top

of the pop-up window.

Account Options Menu    How Do I - Account Options Menu 
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2.38 View Individual Project Plans on Disk

On selection of this option a pop-up window appears and you can explore the directory structure

to see where your Individual Project Plans that you have purchased are stored locally.(note you

should copy the plans you purchase from us to this directory or your own to this directory if you

wish to access from within Pi. The default directory is C:\Program Files\{Name of Version of Pi

Purchased}\DownloadedProjectPlans. By double-clicking on a file, the file will be opened for

review (and/or) editing using your default Project Management package.

This pop-up window can be closed by clicking File, then Close from the Menu options at the top

of the pop-up window.

Account Options Menu    How Do I - Account Options Menu 
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2.39 View Information Capability Graphs

On selection of this option a pop-up window appears and you can explore the directory structure

to see where your Information Capability Graphs are stored locally. By double-clicking on a file,

the file will be opened for review (and/or) printing using your default word processing package.

This pop-up window can be closed by clicking File, then Close from the Menu options at the top

of the pop-up window.

Account Options Menu    How Do I - Account Options Menu 



119Contents

© 2014 My Perfect-IT Limited

2.40 Location of Reports On Disk

On selection of this option a pop-up window appears which shows the locations (sub-directories)

of the reports that you have created and that have been saved to disk. 

Double clicking on a sub-directory will open it and display the reports contained within it.

This pop-up window can be closed by clicking File, then Close from the Menu options at the top

of the pop-up window.
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Once the document you wish to review has been located, double-clicking on it will load it into

your word processor package for viewing or printing.

The directory names indicate what reports are contained within each e.g. in the example shown

above the Directory ICFinanceanswers contains reports which show  your answers to the

Finance section of the Information Capability  Questionnaire. Each individual file name  is made

up of the Company short code e.g. ACM1 in this example, a short description of the report

specific content (e.g. finance) and the date and time the report was created. 

If the file is a reference file e.g. Types of Mini Computer the file name will be made up of a

description e.g.mini computer hardware plus the date and time the report was created e.g 'mini

computer hardware_1816_11_6_2014.rtf'

Account Options Menu    How Do I - Account Options Menu 
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2.41 Account Options Menu

This allows you to review details of your financial transactions and also the purchases you have

made in terms of reports and documents.

 

These functions are accessed by selection from the following options:

Additional Modules

Location of Reports Saved On Disk

View Saved Information Capability Graphs

View Saved Information Strategy Reports

View Saved Information Route Map Reports

View Saved Information Projects Reports 

View Individual Project Plans 

View ALL Invoices

Contact Details Maintenance

Company Financial Details

Project Plans Menu

Record Invoice Payments

View Purchase Orders Only available in PC Standalone Single Company Version 

To return to the Control Centre you should click the Previous Screen button

Backup / Restore Data Files 

This gives access to Data File Security options 
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Pressing the LOGOUT button quits from the application
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2.42 Reference File Maintenance

This menu is accessed from the Additional Modules.

For details on each option click the appropriate button below:- 

 

Training Courses Allows maintenance of training course details

Departmental Training Matrix Allows you to identify relevant courses for each department

New IC Questions Allows the text of the Information Capability questions to be changed 

Replace IC Questions Allows the currently selected company's IC questionnaire to be updated

with the latest questions

Produce Questionnaires - Generates a full set of Blank Questionnaires that can be printed out if

required.

Standard Charges Allows maintenance of Standard Changes for services

VAT Rates Allows VAT (Purchase Tax) maintenance

Exchange Rates Allows maintenance of currency exchange rates

Technology  - Accesses the new technology sub menu

Previous screen returns you back to the Add-Ons menu

Backup / Restore Data Files 

This gives access to Data File Security options 

Pressing the LOGOUT button quits from the application
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2.43 Contact Details

This menu is accessed from the Account Options Menu Menu and presents you with the following

options:

Company Allows Basic Details of company to be updated

Address Allows Company Address Details to be updated

Personal Allows Personal Contact details to be updated

Password Allows Password to be changed

All Contact Details Print or Review Contact Details for All Companies

Add New Company Allows a New Company to be added (Multi-company version only)

Your Company Details Allow Your own Company/Group details to be updated (Multi-company

version only)

Previous Screen returns you to the  Account Options Menu    How Do I - Account Options Menu 

Backup / Restore Data Files 

This gives access to Data File Security options 

Pressing the LOGOUT button quits from the application
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2.44 Your Own Company Details

This screen is used for the Maintenance of your own Company details.

In the multi-company PC version these are the details that will appear on client invoices. In the

Standalone PC Single Company Version these are the details that will appear on your  Purchase
Orders.

You can update data in any of the following fields:

Company Name*

Address line 1*

Address line 2

Address line 3

County*

Post Code*

Country*

Telephone Number*

Fax Number*

Email address*

Website Address*

VAT Registration Number*

Company Registration Number*
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* Should any of these be left blank an error message will be generated and the original value is

restored to the field.

Once you have made the necessary changes you should click the “UPDATE” key and the record

will be updated and a message will be displayed indicating success.

Clicking th EXIT button returns you to the Contact Details Menu
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2.45 Add a New Company

This option allows you to add a new company. This option is ONLY available in the

Multi-Company version.

You must enter the Following Details:

COMPANY NAME

INDUSTRY (Selection From Drop Down Selection List)

VAT TYPE (Selection From Drop Down Selection List)

BASE CURRENCY (Selection From Drop Down Selection List)

DISCOUNT GIVEN (If any)

PREFERRED COMMUNICATION METHOD (Selection From Drop Down Selection List)

SWITCHBOARD TELEPHONE NUMBER

WEB SITE ADDRESS

Error checking is performed to ensure all valid inputs have been made and error messages

appear if any data is missing.

Clicking th EXIT button returns you to the Contact Details Menu
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When input is complete you should click the Add button and you are taken to the following

screen:

Here you must complete the ADDRESS ( Location details) of the new company (User). 

The following fields must be completed:

ADDRESS LINE 1 (Mandatory)

ADDRESS LINE 2

ADDRESS LINE 3

COUNTY (STATE) 

POST CODE (ZIP) (Mandatory)

COUNTRY(Selection From Drop Down Selection List) (Mandatory)

Error checking is performed to ensure all valid inputs have been made and error messages

appear if any data is missing.
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When input is complete you should click the Add button and you are taken to the following

screen:

Here you must enter details of the main contact at the company. The following fields must be

completed:

FIRST NAME (Mandatory)

SURNAME (Mandatory)

JOB TITLE

EMAIL ADDRESS

TELEPHONE NUMBER (Mandatory)

FAX NUMBER

PASSWORD (Mandatory) ** only visible & applicable when setting up YOUR OWN Company

The system will allocate a USER ID  ** only visible & applicable when setting up YOUR OWN

Company

Error checking is performed to ensure all valid inputs have been made and error messages

appear if any data is missing.

When input is complete you should click the ADD button  and you are returned to the initial

screen of the function, where you may add another NEW Company. (** if setting up Your OWN

Company you will exit the system.)
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2.46 Update Company Base Details

This option allows you to update the base details of the selected company. 

You can update the following Details:

INDUSTRY (Selection from Drop down Selection List)

VAT TYPE (Selection from Drop down Selection List)

BASE CURRENCY (Selection from Drop down Selection List)

DISCOUNT GIVEN (If any)

PREFERRED COMMUNICATION METHOD (Selection from Drop down Selection List)

SWITCHBOARD TELEPHONE NUMBER

WEB SITE ADDRESS

The number of Personal Contacts for this company is also shown.

When you have made the changes necessary you should click the UPDATE button.

Clicking th EXIT button returns you to the Contact Details Menu

A Print Button is located just below the input fields which allows you to produce a report of the

selected company's base details.

When the Print button is clicked you are given the option to review the report on screen or to

send the output straight to disk in word processor format. (For later review)
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An example of this report is below:

A print preview button is displayed with each report reviewed on screen which allows you to

produce a hardcopy of the report on your printer and to move around within the report.

At the foot of the report the location and name of the saved word processor file is displayed.

The location of the file on disk is also displayed in an onscreen informational message when you

exit the report or when it has been saved to disk.

Clicking th EXIT button returns you to the Contact Details Menu
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2.47 Update Company Address Details

Here you can update the ADDRESS (Location details) of the selected company. 

The following fields can be updated:

ADDRESS LINE 1 (Mandatory)

ADDRESS LINE 2

ADDRESS LINE 3

COUNTY (STATE) (Mandatory)

POST CODE (ZIP) (Mandatory)

COUNTRY (Selection from Drop Down Selection List) (Mandatory)

When input is complete you should click the UPDATE button.

Clicking th EXIT button returns you to the Contact Details Menu

A Print Button is located just below the input fields which allows you to produce a report of

selected company's address details.

When the Print button is clicked you are given the option to review the report on screen or to

send the output straight to disk in word processor format. (For later review)
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An example of this report is below:

A print preview button is displayed with each report reviewed on screen which allows you to

produce a hardcopy of the report on your printer and to move around within the report.

At the foot of the report the location and name of the saved word processor file is displayed.

The location of the file on disk is also displayed in an onscreen informational message when you

exit the report or when it has been saved to disk.

Clicking th EXIT button returns you to the Contact Details Menu
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2.48 Update Company Contacts Details

Here you may update the personal contact details for the selected company. The following

fields can be updated:

FIRST NAME (Mandatory)

SURNAME (Mandatory)

JOB TITLE

EMAIL ADDRESS

TELEPHONE NUMBER (Mandatory)

FAX NUMBER

When the necessary changes have been made you should click the Update button.

Clicking th EXIT button returns you to the Contact Details Menu 
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If you wish to add a new contact for the selected company you should click the New

Contact/User button and the following screen will be displayed:

The following fields must be completed:

FIRST NAME (Mandatory)

SURNAME (Mandatory)

JOB TITLE

EMAIL ADDRESS

TELEPHONE NUMBER (Mandatory)

FAX NUMBER

Note. If you are adding a new user for your own company the following fields will be displayed

and a password must be entered

USER ID *

PASSWORD (Mandatory)

The system will allocate the USER ID

Clicking the EXIT Key returns you to the previous screen.

When input is complete you should click the Add button, the new contact is added and you are

returned to previous screen.
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If you wish to delete a contact you should click the Delete This Contact button.

You are asked if you wish to delete the record and on confirmation the record is deleted

* Note if a company only has one contact on file, the system will inform you of what to do

in this case, as deleting is not possible until another contact has been added to file.

A Print Button is located just below the input fields which allows you to produce a report of

selected company's contact details.

When the Print button is clicked you are given the option to review the report on screen or to

send the output straight to disk in word processor format. (For later review)
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An example of this report is below:

A print preview button is displayed with each report reviewed on screen which allows you to

produce a hardcopy of the report on your printer and to move around within the report.

At the foot of the report the location and name of the saved word processor file is displayed.

The location of the file on disk is also displayed in an onscreen informational message when you

exit the report or when it has been saved to disk.

Clicking th EXIT button returns you to the Contact Details Menu
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2.49 Change Sign-on Password

Here you may change your password. Passwords must be at least 7 characters long.

Error checking is performed to ensure all valid input has been made and error messages appear

if any data is invalid.

Once the new password has been entered you should click the UPDATE button.

Clicking th EXIT button returns you to the Contact Details Menu
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2.50 Update Standard Charges

Here you may maintain the Standard service charges of the system.

You may update the following values:

Monthly User Charge 1 – 1 -10 Users

Monthly User Charge 2 – 11 -100 Users

Monthly User Charge 3 – Over 100 Users

Charge per Strategy Report

Charge per Route Map Report

Charge per Project Plans Report

When the necessary updates have been made you should click the Update button.

Clicking th EXIT button returns you to the File Maintenance Menu
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2.51 Maintain VAT (Purchase Tax) Types

This is the screen for maintaining VAT Types and percentages.

You should select the VAT Type you require by use of a drop-down list.

You may then update the fields:

VAT Name

VAT Percentage
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If changes are made to these fields the background will change to RED to indicate a change is

being made against the original value in the field

The date/time of the previous change to the record are also displayed.

When you have finished making the required changes you should press the Update key and the

record will be updated and a message indicating success will be displayed.

A Print Button is located just below the input fields which allows you to produce a report of the

VAT rates currently on file.

When the Print button is clicked you are given the option to review the report on screen or to

send the output straight to disk in word processor format. (For later review)

An example of this report is below:

A print preview button is displayed with each report reviewed on screen which allows you to

produce a hardcopy of the report on your printer and to move around within the report.

At the foot of the report the location and name of the saved word processor file is displayed.

The location of the file on disk is also displayed in an informational message when you exit the

report or when it has been saved to disk.

If you wish to add a new VAT Type you should click the Add  New Type button.

Clicking th EXIT button returns you to the File Maintenance Menu
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2.52 Maintain Departmental Training Matrix

This option allows you to maintain the Departmental Training Matrix. Basically this matrix

defines which training courses are applicable to each department.

The department can be selected by use of a drop down selection list. Once a department has

been selected you may indicate which training courses are appropriate for the department by

clicking (placing a tick) in the related tick box.

To update the record you should click the SAVE button. Clicking th EXIT button returns you to

the File Maintenance Menu
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Below the Matrix  is a Printer icon which allows you to print a copy(report) of the Training

Matrix. An example of the report is below: The system also save a copy of the report to disk in

rtf format. This can be reviewed by use of the Reports saved to disk function.
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2.53 Maintain Application Project Plans

This option allows you to update the details of Application Project Plans.

You must first select the Project by use of a drop down menu. You may then update the values

of the following:

PROJECT PLAN FILE NAME (e.g. the MS PROJECT name)

DURATION (MAN DAYS)

PROJECT COST

PROJECT PLAN PRICE

If any changes are made the related background colour will change to RED to indicate that the

original value is being changed.

If any errors are made the related background colour will change to YELLOW and an

information message will appear detailing what the error is.

Below the questions is a Print Button which allows you to print a copy of the Application Project

Files available.Your reports are also SAVED to Disk in Word Processor Universal RTF Format and

can be reviewed at anytime see Reports saved to disk 
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When the necessary changes have been made you should click the SAVE button.

Clicking th EXIT button returns you to the Project Plans Menu
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2.54 Maintain Business Process Project Plans

This option allows you to update the details of Business Process Project Plans.

You must first select the Project by use of a drop down menu. They may then update the values

of the following:

PROJECT PLAN FILE NAME (e.g. the MS PROJECT name)

DURATION (MAN DAYS)

PROJECT COST

PROJECT PLAN PRICE

If any changes are made the related background colour will change to RED to indicate that the

original value is being changed.

If any errors are made the related background colour will change to YELLOW and an

information message will appear detailing what the error is.

Below the questions is a Print Button which allows you to print a copy of the Business Process

Project Files available.Your reports are also SAVED to Disk in Word Processor Universal RTF

Format and can be reviewed at anytime see Reports saved to disk 



148  Pi Help File

© 2014 My Perfect-IT Limited

When the necessary changes have been made you should click the SAVE button.

Clicking th EXIT button returns you to the Project Plans Menu
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2.55 Maintain Data Integration Project Plans

This option allows you to update the details of Data Integration Project Plans.

You must first select the Project by use of a drop down menu. They may then update the values

of the following:

PROJECT PLAN FILE NAME (e.g. the MS PROJECT name)

DURATION (MAN DAYS)

PROJECT COST

PROJECT PLAN PRICE

If any changes are made the related background colour will change to RED to indicate that the

original value is being changed.

If any errors are made the related background colour will change to YELLOW and an

information message will appear detailing what the error is.

Below the questions is a Print Button which allows you to print a copy of the Data Integration

Project Files available.Your reports are also SAVED to Disk in Word Processor Universal RTF

Format and can be reviewed at anytime see Reports saved to disk 
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When the necessary changes have been made you should click the SAVE button.

Clicking th EXIT button returns you to the Project Plans Menu



151Contents

© 2014 My Perfect-IT Limited

2.56 Maintain Training Course Details

This option allows you to update the details of Training Courses.

You must first select the Course by use of a drop down menu. You may then update the COST

PER ATTENDEE value.

If any changes are made the related background colour will change to RED to indicate that the

original value has  being changed.

If any errors are made the related background colour will change to YELLOW and an

information message will appear detailing what the error is.

When the necessary changes have been made you should click the SAVE button.
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There is a printer icon on screen and clicking this will produce a report of the Training courses

available an example is shown below. The system also saves a copy of this report to disk in rtf

format and this can be viewed by use of the Reports saved to disk function

Clicking th EXIT button returns you to the File Maintenance Menu
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2.57 Add a New VAT (Purchase Tax) Type

This is the screen for adding a New VAT type.

You must enter information into the following fields:

VAT Type (Single number or Letter)

VAT NAME (10 Character Descriptive Name)

VAT Percentage

When you have completed entry you should click the Add Type button and the record is added

and a message indicating success is displayed.

Clicking th EXIT button returns you to the Maintain VAT (Purchase Tax) Types screen
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2.58 Maintain Currency Exchange Rates

This screen is used to maintain Foreign currency exchange rates against GBP and is only used

within the multi company versions of Pi.

You must first select the currency abbreviation you wish to edit by use of a drop-down list:

You may then make changes to the following fields.

Country

Currency Sign (e.g.' £')

Exchange Rate to Pounds Sterling
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If a value in these fields is changed the field background will turn RED to indicate that the value

has changed from the original.

The date/time of the last change to the record are also displayed.

When you have finished making the required changes you should click the Update key and the

record will be updated and a message indicating success will be displayed.

A Print Button is located just below the input fields, which allows you to produce a report of the

currency exchange rates currently on file.

When the Print button is clicked you are given the option to review the report on screen or to

send the output straight to disk in word processor format. (For later review)

An example of this report is below:

A print preview button is displayed with each report reviewed on screen which allows you to

produce a hardcopy of the report on your printer and to move around within the report.

At the foot of the report the location and name of the saved word processor file is displayed.

The location of the file on disk is also displayed in an informational message when you exit the

report or when it has been saved to disk.

If you wish to add a new currency you should click the Add NEW Currency button.

Clicking th EXIT button returns you to the File Maintenance Menu
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2.59 Add a NEW Currency

This screen is for adding a new Currency

You must enter the required details in the following fields:

Currency Abbreviation (e.g. GBP)

Country

Currency Sign (e.g.' £')

Exchange Rate to Pounds Sterling

When you have completed entry you should click the Add Currency button and the currency is

added and a message indicating success is displayed.

If you wish to exit you should press the EXIT  button and you will be returned to the Maintain

Currency Exchange Rates screen 
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2.60 All Contact Details

When this option is selected you are given the option to review the report on screen or to send

the output straight to disk in word processor format. (For later review)

The report contains all the Address and Contact details for all Companies.

An example of this report is below:

A print preview button is displayed with each report reviewed on screen which allows you to

produce a hardcopy of the report on your printer and to move around within the report.

At the foot of the report the location and name of the saved word processor file is displayed.

The location of the file on disk is also displayed in an informational message when you exit the

report or when it has been saved to disk.

On exiting the report the Contact Details Menu will be re-displayed.
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2.61 Invoicing - Multi Company Only

Within the Multi Company version the system will produce an Invoice for the following

transactions:

Strategy Report (Invoice is saved to disk in Strategy Full report + All Invoices directories)

Route Map Report (Invoice is saved to disk in Route Map Full report + All Invoices directories)

Project Plans Report (Invoice is saved to disk in Project Plans Full report + All Invoices

directories)

Individual Project Plan Purchases (Invoice is saved to disk in Downloaded Project Plans + All

Invoices directories)

An example is shown below

Any discounts are shown when applicable and if a non-UK company a conversion to local

currency is also shown (for information purposes only)
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2.62 New IT Architecture Questions

Here you may change the text of the Information Capability Questions relating to IT

Architecture. You may edit the text of an existing question or replace it with a completely new

question. If necessary you should also change the application Area related to the question, using

the drop-down selection list.
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When the necessary input is complete you should either click the “SAVE” button or one of the

Buttons listed under “Other Parts of this Questionnaire” to save the input. ( You may jump

around the questionnaire by use of the buttons located at the left hand side of the screen. 

Finance   Marketing    Operations   Sales   People )

If a change is made to a question the background of the question will turn RED to indicate a

change is being made. If an error is made in terms of an attempt being made to update with a

“blank question” the background of the question will turn YELLOW and an error message will

appear. An opportunity to reset the question back to its previous content is offered. 

Clicking th EXIT button returns you to the File Maintenance Menu
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2.63 New Finance Questions

Here you may change the text of the Information Capability Questions relating to Finance.

You may edit the text of an existing question or replace it with a completely new question. If

necessary you should also change the application Area related to the question, using the

drop-down selection list.
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When the necessary input is complete you should either click the “SAVE” button or one of the

Buttons listed under “Other Parts of this Questionnaire” to save the input. ( You may jump

around the questionnaire by use of the buttons located at the left hand side of the screen. IT

Architecture   Marketing    Operations   Sales   People )

If a change is made to a question the background of the question will turn RED to indicate a

change is being made. If an error is made in terms of an attempt being made to update with a

“blank question” the background of the question will turn YELLOW and an error message will

appear. An opportunity to reset the question back to its previous content is offered. 

Clicking th EXIT button returns you to the File Maintenance Menu
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2.64 New Marketing Questions

Here you may change the text of the Information Capability Questions relating to Marketing.

You may edit the text of an existing question or replace it with a completely new question. If

necessary you should also change the application Area related to the question, using the

drop-down selection list.
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When the necessary input is complete you should either click the “SAVE” button or one of the

Buttons listed under “Other Parts of this Questionnaire” to save the input. ( You may jump

around the questionnaire by use of the buttons located at the left hand side of the screen. IT

Architecture   Finance   Operations   Sales   People )

If a change is made to a question the background of the question will turn RED to indicate a

change is being made. If an error is made in terms of an attempt being made to update with a

“blank question” the background of the question will turn YELLOW and an error message will

appear. An opportunity to reset the question back to its previous content is offered. 

Clicking th EXIT button returns you to the File Maintenance Menu
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2.65 New People Questions

Here you may change the text of the Information Capability Questions relating to Operations.

You may edit the text of an existing question or replace it with a completely new question. If

necessary you should also change the application Area related to the question, using the

drop-down selection list.
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When the necessary input is complete you should either click the “SAVE” button or one of the

Buttons listed under “Other Parts of this Questionnaire” to save the input. ( You may jump

around the questionnaire by use of the buttons located at the left hand side of the screen. IT

Architecture   Finance   Marketing   Operations   Sales )

If a change is made to a question the background of the question will turn RED to indicate a

change is being made. If an error is made in terms of an attempt being made to update with a

“blank question” the background of the question will turn YELLOW and an error message will

appear. An opportunity to reset the question back to its previous content is offered. 

Clicking th EXIT button returns you to the File Maintenance Menu
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2.66 New Sales Questions

Here you may change the text of the Information Capability Questions relating to Operations.

You may edit the text of an existing question or replace it with a completely new question. If

necessary you should also change the application Area related to the question, using the

drop-down selection list.
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When the necessary input is complete you should either click the “SAVE” button or one of the

Buttons listed under “Other Parts of this Questionnaire” to save the input. ( You may jump

around the questionnaire by use of the buttons located at the left hand side of the screen. IT

Architecture   Finance   Marketing   Operations   People )

If a change is made to a question the background of the question will turn RED to indicate a

change is being made. If an error is made in terms of an attempt being made to update with a

“blank question” the background of the question will turn YELLOW and an error message will

appear. An opportunity to reset the question back to its previous content is offered. 

Clicking th EXIT button returns you to the File Maintenance Menu
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2.67 New Operations Questions

Here you may change the text of the Information Capability Questions relating to Operations.

You may edit the text of an existing question or replace it with a completely new question. If

necessary you should also change the application Area related to the question, using the

drop-down selection list.

When the necessary input is complete you should either click the “SAVE” button or one of the

Buttons listed under “Other Parts of this Questionnaire” to save the input. ( You may jump

around the questionnaire by use of the buttons located at the left hand side of the screen. IT

Architecture   Finance   Marketing   Sales   People )

If a change is made to a question the background of the question will turn RED to indicate a

change is being made. If an error is made in terms of an attempt being made to update with a

“blank question” the background of the question will turn YELLOW and an error message will

appear. An opportunity to reset the question back to its previous content is offered. 

Clicking th EXIT button returns you to the File Maintenance Menu
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2.68 Replace Information Capability Questions

This option allows you to change your Information Capability questions to the latest version of

these questions for the currently selected company.

On selection of this option from the File Maintenance Sub  Menu the following message is

displayed:

This alerts you that if you proceed your Information Capability Questions will be updated to the

latest version.
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If you proceed your questions are updated and the following message is displayed:
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This message informs you that the update is complete and is followed by a further message:

This informs you that you must now complete the Information Capability questionnaire again for

the currently selected company. This is essential as the questionnaire answers have all been

reset due to the questions now being different to the original, so you must complete the

questionnaire again. 

You are then returned to the File Maintenance Menu
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2.69 Purchase Application Project Plans

Here you can purchase the Application Project Plans that Pi has recommended need to be

actioned. The Projects can be selected by use of a drop down selection list. When Selected the

Application Area, Project Type and Cost for buying the Plan are displayed.  When selection is

complete you should click the BUY button. An invoice is displayed and saved to disk for the

selected project plans and summary financial details are passed to the Account Options Menu

file. To return to the Project Plans Menu   without purchasing you should click the EXIT button.

In the Standalone PC Single Company Version the Invoice is replaced by a  Purchase Order
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INVOICE Version

You are then returned to the  Project Plans Menu
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PURCHASE ORDER Version

You are then returned to the   Project Plans Menu
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2.70 Purchase Business Process Project Plans

Here you can purchase the Business Process Project Plans that Pi has recommended need to be

actioned. The Projects can be selected by use of a drop down selection list. When Selected the

Business Process and Cost for buying the Plan are displayed. When selection is complete you

should click the BUY button. An invoice is displayed and saved to disk for the selected project

plans and summary financial details are passed to the Account Options Menu file. To return to

the Project Plans Menu  without purchasing you should click the EXIT button.

In the Standalone PC Single Company Version the Invoice is replaced by a  Purchase Order
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INVOICE Version

You are then returned to the  Project Plans Menu

PURCHASE ORDER Version
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You are then returned to the   Project Plans Menu
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2.71 Purchase Data Integration Project Plans

Here you can purchase the Data Integration Project Plans that Pi has recommended need to be

actioned. The Projects can be selected by use of a drop down selection list. When Selected the

Applications to be Integrated and Cost for buying the Plan are displayed. When selection is

complete you should click the BUY button. An invoice is displayed and saved to disk for the

selected project plans and summary financial details are passed to Account Options Menu file.

To return to the Project Plans Menu  without purchasing you should click the EXIT button.

In the Standalone PC Single Company Version the Invoice is replaced by a  Purchase Order
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INVOICE Version

You are then returned to the   Project Plans Menu
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PURCHASE ORDER Version

You are then returned to the   Project Plans Menu
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2.72 Add New Software

Here you may enter details of new software and/or Applications. You should first select the

Application Area related to the new software by use of a drop down selection list. You should

then enter the Product Name and Product Vendor. If errors are made, the background of the

offending input(s) will turn Yellow to indicate an error. If duplicate product entry is attempted

an error message will appear indicating this error. Clicking EXIT will return you to the

Technology Menu.
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Below the questions is a Print Button which allows you to print a list of all the Application

software available. Your reports are also SAVED to Disk in Word Processor Universal RTF Format

and can be reviewed at anytime see Reports saved to disk 
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2.73 Add New Mainframe

Here you may enter details of new Mainframe hardware. You should enter the name of the

Mainframe hardware. If errors are made, the background of the input will turn Yellow to

indicate an error. If a duplicate (existing) Mainframe Name entry is attempted an error message

will appear indicating this error. Clicking EXIT will return you to the Technology Menu.
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Below the questions is a Print Button which allows you to print a list of all the models available.

Your reports are also SAVED to Disk in Word Processor Universal RTF Format and can be

reviewed at anytime see Reports saved to disk 
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2.74 Add New Mini Computer

Here you may enter details of new Mini computer hardware. You should enter the name of the

Mini Computer. If errors are made, the background of the input will turn Yellow to indicate an

error. If a duplicate (existing) Mini Computer Name entry is attempted an error message will

appear indicating this error. Clicking EXIT will return you to the Technology Menu.
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Below the questions is a Print Button which allows you to print a list of all the models available.

Your reports are also SAVED to Disk in Word Processor Universal RTF Format and can be

reviewed at anytime see Reports saved to disk 
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2.75 Add New Operating System

Here you may enter details of new Operating Systems. You should enter the name of the

Operating System. If errors are made, the background of the input will turn Yellow to indicate

an error. If a duplicate (existing) Operating System Name entry is attempted an error message

will appear indicating this error. Clicking EXIT will return you to the Technology Menu.
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Below the questions is a Print Button which allows you to print a list of all the Operating

Systems available. Your reports are also SAVED to Disk in Word Processor Universal RTF Format

and can be reviewed at anytime see Reports saved to disk 
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2.76 Add New PC Workstations

Here you may enter details of new PC Workstations. You should enter the name of the PC

Workstation. If errors are made, the background of the input will turn Yellow to indicate an

error. If a duplicate (existing) PC Workstation Name entry is attempted an error message will

appear indicating this error. Clicking EXIT will return you to the Technology Menu.



191Contents

© 2014 My Perfect-IT Limited

Below the questions is a Print Button which allows you to print a list of all the models available.

Your reports are also SAVED to Disk in Word Processor Universal RTF Format and can be

reviewed at anytime see Reports saved to disk 
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2.77 Add New Server

Here you may enter details of new Server hardware. You should enter the name of the Server

Hardware. If errors are made, the background of the input will turn Yellow to indicate an error.

If a duplicate (existing) Server Name entry is attempted an error message will appear indicating

this error. Clicking EXIT will return you to the Technology Menu.



193Contents

© 2014 My Perfect-IT Limited

Below the questions is a Print Button which allows you to print a list of all the models available.

Your reports are also SAVED to Disk in Word Processor Universal RTF Format and can be

reviewed at anytime see Reports saved to disk 
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2.78 Add New PC Tablet

Here you may enter details of new PC Tablet models. You should enter the name of the PC

Tablet Model. If errors are made, the background of the input will turn Yellow to indicate an

error. If a duplicate (existing) PC Tablet model Name entry is attempted an error message will

appear indicating this error. Clicking EXIT will return you to the Technology Menu.

Below the questions is a Print Button which allows you to print a list of all the models available.

Your reports are also SAVED to Disk in Word Processor Universal RTF Format and can be

reviewed at anytime see Reports saved to disk 
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2.79 Add New Smartphone

Here you may enter details of new Smartphone models. You should enter the name of the

Smartphone model. If errors are made, the background of the input will turn Yellow to indicate

an error. If a duplicate (existing) Smartphone model Name entry is attempted an error message

will appear indicating this error. Clicking EXIT will return you to the Technology Menu.

Below the questions is a Print Button which allows you to print a list of all the models available.

Your reports are also SAVED to Disk in Word Processor Universal RTF Format and can be

reviewed at anytime see Reports saved to disk 
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2.80 Record Invoice Payments

Here you can record payments made against invoices.  You must select  the invoice to process

from a drop down list. This list only displays Invoices that are unpaid. The invoice Date and

Company name are displayed.

Clicking EXIT will  return you to the Account Options Menu.
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To proceed you should click the Select button and the following screen will be displayed:

Here the details of the selected invoice are displayed for clarification. You should enter the

payment reference e.g. cheque number and then click the process button.

A message then appears indicating the payment has been recorded. You should then press the 

EXIT button to return to the Account Options Menu.    How Do I - Account Options Menu

On both screens if errors are made the offending input background will turn yellow and a

message indicating the nature of the error will appear.
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2.81 Financial Details

This option is only available in the Multi-Company Version.

Here you are presented with a Financial Summary of the currently selected company. The

following are displayed: 

COMPANY (account) NUMBER

INDUSTRY

REGISTERED SINCE DATE

NUMBER OF CONTACTS (Users)

VAT TYPE CODE AND PERCENTAGE

BASE CURRENCY

ANY DISCOUNT GIVEN

DATE OF LAST INVOICE

TOTAL INVOICED (EXCLUDING VAT) TO DATE

TOTAL VAT

TOTAL INVOICED (INCLUDING VAT)

TOTAL PAID TO DATE

AMOUNT OF PAYMENTS OUTSTANDING

At the bottom of the screen are 5 buttons:
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Click buttons below for details of these functions.

DETAILS

INVOICES

PAYMENTS

OWED

Clicking EXIT will  return you to the Account Options Menu

Account Options Menu    How Do I - Account Options Menu 
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2.82 Financial Details Report

This report is also saved in Word Processor format to local disk, so that it can be reviewed at a

later time when necessary.

After the report has displayed you are returned to the Financial Details Screen
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2.83 Financial Details - Invoices

Here you can select to generate a report of Invoices for the selected User (company).Selection

can be made either by selecting a date range by use of interactive calendars on screen or ALL

invoices can be selected by ticking the box indicated on screen.
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You should then click the GENERATE button and an Invoice Summary Report is produced on

screen:

The report can be reviewed on screen using the print preview bar provided.

This report is also saved in Word Processor format to local disk, so that it may be reviewed at a

later time when necessary.

Clicking EXIT returns you to the Financial Details Main screen
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2.84 Financial Details - Payments

Here you can select to generate a report of Payments received from the selected User

(company).Selection can be made either by selecting a date range by use of interactive

calendars on screen or ALL Payments can be selected by ticking the box indicated on screen.
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You should then click the GENERATE button and the following Payment Summary Report is

produced on screen:

The report can be reviewed on screen using the print preview bar provided.

This report is also saved in Word Processor format to local disk, so that it can be reviewed at a

later time when necessary.

Clicking EXIT returns you to the Financial Details Main screen
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2.85 Financial Details - Payments Owed

Here you can select to generate a report of Outstanding Payments due from the selected User

(company).Selection can be made either by selecting a date range by use of interactive

calendars on screen or ALL Payments due can be selected by ticking the box indicated on

screen.
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You should then click the GENERATE button and the following Payments Outstanding Report is

produced on screen:

The report can be reviewed on screen using the print preview bar provided.

This report is also saved in Word Processor format to local disk, so that it can be reviewed at a

later time when necessary.

Clicking EXIT returns you to the Financial Details Main screen
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2.86 Project Plans Menu

This Menu allows you to maintain all the aspects that  relate to Information Projects.

The following options are available:

Maintain Applications Projects Details

Maintain Business Processes Projects Details

Maintain Data Integration Projects Details

Applications Projects Resources

Business Process Projects Resources

Data Integration Projects Resources

Buy Application Project Plans

Buy Business Process Project Plans

Buy Data Integration Project Plans

Update Project Resource Details

Clicking Previous Screen will return you to the Account Options Menu
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2.87 Applications Projects Resources

This screen is used to identify the split of staffing to be used on individual projects that Pi has

recommended. This split is between using your own staff and external resources, e.g.

subcontractors. For each project it is necessary to indicate which split code A - F is to be used

by changing the value in the Split Code Column.

It is also possible to change all projects to the same code by clicking the appropriate button as

indicated. When input is complete the "SAVE" button should be pressed and a message will

appear indicating that the Project File has been updated. You will then be returned to the 

Project Plans Menu
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There is a printer icon on screen and clicking this will produce a Report of Salaries and

Resourcing Split on Application Projects An example is shown below. This report is also saved to

disk and can be reviewed using the Reports saved to disk function.
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2.88 Business Process Projects Resources

This screen is used to identify the split of staffing to be used on individual projects that Pi has

recommended. This split is between using your own staff and external resources, e.g.

subcontractors. For each project it is necessary to indicate which split code A - F is to be used

by changing the value in the Split Code Column.

It is also possible to change all projects to the same code by clicking the appropriate button as

indicated. When input is complete the "SAVE" button should be pressed and a message will

appear indicating that the Project File has been updated. You will then be returned to the

Project Plans Menu 
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There is a printer icon on screen and clicking this will produce a Report of Salaries and

Resourcing Split on Business Process Projects An example is shown below. This report is also

saved to disk and can be reviewed using the Reports saved to disk function.
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2.89 Data Integration Projects Resources

This screen is used to identify the split of staffing to be used on individual projects that Pi has

recommended. This split is between using your own staff and external resources, e.g.

subcontractors. For each project it is necessary to indicate which split code A - F is to be used

by changing the value in the Split Code Column.

It is also possible to change all projects to the same code by clicking the appropriate button as

indicated. When input is complete the "SAVE" button should be pressed and a message will

appear indicating that the Project File has been updated. You will then be returned to the 

Project Plans Menu
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There is a printer icon on screen and clicking this will produce a Report of Salaries and

Resourcing Split on Data Integration Projects An example is shown below. This report is also

saved to disk and can be reviewed using the Reports saved to disk function.
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2.90 Update Project Resource Details

This screen is used to update the Salaries and Daily contract rates applicable to Project Team

Members. This information is used to accurately forecast the cost of projects.

For each role a Salary figure, which is the basic salary received by permanent staff performing

this job within the organisation and a Daily Rate which the organisation pays for external

resources fulfilling these roles on projects, should be input.

When input has been completed the SAVE button should be clicked to update the record.
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There is a printer icon on screen and clicking this will produce a Report of Salaries and Daily

Rates of Project Resources, viz; personnel. An example is shown below. This report is also saved

to disk and can be reviewed using the Reports saved to disk function.

Clicking EXIT will return you to the Project Plans Menu

2.91 Data File BACKUP & RESTORE

When you wish to backup or restore the data files of the system , you should click the following

button:

The following screen will appear:
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Here the you may backup or restore the Database files of Pi for security purposes. The location

of the latest backup you have taken is displayed on screen. 

Clicking the Previous Screen  button returns you to the previous menu from which you called

the backup / restore procedure.
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BACKUP
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When selected you will first receive a message prompt asking you if you wish to continue with

the Backup. If you reply “No” a message appears informing you that you have abandoned the

backup. If you reply “Yes” the following screen appears:

Here you may select the location where you want the data files saved from a directory selection

list. When you have selected the directory/folder you should click OK and the backup will be

created. A message will then appear on screen indicating a successful backup. It is

recommended that you backup to an external device e.g. CD or DVD drive in case of

problems with your PC or server.
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RESTORE

This will restore the latest backup of your data files that you have taken.

Note: Before attempting to restore data files please ensure that if you made your last data

backup to an external drive e.g. a CD or DVD, that the correct CD/DVD is loaded in the

CD/DVD drive before trying to restore the data. If you are keeping sequential backups please

ensure that you place the CD/DVD you wish to restore in the CD/DVD Drive.

When selected you will first receive a message prompting you if you wish to continue with the

Restore. If you reply “No” a message appears informing you that you have abandoned the

restore. If you reply “Yes” the latest data files are restored. A message appears on screen

indicating a successful restore.
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You will then be logged out and must log in again as this ensures data integrity and should sign

in again.
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2.92 Compare Companies

Selection of this option from the Add-Ons  menu allows you to compare the relative Business
Effectiveness across all Application Areas of up to 10 Companies simultaneously.

On this screen you must select the number of Companies to be compared by using the drop down

selection list provided.
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The system will display further drop down selection lists to select the companies to be

compared.

Clicking EXIT returns you to the ADD-ONS menu 

When selection has been made you should click the Proceed key to start the analysis. A progress

bar appears indicating the state of analysis reached.
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When the analysis is complete the following report, including summary page, is produced on

screen, where it can be viewed and/or printed. The report is also saved to disk in Word

Processor format.

Detail

Summary
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2.93 Create Blank Questionnaires

In order to facilitate their manual completion by individuals or by interview the blank

questionnaires of the system can be generated and printed out in hardcopy.

On selection of this option from the Reference File Menu, Pi will create a full set of Blank

Questionnaires as follows:

Information Capability Questionnaire

Business Process Questionnaire

Goals and Objectives Questionnaire

Performance Questionnaire

Applications and Software Questionnaire

Data Integration Questionnaire

Hardware Questionnaire

People Questionnaire

These questionnaires are saved in word processor format in the default “BlankQuestionnaires”

directory on the local disk where the software is installed.

The questionnaires can be accessed via the “Locations of Reports on Disk” option of the Account

Options Menu, from where they can be printed out.

Reference File Maintenance
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2.94 Additional Modules

This sub-menu allows you to access any additional modules that have been purchased

For details on each option click the appropriate button below:- 

Compare Companies - Accesses the Compare Multi-Companies Module

Due Diligence - Accesses the Due Diligence Questionnaire Module

Update Reference Files – Accesses the File Reference Module

Previous Screen returns you to the Account Options Sub Menu 

Account Options Menu    How Do I - Account Options Menu 

Backup / Restore Data Files 

This gives access to Data File Security options 

Pressing the LOGOUT button quits from the application
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2.95 Due Diligence

Here you can access the Due Diligence options:

Due Diligence  - Allows access to the Due Diligence Questionnaire

Due Diligence Report - Produces the Due Diligence Analysis report

Due Diligence Comparison - Accesses the Compare Companies (including Due Diligence) Selection

Screen

Due Diligence Hardcopy- Allows a Blank Hardcopy Due Diligence Questionnaire to be printed

(saved to disk)

Previous Screen returns you to the ADD-ONS menu 

Backup / Restore Data Files 

This gives access to Data File Security options 

Pressing the LOGOUT button quits from the application
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2.96 Due Diligence Questionnaire

Selection of this option allows you to enter the results from Due Diligence exercises.

This is the first screen of the 8 available and presents you with the first 13 questions to be

answered. The first 13 Due Diligence Audit Items are presented and besides each is a check box.

For each you must indicate if the item has been audited and that the outcome of that audit is

satisfactory, by clicking (placing tick) in the related check box. For those Due Diligence Audit

Items that have not been audited or for which the outcome is not satisfactory the check box

should be left blank.

Note: If an item is not relevant to the audit, a tick should also be placed in the check box.

Half way down the right hand side of the screen is a percentage indicator of the progress

reached on the overall Due Diligence audit exercise.

Once you have completed the answers for this screen you should proceed through the

questionnaire to answer all 104 questions. Navigation is achieved by clicking the navigation

buttons of the left hand side of each screen which allow you to proceed logically through the
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questionnaire or to jump around within it.
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Below the navigation buttons there are two Print Icon buttons which will allow you to either

review a report of the current screen's questions and answers or the full audit (all questions) 

onscreen and /or produce a hardcopy of them. An example is below:

Your reports are also SAVED to Disk in Word Processor Universal RTF Format and can be

reviewed at anytime see Reports saved to disk 

At anytime and on any screen you may save your answers or exit back to the Due Diligence sub

menu by use of the SAVE and  EXIT  buttons located at the bottom right hand section of each

screen.



235Contents

© 2014 My Perfect-IT Limited

2.97 Due Diligence Summary Report

On selection of this option from the Due Diligence Sub Menu the following Due Diligence Audit

Summary report is produced and is also saved to disk for the currently selected company.

Due Diligence

2.98 Compare Companies including Due Diligenc

Selection of this option from the Add-ons sub menu allows you to compare the relative Business

Effectiveness across all Application Areas, the Due Diligence Scores and a weighted average of

both measures for up to 10 Companies. 
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On this screen you must select the number of Companies to be compared by using the drop down

selection list provided.
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The system will display further drop down selection lists to select the companies to be

compared.

Clicking EXIT returns you to the Due Diligence Menu 
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When selection has been made you should click the Proceed key to start the analysis. A progress

bar appears indicating the state of analysis reached.

When the analysis is complete the following report, including summary page, is produced on

screen, where it can be viewed and/or printed. The report is also saved to disk in Word

Processor format.

Detail
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Summary
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2.99 Blank Due Diligence Questionnaire

On selection of this option from the Due Diligence Sub Menu, Pi will create a Blank Due Diligence

Questionnaire. This can be used for interview/completion purposes.

This questionnaire is saved in word processor format in the default “BlankQuestionnaires”

directory on the local disk where the software is installed. 

The questionnaire can be accessed via the Reports saved to disk option of the Account Options

Menu, from where it can be printed.

Due Diligence



242  Pi Help File

© 2014 My Perfect-IT Limited

2.100 How Do I - Control Centre

Overview

In simple terms Pi is an Application that asks you simple questions about the various areas of

your company and based on your answers recommends how you can improve your overall

business performance through better information.

Important Note

It is essential that you complete ALL of the questionnaires within the system before running any

of the output options

These are:

IC YES NO QUESTIONS

BUSINESS PROCESS QUESTIONS

GOALS & OBJECTIVES QUESTIONS

PERFORMANCE QUESTIONS

TECHNOLOGY QUESTIONS (Applications/Software, Data Integration & Hardware)

PEOPLE QUESTIONS

Once you have signed in to the system you will arrive at the Control Centre

The Control Centre is the "Main Menu" of the system.  Clicking on the buttons displayed  will

take you to the appropriate input screen, a further sub-menu or will generate output.

For details on each option click the appropriate link below:- 
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How Do I - Complete the IC Questionnaire 

How Do I - Business Process Menu 

How Do I - Goals & Objectives Menu 

How Do I - Performance Menu  

How Do I - Technology Menu

How Do I -  People Questionnaire   

Analysis This will run analysis for the currently selected company, this will re-select all of  the

Master questionnaires

Select  a Company This will allow you to select a company to work on (Multi-Company version

only)

How Do I - IC Results / Graph This will produce  Information Capability Graph for the currently

selected company

How Do I - Strategy  Results  This will run the Information Strategy Report for the currently

selected company (To screen and disk or just to disk) 

How Do I - Route Map Results  This will run the Route Map Report for the currently selected

company (To screen and disk or just to disk) 

How Do I - Projects Results  This will run the Projects Report for the currently selected company

(To screen and disk or just to disk) 

How Do I - Account Options Menu This gives access to Account Details

LICENCE CODE If this button is visible you need to enter your licence code - Until this is done,

the options available to you will be limited.(Licence code must be entered within a set number

of days or software will cease to function)

Backup / Restore data filesThis will allow you to backup or restore all the data files of the

application 

Pressing the LOGOUT button quits from the application
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2.101 How Do I - Complete the IC Questionnaire

The Information Capability (IC) Questionnaire is a series of questions designed to gauge your

company's basic abilities in terms of collecting and using information.

The questionnaire is split into 6 sections which deal with:
IT Architecture
Finance
Marketing
Operations
Sales
People

Each section consists of 10 questions.

Guide to the screens

The first screen you will see is the IT Architecture screen. Here you are presented with 10

questions. On the right-hand side of each question is a tick box. To answer positively to a

question simply place the cursor in the relative tick box and click the left mouse button. (to

remove a tick do the same) If you wish to review and/or print your answers you should click the

printer button at the bottom of the screen on the left-hand side, labelled "Print these Answers

". If you wish to review and/or print the complete questionnaire (all sections) click the printer

button at the bottom on the right-hand side, labelled "Print All Sections". In both cases the

report will be sent to the screen for review, where you can print a hardcopy, by use of the Print

preview bar displayed.
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When you have finished entering your answers for this section, you may SAVE them by either

clicking on the SAVE button at the bottom of the screen on the right-hand side, or by clicking

one of the 5 navigational buttons in the block on the left hand side, labelled "Other Parts of

Questionnaire to Answer". Clicking one of these navigational buttons will take you to the

requested section of the questionnaire. 

All the sections of the questionnaire work in exactly the same manner. Although guidance is

given in each section as to the next logical section to complete, you can jump around the

sections in any order that you like.

When you have completed work on the IC questionnaire remember to click the SAVE button to

save your answers to the current section before exiting. When you have done this click the EXIT

button and you will be returned to the Control Centre.

How Do I - Control Centre
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2.102 How Do I - Business Process Menu

The Business Process Menu is used to either select an existing Business Process questionnaire or

to create a new one.

For reporting/analysis purposes the "master" Business Process questionnaire is always used, but

you may create additional questionnaires to run "what-if" scenarios in terms of the "Information

Capability" graph function.

This menu presents you with 3 choices : click the buttons below to see their functions.

Existing  Questionnaire    New Questionnaire   Previous Screen

Backup / Restore data filesThis will allow you to backup or restore all the data files of the

application 

Pressing the LOGOUT button quits from the application
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2.103 How Do I - Existing BP Questionnaire

Here you can select one of the Business Process questionnaires that you have created. Selection

is made by using the drop down selection box. This is scrollable. There is one "master" Business

Process questionnaire, this represents the actual position of the company in terms of business

processes and is always used for analysis and reports. However, for the purposes of running

"what-if" scenarios in respect of the Information Capability graph function, you may have several

versions of this questionnaire. If you wish to run a "what-if" Information Capability graph using a

specific Business Process questionnaire, you should select it using this screen, update it (if

necessary) when you have reached the update screen (see below) and save it using the relevant

SAVE button. This version will be used for all Information Capability Graphs, until you either run

the Control Centre "ANALYSIS" function or if you run any of the reporting functions of the

system, in which case The "master" Business Process questionnaire will be re-selected

automatically. 

Using the Existing Business Process Questionnaire

If you select the "master" version of this questionnaire it will be indicated by the word master

appearing on this screen. On selection of a questionnaire the date the questionnaire was

created and the last date/time it was updated will also appear.
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Once you have selected the Business Process questionnaire that you wish to work on, you should

click the Select button 

The following screen will appear:

At the top of the screen the questionnaire number will appear. If you are editing the "master"

Business Process questionnaire this will also be indicated.

There are  a total of 100 numbered  questions to answer, split into 10 sections.  Besides each

number is the Business Process name, to the right of this is a tick box. You must indicate

whether each process exists and works well by clicking the left mouse button whilst the cursor is

over the relevant tick box(es). If a process(es) does not exist or does not work well, the relevant

tick box(es) should be left blank. If you wish to remove a tick from a box simply place the cursor

over the relevant tick box and click the left mouse button.
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If you wish to review and/or print your answers you should click the printer button at the

bottom of the screen on the left-hand side, labelled "Print these Answers". If you wish to

review and/or print the complete questionnaire (all sections) click the printer button at the

bottom on the right-hand side, labelled "Print All Sections". In both cases the report will be

sent to the screen for review, where you can print a hardcopy, by use of the Print preview bar

displayed.

When you have finished entering your answers for this section, you may SAVE them by either

clicking on the SAVE button at the bottom of the screen on the right-hand side, or by clicking

one of the 10 navigational buttons in the block on the left hand side, labelled "Other Parts of

Questionnaire to Answer". Clicking one of these navigational buttons will take you to the

requested section of the questionnaire. 

All the sections of the questionnaire work in exactly the same manner. Although guidance is

given in each section as to the next logical section to complete, you can jump around the

sections in any order that you like.

When you have completed work on the Business Process questionnaire remember to click the 

SAVE button to save your answers to the current section before exiting. When you have done

this click the EXIT button and you will be returned to the Business Processes menu.

Return to the Business Processes Menu
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2.104 How Do I - NEW BP Questionnaire

Having selected this option you will now have a NEW Blank Business Process questionnaire to

complete.

*NOTE There is one "master" Business Process questionnaire; this represents the actual position

of the company in terms of business processes and is always used for analysis and reports.

However, for the purposes of running "what-if" scenarios in respect of the Information Capability

graph function, you may have several versions of this questionnaire.

Using the NEW Business Process Questionnaire

At the top of the screen the questionnaire number will appear.

There are  a total of 100 hundred numbered  questions to answer, split into 10 sections.  Besides

each number is the Business Process name, to the right of this is a tick box. You must indicate

whether each process exists and works well by clicking the left mouse button whilst the cursor is

over the relevant tick box(es). If a process(es) does not exist or does not work well, the relevant

tick box(es) should be left blank. If you wish to remove a tick from a box simply place the cursor

over the relevant tick box and click the left mouse button.
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If you wish to review and/or print your answers you should click the printer button at the

bottom of the screen on the left-hand side, labelled "Print these Answers". If you wish to

review and/or print the complete questionnaire (all sections) click the printer button at the

bottom on the right-hand side, labelled "Print All Sections". In both cases the report will be

sent to the screen for review, where you can print a hardcopy, by use of the Print preview bar

displayed.

When you have finished entering your answers for this section, you may SAVE them by either

clicking on the SAVE button at the bottom of the screen on the right-hand side, or by clicking

one of the 10 navigational buttons in the block on the left hand side, labelled "Other Parts of

Questionnaire to Answer". Clicking one of these navigational buttons will take you to the

requested section of the questionnaire. 

All the sections of the questionnaire work in exactly the same manner. Although guidance is

given in each section as to the next logical section to complete, you can jump around the

sections in any order that you like.

When you have completed work on the Business Process questionnaire remember to click the 

SAVE button to save your answers to the current section before exiting. When you have done

this click the EXIT button and you will be returned to the Business Processes menu.

Return to the Business Processes Menu
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2.105 How Do I - Goals Menu

The Goals & Objectives Menu is used to either select an existing Goals & Objectives

questionnaire or to create a new one.

For reporting/analysis purposes the "master" Goals & Objectives questionnaire is always used,

but you may create additional questionnaires to run "what-if" scenarios in terms of the

"Information Capability" graph function.

This menu presents you with 3 choices : click the buttons below to see their functions.

Existing  Questionnaire    New Questionnaire   Previous Screen

Backup / Restore data filesThis will allow you to backup or restore all the data files of the

application 

Pressing the LOGOUT button quits from the application
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2.106 How Do I - Existing Goals Questionnaire

Here you can select one of the Goals & Objectives questionnaires that you have created.

Selection is made by using the drop down selection box. This is scrollable. There is one "master"

Goals & Objectives questionnaire, this represents the actual position of the company in terms of

Goals & Objectives and is always used for analysis and reports. However, for the purposes of

running "what-if" scenarios in respect of the Information Capability graph function, you may

have several versions of this questionnaire. If you wish to run a "what-if" Information Capability

graph using a specific Goals & Objectives questionnaire, you should select it using this screen,

update it (if necessary) when you have reached the update screen (see below) and save it using

the relevant SAVE button. This version will be used for all Information Capability Graphs, until

you either run the Control Centre "ANALYSIS" function or if you run any of the reporting

functions of the system, in which case The "master" Goals & Objectives questionnaire will be

re-selected automatically. 

Using the Existing Goals & Objectives Questionnaire

If you select the "master" version of this questionnaire it will be indicated by the word master

appearing on this screen. On selection of a questionnaire the date the questionnaire was

created and the last date/time it was updated will also appear.
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Once you have selected the Goals & Objectives  questionnaire that you wish to work on, you

should click the Select button 

The following screen will appear:

At the top of the screen the questionnaire number will appear. If you are editing the "master"

Goals & Objectives questionnaire this will also be indicated.

There are  a total of 20 numbered  questions to answer, split into 2 sections.  Besides each

number is the Objective name, to the right of this there are two tick boxes and a scrollable

selection box. You must indicate whether each objective is a Business Goal and/or a KPI (Key

Performance Indicator) and the Ranking (1-20) in terms of importance to the Business. To

indicate a positive response for the tick boxes click the left mouse button whilst the cursor is

over the relevant tick box(es). For the scrollable selection box simply scroll the box to select

the appropriate ranking.  If you wish to remove a tick from a box simply place the cursor over

the relevant tick box and click the left mouse button.
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If you wish to review and/or print your answers you should click the printer button at the

bottom of the screen on the left-hand side, labelled "Print these Answers". The report will be

sent to the screen for review, where you can print a hardcopy, by use of the Print preview bar

displayed.

When you have finished entering your answers for this section, you may SAVE them by either

clicking on the SAVE button at the bottom of the screen on the right-hand side, or by clicking

the navigational button on the left hand side, labelled "Other Parts of Questionnaire to Answer".

Clicking the navigational button will take you to the requested section of the questionnaire. 

All the sections of the questionnaire work in exactly the same manner. 

When you have completed work on the Goals & Objectives  questionnaire remember to click the 

SAVE button to save your answers to the current section before exiting. When you have done

this click the EXIT button and you will be returned to the Goals & Objectives menu.

Return to the Goals and Objectives Menu
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[****]

2.107 How Do I - NEW Goals Questionnaire

*NOTE There is one "master" Goals & Objectives questionnaire; this represents the actual

position of the company in terms of Goals & Objectives and is always used for analysis and

reports. However, for the purposes of running "what-if" scenarios in respect of the Information

Capability graph function, you may have several versions of this questionnaire.

Using the NEW Goals & Objectives Questionnaire

At the top of the screen the questionnaire number will appear. 

There are  a total of 20 numbered  questions to answer, split into 2 sections.  Besides each

number is the Objective name, to the right of this there are two tick boxes and a scrollable

selection box. You must indicate whether each objective is a Business Goal and/or a KPI (Key

Performance Indicator) and the Ranking (1-20) in terms of importance to the Business. To

indicate a positive response for the tick boxes click the left mouse button whilst the cursor is

over the relevant tick box(es). For the scrollable selection box simply scroll the box to select

the appropriate ranking.  If you wish to remove a tick from a box simply place the cursor over

the relevant tick box and click the left mouse button.
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If you wish to review and/or print your answers you should click the printer button at the

bottom of the screen on the left-hand side, labelled "Print these Answers". The report will be

sent to the screen for review, where you can print a hardcopy, by use of the Print preview bar

displayed.

When you have finished entering your answers for this section, you may SAVE them by either

clicking on the SAVE button at the bottom of the screen on the right-hand side, or by clicking

the navigational button on the left hand side, labelled "Other Parts of Questionnaire to Answer".

Clicking the navigational button will take you to the requested section of the questionnaire. 

All the sections of the questionnaire work in exactly the same manner. 

When you have completed work on the Goals & Objectives  questionnaire remember to click the 

SAVE button to save your answers to the current section before exiting. When you have done

this click the EXIT button and you will be returned to the Goals & Objectives menu.

Return to the Goals and Objectives Menu

2.108 How Do I - Performance Menu

The Performance Menu is used to either select an existing Performance questionnaire or to

create a new one.

For reporting/analysis purposes the "master" Performance questionnaire is always used, but you

may create additional questionnaires to run "what-if" scenarios in terms of the "Information

Capability" graph function.
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This menu presents you with 3 choices : click the buttons below to see their functions.

Existing  Questionnaire    New Questionnaire   Previous Screen

Backup / Restore data filesThis will allow you to backup or restore all the data files of the

application 

Pressing the LOGOUT button quits from the application
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2.109 How Do I - Existing Performance Question

Here you can select one of the Performance questionnaires that you have created. Selection is

made by using the drop down selection box. This is scrollable. There is one "master"

Performance questionnaire, this represents the actual position of the company in terms of

Performance and is always used for analysis and reports. However, for the purposes of running

"what-if" scenarios in respect of the Information Capability graph function, you may have several

versions of this questionnaire. If you wish to run a "what-if" Information Capability graph using a

specific Performance questionnaire, you should select it using this screen, update it (if

necessary) when you have reached the update screen (see below) and save it using the relevant

SAVE button. This version will be used for all Information Capability Graphs, until you either run

the Control Centre "ANALYSIS" function or if you run any of the reporting functions of the

system, in which case The "master" Performance questionnaire will be re-selected

automatically. 

Using the Existing Performance Questionnaire

If you select the "master" version of this questionnaire it will be indicated by the word master

appearing on this screen. On selection of a questionnaire the date the questionnaire was

created and the last date/time it was updated will also appear.
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Once you have selected the Performance questionnaire that you wish to work on, you should

click the Select button 
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The following screen will appear:

At the top of the screen the questionnaire number will appear. If you are editing the "master"

Performance questionnaire this will also be indicated.

There are  a total of 20 numbered  questions to answer, split into 2 sections. Besides each

number is the Metric name, to the right of this is a scrollable selection box. Using the drop down

list you must select the current percentage (%) being achieved by your company for the related

metric.

If you wish to review and/or print your answers you should click the printer button at the

bottom of the screen on the left-hand side, labelled "Print these Answers". The report will be

sent to the screen for review, where you can print a hardcopy, by use of the Print preview bar

displayed.
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When you have finished entering your answers for this section, you may SAVE them by either

clicking on the SAVE button at the bottom of the screen on the right-hand side, or by clicking

the navigational button on the left hand side, labelled "Other Parts of Questionnaire to Answer".

Clicking the navigational button will take you to the requested section of the questionnaire. 

All the sections of the questionnaire work in exactly the same manner. 

When you have completed work on the Performance  questionnaire remember to click the SAVE

button to save your answers to the current section before exiting. When you have done this click

the EXIT button and you will be returned to the Performance menu.

Return to the Performance Menu
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2.110 How Do I - NEW Performance Questionnaire

*NOTE There is one "master" Performance questionnaire; this represents the actual position of

the company in terms of Performance and is always used for analysis and reports. However, for

the purposes of running "what-if" scenarios in respect of the Information Capability graph

function, you may have several versions of this questionnaire.

Using the NEW Performance Questionnaire

At the top of the screen the questionnaire number will appear.

There are  a total of 20 numbered  questions to answer, split into 2 sections. Besides each

number is the Metric name, to the right of this is a scrollable selection box. Using the drop down

list you must select the current percentage (%) being achieved by your company for the related

metric.
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If you wish to review and/or print your answers you should click the printer button at the

bottom of the screen on the left-hand side, labelled "Print these Answers". The report will be

sent to the screen for review, where you can print a hardcopy, by use of the Print preview bar

displayed.

When you have finished entering your answers for this section, you may SAVE them by either

clicking on the SAVE button at the bottom of the screen on the right-hand side, or by clicking

the navigational button on the left hand side, labelled "Other Parts of Questionnaire to Answer".

Clicking the navigational button will take you to the requested section of the questionnaire. 

All the sections of the questionnaire work in exactly the same manner. 

When you have completed work on the Performance  questionnaire remember to click the SAVE

button to save your answers to the current section before exiting. When you have done this click

the EXIT button and you will be returned to the Performance menu.

Return to the Performance Menu
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2.111 How Do I - Technology Menu

The Technology Menu gives you access to the Applications, Data Integration and Hardware

questionnaires of the system.

This menu presents you with 3 choices : click the buttons below to see their functions.

Applications    Data Integration   Hardware   Previous Screen

Backup / Restore data filesThis will allow you to backup or restore all the data files of the

application 

Pressing the LOGOUT button quits from the application
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2.112 How Do I - Applications Questionnaire

On this screen you must identify the software products that you have installed for each 17

application areas of your company.

Using the Applications Questionnaire

At the top of the screen on the left hand side the date that you last updated these details will

be displayed.

There are 17 questions to answer, split across two input sections.  On the left hand side of the

screen is the application area. Besides this you must select the software/application (product)

that you have installed. You do this by selecting the appropriate product from the drop-down

list provided.  If you do not have any software installed for a particular application area you

should select "<NONE>"  from the list. If you have a product installed that does not appear on

the list you should use theTechnology Reference File Maintenance function to add your product

to the list and then return to this screen to update your application questionnaire.

When you have selected the software/application for an application area you should then enter

the number of staff who are using the product in the related input area under the USERS column

heading.
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If you wish to review and/or print your answers you should click the printer button at the

bottom of the screen on the left-hand side, labelled "Print these Answers". The report will be

sent to the screen for review, where you can print a hardcopy, by use of the Print preview bar

displayed.

When you have finished entering your answers for this section, you may SAVE them by either

clicking on the SAVE button at the bottom of the screen on the right-hand side, or by clicking

the navigational button on the left hand side, labelled "Other Parts of Questionnaire to Answer".

Clicking the navigational button will take you to the requested section of the questionnaire. 

All the sections of the questionnaire work in exactly the same manner. 

When you have completed work on the Applications  questionnaire remember to click the SAVE

button to save your answers to the current section before exiting. When you have done this click

the EXIT button and you will be returned to the Technology Menu
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2.113 How Do I - Data Integration Questionnair

Here you must identify which applications exchange data i.e. data is passed from one

application to the other.

Using the Data Integration Questionnaire

At the top of the screen on the left hand side the date that you last updated these details will

be displayed.

The screen in effect is a 17 x 17 matrix. You must indicate which applications exchange data by

placing a tick in the appropriate intersection tick box(es). This is done by placing the cursor over

the relevant box(es) and clicking the left mouse button. When you do this the appropriate

Applications listed on the left hand of the screen will be highlighted to indicate the selection

you have made.
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If you wish to review and/or print your answers you should click the printer button at the

bottom of the screen on the left-hand side, labelled "Print these Answers". The report will be

sent to the screen for review, where you can print a hardcopy, by use of the Print preview bar

displayed.

When you have finished entering your answers, you may SAVE them by  clicking on the SAVE

button at the bottom of the screen on the right-hand side.

When you have completed work on the Data Integration  questionnaire remember to click the 

SAVE button to save your answers before exiting. When you have done this click the EXIT

button and you will be returned to the Technology menu
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2.114 How Do I - Hardware Questionnaire

Here you must identify the various Hardware components installed at your company.

Using the Hardware Questionnaire

At the top of the screen on the left hand side the date that you last updated these details will

be displayed.

You must indicate which Hardware, operating systems, memory, storage space and number of

units  you have installed for each of the four categories identified viz; Mainframe, Min

computers, Servers and PC workstations.

Selection of model and operating system is made by use of the drop-down selection lists

provided.

If you have a model or operating system installed that does not appear on the lists you should

use the Technology Reference File Maintenance function to add these to the appropriate  list

and then return to this screen to update your hardware questionnaire.
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When you have selected the hardware and operating system you should enter the memory,

storage space and number of units for the related hardware.

If you wish to review and/or print your answers you should click the printer button at the

bottom of the screen on the left-hand side, labelled "Print these Answers". The report will be

sent to the screen for review, where you can print a hardcopy, by use of the Print preview bar

displayed.

When you have finished entering your answers, you may SAVE them by  clicking on the SAVE

button at the bottom of the screen.

When you have completed work on the Hardware questionnaire remember to click the SAVE

button to save your answers before exiting. When you have done this click the EXIT button and

you will be returned to the Technology menu
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2.115 How Do I -  People Questions

Here you must enter details about the personnel that work in your organisation.

Using the Personnel Questionnaire

At the top of the screen on the left hand side the date that you last updated these details will

be displayed.

On this screen you must enter, for each of the identified functions, the number of staff, the

average percentage (%) of Knowledge of the Business of your company,  the average percentage

(%) of knowledge of the applications that they use, the average percentage in terms of

exchanging information with other functions and the average annual attrition rate. The

percentage figures are selected by using the drop-down lists provided.
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If you wish to review and/or print your answers you should click the printer button at the

bottom of the screen on the left-hand side, labelled "Print these Answers". The report will be

sent to the screen for review, where you can print a hardcopy, by use of the Print preview bar

displayed.

When you have finished entering your answers, you may SAVE them by  clicking on the SAVE

button at the bottom of the screen.

When you have completed work on the Personnel questionnaire remember to click the SAVE

button to save your answers before exiting. When you have done this click the EXIT button and

you will be returned to the Control Centre Menu
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2.116 How Do I - IC Results / Graph

The Information Capability (IC) Results /Graph is an option that allows you to get a quick

graphic  snapshot of your company's efficiency in terms of the collection and use of Information

to support your business. 

It is based on the answers that you have provided to the questionnaires of the application.

The graph results are based on the versions of the questionnaire that are currently selected. If

you wish to use or re-select the MASTER copies of each questionnaire you should run the Analysis

procedure. see Run Analysis

If you run the ANALYSIS function prior to running the graph, the results that you see will be

based on the MASTER versions (Actual company position) of each questionnaire.

If you want to run "what-if" scenarios using other versions of the questionnaires (not the MASTER

versions), you should select the required questionnaires using the appropriate Menu options: 

Existing Business Processes    Existing Goals & Objectives    Existing Performance

Once you have selected a questionnaire  just SAVE it and exit. This will make it current until

you either run the ANALYSIS function or run reports, when the MASTER versions will be

automatically re-selected.
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On selection of this option the following screen will appear:

The coloured bars on the graph that you will see indicate your company's Information Capability

scoring in the following areas:

IT Architecture

Finance

Marketing

Operations

Sales

People Enablement

Overall Score
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At the bottom of the screen on the right-hand side is EXIT button which returns you to the 

Control Centre Menu

If you click the button PRINT ICON button, the report will be sent to the screen for review,

where you can print a hardcopy, by use of the Print preview bar displayed:
 

The graph/report  is also saved to disk for later review. see View Information Capability Graphs
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2.117 How Do I - Run Analysis

Selection of this option from the Control Centre will update all scoring throughout the system by

analysing the latest answers and inputs. Note: This will always use the Master records from the

Performance, Objectives and Business Processes Questionnaires, as these represent the

actual/current position at your company and it is this position on which Pi makes its

recommendations.

Control Centre
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2.118 How Do I - Strategy  Report

* Note before selecting this option please ensure that you have completed all the

questionnaires, have made any changes to Project Roles and Rates, have run Analysis and have

identified which projects are internally resourced and externally resourced.

Also see Sequence to use when running Reports

On selection of this option a dialogue box will be displayed:

If you click the YES the Information Strategy report will be displayed on screen, from where it

can be printed via the Print Preview Bar supplied. The full report is also saved to disk.

If you click NO the report will be saved to disk and a progress bar will be displayed on screen.

If you are using the Multi-Company version of the application on completion of the report

generation an Invoice will be displayed on screen.  This is also saved to disk.
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Next a dialogue box will appear instructing you of the disk location of the saved report.

 

Click the OK button and the Control Centre Menu will be re-displayed.

2.119 How Do I - Route Map Report

* Note before selecting this option please ensure that you have completed all the

questionnaires, have made any changes to Project Roles and Rates, have run Analysis and have

identified which projects are internally resourced and externally resourced.

Also see Sequence to use when running Reports

On selection of this option a dialogue box will be displayed:
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If you click the YES the Route Map report will be displayed on screen, from where it can be

printed via the Print Preview Bar supplied. The full report is also saved to disk.

If you click NO the report will be saved to disk and a progress bar will be displayed on screen.

If you are using the Multi-Company version of the application on completion of the report

generation an Invoice will be displayed on screen.  This is also saved to disk.

Next a dialogue box will appear instructing you of the disk location of the saved report.
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Click the OK button and the Control Centre Menu will be re-displayed.
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2.120 How Do I - Projects Report

* Note before selecting this option please ensure that you have completed all the

questionnaires, have made any changes to Project Roles and Rates, have run Analysis and have

identified which projects are internally resourced and externally resourced.

Also see Sequence to use when running Reports

On selection of this option a dialogue box will be displayed:

If you click the YES button the  Projects report will be displayed on screen, from where it can be

printed via the Print Preview Bar supplied. The full report is also saved to disk.

If you click NO the report will be saved to disk and a progress bar will be displayed on screen.

If you are using the Multi-Company version of the application on completion of the report

generation an Invoice will be displayed on screen.  This is also saved to disk.
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Next a dialogue box will appear instructing you of the disk location of the saved report.

Click the OK button and the Control Centre Menu will be re-displayed.
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2.121 How Do I - Account Options Menu

This menu will allow you to review  the reports and documents you have saved to disk, the

related  financial transactions, allow you to purchase project plans and give you access to your

contact details.

For details on each option click the appropriate button below:- 

Additional Modules

Location of Reports Saved On Disk

View Saved Information Capability Graphs

View Saved Information Strategy Reports

View Saved Information Route Map Reports

View Saved Information Projects Reports 

View Individual Project Plans 

View ALL Invoices

Contact Details Maintenance

Company Financial Details

Project Plans Menu

Record Invoice Payments

View Purchase Orders Only available in PC Standalone Single Company Version

To return to the Control Centre  you should click the Previous Screen button.

Backup / Restore data filesThis will allow you to backup or restore all the data files of the

application 
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Pressing the LOGOUT button quits from the application
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2.122 Disclaimer

Pi Disclaimer 

Important: Please read this before using the project estimating software program. Installation \

unzipping or use of the program in any manner constitutes your acceptance of the following

terms and conditions. Once you have used the CD, opened the e-mail attachment, or unzipped

the downloaded zip file, then you have agreed to the following terms and conditions.

Permitted Uses: This is a copyrighted, single-user product. You may operate the program to

generate reports for your company only.

Non-Permitted Uses: Without express written permission from My Perfect-IT Limited, you may

not use this software:

* In a computer services business including rental, downloading, networking, nor time-sharing

software operation.

* For multiple-user or multiple-computer system applications in the absence of individual

licenses. 

* Perform, or attempt to perform any: Translation, reverse programming or reverse engineering

of the software, or any reconstruction to essentially duplicate the essence or basic operation of

the program.

* Sell, copy, give, rent, publish, disclose, or otherwise make the program available to others

outside of your practice.

Ownership and Security: The program is a proprietary product and shall at all times remain the

sole exclusive property of My Perfect-IT Limited. This license agreement gives you the license to

operate the program.

Disclaimer: This project estimating software is designed to allow you to estimate the resources

required and the costs involved with completing the recommended IT Projects. Any information

or guidance provided by Pi  is not a substitute for consultation with a legal, tax, health,

education, career, medical, psychological, property, relationship or financial professional and

should only be used in conjunction with your professional advisors' advice. No results are

guaranteed. All suggestions should be taken at your own risk.

No warranty; disclaimers. You expressly acknowledge and agree that use of the application is at

your sole risk and that the entire risk as to satisfactory quality, performance, accuracy and

effort is with you. You further expressly acknowledge and agree that the information contained

in the application is subject to change and that My Perfect-IT Limited has no obligation to

inform you of such change. To the maximum extent permitted by applicable law, the application

is provided "as is" and "as available", with all faults and without warranty of any kind, and My

Perfect-IT Limited hereby disclaims all warranties and conditions with respect to the

application, either express, implied or statutory, including, but not limited to, the implied

warranties and/or conditions of merchantability, of satisfactory quality, of fitness for a

particular purpose, of accuracy, of completeness, of quiet enjoyment, of title and non-
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infringement of third party rights, and of security. My Perfect-IT Limited does not warrant

against interference with your enjoyment of the application, that the functions contained in the

application will meet your requirements, that the operation of the application will be

uninterrupted or error-free, or that defects in the application will be corrected, or that the

website or server that makes the application available are free of viruses or other harmful

components. No oral or written information or advice given by My Perfect-IT Limited or its

authorised representatives shall create a warranty. Should the application prove defective, you

assume the entire cost of all necessary servicing, repair or correction. Neither My Perfect-IT

Limited nor its parent companies, affiliates, subsidiaries, or representatives make any

representations regarding the use or the results of the use of the application in terms of its

correctness, accuracy, reliability, completeness or otherwise. The information and descriptions

contained in the application are not intended to be complete descriptions of all terms,

exclusions and conditions, but are provided solely for general informational purposes only. The

information contained in the application is not intended to be tax or legal advice. My Perfect-IT

Limited, its employees and its representatives do not provide tax or legal advice.

Limitation of Liability; to the extent not prohibited by law, in no event shall My Perfect-IT

Limited be liable for any loss, damage or injury, or any direct, incidental, punitive, special,

indirect or consequential damages whatsoever, including, without limitation, damages for loss

of profits, loss of data, business interruption or any other commercial damages or losses, arising

out of or related to, directly or indirectly, your use or inability to use the application, however

caused, regardless of the theory of liability (contract, tort or otherwise) and even if My Perfect-

IT Limited has been advised of the possibility of such damages. This limitation on liability

includes, but is not limited to, transmission of viruses that infects a user's equipment,

equipment failure, unauthorised access, theft, operational errors or any force majeure. 

Your Liabilities; Except where prohibited by applicable law, you agree to defend, indemnify and

hold harmless My Perfect-IT Limited, its directors, employees and agents from any and all loss,

damage, liability, and legal fees (including, but not limited to, reasonable fees and

disbursements of counsel incurred by My Perfect-IT Limited in any action or proceeding between

you and  My Perfect-IT Limited or between My Perfect-IT Limited and any third party related to

this Agreement) resulting, directly or indirectly, from your use of the Application. 
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