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PROJECT TRACKER
January 18, 2011

Requirements:
The Project Tracker (PT) program requires:

e MS Office Professional (2003, 2007 or 2010), which includes MS Access
installed on all computers accessing the program.

e All computers accessing the program must be on the same network.

¢ One networked computer functions as the “Server” (can be a separate computer
storing the entire database), one as the “Database Manager”, and all others simply
provide “User” access to the Project Tracker program. The “Database Manager”
and all “User” computers must see the “Server” on the network.

e MS Access requires Processor 500 MHz +; Memory 586 MB Ram; 2 GB Hard
drive space. The Server should have another 3 GB available and the computers
with the PMT NOFE should have 600 MB.

e The PMT NOFE, PMT Email FE and the PMT BE files can be installed on the
same computer for one user use.

Installation:

The Project Tracker program disk contains 4 files:
1. Project Tracker Manual. (PDF document)
2. PMT NOFE (MS Access database — “front end” of the database for data entry)
3. PMT BE (MS Access database — “back end” of the database, where data is stored)
4. PMT Email FE (MS Access database — uses Microsoft Outlook)

First, create a folder named “Project Tracker” on all computers requiring access to the
program. Copy the following files to the specified computers, in order:

1. PMT BE - Copy to “Project Tracker” folder only on “Server” computer.
2. PMT Email FE — Copy to “Project Tracker” folder only on “Server” computer.

3. PMT NOFE - Copy to “Project Tracker” folder only on “Database Manager”
computer.
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Initial Setup of the PMT NOFE:

Setting up the “Database Manager’s” computer:
The “Database Manager’s” computer has full input access to all components of
the program. Limited users may view all information, but their input capabilities
are restricted.

Once the PMT NOFE database file is copied to the Project Tracker folder on the
“Database Manager’s” computer, create a shortcut to the PMT NOFE database
from the Desktop:

1. Click “Start” on the Task bar
2. Click “My Computer.”

3. Open the “Project Tracker” folder where the PMT NOFE program was
saved.

. Right click the database program “PMT NOFE.”
. Click “Send To.”
. Click “Desktop (create shortcut)”

~N o o1 b

. Close all windows to return to the Desktop. (From the Desktop, the
shortcut icon’s name may be changed, if desired, by highlighting and
typing the new name.)
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Configuring the Project Tracker program for “Database Manager”:
1. Double-click the PT shortcut icon to open the password dialog box.
e Type: “Conl:stant” in the “Enter First Name” box; press “Enter”

e Type: “Conl:stant” in the “Enter Password” box. (Later this
password will be changed.)

e Click the "OK” button. (The “Cancel” button closes the program.)
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Enter Your First Mame and Password

Enter Password: |“"“"“| Cancel |

e The next dialog box opens asking to specify the data source. This
dialog box will be used only during the setup process.

Enter First Name: |Cl:ll'| l:stant oK

Enter Your First Name and Password

Alternate data source...

.\?/ Select “es' to specifiy the data source, Select 'Mo' to exit Project Management Tracker,

e Click “Yes” and the “Please select a new data source” dialog box
opens. Again, locate the “Server” computer on your Network, open
the “Project Tracker” folder and select the “PMT BE” file. (Clicking
“No” closes the program.)

Please select a new data source

Loak in: |E‘|My Diocuments V| ) 'F | '

IC)Adobe

& [C2mMsa Dema

My Recent My Data Sources
Documents IC5)My eBoaks

= By Music
@ ﬁﬂMy Pictures
ICC)FOF Favatites

) Symankec
(& cegEr FE

oY E
‘ ',f ‘ M54 Demo

My Documents

tdy Camputer

" File name: | V| [ Open l

by Metwork Files of type: |Access D atabase(”. mdb.” mda:" mde:" mdw) v| [ Cancel ]

e The dialog box below verifies that the tables are successfully
reconnected to the PMT NOFE database.

Enter Your First Name and Password

.
- | ) All Access tables were successfully reconnected,

Click the “OK” button and the “Main Switchboard” opens.

NOTE: Always close each screen using the “Exit”, “Close”, “OK”, or “Continue”
buttons at the bottom of each screen. This ensures that information input
IS retained.
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At this time, the password “Conl:stant” must be changed. The new password
(master password) allows “Database Manager” and selected users full input
access to the database.

Changing the password “Conl:stant”:

1. Click “CBBEP Project Manager Set-up”. A dialog box opens requesting a
password. The sub master password shall be entered by the “Database
Manager” or designated person responsible for passwords. The sub password
will be e-mailed to the designated employee

Training and Programming Services
Corpus Christi, Texas

Main Menu

Project Management

Enter Password ‘

J Milestones Requiring Action
J Reports
J Contractor Set-up

J CBBEP Project Manager Set-up

Grants
Organization's Information

2. Keep the sub master password in a secured place.

3. Type the sub master password and press “Enter.” The “Project Manager’s
Information” screen opens.

Project Manager

Project Manager’s Information

First Name: W
Last Name: [ConL:stant
Phone Mumber: [
Fax Number: ,7
Cell Phone Mumber: ,7
Pager Number: ’7
Active Date: ,7
Inactive Date: ,7
E-mail:
Password: [Conlistant

E-Mail reminder for QTR summary repart
to Conl:stant Conl:stant: N

Add New Project Manager

Find Project Manager

Previous Record | Mext Record ‘ Close

4. (If “Conl:stant” is not displayed as the First Name, use the “Previous Record”
or “Next Record” buttons until “Conl:stant” is displayed.) Create a new
password for First Name Conl:stant. Create a Project Manager record for
each “Limited User” with limited input access and “”Full Users” requiring
full input access to the database, this includes the Database Manager. Keep
the master password in a secure place.
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a. Click the “Add New Project Manager” button to set up the Database
Manager’s information. Repeat for each employee using the PT.

b. First Name

c. Last Name

d. Phone Number (land line)

e. Fax Number

f. Cell Phone Number

g. Pager Number (only if the person has one)
h. Active Date (Hire date)

Inactive Date (Separation date)
J. E-mail address

k. Password (Limited User — create individual passwords. Full Users —
use the master password)

I. E-Mail reminder for QTR summary report to “selected person.” (The
report is automatically emailed to the selected person after all
reminders are e-mail. The default is “N”” for NO. Click the “N” and it
will change to a “Y” for YES. The program allows only one person to
receive this report. If there is another person receiving this report, the
program tells who it is and the “Y” changes back to an “N”. To
change the person who receives the report, change the current person
to “N” and then change the new person to “Y”.)

5. Click “Close” and the “Project Maintenance” switchboard opens.
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Set up the Organization’s Information:
1. Click “Organization’s Information” to open the “Organization’s Information

screen.
Training and Programming Services
Corpus Christi, Texas

Main Menu

J Project Management

J Milestones Requiring Action

Reports
Contractor Set-up

J CBBEP Project Manager Set-up

Grants

Organization's Information

2. Replace the default information with your organization’s information. The
various reports generated by the PT program require your Organization’s Name
and Logo. If there is no logo, simply delete the default TPS logo.

Organization's Information

This information will be used on forms and reports

Organization's Name*: Training and Programming Services

Street Address:
City: Corpus Christi
State: Texas Zip: 78401
Phone: (361) 446-5502 Toll Free Phone:
Fax: Toll Free Fax:

E-mail: rmartin@alwaysprovidingsolutions.com

Web Site Address: alwaysprovidingsolutions.com

P.O. Box No.:
P.C. Zip:
Logo*: Mote: The logo has to be a bitmap image.
On the dialog box select “Create from File” and
then “Browse”. Find your logo, click “OK,” then
click "0K™ again, and the logo will be replaced with
your logo image.

*Field is required to be completed Close

This completes set up of the “Database Manager” computer.
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The final phase of PT program installation involves providing each “User” computer with
access to the database.

e Verify that each “User” computer can see the “Server” in the Network.

e Copy the “PMT NOFE (MS Access database)” file from the Database Manager’s
computer to the Project Tracker folder previously created (see pg.3).

e Follow steps 1-8 on pg. 4 to create a desktop shortcut on each “User” computer.

e Provide each User with their assigned password information (see pg. 7, step 5)

Responsibilities:

The Project Manager is responsible for:
1. Input of all Project Contractor information.

2. Creation of Project records and initial input of all project-specific information,
excluding funding and invoices.

3. Updating of all project-specific information, excluding funding and invoices.
The Database Manager is responsible for:

1. Allocating grant monies to each project, after the Project Manager creates the
project record.

Adjusting monies for a project as required.
Attaching invoices to project records.

Printing grant reports as required.

o A~ W

Maintaining the “Project Manager’s Information” records and passwords.
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Opening the Project Tracker:

1. Double-click the PT shortcut icon on your Desktop

a. The password dialog box opens. Enter your first name and assigned
password (provided by Database Manager), then click “OK”.
seconds, your logo appears. When it closes, the “List of Milestones due

today” screen opens.

2. List of Milestones Due

a. This screen lists all milestones due today, in the next seven days, and

those that are overdue. The number of milestones is included in the

header for each group. (There are 29 milestones in the overdue group.)

b. At the bottom of the screen, click “Preview Milestone Reports” to preview

and print the milestone status.

No Milestones are Due Today 3/12/2011

List of Milestones due today, due within the next 7 days, or are overdue.

3. The bottom three boxes: Project, QAPPs, and Grants, display the projects that

Project Manager Project # Milestones Type Due Date
1 Milestone is Due From 3/13/2011 To 3/19/2011
Project Manager Project # Milestones Type Due Date
Dustin Cravey 1024 [March 2011 QTR Rept. Review & Submit to Bus Mgr. |QTR Reveiw | 3/15/2011
31 Milestones are OverDue

Project Manager Project # Milestones Type Due Date S

Dustin Cravey 0541 December 2010 QTR Rept. Review & Submit to Bus Mgr. QTR Reveiw =

Dustin Cravey 0541 December 2010 Quarterly Report QTR Repaort

Dustin Cravey 0541 Draft Summary Report Repaort I~

1 Project. No QAPPs No Grants
Contract Renewal Grant

Project Mar Project # End Date Project Mar Project# End Date Project Mar Project# End Date
Dustin Cravey 1022 3/15/2011
To preview and print Projects, QAPP, or Grant Reports, click in the Project # column. Preview Miestone Reports | Close

In a few

require action within 90 days. If no projects end in 90 days, “No” prefixes the
title. If there are projects ending in 90 days, then the number of projects appears

before the title.

Project Tracker
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4. To review and print a summary of the selected project, double-click the project #,
in this case “1022”, and a report will be displayed.

Projects Contract
Project Mgr Project o Projpct's Hams End Date
Dustin Cravey 10zz Up U Clean Rivers - Clean Bays BEduc INS201

-

5. Click “Close” and the “Main Switchboard” screen opens.
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Project Maintenance:

1. Create Contract Organization Information

(This step must be completed before project record creation):

a. Click “Contractor Set-up.”

s

Training and Programming Services

Corpus Christi, Texas

Main Menu

J Project Management

J Milestones Requiring Action

Reports
Contractor Set-up

J CBBEP Project Manager Set-up

Grants

Organization's Information

S

b. On the Contractor Set-up screen, first Click on the “Contract Organization’s
Information” button. (This has to be completed before Contractor’s Point of
Contact is set-up) and the Contractor’s Information screen opens.

Training and Programming Services

Corpus Christi, Texas

Contractor Set-up

CD Contract Organization's Information

Create Contractor's Point of Contact

Find and Replace

CONTRACTOR'S INFORMATON

VendorCode:

Contractor's Name: |
Address: |
Address2: |

City: |

State: |

'7
Phone:
Fax:

Zip:

Previous Record Mext Record Find Contractor

Find | peplace

Find What: v
Loak In: Contractor's Hame | v
Match; whole: Field v
Search: Al v
[IMatch Case  []Search Fields As Formatted
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The first time this screen opens, all the fields are blank. If any fields contain
information, click the “Add Contractor” button and a new record is opened.
Provide all requested information. (Address2 is for supplemental information

such as suite number.)

If the contractor’s information requires updating, click “Find Contractor” to
open the “Find and Replace” dialog box.

Using the default “Find” tab does the following:

Find What: Enter the contractor’s full name, or any part of the
name.

Look In: The default is “Contractor’s Name.” Do not change
this.

Match: The default is “Whole Field.” Select “Any Part of
Field” from the drop-
down menu. This allows | Lok Contractor's Mame v
any part of the name to be | match: WhileFisld v
entered for the match. Search: Sopbart ot hiod

Start of Field arch Fi

Search: The default is “All” (all
contractors). The entire Contractor’s list will be
searched.

Match Case: Check this to match case: “The” instead of “the.”

Search Fields

As Formatted:

If checked, the search can find formatted dates, such
as 02/11/11.

d. When information input or update is complete, click “Save & Close.” The
“Project Maintenance” screen opens.

2. Create Contractor Point of Contact:

Contractor Set-up

C J Contract Organization's Information

J Create Contractor's Point of Contact
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a. Click “Create Contractor Point of Contact.”

CONTACT PERSON'S INFORMATION

Contracter's Name: | -

First Name: ’7

Last Name: ,7
Phone: | Ext: |

Fax: ’7

Cell: ,7

Email: |

Previous Record ‘ Mext Record ‘ Eind Recard | é&dd Record ‘ Cloze ‘

b. This record connects a contact person to a specific contractor. Contractor’s
Name (from the drop-down menu), Contact’s first and last names, and email
are all required information. Multiple points of contact may be affiliated with
a single Contractor.

c. Save the record by clicking “Close” and the “Project Maintenance” screen
opens.

d. Click “Return to Main Menu.”
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Create a Project:

Training and Programming Services
Corpus Christi, Texas
Main Menu

g J Project Management

Milestones Requiring Action

J Reports

e. Click “Project Management” to open the “Main Project Form.”

e -
Select Project Number: v Select All Project Name: |

Project Manager: | i Project Goal:
. — QAFP Required? w
Project Description <
Show Contract Start Date: Project Amount: §0.00
P’&m Contract End Date: Spent To-Date: &0.00
ates

Revised End Date: Project Balance: 0,00

% Complete: | * Proj. Status: | Comp./Cancel Date:

Yd

Contractor | Milestones || Project Status | Inhouse Reviews and Notes || Project Cost || Invoices

Select Contractor
by Vendor Code: | v

Point of Contact
[ v

Point of Contact Information:

Project Activity <

Phone:
Cell:

Fax:

E-Mail: Sl chick & &-mai)

\
Main Control Buttons { Create New Project ‘ | Update | Preview Summary Report | Return to Main Menu

f. All projects are created and maintained using the “Main Project Form” (which
opens in “maintenance” mode.). The “Main Project Form” consists of three
sections:

e Project Description
e Project Activity
e Main Control Buttons
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Project Description:

g. Click “Create New Project.” The “Main Project Form” switches to “restricted
input” mode and highlights only the Project Description and Main Control
Buttons sections. (Tab from one input field to the next.)

Create New Project No.: Cancel Create | Project Name: |

Project Manager:  [Dustin Cravey v Project Goal:

QAPP Requred? [No  w
[ Project Amount: 0,00
Spent To-Date: S0.00
Revised End Date: Project Balance: £0.00

% Complete: 0% % Proj. Status: [On Track ~  Comp./Cancel Date:

Save Mew Project

| Preview Summary Report Return to Main Menu

h. Input to create a new project:

Create New Project No.: The project number can be a combination of
numbers and letters. Note: the program will not
accept duplicate project numbers.

“Cancel Create” button: Cancels the creation of a new project and defaults
back to the previous “maintenance” mode. Any
data input is lost.

Project Manager: This field automatically imports the Project
Manager’s name.
Project Name: Enter the name of the project
Project Goal: Enter the description of the project’s goal.
Project Tracker Page 16 of 40
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QAPP Required?: The default is “No.” If yes, select “Yes” in the
drop-down box. The QAPP requirements will be
displayed.

QAPP Required? E w Due Date:
Date Received by Project Manager:
Date Submitted for Agency Review:

Approval Date  pigt, | Renewal Date Expiration Date
List

Enter the due date. The other text boxes will be
completed later.

Save the new project: Click “Save New Project.” The Project Activity
section of the form opens.

3. Complete Created Project:
[ Select Project Number: |—|—V Select Al Project Name: |

Project Manager: | w Project Goal:
- .. QAPP Required? v
Project Description
< Show Contract Start Date: Project Amount: §0.00
P’\E;:;BC Contract End Date: Spent To-Date: 50,00
Revized End Date: Project Balance: £0.00

%% Complete: | Proj. Status: *  Comp.fCancel Date:

Confractor | Milestones || Project Status | Inhouse Reviews and Motes || Project Cost || Invoices

Select Contractor
by Vendor Code: | v

Point of Contact

b

Point of Contact Information:

Project Activity <

Phone:
Cell:
Fax:
E-Mail: S —{eloubre clfick & &)
H Create New Project | | Update | Preview Summary Report | Return to Main Menu
Main Control Buttons { = = = b g—

a. Select the new Project Number from the drop-down box. The data used
when creating the project will populate the Project Description section of
the screen.

b. Click the “Show Projected Dates” button to see projected start and end
dates. Input the estimated start and end dates.

1
Projected Start Date:
Projected End Date:
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c. Click “Show Contract Dates” to input the contract start and end dates
when the contract is signed.

i. Enter the contract start date
ii. Enter the contract end date.

iii. The “CREATE QTR REPORTS MILESTONES?” popup opens. If
“No,” quarterly report due dates are not created. If “Yes,” quarterly
report due dates are automatically created between the contract
start and end dates. These quarterly report milestones are viewed
on the “Milestones” tab.

iv. After entering the contract start and end dates, the Project Manager
may not change either date. The Project Manager must e-mail the
Database Manager with a date change request and explanation. If
the dates cannot be changed, the Database Manager will inform the
Project Manager as to why the request was denied.

v. If all parties agree to the revised end date, the Database Manager
must enter the new date in the “Revised End Date” text box.

1. A popup asks if the revised end date should be changed. If
“No,” the popup closes and the revised end date reverts to the
original date. If “Yes,” the “CREATE QTR REPORTS
MILESTONES” popup opens. If “No,” no new QTR report
due dates are created. If “Yes,” QTR report due dates are
updated on the “Milestones” and the “AMENDMENTS TO
REVISED END DATE” screen appears. If “No,” the popup
closes and the program returns to the “Main Project Form.”

Microsoft Office Access

\? /) Do you wank o reake QTR Reports Milestones?
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Amendment to Revised End Date

AMENDMENTS TO REVISED END DATE

Date of Revision: 1/26/2011
OldDate:  7/30/2010

Revise Date Ta: rm

Reason for Revision: ‘

Cancel Save and Close

2. The Date of Revision, Old Date, and Revise Date To are
automatically populated.

3. Input the Reason for Revision in the text box.
4. Click “Save and Close” to return to the “Main Project Form.”

d. Project Amount, Spent to Date, and Project Balance cannot be entered, or
changed, by the Project Manager. The Database Manager enters these
amounts.

e. % Complete and Proj. Status:

i. The % Complete always begins at 0.00%. The Project Manager
updates using the drop-down list.

% Complete: iﬂ * Proj. Sta

s and Motes | | Pr] :

Type of
Milestone

ii. The Project Status always begins “On Track.” Each status is color
Proj. Status: [EERREERTI coded as follows:

Invoices
Minor Delays - . ‘
Major Delays On Track Minor Delays Major Delays
- for Water Su| Completed
Cancelled Completed Cancelled

The Project Manager updates using the drop-down list as the project
proceeds, or fails to proceed, to completion.
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Project Activity:

When the completed, or cancelled, project status is selected, the
following popup appears:

\:{/ Is this project CompletefCanceled?

Click *“Yes” and the following popup appears:

Enter the date as mm-dd-wyyy.

Enter the date the project was completed, or cancelled, and click the
“OK” button. The popup closes and the “Main Project Form” is
updated.

Fraj. 5tatus:|(nmp|eted »  Comp./Cancel Date: 11/30,/2010

1. “Contractor” Tab:

Once a project record is created, the contractor and point of contact must be tied

the project.

a. Use the drop-down menu to “Select Contractor by Vendor Code,” or type the
Vendor Code in the text box. The vendor will be displayed.

b. Use the drop-down menu to select the “Point of Contact”. The phone, cell,
fax, and e-mail information will automatically populate.

Select Contractor
by Vendor Code: | v

Point of Contact

Contractor | Milestones | Project Status | Inhouse Reviews and Motes | Project Cost | Invoices

Phone:
Cell:
Fax:

E-Mail:

Point of Contact Information:

Create New Project ‘ Update | Preview Summary Report Return to Main Menu

v

S ——{efoumble chick 0 &-mmai)

Note: Only the point of contact(s) tied to the selected contractor will display.

Project Tracker

If no point of contact displays, one must be created. Click “Update” to
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close and save the “Main Project Form.” Click “Return to Main
Menu” to open the “Main Switchboard.” Follow steps 1 and 2 (pgs.
13-15) under the “Creating Projects” section in this manual.

Re-open the “Main Project Form” by selecting “Project Management”
on the “Main Switchboard.” Select the current project number from
the drop-down box.

Repeat steps la. and 1b. on the previous page to complete the
Contractor and/or the Point of Contact.

2. “Milestones” Tab:

Milestone “QTR Report Due Dates” and “QTR Rept. Review & Submit to Bus
Manager Due Dates,” if any, were created when the contract start and end dates
were input. (These milestone due dates can only be changed in the “Project
Description” section of the “Main Project Form” and must be changed by the
Database Manager. See pg.18, c.v.)

Contractor | Milestones Project Status || Inhouse Reviews and Motes | Project Cost || Invoices
Type of Milestone Dates Comments =
Description Milestone Due Revised Completed (Clck for enlarge) E|
| JDecember 2006 Quarterly Report QTR Report | 12/10/2006 12/20/2008
December 2006 QTR Rept, Review & Submit to Bus M |QTR Reveiw (% 12/15/2006 12/20/2008
March 2007 QR QTR Report % 3/10/2007 3/20/2007
March 2007 QR Review & Submit to Bus Mgr QTR Review |  3/15/2007 3f20/2007
June 2007 Quarterly Report QTR Report | 6/10/2007 8/15/2007 |2007-06-21 {dkc): reque
June 2007 QTR Rept. Review & Submit to Bus Mar.  |QTR Reveiw (v 6/15/2007 8/15/2007
Delete Selected Record -
Print Milestone Report
Create Mew Project | Update | Preview Summary Report Return to Main Menu

a. Other milestones may be entered on “Milestones” Tab as follows:
i.  Scroll to the bottom of the “Description” list to a blank cell.
ii.  Enter a description of the additional milestone.

iii.  Select the “Type of Milestone” from the drop-down box.

b

General
QTR Report
QTR Review
Report
Review

Site Visit

iv. Enter a “Milestone Due Date.”

b. If a milestone due date is revised (other than Qtr Report or QTR Review Due
Dates), enter the revised date in the “Revised” column.

c. When the milestone is completed, enter the completion date in the
“Completed” column.
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d. Comments may also be entered and edited. Click on the corresponding
“Comments” text cell to add a comment. The comment cell opens to allow
easier input.

Contractor | Milestones | Project Status | Inhouse Reviews an| Bl s T

June 2007 Quarterly Repart

-06- : Comments =

I ;iﬂcﬂk?Hﬂai 21 (dkc): requested QR from (1o g E|
December 2006 Quarterly Report |
December 2006 QTR Rept. Review & Submit to Bus M [QT]
March 2007 GR. o]
March 2007 QR Review & Submit ta Bus Mgr sy

P |June 2007 Quarterly Report Q] 2007-06-21 (dkc): reque -

June 2007 OTR Rept., Review & Submit to Bus Mar.  [OT]

Delete Selected Record o

Create Mew Project | Update | Return to Main Menu

e. The header for the “Milestone Comment” is the same as the “Description”.

f. To create a new paragraph within a comment cell, press “Ctrl+Enter”
simultaneously.

When editing is complete, click “OK” to save the comment.

The “Delete Selected Record” button is used to delete a record. Select the
record to be deleted and then click “Delete Selected Record.” There will be
one opportunity to reverse this decision with a yes/no question.

i. The “Print Milestone Report” button produces a report which may be viewed
and/or printed.

3. “Project Status” Tab:

The “Project Status” tab allows the Project Manager to enter status notes as the
project progresses toward completion. There are two sections to this screen: the
top contains a history of all project status notes, the bottom provides the
opportunity to enter a new status note.

Contractor || Milestones | Project Status | Inhouse Reviews and Motes || Project Cost || Invoices

1 Status Date Project Manager Project Status (Dowuble cfick & axpard Project Status s, )
) ] Selecta
History Project Status
< and didk Print
Report. to
print all Status,
dick Print
Report.
Enter Project Status Here
Date: Project Manager L2
< Print Repart
New Status Status Report:
. B
Create Mew Project ‘ ‘ Update | Preview Summary Report | Return to Main Menu

a. Enter a New Status:

i. Enter the Date, select Project Manager, and enter the new status report
information. Click “Save Status” to save the status report created. The
current status report now appears in the “History” section.
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b. Print a Status Report:

i. Click the desired report’s “Status Date” in the History section, then click
“Print Report” which opens the “PRINT STATUS REPORT” popup.
Click “Yes” to view the selected status report, or “No” to view all status
reports. “Cancel” will stop the report process and returns to the “Project
Status” Tab.

PRINT STATUS REPORT

‘ ?/ Click ¥ES to print selected report or NG to print all reports. Click Cancel ko cancel the report Function.

[ ves J[ mo  J[ camel |

—

ii. After viewing the report, the report may be closed or printed. The report
closes and control is returned to the “Project Status” Tab.

4. “In-house Reviews and Notes” Tab:

The “In-house Reviews and Notes” (R&N) Tab functions exactly like the “Project
Status” Tab outlined above; however, its purpose is to record the Project
Manager’s thoughts and notes-to-self on a project.

Contractor || Milestones | Project Status | Inhouse Reviews and Motes | project Cost | Invoices

Date Project Manager Type In-house Review or Notes (T ciick 2o expens )
Select an In-house
Review or Note and dick
. Print Report. to print all
Histo Comments, dick Print

Report.
Select a Ref. Note No.
and dick Print Report.

Print Repart

Date: rm Enter Review/Mote

New R&N Type w  Ref. No.:
Praj. Mgr: | v

Create Mew Project | | Update | Preview Summary Report | ‘ Return to Main Menu

e Date — Click the “Date” cell to automatically populate.
e Type — Select “Note” or “Review.”

e Ref No. — The Ref No. is used to tie the current note to one in “History.” To
use this feature, double-click the “Ref. Note No.” in “History.” The reference
number will be placed in the “New R&N Ref. No.’s” space.

e Proj. Mgr. — Select a Project Manager from the drop-down list.
e Enter Review/Note text in the box.

e The “Save Review or Notes” button is now highlighted. Click the button and
the new R&N is saved into “History.” Notice that the new R&N is placed at
the top of the list.

e Print Report — To print an R&N in the “History” section, select the desired
report and click “Print Report.” If an R&N is not selected, a popup will ask
you to select one.
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When a report is selected and the “Print Report” button is clicked, the
“PRINT STATUS REPORT” popup will prompt you to select “Yes” to
print the report, “No” to print all the reports, or “Cancel” to cancel the

report function.

PRINT STATUS REPORT

\_:I.':/ Click ¥ES to print selected report or NO Eo print all reports, Click Cancel bo cancel the report Function,

Ves ] [ Mo ] [ Canicel

5. “Project Cost” Tab:

The “Project Cost” tab is for viewing funding source and dollars allocated to the
project. The “Print Funding Report” button shows all the funding. Reminder:
Only the Database Manager may input “Project Cost” and “Invoice” information.

Fund #

Funding Source

Create Mew Project

Contractor | Milestones || Project Status || Inhouse Reviews and Motes | Project Cost | Invoices

Project Dollars Match Fund  Matching Dollars Start Date

Total Project Amount:
Total Matching Amount:

Total Amount:

Print Funding Report

| Update | Preview Spmmary Repaort

End Date

Rev. Date

Return to Main Menu

\4

CuRaI U, LU

Project Tracker

Fund £ Funding Source Frojct Dollars Fund Mabch Mathing Dollsrs  Start Dats

209 TCER STE025.00 5000 91/2008

207 TCER T 1603882 5000 BR23R2005
Tiokal Project Amount 8206352
Tofal kst ching Amount 30.00
Tofal Amaount |2 06352
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6. “Invoices” Tab:

The “Invoices” tab is for viewing the dollars spent on the project. The “Print
Budget Report” button shows all the dollars spent from the project’s allocated
funds.

Contractor | Milestones || Project Status | Inhouse Reviews and Notes || Project Cost | Invoices

Invoice Dates

Fund # Name of Contractor Invoice No Invoice From To Dollar Amount
B [207 [Texas ABM University - Corpus CF [10255 [ 3/28/2007 | [ [ §1,272.15
o7 [Texas ABM University - Corpus Ct | [ 4/30/2007 | [ [ §7,991.14

Total Invoice Dollars:  $9,263.29

Print Budget Report

Create Mew Project | Update | Preview Sumpmary Report Return to Main Menu
A
Contractors
Texas AGM University-Corpus Chrigti
February 01, 2011
Fund # Imvoice Dates
Hame of Conractr Inv piceNa oy ice Erom To |nv oice Amount
207 4302007 §7.991 14
A7 10245 32802007 $1271215
Project Amount: 992,063 52
SpenttoDate: 3926329
Project Balance: ~ $62,800.23
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The last three buttons on the bottom of the “Main Project Form” are:

e Update — Saves all updates to the “Main Project Form.” Warning: Failure to click
“Update” voids all input to the “Main Project Form” during current input session.

e Preview Summary Report — Previews the project.

e Return to Main Menu — Returns control to the “Main Switchboard.”

Create Mew Project | | Update | Preview Summary Repart | Return to Main Menu

Preview Summary Report

Training and Programming Services
S Project #: 0541
Project Name: Oso Groundwater Characterization Poject On Track

Project Manager: Dustin Cravey

February 01, 2011

Project Goal
he goal of this project is to characterize surface-groundwater interaction in the Oso Watershed, vith emphasis on assessing agricultural
pollutants,
Contractors Contract Dates Summary of Project Cost
Mexas ABM University-Corpus Christi | Stat] _2/16/2009
End 3/21/2007) $92,083.52 £92,06352|
Revised End|  &/30/2010
Funding by Source
[ Funding Source [Project Dollars [Match Fund | Match Dollarg Expire Date |
[reEa | sweozsn0 | | $0.00 | 6302012 |
feEaor | sien03esz | | S0.00 | 6/30/2008 |
Project Dollars: $92,063.52
Watch Dollars: $0.00
TotalDollars: 59206352
Project's Milestones
Milestone Dates
Milestone Type Jarget  Conwplete Comments
December 2006 Quartery Report QTRRepot  12M0/2006 12120/2006
December 2006 TR Rept. Review& Submitto  OTR Reveiw  1215/2006  12120/2008
June 2007 Quarterly Report QTRRepot  6/10/2007  @15/2007 20070621 (dkcy requested QR fom Rick Ha
June 2007 QTR Rept. Review & Submitto Bus QTR Reveiw  6/15/2007  &15/2007
Warch 2007 QR QTRRepot  3/10/2007  3/20/2007
Warch 2007 QR Beviewd Submitto BusMgr TR Review  ~ 202007
Septem* ~y Report QTRRe e Ur20U N
T Ler200§Gaan.  megori T TN T o 121012008 TAT0Ho0u.
~ember2009 QTR Re,  =view & Submit to <Reveiw 12/15/2008 12152009
December2010 Quarteryh QTRRepot  12/10/2010
December 2010 QTR Rept. Rew 0 QTR Reveiw  12/152010
Draft Summary Report Report 9/30/2010
Final Summ ary Report Report  6/30/2010
QA Field Vistt SteVist 5712010 20100510 (dke): QA field vistt scheduled for third
veek ofMay 2010
June 2010 Quarterly Report QTRRepot  6M10/2010

June 2010 QTR Rept. Review & Submitto Bus QTR Reveiw  6/15/2010

Project's Status Reports
Status Date ProjectStatus:
3/242010  The goal of this projedt is to charadterize surface-groundwater interaction in the Oso Watershed, vith emphasis on assessing

agricultural pollutants. The QAPP has been approved and installation of monitoring wells is complete. Pumping tests and sampling
are 90% complete and ongoing. Model development and analysisare 25% complete and ongoing.

Amendments for Projects Revised End Dates and Funding

Date Made Type of Amendment Reason Old Date Rev. Date Old Budget New Budaget
4/27/2010 Revised E nd Date 6/1/2009 61302010 50.00 50.00
3/25/2010 Revised E nd Date extension 8172009 6130:2010 $0.00 $0.00
3/27/2009 Revized E nd Date 123142008 8i1/2009 $0.00 $0.00
11/3042007 Revised End Date 12/31/2008 $0.00 $0.00
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Milestones Requiring Action

1. Provides the same screen as “Opening the Project Tracker”, step 3. “List of
Milestones Due (page 12).

Training and Programming Services

Carpus Christi, Texas

Main Menu

J Praject Management

| mitestanes heguiring actien
J Reports

J Contractor Setup

J CBBEP Praject Mansger Sat-up

Grants

Organization's Information

Exit |

Grants (to be completed by the Database Manager):

1. At “Main Switchboard,” click “Grants.”

a. The “Enter Password” dialog box opens. Type the master password and
press “Enter .”

Training and Programming Services
Corpus Christi, Texas

Main Menu Enter Password

&

Project Management

Milestones Requiring Action

J Reports

Contractor Set-up

CBBEP Project Manager Set-up

Grants

Organization's Information

b. The “Grant Projects, Invoices, and Reports” screen appears.
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Grant Projects, Invoices, and Reports

Create/Edit Grant Grantors Summary Report

Grant Projects Ewxpired Grantors Report

Grant Invoices

Return to Main Menu

2. “Create/Edit Grant”:

a. Opens the “Build the Grantor’s Data” screen. This information must be
completed before allocating funds to a project.

=
= \l
Build the Grantor's Data
Fund No:
Grantor: |
Original Amount: £0.00
Grant Start Date:
Grant Stop Date:
Grant Revised Date:
Grant Number: |
Grant Payment:
Grant budget: |
Transfer Limit: £0.00 Find Grantor
Repart Period: | Next Record
Final Report:] ————
Other Reports: | Previous Record
Comments: Add New Record
Return to Main Menu
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3. Grant Projects
1. Clicking “Grant Projects” opens the “Grantor Worksheet”:

a. Select a “Grantor” from the drop-down menu. This populates the
“Grantor Worksheet.”

i. Total Grant: — Total grant dollars.
ii. Allocated: — Total grant monies applied to projects.
iii. Un-Allocated: — Total monies available for additional projects.

iv. Spent-to-Date: — Total invoices applied to grant.

Grantor Worksheet

Grantor: | 107 w

Total Grant: $51,000 Grantor: CEBEP
Allocated: 572,822 Grant #: Local
Un-Allocated: -511,822 Grant Period: - 8/31/2007
Spent-to-Date: $46,662 Revision:

ALLOCATE FUNDS -

Project # and Name Funding Dollars EndDate  Fund Match Matching Dollars|
} 0723 - Digital Elevation Model of the Nueces Delta (% S0 2{29{2008 50
0705 - CBBEP Mueces Delta Preserve Management (v 512,397 8312007 s0
0717 - Fish Pass Road Improvements at Mustang Isl % =] 50
0712 - Nueces Delta Preserve Conservation Sdence | $1,525 S0
0716 - Restoration of Public Boat Ramps along the 11w £50,000 50
0620 - Kaufer Hubert Park Shoreline Enhancement | % $520 &/30/2008 S0
v $0
0516 - CBEEEP Bav Area Map/Users Guide v 0
Totals: S0

Return to Main Menu

v. “Project # and Name” — Either select a project from the dropdown
list, or input a valid Project #. The project name and end date will
auto-populate.

vi. “Funding Dollars” — Enter the grant dollars allocated to this
project. If the amount entered causes the total “Allocated” to be
greater than the “Total Grant” dollars, the “Allocated” dollars
will turn red.

vii. “Fund Match” and “Matching Dollars” - Input amounts if there is
fund match applied to this project.

viii. “Preview Report”— Displays the report for the selected “Grantor.”
This report may then be printed.
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4. “Grant Invoices™:

a. Click “Grant Invoice” to open the “Invoice Worksheet.”

b. Select, or input, the Project # in the “Pick Project” drop-down box. The
Project Name and all previously input Invoices will display.

c. To input a new invoice, click on a blank cell at the bottom of the “Name
of Fund” column and to the right of the asterisk.

Select the “Name of Fund” from the drop down box. The selected
fund will appear at the top of the list.

Worksheet

Invaice
Pick Project [0703 -

Project Name: CBBEP Nueces Delta Preserve Management

=

Invoice Dates

Name of Fund Contractor Invoice No. Invoice

From

To

Amount

107 - CBBEP

$0.00

107 - CEBEP [ceeer supples, etc. 7/31/2007

7/31/2007

§273.11

L[] ¢]ix
4[2]%]=

107 - CBBEP [CEBEP

5126/2005

5/5/2007

$12,623.42

|

Vi.

Project Tracker

Spent to Date:

Preview Report

Return to Main Menu

$0.00

$12,896.53

Select a Contractor from the drop-down menu in the “Contractor”

column.

Input the invoice number, or what the invoice is for, in the “Invoice

No.” column.

Input the Invoice Dates:

a. “Invoice” — Date the invoice was received.

b. “From” — Start date for the period covered.

c. “To” — End date for the period covered.

Enter the amount of the invoice in the “Amount” column.

“Preview Report” displays a report of all invoices and projected cost

of the project.
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Reports

There are nine reports available in Reports. Click the Reports button and the
Report Menu screen opens.

Training and Programming Services
Corpus Christi, Texas

Main Menu

Project Management

Milestones Reguiring Action
g Reports

J Contractor Set-up

J CBBEP Project Manager Set-up
J Grants

J Organization's Information

Initial Set Up of the PMT Email FE (PEF):

Reguirements:
1. Microsoft Office 2007 installed on Server.

2. Click/Yes Software installed on Computer (only if the e-mails are run
automatically — ContextMagic.com cost about $39.90).

3. Server connection to the Internet.

Purpose:

The PEF e-mails all contractors’ project managers a reminder that their quarterly
report is due. The PEF is located on the Server and can run manual or
automatically.

Set Up:

After the PEF is copied to the Server, it has to be linked to the PMT BE database
located on the Server.

e Locate the “Project Tracker” folder on the Server and double click
the PMT Email FE database.

e The “Alternate data source...”dialog box opens asking to specify the
data source. This dialog box will be used only during the setup
process.
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Alternate data source...

\_‘.:/ Select “es' to specifiy the data source, Select Mo’ to exit Project Management Tracker,

e Click “Yes” and the “Please select a new data source” dialog box
opens. Again, locate the “Server” computer on your Network, open
the “Project Tracker” folder and select the “PMT BE” file. (Clicking
“No” closes the program.)

Please select a new data source El@l

Laokirc | (53 My Documents ¥ o2 P E

I Adobs
[CMSA Dema
My Riecent My Data Sources
Documents IE=)My eBooks

= dMy Music
[{ZMy Picturss
ICZ)PDF Favorites
[ Symantec
1) ceeep FE
12} Msa Dema

&

o
2
=
g

B

g

My Documents
C )
My Computer

“,‘] Fies name: [ v [Coeen |
3

MyNetwork | Flesof ype: | Acoess Database(*mdb”mda’mdsmdn) w| [ Cancel |

e The dialog box below verifies that the tables are successfully
reconnected to the PMT NOFE database.

Enter Your First Name and Password

.
\{) Al Access tables were successfully reconnected,

e Click the “OK” button and the dialog box and PEF closes.
Using the PEF:

The PEF can be used in the manual or auto mode

Manual Mode:

The manual mode requires the e-mails to be sent out one at the time using an
operator to send them.

1. Open the “Project Tracker” folder on the server or where the PEF reside.

2. Double click PMT Email FE database and the following two dialog boxes
open.

a. The first dialog box just helps with the e-mailing.

b. The second dialog box “Microsoft Office Outlook™ sends the e-
mail to Outlook’s Outbox for sending.

5=l Formi = f= e
»

Project Tracker
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Microsoft Office Outlook El

& pragram is brying ko send an e-mail message on yaur
behalf, IF this is unexpected, click Deny and verify vour
antivirus software is up-to-date.

ﬂ

For more information about e-mail safety and how wou
might be able ko avoid getting this warning, click Help.

c. Click on the “Allow” button and the e-mail is sent to Outlook’s
Outbox.

d. This process of clicking the “Allow” will be repeated over and
over until all e-mails are in the Outlook’s Outbox.

e. If Outlook is open, the e-mails will be sent out as soon as they
appear in the Outbox. If Outlook is not open, the e-mails will
remain in the Outbox until Outlook is opened in the send mode.

Automatic Mode:

In the automatic mode, e-mails can be scheduled to be sent when it best
suits the organization. The Click/Yes Pro 2010 program bypasses the
“Microsoft Office Outlook™ dialog box. A recommended time would be
late at night after the backups are complete.

Setup ClickYes Pro 2010

a. The ClickYes Pro 2010 program is down loaded from the WEB
and then installed on the Server.

b. If the below dialog box does not open after installing the ClickYes
Pro 2010 program, click the “Start” button on the Task bar, then
“All programs / ClickYes Pro / ClickYes Pro 2010.” The below
dialog box opens.
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(S Untitled - ClickYes Pro 2010 = B %

| =R3 Home | View L2
= B Modiy |u D o LicenseKey
= =
= | —
Add = Remove Enable Disable | ViewLog @About...
Application App Skate Maintenance
Application Mame | State Functions Executable File

Process ID Skakus

c. Note: For Access 2003 the ClickYes program is downloaded for
free. The free version cannot be used for 2007 or 2010.
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Before ClickYes will work the path to MS Access.exe has to be
created. This is a simple process. Click the Add button to open

the next dialog box, Add an Application.

Add an Application

application
application Marne: (7]

! [E=3

=T f Application executable file:

i

Add | | g
App

Application Email Functions
Allow access to e-mail addresses
Allow sending e-mails on your behalf
Allows recipient name resolution
Allow Cutlock automation and scripting
Allow CDO messaging

Process IO

Run
Enable this application when Click¥es starts

— | ok [ concel | 5

d. Click onthe E]of the “Application executable file:” text box.

Application executable file:

| [

e. The Program Files dialog box opens. If it opens the C:\ dialog

box, then select the Program Files folder.

) Program Files

File Edt wview Favartes Toals  Help

€} Q@ O [7roders [T~

EBX
*

Address |23 C:\Program Files

v

B o

| 5) Abbyy FineReader 6.0 Sprint |5 Microsoft Warks Dyxerox
| Adobe hMorvie Maker = vahoo!
101 Anple Software Update (ZymsBuild

] Rename this folder ) Avanquest oM

[ Move this Folder 8 [C)MSM Gaming Zone

File and Folder Tasks A

) Copy this Folder = (yMSHML 4.0
@ Publich this folder to ()¢ Media 30 Audio Etere
the ‘e |3 Common Files [Ciethesting

ke Share this folder I ComPlus Applications [ Norton Internet Security

() E-mail this Folder's fies I Coupons [ Nortontnstaller

3 Delets tis Folder I Internet Explorer [Ehuance
Sairod IZ0n-line Help Consale
Tunes =) 0nline Services

Other Places 2 \Cikeyboarding Pro IZ)0utlock Express
I Lexmark (Z2QuickTime:

e Local Disk (C:) I0)Lexmark 4300 Series [ 5licon Integrated Systems

(53 My Documents IC0)Lexmark Fax Solutions 12515 vGA Utilities v3.62

(3 Shared Dacuments IELexmark Pra700 Series [SEEED

i My Computer (CLexmark Teobar (CD5eftland

&y Hetwork Places (Slexmark Tooks for Office () Symarkec
Il _cats (2 Symantec Antiirus
IC)Messenger =) Windows Deskkop Search

Details \Cymicrosoft frontpage EWindows Media Player
I Microsoft Office (2 Windows MT

ClickYes Pro  [E)Micrasoft visual Studia 153 Windows Sidebar

File Folder
Date Modified: Taday, Al v

1 abjects selected

' My Computer
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f. The path to MS Access.exe is C:\program files\Microsoft
Office\Office12\MS Access.exe. Click the “Open” button and the
path is placed in the “Application executable file:” text box.

Add an Application

- O x
¥
H Application
Application Mame: i
q}_ g MSACCESS Gek
i =  Application executable file:
Add # - - - -
DyiProgram FilesiMicrosaft Office! OFfice 1 04MSACCES B
App
o Email Functions
Application
Allow access ko e-mail addresses
Allows sending e-mails on wour behalf
Allow recipient name resalution
Allovy Qutlonk automation and scripting
Allovy COO messaging
Process I0 L
Enable this application when Click¥es starts
Help l (04 ” Cancel

g. Click the “OK” button and control is returned to the ClickYes Pro
2010 dialog box.

Application

application Mame

[Elmsaccess

Process ID

Add == Remove

Untitled -

Home View

% =
41?[:5] 2 Modify

Skate
# Active

Skatus

Enable

Click'es Pro 2010 = B =
|-tj]

|u| |ﬂ b 69 License Key

V" =
Disable = View Log @At":'”t“'
App Skate Maintenance
Functions Executable File

Read, sen... Du\Program Files\Microsaft Officeyo. ..

h. Click\Yes Pro 2010 are disabled (RED). When the PEF runs,
Click\Yes Pro 2010 will become enabled and allow e-mails to be
sent. After all e-mails are sent, ClickYes Pro 2010 will be diabled.

i. Click\Yes Pro 2010 is ready to be used. Click the “Save” button

Project Tracker

and then close the dialog box.
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Setup Schedule to send e-mails:

a. The Schedule Tasksis *7°°

_ Papelaout  References  Maiingi  Renew  View  Deetopet  Adddnd Nuanie PDF

located in System O oropimctmiedoos Romn - - (W) (B walw) [

o rdors Catakg

Tools. The dialog box | Zetepintoing el CSiPH et

] Moo Microsalt Cffics Document Faet E Pacagiaph

shows how to open the | s | L]
Scheduled Tasks

[l T Accessbiny
- ) C-Meda 20 Aude ] e
dialog box. @ s i [-So— !
1) Crriew Help Conmole D Addeess Bk
b. Clickin the following |5=x" { |-t
order 8 s { vy
o M Wi Prog am Compatility Wisrd
“Start” button S nt b e
© Windwes Macks Plarer @ Tou Windows
“All Programs” sl g
I ARV Femiander 6.0 Sprict ] G B g
“Accessories” b | - ——
T Merosoft Office v B Dk Defragnentsr
“System TOOIS” gxm,m B Fies ard Settrgs Travefer Wiard
) LightScrbm Dunct Diuc Labwiry & W Secuty Cortmr
“Schedule Tasks” e i st
E Acrobet Distiler 5.0 8 reset Dpkorer (No Add-ons)

c. The Schedule Tasks ) mbbenastuso

0 LR 6 v

dialog box opens. Wiwld ‘
0 South-Westem Keyhosedng ]

q MNuarce FOF Professional 6

::n Morton Intevnet Secaty

0 Murms .
) CusciTime 3
) Apie Scftyare Update

T TRTES Pro
iJ start (&l & coupons Ne-tes.. | T PROJECT TRACKER ...

d. The Scheduled Tasks dialog box opens. Double click “Add
Scheduled Task” and the “Scheduled Task Wizard” opens.

1 Sche duled Tasks =)E3

Fle Edt WVew Fayortes Took Advanced Help 3

Qe @ @ Osearh [ roiders | [T (R Folder symc

ficldress | [ 4] Scheduled Tasks v B

Mame -« Schedule Mext Run Time Last Run Time Status
|21 add Scheduled Task

Other Places {5 AppleSoftwarel ipdats AE11:02 AM every .. 110200AM ... 101:02:00 AM ..,

B contral Panel

() My Documents —
£ Shersd Docmsnts Scheduled Task Wizard X

& My Network Places This wizard helps you schedule a task for Windows

to pexform.

“ou select the program you want "Windows to un,

Details and then schedule it for 8 convenient time.

Click Newt to continue.

1 ohjects selected
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e. Click “Next”, the Wizard advances to selecting the program to be
run dialog box. Click the “Browse” button to find the PEF
database.

- [Bx]
orites  Tocls  Advanced  Help I3
Qe @ T Osewn [roders | [~ [ rolder s

fddiess |[4) Scheduled Tasks v B

1 Scheduled Tasks

File  Edt  Miew F

Name Schedule NextRunTime | LastRunTime  Status
[2] Add Scheduled Task
Other Places 01 @) AppleSoftwareUipdate BEL1:02 AM every ... 11:02:00 AM ... 11;02:00 AM ...

B control Panel
(£ My Documents
) Shered Documents Scheduled Task Wizard
& 1y Network Places

Click the program you want Windows 1o n.
To see more programs, olick Browse.

DEtElE Application Versin A
{EYAEEYY FineFieader 5.0 Sarnt | =
"] About DuickTime

& peosssiilty wizad 51.2600.216..

= Aciobat Assistant 5.0,0.0

[E scrobat Distiler 5.0 50,000

") ddress Book £00290021..
e e ipvotewvall |

Browse,

[ <Back ] Mew> | [ Concal |

1 objects selected

f. The PEF database is located in the “Project Tracker” folder. Select
the PMT Email FE and click the “Open” button.

Select Program to Schedule

Look i | | Project Management Tracker V| e [_? B G-

My Recent
D ocuments

@

Desktop

My Documents

&

My Computer

&

My Network | File name: |PMT Email FE v [open ]
Places

Filez of type: |Prngrams v| [ Cancel ]
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g. The next Wizard screen opens asking how often the task will be
done. Select Monthly and click “Next.”

Scheduled Task Wizard X

Tupe a hame far this task. The tazk name can be
the zame name as the programm name.

|PMT Email FE |

Perfarm this task:

) Daily

) Weekly

(=) Manthly

() One time only

() When my computer starts
) 'when | log on

[ < Back " Mt > ][ Cancel ]

h. The next Wizard screen opens. Select the Start Time, Day, and
Month. Notice the time is early morning. This was done so the
program will not interfere with normal maintenance operations
such as backups. When completed, click “Next.”

Scheduled Task Wizard X

Select the time and day you want this task to start.

Start time:

1:06 AM 3
®Day |1 %
O The
OF the month(s]:
[dan [ &spr CTdul Joct
[]Feb [ May [Naug Mo
[#] Mar [#]Jun [#] Sep [¥] Dec

’ < Back ” MHext » ] [ Cancel ]

i. The next Wizard screen sets up the name and password.

Scheduled Task Wizard X

Enter the name and password of a uger. The task will
min az if it were started by that user,

Erter the user name: |HICHAHDS\Hichard |

Erter the passward: | s |

Corfirn password: |.u |

If a password iz nat entered, scheduled tasks might
rot run.

< Back " Mext > ][ Cancel
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J.  The last Wizard screen shows a summary of scheduled task. Click
the “Finish” button to close the Wizard and open the “Scheduled
Tasks” dialog box.

Scheduled Task Wizard

You have succeszsfully scheduled the following task:
PMT Email FE

‘windows will perform this task:

At 1:06 &M on day 1 of Mar, Jun, Sep, Dec, starting
414201

Open advanced properties for thiz tazk when | click
O Finish.

Click Finish ta add this task ta your Windows schedule.

[ <Back || Finsh | |

Cancel ]

k. The “Scheduled Tasks” dialog box shows the PMT Email FE task

is set to run. Close this dialog box.

§ o

ekl | ) Schedled Tasks

-

Fin Bt Vs Favorbed  Took  Gdnoed  Hel i

Foiders | [TTT]+ ) Fokder Symc

Selenbdn et B T

S0 0 L] add scteded Tk

ppieSoitmansliodste
73 FHT Emal FE

110200 AN .
D600 ..

110200 AM ..
Herver

1 11:02 AM every ..
A L0 40 ol

I. To check or edit the schedule, double click “PMT Email FE” task

and the following dialog box opens.

nx Cornd

Ay

m. As the time comes to run the e-mails, make sure the Server and

Outlook is turned on.
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