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Setting up an extra PC/laptop for contactLINK
Overview

1. Ensure that you have MS Access loaded onto the PC

2. Create a shortcut to contactLINK on the desktop

3. Test contactLINK, which will confirm whether an Access service pack is required

4. Set up the new worker as a ‘system user’ on contactLINK

5. If you are using Access 2007 there’s a couple more things to set up

Step-By-Step instructions

Note: the PC or laptop will need to be linked (via network cable, wireless or remote access) to your central server/PC that contactLINK is on.

Also: if at any stage you get any problems, error messages or something happens you weren’t expecting don’t hesitate to call us and we’ll get you up and running.

1.
Ensure that you have MS Access loaded onto the PC

Look for an icon on your desktop
or in Start, Programs look for Access, or Office or MS Office and then Access

If you do not have Access loaded you will have to sort this out. We can recommend cheap software sources for charities.
2.
Create a shortcut to contactLINK on the desktop

· Open the folder on your server (or PC) where contactLINK has been installed (the ‘contactLINK folder’)
· If you are unsure where to find this:

· Go to another computer with contactLINK installed.

· Right-click on shortcut and choose ‘Properties’

· Click on ‘Find Target ...’ or ‘Find Location ...’
· The folder will be opened. Note down its location for later.

· If there is a contactLINK shortcut there simply copy it to the desktop - DONE
· If there is no shortcut:

· Right-click on the ‘contactLINK.mdb’ file (Microsoft Office Access Application)
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· Choose ‘Desktop (create shortcut)

· Return to the Desktop

· Rename this new shortcut to just ‘contactLINK’
· Right-click this new shortcut and choose ‘Properties’
· Click on the ‘Change Icon’ button
· Click on the ‘Browse’ button

· Find your way back to the contactLINK folder and you will see the file ‘contactLINK.ico’
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Open this

· This file contains just one icon, already selected, so click OK  and then OK again - DONE

· Finally, why not copy this shortcut back to the contactLINK folder for the next time you have to do this.

3.
Test contactLINK, which will test whether an Access service pack is required

· Open up contactLINK using the desktop shortcut

· If the first main list screen keeps refreshing then you’ll need to install an Access service pack:
· See the document ‘What do you need to run contactLINK?’ available from our web site http://www.itsorted.org.uk/user_support.htm

OR

· If you are familiar with loading service packs, installing software, etc and you’re using Access 2003:
· Click on the following link (or copy and paste it into your web browser)
http://www.microsoft.com/downloads/details.aspx?familyid=57E27A97-2DB6-4654-9DB6-EC7D5B4DD867&displaylang=en
· Scroll down to the end of the web page to find these ‘Download’ buttons …
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· Click on the smaller Download button and follow the instructions
4.
Set up the new worker as a ‘system user’ on contactLINK

· See our help guide: ‘Help - Adding a new user of the system.doc’
5.
If you are using Access 2007 there’s a couple more things to set up
· See our help guide: contactLINK - Help – Installation for Access 2007.doc
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