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Why this questionnaire?

As part of our commitment to ensuring that organisations get the best from contactLINK,
we ask all our clients to fill out this questionnaire before finalising purchase.

Database implementations are not always a success (as you will have seen in the media!).
This can be due to many issues: technical, financial, staff related, etc.

With our many years of experience of working with and implementing databases for organisations, we believe that these questions help us make sure that your implementation is a success:

· by identifying gaps or issues that need attention

· by making the setup, installation and training of contactLINK as relevant as possible to your organisation

· by ensuring that you are at least aware of some of the issues that can impact the effective and secure use of a database

We will also ask, with your agreement, each prospective user of contactLINK from your organisation to fill out a short, on-line questionnaire (six questions). The link is below:
http://spreadsheets.google.com/viewform?formkey=cnNJbFVLTDlTak1aVGZUb2xqakc2bUE6MA
The Questions

Your Organisation

	Organisation name:
	

	

	Are you registered for data protection?
	Yes
	No

	Please enter answers below

	Backups
	What is backed up (in overview)?
	

	
	How often do you take these backups?
	

	
	How often (if at all) do you take a backup copy off site?
	

	
	Have you ever tried to restore something from a backup?
	

	Anti Virus
	What anti virus software do you run?
	

	ICT/technical support
	When there is an ICT issue in the organisation who deals with it?

e.g. staff member, volunteer, external IT company/consultant
	

	
	If you use external support who is the main staff link person?
	


Your Network
If you are unsure about any of these or need any help don’t hesitate to call us on 01364 649290

	
	please tick just one below

	Client/Server
	Shared documents etc are on a dedicated computer (a server) that is not used for anything else. 
	

	Peer-to-peer
	Shared documents etc are on somebody’s (or more than one persons) PC. There is no separate dedicated machine.
	

	No network
	There is no network or you will be using contactLINK on just a single PC
	

	
	
	please tick just one below

	Wired
	Each PC has a network cable plugged into it to connect to the network and be able to share documents etc
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	Wireless
	PCs do not have a network cable but connect to the network wirelessly
	


Stationery

contactLINK can be set up for all types of stationery. However to make it more relevant to your organisation we need to know the following:
	What labels do you use?
We need something like a code (e.g. Avery code L6170) or post us one sheet or exact measurements (see Appendix C – Label Measurements)
	

	

	When printing letters, do you:

	A
print onto pre-printed letter-headed paper - so that in Word there’s just a gap at the top (and perhaps at the bottom too) of the letter where the letter head and/or logo will go?

B
print the letter-heading for each letter on the printer - so that in Word you see the letter head and/or logo on the screen?
	

	If A, then please supply us with measurements to allow from top of paper to first line of address and bottom of paper to last line.

If B, then please email us an example Word document or a copy of the template you use
	


Staff and PCs

	Please provide an organisational chart of all relevant staff if at all possible.
Tick here if done ...
	

	How many staff do you employ in total?
	


Please list all staff/PCs likely to use contactLINK (including volunteers) on the next page.

Add extra rows if required (Table menu, Insert, Rows).

See Appendix A for what is involved in being a System Administrator.

See Appendix B for how to find the technical information about the PCs.

If you are unsure about any of this or need ANY help don’t hesitate to call us on 01364 649290.
Note that we have also provided a separate form for each staff member to fill out with further information about them:
http://spreadsheets.google.com/viewform?formkey=cnNJbFVLTDlTak1aVGZUb2xqakc2bUE6MA
	System admin?
	Name of staff member
	Windows version
	Access version
	Service Pack loaded
	Screen large enough?
	Processor
	Memory
	Any comments about this user/PC that might help us during setup or training to ensure that they are fully supported

	Yes/No
	
	specify
	specify
	specify
	Yes/No
	specify
	specify
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Appendix A – System Administrators

Ideally two members of staff who will act as the system administrators.

This involves:

· being responsible for the database and the data stored

· updating lists used in the system

· adding new users when required etc.
No special experience is required for this and they will be provided with special training.
Appendix B – Finding out about your PC

How to find Windows version, Memory and Processor
To find this information do one of the following:
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· Hold the Windows button down (usually bottom left of your keyboard - see pictures on right)
and click on the Pause/Break button (usually top right)
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Or: method 2

· Right-click on the My Computer icon on your desktop ...
· Choose Properties from the menu

Or: method 3
· Click on the Start button (bottom left of your screen)

· Choose Run
· Type sysdm.cpl and click OK
You will then see ...

[image: image10.png]



... something like this ...
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Windows version will be something like one of the following: Windows 98, Windows NT, Windows 2000, Windows ME, Windows XP, Windows VISTA etc

Processor is measured in Giga Hertz (GHz)

Memory (or RAM) is measured in Mega Bytes (MB) or Giga Bytes (GB).

How to find the Access version and Service Pack loaded

· Start up Access
Note: if you have trouble finding it try:

· Start button
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Programs

· look for Access or MS Access or similar
OR
Office or MS Office or similar and then Access

Note: and if you get a dialog box as shown far right …
then simply click Cancel

· Click on the Help menu

· Click on About
You’ll see the version of Access in the top line (see pictures below) as well as the Service Pack (SPx).
Note: if there is no SP number then no Service pack is loaded at all.
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How to find the Screen Size
Is the screen area 1024 by 768 pixels or greater?
· Go to your Desktop
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Right-click in any blank area and choose Properties
· Choose Settings
· The Screen area is shown ...

Appendix C – Label Measurements
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