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Forward 
 
Industry Promotion and Communications (IPC) has developed a system to organize, and 
track its current and completed projects, as well as report to management effectively. 
 
The Active Tracking System (ATS) will be used by all IPC employees.  It will be 
important for all team members to keep it updated.  Its main purpose is to store 
information that can easily be retrieved at any time.  It does not contain unnecessary 
documents and information.  Working files and project evaluations are easily found.  The 
ATS replaces the Snapshot report.  To read the full system plan, please see Annex B. 
 
 
Before We Begin 
 
The ATS is a pilot project, which will consist of two phases.  In phase one, some 
functionalities — such as adding new clients, vendors and employees — will not be 
accessible.  As our group becomes more familiar and comfortable with the system, the 
administrator will add these functions one by one with an explanation on how they work. 
This will keep things simple in the beginning.  Keep in mind that some system bugs may 
need to be worked out.  Phase two will address any additions or changes that are needed.   
 
 
Benefits and Features 
 

• Installation: we recommend that you do not install the software, unless you feel 
very comfortable in doing so.   

• Once it is installed, a shortcut to the ATS will be created on your desktop. 
• One-on-one training/coaching sessions will be available if you need it. 
• The views are easy to understand.   
• You can leave the ATS open, just like any other software.   
• Each IPC team member is responsible for filling out his/her own information.   
• Automatic backups of the system will be made daily. 
 
 

Manual and Technical Guide 
 

• In this Guide, yellow boxes will provide extra technical information.   
• Field names, tab names or buttons appear in italics.   
• Screens, views, pop-ups, annexes or figures appear in dark blue.   
• Only in this Guide will the figures be appearing in red circles. In the system, they 

will not be red.   
• Important notes from the author appear in blue boxes with an exclamation point. 
 

Manual and Technical Guide 
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Active Tracking System Installation 
 
You will not be installing the software unless you are very comfortable doing so.  Annex 
C contains information on how to install the system.  Normally, the administrator will 
come to your office and install the software onto your system to ensure it is properly set 
up.  At that time a shortcut will be created on your desktop and in your Start Programs. 
 

 
 
Once it is installed, double-click on the shortcut to start the program.  The system is set 
up so multiple users can have it open at the same time.  You can leave the program open 
all day.  Anytime the status of a project or a task is modified, the system will show the 
update.  A good practice may be to open the ATS with your Outlook in the morning and 
view your tasks for that day. 
 
Navigation Bar 
 
The navigation bar is a green/blue bar located at the top of every window.  It will display 
different options for each screen. 
 
Print Button 
 
Most screens will have a Print button.  If you click on it, this will generate a report view 
and open your print properties window.  You can select your printer and press okay.  In 
some instances, the report may print differently than the view you are seeing on your 
screen. This is normal. 
 

 
 
Shortcut Keys 
 
There are keyboard shortcuts for most screens.  If you see a button with an underlined 
character, this means there is a shortcut.  For example: Print — instead of clicking on the 
Print button you would simply hold the Alt key down and press “p” on your keyboard.  
This will do the same as clicking on the Print button. 
 
Deleting a Project or Task 
 
If you start entering a new project and decide you do not want to continue, do not leave it 
in limbo as an open project.  You have two options: 1) you can either start inputting a 
different project or 2) change the title to “Delete” and set the Status to “Completed” and 
the administrator will go into the database and delete the entry.  The same goes for an 
added task that needs to be deleted.  Remember: if you think you entered in something 
and want to change it — just change it — you don’t have to delete a task and re-input it. 
 

The system will be installed on your computer with a shared backend (on the S:\ 
drive) that only IPC members will have access to.   

Even though there are options to print in every view, we encourage you to 
read everything electronically.  If you must, please print double-sided copies. 
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Needs and Suggestions  
 
Everyone’s needs and suggestions have been and will continue to be taken into 
consideration.  For practical reasons however, phase one of the system was built with 
reasonable expectations in mind.  If you feel strongly about a function you think should 
be added into the system, please notify the administrator.  For now, you can use the Task 
Description for your own personal notes; for ex., notes about the project’s budget.  When 
we implement phase two, the group will explore other options.  
 
Everything can be changed by anyone within the IPC group.  However, we ask that each 
person only edit his/her own projects, tasks and notes.  When in doubt, please consult 
with the system’s administrator, Wendy Desnoyers (the administrator). 
 
 

 
 
 
Opening the ATS – Welcome Screen and Projects Home 
 
When you open the system you will see the Welcome screen, see Figure 1a.  Select your 
name in the drop-down menu or type your name in the textbox.  If your name is not 
displayed, please see the administrator. 
 
Figure 1a – Welcome 
 

 
 
Once you log in, the Projects Home page will be displayed (see Figure 1b).  This is your 
main page.  It gives you a quick view of the projects you are currently leading and the 
tasks you are responsible for on any project.  This page will always be available when the 
ATS is open.  To see a summary of another employee’s projects and tasks, go to the 
Navigation Bar, select the drop-down menu beside h2I am and select the employee’s 
name.  Now, let’s examine the features on the Projects Home page.   
 

 
 
 
 
 
 
 

To get the whole project and task descriptions, you need to click on the hyperlink of 
the Project Name or Task.  We will explain these features later in this Guide.   

 
If you think there is a problem, bug or error within the system, please notify 
the administrator immediately.   
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Figure 1b – Projects Home 
 

 
 
Projects Home — Top Navigation Bar 
 

• In the top navigation bar, you will see a button called h1New Project button.  If 
you click on it (ALT + n), a blank Project Details window will open.  

• The next button is called h2I am. This is a drop-down menu that helps you select 
the employee. 

• The button called h3Reports will let you see a drop-down list of  report options: 
All IPC Current Projects; Client List — Last 120 days; Completed/On Hold 
Projects — Last 120 days; e-Portfolio; IPC Employee List; and, Vendor List. In 
the Reports section of this Guide (see page 14), we will explain these in more 
detail.   

• To provide feedback about the ATS, please use the h4Provide Feedback button.   
 
Sections  
 
Open Projects 
In the first section called h5Open Projects, you will see a Print button.  When you click on 
it another screen will pop up with a printer window.  Select the printer and press OK.  
This will print off a summary of all your open projects.  See Annex A – Projects by 
Assigned To. 
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Open Tasks 
The second section called h6Open Tasks has the same Print option.  This will print a 
summary of all the tasks that are assigned to you.  See Annex A – Tasks by Assigned To.   
 
Adding and Editing a Project 
 
You can edit the information about a project at any time.  However, to keep things tidy, a 
project should not be added into the system until you have all the mandatory information 
— usually after the initial meeting or discussion at the beginning of a project.   
 
We recommend that only the project leader add a project or edit an existing one.  To do 
this, click on an existing Project Name or click the h1New Project button in the Projects 
Home page navigation bar.  This will open the Project Details window.  In the example 
below, we opened an existing project by clicking on a Project Name link in the h5Open 
Projects section (see Figure 2). 
 
Figure 2 – Project Details 
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Project Details — Top Navigation Bar 
 
In this window, the top navigation features are: 
Add Task — See Adding and Editing a Task on page 8. 
Project Folder — See Project Folder section on page 8. 
Print — This button will create a printable report of the project.  See Annex A – Project 
Details. 
Go To —Beside Go To: a drop-down menu allows you to select open projects and view 
the project information. 
Close — This closes the current window. 
 
Fields 
 
Here we look at what information is needed in each field.   
 

 
 

p2 Project Name 
As default the overall project name appears as “Please insert project name” and the 
field box is a peach colour with red text. Please keep the title as short as possible 
and do not add extra information. 
 

 
 

p3 Project ID 
The Project ID field is filled in automatically.  This number is used by the system to 
keep track of everything related to the project including the name of the project 
folder.  For further details, see section “Project Folder” on page 8. 
Evaluation 
At the end of a project, you would put a check mark in the box to indicate you have 
received an evaluation from the client.  You can attach the evaluation inside the 
Project Folder. 

p4 Project Lead  
This is usually a project officer or the person who created the initial project entry. 

p5 Priority 
This is the Sector’s strategic priority or priorities related to the project. 

p6 Status  
This field is very important.  It determines whether a project will show up on 
reports.  The status of the overall project should not be set to “Complete” until all 
tasks have been completed.  It is up to the project lead to make sure that the status 
of the project is correct. 
 

If the Project Name is left as “please insert project name” it will show up in red 
on reports. This field should never remain blank. 

 
The fields that are bolded below are mandatory to ensure data integrity.  The 
information is not entered automatically. Please provide all the information. 
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p7 Branch 
The Branch names are set.  If a Branch name ever changes the list can easily be 
modified. 

p8 Client(s) 
This indicates who your key contact is within the Branch you are working with.  
Multiple clients can be selected.  If your client’s name is not listed, please see the 
administrator. 

p9 Start Date 
This is the start date of the overall project.  This will automatically be set to the 
current date when first opening a new project but can be changed if needed. 

p10 End Date 
This is the end date of the overall project.  All tasks should end before or the day of 
this project end date or the task(s) will show in red on all reports.  If no End Date is 
entered upon completing the project, the current date will be automatically inserted.  
 

 
 

p11 Project Description 
This very important field provides a brief explanation of what the project is about 
and the related products. This information will appear on reports and should be 
ideally a sentence or two in length. 
• Project Notes 

Here the project lead can add complementary notes aside from the tasks — for 
example, the next steps. This information will not show on any report and can be 
as long as 65 536 characters. 

• e-Portfolio Descriptions 
There are two fields to be filled out: English and French.  Each field should 
consist of only a sentence or two (max. 375 characters).  The project description is 
usually sufficient.  Although this is not mandatory, the project will not be added 
to the e-portfolio printout unless both English and French descriptions are entered 
and an image is included.  Please ask the administrator to create an image and add 
it in. 

p12 Project Tasks 
The project tasks area is filled when you click on the Add Task button in the top 
navigation bar.  
 
 
 
 
 

 

If all the tasks are completed, a code will check for an End Date.  If none is 
specified, it will set the End Date to today’s date, save the file and close it. 

When completing a project or setting the Status to “On Hold”, a visual basic 
script will run in the background to first check that all the tasks are marked 
“Completed” or “On hold”.  If they are not marked “Completed” or “On hold” a 
pop-up error message will appear saying: “Not all the project tasks are 
completed, please verify with the person it is assigned to”.  It then sets the 
project Status back to “In Progress”.  
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Project Folder 
 
At this time, the only documents you can attach are quotes from suppliers.  For all other 
documents, you can use the Project Folder button at the top of the Project Details 
window or the Task Details window.  You can store all your project files, such as 
marketing/communications plans or final PDFs, except very large graphic files. The 
graphic designers will handle those files.  
 

 
 

 
 
Adding and Editing a Task 
 
Each project has a task list. Any IPC member (including the project lead) could have one 
or more tasks assigned to them (see the Assigned To section).  You can add a task by 
clicking on p1Add Task in the Project Details screen: a window will pop up (see 
Figure 3).  For the purpose of this Guide, we will open an already existing task. 
 
Figure 3 – Task Details 

The folder name is created with the Project ID number.  Please do not 
rename this folder on the S: Drive or it will not link properly. 

When you click on Project Folder inside the Project Details or Task Details window, 
the system will search to see if a folder has already been created for that project.  If so, 
it will open the folder.  If not, it will automatically create one and open it for you. Use 
this folder to keep project plans, checklists, graphic information or logos, or even the 
final product if it is a document or a PDF.   
The folders are automatically made and reside in a restricted folder on the S: Drive at  
S:\05-PSSB-DGPSS\Restricted\IPC\Admin\Project Files   
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Task Details — Top Navigation Bar 
 
In this window, the top navigation bar has several features: 
Project Folder — Please see “Project Folder” section on page 8. 
Print — This button will create a printable report of the project.  See Annex A – Task 
Details. 
Close — This button will close the current window. 
 
Fields 
 
All tasks, even the seemingly insignificant ones, should be recorded for potential 
reporting purposes.  The Task Details should be filled in by the person it is t4Assigned To. 
This also ensures that each IPC member knows the role he/she has to play in the project.  
It will then be his/her responsibility to keep it updated.   

 
 

t2 Task Title 
When you click on the drop-down arrow in the Task Title field, a list will be 
displayed.  It includes: Advice; English Editing; French Editing; Graphic Design; 
Meetings; Multimedia; Production Support; Project Management; Promotional and 
Communications Planning; Strategic Communications and Marketing Services; 
Translation; Web Development; and Writing.  You can pick any task you feel is 
appropriate for the project.   

 
t3 Project Name 

This is filled in automatically when a task is added to a project.  It can not be 
changed but you can double-click on it to pull up the overall project information. 

t4 Assigned To 
This indicates the employee to whom the task is assigned. Click to see the 
Employee Details. 

t5 Status 
This is an important field because a project can not be closed unless all tasks are 
completed.  It is each assignee’s responsibility to keep their information updated to 
help the project lead with the overall project status.   

t6 % Completed 
Use this function at your own discretion.  It can be used to keep track of how much 
work has been completed so far.  This keeps the project lead informed and/or can 
give you peace of mind on big projects.  When a task is marked as “Completed”, 
this field will automatically change to 100%. 

t7 Quote(s) 
This field is used only to store quote attachments (e.g. printer, translation).  
Attached files should not be larger than 1000 KB. 

t8 Task Description 
The task description is for any additional information that the person it is assigned 
to may have; for example, a reminder message, next-steps or a more detailed 
description of the task at hand for future reference.  This will not show on any 
reports except for when you click on t1Print inside the Task Details screen. 

 
You must click Okay for the tasks to be added.  If you do not and click 
somewhere else on screen, you will have to re-enter your task information. 

 
The fields that are bolded below are mandatory to ensure data integrity, but 
please fill in all the information for reporting purposes. 
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t9 Priority 
This is not the Sector priorities but the priority of the task.  This is only to be used 
and changed by the person it is assigned to.  It is for his/her own tracking and 
printing. 

t10 Start Date 
This is the start date of the task.  It will be entered automatically with the date the 
task is created but you can change it to a future date if you like.  If you set it to a 
future start date, it will not show on any report. 

t11 Due Date 
This is the due date of the task at hand — not the overall project.  If this date is past 
it will show in red on all reports.  If the date has past, go in and change it to the new 
due date or an approximate one if there is no set date.   
 

 
t12 Vendor 

Use the vendor field only if some task has been outsourced.  This includes: English 
editing; French editing; exhibits; graphic design; printing; promotional items; 
strategic communications and marketing services; translation; writing.  For now, if 
the vendor or a service you need is not listed, please see the administrator.   

 
 
Completing a Project 
 
As the Project Lead it is your responsibility to keep track of the tasks at hand.  If there 
are multiple tasks assigned to different people, you can not close the project until all the 
tasks’ Status are marked Completed.  If they are not completed, follow up with the person 
the task is Assigned To.   
 
Before completing a project, you can add comments about the success of the project, 
client remarks or any other notes and store them under Project Notes or attach documents 
in the Project Folder.   
 
When you want to show the project on the e-Portfolio, please fill in the English and 
French descriptions, and ensure they are properly edited.  Please ask the administrator to 
take an image of the final product and add it into the database.  When the e-Portfolio page 
is generated, it checks to see that the English and French fields are filled out and that 
there is an attached image.  If one of the three criteria is not met, the project will not be 
added to the e-Portfolio report.  See page 17 for more information on this report. 
 

 
 
When it is time to close the project, in the Project Details set the project Status to 
“Completed”.  As soon as the window closes, the system will remove the project from the 
Open Projects and place it into the Completed/On Hold Projects — Last 120 days report.  
See page 17 for more information on this report. 
 

 
A good practice is to fill out the e-Portfolio English and French descriptions 
before setting the status of the project to “Completed”. 

When completing a task, a visual basic script will run in the background and 
check if there is a Due Date.  If there is none specified it will set the Due Date 
to today’s date.  It will also set the %Completed to 100%.
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About People 
 
Employee Details 
 
Most often, you can double-click on an IPC employee’s name to pull up his/her 
information.  The Employee Details screen will appear (see in Figure 5).  This 
information should be only filled out by the employee or the administrator.  Please do not 
change any information on this screen unless it is necessary.  You do not have to put in 
personal information.  It is there for you if you want to share the information with other 
IPC employees.  
 
 
Figure 5 – Employee Details 

 
 
The information in the Employee Details will not be shown on any reports.  Only the 
employee name is used.  If you need to add a new employee to the list, please see the 
administrator. 
 
In the navigation bar, when you click on e1Email Employee it will open a pre-addressed 
empty Outlook email message to that employee. 
 
Under the e2General tab in the e3Web Page field, you can have a link to your wiki profile 
or a website that relates to you if you do not mind sharing it with others.  Please indicate 
the http:// at the beginning of the URL to ensure the link works properly. 
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To add your e4photo, you can double-click on the empty box.  A pop-up window will 
come up and you can add a picture.  Images must be under 200 KB.  Please consult with 
the administrator before adding an image. 
 
The e5Notes box is a space where you can store personal notes.  Anyone who has access 
to the system can view these notes.  This would be a great place to mark vacation times, 
reminders, etc.  
 

 
 
If you click on the e2Projects or Tasks tabs, it will list the projects and tasks that 
employee is responsible for. 
  
Client Details 
 
In the Project Details screen or the Client List report, you can double-click on the client 
and it will pull up the Client Details screen, as seen in Figure 6 below.   
 
Figure 6 – Client Details 

 
The information appearing in the Client Details will not be shown on any reports.  The 
only thing used is the client’s full name and branch.  If you want to add a new client, 
please see the administrator. 
 

Note boxes allow Rich Text, which means that formatting is supported.  If you 
highlight the text and move your mouse slightly above the text and let go of the mouse 
button the e6formatting box will appear.
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In the navigation bar, when you click on cd1Email Client, it will open a pre-addressed 
empty Outlook email message to that client. 
The important information under the cd2General tab is: the client’s Full Name and the 
Branch they are involved with.  The cd3Web Page can be used for the clients’ group 
website or their Wiki profile.  Please use the http:// in the website address to ensure the 
link is active.  The cd4Notes section can be used to store information about the client, for 
example if there is a re-organization or if you want to keep information about 
stakeholders they were/are involved with.   
 
If you click on the cd2Client’s Projects tab you can view all the projects the client is 
involved with.  If you need to add a new client, please see the administrator. 
 
Vendor Details 
 
In the Task Details screen or the Vendor List report, if you double-click on a vendor it 
will pull up the screen seen in Figure 7 below.  This page is only to be used for external 
vendors.  Example: Printers, translators and editors.   
 
Figure 7 – Vendor Details 

 
 



 

 14

In the navigation bar, when you click on cd1Email Contact it will open a pre-addressed 
empty Outlook email message to that vendor.  When you click on the button cd1Standing 
Offer Agreements and Supply Arrangements, it will bring you to Industry Canada’s 
Communications and Marketing Branch (CMB) website to show all current agreements. 
 
The important information on this screen is the client’s v2Company Name, v3Services and 
the representative’s v4First Name and v6Last Name.  If want to add a new vendor, please 
see the administrator. 
 
Each vendor should have at least one v3Services selected.  If the service they provide is 
not listed, select “Other” and notify the administrator. 
   
The v5Expertise field is to specify any expertise they may have; for example, certain 
translators may have developed an expertise in TRM terminology or a printer is cleared 
to handle secret documents. 
 
The v7Job Title field is for the primary contact’s job title.  This is not mandatory but it 
may be useful if there are multiple contacts for a company. 
 
The v8Notes section (which also supports Rich Text), for ex., can be used for: 

• additional information about a company (for ex., a printer that can handle secret 
documents); 

• detailed information on their expertise (for ex., a translator who has a background 
in a specific field and therefore already familiar with a certain terminology);  

• printer FTP information to their upload server. 

If you used this vendor in the past and you feel we could confidently use its services 
again, check the Recommended? box . 

 
Reports 
 
The Active Tracking System can generate many different reports that can be viewed on 
screen or printed out.  Anytime you see a print button, you can print a report in  
8.5 x 11 format.  These reports are usually meant for management but they can also be 
useful to you. 
 

 
 
In the Projects Home page (see Figure 1b on page 4), the drop-down menu beside 
h3Reports gives you six report options: 

• All IPC Current Projects 
• Client List — Last 120 days 
• Completed/On Hold Projects — Last 120 days 
• e-Portfolio 
• IPC Employee List 
• Vendor List 

Even though every report can be printed, we encourage you to read 
everything electronically.  If you must, please print double-sided copies. 
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All IPC Current Projects 
 
The All IPC Current Projects report is used to replace the current Snapshot report.  The 
list is sorted by Branch and will only display projects that have the Status “In Progress” 
or “As Needed”.  If a project is “Not Started”, “Completed”, or “On Hold”, it will not be 
shown.   
 
In this view, the Project Name, Task, Project Lead, Assigned To and Clients fields are 
clickable and will pull up the proper fields if you want to modify something. 
 
Report 1 — Printout — All IPC Current Projects 
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If the r1Project Name was never changed or an r2End Date is past due, it will appear in 
red.  This should be corrected immediately because if you print it as is, this information 
will appear in red in the report. 
Client List — Last 120 days 
 
The Client List report shows all the clients we have used in the last 120 days (quarter) 
with the option to Print in the top navigation bar.  This gives you access to an up-to-date 
list whenever you need it.  You can also click on All Clients in the top navigation bar to 
view all clients sorted alphabetically by last name. 
 
Report 2 — Client List — Last 120 days 

 
 
Completed/On Hold Projects — Last 120 days 
 
The Completed/On Hold Projects report lists all the projects with a “Completed” or “On 
Hold” Status.  If a Task has an “In Progress” Status, the task will show in red.  The 
default view shows only the projects that were completed in the last 120 days.  Storing 
more than 120 days would result in a very large file that could potentially bog down the 
system.  If yearly reports are needed, please discuss this with the administrator. 
 
 
 
 
 
 



 

 17

 
 
Report 3 — Completed/On Hold Projects — Last 120 days 
 

 
 
 
 
 
e-Portfolio 
 
The e-Portfolio is automatically generated when all the required information is filled in.  
This gives you a quick view of all the completed projects.  If a row has any missing 
information, it will have a colored background (see example next page) and the project 
will not appear in the e-portfolio.  If you need to add or change information, click on the 
Project Name to open the Project Details window.  An attachment can be added by the 
administrator or one of the graphic designers. 



 

 18

 
 

 
 
 
 
Report 4 — e-Portfolio 
 
When you click on Print e-Portfolio 
it will open up another screen with 
the printing box.  Select your printer 
and choose to print double-sided in 
the properties.  You will notice that 
it will be formatted in two columns 
and four rows.  You can add a cover 
page if you wish. 
 
 

 
 
Report 5 — Example — e-Portfolio English 

 
 
IPC Employee List 
 
The IPC Employee List is sorted alphabetically by last name.  This is a quick view of 
everyone’s phone number.  More detail can be viewed by double-clicking on the 
employee’s name. 
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Report 6 — IPC Employee List 

 
 
Vendor List 
 
The Vendor List is sorted out by Service category.  If a company offers multiple services 
it may be listed several times.  If you click on the vendor, the Vendor Details window 
will open.  You can use the Print button in the navigation bar or view all vendors 
alphabetically — with no repeats — by clicking on the button Alphabetical Vendor List. 
 
Report 7 — Vendor List 
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Annex A 
Printouts – Projects by Assigned To 

 

 
 
 

Printouts – Tasks by Assigned To 
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Printouts – Project Details 
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Printouts – Task Details 
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IPC’s System Plan 
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Challenge 
 
To develop a system aimed at organizing and tracking IPC’s current and completed 
projects, and report to management in an efficient and effective manner. 
 
 
Background Information 
 
IPC has been considering adopting a better way of keeping track of its projects.  Officers 
have been asked questions such as who worked on a project, what was done, when it was 
done, how much it cost, and so on.  The tool currently used is the snapshot report — a 
Word file.  We have had difficulties with the template such as when someone has it open 
and another can’t input into it, the layout gets jammed up, or it doesn’t get updated as 
often as we would like.  Overall, it doesn’t have the function to sort information or add 
more details to make it more useful and user-friendly.   
 
In the past, we have looked into other options but we could never find a software easy 
enough to use with the many qualities we were looking for.  After the teams’ meeting 
with PSSB’s Director General in May 2008, we started looking again and found that 
Microsoft Access 2007 was very close to what we would need with better features.  It 
was time to create a dynamic interface to better serve our group and to generate reports 
with ease. 
 
 
Solution 
 
The system will be useful for all IPC employees, and it will be important for all to keep it 
updated.  Each team member has different operational needs and wants.  However, we 
will have to keep the system as realistic and uncluttered as possible.  The objective is to 
store information that can easily be pulled up at any time.  It need not contain documents 
and information that are not necessary for reporting, but it should be clear on where to get 
working files and project evaluations.  The process will be the same as for the Snapshot 
except that more data will now be collected. 
 
 
For the work unit — the system replacing the Snapshot report will: 
 

• be simple and easy to use; 
• give a quick view of what everyone is working on, individually or as a team; 
• allow the reader to select a project or task, and view additional details; 
• contain all assigned tasks, private notes, deadlines, and the status of tasks within the 

project; 
• include printer specifications, quotes, and vendor information; 
• allow team members to backup completed projects and re-open them at any time; 
• generate an e-portfolio that is automatically updated. 



 

 25

For management — the system will: 
 

• generate reports (monthly/quarterly/yearly); 
• track client satisfaction and feedback. 

 
 
Proposed Strategy 
 
We propose a phased-in approach to developing and implementing the system.   
 
 
Phase One   
 
The main purpose for Phase one is to build a fully functional, easy-to-use system to 
replace the Snapshot report and backup completed projects.  This will provide the data 
needed to generate reports and auto-generate our e-portfolio.   
 
 
Phase One Development 

 
Many things need to be done before implementation.  In the development stage, a 
technical plan will be created to keep track of the issues at hand as the system is being 
built.  Wendy Desnoyers will be building the system.  Another team member will take 
Microsoft Access 2007 training as a back-up function for Wendy.  Both will be the 
system’s administrators and will perform daily backups.   
 
After the system is built, there will be a testing phase to see how it works.  When fully 
functional, all IPC staff will have Microsoft Access 2007 Runtime loaded on their 
machine. 
 
Wendy Desnoyers will provide a one-day or half-day training session for all IPC team 
members to explain and show how the system works.  A manual, prepared by Wendy, 
will be distributed at that time as a reference document.  It will contain key information 
on how the system works, with a full description of the fields and their requirements.   
 

 
Phase One Implementation 
Replacing the Snapshot and Creating a Backup of Completed Projects 

 
The front end of the system will have a very basic webpage look and feel that will be 
user-friendly for the team.  Each employee will have 2–3 views to begin with in order to 
get familiar with the system.  Support will be given to each IPC member when they first 
input into the system to ensure everything has been understood and works well.   
 
There will be ongoing testing to see how the system is handling the information being 
inputed and to see if everything is updating properly.  Any bugs will be worked out as 
they are being identified.  Throughout this phase, the administrators will gather feedback, 
recommendations and log issues to take into consideration in Phase two. 
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Phase Two 
 
In Phase two, all testing would be completed and everyone would be using the system.   
 
 
Phase Two Implementation 
Expansion and Detailed Reports  

 
At the start of the second phase, the group will meet to discuss any concerns raised during 
Phase one.  At this time, this plan will be updated to incorporate additional changes and 
to focus on detailed reporting.   
 
After the Phase two plan is reviewed and all considerations have been addressed, the 
technical plan will be updated and changes will be made to the system.  Once the new 
system is functioning well, the manual will be updated and distributed.  Another training 
day will be scheduled for the group.  Ongoing testing and performance measurement will 
take place to improve the system. 
 
 
Next Steps (2008–2010) 
 

• May 2008, development of the Active Tracking System was started. 
• From June 23–26, 2008, Wendy Desnoyers attended Access training.  Her back-

up, will attend training at a later date. 
• On June 24, 2009, a viewing of the system was held with Charles Hall to show its 

capabilities. 
• At the request of Charles Hall an additional meeting was held with Gerald 

Robertson the following day to address any concerns. 
• On June 26, 2009, the issue of purchasing software was resolved when the use of 

the free Microsoft Access 2007 Runtime was tested on another system. Testing 
commenced after setting up a restricted folder on the s drive.  The system worked 
in the restricted area and updated on the fly on two systems without installing any 
additional software.  Further testing with multiple computers will now be looked 
into. 

• End of September — A discussion will take place with Charles Hall, Gerald 
Robertson and some of the IPC members about any concerns before continuing 
the development phase. 

• End of October — The administrator will complete developing the manual and set 
up training days for the team. 

• Beginning of November — Completion of the developmental phase and start of 
Phase one implementation. 

• Phase two is expected to start in the Spring 2010. 

 
 

 
 

 
Prepared by: Wendy Desnoyers 

October 19, 2009 
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Installation Guide 

Annex C

DRAFT
October 19, 2009

 
 

 
 
 
The ATS can be installed very easily.  The setup file will install Access Runtime 2007 on 
your computer as well as the front end of the system.  The back end that holds all the data 
is held on the S drive and can only be accessed by the IPC group.  This area is backed up 
every day so if you are having any issues please see the admin, Wendy.   
 
To install the system please go to the following link:   
S:\05-PSSB-DGPSS\Restricted\IPC\Help Files\ATS Install 
If you do not have access to this area you will need to speak to the admin.  This is a 
restricted area that only members of our group should see.  

 
If there are multiple folders in this area, double-click 
on the most recent one (the highest number see 
image).   
 

1. Double-click on setup.exe 
 

2. A window will pop up, wait until the Next 
button is highlighted, then click Next. 

 
 
  

3. The next screen 
will have name.  
Just leave it as is 
and click Next. 

 
4. Click on Typical 

install and Next. 
 

5. Click Finish. 
 

6. Press Okay and 
then Okay again. 

 
Enjoy! 

 
 

 
To Update or Uninstall 
 
Click on Start > Settings > Control Panel >Add or Remove Programs and wait for the 
window to load.  Near the top of the list you should see the Active Tracking System 
(ATS).  Click on the ATS icon, and select Remove, then press okay. 


