
Cash Projects








Rules for PC work, filing documents and back-ups



	1
	Open a file (Word or Excel) and first save it correctly before starting to write. Correct saving means:

· Label the document with the actual date and a meaningful name
E.g.: 020902 CfH Backstopping program Egon. 

· Identify the correct folder for this new file. Consult the filing structure for this. A printout must be displayed on a wall of your cash office.



	2
	Prepare your document first before starting to write:

· first give it an accurate title and 

· make sure that file name (and path) are inserted in the footer . In Word and Excel documents footer setting is no problem. This allows you to locate your document quickly.


	3
	Work on an existing document: 

· Just respect this single rule: 

· Adjust the date in the filename only. This way you keep the document in its versions with original and actual date, e.g. 020903 Filing rules – later: 020910 Filing rules. This clearly shows: the same document has been updated.


	4
	While working with Excel worksheets remember: 

· Don’t merge cells, otherwise you can’t sort and filter data anymore

· Work with rows or columns, and don’t format cell by cell

· Keep all information in one sheet. You can hide information you don’t use


	5
	Photographs (digital pictures) are documents also and need to be labelled:

· indicate date and name, e.g. 020903 CfH Computer Training
· Not labelled, the pictures will get lost


	6
	Respect the Cash Filing Structure
· The Cash Filing Structure is exclusively for cash documents
· All other documents have to be filed separately, e.g. C:\ AltaiPort
· Your private documents have to be filed also, but in a separate folder. Please ask the data manager to install your personal folder separate from the Cash Filing Structure, e.g. C:\Mongolian Staff\ Bayaraa



	7
	The person responsible for PCs and server (IT manager) has to ensure that:

· Every evening a back-up is made on the server

· New files are properly named and filed

· Persons lacking know-how or making mistakes have to correct their errors immediately under professional assistance

· Every day a back-up is burned on a CD and stored alternatively one day in the safe of the office and the other day in the flat of the project manager


	8
	The database manager (IT manager) has to: 

· check the quality of the computer work and especially of the database according to items 1-7 above periodically

· suggest adjustments to the project manager and instruct the other IT users 
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