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How to Use this Guide 

Using the table of contents 

·  There is a table of contents at the beginning of the guide which you can use to find the section you want.  
If you are using the table of contents in the electronic version, there is a link from each heading to the 
relevant section of the document.  Just place your mouse pointer over the heading and click on your left 
mouse button. 

Symbols used in the users’ guide 

You will find the following the following symbols and words used in the users’ guide to direct you: 

����  Means that there is a copy of a screen to show what you will see in council projects 

��� �  Shows that you need to use your mouse to carry out an action 

 Means that there is an important piece of information that you should note 

  Shows that there is an explanation of which screen you need to be in to do an action. 

Other help documents 

·  There are two other documents on the help menu to help you to use council projects: Definitions, which 
explains the terms used in council projects; and Community Plan 2028, which is sets out the strategic 
directions of council. 

·  Have a look at the other help documents so that you know what is available and can refer back to them 
when you need to.  In particular you might find it useful to read the Definitions  for council projects before 
using the users’ guide. 
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How to find council projects 

 
Council projects is located on council’s website.  You can find it from the website home page 
– the address of the website is www.onkaparingacity.com 
You can see the home page below. 

����  

 

��� �  To go to council projects, click on COUNCIL at the top middle of the screen.  The council 
page will open. 

����  

 

��� �  Click on COUNCIL PROJECTS at the bottom right of screen. 
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����  This will bring up the council projects information page – see below.  From this page you can 
go to council projects register and also view the help documents. The project register contains 
the information for projects undertaken across council. 

 

 

��� �  Click on Projects register  on the left hand side of screen.   

����  This will take you to the council projects home page – see below.  From this page you can 
search for projects. 
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How to search for projects 

 You can search for projects to: 
·  Create a list of all projects in the register 
·  Create your own list by using a key word search 
·  Create your own list by doing a search using one or more of the fields under Search using 

criteria. 

Viewing all projects 

 You can view all projects from the council projects home page. 

 

 

��� �  Click on View all Programs and Projects . 

����  A list of all projects in council projects will appear.  The list is in alphabetical order by the 
project name. 

 

 

 ·  If you want to see the details of a project, click on its name in the list.  This will take you 
directly to the project details. 

·  You can see that some projects in the list are shaded – these are completed projects. 
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Searching by key word 

 You search for projects by key word from the council projects home page. 

 

 
Type The key word or words in the Search using a key word box.  We have chosen ‘coast’ as our 

key word to be used in the search example below. 

��� �  Click on Go. 

����  A list of projects with the word ‘coast’ in the project name or in the details of the project 
appears. 

 

 
Tips A key word search can be a good way of finding exactly what you want, but you need to be 

careful about what key word or words you use.  Here are some tips to help you: 
·  You can search by one or more key words. 
·  Your search will bring up a list of projects where the key word or words appear in the 

project details. The search will look for exactly what you have typed. 
·  As an example, if you search for ‘Education Road ’, and what is recorded in council 

projects is ‘Education Rd ’, you won’t get any results from your search.  You are more likely 
to find what you are searching for if you just enter ‘education ’. 

·  If you use a single common word which appears in many projects (for example ‘road’), your 
search will return a long list of projects. 
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Searching by search fields 

 You can create your own list of projects by using one or more of the search fields under 
Search using criteria. 

 You search for projects by search fields from the council projects home page. 

 

 

��� �  Click on the black downward arrow  next to the field you want to search by – we have 
chosen Select location  for the example below. 

��� �  Click on the location in the list that you want to search by.  We have selected City Wide-City 
Wide. 

��� �  Click on Go. 

����  A list of all projects for that location will appear. 

 

 

 If there aren’t any projects which meet the criteria you’re using for your search, the following 
message will appear in the top right hand corner of the screen: 
‘No records found.  Please try a different view’  
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How to view the details of a project 

 You can go to the project details screen of an individual project from any list of projects.  
Only 20 projects can be displayed per page, when there is more than 20 projects returned 
from the search results you can select the next and previous buttons to navigate the rest of 
the project search pages. 

 

 

��� �  Click on the name of the project  that you want to see the details of.  We have chosen Events 
Sponsorship 2011-12 for this example. 

����  The project details screen will appear. 
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How to view and print reports on projects 

 Reports are a different way of viewing project details.  They are useful if you want to print 
project information.  There are two types of reports available in the register: 
·  Summary Report 
·  Detailed Report. 

 You can produce a report from any list of projects or from the details of a single project. 

��� �  When you are in a list of projects or the details of a single project, click on Reports  which is in 
the heading at the top of the screen. 

����  The reports menu will appear. 

 

 

Summary reports 

��� �  Click on Summary Report  to produce a summary report of the projects in your list.   

����  The Summary Report will appear.  It contains high level information about all of the projects in 
your list. 

 

 

 You produce a summary report for a single project in the same way, but you run the report 
from the project details screen.  A summary report for a single project looks the same as the 
one for a list of projects but contains information on only one project. 

����  You can see an example of a summary report for one project below. 
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Detailed reports 

��� �  Click on Detailed Report  to produce a detailed report of the projects in your list. 

����  The detailed report will appear.  It contains the details of all the projects in your list one after 
another. 

 

 

 ·  You produce a detailed report for a single project in the same way. 
·  When you produce a detailed report from a list of projects it will only be successful for a 

maximum of 50  projects.  If you try to produce a detailed report for a list of more than 50 
projects you will get a message saying that the report cannot be produced.  

·  If this occurs, it is advisable that you narrow your search before running the detailed report 
again for a smaller number of projects. 

Printing reports 

 You can print both summary reports and detailed reports from council projects. 

 Select the report that you want to print. 

��� �  When the report appears on the screen, click on the printer icon  in the toolbar at the top of 
your screen. 

����  

 

Project 1 

Project 2 

����
��������	
�

����
����
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How to view the history of a project 

 Each time the status of a project is updated, the update is added to the history of the project.  
You can view this history from the details of an individual project.  If you view the same 
project over time you will notice that the history builds up as more status reports are included. 

 You view the history of a project from the details of a single project. 

 

 

��� �  Click on the small magnifying glass  to the right of the last status report. 

����  All the status reports for the project will appear on the screen. 
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How to view photos attached to projects 

 ·  Some projects in the register have photos attached to them. 
·  If a project has photos attached to it, there will be a small blue camera in the Details line of 

the project details screen (see below). 

 You view photos attached to projects from the details of a project. 

 

 

��� �  To view the photos attached to a project, click on the blue camera  to the right in the Details 
line. 

����  A screen will appear which lists the photos. 

 

 

��� �  To see the photo, click on the name of the photo  which is in blue. 

����  The photo will appear. 
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How to use favorites 

 If you add a project to your favorites list you can go directly to it from the list, rather than 
searching for it.  This is similar to adding websites to a favorites list when you use the 
Internet. 
Note:  You must have cookies enabled on your computer for the favorites function to work. 

Add a project as a favorite 

 You add a project as a favorite from the details of a single project. 

 

 

��� �  Click on the Favorites  menu at the top of the screen.  Two boxes with Add Project to 
Favorites and View Favorites in them will appear. 

��� �  Click on Add Project to Favorites . 

����  A screen will appear which tells you the project has been added to your favorites list. 

 

 

View favorites 

 You can view your favorites from any screen which has the word Favorites at the top. 

 

 

��� �  Click on Favorites  at the top of the screen. 

��� �  Click on View Favorites .  Your favorites list will appear. 

��� �  Click on the name of any project  in your list and the details of that project will appear. 
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Delete favorites 

 You can delete favorites from your favorites list. 

 

 

��� �  Click on the – sign to the left of the project you want to delete, and the project will disappear 
from the list. 

 


