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Preface

The Nigeria Police Force (NPF) is a strategic arm of the government of the nation that maintains law and order
and guarantees security of life and property of the citizenry. The NPF is therefore our essential tool to ensure a
stable society. Therefore, it must create and maintain its presence throughout the country with police stations,
police posts, police barracks, colleges, training schools, mechanical workshops and other relevant installations
and facilities.

Thus, on a yearly basis, the NPF carries out a wide range of construction and rehabilitation works to provide
and maintain these facilities consistently and effectively. These works are issued out as contracts to successful
candidate contractors, and the progress of these contracts are monitored and assessed from conception to
completion, employing specific procedures and project management processes that ensure effective
performance and delivery on the contracts.

Supervision and monitoring the contracts require generation, collation and management of a vast amount of
information, mostly in the form of documents such as contract bid documents, progress reports, contract
specifications, schedules of payment, interim certificates, contract award letters, due process certificates for
payments, requisitions for payments and payment vouchers. The supervision starts from when the contracts
were conceived, through the biding and award process to processing for payments to contractors for work done
after site inspections and assessments have been made. Strict compliance with management and due process
procedures is required as well as consistency and accuracy of the documents generated through the steps, since
these documents are the eventual instruments for establishing the status of contracts and for processing
payments.

Previously, a semi-manual approach was employed for the supervision work, with obvious problems. This was
invariably cumbersome, fraught with delays and exposed to errors due to human fatigue during manual collation
of large volumes of paperwork. Consistency and accuracy of information on the documents could not always be
guaranteed and there was usually a significant amount of rework. The result was that data informing payment
processing, planning and budgeting for site inspections and administrative costs, for example, where frequently
incomplete and inaccurate, and the process was even open to abuse. Auditing was also a daunting task. There
was therefore the motivation to improve significantly the effectiveness and efficiency of contracts supervision
processes in NPF.

Works Manager, the topic of this guide, was developed to address the problems identified above. It is a
software program designed to modernise and enhance Building Projects Management and Monitoring of
the Nigeria Police Force, by leveraging newer technological advancement in information technology. The goal is
to engender a positive culture and approach to achieving better transparency and accountability in the
management and supervision of the resources of the Nigeria Police Force.

Works Manager captures and manages a comprehensive databank on contracts information and generates
contract documents such as contract specifications, schedules of payment, interim certificates, contract award
letters, due process certificates for payments, requisitions for payments and payment vouchers. Information is
processed on a yearly basis, and strict compliance with NPF contracts supervision and due process procedures is
ensured. Consistency and accuracy of documents is guaranteed and a history of information on the contracts is
kept permanently in the databank, thus, facilitating auditing and enquiries. Timely information required for
budgeting and planning is readily available. Above all Works Manager is easy to use, runs on traditional
personal computers running Microsoft Windows 2000/XP operating system, has an efficient security system to
ensure data integrity, and has been proven in the field when applied to contracts information management for
the year 2005.

This document essentially takes you through the process of using Works Manager, employing
step-by-step approach to using each built in feature of the system.
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Important Information

When using Works Manager you must be mindful of the following.
< Works Manager transactions require correct Year.

% Make sure you read the messages you are prompted with and provide judicious responses to
them. Respond with a safe choice if you are doubtful and then seek advice.

% Make sure that you specify a password for your username to prevent another user operating
with your user name.

% Make sure you backup regularly to protect against loss of data and make recovery after a loss
less costly. Do backups regularly via "“Works Manager Backup” icon .
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1 Introduction

Works Manager is designed to modernise and enhance Building Projects Management and Monitoring
of the Nigeria Police Force, by leveraging newer technological advancement in information technology. The goal
is to engender a positive culture and approach to achieving better transparency and accountability in the
management and supervision of the resources of the Nigeria Police Force.

1.1 What does Works Manager Do? -- The Basic Work Flow Path

Manages information on biding, award, monitoring, assessment and payments recommendation on contracts.
This is made feasible from the facilities in Works Manager to create, modify and generate relevant reports and
documentation pertinent to contracts being supervised. These documents are

Contractors Details

Contracts Details

Schedule of Payments for each contract
Contract Award Letters

Due Process Certificates of Award

Interim Certificates

Due Process Certificates for Payments and
Payment Vouchers

These documents are created in strict order in compliance with standard procedures and practices in supervision
and management of contracts in the Nigeria Police Force, as is depicted in Figure 1.1 below.

Contractor’s
Details

Contract
Details

Schedule
of
Payment

Interim
Certificates

Due Process
Certificates

Payment
Vouchers

Figure 1.1 Works Manager Basic Information Flow Path

1.2 Works Manager Database
The key entities of Works Manager database were identified from the system study as follows

e Contractors Details
e Projects Details
e Contract (Lot) Details
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States and Local Governments of Nigeria

Police Commands in Nigeria

Contracts Instruments (Schedule of Payments, Interim Certificates, Contracts Reference No, Lots No,
Completion Certificates)

The modules of Works Manager appropriately relate these key entities in the modules

1.3 Works Manager Key Modules

Contractors Registration Module:
Projects Modules

Contracts Allocation Module
Location & Command Module

1.4 Works Manager Software Architecture

Multi-User, Client - Server Architecture.

Works Manager is a relational database management system designed to run on a local area Ethernet 100
Base-T network of computers running Microsoft Windows 2000/XP based operating systems.

1.5 Works Manager Development platform

Visual Basic 6.0 and Microsoft Access for program design
Microsoft Access Relational Database Management System for database design.

Upgrading to SQL-Server database platform is accommodated

1.6 Works Manager Operating platform

A local area Ethernet 100 Base-T network (or wireless network) of computers running traditional
Microsoft Windows 2000/XP based operating systems.

1.7 Works Manager Key Functionality

Works Manager’s key functional features are enumerated below according to the modules.

1.7.1

1.7.2

1.7.3

1.7.4

Location & Command Module

Captures and manages information of all states, local governments and police commands in
Nigeria with appropriate linkages to enable unique and unambiguous identification of the location of
each project. Currently, the module is complete with all states, local governments and Police
Commands in Nigeria.

Contractors Registration Module

Captures and manages information all contractors that are registered for building projects work. The
scope of information on contractors that can be captured include statutory information, registration
details with CAC, ownership structure, operational assets and previous contracts history.

Provides for assessment of contractors suitability, category of business registered for, and any fees paid
for registration.

Projects Module:

Captures details of all projects for each financial year including the locations (sites) and amount
allocated for the project.

Contracts Allocation Module

Captures and manages details of all contracts and their allocations to contractors in a financial year,
appropriately linking all projects comprising the contract lot.

Logs schedules of payment for each contract

Logs interim certificates for each contract.

10
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1.8

1.9

1.10

Auto-generates Contract Number
Auto-generates Interim Certificate Number
Generates relevant reports to assist in auditing and progress monitoring

Works Manager General Features

Easy to use with its user-friendly graphical user interface (GUI).

Configurable as stand-alone system or a client/server multi-user environment.

Sophisticated security system that ensures integrity and confidentiality of your mission critical
information, by controlling access to both information and functionality.

Generates a wealth of current and historical information in its databank, enabling derivation of statistical
information to inform policy making, budgeting and planning

Efficient and effective search engine to query the databank.

Maintains a concise audit trail of operational activities.

Scaleable for future expansion to the higher platform, SQL-Server database engine.

Exporting of all reports to remote locations as attachments to e-mail.

Works Manager Security

No restriction on the number of users

Each module has a set of privileges to which a user can be assigned.

Each user is assigned privileges/roles for each user for each module.

Total Control in security and access levels configuration suitable for your staff hierarchy.
Ensures data integrity as the privileges of each user can be tailored to his\her work schedule.

Benefits of Works Manager

Benefits of Works Manager to the NPF include the following:

1.11

Precise and accurate information on all projects, contracts and contractors will be available in a
databank in a central location.

Standard procedures, such as generating schedules of payment, interim certificates and progress
reports of each contract, will be performed quicker and more efficiently.

History of all building contracts activities including schedules of payment, interim certificates and
progress will be available in the databank to enhance auditing and financial control.

Internal audits on building projects status and progress will, thus, be more frequent to ensure
consistency in implementing procedures and standards;

The databanks generated by our solution will provide a wealth of information on which statistical
information on building activities can be derived and used to inform policy making, budgeting and
planning for building projects.

Guideline to this document

This document describes how to use Works Manager. It will, however, be valid for versions that would have

been

tailored to your environment. Furthermore, the words interfaces and forms are both computing

terminologies describing the visual displays on the screen that users interact with; they will be used freely and
interchangeably in the document.

To quickly grasp the concepts and procedures presented in this document, it is recommended you
initiate a session of Works Manager on the computer in parallel to studying this document.

11
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2 Works Manager Overview
2.1 Works Manager Concepts
2.1.1 Year

Works Manager manages information for a specific Year, which is the standard approach to processing
contracts.

2.1.2  Security

Users are created to access Works Manager and each user in assigned a security level, which determines the
type of operations (additions, modifications, deletions) that can be performed on data.

2.2 To Run Works Manager

1. Select Works Manager on the Start-Program bar, then select Works Manager item OR Double-
click on Works Manager icon on the desktop.

2. On the resulting interface displayed (Figure 2.1), click Launch Works Manager. You will be
prompted for your username and password.

Works Manager g|§|®

Works Manager Menu

Launch Works Manager Exit ‘

Figure 2.1 Works Manager Program Launcher

3. Enter your user name and password (if you have defined one for your user name)
a. If this is the first time, enter user name as mainuser with no password.
4. Click OK. The program will start displaying the interface below, which is the list of contracts for the
current year (Figure 2.2) you are processing (in this example, the year is 2005).
5. The System Administrator must create user accounts for all intended users of the software via the
menu File -> System Administration -> Users Maintenance.

Ed Works Manager Nigeria Palice Force - [Contracts] (=
ER Bie Location bformation  Oparational Data  Profect Montorng | Bibers Infy B8 =] X0

Contracts List Voar 2005 Filters  Comenand -] meser I Brder By Command
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Figure 2.2 Contracts List Interface
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2.3.1

Manager User Manual
IMPORTANT:

Works Manager comes preinstalled with a default user called mainuser. This user has highest
privilege and should be secured by the system administrator by assigning a password to it and keeping
it secret (Select Change Password from the General menu. THIS IS A NECESSITY to maintain
integrity on your information)

The system administrator must use this default user account “mainuser” to initially gain access to the
software and create all other users of the software.

On creating all users, the system administrator should specify a password for mainuser to prevent
unauthorised access.

Note that new users are created without a password (password is blank), therefore each user should
specify his\her password for confidentiality.

Changing Your Password

All users that have access to Works Manager can change his\her password. Since your password is secret to
you, even the system administrator (users with highest security level, Managers) does not have knowledge of

your p

assword. The system administrator(s) can only clear a user’s password if the user forgets it, so clearing it

will allow the user log on with the username only and then he\she can specify another password.

The procedure for changing your password is simple.

N =

ouhw

7.

Select File menu then select Change Password under System Administration sub menu.

On the resulting interface (Figure 2.3) enter your Old Password in the appropriate field. Leave blank if
you do not have a password or you are specifying one for the first time.

Enter your new password in the filed labelled *“NewPassword”

Enter the new password again in the field labelled “Verify”

Click “Specify Password”.

You will be prompted if NewPassword and the Verify do not match exactly. You must re-enter both
again to ensure registration of the password for your username.

Note that a password is unique to a username.

Click Exit when you have finished to remove the interface.

The next time you log on to Works Manager you must specify this new password to gain access.

2.4

Specify/Change Your Password

Specify/Change Your Password

User: supervisor

Old Password: |
Meve Passwore d;
Werify:

Spaciy Password

Exit |

Figure 2.3 Change Password Interface

Works Manager Menus

Then you start Works Manager the first interface that is displayed is the list of contracts as depicted earlier. At
the top of the interface is a menu bar with several menus each with its menu items as enumerated in Table 1

below.
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Menu Items Purpose

File
Page Setup Formats a report with margins and paper size
Print Sends a report to the printer

Export Information

Exports a report into other file formats
(spreadsheet (Excel), text format, etc)

System Administration

System Administration Functions

Exit

Quits Works Manager application

Location Information

Zones

Defines the Zones of the Nigeria Police Force

States in Zones

Defines the states in the zones of the NPF

LGAs in States

Define the Local Governments in various States

Locations in LGAs

Defines NPF installations, sites, barracks, etc of
the NPF in each Local Government

States Defines States of Nigeria

LGAs Defines Local Governments of Nigeria

Locations Defines installation of NPF
Operational Data

Departments Defines Departments in NPF

Commands Defines the Commands in NPF

HQs Defines NPF Headquarters

Contracts Stages

Defines various contract stages, which are items
on schedules of payment.

Contract Status

Defines possible statuses of a contract.

Contractors Registration Data
sub menu with items
e Registration Business
Categories
e Registration
Categories
e Registration Status

o Defines the Business Categories that
contractors registers for with NPF

e Defines the Business Categories that
contractors registers for with CAC.

e Defines Status of Registration

Project Monitoring

Specify Working Year

Defines the Year of operation to be processed.

VAT rate Defines the VAT rate in %
Withholding Tax rate Defines the Withholding Tax rate in %
Signatories Defines Signatories of Award Letters, Interim

Certificates, Due Process Certificates, Payment
Vouchers and Requests for Payments

Programmes \Sub Heads

Defines the sub-heads in which projects and
contracts are charged

Projects of Programmes

Defines the Projects under subheads

Projects List

Defines list of Projects

Contractors List

Displays list of all contractors in the database.

Contractors Registration

Displays full details of contractors, enter details
of a new contractor and modify details of
existing contractors.

Contracts List

Displays list of all contracts.

Contracts Full Details

Displays full details of contracts, enter details of
new contracts and modify details of existing
contract.

Info

About

Displays licensing information on Works Manager

Welcome

Displays information about Works Manager

Table 1

Description of Works Manager Menus and Menu Items
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2.5 General layout of interfaces

Interfaces \ forms used for data capture and modification have the following.

1. Buttons are at the footer of the interface to

Generally,

HwnN

Pan oo

—Ta o

Add, initiates addition of a new record

Modify, initiate modification of existing record in focus

Save, to save new entries or modifications to data

Discard to discard changes or new entries before it is saved.

Revert, similar to discard but appears if ho changes or entry has been made after clicking Add
or Modify.

Requery to populate interface with all records of underlying table\query

Refresh to update record in focus with new information

Preview to display a report on the subject matter on the screen.

Print, to print a report on the subject matter directly on the printer attached (or the printer set
as default on your workstation).

To add a new record, click Add (or New XXXX)

To modify existing record, move to the record, click Modify)
Click Save to save records (new or modified)

Click Discard to undo changes prior to saving the data.

Where appropriate, information are organised in tab pages labelled appropriately

A combo box is usually available at the header of the interface to locate specific record.

A button labelled Help is usually at the top of the interface to provide guidance to using the specific
module.

5. Interfaces \ forms used for data capture and modification generally have Add, Modify, Save, Discard
and Revert buttons as standard.

6. If the interface is in list form, you can navigate through records using the horizontal and vertical
scrollbars on the form or via navigation buttons at the bottom left hand side of the interface.

7. If the interface displays information of one record on a page, you can navigate through records using
only the navigation buttons at the bottom left hand side of the interface.

15



Works Manager User Manual

3 Works Manager Operational Data

The Operational Data module is used to configure Works Manager with operational data, such as defining
Zones, Departments and Commands. The various interface are obtained from two (2) menus; Location
information and Operational Data menus.

Location Information menu items

Zones

States in Zones
LGAs in States
Locations in LGAs
States

LGAs

Locations

Operational Data menu items

Departments

Commands

Headquarters

Awardees

Contract Stages

Schedule of Payment Templates Names
Schedule of Payment Templates Details
Description of Works

Contract Status

Officers in Charge

Contractors Registration Data (Business Categories, Registration Categories, Registration Status)

3.1 Defining operational data

Only users with Managers/SysAdmin security level have access to view, create and modify
operational data. Operational data information is strategic to proper operation of Works Manager and as such
access to the functions must be controlled.

In each case, select the required menu and Add or Modify information as required.

1.
2.

Select the menu required, then select the menu item indicating the operational data.
To enter new record

a. Click Add

b. Add the details for a new record.

c. Click Save to save the record.
To modify existing record.

a. Navigate to the record of interest

b. Click Modify.
¢. Change the information.
d. Click Save

When you are in Add or Modify mode and you have not made any entry or changes to data, you
can revert to the previous state by clicking Discard (or Revert where appropriate on interfaces
where Revert and Discard buttons are used, e.g. Contractors Details interface). If changes have
been made but not saved, click Discard.

This procedure is valid for all data entry and data modification operations through out Works Manager modules.
Only forms with these buttons enable data entry and modifications.
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The following sections show the interfaces for each of the operational data that are required in Works Manager.
In each case follow the procedure above to add or modify information.

You must start Works Manager and log on with your user name and password. You must also have
the highest security level to add and\or modify operational data information.

3.1.1 Zones

Defines the Zones of the Nigeria Police Force.

e Select Zones from Location Information menu. This displays Figure 3.1.
e Click Add, add a new entry, and then click Save.
¢ To modify existing detail, move to the record, Click Modify.
e Make the changes, then Click Save.
Zones =
. ?ﬁrun Addmis
ai_| vy | foo| o | 4
Bosord: WU 4T 7 b [M] ook a4
Figure 3.1 Interface defining Zones of Nigeria Police Force

3.1.2 States in Zones

Defines States in a Zone

e Select States in Zones from Location Information menu. This displays Figure 3.2.
e Select a Zone
e Click Add, add a new State details for the Zone, and then click Save.
¢ To modify existing detail, move to the record, Click Modify.
e Make the changes, then Click Save.
[swoiozom ]
States in Zones
] |
[ Eiale Hame: 73
o e
I—IZ.\I'.I\\
e | waty | I J =l
mecoed: 1| o [T el T R
Progiow I grnt LI
Posord: MU 3 [M] ok ad
Figure 3.2 Interface defining States in Zones of Nigeria Police Force

3.1.3 LGAs in States
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Defines Local Governments in States

Select LGAs in States from Location Information menu. This displays Figure 3.3.
Select a State

Click Add, add a new LGA details for the state, and then click Save.

To modify existing detail, move to the record, Click Modify.

Make the changes, then Click Save.

Local Governments in States

Local Governments In States
'l state:
Local Gavernment HeadDuarers VehicleCade |~
»[ DEMSA DEMSA DSA,
FUFORE FUFORE FUR
GANYE GANYE GAN
GIRE| GIRE|
GOMBI GOMBI GMB
GLYLK GUTUK GUY
HONG HONG HNG
DA, JeDA )
JIMETA JIMETA
LaMURDE LaMURDE
MADAGALI GULAK MDG
MAIHA MAIHA MaH
MAYO-BELWA, MAYO-BELW/A hWA
acd | podty | | | |
Record: 4 [ 1 |m of 21
Preyiew | Erint | Exit ‘
record: 4| 4| 5 b [pl|re]cF 38

Figure 3.3 Interface defining Local Governments in States

3.1.4 Locations in LGAs

Defines NPF installations, sites, barracks, etc of the NPF in Local Governments.

e Select Locations in LGAs from Location Information menu. This displays Figure 3.4.
e Select a LGA (Local Government
e Click Add, add a new Installation details for the LGA, and then click Save.
e To modify existing detail, move to the record, Click Modify.
e Make the changes, then Click Save.
Locations in Local Governmants
M Lea: ABA NORTH |
» ;DET:‘DS::::EJSEEE BARRACKS ;;DLE\EE BARRACKS |~ | =
‘ AB& NORTH POLICE STATION POLICE STATION j
add | wodty | | | B
Record: 14 ] L] of 2 o
Prexview ‘ Brint ‘ Exit ‘
Record: 4 [ 1 »mlrs|oFom
Figure 3.4 Interface defining NPF Installations in Local Governments
3.1.5 States

Defines the States of Nigeria.

e Select States from Location Information menu. This displays Figure 3.5.
e C(lick Add, add a new state details including the Zone, and then click Save.
e To modify existing detail, move to the record, Click Modify.
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e Make the changes, then Click Save.

This is the same as defining State in Zones discussed in an earlier section.

Stales in Zones —_I
| State Mome: Zone Cochat County |
Mo ZONE 3 I | zl

Cinatrs
M Toums
Maor Ethric Graugss
Stnte Vehicke Code

Adamawa Zone 3 =] ]
Conster,
Mg Tewms
s Eih Groups

| Stobe Vebicks Code

Akwa lbom Zone & ] =1
Cinatien
g Toune
Misfex i Gircagss
Slatn Vetuche Cixle

Anambia FTINE 3 | ]
Cisation
Mgt Towms
Mhinr Ethe: Gireupe

e | oy | El BEa EXR
Bocord: W4 f[ 1 kUM e]of 3 |

Figure 3.5 Interface defining States in Nigeria

3.1.6 LGAs

Defines Local Governments

Select LGAs from Location Information menu. This displays Figure 3.6.
Click Add, add a new LGA details including the State, and then click Save.
To modify existing detail, move to the record, Click Modify.

Make the changes, then Click Save.

This is the same as defining LGAs in States, discussed in an earlier section.

List rdes alf
Local Governments © Oidu By Stabn ©~ Oypdes Alphabetic oy _l
| Loy State: Heauaten Wehicle Code
b o= 2
T Pl = |17 A
B Bome = | [MALUMFATORT
AGAI ARA CANCIL FET = [T 0
AEAK by [ = || AHSK ABE
EAFALNT Fhorwt o WL
|~ | FetoruiAnaRT Ogan = | AROMOIE M
ABEOKUTASDUTH Ogun = || AKE AAE
] Ciors Fover P (L TG0
AEH MBAISE o = || ABOH AHE
|| FEUAIAL Tovert o ) )
| || LA MNP AR COURCIL T = | Al FaC
B EET Tog - | DGAMIRANA. [
00 o o ]
ADO iy = [LADDEKITI ADKE
260 60 707k T 0 1) 116
|| & T = | J0BELE L
AFIEPLIRORTH Eborgt = | AFEFT AL
AFIFPOS00T E ~ | [FGIEUEn0E i)
ALAE Mg = | ALadlE Al
TEETD o B )
Bocord: WY J[ 1 BIM[Fe]of 78 |
Figure 3.6 Interface defining Local Governments

3.1.7 Locations\Installations

Defines Locations, Installations and Sites of NPF

Select Locations from Location Information menu. This displays Figure 3.7.
Click Add, add a new installation details including the LGAs, and then click Save.
To modify existing detail, move to the record, Click Modify.

Make the changes, then Click Save.

This is the same as defining Locations\Installations in LGAs, discussed in an earlier section.
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Locationsiinstallations ﬂ
Locations\ Type: Local G
3 Mot Speciied _~ || Mot Specifiied |
10H3 Mot Specified j Mot Specified _vj
12HQ Hat Specified _~ || Mot Speciied -]
| 8Nos: DIGS' at 85, Gana Shieet Maitams and TNo. DI Mot Speclied _ || Mot Specified |
&' Division, Akure Mot Speciied _~ | Mot Specified -]
Abakaliki Mot Specified j Mot Specified _vj
Abeokuta Hat Specified _~ || Mot Speciied -]
Abonima Nt Specified - || Mot Speciisd |
Bbudu Mot Speciied _~ | Mot Specified -]
Abuja Not Speciied || Not Specified. -
AC qits Hat Specified _~ || Mot Speciied -]
Achida Nt Specified - || Mot Speciisd |
Adda Mot Speciied _~ | Mot Specified -]
Ado-Ekiti Mot Specified j Mot Specified _vj
e | ooy | | | e o
Record: 4] [T 1 » |wi[r ] of 232
Figure 3.7 Interface defining NPF Installations

3.1.8 Departments

Defines the Departments in NPF.

Select Departments from Operational data menu. This displays Figure 3.8.
Click Add, add a new Department details, and then click Save.

To modify existing detail, move to the record, Click Modify.

Make the changes, then Click Save.

Names of Departments

Departments =
Code: Departments:
» | (&Il Mot S pecified
| W "WORKS DEFARTMENT
Add ‘ Modify ‘ | Exit | —
pecord: 14 [T 1k [M|efz il
Figure 3.8 Interface defining Departments in NPF

3.1.9 Commands

Defines the Commands in NPF.

Select Commands from Operational data menu. This displays Figure 3.9.
Click Add, add a new Command details, and then click Save.

To modify existing detail, move to the record, Click Modify.

Make the changes, then Click Save.
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Police Commands ﬂ
Code: Command: State:
3L Mot Specified HOT SPECIFIED |
Address:
1 10HD Sokoto =]
Address:
2 11HD Dsun |
Address:
3 ERE] b ]
Address:
1 bia Abia ]
Address:
Add ‘ Mindify J | | Exit | J
Record: 4 L 0

Figure 3.9

3.1.10 Headquarters

Defines the Headquarters in NPF.

Make the changes, then Click Save.

HOs

Headquarters
Code: HO Mame:

Interface defining Commands in NPF

Select HQs from Operational data menu. This displays Figure 3.10.
Click Add, add a new Headquarters details, and then click Save.
To modify existing detail, move to the record, Click Modify.

» FHOJ FEDER&L HEAD QUARTERS

| NIL Not Specified

Add ‘Mnd\ny | | Exit |

Record: 4 P TN I

Figure 3.10

3.1.11 Awardees

Interface defining HQs in NPF

Defines the Contract Awardees, which are NPF, Ministry and FEC (Federal Executive Council).

Make the changes, then Click Save.

Select Awardees from Operational data menu. This displays Figure 3.11.
Click Add, add a new Awardee details, and then click Save.
To modify existing detail, move to the record, Click Modify.
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Awardees

Contract Awardess

Aiwaidee
»

FAG

MINISTERIAL

N

Add ‘Mnd\ny | | Exit | —

Record: 4 T L il

Figure 3.11 Interface defining Contracts Awardees

3.1.12 Contract Stages

Defines the Contract Stages.

Select Contract Stage from Operational data menu. This displays Figure 3.12.
Click Add, add a new Contract Stage details, and then click Save.

To modify existing detail, move to the record, Click Modify.

Make the changes, then Click Save.

Contract Stages Definitions 3‘

| Command:
3 H
ITEM O
ITEM 014
ITEM 02
ITEM 024
ITEM 028
ITEM 03
ITEM 034

ITEM 038
TITEM 04
ITEM D42
ITEM 048
ITEM 05
TITEM D54
ITEM 058
ITEM DB
ITEM DB
TITEM 0BB
ITEM 07

Add ‘ Modify J | | Exit ‘
Record: M| [ 1 » [M[ri]of 148
Figure 3.12 Interface defining Contracts Stages as Items of Schedule of Payment

|

3.1.13 Schedule of Payment Templates Names

Defines the Schedule of Payment Templates Names.

Select Schedule of Payment Templates Names from Operational data menu. This displays Figure 3.13.
Click Add, add a new Schedule of Payment Templates Names, and then click Save.

To modify existing detail, move to the record, Click Modify.

Make the changes, then Click Save.
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Schedule of Payment Templates Name

Schedule of Payment Template Names Temp\a‘tes }‘
Details

Template Name:

olalw|[o|a|alw|n]=|=8

» No Template

7-Rank & File NAP

7-Rank & File AP

4 Man rank And File Raft NAP

4 Man rank And File Strip NAP
4 Man rank And File Raft AP

4 Man Rank And File Strip AP
Mech Works and Fuel Dump NAP
Mech Works and Fuel Dump AP
Police Station - Raft NAP
Police Station - Strip NAP
Police Station - Raft AP

12 Police Station - Strip AP

=

Add ‘ Modify ‘ ‘ | Exit j

record: M| <[ 1 ¥ [M|rk]of 21
Figure 3.13 Creating and modifying Schedules of Payment templates

3.1.14 Schedule of Payment Templates Details

Defines the Schedule of Payment for Schedule of Payments Templates.

e Select Schedule of Payment Templates Details from Operational data menu. This displays Figure 3.14.
Select a Schedule of Payment Template

Click Add, add an ITEM, Description and Rate in % for the templates, and then click Save.
Note: Description (of Works) is automatically added to the combo box list when Description of the ITEM is
entered, if the Description is not already on the list.

Repeat above procedure for all items for the template

To modify existing detail, move to the record, Click Modify.

Make the changes, then Click Save.

If an ITEM needs to be deleted, move to the ITEM, select the record, the click Delete.

Schedule of Payment Templates (Details)

Schedule of Payment Templates (Dedails)

' SoP Template: 4 Man rank And File Raft NAP] |
| ConbactStage  Description %Rate :I
p[mEMOL j Preliminaries j 500
[ [lmrem oz j Tokal cost of works up to DPC levelinduding ~ | 20.00
al

necessary excavations, Foundation Filings
around

[ [memos _~|[Tokal cost of works Fram DPC level to | oo
underneath the
roof including all necessary RC columns,RC

linkel beams,

ITEM 04 j ISTC?.LW of roof construction covering and j 10.00

add | wodiy | | | oetee | =

Record: 14 [ L] of 13

Exit
Record: 14| 4 4 b [ ef 2

Figure 3.14 Creating and modifying Schedules of Payment template details (For contracts
with No Advance Payment requested)

23



Works Manager User Manual

Schedule of Payment Templates (Details)

Schedule of Payment Templates (Details)

» =
SOP Template: 4 Man rank And File Raft AP] |
4
| ConbactStage  Diescrption ZRate
p[EMOL j Advance Payment j 25.00
[ [rremoz j Total cost of works up ta DPC level incuding || 10.00
all

necessary excavations, foundation, filings
around

[ [[rmemos ~ |[Total cost of works From DPC level to -[ s.00
J underneath the J

roof including all necessary RC calumns,RC

linkel beams,

N RE j Tokal cost of roof construction, covering j 10.00
and ceiling

add | modfy | [ | oelete | -

Record: 14 PR L1 of 13

Exit
Record: 14| 4 & b M |rr]of 21

Figure 3.15 Creating Schedules of Payment template details (For contracts with Advance
Payment requested)

3.1.15 Description of Works

Defines the Description of Works for ITEMS in Schedules of Payment.

Select Description of Works from Operational data menu. This displays Figure 3.16.
Click Add, add a new Description of Works, and then click Save.

To modify existing detail, move to the record, Click Modify.

Make the changes, then Click Save.

Note: Description of Works are automatically added when details of an ITEM is added in Schedule
of Payment Templates Details in the previous section.

Descriptions Of Work For Schedules of Payment }‘

Descriptions

»

FRioofing (4 MR%F Blk 1)

Dremalition work

10 HIGH TENSION (H.T) COMCRETE
POLE PLANTED AND DRESSED WITH
WL FITTINGS

10HIGH TEMSION (H.T) CONCRETE
FOLE FLANTED AND DRESSED WITH
2KV EITTINGS 1SN AR STEEL PRASS -
10 HIGH TENSION (H.T) CONCRETE
POLE FLANTED AND DRESSED WITH

2N FITTINGS 1S0LAR STEEL CRASS -

10 HIGH TENSION (H.T) STAYS
ERECTED ONH. T COMCRETE POLES
LA TH STaY WiRE ANDINGLITATOR

100MM2 AAC COMDUCTOR

2| wodiy | | | =i |
Record: 14 [ 1 v |M]rt]of 1057
Figure 3.16 Interface defining Description of Works used in Schedule of Payments

|

3.1.16 Contract Status

Defines the Contract Status.

Select Contract Status from Operational data menu. This displays Figure 3.17.
Click Add, add a new Contract Status, and then click Save.

To modify existing detail, move to the record, Click Modify.

Make the changes, then Click Save.
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Contract Status Definitions

Contract Status Definitions
 Status Is it Completed

)| r

Cormpletsd Cd

T Plarring Stse ~

Tn Progress u

Suspended I

“withdrawn I
aod | wodiy | | | =i | |
Record: 14 S il

Figure 3.17 Interface defining Contract Status

3.1.17 Officers in Charge

Defines the Officers in Charge of supervising contracts.

Select Officers in Charge from Operational data menu. This displays Figure 3.18.
Click Add, add a new Officer in Charge, and then click Save.

To modify existing detail, move to the record, Click Modify.

Make the changes, then Click Save.

Officers In Charge of Contracts (i.e. Coordinators of Contracts)

Officers In Charge =

Officer In Chaige:

~|

EAYODE
3

OBE

OKE
OLADIPUPD
avE
OYEMIYI

Add | [viod ify | ‘ | Exit ‘ —
Record: M| < [T 1 v [M[riofs
Figure 3.18 Creating Details of Officers Supervising Contracts

3.1.18 Contractors Registration Definition Data

Defines the Contractors Registration Data.

e Select Contractors Registration Data from Operational data menu..

e Select Business Categories (Figure 3.19) OR Registration Categories (Figure 3.20) OR Registration
Status (Figure 3.21)

e Click Add, add a new detail, and then click Save.

e To modify existing detail, move to the record, Click Modify.

e Make the changes, then Click Save.
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Business Areas of Registration

~ BusinessAreas B

Record: 14| < [T 1 _» |[m[ri]of 3
Figure 3.19 Interface defining Business Areas of Contractors

Registration Categories

]
UP TO 1000000
UP TO 10000000

Record: M| [ 1 [mri|of 3 I
Figure 3.20 Interface defining Contractors Registration Categories

Registration Status Definitions

Record: 1] <[ 1 p [M]ri|of 4
Figure 3.21 Interface defining Contractors Registration Status
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4 Works Manager Workflow, Rules and Conventions

To use Works Manager for any useful work you should have done the following:

Installed Works Manager on your computer and connected appropriately to the data source.
Created all user accounts that will use Works Manager and define profiles and privileges for each.
Configure Works Manager with operational data.

In this section we will discuss the workflow, rules and conventions designed into Works Manager

4.1 Start Works Manager

1. Select Works Manager on the Start-Program bar, then select Works Manager item OR Double-
click on Works Manager icon on the desktop.

2. On the resulting interface shown in Figure 4.1, click Launch Works Manager. You will be
prompted for your username and password.

Works Manager E|E|@

Works Manager Menu

Launch Works Manager Exit ‘

Figure 4.1 Works Manager Program Launcher

3. Enter your user name and password (if you have defined one for your user name)
a. If this is the first time, enter user name as mainuser with no password.
4. Click OK. The program will start displaying the Contracts List Interface (see Figure 2.2)

4.2 Works Manager Workflow

The general procedure for managing information with Works Manager involves creating data for the following
entities in the order given below.

WRNOURAWNE

These

Specify the working year of operation

Set Vat and Withholding tax rates to appropriate values (5% and 10%, respectively)
Create Projects

Create Contracts of Projects

Create Contractors Registration Details

Create information on Bids for Contracts

Award the Contracts; assign Contractors to each Contract

Create and Issue Award Letters

Create and Issue Due Process Certificates of Award

. Create Schedule of Payments

. Create and Issue Interim Certificates

. Create and Issue Due Process Certificates of Payment

. Generate Request for Payments based on Due process Certificates for Payment
. Create and Issue Payment Vouchers

. Return to Step 11 until contract work is completed.

steps must be followed in the order given. The process together with the rules and

conventions built into the design of Work Manager (discussed in the next section), combine to
ensure integrity of documentation generated by Works Manager.

27



Works Manager User Manual
4.3 Rules and Conventions for Contract Information processing in Works Manager

The steps in the previous section, enumerating the workflow modelled in Works Manager, must be followed
strictly with no room for jumping a step.

For example, a Due Process Certificate of Award and a Contract Award Letter can only be created for a contract
only if the Contract Details exist.

Similarly a Payment Voucher can only be created with an existing equivalent Due Process Certificate Of
Payment, which in turn requires an existing equivalent Interim Certificate that requires relevant items created in
an existing Schedule of Payment of the contract. The Contract Details must exist (including the Contract Value)
for a schedule of payment to be created for the contract.

Other rules and conventions incorporated in Work Manager are as follows.

1.

2.
3

10.

11.

Each Contract detail must have a Contract Value, a Contract Name and a Contractor awarded the
contract

Each contract has one Letter of Award only.

Each Contract has only one Due Process Certificate (DPC) of Award

Each contract must have a Schedule of Payment (SOP) containing a breakdown of the work to be done
into ITEMS of work. Each ITEM is assigned a rate (in %) of the total contract value. The sum of all the
rates for each item must not exceed 100%.

An Interim Certificates (IC) must contain one or more items of the Schedule of Payment that have been
completed on the contract. The IC forms the basis for initiating processing for payment for the
completed aspects of the contract. Several sets (numbers) of Interim certificates are issued on a
contract throughout the duration of the contract.

A Due Process Certificate for Payment must have a corresponding Interim Certificate of the same
number. Therefore, to issue a Due Process Certificate for Payment No 1, a corresponding IC No 1 must
have been issued. By extension, several sets (numbers) of Due Process Certificates for Payment are
issued on a contract throughout the duration of the contract.

A Payment Voucher must have a corresponding Due Process Certificate for Payment of the same
number. Therefore, to issue a Payment Voucher No 1, a corresponding Due Process Certificate for
Payment No 1 must have been issued. By extension, several sets (numbers) of Payment Vouchers are
issued on a contract throughout the duration of the contract. The same rule applies for Payment
Vouchers for VAT and TAX.

Details of a contractor cannot be deleted. The Registration status of a contractor can be assigned as
BlackListed in which case the contractor will not be available for contract awards.

Contract Details cannot be deleted once it has been entered. The Contract Status can be set
appropriately to indicate the status of the contract.

Award Letters, Due Process Certificates, Interim Certificates and Payment Vouchers cannot be deleted
or modified if they have been Issued. They can only be deleted (or modified) if they are set as Re-
opened, a function that can only be done by users with the highest security level (Managers).

Award Letters, Due Process Certificates, Interim Certificates and Payment Vouchers details are
snapshots of information. Information on them is retained even if the source of information is modified.
For example, changing the contract value on the contract details does not propagate through the
contract’'s Award Letters, Due Process Certificates, Interim Certificates and Payment Vouchers. You
must delete and then re-create each of them information to reflect the changes. This restriction is a
precaution that ensures integrity of the documents, as they are financial instruments used for payment
processing to contractors.

Let us assume that the contract value, contract name and contractor of a particular contract has been
modified. This dictates the changes must be reflected in the Award Letter, Schedule of Payment, Due
Process Certificates, Interim Certificates and Payment Vouchers for that contract which requires that you
delete all these documents starting from the PV (the last in the chain) and recreate them again starting with
the Schedule of Payment. In general the following rule must be followed to modify details of the documents
generated in Works Manager.
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1. To ensure details of a PV reflect changes in a Due Process Certificate of Payment.
a. Set the PV as Re-Opened,
b. Delete the PV
C. Recreated the PV

2. To ensure details of a Due Process Certificate of Payment reflect changes in the Interim Certificate
a. Set the DPC as Re-Opened,
b. Delete the DPC
C. Recreated the DPC

3. To ensure details of an Interim Certificate reflect changes in the Schedule of Payment
a. Set the IC as Re-Opened,
b. Delete the details on the IC
C. Recreated the details on the IC

4. To ensure details of the Schedule of Payment reflect changes in the Contract Value
a. Delete all entries in the SOP,
b. Recreate the SOP items

Depending on the situation at hand you begin the process at an appropriate point in the chain. Furthermore you

must have the highest security level to perform these functions, thus ensuring integrity of documents and
information managed in the databank.
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5 Contracts Information Processing Using Works Manager

In the section we learn how to use Works Manager to generate information for contracts that you will supervise.
We will use Works Manager to create the following documents for each contract.

Contractors Registration Details,
Contracts Details,

Schedules Of Payments,

Interim Certificates,

Due Process Certificates and
Payment Vouchers

Before we proceed, however, we will discuss about information that should be defined to ensure consistency in
the generating the documents detailed above. These pre-requisites include specifying the Working Year, VAT
and Tax Rates for voucher processing and Signatories to Due Process certificates, Award Letter and Payment
Vouchers.

5.1 Pre-requisites to Contracts Information processing
5.1.1 The Working Year

The Working Year is the year for which you are processing contracts information. This is in keeping with
normal practice of collating information and supervising contracts on a yearly basis. Works Manager requires
that the Working Year be defined.

Select Specify Working Year from the Project Monitoring menu. This displays Figure 5.1.
Enter the year to process in the text box labelled Year.

Click Set.

Click Exit to remove the interface.

=

The Working Year will be set to the specified year and subsequent processing of information will
be stamped with this year.

Note that the specified year will be saved and retained as a default (on your own workstation) for
subsequent operations with Works Manager, until you change it.

B Specify Year of Operation @

Year:

Set | Exit |

Figure 5.1 Interface to Specify Year of Operation

5.1.2 Tax Rates: VAT and Withholding Tax

Defines VAT and Withholding Tax Rates for payment voucher processing and collating remittances to tax offices.

Select VAT Rate from the Project Monitoring menu. This displays Figure 5.2.

Enter the VAT rate in % in the text box VAT Rate.

Click Apply button.

Click Exit.

The VAT rate will be set to the value specified and used for any VAT calculation in Works Manager, such
as when Payment Vouchers are created.

R NS
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Vhwn =

5.1.3

Specify VAT Rate

WAT Rate 2
WAT Rate:

Figure 5.2 Interface to Specify VAT Rate

Select Withholding Tax Rate from the Project Monitoring menu. This displays Figure 5.3.

Enter the Withholding Tax Rate in % in the text box Withholding Tax Rate.

Click Apply button.

Click Exit.

The Withholding Tax Rate will be set to the value specified and used for any Withholding Tax calculation
in Works Manager, such as when Payment Vouchers are created.

Specify Witholding Tax Rate

‘withaolding Tax Rate %
“witholding Ta= Rate:

Figure 5.3 Interface to Specify Withholding Tax Rate

Signatories to Due Process Certificates - NPF

Defines Signatories to Due Process certificates issued by NPF.

1.

uhwnN

5.1.4

Select Signatories to Due Process certificates of NPF from Signatories sub menu on the Project
Monitoring menu. This displays Figure 5.4.

Enter the designations and names for each signatory (5 in total) as it would appear on the certificate.
Click Save.

Click Exit.

When the certificate is printed, the designations and names will appear in appropriate positions.

Signatories To Due Process Certificates (NPF)

Signatories l

[m | |OGBONNA O ONOWD, DG (D)

|Member | |.J. B. AWELEWA, DCP (DASF)

|Member | |.J. ©. OBANIYI, CP (BUDGET)

|
|
|Member | | YEKINI JIMCH, DIG (DRS) |
|
|

|ElMPILI Representative, || |Engr.J . CHUKL

o | e |

Figure 5.4 Interface to define Signatories to Due Process Certificates for contracts awarded
by NPF

Signatories to Due Process Certificates — Ministry

Defines Signatories to Due Process certificates issued by Ministry.

1.

kN

Select Signatories to Due Process certificates of Ministry from Signatories sub menu on the
Project Monitoring menu. This displays Figure 5.5.

Enter the designations and names for each signatory (5 in total) as it would appear on the certificate.
Click Save.

Click Exit.

When the certificate is printed, the designations and names will appear in appropriate positions.
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Signatories To Due Process Certificates (Ministry)

Signatories I

M | |GARUEIA BUVYAL mni { Perm. Sec.)

|Member | |MUHAMMAD MUSTAFHA SAMBG (DRRS)
|Member | |MRS.A.O FITAN, (DF&ES)

|
|
|Member | |Engr.Muhammad T. Ahmed, mni (0A) |
|
|

|BMPIU Representative, r| |Engr J. 0. CHUKAL

oo | e |

Figure 5.5 Interface to define Signatories to Due Process Certificates for contracts awarded
by Ministry

5.1.5 Signatories to Contract Award Letters - NPF

Defines Signatories to Contract Award Letters issued by NPF.

1. Select Signatories to Contract Award Letters (NPF) from Signatories sub menu on the Project
Monitoring menu. This displays Figure 5.6.

2. Enter the Signatory, Designation and For as it would appear on the letter.
3. Click Save.

4. Click Exit.

5.

When the award letter is printed, the designation and name will appear in appropriate positions.

Signatories To Contract Award Letters from FHQ

Signatories ]
Signatory [ 1. HADEN (CF)
|Desiunation | ‘Commissioner of Police (Wiorks) |
|For | ‘For: Inspector-General of Police 'C' |
o ] o
Figure 5.6 Interface to define Signatories to Contract Award Letter for contracts awarded

by NPF
5.1.6 Signatories to Contract Award Letters — Ministry

Defines Signatories to Contract Award Letters issued by Ministry.

1. Select Signatories to Contract Award Letters (Ministry) from Signatories sub menu on the
Project Monitoring menu. This displays Figure 5.7.

2. Enter the Signatory, Designation and For as it would appear on the letter.
3. Click Save.

4. Click Exit.

5.

When the award letter is printed, the designation and name will appear in appropriate positions.
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Signatories To Contract Award Letters from Ministry

Signatories l
Signatory mssan Saleh)
|Designa‘tion | ‘Direc‘tor FRS |
|For | ‘Fnr: Honourable Minister |
o | b |
Figure 5.7 Interface to define Signatories to Contract Award Letter for contracts awarded

by Ministry
5.1.7 Signatories to Forward Letters

Defines Signatories to Forward Letters.

1. Select Signatories to Forward Letters from Signatories sub menu on the Project Monitoring menu.
This displays Figure 5.8.

Enter the Signatory, Designation and For as it would appear on the letter.

Click Save.

Click Exit.

When the award letter is printed, the designation and name will appear in appropriate positions.

Signatories To Forward Letters

Signatories l

Signatory 0. Samba (AIG], NP, mni )

|Designation | |ASSiSIarrt Inspector-General of Police (WORKS) |

kRN

|For | |F0r: Deputy Inspector-General of Palice ' |

| oo | o |

Figure 5.8 Interface to define Signatories to Contract Forward Letter

5.1.8 Signatories to Payment Vouchers

Defines Signatories to Payment Vouchers.

1. Select Signatories to Payment Vouchers from Signatories sub menu on the Project Monitoring
menu. This displays Figure 5.9.

2. Enter the Name, Rank\Designation, Description and Works Officer, as it would appear on the

voucher. The Works Officer name will appear on the back of the voucher.

Click Save.

Click Exit.

When the Payment voucher is printed, the designation and name will appear in appropriate positions.

iAW
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Signatories To Payment Youchers

Signatories l
Hame ‘I |
Rank'Designation ‘ |
Description ‘Signaiure of Officer Controlling Expenditure |
Works Officer ‘R. E. OBE (SF) |
oo | g |
Figure 5.9 Interface to define Signatories Payment Vouchers

5.1.9 VAT Office

Defines the Name and Address of the VAT Office to which to remit VAT deductions from Contractors

1. Select VAT Office Location from Signatories sub menu on the Project Monitoring menu. This
displays Figure 5.10.

Enter the VAT Office and Address, as it would appear on the VAT Payment voucher.

Click Save.

Click Exit.

When the Payment Voucher is printed, the VAT Office Name and Address will appear in appropriate
positions.

YAT Office Locations

VAT Office Location |

VAT Office W |

Address FIRS Abujz

kN

| oo | o |

Figure 5.10 Interface to define VAT Office location and address

5.1.10 Tax Office

Defines the Name and Address of the Tax Office to which to remit Withholding Tax deductions from Contractors

1. Select TAX Office Location from Signatories sub menu on the Project Monitoring menu. This
displays Figure 5.11.

2. Enter the TAX Office and Address, as it would appear on the Withholding Payment voucher.
3. Click Save.

4. Click Exit.

5.

When the Payment Voucher is printed, the TAX Office Name and Address will appear in appropriate
positions on the report.
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TAX Office Locations

Tax Office Location l
TAX Office m |

Address FIF:S ABLLIA

oo | e |

Figure 5.11 Interface to define Tax Office location and address

5.1.11 Programmes (Sub Heads)

Defines the sub-heads and the budget allocations under which projects and contracts will be charged.

9

PNOU AW

Select Programmes (Sub Heads) from the Project Monitoring menu. This displays Figure 5.12.
To add a new Programme (Sub-Head), click Add.

Enter the Programme Name and Amount Budgeted

Click Save.

Repeat steps 2-4 to enter other programmes.

To modify details of an existing Programme, navigate and select the record of the programme.
Click Modify.

Change details under Programmes Name and Amount Budgeted text boxes as required.

Click Save.

10. Repeat steps 6-9 to modify other records.
11. Click Exit to remove the interface from the screen.

Programmes (Sub Heads)

Programmes (Sub Heads) =
Year 2005

- Programme: Name: Amount Budgeted:
3 4.312,000_000.00
BARRACKS DEVELOPMENT 5.096.000.000.00
STATE HQ DEVELOPMENT 431,200.000.00
CONSULTANCY 0.00
SUPPLIES 0.00
MEDICAL 5.000,000.00
PURCHASE OF YEHICLES 0.00
FEDERAL EXECUTIVE COUNCIL 0.00
TRANSPORT 0.00
COMMUNICATION 0.00
TRAINING 0.00
RESEARCH AND STATISTICS 0.00
COMPUTER 160,000, 00000

Add Modify ‘ ‘ Exit: | =

record: 14| [T 1 e [»i]rh] of 13 (Fitersd) i

Figure 5.12 Interface to define Programmes and Subheads for Contracts\Projects

Management

5.1.12 Projects of Programmes

Defines the projects to be carried out under the various programmes\subheads for a particular year. Each
project will subsequently be divided into contracts. This facility in will be implemented in the next
upgrade of Works Manager, which will be designed to incorporate modules managing information

on all installations and sites of NPF in Nigeria.
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B Projects Under, Programme ._‘ E‘Pg‘
Programme Subdivisions inte Projects
Year 2005
» Programme BARRACKS DEVELOPMENT |
Project
| 4| Location -]
LGA Mat Specified |
~| State |
Value Zone = |
| Add | Revert | | | Refresh
Record: 14 1 4] of 1
Preview | Print | Exit |
Rerord: 14 T b | e of 13 (Filtered)

Figure 5.13 Interface to create Projects charged to Programmes\Subheads
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5.2 Creating Contractors Registration Details

5.2.1
1.

2.
3.
4

7.

Entering Contractors Details

Select Contractors Registration from Project Monitoring menu. This displays Figure 5.14.
Click Add.
Enter the Reference Number assigned to the contractor and the Company Name
On the Statutory Information tab enter details in the appropriate text boxes including
CAC Registration No
Type of company
Date Registered
Country of Registration
Business Sector
Registered Address
Primary Areas of Business
Operational Status
Enter the Contractors Registration Details at your company:
a. Category of registration,
b. Business Area Registered for,
C. Registration fee paid,
d. Currency of Payment,
e. Registration Status
Select the Position and Our Evaluation tab (Figure 5.15) and enter details including
a. Authorised Chare Capital
b. Units of shares
c. Borrowing Powers
d. Your Evaluation
When you have finished, click Save.

Semp oo oo

Note that you do not have to enter information in all the text boxes to complete a record and
save it. The minimum pieces of information required are the Reference Number assigned to the
contractor and the Company Name.

8.

10.

A wider scope of information can be captured for each contractor if you require a comprehensive
databank on contractors. Example of such information are Ownership Details, Principal Officers,
Previous Contracts, Bankers, Operational Assets, Subsidiaries, Ratings, Head Office
Locations, Branches and Divisions, Properties and Bonds, Suppliers and Creditors and
Distributorships. Each can be accessed via appropriately labelled button on the left hand side of the
interface in Figure 5.14.

a. Click the button indicating the information

b. Click Add on the interface displayed, enter the information and then click Save

c. To modify existing details, click modify, change information, and then click Save.

To display a list of contract awarded to date to an existing contractor, click the Contracts Awarded
tab for the contractor in focus (Figure 5.16).

You can attach electronic documents relating to the contractor such as letters, scanned documents and
photographs of company and principal officers etc.

a. Click Documentation and Links tab (Figure 5.17)

b. Click Add

C. Enter details of information to link

d. Click button Click To Link Document; Navigate on your computer system and select the object

to be linked.
e. Click Save.
f. Repeat for other documents to be linked.
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11. Locating a Contractor

a.

Click Locate. The interface is cleared and buttons disabled and a combo box labelled “Enter

Company Name To Locate” is displayed (See Figure 5.18).

b.
C.
displayed.

Select the arrow on the combo box to display a list of all contractors in your databank.
From this list, select the Contractor required. The details of the selected contractor will be

B3| Contractors\Consultants Repistration Details E@E\

Contractors Registration Details

Locate

| refresh | requery |

»

Statutory
Information B

Ta cisplay other
nfarmation, Click
approprate button

Contact Info K

CQur Reference
NPF37

Ouwnership Details C

Companyhisme

S. A. TOLAHI NIG.

. ENTERPRISES

Statutory Information IPosilion & Our Evaluation I Documentaton & Links | Contracts Awarded I

Type
NotDefined

Registration No (CAC,

j NPF43741

Principal Officers £

Operations Details

Bankers ¥

Head Office

Presious Contracks L

Operational Assets Q

Subsidiaties
Ratings W

Eranches/Divisions 1

tor

RegisteredAddress

95, Gadonasko Road,
Kubwa - Abuja

Primary Areas of Business

et |Date Registered Country Registered

Date Opn Commences|
State
NOT SPECIFIED

City
-l

AreaofCity

Operational Status

=

NotDefined

Supplisrs/Creditors P

Properties And Bonds

Distributorships U

Category of Registration

-

Business Area Registered For

Reg. Fee Paid| |Currency
0.00 =

Payment Instrument| Registration Status

j Not Specified

=

Add

Modify ‘

Rerord: 4 T b | Mk of 401

| Delete |

Preview| Print ‘ Exit

Figure 5.14

Contractors Registration interface. For Creating and modifying contractors

details

5| Contractors\Consultants Registration Details

Locate

Contractors Registration Details Refresh | Requery |

Statutory Cur Reference
Information B Frevrem
To digpiay ofher
iormation, Cick
aporopriate button
Contact Infa K
Ownership Details C
Principal Officers £

Previous Contracks L h

AuthorisedShareCaj Units of Shares

Share Capital At Inc|Increase in Share Cé

Companyhame
MESSRS S. A. TOLAHI MIG. ENTERPRISES

0 0.00
Paid Up Capital
0 0

Cperations Details
Cperational Assets Q
Subsidiaries
Bankers ¥
Ratings W
Head Office
Branches|Divisions 1

Properties And Bonds Remarks:
Suppliers/Creditars B

Distributorships U

asl y

Borrowing Powers

Othery, Total Mo Shares
o o

CompanyExternalAuditors

Annual Returns

Our Evaluation:

Statutory Information  Position & Our Evaluation | Documentaton & Links | Contracts Awarded |

Amount Per Share Currency

-l

Shares Category

=l

Add Modify

| scee |t |

Preview | Print ‘

Exit

Record: 14 T M|

| of 491

Figure 5.15

Contractors Registration

interface. For

Evaluation of company
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Contractors\Consultants Registration Detai

Contractors Registration Details | Requery |
»
g Our Reterence Companyhiame
Information B | yprazas MESSRS S. A. TOLAHI HIG. ENTERPRISES
To digplay other
information, Click Statutory Information | Position & Our Evaluation | Documentaton & Links Contraets Awarded
appropriate buiton
Contact Info K Contracts Awarded By NPF:
Cwinership Details Coordinator Zone Conlracts
B —— | Obe ‘Not Specified j Construction of 2Mo. Abuja Type |l Police Station at A
Principal Officers £ Kaltin and Pindaga in Gombe State.
Prewious Contracks L M
| Value 19,852,942.26
Operations Details
Operational Assets O
Subsidiaries
Bankers ¥
Ratings W
Head Office
Branches/Divisions 1
Properties And Bonds
Suppliers/Creditars £ Total Value of Contracts 19,852,942.26
Distributorships LI
Record: 14 1 2] of 1
| ‘ ‘ | Delete | Preview | Print ‘ ‘
B Contractors\Consultants Registrai @ﬁ
Contractors Registration Details | | Requery |
3
Statutory Our Reference Companyhizme
frsoration Bl NPFASTAT MESSRS 5. A. TOLANI HIG. EHTERPRISES
To display other
Sformabion, Chok Statutory Information | Position & Our Evaluation Documentaton & Links | Contracts Awarded
aporaprate button .
Conkact Info K Registration Documents:
e Registration Document Supplied Reference No Linik Remarks
Principal Officers £ » j «E"clf Ta
_— ini
Presious Contracks L Document Verified ? Document

Cperations Details
Operational Assets O
Subsidiaries
Bankers ¥
Ratings W
Head Office.
Branches|Divisions ]
Properties And Bonds
Suppliers/Creditors P

Distributorships U Revert |

| ‘ ‘ | Delete | Preview | Print ‘ ‘

Figure 5.17 Contractors information interface. Linking electronic information to contractor’s
details.
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Contractors\Consultants Registration Detai

E5

Contractors Registration Details Revert | \ Requery \
3

Enter company name to locate:

I |
g;,,f;gﬁ;yn"?;; WESSAS G A TOLANINIG ENTERPAISES |NPRWO7TET A
aporepeiate bukton Messis 15t Prudence Contracting NPF11

essrs & Raimi & Sons Ltd NPFW1102

Messrs & Tolani Nig. Ltd NPFL1023

Messrs & H. &, Invest Ltd MPFW1103

Messrs A, Faimi & Son Limited NPFy1104

Messis A4 Maihula & Sons Nig. Ltd. NPFA1105

Messis A K. Resources Mig. Ltd NPFAT106

Messis A M.D Nig. Lid NPF41543

Messrs A.M.0D. Nig. Ltd. NPFAIT07

Megsrs Aafat International Ltd MPFY1108

Messrs &bay Canstruction NPFY1109

Messis Abdul Entrs Nig NPFY1110

Messrs Abdulaziz Civil & Tech Engr. NPFY1111

Messrs Abladaz Mig Enterprises NPF41112

Messrs Abladaz Migeria Enterprises NPFYIEG1

Messrs ADAMS TECHNICAL SERVICES LIMITED NPF3E23

Messrs &ddford Constr. Co. Mig. Ltd, NPFY1507

Messis Adshsad Nig Ltd NPF41114

Messis Adebsad Nig Lkd NPFLI614 ~

| ‘ | Preview | Print ‘ Exit ‘
Record: 14 T b | #1]e ] of as1

Figure 5.18 Contractors information interface. Locating a specific contractor’'s in the
databank
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5.3 The Contracts List

1. Start Works Manager.

2. On successful log on the interface showing the list of contracts for the processing year (see below).

3. If you are already running Works Manager, select Contracts List from

the Project Monitoring menu.

Note that the list displays contracts for the specified working Year as in (Figure 5.19) The year is always
set as part of the search criteria since Works Manager processes information for a specific year.

On the Contracts List interface, you can preview specific reports for a particular contract by clicking the
appropriate button on the right hand side of the contract details record. The reports available are:

Contracts List

Schedule of payments

Interim Certificates

Due Process Certificates of Award
Due Process Certificates of Payment
Award Letters

Requests for Payment

Payment Vouchers

Payment Voucher for VAT,
Payment Voucher for Tax and
Requests for Payment letter

4. Click the report to preview, and then select Print from the File menu to print the report on a printer.
12 Works Manager-Nigeria Police Force - [Contracts] [BEE
Fie Location Information Operational Deta Project Monitoring | Filters Info @R == x]
Contracts List vear 2005 Filters  command [ -] Reset I™ order By Command i‘
<<Double-Click on & Off. in Chrge ~| State ‘ j ™ Order By Zone
record to display Full Lot No ’—;l Zone ‘ = ™ Order By Contractor
details S —AI' e TeeTol ‘ j W' Order By Lot
Awardee ~| MemoNo [
RefNo Contract Name | |
Like Lot No
Ref No Contract Contract Yalue| Lot Display Reports
¥ INPF/FHQ/ ABS/ W/ 2005/01 Construction of Abuja Type CII Police 10,000,000.00(LOT F-001
Station at Nwachi-Isuochi in Abia Amount Budgeted Contract Details
State 0.00!
et Prot Completion Periad Schedule Of Payment
Farontrat e by Cantractor] Mossrs Twinade Nig Ltd = 12 Wieeks Interim Certificates Reque:
| | g Due Process Certificate No Assigned DPC Award (NPF)
Off.In.Charge MemoNo | 77 DPC Award (Ministry)
Emoh ~ 1 start To End ?t]n:mand ina ﬂ DPC Payment (WPF)
Stage | ITEM D1 -l ate 1a ]| pre=————————
] BARRACKS DEVELOPMENT - | . ZONE 9 | S remert )
Department NIL j _ AwardLetter (WPF) |
Contractors Details R 7-Rank & File NAP =] HQ NIL -] e Letter iinistry)
Projects of Contract Py Back Cover | Payment voucher
Payment Youcher - TAX
Payment Youcher YAT
INPF/FH0)/ ABS/W/2005/02 Construction of Mechanical 19,996,083.07 LOT_F-002
Workshop/Fuel Dump at Umuahia in Amount Budgeted Contract Details
Abia State. 0.00]
et oot Completion Period Schedule Of Payment
Balance (Detailed) \ Balan:e(gummary)\ Total Contracts Value =N=10,499,702,067.40 | Total Budgeted =N=0.00
[ Acd Modify ‘ ‘ Requery O | Refresh R ‘Prewew | Brint ‘ Exit | -
Records M| < [[ 1T [ of 637 (Fitred) < | ;I_‘
Farm Wiew FLTR MNUM
Figure 5.19 The Contracts List Interface
5. To display the contracts for another year, enter the year in the text box labelled Year in the section
labelled Filters at the top of the interface.
6. To display full details of a particular contract on the list, double-click on the left hand side of the
contract record.
7. To display the full details of the contractor awarded the contract, click Contractors Details button on

the contract record.
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5.3.1

Filtering the Contracts List — Searching the Contracts Databank

At the top of the Contracts List interface is a section labelled Filters containing text boxes and combo boxes
through which you can specify criteria to filter the contracts on the list to locating a particular contract or a
group of contracts.

You can filter the contracts list by specifying one or a combination of the following parameters as the search

criteria.

Year

Officer In Charge
Lot No
Programme
Awardee

Ref no

Like Lot No *
Command

State

Zone
Contractor
Memo No*
Contract Name*

Information with postfix * indicate that the search will look for records containing strings that matches the
specification. Other boxes are combo boxes from which you select a particular choice.

The Reset button clears the criteria specified in the text and combo boxes, resets the Year to the current
operating year and displays all the contracts for that year.

1.

6.

5.3.2

To show contracts for a particular year,
o enter the year in the text box Year,
o then press Enter or Tab key.
To show contracts supervised by a particular officer for the current working year,
o select the officer from Officer in Charge combo box,
o then press Enter or Tab key.
To show contracts in a particular command for the current working year,
o select the command from Command combo box,
o then press Enter or Tab key.
To display contracts supervised by a particular officer in a state,
o select the officer from Officer in Charge combo box,
o select the state from the State combo box,
o then press Enter or Tab key
To display the contracts awarded to a contractor,
o select the contractor from Contractor combo box,
o then click Enter or Tab key.
To clear specified criteria, click Reset.

Previewing and Printing Reports on Contracts

From the contracts lists interface you can preview or print up to 25 types of reports on contracts, including
Contracts list, Award Letters and Payment Vouchers. To get these options

1.

2.

Click Preview (or Print). At the bottom of the interface. This displays a list of the various reports
available as shown in Figure 5.20.
Type in the appropriate number indicating the report you want.
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3. Then click OK. The selected report will be displayed on the computer screen (if you clicked Preview) or
sent to the printer directly if you clicked Print.
4. If the report preview is on the screen, you can print it on the printer by selecting Print on the File

menu.
Preview Contract Details g|
Type in the Code {Mo) indicating report required oK
1 - Contracts List -

2 - Contracks Full Details

3 - Contract Award Letters m
4 - Contracks Schedules OF Payment

5 - Contracts Inkerim Certificates

6 - DP Certificates For Contract Award (NPF)

7 - DP Certificates For Contract Award (Miniskry)
3 - DP Certificates For Payment (MPF)

9 - DP Certificates For Payment (Ministry)

10 - Contrack Simple List

11 - Expenditure Balance (Detailed)

12 - Expenditure Balance (Summary)

13 - Contracks Advice List

14 - Contrack Award Letters (FHCD

15 - Contrack Award Letters {Ministry)

16 - DP Certificates For Payment advice Slip (NPF)
17 - DP Certificates For Payment Advice Slip (Miniskry)
18 - Payment Youchers

19 - Copy of Award Letbers (FHO)

20 - Copy of Award Letters (Miniskry)

21 - Copy of Payment Youchers

22 - Back of Payment Youchers

23 - Requests For Payment

24 - Payment Youcher TAX

25 - Payment Wouchers YaT

Figure 5.20 Reports that can be generated and printed from the Contracts List interface.
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5.4 Creating Detail of Contracts

5.4.1

w N

5.

Entering details of a new Contract

Select Contracts Full details from Project Monitoring menu. This displays Contracts interface (Figure
5.21) showing the full details of contracts.
Click Add.
Enter the Contract Reference Number, Contract Name and Lot Number in the text boxes labelled
e Contract No
e Contract Name
e Lot
On the Contract Details tab enter the available details (or select detail from combo boxes) in the
appropriate text and combo boxes including
e Contract Value
Currency
Awarded By
Date Awarded
Command
Department
HQ
Officer in Charge
Rank
Completion Period

When you have finished, click Save.

Note that you do not have to enter information in all the text boxes to complete a record. The
minimum pieces of information required are the Contract No, Contract Name and Lot No.

B Contracts Details - Advanced Entry and Management Interface Q@@
Contracts Year ||2005 Locate A Contract: -
4 Contract No Contract Name Select Project if it is a contract d Lot
HPF/FHO/ABS Wi2005/01 + | |Construction of Abuja Type Cll Police Station at Nwachi- LOT F-001
Isuochi in Abia State
w
DP Cerlificate-Payment (Ministry) | DP Certificate - ward (NPF) | DP Certificate - Award (Ministry) | Payment vouchers | Contract Award Letiers |
Cartract Details | Schedule of Payments | interim Certificates | Bids Progress | Links | DP certificate - Payment (nPF) |
Contract Details
Contract Yalue Currency Amount Budgeted Awarded By
10,000,000.00 MNAIRA j 0.00| [FHQ j
Date Awarded To Start By To Complete By Due Process Certificate No Assigned
Command Department HO
abia j MIL j MIL j
Programme Officer In Charge Rank
BARRACKS DEVELGPMENT j Emoh j j
Company Awarded The Contract Site Handed to Contractor On | Completion Period Date Completed
Messrs Twinade Nig Ltd j 30-Jan-2006 | | |12 wieeks 30-Jan-2006 | |
Schedule of Payment Template Tenders Board Memo No Remarks
7-Rank & File NAP j 77
Stage of Contract Contract Status
ITEM 01 j In Planning Stage j
Add Modify | | Delete | Refresh | Requery ‘ Preview | Print | Exit |

record: 4] ([T 1 _» [ P1]F] of 637 (Filtered)
Figure 5.21 Contracts Full Details Form. For creating and modifying details of contracts
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5.4.2

Locating a specific contract

To locate a specific contract,

1.

2.

5.4.3

Select the contract from the combo box labelled Locate a Contract. The list displayed will be ordered
Lot No.

Scroll through the list and click on the Lot No you want. This will move to the contract selected with
the relevant details shown on the interface.

Modifying details of a contract

Other information on the contract will be completed as and when data is available. To do this you will modify
the details of the contract.

1.
2.
3.

4.

5.4.4

Locate the contract

Click Modify.

Enter or change the details available in the appropriate text and combo boxes on the Contract Details
tab.

Click Save

Entering related contract information

A wider scope of information can be captured for each contract. Examples of such information are as follows:

Schedule of Payment,

Interim Certificates,

Due Process Certificate of Award,
Due Process Certificates of Payment,
Contract Award Letters,

Payment Vouchers,

Bids,

Progress and

Links.

Each can be accessed via appropriately labelled tab on the interface and each will be dealt with in subsequent
sections. The general procedure is as follows;

o

5.4.5

Locate the contract

Click the tab indicating the information to process

Click Add on the interface displayed, enter the information and then click Save
To modify existing details, click Modify, change information, and then click Save.

Linking Electronic information to a contract

You can attach electronic documents relating to the contract such as letters, scanned documents and
photographs of the site.

RN

No

Locate the Contract.

Click Links tab (Figure 5.22a to Figure 5.22c)

Click Add

Enter details of information to link

Click button Click To Link Document; Navigate on your computer system and select the object to be
linked.

Click Save.

Repeat for other documents to be linked.
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y and Management Interface

Contracts Year ||2005 Locate A Contract:
¥ | [Contract to Contract Hame e b o e [t
NPFIFHO/ABS W/2005/01 Construction of Abuja Type Cll Police Station at Nwachi- LOT F001

Isuochi in Abia State

DP Certficate-Payment (Winistry) | DP Certificate - Award (NPF) | DP Certificate - Award (Ministry) | Payment Youchers | Cantract Awerd Letters |
Cortract Detsils | Projectts) | Schecls of Payments | interim Certificates | Bids | Progress  Links }Dp Certificate - Payment (NPF) |

Document Synopsis Link
gl [ asnorme <<ClekTo
Link
Document

‘ | '

Select File

Laook jm: ﬂ L] =k EE-
=1 2€7)4-Rank & File.xls | police.dac
uﬁ @?-Rank & File.xls @Prngramme-ZDDS Jxls

My FRecent  |36714-Rank & File.xds B Training of 1€ DPC and PY in Warks]
Documents @Book‘t-nll.xls @Training of SOP in WorksManager.d
?_h_ @ContractsDetails-2DDS—NPF.xls @WorksManagerInstaIIationGuide.do-
@ForwardingLetter.xls @WorksManagerSystemAdmlnlstratlo

Desktop B Installing WwarksManager. dac B warksManagerUserManual, dac

; Mech WS and Fuel Dump. xls
.‘j BEMPFsUrvey s
MPFEemplates. xls
@On Going Projects-2005,xls
2 @On Going Projects-2005-Mew. xls

:“JJ_E 287 Police Station T ILxs

by Computer <

>
?-? File name: |ForwardingLettel.xIs j Iﬂl
>
Fly Metwark Files aof type: |Files To Link j %
Places

[ Open as read-only

B Contracts Details - Advanced Entry and Management Interface

Contracts vear ||2005 Locate & Contract:
¥ | [contract Ho Contract Hame Select Project i it is a contract et
HPF/FHQ/ABS W/2005/01 Construction of Abuja Type Cll Police Station at Nwachi- LOT F-001

Isuochi in Abia State

DP Certificate-Payment (Wiristry) | DP Cenlificate - Awvard (NPF) | DP Certificate - Award (Ministry) | Payment vouchers | Cortract Avward Letters |

Contract Details | Project(s) | Schedule of Fayments | nterim Certificates | Bios | Progress  Links ]DP Certificate - Payment (NPF)_|
Document Synopsis Link
¥ [ REGLEST FOR PROPOSALS ] 051072005
Doub
DOCUMENTS FORMWARDED L1 I
g

add | meaty \ | pekers
Record:_I4 1 » of 1 4 |

\ | = \ \ [Cprevew | _prme |_ew |

Record: 14 T _» | w1 of g3z C

Figure 5.22 Contracts Details interface. For linking electronic information to contracts details
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5.4.6 Recording Bids of Contractors for a Contract

On this tab you record biding information for each contract as well as specific details of the bids presented by
each contractor that bided for the contract.

1. Locate the contract.
2. Select Bid tab (Figure 5.23).
3. Select Bid Requirements tab
4. Click Add
5. Enter the bid requirements in the appropriate text boxes
6. Click Save.
¥i Contracts Delails - Advanced Entry and Management Interface
Contracts | [Year 2005 Locate A Contract: -
| Contract e Conftract Hame Selet Project F &t ks 3 contract et
NPF FHOABS W05 01 ﬁn“::!.l‘.ll:la:bﬁa;:: Type CHl Police Station at Nwachi- LOT F.ii
oG | &P Cortificate - | 9 Certitcate ) | Payment Vouchers | Contract Award Leters |
Controct Doty | Scheculo of Payments | iferim Cerricales DS Frogress | ks | D9 Certiicate - Payment 67 |
Bid Dotads and
::::;;D J Lake Assested
g e I
mocoed: W0 [T 1 v lwlrefean
[ oty | [ o | et | | [ prcview | _peie | g |
Bocord: WL [ 1 b | M ] <] of 637 kered)
Figure 5.23 Interface to record biding details of contractors for a contract
1. Select the Contractors Bids tab (Figure 5.24)
2. Click Add
3. Enter the Company Name, Details, Documents Supplied, Bid Value, Date Received, Remarks
and the Mark indicating the rating of the bid in %.
4. Click Save
5. Repeat steps 2-4 for each contractor\company that put in a bid for the contract.
¥i Contracts Delails - Advanced Entry and Management Interface
Contracts | [Year 2005 Locate A Contract: -
F| Contract te Contract Name Selet Project F &t ks 3 contract Jum
NPF FHOABS W05 01 ﬁn“::!.l‘.ll:la:bﬁa;:: Type CHl Police Station at Nwachi- LOT F.ii
o | &P Cortificate - | 9 Cortiicate ¥) | Payment Vouchers | Contract Award Lesters |
Controct Doty | Scheculo of Payments | iferim Cerricales DS Frogress | ks | D9 Certiicate - Payment 67 |
Bid Dotads and
Contracted’s Bids |
Company  Messss llot Specified d
Cetads Dotimants Lupoked D bt Dabe Recamed
Asasamant J
% Mark Gumitied First Stage & Gusified Third Stage (]
Cuslited Sacond Sage W
I | Revest Sove | Ciscd | |
[ oty | [ o | et | | [ prcview | _peie | g |

Biocord: 1 4 ][ 1 b | B <] of €37 (Fhorod)
Figure 5.24 Interface to record bids of each contractor

5.4.7 Contracts Progress
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You record the progress of a contract through this interface,

Locate the contract.
Select Progress tab (Figure 5.25)
Click Add

hwnE

Recommendations in appropriate text boxes
5. Click Save.

Enter the Date, Progress on Schedule Of Payment, Progress Certificate No, Remarks and

B Contracts Details - Advanced Entry and Management Interface g@@

Contracts vear || 2005 Locate A Contract:

-]

HPF/FHQ/ABS/MW/2005/01 Construction of Abuja Type Cll Police Station at Hwachi-
Isuochi in Abia State

Contract Progress Assessment
Date Progress [on Schedule OF Payment) Progress Certificate Mo

2 Contract No Contract Name Select Project if it is & contract j Lot

DP Gertificate-Payment (Ministry) | DF Certiicate - Award (NPF) | DP Certificate - award cinistry) | Payment voushers | Cortract Award Letters |
Cortract Detaits | Projectts) | Scheduls of Payments | interim Certificates. | Bids Progress ILlnks | DF Certficate - Payment (uFF) |

LOT F-001

21-Jan-2006 |ITEM 01 j NPFi2008\00042

Remarks
Completed

Recommendations

<

Modify | Save ‘ Discard | [

| Preview‘ Print | |

Figure 5.25 Interface to record progress of a contract

5.5 Awarding a Contract to a Contractor

To award a contract;
Select Contract Full Details from Project Monitoring
Click Modify

Click Save.

oUuhwnNe=

5.6 Creating Schedules of Payments for Contracts

menu to display Figure 5.21.

Select the contract you want from Locate a Contract combo box
Select the contractor from the combo box labelled Company Awarded The Contract.

You have now changed\assigned a contractor awarded this contract.

To create Schedule of Payments for a contract, follow the procedure enumerated below.

1. Select Contract Full Details (or Contracts List) from Project Monitoring menu.
2. Locate the contract you want to enter the Schedule of Payment by selecting the Lot from the combo

box labelled Lot No at the top of the interface.

3. Alternatively, if Contracts list was select in step 1, double-click on the edge (left hand side) of the record
to display full details of the contract defined by the lot (see Figure 5.19 for the contracts list form).

4. Click the tab\page labelled Schedule of Payments on this interface, to display the interface to enter
the schedule of payments for the contract (Figure 5.26).
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5.6.1

ow

o N

5.6.2

¥i Conlracts Details - Advanced Eniry and Managemen|

Contracts | vear | 2008 Locate A C : -l
H contract e Contract llame Select Project § I 5 8 contract o[ Lot
UPEFHOABSWRMS BT Canatructio s of Abuja Type Cll Police Slation o lhaachi. LOT Fo01
Isusehi in Abda State
DP Contificato-Parymen (i) | O CertiScat - Award (NPF) | DP Cortiicat - Award (Mristry) | Paryment Viouchers | Cortract Awned Letters
Cortrnct Detads | Proectis)  Schedue of Payments | nteren Cortincetes | Bt | Progress | Lnks | DP Certficatn . Payment (NPF)
Schodule of Payments |
Contract S1ade Diascriphion AFtate Amourt Dug Pagernt Dus.
(T = | Prefennsries = s 400,000,000 0.00°
IrEmoz - | Gemelion and remedal ek [ = 1,250,000.00 0.00
LT | Stz ] 7= 750,000.00 0.00
Titenoe | [Concrete work - 2w 20,0000 0.0
100.00 ARDUDILOU
i Medify | | peters | prevew | e |
Ascord: 14 T rlm -
| | [loscara | | | preview | _pone_| |

Figure 5.26 Interface to create Schedule of Payments for a contract

Creating the Schedule of Payment for a contract

Click Add on the interface (Figure 5.26).

Enter the following for each item of work on the contract.
e Enter/Select the item no under Contract Stage

e Enter/Select the description under Description

e Enter the percentage of the item under %Rate.
Click Save.

Repeat Steps 2 to 7 for all contracts.

Note that the total %Rate for the Schedule of Payment cannot be more than 100%. You
will be prevented from adding an item if total &Rate is been exceeded.

Furthermore, if an item no (or description) is not in the list Works Manager will
automatically add it to the list.

Using Standard Schedule of Payments.

In many cases the schedule of payment can be standard that have been created as templates. If the schedule
of payments for the contract is a standard one such as for construction works, you can use one of the standard
templates created as operational data.

1.

2.
3.

4.

5.6.3

Click the tab\page labelled Contract Details on the interface showing the contract full details (i.e.
Figure 5.21).

Click Modify at the bottom of the interface.

Select the standard schedule of payment from the combo box labelled Schedule of Payment
Template.

On completion, click Save. The schedule of payment would have been automatically generated for the
contract. Click Schedule of Payment tab to confirm.

Modifying an item on a Schedule of Payment

If the item no, description or %Rate of an item is not correct you can modify the item details.

1.

uhwnN

Click the tab\page labelled Schedule of Payments on this interface, to display the interface to enter
the schedule of payments for the contract (Figure 5.26).

Click Modify on the interface.

Move\navigate to the item to change.

Enter\select the correct values for Contract Stage, Description and %Rate.

Click Save.
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5.7 Creating Interim Certificates

1.
2.

57.1

ONOWU

5.7.2

10.
11.

12.
13.
14.
15.

Select Contract Full Details (or Contracts List) from Project Monitoring menu.

Locate the contract you want to enter the interim certificate by selecting the Lot from the combo box
labelled Lot No at the top of the interface in Figure 5.21.

Alternatively, if Contracts List was select in step 1, double-click on the edge (left hand side) of the
record to display full details of the contract defined by the lot (see Figure 5.19 for the contracts list
form).

Click the tab\page labelled Interim Certificates on this interface, to display the form (Figure 5.27) to
create an interim certificate.

B Contracts Details - Advanced Entry and Management Interface E@@
Contracts | |vear | 2005 Locate A Contract: -
¥ [ contract no Contract Hame Seleck Project if it is a contract j Lot
HPF/FHQ/ABS W/2005/01 Construction of Abuja Type Cll Police Station at Nwachi- LOT F-001

Isuochi in Abia State

TP Certificate-Payment iinistry) | P Cartificate - Award (NPF) | DF Certiicate - Award (Ministry) | Payment vouchers | Contract Aveard Letiers |
Contract Detsils | Project(s) | Schesule of Payments  Interim Certificates Iaus | Progress | Links | OP Certificate - Payment (nPF) |

Interim Certificates
Date: | 11-5ep-2006 |z| IC Ho: | MPFALOT F-001%2005401 Issue | Re-Open
Detalls on IC | payments on IC |
Date Handed To Contract Yalue: =N=10,000.000.00
Eontrclor: 0422008 [=] gt Paid To Date: =H=0.00
Completion Period - T
As Per Agreement: 12\wesks] Payment Due: =N=1.7530,000.00
- Balance Available: =h=8,250.000.00
Extension of
Completion Period
(it any] Approved
Remarks: Wiorks Satisfactorily Completed For the following Stages ITEM 07, ITEM 02, comprising
of 17.5% in Schedule of Payment. Payment is therefore recommended
[ mew cortficate. | modiy | \ | osre | preview | princ |
Record: 14 [ 1 L] of 1

‘ ‘ | | | ‘ ‘ Preview| Print ‘ ‘

Figure 5.27 Interface to create Interim Certificates for a contract

Create the Interim Certificate template

Click the Details on IC tab.

Click New Certificate.

Click Save. An interim certificate template will be created and a number automatically assigned.

To modify details of the certificate. Click Modify, change the details you want, and then click Save.

Create Payments on the Interim Certificate template.

On the Interim Certificates tab, click Payments on IC tab. This displays an inset in Figure 5.28.
Click Add on this inset.

Select the Description of the Item that has been completed. Note that in each case the amount is
reflected and the total reflected.

Click Save.

Repeat Steps 9-13 to record each payment (item) on the interim certificate.

Repeat Steps 5 to 13 for each interim certificate.

Repeat Steps 2 to 15 for all contracts.
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& Contracts Details - Advanced Entry and Management Interface E@@
=l

Contracts Year |2005 Locate A Contract:
» Contract No Contract Hame Select Project if it is a contract d Lot
HPF/FHO/ZH 10 W/2005/01 Rehabilitation of AlIG's Quarters at Sokoto LOT F-244
DP Cedificate-Payment (Ministry) | DP Certificate - Award (MNPF) ] DP Certificste - Avvard (Ministry) } Payment Vouchers } Contract Avvard Letters I
Contract Details | Schedule of Payments  Interim Certificates ] Bidls Progress | Links | DP Certificate - Payment (NFF) |
Interim Certificates
Date: | 28-4ug-2006 B IC Mo: NPFSLOT F-24442005401 Issue |V Re-Open
| Detalls on1C_ Payments On I |

Dresoription: Amourt, Total Amount Due:
Advance Payment J 1.216.118.04 =N=1,216,118.04
R - |

Orie Million, Two Hundred

and Sistesn Thousand One
Hundred and Eighteen Naira,

Four Koba Only
Add Madify ‘ | Delete |
[ Mew Certificate | Modify | | ‘ Dejafe | Prewiew | Print ‘
Record: 14 1 bk of 2
| | | | Preview | Print | Exit |
record: 1] 4 [T 1 b [ Mi]rs]of 637

Figure 5.28 Interface to create Interim Certificates for a contract

5.7.3 Modifying Payments on the Interim Certificates

If the item, description of an item is not correct you can modify the item details.
a. Move\navigate to the item to change.
b. Click Delete to delete the item.
c. Then add the appropriate items.

5.7.4 Issuing an Interim Certificate

Flagging an IC as Issued in Works Manager indicates that the IC has been created and sent to appropriate
authority\section to begin processing for payment. When an IC is flagged as Issued, details on that IC cannot
be modified and the IC cannot be deleted. It must be Re-Opened to modify or delete it.

1. Select Contract Full Details (or Contracts List) from Project Monitoring menu.
Locate the contract you want to enter the certificate by selecting the Lot from the combo box labelled
Lot No at the top of the interface.
3. Alternatively, if Contracts List was select in step 1, double-click on the edge (left hand side) of the
record to display full details of the contract defined by the lot.
Select the Interim Certificates tab.
Move to the IC of interest
Click the button labelled Issue (see Figure 5.27). The check box next to the button will be checked.
Click Re-open to uncheck the Issue flag and enable deleting and modification of the IC

Nowuh

5.7.5 Special Cases

There are some cases where the item on the schedule of payment is indicated as, for example, ITEM 03 is
indicated as 40% complete. This poses a problem that can be resolved by splitting the ITEM 03 on the Schedule
of Payment into 2 items, ITEM 03 and ITEM 03B.

ITEM 03 is 40% of the original and
ITEM 03B is 60% of the original

Remove the original ITEM 03 on the Schedule of Payment and replace them with the 2 new percentages.
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5.8 Creating Due Process Certificates for Award

Due Process Certificates of Award are created from contract details

1.
2.

3.

4.

5.
6.
7

Select Contract Full Details (or Contracts List) from Project Monitoring menu.

Locate the contract you want to enter the certificate by selecting the Lot from the combo box labelled
Lot No at the top of the interface.

Alternatively, if Contracts List was select in step 1, double-click on the edge (left hand side) of the
record to display full details of the contract defined by the lot.

Select the tab labelled DP Certificate — Award (NPF) or DP Certificate — Award (Ministry)
depending on whether the contract was awarded by the HQ directly of the Ministry (See Figure 5.29).
Click New Certificate.

Click Save. The new certificate will be created and assigned a reference number and a set number.

To modify details, click Modify, change the details you want, and then click Save.

Only 1 Due Process Certificate of Award can be created per contract.

& Contracts Details - Advanced Entry and Management Interface E@E

Contracts | |vear | 2005 Locate A Contract: =

> Contract No Contract Name Select Project if it is & cantract J Lot

NPF/FHQ/ABSW/2005/01 Construction of Abuja Type Cll Police Station at Nwachi- LOT F-001
Isuochi in Abia State

Cortract Detaits | Projectts) | Scheduls of Payments | interim Certificates | Bids | Progress | Links | DP Certifisate - Payment (uPF) |
DP Certficate-Paymert (Miistry)  DP Certficste - Auwrard (NPF) | DP Cerlificate - Award (Minitry) | Payment Vouchers | Contract Award Letters |

Due Process Certificate Issued By NPF For Contract Award

Date: || 11-5ep-2005 [=]| ICMHo: | NPF{DPCAwsrd\LOT F-001\2005401 Issue |I~ Re-Open
Details on IC | Signatories ]

Date: 11-5ep-2008 [-]

Contract Value: =N=10,000,000.00

Ten Millian Maira Only

Contract Name Construction of Abuja Type Cll Police Station at Nwachi-lsuochi in Abia State

Contractor Messrs Twinade Mig Ltd

‘ [odify | | | Delete ‘Pregiew | Brint |

Recard: 14 1 4] of 1

| [ | | | | | preview | erint | |

Figure 5.29 Interface to create Due Process Certificates of Award for a contract

5.9 Creating Award Letters

Award Letters are created from contract details

1.

Nouh

Select Contract Full Details (or Contracts List) from Project Monitoring menu.

Locate the contract you want to enter the certificate by selecting the Lot from the combo box labelled
Lot No at the top of the interface.

Alternatively, if Contracts List was select in step 1, double-click on the edge (left hand side) of the
record to display full details of the contract defined by the lot.

Select the tab labelled Contract Award Letters (see Figure 5.30).

Click New Letter.

Click Save. The new certificate will be created and assigned a reference number and a set number.

To modify details, click Modify, change the details you want, and then click Save.

Only 1 Award Letter can be created per contract.
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| Contracts Details - Advanced Entry and Management Interface

=13

Isuochi in Abia State

Contracts | |vear | 2005 Locate & Contract: i
2 Contract No Contract Name Select Project if it is a contract j Lot
HNPF/FHQ/ABS W/2005/01 Construction of Abuja Type Cll Police Station at Hwachi- LOT F-001

Contract Details | Schecule of Payments | nierim Certficstes | Bids | Progress | Links | DP Ceificats - Payment (NPF) |
DP Certificate-Payment (Ministry) | DP Certficate - Award (NPF) | DP Certificate - Award (hinistry) | Paymert Vouchers  Cortract Avard Letters
4 Issue |V Re-Open
Award Letter Details ISignatDries
Lot: LOT F-001
Contract: Construction of Abuja Type CII Palice Our Reference: | WPFIFHOIABS(W/2005(01 /01
Station at Mwachi-Isuochi in Abia State Vour Reference: | | NPFIFHGQIABS/] 200501101
Date of Letter: 11-5ep-2006 [
Contract Yalue: | 10,000,000,00 Diate of Mesting: 11-5ep-2006 El
Date of Meeting: | |12 Weeks
Awarded To: Messrs Twinade Nig Ltd
Awardes: FHQ
Address: & Powa Shopping Complex Myanya, Abuja
[ [Modify ‘ ‘ Delete | Preview ‘ Print ‘
Record: 14 1 4] of 1
[ty | [rscara [ vetere | \ [ rrevew | _pore | o |

| of 637 (Filtered)

Record: 14 T _»|»]

Figure 5.30 Interface to create Contract

5.10 Creating Due Process Certificates of Payment

Due Process Certificates of Payment are created from the appropriate set of Interim Certificates. Payment

Award Letter for a contract

Vouchers in turn are created from Due Process Certificates of Payments.

—

Lot No at the top of the interface.
Alternatively, if Contracts List was select in step

Select Contract Full Details (or Contracts List) from Project Monitoring menu.
Locate the contract you want to enter the certificate by selecting the Lot from the combo box labelled

1, double-click on the edge (left hand side) of the

record to display full details of the contract defined by the lot.

Click New Certificate.

Nowo

Select the tab labelled DP Certificate — Payment (NPF) or DP Certificate — Payment (Ministry)
depending on whether the contract was awarded by the HQ directly of the Ministry (see Figure 5.30).

Click Save. The new certificate will be created and assigned a reference number and a set number.
To modify details, click Modify, change the details you want, and then click Save.

B Contracts Details - Advanced Entry and Management Interface E@@

Isuochi in Abia State

Cortract Details I Projectis) I Schedule of Payments I Interim Certificates 1 Bids

Due Process Certificate Issued By NPF For Payment

Contracts | |vear | 2005 Locate A Contract: [
¥ | ‘Contract No Contract Name Select Project if it is a contract | [Lot
NPF/FHO/ABSWI2005/01 Construction of Abuja Type CII Police Station at Hwachi- LOT F-001

DP Certificate-Payment (Miristry) | DP Certificete - Sward (NPF) | DP Certificate - Award (inistry) | Paymert Vouchers | Cortract sward Letters |
1 Progress I Links

DP Certificate - Payment (MPF)

11-Sep-2006 B IC Ho: NPFWDPCALOT F-00142005401

Date:

Deetails an IC wsignaturies ]

Date:
Contract Value:
Amount Paid To Date:

11-6ep-2006| [ -] [Contract Name
=H=10,000.000.00
=N=0.00
=N=1,750,000.00

Amount Now Due: Contractor

One Million, Sewen Hundred and Fifty
Thouzand Maira Only

Appropriated Sum: =M=5,056,000,000.00

Constuction of &buja Type
Cll Police Station at Nwachi-

Issus |[#| Re-Open

lsuochi in Abia State

Messrs Twinade Nig Ltd

I Mew Certificate ‘ odify | | | Defate ‘Pregiew |

Prink |

Record: 4 1 i of 1

| Preview ‘ Print | |

Figure 5.31
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5.11 Creating Payment Vouchers

Payment Vouchers are created from Due Process Certificates of Payments.

1.
2.

ouh

Select Contract Full Details (or Contracts List) from Project Monitoring menu.

Locate the contract you want to enter the certificate by selecting the Lot from the combo box labelled
Lot No at the top of the interface.

Alternatively, if Contracts List was select in step 1, double-click on the edge (left hand side) of the
record to display full details of the contract defined by the lot.

Select the tab labelled Payment Vouchers (see Figure 5.32).

Click New Voucher.

Click Save. The new voucher will be created and assigned a number and a set number. Corresponding
Payment Vouchers for Tax and VAT are automatically created

To modify details, click Modify, change the details you want, and then click Save.

B Contracts Details - Advanced Entry and Management Interface g@@

Contracts | |vear | 2005 Locate A Contract: [l

> Contract No Contract Name Select Project if it is 8 contract J Lot

NPF/FHQ/ABSM/2005/01 Construction of Abuja Type CHl Police Station at Hwachi- LOT F-001
Isuochi in Abia State

Cortract Detaits | Projectts) | Schedule of Payments | interim Certificates | Bids | Prooress | Links | DP Certiticete - Payment qupFy |
DP Certificate-Payment (Ministry) I DP Certificate - Award (MPF) 1 DP Cetificate - Award (Ministry)  Payment Youchers: 1 Cortract Award Letters I

¥ | [Woucher No: || C\NP\1720\FHQYWA 2005501 Date: | 11-5ep-2006 Issue [[T Re-Open

Voucher Particulars | particulars from I | Signatories | VAT\TAX | General |

Particulars, Being Payment to the above named Contractor for 17.5% (Preliminaries, Demalition
and remedial work, | of contract sum [=N=1,750,000.00] for the Construction aof
Abuja Type Cll Police Station at Nwachidsuochi in Abia State (LOT F-007);
Vide Due Process Certificate Mo,

Amount: 1.750,000.00
Lessal: 8333233
Lessw/THx: 8333333
LessOTHD: 0.00] |Deduction Details:
Amount Payable: 1.583.333.34

Amount In‘Words: One Million, Five Hundred and Eighty Three Thousand Three Hundred and Thirty
Thies Maira, Thirty Four Kobo Only

’- Mew Yaucher Modify | ‘ Delete ‘ Frewiew | Frint ‘
Record: 14 1 M of 1

| [ | | | | | preview | prim_| |

Figure 5.32 Interface to create Payment Vouchers for a contract

5.12 Issuing of Due Process Certificate and Letters

Like Interim Certificates, flagging a Due Process Certificate, an Award Letters or a Payment Voucher as Issued
indicates that the details on that document (certificate, voucher or letter) cannot be modified and the document
cannot be deleted. It must be Re-Opened to modify or delete it.

1.
2.

~Now

Select Contract Full Details (or Contracts List) from Project Monitoring menu.

Locate the contract you want to enter the certificate by selecting the Lot from the combo box labelled
Lot No at the top of the interface.

Alternatively, if Contracts List was select in step 1, double-click on the edge (left hand side) of the
record to display full details of the contract defined by the lot.

Select the appropriate tab for Due Process Certificates, an Award Letter or Payment Vouchers for the
contract.

Move to the Due Process Certificate (or an Award Letter or Payment Voucher) of interest

Click the button labelled Issue. The check box next to the button will be checked.

Click Re-open to uncheck the Issue flag and enable deleting and modification.
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5.13 General reporting on contracts information

You will find that, on most of the interfaces\forms you have been working with, there are two buttons labelled
Preview and Print, which when clicked will preview (or print) a report relating to the subject matter on the
interface. For example, clicking preview on a Payment Voucher tab of the particular contract displayed (Figure
5.32) the voucher on the screen. You can print the voucher on a printer via File->Print menu. Clicking Print on
the interface sends the voucher to the printer directly, without being previewed. Note that the advantage of
previewing a report is that you can assess the report on the screen, change the paper size and margins setting
appropriately before printing.
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6 Enquiries and Reports

You will find two (2) buttons labelled Preview and Print on most interfaces in Works Manager, which when
clicked will preview (or print) a report relating to the subject matter on the particular interface. For example,
clicking preview on a Payment Voucher tab of a particular contract displays the voucher on the screen. You can
print the voucher on a printer via File->Print menu. Clicking Print, however, sends the voucher to the printer
directly, without being previewed. The advantage of previewing a report is that you can assess the report on
the screen, change the paper size and margins setting appropriately prior to printing a hard copy.

6.1 Printing Reports and Other Information

On the Contracts List interface (Figure 2.2), you can preview specific reports of a particular contract by clicking
the appropriate button on the right hand side of the contract detail on the list. The following reports are
available.

Contracts List

Schedule of payments

Interim Certificates

Due Process Certificates of Award
Due Process Certificates of Payment
Award Letters

Requests for Payment

Payment Vouchers

Payment Voucher for VAT,
Payment Voucher for Tax and
Requests for Payment letter

Also, from the Contracts List interface you can preview or print up to 25 types of reports on contracts, including
Contracts list, Award Letters and Payment Vouchers. To get these options

1. Click Preview (or Print) and you will see a display (Figure 6.1) of the various reports.

2. Type in the appropriate number indicating the report you want.

3. Click OK. The report will be displayed on the computer screen (if you clicked Preview) or sent to the
printer directly if you clicked Print.

4. If the report previewed on the screen, you can print it by selecting Print on the File menu.

Preview Contract Details E

Twpe in the Code (Mo indicating report required oK
- Contracts List -

- Contracts Full Details

- Contract Award Letbers m
- Contracts Schedules OF Payvment

- Contracts Interim Certificates

- DP Certificates For Contract &ward (MPF)

- DP Certificates For Conkract Award (Miniskry )

- DP Certificates For Payment {NPF)

- DP Certificates For Payment (Ministry)

- Contract Simple List

- Expenditure Balance {Detailed)

- Expenditure Balance {Summary)

- Contracts Advice List

- Contrack Award Letkers (FHO)

- Contract Award Letters (Ministry)

- DP Certificates For Payment Advice Slip (MPF)

- DP Certificates For Payment Advice Slip (Miniskry)
- Pavment Youchers

- Copy of Award Letters (FHO)

- Copy of Award Letters {Ministry)

=== W= RSV S

S
o e R T Qe Ty et

- Copy of Payment Vouchers
- Back af Payment Youchers
23 - Reguests for Payment

24 - Payment Youcher TAX

25 - Pavment Mouchers AT

Figure 6.1 Report options on Contract List interface
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Similarly, a set of reports can be obtained from the Contracts Full Details interface, and listed below (Figure 6.2)
when you click Preview or Print.

Preview Contracts Details El

Twpe in the Code (Mo} indicating repart required oK
- Contract's Full Details -

- Schedule OF Pavment

- Interim Certificates Cereed
- Full Details of Al Contracts

- List of Contracts

- Completed Contracts (Full Details)

- Completed Contracts (List)

- schedules OF Payment for All Contracks

- Interim Certificates For All Contracts

10 - DP Certificates For Contract Award(MPF)

11 - DP Certificates For Contract Award(Ministry)
1Z - DP Certificates For Payment {MPF)

13 - DP Certificates For Payment (Ministry’)

14 - Simple List of Contracts

15 - Payment Youcher

16 - Payment Youcher TAX

17 - Payment Wouchers YaT

E=N= 0 I, I R

Figure 6.2 Report options on Contracts Full Details Interface

From the Contractors Details interface, the following choices of reports (Figure 6.3) can be obtained.

Preview Companies\Contractors Details

- Full Details of Al Contractars Registered With Us
- Full Details of Contractors Full Details

- List of Contractors Reqgistered With Us

- All Contrackors Brief Details List

- All Contrackors Simple List

Figure 6.3 Report options on Contractors Details Interface

Cancel

Choose Repork oK
- Full Details of Current Contractor -

=, R R

From the States in Zones interface, the following reports (Figure 6.4) are available.

Preview Zonal information

Choose Repork

- States In Selected Zone
- Stakes in All Zane 4
- Simple List of States

- Locations in Selecked Zone

- Locations in &ll Zones

- Locations in All Zones Grouped By State

Figure 6.4 Report options on States in Zones Interface

Cancel

=, R R

From the LGA interface, the following reports (Figure 6.5) are available.

Print LGAs and States kg
Choose Repork oK,
1 - Local Governments -
2 - List of States
2 - List of States by Zones e

Figure 6.5 Report options on LGA Interface

From LGAs in States interface, you have the following choices (Figure 6.6).
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Choose Repork oK

- Local Governments in Selected State -
- Local Governments in All States &
- List of States ance
- List of States by Zones

- LocationsiSites in Selected State
- Locationsh3ites in All State

Figure 6.6 Report options on LGAs in States Interface

=, R R

From Locations in LGAs interface, the choices are (Figure 6.2).

Preview Locations\Sites

Choose Report oK
1 - Lacations in Selected LGA -

2 - &l Locations
3 - All Locations Grouped By States Eancel
4 - All Locations Grouped By States and LGAS

Figure 6.7 Report options on Locations\Installations in LGAs Interface

In all case the general procedure below is followed to print or preview the reports.
a. Type in the appropriate number indicating the report you want.
b. Click OK. The report will be displayed on the computer screen (if you clicked Preview) or sent to the

printer directly if you clicked Print.
c. Selecting Print on the File menu to print the report previewed.

6.2 Sample Reports
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6.3 Exporting Reports to other file formats

You would have noticed by now that you can print set of reports from each of the interfaces. All reports can be
printed directly to the printer or preview on the screen. However, Works Manager offers the flexibility to export
report in several file formats such as Microsoft Excel, rich text, snapshot format and any other format supported
on your system.

6.3.1 To export a report to other file format

1. From the preview of the report as shown below, select Export from File->Export Information
menu.

The dialog box shown below (Figure 6.8) will be displayed.

Enter the file name in File name.

Select the file type to export to in Save as type; e.g. Microsoft Excel

Navigate to the directory\folder to put the file.

Click Save.

The report will be saved as the specified file type.

Nouhwn

Export Report ‘rptDPC_Ministry_Award' To...

Save int |.3 My Documents ﬂ @ @ + Took -
S 1) Adobe
IL)My eBooks
dMy IMusic
.ﬂMy Fictures
IL)My wWebs

File name: |DuePr0cessCert|ﬁcate.xls ﬂ =
prar— =

: [~ futostart
Save as type: [ )

2000 { Cancel |

Figure 6.8 Export Reports dialog box

6.3.2 To export a report as an attachment to e-mail

Select Mail Recipient (As Attachment) from File->Export Information menu.
Select the file format on the interface displayed (Figure 6.9), then Click OK.
Depending on your Internet settings, specify appropriate settings to send the file as an attachment

Select Format:

Rich Text Format K

Microsoft Excel Cancel
HTML

P

~

W

M5-D0S5 Text

Figure 6.9 Selecting file format for attaching a report to be sent as an attachment
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7 Appendix

7.1 Frequently Asked Questions (FAQs)

7.1.1

7.1.2

7.1.3

7.1.4

7.1.5

7.1.6

7.1.7

7.1.8

After installing, I cannot log on to Works Manager

After installing, I cannot run Works Manager successfully even when I supplied a valid user name and
password

I have changes contract lot nhumber and contract value and these changes do not reflect in the DPC.
Award Letters and ICs

How do I create new user accounts to use Works Manager

How do I specify my password to use Works Manager

I cannot remember my password, how then can I gain access to use Works Manager

How can I prevent a user from creating and modifying data in Works Manager

How can I block a user totally from gaining any form of access to Works Manager
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