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Floppy disk: place disk 1 in drive A: 

Click on Start and then select Run… to open the dialogue box shown here.
Network: click on Start and then select Run…  Browse for the setupex.exe file (you should have been told its location)

Click OK to start the installation.  Setup  will normally install the Answer program on the C:\ drive in directory “Program files\HASTAM\ANSWER” You can select an alternative directory by clicking on Browse. [image: image7.png]Question1.1.5
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Once installation is complete, an Icon will be placed on your desktop which can be used to start the Answer program to allow you to enter the answers into evaluations that have been created from a full CHASE for Windows program.

Using Answer to complete an Evaluation

In most cases the evaluation will be sent to you by the main CHASE for Windows user on floppy disk.  Place the disk in drive A: and start the Answer program by clicking on the desktop icon 
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The program starts by showing you a normal Windows Open file dialogue.  Select the file you wish to answer.  You should have been given the name of this by the person who created the file for you.  The example here is called Depots.

Select the file and click on Open.  If the file is on a floppy disk it may take several seconds to open.

Entering the evaluation answers

When the evaluation is opened the screen resembles the example below.
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The left side shows the details of the evaluation and your position within it.  The right side shows the question in full with an option of displaying either Guidance, which may give background information about the question; V(erification) Guidance which shows what an auditor may check when verifying answers; Notes, where you can enter your own comments and Recommendations, where you can make specific recommendations which are dated and prioritised.  The answer is entered by selecting the appropriate one with the mouse - the choices here are Yes, No or N/A (not applicable).  You may also be able to enter scores or percentages or select an answer from a drop-down list.

Once you have selected the answer and made any notes, click on 
[image: image3.png]


 to move to the next question.  The 
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 button is used to go back, 
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 will go up to the section level.  Double click on items in the top left pane to navigate quickly to different sections in the evaluation.  

Additional help on answering questions is found in Help.  Press F1 to display the help information or select Help|Help topics from the menu for a full index of the help items.
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The answers, notes, etc, are saved automatically as you progress.

Recommendations

If an answer is No you can also create a recommendation.  This is an action that needs to be carried out so that the question can be answered Yes, or given a higher mark, in a later evaluation.  The Recommendations tab shows you any recommendations already made for this question and provides you with the facility to add new ones.  An example of a recommendation is shown here.  You may have more than one recommendation per question if necessary.  Recommendations are dated and can be assigned to the person who is to be responsible for ensuring they are carried out.  Recommendations can be used to create action plans.

Printing

You may wish to print an evaluation onto paper to take it out on a site for completion.  The File menu gives you all the printing functions.  The Print options allows you to select which parts of a question to print (eg the question text and answer boxes).  Use the Help (F1) for full information on print setup.

Find

Use the Tools|Find function to show only questions that meet specific criteria.

This example will find only those questions that have not been answered. [image: image11.png]Setup willinstell CHASE Answer Only in the fallawing directory.
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Closing

Select File|Exit, click on the 
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 button or press Alt/F4.  If you are working on a floppy disk, DO NOT remove it until the program has closed and the disk light has gone off.  All data is saved automatically.
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