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1: Installation and Setup

Read all of sections 1 and 2 before beginning to install Pipeline.

1.1 For a PC without Pipeline already installed

1.
2.

UNZIP THE ZIP ARCHIVE TO A TEMPORARY FOLDER
INSTALL THE APPLICATION
2.1.Open the folder from above, and double-click the setup.exe file. Follow the prompts, accept
the licence conditions and all default settings.
OPEN THE APPLICATION
3.1.0pen the shortcut to Pipeline on the desktop or start menu. This is a shortcut to the
application on your hard drive. (The Application installs to the folder “C:\Pipeline”)
3.2.The first screen prompts you to locate the database you wish to connect to. For testing and
evaluation, leave all the details exactly as they are. You may connect to either;
3.2.1. The Access database installed to “C:\Pipeline\Data Files\TEST DATA.mdb” OR
3.2.2.The SQL Server database in our data centre. Logon details are;
Username: pipelinetest
Driver: SQL Server
Port: 1433
Password: pipelinetest
Database: TESTDATA
Server: 119.148.66.102
3.3. For more information on working with Pipeline please refer to the manual
http://www.datahousesoftware.com/downloads/PipelineManual.pdf and also to the video
tutorials at http://www.datahousesoftware.com/pipeline/tutorials.htm

SETUP MULTI-USER ENVIRONMENT
4.1.If several users are to simultaneously access the same data, that data must be accessible to
all users.
4.2. Using Access Back End Database
4.2.1.Quit Pipeline
4.2.2.Move the files “C:\Pipeline\Data Files\LIVE DATA.mdb" and “C:\Pipeline\Data
Files\TEST DATA.mdb” to a folder that is accessible to all users who will use the
database, ie a shared network folder or drive.
4.2.3.Re-open Pipeline and use the browse button to locate the data file in its new directory
4.3.Using SQL Server Database
4.3.1.The Test Database in our server is already accessible to all users with internet access.
4.3.2.Contact sales@datahousesoftware.com to arrange for a hosted database on the SQL
Server in our data centre, or to setup a database on your own SQL Server.




5. ADD MORE CONSULTANT USER ACCOUNTS TO THE DATABSE
5.1.Click on the button "Consultancy" in the toolbar
5.2.Enter the password "pivotal" without the quotes and click "Edit Users and Consultancy"
5.3.This screen shows your company name and data and is accessible by password only. The
bottom half of the screen is where you list the consultants working for your company. Add
Consultants by writing in new details in the first blank line at the bottom of the list of
consultants.
5.4.Add new users. The field Consultant must match the username on the logon screen, similarly
password on this consultants screen must match the password on the logon screen
5.5.When logging on to a database on a SQL Server, the username and password must also be
defined at the SQL Server end. Because the SQL Server is in our data centre, only
DataHouseSoftware can add users to the SQL Server containing the TESTDATA database.
6. REPEAT APPLICATION INSTALLATION ON EACH USERS COMPUTER
6.1.For installation on subsequent users PCs, repeat step 2.
6.2. Repeat step 3, but make sure to select the correct location for the Access data file or the SQL
Server.
7. FINISHED
7.1.You are now ready to use the database. Read the manual for further details

NOTE: DATAHOUSESOFTWARE CAN INSTALL PIPELINE ON YOUR COMPUTER AT NO COST
PLEASE EMAIL SALES@DATAHOUSESOFTWARE.COM TO DISCUSS

1.2 For a PC where Pipeline has already been installed

On the web page http://www.datahousesoftware.com/pipeline/downloads.htm click on the
link PipelineSetup.exe under UPGRADE FOR EXISTING USERS and choose RUN when
prompted. Follow the prompts to install the latest Pipeline application client. Older versions
will be uninstalled automatically (versions 1.08 and later. Earlier versions must be uninstalled
manually)

1.3 Purchasing Pipeline

To purchase Pipeline visit http://www.datahousesoftware.com/pipeline/register.htm And purchase the
appropriate licence. After your payment is received you will receive an email with your registration
code. Enter this code when prompted (when you exceed 200 contacts in the database)

1.4 Data Back-Up

Backup of data is important. You should back up the Back End database every night.
We use and recommend Data Mate www.datamate.com.au




2: Introduction

Pipeline is a Recruitment Software database used to manage Clients, Candidates, Jobs, Send CVs,
Invoice Permanent and Contract / Temp jobs and more. It is a relational database created using
Microsoft Access by DataHouseSoftware in Sydney Australia.

e Several users may access the database simultaneously.

e There are two parts to the database.

o The data, commonly referred to in Access documentation as the Back End database.
This is an Access database containing only tables. You will need the password to
open it directly. Typically though you won’t need to open this. If there is more than
one database user this file needs to be located on a shared network folder accessible
to all users

o The application, commonly referred to in Access documentation as the Front End.
This file is installed to the folder “C:\Pipeline\” by the installation procedure listed
above, thus each user has a copy on their own PC. This file is launched via the
shortcut on the desktop or from the start menu. On opening it connects to the back
end data, and contains all of the forms, queries, reports and code that run the
database.

e Many functions rely on using Microsoft Outlook to send email and to set appointments in the
Calendar. Outlook Express (Windows XP) and Windows Mail (Vista) do not provide the
required functionality. You need to use Outlook.

e Buttons on the toolbar allow you to jump quickly to the relevant forms of the database.

e All blue fields are actionable by double-clicking. Double-click on a name to go to that person’s
Contact page, double click on a phone number to make a call using your VOIP software etc.
We use and recommend Skype as a VOIP solution.

e Pipeline makes extensive use of your username on your computer. If you are sharing the
database with other users on a network it is important to have unique sensible usernames for
each consultant. This username is automatically added to contact notes, jobs etc, and is used
to link additional information when sending emails.

e Security in the database is implemented in the following way;

o The back end database (containing the data tables) is password protected. You
cannot access this file directly without knowing the password

o The user accessing the data via the front end must be defined as a user in the back
end. If the user is not defined in the back end database he or she cannot access the
data.

o Different forms of the database require different security levels, set user access levels
as appropriate.

e Backup of data is important. You should back up the Back End database every night. We use
and recommend Data Mate www.datamate.com.au




3: Quick Guide

Add a Contact

e On the Contacts form type the name of the new contact into the Contact JumpTo combo box
in the top left of the screen. After confirming this action, complete details such as email
address and phone number. Contacts added this way will have the Source field marked as
per the default source specified on the Consultancy form.

e If you wish to add a contact of the same name as an existing contact, click the button on the
Contacts form marked New Contact Same Name and fill in details as above

e From the Company Form, navigate to the relevant company and add a contact to the subform
on the left. All of the details added here will appear as part of the work details for this contact
on the Contacts form. Contacts added this way will have the Source field marked as Client.

Find a Contact

e Either type the name in the JumpTo combo box in the top left of the screen or click the arrow
and scroll down to the contact name.

Add a Company

e On the Company Form Type in the name of the new company. After confirming this action fill
in all relevant details.

e From the Contact page, type the name of the company into the Company into the Company
combo box. If the company does not exist in the database you will be asked if you want to
add a new company.

Add a Job

e Jobs can only be added from the Company Form. Go to the relevant company, click on the
jobs tab. Type in the Job Title, Client Contact (Required), Date ordered and Job Status

Link A Candidate to a Job

e On the Job form click on the combo box for candidate and choose the required contact
e On the Contact form click on Jobs as Candidate. In the top left hand subform pick a job from
using the Job Number combo. Only the current consultant’s live jobs are shown in this combo.

Senda CV

e Before you send a CV note the following
o There must be a valid entry in the Work Email field of the contact to whom the CV is
being sent.
o There must be a valid path to the Candidates CV in the field CV for Clients
o You should complete the Cover Letter text on the Jobs as Candidate tab of the
Contacts form
e For acandidate linked to a job, on the Jobs As Candidate tab of the Contact form click on the
mail icon on the right hand side of the subform on the top left of this screen.
e Tofloat a CV, follow a similar procedure; fill in all of the details on the Float subform on the
top right hand side of the screen. Click on the mail icon to send the CV.



Enter a Timesheet

e On the Contractors form, click on the button to the right hand side of the relevant contractors
details.

e [fthis is the first time to enter a timesheet for this contractor you must first complete the
section on the main form for pay rates, charge rates etc. Once this is completed you should
close the form to save the record and reopen it to populate this data into the subform below

e Fillin period ending, hours worked etc and then either Create an Invoice or click Next Record
to enter another timesheet for the same contact.

Invoice a Client

e For contract / temp staff follow the above procedure (Enter a Timesheet) to create a
timesheet and invoice. The Client details are taken from the Client contact for the job. You
must ensure that this contact has an accurate name, address and email.

e If you have more than one timesheet for a contractor, these can all be invoiced together on a
single invoice. Click on the tab marked Invoice Existing Timesheets, and then on the button at
the bottom marked Create Invoice.



4: Starting the Database

8 Welcome to Pipeline by DataHouseSoftware

IV HOUSE

software

Use of This Software is strictly subject to acceptance of the following
conditions. If you do not agree to these conditions you must exit now.

LIMITATION OF LIABILITY. To the maximum extent permitted by applicable law, in no event shall
DataHouseSoftware or its suppliers be liable for any special, incidental, indirect, or conseguential damages
whatsoever (including, witheut limitation, damages for loss of business profits, business interruption, loss of
business information, or any other pecuniary loss) arising out of the use of orinability to use this software or
the provision of or failure to provide Suppert Services, even if DataHouseSoftware has been advised of the
possibility of such damages.

¥ Access

Username: pipeiretest Password

Access Data File |>( “Database  TEST DATA mdb

[~ 50L Server

Usermame: Fipeiretest Password
Driver STL Server Database TESTOATA
Port I8 Server T13.198.66.102

{Open Datahasei Quit

www.datshousesaftware.com

To connect to Data in MS Access Database

1. Make sure the Checkbox next to the word Access is ticked

2. Click on the button with the folder to choose which set of data to connect to. (This step is only
required each time you connect to a new back end database)

3. Click Open Database to start Pipeline

To connect to Data on MS SQL Server
1. Make sure the Checkbox next to the words SQL Server is ticked

2. Enter details for Server, Port, Database, Username and Password (these details are saved)
3. Click Open Database to start Pipeline



5: Dashboard

Dashboard. Current User: John on HONGKONG - Pipeline il =l

&3
_//I e Pipeline by DataHouseSoftware @ - 7 X

™

Jd2RCRPYHNP 8 59Q .o 10 80 O

A

Dash?oard Companies Contacts Jobs Finances Activity Sea'rch Pipe'\me Consultancy Reports About Close 2 Foste' X Delele Recotd Rgfarteash SUI-;\:grt OHME\:EE Quit
Forms Toals Help Quit
Company Hotes / Announcements New Contacts Hot Candidates Calls to make
Company Notes - vizible to all ﬂ Allan Border Allan Border |A\Ian Border dizcussed a job. Sounds a bit grumpy
Mark Taylor Mark Taylor 30/04/2010
ITips for using the database. Edit as required Steve Waugh Steve Waugh ™ Call Back Complete
Doutie cpuac;( e fr::ueﬂ ;?pt:gg? 1o theJos e, j i‘::r':r;p::;:’"es |;‘;$;r1|c§ says he s laoking for a leadership role
Hot Candidates are visible to all users of the [Johnny Marr ™ Call Back Complete
database LI |Stephen Morrissey
Individual Notes [Feter Aok [Steve Waugh had a chat regarding the job he applied for. Sounds OK.
Notes for individual user only ﬂ e —— 30/04/2010 Rnig back tomorrow to clarify a couple of points
[~ Cal Back Complete
=
JoblD  Company JobTitle Contact Ordererd
IE |LedZeupe\in |Drummer IJ\mrrryPage | 30/04/10
|44 |LedZeupe\in |5\nger I.HmrrryPage | 30/04/10
1. Company Notes — these notes are visible to everyone connected to the database.
2. Individual Notes — these are visible only to you. You can uses this for reminders, personal
notes etc
3. Active Jobs — these are your own active jobs
4. Calls to Make — these are notes you have previously made where the Call Back date is today
or earlier. It is sorted by descending order of Call back date, that is with most recent (today) at
the top. When you make a Call Back, you can put a tick in the check box and it will be cleared
from the list the next time the form load or you click the Refresh Data button
5. New Contacts — are new contacts that you have added to the database within the last 3
weeks
6. Hot Candidates — are visible to all consultants. Any contact with the Hot Candidate flag set on

the Contact form will show here.




6: Company

Company - Pipeline -

_“E/ Pipeline by DataHouseSoftware @ -7 x
- ~ = 5 - 5, c 5 ?
® UBOAFO @R E L O 8O
D 4 B g 2R =% s |
Dashboard Companies Contacts Jobs Search Pipeline Close Company  All Live Candidates - " Refresh Live  Online Quit
- - - Keywords  Log Jobs  Jobs sent h Paste i Delete Record Data Support Help
Forms Actions Tools Help Quit

Company
Phane
Web
Address
City
State
Postcode

Current Company: New Order

Company -

New Order Forename

Surname

Title

Phone

Email

Wobile

+4% 111 222 Bernard

Sumner

Guitars

44 111 222

bernard@email.com

123

[www.datahousesoftware.com

Peter

Hook

Basses

44 111 222

peter@email. com

123

Notes & Keywords:

The Hacienda +44 111222
[Manchester

lLancashire

Keywords Added: 4/03/2010
| AutoCAD; C#; Electrical; Engineering

Non Searchable Notes:

P

Lost & singer in 1980, Sounded more
cheerful after that...

Contains all information relating to this company; Company Address and Phone details, Employees,
records of conversations, jobs worked for this client and all candidates sent.

You can access the company screen by

Clicking the button in the toolbar
Pressing the F5 key
Double-click on any Company name that is in blue text on another screen.

Company JumpTo box. Type a company name in here. If the company exists you will open
that company’s record. If that company does not exist in the database you will be prompted to
add them as a new company. Press F12 to move the cursor here using the keyboard.
Company Info

a. General Company information: Company name, main phone number etc.

b. Notes and Keywords: Add general notes and keywords manually, or use the Add
Keywords Button.

c. Contacts Subform: Enter details for each contact in this section. These details appear
in the work section of the Contact form. Contacts added here will have their source
named as “Client”

Notes: Notes & Keywords are used as the basis for searches, non searchable notes are not.
Double click either to expand.

Additional Toolbar Buttons

Add Keywords: Click to show the list of pre-defined keywords, then click the button Add
Keywords to add the selected keywords to the Notes and Keywords field

Company Log: Shows a list of all conversation recorded with contacts in this company.
All Jobs: Shows a list of all jobs associated with this company

10
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Dashboard Companies Contacts Jobs Search Pipeline Close Add Company Al Live Candidates

e Live Jobs: Shows a list of all jobs associated with this company that are currently marked as
Active
e Candidates Sent: Shows a list of all candidates sent to jobs associated with this company or
floated to this company.
’Egﬂ. T Company - Fipeline =
_‘i/ Pipeline by DataHouseSoftware '@ -7 X

LUBCaEQ Cusd @ 1010 80

N . Refresh Live  Online Quit
Keywords  Log Jobs  Jobs sent 4 Paste = Delete Record Data Support  Help

Forms Actions Tools Help Quit
Current Company: Led Zeppelin
All Jobs
Jobk ID Job Title Contact Ordered Status Consultant
|E_ Drummer [Jimmy Page ~|[ z0meno [actve _ | [pipeiinetest
44 Singer [Jimmy Page =1 z0meno [actve _ | [pipelinetest
(New) | | [sohn
4. Jobs
a. Active Jobs: All of the active jobs with this company, independent of consultant.
b. All jobs: All jobs linked to this company including Active jobs and jobs that have been
filled or closed for whatever reason.
5. Candidates Sent: A list of all candidates linked to this company. Includes those linked to jobs

and those floated. Candidates whose CVs have not been sent yet do appear in this list.
Double-click on any blue field to navigate to the relevant form on the database.

11




7: Contact

Contads - Pipeline -

o ox

On) *
,/ E Pipeline by DataHouseSoftware

P URORHFQ TS B LD v 8@

Live Online Quit

Dashboard Companies Contacts Jobs Search Pipeline Close Add Send Addlog JobsAs JobsAs Schedule . =
B - - Keywords SMS  Entry Candidate~ Client Meeting~ | | Paste mdf Delete Record (=) Support Help
Forms Actions Tools Help Quit
Allan Border - Hm:123 - Mb:123 - Wk: Contact =
Forename Allan Searchable Notes & Keywords Contact Log
Surname: Border Companies 30/04/2010 000K Floated CV of Allan Border to Bernard  Call Back [~
- Sumner of New Order for consideration for

Addreas: Geonge Strest Qualifications pipeinetest Sherie
City / State/ Postocde  [Sydney |NSW’ 2000

Skilk
Home Phone / Mobile  [123 |123 e 30/04/2010 000X Interview: Allan Border mesting Jimmy — Call Back [~

f £ Page of Led Zeppelin regarding job number 44:

Perzonal Email allani@email. com Industr

ndustries pipelinetest Singer 30000

Other Notes
Company ;I 30/04/2010 XXXXX Sent CV of Allan Border to Jimmy Page Call Back [~
Job Title Keywords Added: 4/03/2010 alneiest of Led Zeppe.lin for consideration for job

[Accounts; AutoCAD; C¥# Electrical i number 44: Singer }O0X
Work Address: Engineering
City / State / Postcode | [ 30/04/2010 discussed a job. Sounds a bit grumpy Call Back [~
Office Phone / Mobile 1z pipeinetest 30/04/200
Work Email:

e 4/03/2010 0K Sent CV of Allan Border to Jimmy Page  Call Back [~
P of Led Zeppelin for consideration for job
number 45: Drummer JC00X

S = Free Notes [non searchable)

CV For Clients: BIP.\ZEEE—EE'ZCEEN.]FQ

Current Remuneration | S0.00  Presentaton: | 0
Notice Period Weeks —U Typing WPK l_U
Available r Communication l_u
Date Of Birth [ veastas [
Age Drivers License H
Consultant [Pipeinetest Own Car u
Priority [ 1 Includeln Phonelist [
Source [fcoess | Hot Candidate id

Contains all information relating to this one contact; contact details, records of conversations, jobs as
candidate and as client and timesheets for contractors.

You can access the contact screen by
1. Clicking the button in the toolbar
2. Pressing the F6 key
3. Double-click on any Contact name that is in blue text on another screen.

Main Contact Information
1. Contact JumpTo box. Type a contact name in here. If the contact exists you will open that
contact’s record. If that contact does not exist in the database you will be prompted to add
them as a new contact. Press F12 to move the cursor here using the keyboard.
2. Contact’s personal information. Their home address, phone and email numbers etc

a. Double-Click the Home (or work) Address field to launch google maps centred on this
location. (The link is built using the street address, city, state, postcode)

b. Double-Click any of the phone numbers to launch a call using your installed VOIP
software.

c. Double-Click either of the email fields to launch an email. The email will be addressed
to the contact, and will use the contact’s relevant address. The email will conclude
with your own name and email signature consisting of your job title, company name,
phone number, mobile number, email address, company website and address and
email disclaimer. All of this information is taken from the database and is editable
from the Consultancy form, or from the back end (LIVE DATA.mdb or TEST
DATA.mdb)

d. By default the Contact’'s Forename and Surname fields are locked. If you should need
to edit the contact's name you must double-click in either of these fields to unlock
them first.

12



Contact’s work information. Company name, work address, phone number email address

a. Contact Company can be changed by choosing a different company from the drop
down list

b. If you enter a new contact and the company they work for is not yet in the database,
you can enter a new company name in the company combo, hit enter and you will be
prompted to add this new company to the database.

c. Double-click the Company name to go to the company form

Contact’s CV information. Click on the button to find the file, double click the blue text in these
fields to launch the CV. The CV file defined in the field “CV for Clients” is used when
sending CVs from the database.

Remuneration, Notice period etc. Define candidate’s particulars.

a. Consultant is used for the report Contact List. This field is automatically filled in when
you create a new contact. If you wish to add yourself to an existing contact simply
add a comma, space and your name, in the format OldName, NewName. le Ringo,
AxI

b. Source is automatically filled in. When entering a new contact from the Contact form
the Source is taken from the Default Candidate Source (Consultancy Form). When
entering a new contact from the Company form the Source is filled in as “Client”. This
field is used for the report Candidate Sources.

Searchable Notes & Keywords. Enter relevant qualifications, skills, companies worked for etc.
This field is the main searchable field used on the search forms described later. It is locked
when you first enter a record, double-click to unlock and enter text by hand, or use the Add
Keywords button to add pre-defined keywords.

Free Notes. Enter any general notes relating to that contact, such as bank account details,
hobbies etc.

Hot candidate: check this box for this contact to appear as a Hot Candidate on the dashboard
for all users.

Contact Log. List in descending date order of all conversations recorded with this contact.
Also records Meetings, CVs Sent and Interviews (log note preceded by XXXX). To the right
hand side of each entry is a check box marked Call Back, and for those records where a call
back date has been entered, this date will appear here also. Putting a tick in the check box
marks the call back as completed and the record won’t show on the Activity form under Call
Back List - Calls to Make.

Additional Toolbar Buttons

Add Keywords — tick the appropriate keywords from the list, press add keywords to insert
these into the Searchable Notes and Keywords field. Keywords are defined in the
Consultancy form

Send SMS. Click to prepare and then send an SMS to a contact's mobile number. To send an
SMS you must use either Skype or AQL.

o Skype (www.skype.com) is a VOIP telephony application. You must have Skype
correctly installed and have sufficient credit to send SMS with Skype.

o AQL (http://www.agl.com/partners/datahousesoftware.php) are a specialist provider
of SMS services. You must have sufficient credit to send SMS via AQL

o The settings to choose either Skype or AQL for SMS services is in the Consultancy
section

Add Log Entry
Jobs As Candidate (see below)
Jobs As Client. Contains two lists;

o Jobs Linked to Client Contact: A list of all jobs for which this contact is the Client
Contact

o Candidates Linked to Client Contact: A list of all candidates linked to those jobs

Timesheets (under Jobs as Candidate)

o Shows all timesheets linked to this Contact. You can double-click the blue text to view
Timesheet or Invoice. The last column is Net Plus Expenses; the total amount to be
paid into the contractors bank account. Red text indicates not paid yet.

Schedule Meeting: Arrange a meeting between yourself and the contact. You have the
options whether or not to email meeting details to the contact or not, and can use either work
13




or personal email address. The meeting is inserted into your Outlook calendar and a reminder
set for 2 hours beforehand.

e Copy Address to Contact: (under schedule meeting) copy the address from the company to
the contact. If data already exists in the contact section you will be prompted before
overwriting the existing data.

¢ New Contact Same Name: (under schedule meeting) As you can’'t use the JumpTo combo to
add a contact of the same name as a contact already in the database you must click this
button to add a second contact of the same name.

t?;a‘ =
,./ E Pipeline by DataHouseSoftware

@
S UBOAFPO B8 B e RO O

53 Copy

Jobs where Allan Border is a Candidate - Pipeline -8

Dashboard Companies Contacts Jobs Search Pipeline Close Add Send Addlog JobsAs JobsAs Schedule o o Live Online Quit
B - - Keywords SM5  Entry Candidate~ Client Meeting~ | [hPaste =i Delete Record (=) Support Help
Forms Actions Tools Help Quit
Allan Border - Hm:123 - Mb:123 - Wk:
Jobs Cover Letter Text
Job Number Company Name Job Title Status CWSent Allan iz the kind of guy that can turn around a sinking ship
’_E;l Led Zeppeiin Drummer Sent 200410 EI
44~ | [Led Zeppeiin Singer interview Stage_x | [30/04/10 EI
= Not Sent et = | =l
Floats References
Company Client Contact Job Title CVsSent  Status Date | Consultant: Ip\pe\inﬂss{
|r-|e-.-.- Order ;”Bsmard Sumner ;”I.!anﬁger |3mw1n ISenl | El He e B
| || R | Mot Sent vet -] EI Referee Company I—

Referee Role I
Referee Ph. Number I

Jobs as Candidate

10. Jobs: Link the candidate to jobs from this section. Click on the combo box for Job Number to
display all your own active jobs. Other consultant’s jobs are not shown. Selecting a job
number will fill in the Company Name and Job Title. Click on the email button to send the CV
of the candidate to the Client Contact for that job. Status cannot be edited here, you must do
this from the Job form.

11. Floats: to Float a Candidate to a Client Contact (sometimes called reverse marketing — useful
for sending CVs when you don’t have a firm job order) select the Company and Client
Contact from the combo boxes and complete the Job Title. Click the email button to send CV.
Update the Status here. Note that you cannot arrange an interview for a floated candidate, if
you need to arrange an interview you must mark the status as “Progressed to Job”, create a
new Job and arrange interviews from there.

12. Cover Letter Text: write in the text you would like included with each email. This can be edited
in the email prior to sending if you wish.

13. References: Conduct reference checks and record information directly into the database. To
conduct a new reference check fill in the referee’s details such as Name, Phone Number etc,
and click the button on the right hand side. To View an existing reference simply click the
button on the left. There are 12 default Reference questions, these can be edited as required.
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8: Job

o s Job Details and Candidates - Pipeline -
Ca =

- o ox

2o
f?/ E Pipeline by DataHouseSoftware

DS UROERUHT 8 Q &2 11000 860 0O

Dashboard Companies Contacts Jobs Finances Activity Search Pipeline Consultancy Close Add New 2 Refresh Live Online Quit
- - - keywords Job | [ChPaste i Delete Record pata || Support Help
Forms Actions Tools Help Quit

Job number: 44 - Singer at Led Zeppelin Jump To Job |- Ja |
Job Title: Singer Company Led Zeppelin - General Motes:
Job Description: g Contact Jimmy Page hd
Consultant: |pipelinetest Reference: Keywords Added: 4/03/2010
Job Status: Active ;I Job OrderTaken:  30/04/2010 | AutoCAD; C#; Electrical, Perl, PLC
Candidate Status Added CwWSent. Rejected: Interview1: Timel: Interview2: Time2: Start Started 5‘
Stephen Morrissey _Tl[Not Sentvet || 30/4/10 o =
Bernard Sumner _*||Placed - Perman x || 30/4/10 | 30/04/110 3004110 | 13:00 04102110 I =
|Allan Border _*|||interview Stage || 30/4/10 | 30/04110 301410 | 12:00 =

“l[Notsentvet <] o =l

Contains all information relating to this job; Client, Consultant, all Candidates and information on their
candidacy.

You can access the job screen by
e (Clicking the button in the toolbar
e Double-click on any Job Number that is in blue text on another screen.

1. Main Job Details
1. Job Description: If you have a written Job Description browse for the file using the
folder button. Double-click the blue text to launch the file
2. Consultant: When the Job is created in the Company form the Consultant who
created the job is assigned to the job. This can be changed here if required.
3. Status: Adjust as required.
2. Candidates
Pick any contact from the database to link them to this job.
Status: Adjust as required.
Filling in a date for Rejected, Interview or Start will automatically adjust the Status.
Rejected: Optionally send an email to candidate stating they have been unsuccessful
Interview 1: Complete the date in field Interview 1, the interview time in Time 1. You'll
be asked if you want to send an email to both candidate and client confirming the
interview and exchanging each other’s contact details. Also, the interview will be
added to your QOutlook calendar, with a reminder set at two hours beforehand
9. Interview 2: As above
10. Start: Enter the start date
11. Started: Check this box once you’'ve confirmed the candidate has started their new
job.

© N oA
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12. Click on the Word button to launch the candidate’s CV (must be specified in the
Contact form)

13. Click on the form button to enter job placement details. For perm jobs this will be
salary, super, allowances, recruitment fee etc. For contract jobs this will be pay rates,
charge rates, on costs etc. For this button to go to contract placement details, the Job
Status must be “Filled By Us — Contract Placement”

Contract Jobs. After completing pay rate, charge rate, On Costs etc,
OnCosts are the additional costs incurred to hire a contractor. Taxes Insurances etc.

16



9: Finances

Finances - Pipeline

.B% '
_j e Pipeline by DataHouseSoftware

@ LUegell,y D 8 POQ I 1 O

Dashboard Companies Contacts Job  Finances Activity Search Pipeline Contractors Consultancy Reports About Close ) ) - Quit
=f Delete Record

Forms Tools Quit
Unpaid Invoices | Paid Invoices |
InvoicelD Company Client Candidate Start Date Job Title Date Paid Date Due Consultant JobNumber Value
|E ITne Smiths |Juhnny Marr |Peter Hook | |Bass Player | |1BJUBJ'ZU1U |p|ue\|netest |4s | $30,000.00
[2 |Led Zeppelin [simmy Page  [Bernard Sumi [4n0a2010 [singer | [18/0272010 [[pipeiinetest 44 | 1471500

Open Invoice List | Export List to Excel

$44,715.00

Unpaid Invoices: list of all outstanding invoices. Where the Date due is red, this indicates the payment

is overdue. Complete the field Date Paid when payment received.

Paid Invoices: shows all invoices paid between the two dates at the bottom of the screen. Adjust the

two dates to adjust the list.

Open Invoice List — Displays a list exposing ALL details relating to ALL invoices and allows you to edit

each field as required.
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10: Activity

) *
5/ @ | Pipeline by DataHauseSoftware

Activity - Pipeline

* 1 5 8LH £ OO v ¢
ok e . ] I i)

_:5 oy @ G P O _f = & Cear Al Filters %

Dashboard Companies Contacts Job  Finances |Activity | Search Pipeline Contractors Consultancy Reports About  Close Quit
=4 Delete Record
Forms Toals Quit

Call Back List - Calls to Make Log - Calls made in last 3 weeks Mew Contacts
IIM would he like to narrate children's stories?? I-Dennis The Men Fang tointroduce myself. Seems nice enough. Haz a | £stro Boy

26/07/2008
[ cal Back Complete

|Desperale Dan Rang te see how he was. We talked about Cow Pie of

3000672008 PsE:
[ cal Back Complete

[Ringo Starr call back
18/03/2009

[~ call Back Complete

|Sry Dunkar
16/03/2008
[ cal Back Complete

notes. Call back

26/07/2009  Smal splky dog

[Angelina Ballerina

rDesperate Dan
26/07/2009

Rang to see how he was. We talked about Cow Pie of
Course.

Wam Shakesp any new plays in the works? Apparently nat,
13/07/2009

rF!ingn Starr niot there. Call back ladter

13/07/2009

rHingU Starr would he ke to narate children's stories??
13/07/2009

Brad Pit

George Clooney

Hot Candidates

| Angus Brain

George Harrison
[Robbie Shakespear
[Renaido Ronalge
Stewven Fleming

Steven Gerrard

Steven Hawking

KPIs for 3 weeks to date
Open Jobs: 10

Calls: 5

Candidates Longlisted: 2
Jobs Added: 0

1. Call Back List: Shows all outstanding calls to make. Mark the check box to clear the record

from the list.

Eall S

“Hot Contact”

Log: Shows all calls (plus CVs sent, meetings arranged etc) made in the last 3 weeks
New Contacts: Contacts added to the database by you in the last 3 weeks.
Hot Candidates: List of all contacts in the database who are marked on the Contacts form as
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11: Search

= search - Pipeline el i
b
_gj e Pipeline by DataHouseSoftware @ - = x
S LU8SeBP g 2O @ gon O
—/ “f Clear Al Filters %]
Dashboard Companies Contacts Job  Finances Activity Search Pipeline Contractors Consultancy Reports About Close Quit
Forms Tools Quit
Name | Keywords | AnD | AND [ AND AND
Contact Name Company Job Title Mobile Home City State Current Pay Visa Comm: Priorty CW
| 21an Borde N 123 Sydney NSW 0.0 0 T
Bernard Sumner News Order Guitars 123 $0.00 0 1
Jimmy Page Led Zeppelin Guitarist 123 $0.00 0 1
Johnny Warr [The Smiths Guitarist 123 $0.00 0 1
John-Paul Jones Led Zeppelin Bass Player 123 $0.00 0 1
Mark Tayler 123 Sydney NSV $0.00 0 1
Peter Hook Mew Order Basses 123 s0.00 0 1
Stephen Morrissey  |The Smiths Singer 123 $0.00 0 1
Steve Waugh 123 Sydney INSW $0.00 0 1
Capy to Local Table |
Search Contact Notes Search Contact Log Search Jobs Search Candidates Sent Match Companies / Jobs / Candidates | Export to Excel I

Name / Skills Search: Initially shows all contacts in the database. Filter by name and Skills.

1. Name example: Entering “john” in the name field will find all contacts with john in any part of
their name. “John Smith” and “Al Johnson” will both be found.

2. Skills: Five skills search terms are available. These filter the results based on what
information is in the General Notes section for the contact. For instance, entering 3 search
terms of “SCADA” “Allen Bradley” and “Masters” will find all contacts who have these skills /
qualifications in their General Notes.

3. Export to Excel inserts the results of the search into an Excel spreadsheet.

4. Copy to Local Table makes a copy of the search results and allows you to send

a. SMS to multiple recipients (job alert SMS)
b. Email to multiple recipients (job alert email)
c. Email several CVs to a single contact

Search Contact Log: similar search as above. There are three search fields which filter results based
upon the notes in the Contact Log.

Search Jobs: Initial view shows all jobs on the database created in the last 1000 days. Filter results by
entering search terms corresponding to the field immediately below. The date can be changed as
required.

Search Candidates Sent: Initial view shows all candidates who have had CV’s sent in the last 1000

days. Filter as required using the search terms corresponding to the fields immediately below. The
date can be changed as required.
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12: Pipeline

— Pipeline - Pipeline S
D:Y \ peline - Pip:
_/ B Pipeline by DataHouseSoftware @ - = x
/‘9 J ] 92 @ 3 @ p AP 5 | ﬁ @ {' ,) @ V7 Selection - 4]
Ly - o \J} - - £ - o & Clear All Filters .
Dashboard Companies Contacts Job  Finances Activity Search Pipeline Contractors Consultancy Reports About Close Quit

=ér Delete Record
Forms Tools Quit

 Active Jobs | CvsSent Interviews |Of‘FErs | Forwards | Starters | Contractors |

Candidate Interview Company Job Job Title Client Consultant
[M | #m3r2010 [Led Zeppein | 45 [Drummer [timmy Page [pipelinetest
|Al\an Border | 410312010 |Led Zeppelin | 44 |S|ngaer |J\mmy Page |pipelinetesl

This screen shows the sales pipeline for the whole company.

Active Jobs: All of the Active Jobs on the database

CVs Sent: All Sent CVs where the candidacy status has not been updated to “Rejected” or
“Interview Stage”

Interviews: Shows all candidates whose Status is “Interview Stage” for all Active jobs
Offers

Forwards: Lists all candidates (Permanent and Contract) who have a start date entered on
the Jobs form but have not been checked as Started.

Starters: All candidates where the Start Date field is within the last 90 days AND the
candidate has been checked as Started.

Contractors: A list of your own contractors and their vital statistics. Total Gross Profit for the
last 90 days shown at the bottom of the screen.
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13: Contractors

) *
) @ | Pipeline by DataHauseSoftware

Contractor Details & Wages Due -

Pipeline

© - = x
” = = &7 d . A
[y 5 B0 S @ p = wp! ﬁ @ (7 @ V7 selection %)
Dashboard Companies Contacts Job  Finances Activity Search Pipeline Contractors Consultancy Reports About Close Quit
=4 Delete Record
Forms Toals Quit

All Contractors Unpaid Wages
Name Job CompanyName  JobTitle Consull Pay Charge End Contractor Period Ending  Date Paid Pay Reference Amount
IAndrew Flintof < [stKida Drinks Carrier [John 35000 [ s80.00 11032009 EF| [fndrew sfmon]20/02:2008] | | sate183
IAnurew Symor 5 |5t Kilda Drinks Carrier [John $60.00 §90.00 1/0342009 | |Ar|drew Symen I 104‘02;'2005' I I $2,161.83
IDﬁvu‘J Beckhamr 5 St Kilda Drinks Carrier [John $70.00 $50.00 110372009 I IAndrew Symonl 14'021'20051 I I $2 161.83
Ir.lark Nicholas 9 |Liverpool Kitchen Hand [John $10.00 $20.00 1/04/2009 I IStevan Fleming |1”m1”2”"§| I I S227 43
IPauIS\mnen 13 |Powerbrain |Software Developer Fred $50.00 $100.00 1/04/2009 I IStevaanhnsnrl20!02:'2009' I I 517529
Istaven Fleming 19 |india Coach [John $20.00 $30.00 1/05/2009 | -

[Steven Jonnsor | 1010272009 | | | sirade
IStaven Johnso 9 |Liverpool Kitchen Hand [John $10.00 $20.00 1/04/2009 I

- - [steven Jonnsor [ 30/0172008 | | [ sirass

IStE\.'en Moerris. 22 |Scientists Timekeeper [John $50.00 $100.00 1/05/2009 I

[steven Morris || 200272008 | | | sisase

[Steven Morris || 1010272008 | | | stsaszs

[Steven Morris [ 200172008 | | | stesses

[Steven Morris [ 20172008 | | sigss8s

|steven Worris | 10/1r2008 | | | si83486

Total Quststanding: $17,007.71

A List of all the company’s active contractors, intended for the user who enters all of the companies
timesheets. Click on the button to the right hand side of each contractor to enter timesheet.

List of all unpaid wages. Once the Date Paid field is completed the record will not show when this

form is reopened.

Enter and Invoice Timesheet:

1. Details on pay rate, charge rate and on costs are taken from the information in the top section

of the form. If these details need to be adjusted you must make the adjustments, close and

reopen the form for these to propagate to the bottom section.

a. OnCosts are the additional costs to hire a contractor over and above their wages and
superannuation. OnCosts is a percentage which will cover the additional costs per

contractor, including taxes and insurances.

2. Begin the data entry by entering the Period Ending Date and the Normal Hours. Overtime, OT
2, Expenses are optional. Use the browse button to link to a soft copy of the timesheet. Tax is

not a required field but you will be prompted if you leave this field blank or zero. Adjust the
Due Date as required. Default is 14 days from Invoice Date.

3. Once timesheet data is complete you can either Create an Invoice straight away or enter
another timesheet for this contractor by clicking on Next Record.

Invoice Existing Timesheets

If you have entered a number of timesheets for a contractor you can combine these on a single
invoice. This screen shows all timesheets for this contractor that have not been invoiced. Click on the
Create Invoice button to add them all to a single invoice.

Pay History

21



Shows details of contractors hours and pay. Double click to reach timesheet or invoice. The final
column is for net pay plus expenses. If this field is red payment has not been made (Date Paid field is
blank)
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14: Consultancy

e Consultancy Details

Save and Close

Corrultancy Detals | Keywords and Dther Settings | Actions |

Conzuftancy Name: |3 ecruitment Company] BusinezzNumber: [ABN: AAA+ Email Disclaimer:

Address: |23£ High Street Bank Details: Email generated from database. Replace text as required

City: |Sydney 'Send money to our bank Account. Details below

State: [nsw

Postcode: [2000

Web Site: |‘.\".'.'w datahousesoftware.com

Phone: [123

CountryCode: [-51

Consultant — Full Mame Security Level JobTitle Fhone tobile Email Password Fiegistration Code

Iplpehnetasl IF\pEI\nETEslUsEI | EIHEErultmEnl Ennsultan\lphnna Imnhlle Iamall e | E valuation Mode

[ [ I I [ [ [ Evalustion Mode:

To access this form you must enter a password. By default this is “pivotal” — without the
quotes. This password can be changed.

This form is where all pertinent details of your own recruitment business are recorded.

AP~

Company Name and Address fields will be used on email signatures and on invoices.
Email Disclaimer: used on all emails generated by the database
Bank details: used on invoices
Consultants:
a.

Consultant: This field is used to define valid users of the database. For functions in
the database where the Consultant is required, the database automatically uses your
computer user name. In the bold text above the Consultants subform the database
shows the username of the current user. If the username is not what you expected
refer to Appendix 3 for further information.

Full Name: Used on database generated email.

Security Level: Restrict access to different areas of the database. Level 5 allows
access to all forms of the database. See appendix 2 for further information.

Job Title, Phone, Mobile, Email: Used in emails generated by the database.
Registration Code. For each user licence purchased you will receive a registration
code. Enter it here. Each user requires a different registration code.
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e Consultancy Details

_SevosndCiose |
Consulancy Details  Kewwords and Other Settings | Actions
Keywords Tax Name Permanent Jobs: (GST Defautt Path Original CVs: P\
F Tax Rate Permanent Jobs: [10.00% Defautt Path CVs ForClients: [P
IAutoCAD— Tax Name Contract Jobs:  |GST Default Path Tmeshests: P
IC#— Tax Rate Contract Jobs: 10.00% Logo Path and Filename: F:\DataHouse\DataHouseSoftwe
|E'5°1”°5'— Financial Y'ear End Month: |5 Default Candidate Source:  |Access
I.—
I:‘i:::;:agl— ‘SMSUserName: skype Colour Labels Small: 0 _I
IWM— ‘SMSPassword: skype Colour Labels Large: 0 _I
[Operations
Per
Pc
Sales
SCADA
SolidVWorks
SQL
I—
5. List of keywords
6. Tax Names and Rates will be used on invoices
7. Default Path (for CVs and Timesheets) is used to set the initial directory shown when you

click on the browse button (for CVs or Timesheets respectively). Note that there are fields for
a path to original CVs and one for ones to send clients.

8. Logo Path and Filename —logo used on Invoices.

9. Default Candidate Source: Change as required for name of Job Board or newspaper that
gives you the most candidates. All new contacts entered from the Contact form will have this
as their Source.

10. Colour Labels Small: Pick the colour for used for text box labels

11. Colour Labels large: Pick the colour used for bold text box labels, and the text used on
buttons.

12. SMS Username and Password.

a. For Skype make both the username and password “skype”
b. For AQL use the username and password specified by AQL
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15: Reports

Several reports are available, listed in the list box on the left. Double-click the report name to launch
the report. For reports where the data is restricted by date, the data is that between the Start Date
and End date fields on the right. By Default Start Date is the first day of the current year, and End
Date is Today. Both can be edited as required.

16: About

| Egl About Pipeline X
DATA[ 1] _

Pipeline by DataHouseSoftware
Proudy made in Australia

Version: 1.00.0168

Release Date:  26/03/2009
Copyright: DataHouseSoftware
MS Access: 12.0.6211.1000

File Format: 2007 ACCDE
JET/ACE: 12.0.6211.1000

Jet User: Admin

Win User: John

Workstation: ~ HYDELEA
Vi\Database \TEST DATA, mdb
For general information
www.datahousesoftware.com

For Sales Enquiries
sales@datahousesoftware.com

Lists Software version, Access version, current user etc.

25



17: Back End Database

There are two parts to Pipeline, the first part of this manual covers the Front End or Client application.
This part contains no data, only the forms, reports, queries and code to manipulate and act on the
data which is held in the Back End database. When you launch the Front End database, one of it’s
first actions is to connect to the Back End database specified in the start form. (See Starting the
Database, Section 3)
The back End Data contains only data tables and a small number of forms. It is important to make a
daily back up of the back end.
You can access the back end database directly by launching the file in windows explorer. After the
database opens you will need to enter a password to continue. The initial password is “pivotal”
(without the quotes). This can be changed.
After entering the password you have the following options
1. Close Form, Enter Database
a. Access the data tables directly. This is not necessary for normal operation.
2. Edit Users
a. Add/ Edit users as required. Same as Consultancy form described above (Section
14)
3. Change Password
4. Quit Database

The back end database contains your data. Make sure you keep it in a safe place on your
network.

Pipeline can connect to data on a SQL Server. Please contact us to discuss.
Any data held in your MS Access database can be upgraded to SQL Server.
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Appendices

Appendix 1: Acknowledgments

1.

10.

John Viescas, on the MS_Access_Professionals mailing list 2008/01/22 for assistance with
adding new data from a combo box (Contact and Company forms, cboJumpTo_NotInList)
Mark Plumpton; Custom Data Solutions Ltd for coding on sending SMS from Skype
http://conradsharry.blogspot.com/2007/07/send-sms-with-skype-3.html

John Hawkins of www.fabalou.com for code on linking / re-linking tables to front end

Allen Browne; code for version information used on About Form (Module ajbVersion) and
code for following hyperlinks (Module ajoHyperlink)

Colour Picker Code; Terry Kreft, Stephan Lebans, Peter De Baets (Module basColourPicker)
Proximity Functions v1.1 from Peter's Software (basProximityFunctions)

Open File Dialog Code courtesy of Microsoft Access 95 How-To, Ken Getz and Paul Litwin.
Waite Group Press, 1996 (modOpenSaveFile)

Attach multiple files to a single email, Mike Thornton: http://www.tek-
tips.com/fags.cfm?fid=1634

Creating and customising the Office 2007 ribbon Avenius Gunter:
http://www.accessribbon.de/en/index.php?Access - Ribbons:Ribbon Attributes

Enabling and disabling buttons in the Ribbon; Albert Kallal
http:/www.members.shaw.ca/AlbertKallal/Ribbon/ribbon.htm

Appendix 2: Security Levels

Pipeline provides 5 separate security levels. These can be considered as follows

aprwNp—=O

No Access to Database

Reserved for future use

Recruitment Consultant

Administrator, Senior Consultant

Team Leader, Manager, Accountant

Full Access. Business Owner, IT Manager, CFO

The security levels restrict access to certain forms as follows;

Form Minimum Security Level
Dashboard No Restrictions
Company 2

Contact 2

Job 2

Create Invoice 4

Finances 3

Export List of Invoices 4

Activity No Restrictions
Search No Restrictions
Pipeline No Restrictions
Contractors 3

Enter Pay Date

Enter Pay Reference
Contract Details
Enter Timesheet Data
Create Invoices
Consultancy

Reports

Add Keywords

estriction is by Password

AWPWWN ™A

27



28



Appendix 3: Known Issues

e On Vista Windows Mail can launch instead of Outlook. This applies when Windows Mail won't
allow older versions of Outlook to be the default mail program. This will also prevent
appointments and interviews being added to the Outlook calendar. This is an IT issue rather
than an issue with the database. Make Outlook your default email application. Solve it by
using a later version of Outlook. This is not an issue in Windows XP.

e On Windows XP NetMeeting may try to make the voip calls. Uninstall using the following
procedure from http://support.microsoft.com/kb/938223

o Click Start, click Run, type RunDII32 advpack.dll,LaunchINFSection
C:AWINDOWS\inf\imsnetmtg.inf,NetMtg.Remove and then click OK.
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Appendix 4: References
FRONT END

References - db1

Visual Basic For Applications

Microsoft Access 12,0 Object Library

LE &ukomation
icrosoft Activelr Data Objects 2.5 Library
icrosoft Outlook, 10,0 Object Library

|:| IF'.S Helper COM Cu:umpu:unent 1 EI Type lerary
[] 145 RADIUS Prokocal 1.0 Type Library
[J&aC Decoder 1.0 Type Library

[aac Enu:u:uder 1.0 Type Llhrary

1 C:\Program Files\Common Files\Microsoft Shared\VBA\VBAG\vbe6.dll

2 C:\Program Files\Microsoft Office 2007\Office12\MSACC.OLB

3 C:\Windows\system32\stdole2.tlb

4 C:\Program Files\Common Files\System\ADO\msado25.tlb

5 C:\Program Files\Microsoft Office XP\Office10M\SOUTL.OLB

6 C:\Windows\Skype4COM.dII

7 C:\Program Files\Common Files\Microsoft Shared\Web Components\10\OWC10.DLL

8 C:\Program Files\Common Files\Microsoft Shared\OFFICE12\ACEDAQ.DLL
Microsoft Office 12.0 Access database engine Object Library

9 C:\Program Files\Common Files\Microsoft Shared\VBA\VBAG\VBEGEXT.OLB
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BACK END

References - Datadod

Visual Basic For Applications
Microsoft Access 12,0 Object Library
Microsoft Activer Data Objects 2.5 Library
Microsoft Office: 12,0 Access database engine Object
al B ot Applicakion i
[] 145 Helper COM Cornponent 1.0 Type Library
[ 145 RADIUS Protocal 1.0 Type Library
[J&aC Decoder 1.0 Type Library
[] aAC Encoder 1.0 Type Library

[] Acrobat dccess 3.0 Type Library
[] AcrolEHelper 1.0 Type Library
[ &ctive DS Type Library

[ Ak




Access uses the SearchPath API to search for the referenced file if the RefLibPaths registry key does
not exist or does not contain a correct reference. The following searches are performed.

Search Area
Application Directory
Current Directory
System Directory
WinDir

PATH Environment Variable

Description

Location of Msaccess.exe.

Directory that you see if you click Open on the File menu.

The System folder and the System32 folder that are located in the
Windows folder or in the WINNT folder.

The folder where the operating system files run. This is typically the
Windows folder or the WINNT folder.

This system variable contains a list of folders that are directly
accessible by the system.

Microsoft Windows NT 4.0: In Control Panel, double-click System, and
then click the Environment tab. The PATH variable is in the System
Variables list.

Microsoft Windows 2000, Microsoft Windows XP, and Microsoft
Windows Server 2003: In Control Panel, double-click System, click the
Advanced tab, and then click Environment Variables. The PATH is in
the System Variables list.

Microsoft Windows Vista: In Control Panel, open the "System and
Maintenance” item. Click System, click Advanced system settings, click
the Advanced tab, and then click Environment Variables. The PATH is
in the System Variables list

File Directory The folder that contains the .mdb file, the .mde file,
the .adp file, or the .ade file, and any subfolders.
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Appendix 5: Skype

Pipeline uses Skype to send SMS. To use Skype for VOIP calls or SMS you need to have a Skype
account and credit

To use the SMS feature in Skype you must install Skype Extras Manager. This is included in the
standard Skype for Windows installer, NOT the Business Version. When you install Skype use the
Options button during installation to check Extras Manager is included.

& Slype™ - Install o ] A

& %, Options
£

=
Select where Skype should be installed:

IC:'I,F‘ngram Filest Skype!, Browse. .. |

At least 54 ME of free disk space is required,

¥ Create a deskkop icon

[# Launch Skype after installation

[+ start Skype when the computer skarts
[+ Install Skype Extras Manager

[~ Install Skype Plugin For Inkernet Explorer

By installing this application, you agree you have read and accepted the
Skype End User License Agreement and the Skype Privacy Statement

I agree - inskall Zancel

The first time you send an SMS from Pipeline Skype will present the following warning. You must
choose Allow access to continue. Even after clicking OK, the very first SMS send from Pipeline will
create an error. Subsequent SMS will be OK.

Contact Log

| s

ﬁ x
MSACCESS.EXE wants ko use Skype

g =

Allow access | | Deny access




