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1. PLANNING THE PROJECT/CREATING A MASTER PROJECT FILE

1. A Team Mate shortcut icon should be visible on your desktop.

take you to the main Teammate launch-Pad.

CCH TeamMate” TeamMate R10.1

Audit Management System

TaamRBisk Web
Rirsk Assessment

Project and lssus \
Tracking

TeamMate User Community

User Documentation

TeamSchedule Web
Project and Resource

Scheduling

Time and Expense

Clicking on the icon will

Capture
ToamAdmin TeamStore
Adrminstrabon Content Management

Electronic Working Papers

© 2011 Teamilats Licensing 5.V, AN ights resenved

2. Click on ‘TeamMate EWP’ to access the TeamMate EWP module. You will be asked to

provide your login and password.

3. &IOD Policy: Login is first letter of first name and last name as follows: ‘agarba’.

Password will be ‘passwordl’. For new users, you will be requested to change your password.

o~

Enter your Login Name and Password for authorization.

Login Name: ||

Password:

- - ARV 5=
- [ ] = = — 1
o 1o o] F = O 7 - -
Open  Mew + Filter Organize Refresh Tools | Dashbeard | Clo
[ rimcmr Frapecn | B Foameaoic | ripin | Bed oo
Fund sl
Project Name Progest Code Start Date Time Progress Frocedure Progress Status P—
(=] Brogram 1 (Batent Law} Evalustion EvaL 3032-03 02,04 7012 o — B et Work I -
- Developing teeds for Access 1o EVAL 2012.09 ox09.2012 | o _— Prannin - —
Fual 303303 78033013 on j— Blanming .

[=) Evaluation of the 1GC rist Support services fval 2013-00 25.02.301% o r— Planning I (=

[L= | REVIEW OF PCT REVEMUE GEMERATION PROCESS & 2012-01 26032012 | % | [eiementation Tracking o [ —

[= | Review of Conference and Language Sendces ta 3013-03 20,00.2012 o% e R A

L= | Revimw of Payrment Obligatiarn: 14 2012-04 31082012 o% Ll ——

[i=) Review of WIPG Cons: Prasjwets LA 2023-00 17.32.2012 on —— T G —_—

[Ce] Beimw of Travel and Missian Suppoe ta-0¥-2m% CIEVEY o | N rriementation Tracking 6 E—

[=] Review of Software Asset Management - 360 Templat LAOT2011 - 360 Template 23032012 o o — I Planning ESSsoaTT——
R 3R My Procecures and Wark Papers [30) - -
§~ 13

I
2 ¥ %
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5. To plan a new project, click on the ‘New’ icon while in the appropriate TeamMate Explorer
Tab.

6.  Select either ‘create a new project’ if this project was not already created by the TeamMate
champions, otherwise ‘select a planned project from the centralized database’.

Wielcarme bo the New Project Wizerd. This wezard will grasde you hreugh the peoeess bo coeate 8 new progeet or selecting ere planned
! the Contralized Database,

& Create New Project

Select 8 Planned Project from Centralized Database

Project Informaticn
Code: 1A 201307
Mame  Audd ol Team Matd
Audit Plare [ 2002 Oversight Pan

Ensties | W WIPG WIPD

Start Date  16.03.3013

[(Het= | [ cance

A. NAMING THE PROJECT

7. Code: Defined by the annual Oversight plan and appears as either depending on the
Section: I1A 201X-0X for Internal Audit reports, EVAL 201X-0X for Evaluation reports, INV 201X-0X
for Investigations’ Management Implication reports, EA 201X-0X for external Auditors’ reports and
EAM 201X-0X for external auditor's management recommendations.

8.  Project Name: As defined in the annual oversight plan

9.  Audit Plan: Oversight Plan for the year

Entities: There is only one entity; WIPO

1
&Start Date: Project Start Date — defined as the date when planning commences.

10. Click on the next button and select the appropriate template. Currently, there is either an
EVAL Template or an IA Template. A simplified template has been prepared for investigations for
their management implication reports (MIRS).

will define the settings and strusture for the new project. If the template fist is emgpty, browse
wrakizes Databiage c¥ an Offfine TaamStore.

Templats Details

Harmes Base Temnplate (wth P2)
haut P, Author: coH

Dewerigitian:

P n
have PA, AS & PG Folders. This template containg no pre-
populated picklists.
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B. TEAMMATE POLICIES

11. Project settings include EWP configuration options that are typically determined in advance
by your TeamMate Champion and included in the template used to create all Projects. Including
Project Settings in a template helps to ensure consistency, and conformity with an organization’s
best practices and management information requirements. It also reduces the administrative
burden for the user who is setting up the Project. Types of Project Settings which can be defined at
this stage, if required, are as follows:

e Terminology - Terminologies have been set in Team Admin and have been integrated in the
templates

e Categories - Categories have been set in Team Admin and have been integrated in the
templates

e Policies - Policies have been customized and included in the Templates.

C. SELECTING PROFILE, TEAM AND CONTACTS

12. Once a project is named and created in Teammate, we need to provide some information on:

1. The project setting: these are the policies that have been defined by IOD The project
profile i.e. the project’s team, scope, summary, schedule etc...

Within the project profiles, its team;

And the contacts for this audit on the client side as well as those responsible for the
follow-up.

13. The screenshot below is the main EWP working screen. Click on the ‘Planning’ tab. You will
need to complete the following icons: ‘Profile’, “Team’ and ‘Cantacts’. The ‘Project Settings’ icon
allows to setup policies, categories and terminetogies ferthe projeet-This has already been setup

eup
Pzview View Go To Admin TeamMate

+ Schedule Tickmarks @ ll/] =§\
. Import Project a v L= 'HJ
Risks and Get Initialize Freeze Survey
Controls Programs Froject Programs Manager

Project Profile Team Contacts®Tilestones Global
settings Tickmarks

- {5 AS: Audit Closure ARC State Title
[ PG: Audit Folders

1 ASL Summary of Findings and Recommendations
3 AS2 Customer Satisfaction survey

14. Click on the ‘Profile’ icon. You will notice the following tabs: General, Team, Schedule (not
used by I0OD), Objective, Background, Scope and Methodology, Contacts, Summary, Status and
Milestones.



TeamMate EWP - [PROFILE : IA 2012-02 : 20.09.3

Planning Review View GoTo Admin TeamMate

RMIE o = R i©)

L
|§Iose| Team Contacts Status Milestones

Genelai‘ Team |5cheduie ® Objective | ™ Bach d | ® Scope and Methodology | Ccmtac’lsl Y ISidlusand“‘

Project Ownership General | Contact Info

Manager: ID Rajacbelina, Thierry '] First Name:  Sashidhar
Lead: IE Hendiogiuglunc v] Last Name: Beriah
Security Groups ... ] Initials: SB

E-mail: sashidhar.borish@wipe.int

Teamn Member Initials Role Status T
itle:
Boriah, Sashidhar SB [ ]
Efendioglu, Tuncay TE | @
Garba, Alain 5. AG (= AT
Rajacbelina, Thierry TR a @

Role: |4 Preparer Only

Level: e

Login Name:  boriah

Password...

Permissions

i General

General | Tearn | Schedule | ® Objective | @ Background | ® Scope and Methedeleay | Contects | Summary | Status and Milestones

Project Code: | |4 2012-02

Froject Mame: Review of Conference and Language Services
Audit Plan: | 2012 Oversight Plan [ Gt
Entities: | @ WIPO WIPO @
Ui

Group: | =

Type: (@ i and e -]

Location: |Geneva =]

Scope: | Limited Scope =l

Origin: [ Annual rick assessment =]

Staff Type: [Internal starr -]

ii. Team Roles

[General| Team | Scheduie [ = Objective [ = Background [ = Scope and

Project Ownership

[l Rajasbeting, Thiermy -| First Mame: | Sashidhar
Lead [ Efendioghu, Tuncay =] Last Name: Doriah
> Initials: 58
[ Security Groups ... ]
E-mail:  sashidhar.bonah@wipoant
Team Member Initials Rale Status o
i

Boriah, Sashidhar 5B e

Efendizgiu, Tuncay TE # @

Garba, Alain 5. AG e Authorization

Rajaobaling, Thisrry ™ [ | @

Role: | W Preparer Only
Level: 1

Login Mame:

Permissions
Restrict Access to Project {cancel user)

R

L Expart of Project Info

Allew Cress-Referencing Mode
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Use the drop
down arrows to
select type,
location, scope,
origin and staff
type for the project

button to select
team members
from the database.
Set audit project
manager, Lead.

N




o]

wocoeeen T

(@) Get from current Centralized Database

() Get from Offiine or other TeamStore

TeamStore:

Connection:

Annex 1.2

Make sure you
have selected ‘Get
from current
database’. Click

s e e ==

Click Search 1o retrieve sccount

First Name: | g wii =
Email. | Bogrm wih ]
Entity: | Seioet ]

s

Select & ol stcount fom the list belew and then click 0K

on ‘OK’

Click the Search button to
obtain the list of staff, and
select the staff assigned for the
project. You will need to repeat
the above steps for each staff
assigned to the project.

Last Name Firat Mama Inapials Ermasl
Akoto-Danss Kaame Kwvame dhcteOansodwipe int
Aaadit it Bt Baips ink
Beriah Sashidhar anahicha berinhd@wips int =
Cimmare Joan Jowm cormorBhais ot
Centin 4 =
Efendioglu Tuncay Tuncay. Elendicgluieipo int
Engelhardt Julis juhis ergethan®@aipn wl
| Tarans I MHT  mariz-ninnls 7arranafing int
l \ 11l }
Click Search to enable Add User

Aad User.. New User <

- _J

Click OK to continue.

N

J

This button is used to
create new user.

&IOD policy: New Users
are created by the
TeamMate Champions
only.

15. Once you have selected all team members, you can decide to give them appropriate rights to
the project. The current rights are: Preparer Only, Read Only, Reviewer Only, Preparer Reviewer
and Project Owner. As a default, each team member has already been assigned a role. To change

a role, select the team member and click edit. Click on the drop down

options.

General| Tesm | Schedule | ® Objective | ® Dackground | ® Scope and Methodalogy | Cantacts |

e

Preject Cumership

Manager: [ Rajacketina, Thisrry

Lead: (4] Bfendioghs Tuncay

Sacrarity Groups . ]
Team Memiber Initsals
Barish, Sashidhar ] 4
Efendioglu, Tuncay T £ ] @
Garba, Alsin 5. G -
Rajachelina, Thierry " a @

First Marma:  Sashidhar

Last Hames  Borish

Initials:
ot

Tithes

Authonzation
Faole:

Levek

Login Hame:

‘Genen | Contact bnis|

8

warthihar borish Gwapi.int

@ Prepares Only

arrow to view the role

&IOD Policy: The Lead (Head of Section) and Manager (Dir. IOD) are both Preparer Reviewer.
The Project Owner is the staff who created the project or who is the main focal point for the

assignment.
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16. Alternatively, to update the audit team, within the project file, go to the Profile and open the
Team Tab.

17. Click “Add” and Complete team member details, OR
18. Click “Get” and import the team member details.

19. Roles have been defined as follows:

Title Role

Independent Advisory Oversight Committee TBD

Director Project Manager/Preparer/Reviewer
Head of Internal Audit/Evaluation/Investigation | Project Lead/Preparer/Reviewer
Senior Auditor/Evaluator/Investigator Preparer/Reviewer
Auditor/Evaluator/Investigator Preparer

Administrative Assistants Preparer

Interns Preparer

Teammate Champion Administrator

20. Once you have selected the role click on save.

&After the file is initialized, you can only add team members up to the same role and level as
your own.

&There is an important difference between the Preparer/Reviewer Role and the Reviewer Role.
Team members with the latter role cannot make any edits to a project file other than signing
documents off and raising coaching notes.

&A team member, with an Administrator Role, called Teammate Champion is automatically
added to the team of every project created from the libraries.

ii. Security Groups

General| Téam | Schedule | ® Objective | ® Dackground | 8 Scope and Methodology | Cantacts | Summary | Status and Milestones

M- L
Praject Cemership General | Comactnle
Manager ] Rajacketn, Thiery - Firgs Marna:  Sashidhas
Lead: |5 Sendioghy, Tuncey z Last Mame:  Borish
Initials: 58

Eoma  cothidhar borishGwapo.int

mmmmm
Titées

Authorsation
Role: i Prepares Cnly

Login Hame  borsh

21. Security Groups is the collective name in TeamMate for Implementation Co-ordinator (I1C)
groups and Project Access Groups. In EWP these groups can be associated with the project so
that resources who are not members of the project team can have access to data from the project
in TeamCentral.

22.
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Project Access Groups

23. This is used in TeamCentral to give Resources who are not team members read only access
to project data.

Implementation Coordinator (IC) Groups

24. Thisis re used in TeamCentral to give Resources permission to track Recommendations
from the Project. You will be assigned as an IC on the projects that you are associated with.

25. Project IC Group

26. Members of a Project IC Group and its members will have access to all Recommendations
from the Project.

27.

&
Security Group setup and management takes place in TeamAdmin. Only the Project
Ownership and Administrator can make changes in the Security Group dialog.

28. The following security groups (project IC group) have been created in IOD:
e 10D — All staff of IOD
e EVAL — Evaluation Staff only
¢ |A —Internal Audit Staff only
e INV - Investigation staff only (used for following up on MIRS)

29. In addition each staff member in IOD has also been assigned an individual implementation
coordinator role to individually follow up recommendations.

30. To associate a security Group with an EWP Project:

o From the Team tab, click on the Security Groups button which will open the
TeamCentral Security Groups list.

o For Project Access Groups click Get in the Project Access section of the page (this
option allows you to search the Centralized database

. Select one or more security groups
. Click OK to add them to the Project

31. For Implementation Coordinator Groups click Get in the Implementation Coordinator section
of the page (this option allows you to search the Centralized database or Offline TeamStore)

. Select one or more security groups
. Click OK to add them to the Project

. To designate an Implementation Coordinator group as a Project IC Groups select the
Group in the list and click Set Default button



Annex 1.2

&NOTE: Only a member of the Project Ownership team can make changes in the Security
Group dialog.

iv. Schedule

32. The schedule tab should be populated based with dates estimated in the oversight and the
engagement plan.

Genersl | Team | Sthedule | @ Objective | @ Bachground | @ Seepe and Methesology | Comtacts | Summary | Status snd Milestenes

Projest Dates

Estimated Seheduled Actual
Sunbae B S70M3 @ ¥ saru @- ¥ & v @
EndDste (3 1222000 @ ¥ 1 G-
Broject Costs
Cstimated Schaduled Berual
Effoet (Houril 1 o a
Resousce Coste [ 000 000
Extarnal Coste L] 00
Expenses 008 000

V. Status and Milestones

33. The status and milestones are used to estimate the date of issuance of the draft report, the
date of acceptation of client responses, and the date of issuance of final report. Set the estimated
dates for each of the three events based on the engagement plan.

“ Seneaute Humxu ﬂ

i () sl gt
Misks and Get i +  Freeze Survey
Controls Programs  © o Programs Aanager

J

| Comtacts | Summany] Stets snd Midsstones

General | Team | Schedute | = Objective | 1= [= 5copa
Status | pMilestones

Selacting the project stage will astablith the workflow snd determine tha sccessibility and mules within the project. This it restrictad to
ip (Cramer, Man

Project Cwrershi anager, and Lead).

47257201

ek Onitializes S/B2013
Estirmated Date Actusl Date

Draft Report (Pest Field Werk) ¥ 92002013 @~ /272013 @

Besponses Accepted ¥ 9/30/2012 @~ B/27/2013 (@~

¥y 7/2013 (G- /2772013 (@~

Essued (Final Report)

Tracking TeamCentral)

Vi. Objective

34. The objective tab will contain the same information as shown in the objective section of the
audit plan/inception report or MIR (investigations).
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General | Team | Schedule| ® Objective | Background | @ Scope and Methodology | Contacts | Summary | Status and Milestones

Background — hold
h. AUDIT OBJECTIVES information on the
background of the project
(same as from audit plan/

1. The objective of the audit was to assess whether the services provided by the Conference and Language Department (C
and mitigating measures were identified and applied, resource allocations were sufficient and operational process were stream

sub-objectives were set. inception report/MIR.
| Conferences are planned, organized and managed to meet the needs of the organisation and conference facilities are op
IIl. The CGonference Service evaluates the services provided to ensure that feedback from delegates and continuous improwvt Scope & Methodology —
ll. Operational plans are in place to for streamlining language services work processes and the development of computer a . . /
IV. The language policy has been successfully implemented and is effectively applied Same information as in

V. Risk mitigation activities to address service demand with available resources are defined and are being executed in conjt

audit plan/ inception

2. The audit did not cover all areas of the Conference and Language Department and was limited to the scope specified in tl report/N”R_

Summary — This will form
the executive from the
Final Report.

Vil. Adding Contacts

35. Contacts are business contacts for this project; typically these are the management of the
Entity being audited. Contacts will be mostly program managers and process owners. These
contacts would also be given access to TeamCentral and assign different roles in the management
and update of recommendations.

36. The administrator has created contacts through TeamAdmin. However if a new contact
needs to be created, contact the administrator.

37. Contacts cannot login or otherwise be given access to Projects in EWP. Associating
Contacts with Projects and Recommendations is done solely to give access to data in TeamCentral

38. Contacts are only copied into the Profile during creation if the Project is centralized.

39. No Contacts are copied into Distributed Projects.

TeamMate EWP - [PROFILE :

Review View GoTo Admin TeamMate

il = NEIO)

Close Team Contacts Status Milestones

General | Team | Schedule | @ Objective | ® Background | ® Scope and Methodology | Contacts | Summary | Status and Milestones |

7 [(NONE] ] Contact Details
rimary: -
First Name: D ¢ g
bl Do Select ‘Get’, ensure the
Contact Title Primary Last Name:  Chadarevian option chosen is ‘Get from
Chadarevian, Di ' i
atamton, 2o E-mail: diane.chadarevian@wipo.int Database’. C K
Dalla Valle, Eric
Driscoll Donayre, Janice Phone:
Duffin, Russell
FAN, Lijun Title:
Fertis Ioannou, Christina
Haller, Mario .
Khlestov, Nikolay IR
RAL Pushpendra Login Name: dchadarevian
WVanagel, Sergey

&Adding a contact : r Administrators)

8 Get from curent Cenbralzed Database
Get from Offine o sther Teamstore

Teamstare:

Connection:



v Eev T O
M2 make anderssceiega et

| Bt K hashte Bt S

[ G peabarta bepwpiga

s R e

Fanor OB orgris batsabaips et

Bua [ R ——

Dol =

Braches "

Chatmrmine e

Chasw e

Cotn it .

Dk S b i 1 s

o [ e ]

[mmas ) [ Gemem ]

TeamAdmin - Add / Edil User Wizard
Step 2of 3 Select Users Sute Role

Ll | Contact inko |
General Account
& FirstName: Ddrénice \

Alogin name and password Lriguely ibenty 8 user

& Logn Neme: bbessers
€+ Fosswod wewn
# Voofy Pasaword sewe
[ Remquim usnr ta change passward on nest lngin

Accourt i lncked out

i) (o) (]

Add / Edit User

TeamAdmin - Add / Edit User Wizard
Step 3of 3- Register User for Application Access

| TeamCentral (select onglly™ ‘ | TeamSchedule
User Cliert Managemert

P | B

Annex 1.2

Click © earch’, select
the contact name and click
OK to finish.

If you need to create a
contact, click on ‘Add
User’, click ok.

lick next.

Populate the fields.
= Last Mame:  Beanidm
* Gl Tererics BesmraBwbo The login name is the first
) Doactate Usor letter of the first name and
Lagii 4 Paasiatd the last name e.g. ‘asmith’

for Alex Smith. The
password is ‘Password’

Click next. By default, the
ontact is a user of Team

central.

Click Save
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2. CREATING PROCEDURES AND STEPS

40. 10D’s oversight work is organized with the following stages:
(@ Planning;
(b) Field work;
(c) Reporting;
(d) Follow-up.

41. Teammate and TeamCentral facilitate these different steps. Teammate will allow IOD to
document each stage of its oversight work up to the recommendation. Teammate allows 10D to
explain and document in detail what it did (record of work done), what conclusions were reached
from this work and end up logically and with evidence to recommendations for improvement.

A. BROWSER ORGANIZATION

42. You will be taken back to the main screen. Select the Home Header. Expand the two
roject owner you will need to provide procedures,

SaE= I ) E ; Lo e e e Sieme  AS: Audit/Evaluation Closure
© :;: ﬂ:-.:‘ fl.;uu.r AL State Te - = .
=k / = aa g e AS1: automatically populated

with the findings
PG: Audit/Evaluation Folders

B: field Work
C: Audit Summary and
TS RS0 0 2903 00 18BRIRLI - Browia) Risfaeindin)
e L s g - il P T T by W e oietras) Provide documentation
Add Add Werk  Get Zuiign Delbete | Hew iotes Signatl || Create o erge . Replica .
e S e S | = B Wi | o o corresponding to each
— Lkl AS: Audt Closure ARE State Title subfolder in the subfolder.
{23 A%1: Summary of Findings and Recommendaticns &) BAFRG - Field Work .
| A e St ey For example, the audit plan
B i A will be placed in the ‘Audit
il 3 R Aot ST Ty Pe— Plan’ subfolder, etc...
= L:M”“ ; ye o— G P
(=5 fﬂ;ld‘ w:::o"" RIS ESUSES - h.‘ P " - & . .
' i n =0D Policy: Field work
b e f e subfolders names are based
29 €3 Fxit M-:(ng &l 2=l Gt P v i A
B i T on each objective of the
[k C.5: Final Repon e - 4
’ 1.  The folder field work is project. For example, for an
the only folder for which evaluation if the objectives
subfolders can be added. To e are:
add right click on ‘B’ and select e
‘Add Folder’ 1. To review project
design
2. To review project
management
3. To ensure

performance is measured

and reported on. These 3
objectives will make up the
titles of the fieldwork

subfolders.
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43. Each subfolder has what is known as an ARC.

----- Teambaste EWE < [TOR § EVAL 201309 : 0300301 - Rrewser]

L4 Create Offiine TasmStors

t

t

bEEEEET

B. DETAILED AUDIT AND EVALUATION WORK STEP

44. By clicking on the ARC, it displays the working space which includes the Procedures, Steps,
Risks (Criteria for Evaluations), Controls (TOR questions for Evaluations), Record of Work done,
and Conclusions. The starting point is to add a procedure title, followed by the audit/evaluation
~*=ns and associated risks and controls that are being tested.

Add Procedures:
You can add an
audit/evaluation

procedure (e.g.

process review).
You can then type
audit/evaluation

procedures

Risks and existing Controls

should be put

determined during risk = Record of Wy Done and Rasults [ m Conclusion Lfefs )]
assessment (criteria and TOR 1. Intervi
questions for evaluations)

This is the title of the .
objective as written in Assign the
the main screen under procedure to a

folder B: Field Work staff member by
using the drop
down arrow

NGRS T TeamMate EWP - [B1.PRG: A 2013-09 : 18.03.2013 - Field Work] s
Format  Planning  Review  View TeamMate

E{ ‘ A ~ / / / 73 To ARC or Baokmark
- [+ L] (< B gl create Bookmark

Get  Add Work Hew Hotes || Copyfor Paste Pasteas 2-Way
Issue

GoTo

% % __Rename

“i5{ Copy Procedure:
Multi-Edit Delete

Admin

Add

-
g@se

Procedure~ Programs  Paper ¥ Paste Procedgfes Hyperlink Hyperlink  Hyperlink
7 process review Review the process to ensure effectiveness and efficiency ‘
7 test a sample
Type| - T
it pocedons | Procedures are work
it Procedures | m Risk | = Controls p
1. review the process Step_s WhICh ar_e |
carried out during the
audit/evaluations.

here as The result of the work

is imputed below

ed head of section /W interview
2. perfgfmed a walkthrough walkthmugh test

‘ 1 Aud\tProcedures‘ B Risk ‘l Contro\s|

controls are not in place to detect errors You can add text directly

¥ bt | i ¥ Con papErsinimaiomminHMS

in this space or add work-

Word, Excel, PowerPoint,

the Head of et v ndvltes befre put o e Outlook and PDF. See

below on how to add
work-papers

Conclusions: Use this tab to write the conclusions following the
work performed. This is also where issues/findings are raised to
be later followed up in Team Central.

[] <State: ALL> ® Record of Work Dene and Results| ® Cenclusion | Refs (2)

#y Browser Home | [ Issue Viewer | B Risks and Controls | B Procedure Viewer | [ Procedure Status | B Signoff Status | Bl The head does not regularly validate before input into the system

The sample test of 25 showed instances where the head did not validate before imput into the system.
15 out of 25 transactions were not validated. the absence of consistent
review and validation raises the risk of errors and incorrect figures being reported to management.

|Heading Amount|Difference |Difference %

Recommendation: The section should discuss with ICTD and explore possibilities to automate the proc
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C. INITIALIZING THE MASTER FILE

48. Before you can begin signing off work in a Master file, it must first be “initialized”. Initialization
should take place after:

. The Admin selections of Team Members,

. The Audit Profile has been defined,

o Background documents have been included

o Risk assessment performed included in the appropriate folder

o Audit plan prepared and included in a the appropriate folder

o Audit programs developed and included in the appropriate folder

o Correspondences and meeting notes prepared and included in the appropriate folder

TeamMate

of Findings and Recommendations
Satisfacti ey

A Adr Audit

iy €3 Exi ng
(&4 C4: Memos and Correspondances
&4 ©.5: Final Repan

49. From the Browser, select |Planning | Initialize Project|. Remember: You must first initialize
your file so that you can sign off procedure steps, work papers, and exceptions, and use tick-
marks. If you forget to do so though, you will be prompted to initialize the project the first time you
attempt one of these functions.

3. ACCESSING AND POPULATING THE PROJECT FIELD

A. NAVIGATING TO AND ACCESSING YOUR PROJECT

On your desktop:

50. To access a project that has already been created, Open TeamMate by clicking on the

shortcut key on your desktop k&
view.

select TeamMate EWP to access the TeamMate EWP explorer

51. The following screen will list all projects:
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| & Teambate Brplorer - TEAMMATE AN S cafE2) ) TS & & -— - —— — —— — [
4 16 X = L O /S . | 2
Cpen New Fiter Organize Refreth Touls | Dashboard | Close
[B] recentpragects | £ Teasbiate | = asmpate sample | Reicn | R ndass
mo — o
Find [
Froject Masme Project Code Seart Oate Proceduse Fragress Seats Pranty
[« | CA Projecs Evaluation - Developing tools for Access to EVAL 201209 — | tsswed =
[is| Country Level Evahuation - Thailand Bl 2043-02 — | Fietd work [ ]
[+ | Evaluation of the IGC Secretarist Support senvices — Field Work [
] REVIEW OF PCT REVENUE GENERATION PROCESS ) et Tacking v — !
[ =] Beview of Conference and Language Servces _ Impiementatian Trackmg -_
— implementatian Trackeg 4% _
R een Tk 4 —
— Plarning S
[ F " Freld Work R ——
=] Audit of Management of Staff Separation from Service 14 201303 — Field Worlc _ i

» L My Procedures and Work Papers {5}

3 [ My Coching Notes (8]

My dasignrents g

Project Snapshot
Pragecs Wdepiames &

TEAMMATE [ALAIM 5. GARBA]

52. Double click and open the project that you are working on.

53. You will see a ‘'SNAPSHOT’ which is an up-to-date summary of the project where you can
see the project completion status without having to open the project itself. Click on any of the
items to view it or simply click this screen away. You can then start working on your project.

] %
€3 Close Refresh  [2] Go To [ isplay on open
Issues (21) | Programs (14) | Procedures (18) | Papers (250) | Notes (22) | Replicas |
State 7
7 Not Started a
In Progress Q0
W Prepared z1
[l Reviewsd ]
T Edtted since Review 0
Total 21
PERSOMAL SNAPSHOT
o [ o [ ﬁ ﬁ
- ) - )
Notes To Me Outstanding MNotes From Done (0 My Proc’s In Mot Started
22 [En Me (0} Progress (1) o

B. DOCUMENTING WORK AND RAISING ISSUES

54. At the onset, you were required to populate procedures and steps. Some folders have
already populated steps which are part of the project template. You will be required to populate the
steps within each filed work working paper. See Section 2.4 above for creating procedures and
steps.

55. During planning and fieldwork, whenever possible, request information in electronic format.
Determine whether information originally created by the client is available in its native electronic
format.

&IOD policy is to place priority on documentation to support issues (findings) that are to be
raised in the report. You should scan in documentation that directly supports an issue (finding).
This includes, but is not limited to, contracts, invoices, purchase orders, etc.
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Tesmidate WP (TGP 1A 201303 .4,

56. Clicking on any of the folders on the left side of the screen will expand the folder. Expanding
the field work folder will show the sub-folders which are the main objectives of the audit/evaluation.

57. Click on the ARC labelled Bx.PRG on the right side of the screen below will take you into the
working space.

ARC
) B1.PRG Field Work

58. Below is a clean workspace.

B.1.PRG: Fiela Work g o

4 o 4RC ot Boeknark
S ql Creste Baskmaek

Type: B assgn [ n

¥ Audit Procedures |0 Rsk | o Controls

9 Record of Work Done and Resus [ Canclusion | Rea )]

[ ssuert |

59. Audit procedures, risks and controls can be added in their respective tabs. Additional
procedures can be created on the top left of the screen (add procedures). The bottom part of the
screen shows the space for recording work done and conclusions.

60. The example below shows the how the workspace can be populated



Annex 1.2

Tyee | -/ Adsige| s MG =l

™ e Procedures | m Rick | 8 Controls
1L Perdonm & wal 10 gain & ing of s for the Madrid system

|2. Enuire a4 1o the exi of s for revenue including frawud risks and consider what controls have been setup 10 mitigate does risks.

3. Tefernify key conitrol points and responsible persons snd though enauiry, review the efficiency of the design of the controls 581 up 10 secure the reverue generation

process 1
4. Test a sample of 2! to ensure that the pr and controls are efficiently and effectively

5. Review ihe process put in place to mandar Citain and verify reports for
6. Enquire and venify as to how data is collected and performance is measured and reported

= Record of Wosk Dot and Bavult | @ Conhusion | Rels i)

123508 [N | (YR | P

L Walkthiough DB wenstecch

1.2:3.5 Interview with Head of Customer Services Unit Macirid I BBinterverw Hesd of Cumtomer Sanicrs Madeis-

1.23.5 interview with Head of Quality and Mlanning Madrid BB insersen bers of Grestey and Prasning '

2. Risk tegister and workplars O BB r segrner O BB ive verion 2013 Werkian 5 ool Bl Live Versien 2053 WorkPlan HorPerionnd D 5 5t sheet Poegram 06 subersien
2. Finance Services have: & isk register linked 15 funds payments LTI mrp— Crecit caeds sk reg Rarmincles ek segganed
13, CI B iy controty, mcnzcring sed (=] [T ponat T s (=] -]
=] [vT—TY
4. Sampie tess T campie =} DI tarnpte rrr tans 3 500 in “key contrals, monitoring and samples” document above
(] <t et - -
e O e e

61. The above show documents and texts added to the workspace and numbered according to
the audit steps. Documents can be added as well as comments on both the record of work done
and the conclusion tabs. Furthermore, the bottom of the screen shows the signoff of steps. This is
performed once all the documents of the workspace have been signed off.

&The preparer signs off and the reviewer signs off after review. The final signing of is performed
by the Director of 10D.

i.  Adding/Editing/Replacing Work papers

62. To add a work paper, click ‘Add Work Paper’ and select the type of work paper. You can also

Get  Agd
ocedure = Pragrams  Paper |

o
T payment validation alecire wped ne, o gel o Tewrnlioee. Heke

Type| -
st Procedures l' Risk [ = Contrals| L e | Cosom Tompimns | Yot e | e Tt vy b
I % 4 3 Kb A
E'l.rewe'wthepmress L o1 ey
- A Perg e Mmames
13 A ickgutond

# L0 AL Rt Resemmest

A S akasit .

§ Zh AL A o

§ A% e g

Blata, impart ena, ov get foam TasrmSters. Nets Disg P can sle [ —— § LJ AE M and Commrerrt

r et fiededs e impon wark papers. - D Ebdd b

i fike | Get frmm TearnStore | Capy fram pregeet | 811 el Becmart
[T

'_f'. B3 gt

36 Sese Sy pdeporing

T —
Cutloek mail direetly inte bre
| Stardased Tempiates | Custam Tempiates | lm
= (ET] =

facel MIML  Tesmimage Bowe
Seasitht - Dt I Pt Dot
e

dnin] s Bersege Turen

Title:  Weed Document

Assign [ s Bendiogiu, Tuncey

Add [ opene | [ Cameet |




Annex 1.2

63. Documents can also be added from other folders by using ‘Import from File’ and select
browse to open the desired foldgr, or by simply dragging and dropping from an open folder to the
EWP workspace.

e L

(=] ‘h o i hganize = (] Open = Share with = Pamt
Projeet Export G Saveas  Team  Organize i .
Settings Project Exchange Tempiste Aty Bookmsis HMarme
2 '

T process review Fiald Wark

* paymant validation
Types |

= Audit Procedures | m Risk | m Cantrots

[1. review the process

= Record af Work Done and Aesults| ® Canfiusion | nets () en_Implementation.
nemendation_Implermemation?

The head does not regularly validatd before input into the system

The sample test af 25 showed instantes where the head did not validate before imput nto the
|system. 5 pa ipagyal T TearnCentral User Guide
|15 out of 25 tranzactions were not vdlidated. the absence of consistent ) Updated - DG Mems Ovarsis
|review and validation raises the risk §f errors and incarrect figures being reported to
|management

|[Heading]ameunt]ifference [Ditfefence 5|

Recommendation: The secl '1] distuss with ICTD and explore possibilities 1o automate
|the process T TR repon

- Meove

=] J reportl ate modfied; 21032013 1556
v Miereson 7. heet

64. Once the work paper is added, you can rename it by right clicking and editing hyperlink label.

65. The Application Bar: This is ashort cut bar which allows the following functions:

Teamblat=

Prewvious page (; -

MNext page -
Meww work paper
-
Maewvwy issue r -
-
~

Rewview notaes -_— ]

0

#

Sigm off

Bookmarks

&\
|

Hyperlimks

Tick marks — ———————————— |
change views - |

ef:'fi

66. The following reference steps can be used as guidelines when documenting work in a work-
paper:

o Double clicking on the work-paper will open it. Document (type) the work completed.
This could be interview notes, a flowchart, sample testing worksheet, etc.

o Create hyperlinks to procedures and other work-papers by clicking the Hyperlink button

7

. “onthe Application Bar.

. Create new issues if you have a finding by clicking on the issue button b+ on the
App Bar (see #)
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o Sign off the work paper as prepared by using the Sign Off button on the App Bar.
Click on the prepared button. A batch sign off can also be performed to sign off multiple
papers. This is found on the menu tab. You need to be on the folder page as shown below.

67. Editing Work-papers: To edit an existing work-paper, click on the ARC or the hyperlink to
open document. Closing any work-paper in TeamMate automatically saves the changes within the
project file.

68. Replacing Work-papers: If you have exported a work-paper from your project file to be
edited or updated by your client, you can import the updated work-paper by replacing the existing
one. The new work-paper must be of the same file type as the replaced work-paper. To replace a
work-paper: Go to the Browser => Right click on the work paper’'s ARC =>

69. Choose Replace Work-paper from the context menu => Click yes, browse to and select your
new work-paper => Click open. The procedure is used to export a paper from team mate to a
location on your hard-drive or USB key. Repeat the above procedure and select Export Work-
paper

ARC +] state | Title:

@] B2FS FAY Staff recruitment and performance managernent

B.21 v SI_17_2004_-_Standard Recruitment_Procedures

m B22 W Unifort_Guidelines & drinistration_of_Project_Personnel_paid,
m B23 v FAI 022005 Prowisional Unified Budget snd Programme Im..
m B24 v SI_26_2009 Short_Ter Mlonthly A ppointment

B.235 v SI_23_2006_-_Special_Service_Agreements

B.2é W SI_15_2004_-_Performance_hppraisal System (incl._Annes II..
m B27 v SI_24 2007 _Job_Classification_System

r = Interview Form

Open

llew Folder, Chrl4h
Mew Wark Paper... ChrH-A
Rename. .. F2
Assign...

Delete ChrlD

Pratect...
Promate Conflick
Unlack Schedule

Coaching Motes. ..
Signaffs. ..

Expott Wark Paper. ..

Import 360 Report... |

il Signing off your work

70. Once you have completed your work, you must mark it as prepared, which will allow its
review. TeamMate automatically inserts your initials and date and retain the information in the edit
history. You have two different types of Sign-off in TeamMate:

¢ Signing off individual work papers and exceptions, and entire work programs

¢ Signing off individual procedures

71. To sign-off individual work papers and exceptions and entire work programs, Click on the

. . 4 . .
“Sign-off” icon on the App Bar or in the Review tab of the top menu
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Home Planning GoTo Admin TeamMate

&I—‘ ﬁ:‘ 1 ‘ / ™ @ £ change Role -
J‘ - W o S Te
Generate Import Export Work Snapshut\signnﬂ\ MNotes  Realtime 2
Report Report  Papers - Issue Tracking R
Signoff Schedule

/ Signaff..

3‘1 Send Programs a Send Risks
_, Send Work Papers 4 Send Contrals

FENONK 8]

Status Milestones Finalize Sendio Survey
TeamCentral Manager

4, SendIssues

£ AS: Audit Closure ARC State Title
B ﬂ PG: Audit Folders . '1] B1PRG Field Work
{1 A: Planning and Administration Batch Signoff g - Word Document

£1-C B Field Work
i [y Ba:Field Work
{21 C Audit Summary and Reporting

72. Select Batch Signoff and You will see the Batch Sign-off Work Paper(s) screen as below,
where you can check the work papers you wish to sign off by selecting either prepare or review as
your sign off action.

jint ch Signoll work Paper(e)_ i |
Sadoct mltipds ok papare to Signoff. Note that signofl poliey bk will b spplisd 16 all sslections

anplate
# fhoem 1o Disvctar af the Ofier of Intormal Cversgght 3

Haote any usautharized confidential work papers am 5ol deplayed and any open work papems cannot be selected

Signail

Fapalll | Revew. ] |

73. You can also signoff by Clicking on the “Prepared by” or “Reviewed by” icon.

(V] | = I

74. At any time, you can view a summary of the sign off status of every item in the project file.

75. To view the sign off history, click on the History icon Mat the bottom right hand
side of the procedure.

33 M
The

76. button allows you to change several procedures at one time. It can be used to

mark procedures as prepared or reviewed as well as to change assignments and procedures
properties

Procedure Multi-Editing e x|
Batch categorization and signoff of multiple procedures can be specified below,  Palicies such as editablity and signoff rules will apply.

Mote: mulltiple selections can be done using Ctrl and Shift clicking in left navigator.

€ Apply bo only selscted procedures

= apply bo all procedures

| Properties
Lssign: (Mo Changg) vl Type I(No Change) hd
Loeation: | (Mo Change) - Best Practice Ackieved I(No Clange] B
COS0 Assertions:  |(Mo Change) 'I
[~ Signaffs
Prepared by: ..‘/) | Reviewed by: |

Ok I Cancel
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iii. Creating/linking and renaming Issues

77. To create an Issue, which you should logically do in the CONCLUSION TAB, click the Issue

a

icon (in the Browser Bar or TeamMate App) to create a new issue, as follows:
:; £

Greate New | Get from TeamStore | Create HyperLink to Excsting |

o Create a new exception. Ref: A2PS

Enter atitle and selert = type

Titls | Tmproper Supplier Selection

Type: [Procmeneat and Contract Adrin, |

cam_|

78. TeamMate automatically inserts a reference to the related work-paper or procedure in the
exception “Refs” box and a reference to the exception on the related work-paper or in the
procedure “Refs” box.

0 File Edit Wiew Actions Format Go  Project Tools  Mindow  Help
i#y) Close ld W * ¥ Yriter - 3 Profile Reports (i) Back
% 4 3 BN GetFrograms ﬂ addwe 8 L v_') =2 Hyperlink =

Exception: I Improper Supplier Selection

Type: IPrDcurement and Comtract & dradr. j

O Finding | O Criteria I O Cause | Impactl Properties

79. After completing your exception, sign off using the App Bar sign off icon and close.
TeamMate automatically places all exceptions in the Browser in the AS1 Folder Summary of
Findings and Recommendations as shown below. It is only through that folder that you can delete
an exception you are not satisfied about.

e —— : 13.02: 6/3/2013 - Browsed

TeamMate

GoTo Admin

* - | ) <  .;Rename Export X . Create Update
(L |ra 3 o 2 ESNeEe .
rotect i Unlock Schedule | Create Offline TeamStare
Close Add  Add Work Get Assign Delete HMew  Hotes Signoff || Create Sync Merge 1 Replica
Folder Paper Programs Replace Issue - Replica olver History
(=1 AS: Audit Closure ARC State Title
1—7 4s 1551 [~ Human Resource Needs
-l AS2Z: Customer Satisfaction survey i 1552 - The Flexibility Clause Mechanism
[ PG: Audit Folders 4a 1553 [~ Staffing in the Madrid Goods and Service Database Unit
i 1554 ™ Madrid Registry - Training Needs
44 1555 (] The Information Technology (IT) Modernization Project
i 1556 ™ Madrid System Goods and Service Database
4a 1557 (] The Gazette Search function
i 1558 ™ The Credit Card Payment Gateway
4 1559 (] Managing Payments
4k 15510 ™ Nonsystematic use of Signed Memoranda of Understanding
4 15511 ™ Financial assistance for Translating Lists of Terms
4s 15512 [~ Interface between AIMS and MAPS
4k 15513 - Risk Register and Perfarmance Indicators
4s 15514 [~ Forecasting and Operaticnal indicators
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&Please note that the issues are the only part of our work that is used in the report. They
should therefore be drafted with more care than the rest of the teammate steps.

iv. Documenting Issues

80. The following reference steps can be used as guidelines:
. For new issues, add an issue and recommendation title, and document the finding.

o There are four fields on the right and on the left of the second half of the page as
follows:

o Left: Findings, conclusion (used by evaluations) impact, properties.

. Right: Recommendation, Response, Implementation, Contact, Properties.

& Please note that Recommendation title should begin with the project code (IA 201X —
XX Recommendation X »

> || P g g

/’»‘I 5 Mo ARE o1 Boskmaik |

| Create Backmank

et Sagnafl Hetes Copy for L
Bazemmendstion Ptk My ek
B | , i Jie |
o) Editer
ARC Titke Saats Frepa: Beviened Edit Type evels / Priesity
4| db 1551 L} Human Ressurce Needs - o ac Baszas | B -4 Fuman Ressuces
@ A High
Recommendation
title should begin
<) owst . .
- - with the project
Tite: Human Resource Needs
di (]
i e T 2 (% & e & code
® fincieg | a Canthution | mpact | Properties | Refs 1) ; | Comacts | Propertes | (IA 201X _XX
g il
Cusrently, both the Madrid and the Hague Systems may lack the adequate number of i || Brands ana Designs Sector should Collaborate with HRMD to develop an HR strategy Recommandation
staffing and needed skill set and competencies which are key success factors for both which should take into account the: impact of the ONgOINg IT atomation. Current Skill
business areas. The need for human rescurces with required sklls and competencies " sets need 10 be ll'lilpﬂ(!d 1o current needs and futune $kill Sets should be evaluated X)
cannot be clearly indicated since there Iacks E robust haman fesoufces strategy and a based on the evohang business prionies of the Sector
tharough analysis of skills and ber of staffing
needed for the busir pas. s, the ¥ Modermization project simed of UORBRg
and enhancing the « information systems is still ongoing and the impact of the
expecied automation i yel 1o be huly measuned
Several initiatves are betng 1aken in WIFO with fegafos 1o Olga mzational structure and
human fesouce needs. The uman {HRMD) has
recently pubiished a Human Resource Stategy which cleary e ates e head 10
reinforce the capacities in both the Madrid and the Hague Systems. The HR strategy
paper proposes a redeployment of the existing Stall as well as the recruitment of new
Stalf and the use of contractors as possithe soldions
O % Pespie
(%)
s Title: Human Resource Needs ] Titlee  Recommendstion 2
s [0]
e B T H oo m af |
i T ki ! ] e |
g I
Impact: - = Priority, | High =/
Lketihoos - Proguees (Progrme |
wok [High Bl
Source: (140D |
Categery: | Human Rescurces

82. The conclusion and the evaluation criteria under the properties tab are specific to
Evaluations.

= Finding | 5 Conclusion | Impact | Properties | Refs (1) |

Location: | -]

Ewaluation criteria: | =1
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83. The implementation tab is used to input estimated date of implementation and progress
stage, as well as coordinator. The implementation coordinator is the person or group of persons
assigned to follow-up on the recommendation. Use the drop down window to select.

| ® Recommendation | 0 Response | Implementation |Contacts I Properties |

Estimated Date: L. Track in TeamCentral
Actual Date: Coordinaton '|
Progress: 0 E; User Status: x |

Action:

84. The contact tab is used to identify the owner, contributor, observer, approver and final
approvers of the recommendation. This is populated when the client has provided the information
( see team central presentation and user guide for additional information)

| ® Recommendation | ® Response | Implementation | Contacts | Properties |

Contact Title Role Required
Eoutillon, [sabelle Director, Premises Infrastru | | Owner

Gamble, Elizabeth Contributor

Sundaram, &mbi ADG, Administration and I\ | | Approver

85. The following rules will be retained for identifying contacts:

Contact Type
Final Program managers (only one can
Approver be assigned)
Approver Directors and Heads

Process owners (or staff assigned
Owner by the program heads)

Secondary staff members who
assists the owner. Also used when
the recommendation cuts across
Contributor programs

Used when a recommendation cuts
across programs. Used to assign a
staff who only views the updates
Observer but cannot comment or modify
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& IOD policy is to include as contributor, the administrative assistant of the approver or final
approver, or a person designated by them.

86. Editing the name of an Issue: To edit the title/name of an issue in the project, highlight and
right-click on the exception in the Browser in AS1 (Summary of Finding and Recommendations)
and select “Rename.”

Z!LPIease note that the issue name will appear in the report as a header paragraph. Please
choose them with care.

C. PROTECTING YOUR WORK

Any reviewer, preparer/reviewer, or administrator may freeze work programs,
thus preventing any further edits. To Freeze an individual work
elect Planning freeze program on the menu tab

87. Freezing:
exceptions, or work pape
program, exception, or work pape

annin i i Go To Admin TeamMate

3 L ?;?. ._f .. Schedule Tickmarks @ L_:L:I— S 3 I%

. Import Project
Project | Profile Team Contacts Milestones Risks and  Get Initialize Freeze  Survey
Controls Programs Project Programs Manager

Global
Tickmarks

1 AS: Audit Closure ARC State
-3 PG: Audit Folders 2] B.1.PRG
a {w| BAA

k

: Fi
e E.1: Field Work

@-E8 C: Audit Summary and Reporting

4. REVIEWING AND REPORTING

A. CLOSING MEETING - CLIENT ACCEPTANCE OF FINDINGS AND
RECOMMENDATIONS

88. Prior to finalizing an audit, a summary of audit findings and recommendation is prepared
which includes all findings and related recommendations. This document serves as a discussion
paper and is used during the closing meeting held with the client. The same process occurs during
evaluations; a feedback meeting is held after the field work to discuss findings, conclusions and
recommendations. Comments from the client are used to further fine tune the findings and
recommendations and a draft report is subsequently issued to the client.

89. The client has 10 working days to provide comments, action plans, assign owners and
contributors, provide a reasonable timeline for each recommendation implementation.

e Owner: this is the person assigned to the recommendation (Lead), in charge of
implementing and providing updates on the recommendation.

e Contributor: This person assists the ‘owner’ in implementing the recommendation and in
providing updates on the recommendation. This is also used in cases where the
recommendation cuts across programs/units, staff members from the other contributing
units are given contributor roles.
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e Approver: this person approves the update provided by the owner if and when required.
This could be an active approver (approval required in TeamCentral) or a passive approver
(approves before the owner updates in TeamCentral).

o Observer: Passive role usually allocated to the program manager who is not the approver.
For example in a recommendation involving more than one Program, the second Program
manager could be an observer.

e Final Approver: Usually assigned to the Program Manager for final approver.

90. Following receipt of the comments, action plans and owners, a final report is prepared to be
issued to the Director General.

91. In parallel to the above, the findings, recommendations and responses are updated in
TeamMate EWP. The information provided by the client is used to update the following information
in EWP findings and Recommendations views:

1. Response — used to record the client’s response with regards to the finding and
recommendation. This will include the comments and action plan

2. Implementation — used to record the client’s estimated implementation date, progress, and
identify the implementation coordinator within IOD that will follow-up on the issue and
recommendation.

3. Contact — used to identify the designated client contact person responsible for the
implementation of the recommendation (owner), as well as the approver, and contributors.

92. The issuance of the final report, the finalization of the project and implementation tracking
trigger the release of findings and recommendations to the TeamCentral Module, used to follow-up
on open recommendations. See Section 5 below on Closing Projects.

B. REVIEWING THE PROJECT

93. The TeamMate project file will contain three types of schedule for review: Exceptions,
Procedures, and Work papers. While reviewing you can take any of the following approaches:

Top Down, Risk Based Reviews:

-
94. Start with the Snapshot ====="== where you can see the current state of issues, programs,
procedures, work papers and coaching notes for each project.
Snapshot (PN

E3 Close [#] Refresh [ Go To 7] Display on apen

Issues (21) |Programs (14) | Procedures (18) | Papers (250} | Motes (22) | Replicas

State
Mot Started
In Progress
W Prepared

M8 Edited since Review
Total

FleeMok

PERSONAL SMAPSHOT

E 3 E E * ¥

Notes ToMe Outstanding — Notes From Done (0] MyProcsIn Mot Started
22) 0} Me (0 Erogress (0) 0

95. Focus on issues and supporting documentation.
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96. Concentrate first on documents with status Prepared 9 - prepared or Edited since review
™8 Fiited since Review

Snapshot [

E3 Close ] Refresh [ GoTo [ Display on open

‘ Issues (21) | Programs (14) I Procedures (18) ‘ Papers (250) | Motes (22) | Replicas
State #
7 Not Started o
In Progress o
W Prepared 15
D Beviewed 231
’P Edited since Review 0
Total 250

PERSOMAL SMAPSHOT

hJ h h hd ’.a .a
MotesToMe Outstanding MotesFrom — Done(0)  MyProcsIn Mot Started
(22) {0y Me (0} Proaress (0) @

97. Look over in progress <+ - In Progress
98. Prepare coaching notes as required.

99. You can also review simply by clicking into the ARC (Bx.PRG ) and review each document.

Review View GoTo Admin TeamMate

K‘ 1 % __»Rename . Export i " j
L+ - N Protect “jj Unlock Schedule l“’
Add  Add Work Get Assign Delete Mew otes Signoff Create =
Folder Paper Programs Replace Issue - Replica
(-] AS: Audit Closure ARC State
E“_-!-j PG: Audit Folders F 3.PRG Fig:
#1 &: Planning and Administration [ B.31 El
E||_£| B: Field Work i B32 =

i Creating/Responding to Coaching Notes

100. During your review, you may want to ask questions or write comments. For this purpose, you
can create a Coaching Note as follows:

-

¢ Click on the Coaching Note icon on the App Bar nores

e Inthe next screen, click on the green plus sign, which will open a new Coaching Note,
where you can enter your questions/comments and add a subject.

¢ Click Save and Close

=) CM Editar - (1) notes for B.2.PRG (0) [ENES]
E3 Close bul Sove € New 3 Delete €3 €3 Lt
Coaching Mote from: TE - 7/724/2013
Refs:
Route Ta: [J., AG -] [ 4% pApciria -
[CH § Censlusien: Peepls 1
Prierity: | =) [CH i Latats réasrcaticns autemati -

Subject: | Ohjective 1 notec

Mete

1. We need 1o explain what is the difference between being a member =
to the Madrid agreement and to the Madrid protecol. =
2. Organization has prepared (currently draft to be submitted to MS for
appraval in September 2013 ) an HR strategy which should set the

Racpance

1. done =
2. included in conclusions people 1l

3, included in conclusions people

4, There is an apolication that matches pavment and aoolications Lot

Done by: [ ag 8/8/2015 ] Cleared by: [[E] te 8/13/2013 ]
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&Note: Coaching Notes can be anchored to any work paper, procedure, or issue. To anchor a
Coaching Note to a work paper, place your cursor at the exact spot in the work paper at which you
would like the anchor to appear and then click the Coaching Note icon.

101. If a coaching note is addressed to you, you can see it at any point of time, by clicking on the
L
SNAPSHOT button ====="=*

102. Alternatively clicking on Go To | Coaching Notes to view all notes.

103. If you are the Coaching Note recipient, enter any necessary comments in the Response area
and click Done By.

104. A Coaching Note may be deleted only by the author or a team member with a higher role
than that of the author.

=] CN Editor - (1) notes for B.2.PRG (0) -3
E3 Close ked Save €3 Mew 3¢ Delete &) €9 171
Coaching Note from: TE - 7,/24/2013
Refs:
Route To: | == AG ~| [ & Mmadrid -
1 () Cenclusions People |
Phori: [ +| | (% Lstats réservations automati 1

Subject: | Objective 1 notes

Mote

1. We need to explain what is the difference between being a member =
to the Madrid agreement and to the Madrid protocol. El
2. Organization has prepared {(currently draft to be submitted to MS for
approval in September 2013 ) an HR strategy which should set the

Response

1. done

2. included in conclusions people

3. included in conclusions people

4. There is an application that matches pavment and applications

Done by: |&# ag 8/8/2013 Cleared by: te 8/13/2013

i »

&After ensuring that the note has been taken care of, the coaching note author can click Cleared
By. Note that you cannot clear the note if it was written by a team member with a higher role.
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105. The Go To tab is used to view the snapshot, profiles, view all issues, procedures, sign offs
and coaching notes.

TeamMlate
— 3 /‘ Ti e | —= ey —— — ——
L€ e Mot ™ = |da] = (e E-32|  FE3E| E3EE
Back Forward So Search Browser Snapshot Profile Issue Risks and Procedure Procedure Signoff Coaching
Ta Home Wiewer Controls Wiewer Status Status Motes

5. CLOSING PROJECT

106. Project Finalization occurs when the field work and final reports have been issued.
TeamMate EWP contains a finalization process that checks each procedure step, procedure
summary, exception, supporting work paper, and coaching note for prepare and review sign offs.

107. Then the process converts all team roles to read only. In the unlikely event that changes to
the project file are required after finalization, TeamMate also creates an emergency back-up copy
of the master file that can be restored. Only a team member with Reviewer rights, at minimum, can
perform the finalization process. Prior to finalization, the following needs to be verified.

1. Preparers sign off on work papers and issues, prepare a first draft report

2. The Reviewers sign off on all work papers and issues and provide review notes

3. The Preparer addresses the review notes which are later signed off by Reviewers
4. The Reviewer reviews the draft reports

5. The Preparer makes appropriate changes to the report and the issues and
recommendations in EWP.

6. The preparer compiles a summary of audit findings and recommendations to be used in the
closing meeting.

7. The preparer updates EWP with the closing meeting notes, and updates any changes to
the report and issues and recommendations

8. The draft report is issued.

9. The client provided action plans and comments
10. The preparer updates EWP and the report

11. The reviewers reviews EWP and the Final report

12. The Director of IOD issues the final report to the Director General, the Independent
Advisory Oversight Committee (IAOC) and the External Auditor.

13. The Director of 10D finalizes the project and tracks recommendations into TeamCentral

108. The status and Milestones are updated to reflect dates of issuance of the draft report, date of
acceptance of responses, date of issuance of the final report and date at which issues and
recommendations are tracked into TeamCentral.
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109. Click on the |Planning | Profile| and select the |Status and Milestones | Status|

T HOO0 a7 L) - e ——— . v ey

Format Planning Review View Go To Admin TeamMate

5 , EJ‘ y. 1—1 @ e . Schedule Tickmarks K“_ pr- .OQ @

. Impart Project
Project |[Profile| Team Contacts Milestones Global Risksand  Get Initizlize Freeze  Survey
Settings Tickmarks Controls Programs Froj=ct Programs Manager

| General [ Team [ Schedule | m Objective | @ Background | ® Scope and Methodology | Contacts | Summary | Status and Milestones

Status | Milestones

Selecting the praject stage will establish the workflow and determine the accessibility and rules within the project. This is restricted to
Project Ownership (Owner, Manager, and Lead).

Planning (Created) 4/25/2013
Field Work (Initialized) 5/8/2013
Estimated Date Actual Date
] Draft Report (Post Ficld Work) 9/20/2013 [E~ O 8272013 @~
[7] Responses Accepted 9/30/2013 [~ O 8272013 B
[]Issued (Final Repert) @10/ 7/2013 [@~ F 8/27/2013 @~-

[“]Implementation Tracking (Released to TeamCentral)

110. The actual dates are updated for each event (draft report, responses accepted and final
report).

&It is 10D policy to run the finalization process only after issuance of the project report and
approval from the project manager.

&It is also 10D policy to discontinue finalization if, during the finalization process, TeamMate
detects any of the following:

. Procedure steps not signed off as prepared or reviewed
. Work papers not signed off as prepared and/or reviewed
. Exceptions not signed off as prepared and reviewed

. Coaching notes not addressed and cleared

&As a policy coaching notes are not deleted during finalization of IOD projects.

111. The final action is the Implementation tracking of findings and recommendations into Team
Central.

6. TEAMCENTRAL RECOMMENDATIONS FOLLOW-UP

112. TeamCentral is a web-based recommendations tracking database that accumulates project
information and findings from all of your individual oversight reports. The tool allows users to track
the implementation status of recommendations made by IOD and WIPO External Auditors.

& IOD has provided access to TeamMate access to the External Auditor to upload management
recommendations stemming from audits they conduct during the year. These recommendations
will be under the responsibility of the external auditors and IOD will not be following up on these
recommendations.
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113. All information provided when recording the issues and recommendations in TeamMate EWP
are carried over to the TeamCentral view when the project is finalized in TeamMate EWP and the
recommendations are tracked. This includes for example; Findings (Issues), Impact, Properties,
Recommendations, Response, Contacts, Implementation Coordinators, Estimated implementation
Date, Progress, Priority, Categories and Risk.

114. In addition to the above, the TeamCentral view provides the following additional tabs:

o Status Update — used by the client contacts (owner, contributor, approver) to provide
updates on the implementation of the recommendations, including revised implementation
dates and provide attachments of supporting documents.

o Comment — Used by both the client and IOD to exchange information and request
additional information.

o Implemented — Only used by 10D implementation coordinator to propose after review,
the implementation of a recommendation.

. Closed — Only used by the Director of IOD to confirm that a recommendation has been
implemented, functioning and can be considered as closed.

. Open — Used by the Director of 10D to reopen an implemented recommendation if
he/she has determined that there are insufficient proof that the recommendation has been
implemented or is functioning effectively.

A. TEAMCENTRAL POLICIES

115. TeamCentral allows interaction between IOD, External Auditors and Clients to provide
information on status of recommendations and supporting documentation. This platform provides
an audit trail of recommendations issued up to the implementations and closure of the
recommendations including the timelines.

116. When recommendations are released to TeamCentral, IOD issues an email to clients to
inform them that open recommendations are now accessible via the TeamCentral link.

117. To access TeamCentral, a user must be assigned a ‘username’ and ‘password’. Users are
IOD staff members, client designated staff members and WIPO External Auditors.

118. Only the TeamMate Administrator can create a username and password for TeamCentral.
IOD staff use the same ‘username’ and ‘password’ assigned for TeamMate EWP to access
TeamCentral.

119. As areminder, Security groups were assigned in EWP for each issue (finding). As a member
of a security group you will have access in TeamCentral, to all recommendations assigned to your
group, or to you as an individual. The following security groups have been created in |IOD

. I0OD — All staff of IOD

. EVAL — Evaluation Staff only

o IA — Internal Audit Staff only

. INV — Investigation staff only (used for following up on MIRs



Annex 1.2

120. In addition each staff member in IOD has also been assigned an individual implementation
coordinator role to individually follow up recommendations.

&You will only view recommendations assigned to you or your group. The Director of IOD and
the Heads of Sections have audit manager roles in TeamCentral and can therefore view all
recommendations.

&The administrators have access to all recommendations

121. Email alerts are sent to all staff members assigned to a recommendation under the following
circumstances:

. When a status update is performed by a client,

. When a recommendation has been reviewed and proposed for implementation by the
implementation coordinator

. When the Director of IOD closes or reopens a recommendation

B. ACCESSING TEAMCENTRAL

122. Click on the link below to access TeamCentral, OlO’s web-based tool to follow-up on open
recommendations http://teammateweb.wipo.int/teamcentral.

& First time access may take some time so please be patient.

123. Enter your login and password that has been provided to you in an email titled
“TeamCentral Username and Password”. Click on the forward arrow B to log in.

TeamCentral
CCH" TeamMate

Database Connection
] O
Login
Login Name  EESTTIN
' Passwod  TTIOITINNNN

=2 Forgot my passwaord


http://teammateweb.wipo.int/teamcentral
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124. You will be requested to change/reset your password upon your first successful log in. The
new password must not be the same as your old password and must be at least eight characters
long and include at least one number. Enter the new password and confirm the new password.

TeamCentral
CCH®" TeamMate

Login

nter new password

Password 8 characters with at

east one number

Confirm » Confirm new
Password
password

“ou are required to change your password.

=2 Forgot my password

& You will have five attempts to input your password after which you will be locked out of the
system. If you experience any problems with your password or have forgotten your password, click

=2 Fi t v Logi . . . .
on the ™= link, which will automatically reset your password and send you the new
password to your email account.

C. RECOMMENDATION REVIEW

125. Once you have keyed in your new password you can click on the forward arrow Bt log in.
You will see the Implementation Start Page as below.

. File Edit WView Favorites Tools Help
Y TeamCentral

CEH*TeamMate

(i mwemensen (L0
pl fon Impls ion Start Page
> Tracking rplementabion racking BRows e ongang falove-up of made 1o a0 respond and action recommendatons bagad on & workfvw defned by poicks
AROY
Bending (1) Tracking
Inglmantad (0)

These views alow vou to 500 the 5tatus and parform actons on recommendations assiaed 1o you.
O There are 0 recommendalions pending that you own or are capied on.
= My Tracking I3 There are @ recommandations thet have baen implemented bt not cloged yat.
For Acton (0}
Eat nformation (0) o

Closed (0}

> Progresa Views
Aging
Status Updaie
Inpmentation i
Brogress Chart

= Search

|20 Recommendstins |

[leor] [Seorch |

126. Click on the link to the pending recommendation. You will see a detailed version as follows:
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& i LETIUE T T E=lE=as] &S
¥ | Fiter
(4 rec
Drag a column header here to group by that column.
|_____Recommendation [ State | __ProjectCode | Issue | Priority [ Estimated Date | Revised Date ActualDate | Owmer | MyRole |
JIUREPI2005/1 -
JIUIZ005Review of
Hon- . Management and Carried over Issue
Becemmendaion. 8 B4 administration in WIFO: Budget, 25 EINERNE smith. alen Owmer
Oversight and Related
Issues/22i
LA/ 112007 - 1AODIZ00T Review
B on: § ®,  ofProcurementSystemand  Se e OVETISSUB gy 30.12.2007 smith, alen Cwmner
Proceduresi2/1
Recommendation: 81 B o e aanth toatoa U OVerISSUS  podium 30.12.2007 smith, alen Owner
(para 2021
VWOIAGIBIZ - Audit )
Recommendation: 106 B sy SermedeverISSue  yagium 28.02 2008 smith, alen Owner
(para 242)1

127. Click on the recommendation that you would like review or update. This will take you to the
screen below:

Aosrove | [ESeee [ 11 ] [ o = e e |

Issue %
‘Recommendation &

L -
- Recommendaton | m Responss | Contacts | m Status Updats | Propsrlies

Owenar [amen, aen ~|
Final Approver | — |

Generat |

First Hame

T T N |
™ ith

@l sm| Drwmer Tithe
Ese ‘schwob Observer B
Fhone
Thierry Rajacbelina Contributer .
Login Name
Roes &
—
Implementation =]

128. Expand each section (Issue, Recommendation and Implementation) by clicking on the
downward arrow ¥ of each section. A fully expanded screen will appear as below:

Recommendation: 375

Foprove'] [weiece] | aaa || < Il a | [Ciosed | [Opan]| [cane] [Darets |
Issue e

Project Hame : lA0ODY201 1 W erification of Implementation of Independent Advisory Owversight Committee High Risk Recommendationss2/M1 = |

= Finding | impact | Properties |

Carried ower finding 91

Recommendation =7

m Recommendation | m Response | Contacts | m Status Update | Properties |

Ceneral

First Name

I T N S N I | -

alen =mith Owener Title:
E-Mail
lise schwob Observer =t
Phone
Thierry Rajacbelina Contributor
Legin Mame

Roles €9
 Observer
= Ccontributor

nplementation @']

schedule | o Action || Coordinator |

e
Implementation Coordinator (IC) Group

Estimated Date

Revised Date

Actual Date

Tracked

Progress
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129. You can navigate through the different tabs for further information on the recommendation
and most tabs are self-explanatory. Significant tabs include:

. Contacts: To view the contacts of the recommendation. If a recommendation involves more
than one Sector or program, the contacts tab would include names of the responsible staffs
(owner, contributor and approver).

. History ~

Recommendation; 375

] [P [ [ EH e o

| ) e | ]

(tsaue &)
Project Hame : WOD201 T of Atvisory Oversight Commiles High Risk Recommendationaizi (3
| w Fncing | frpact | Propetties

Issue Tile :: Carried over Issue &1

work i ongoing and &
naw swElam has baan
deveinped to improve
15.09.2013 Status Updsted | Contacd smith, alen L;‘;:‘:::‘:r‘.::’:::““‘" 18.08.2011 01.04.2013
poaibiity 1o upale celine
uging the spacalkze
sofhware Teom Wase,

|15.03.2013 Owner Change | Audior Garba, Alsin 5. Owiner Chanps |memveab, hae amith, gl
14.008.2013 Hetficstion Anditer Garba. Alain 5 ;;:‘F:;b':“”‘ Commeet | jiwin gaba@wipsint | Tuheay Efendiogiaghwipo.
[14.032013 Comment - Garba, Alain S updsas requirsd |

4

D. RECOMMENDATION STATUS UPDATE
130. Click on the Status Update tab. |_St=tu=tsdat= Yoy will see a dialog box as follows:

 started ™ Rewvise Date
Implementaion Progress. R
attachment [ Browss...]

[Eawe] [cancal |

131. This window allows the user to :
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1. Enter updates on the recommendation, what actions have been taken to implement the
recommendation.

2. Revise the implementation date if needed
3. Provide a percentage for implementation progress

4. Provide any supporting evidence/documents by browsing for attachments.

E| TearnCentral -- Webpage Dialog

Status Update
(=) P

v | wWiork i ongaing and a new aysiem has been developed to improve recommandation folow-up by providing the: pos ay te —
wpdate onbne wsng a specialzs sottware Team Mate

-

I starte | 11983013 50%] 7 pevse Date

Implementation Frogress 70 :

Alschment |Elf'I.IJ5er:J.gurba'l.DesH.u|:Jn.u'bn march 201 W TeamCentral userguide for audbess doc “__&gmn_i

[Sava] [ctase] [cameat]

132. Click on Save.

133. Click on Close in the following screen. You will be redirected to the recommendation
page as follows.

Recommendation: 375

[[approve | [Reirct | | Statwsupdate | [ & t | [ mplemented | [Cloed | [Open| [Fit] [oetet |

[I3sue @)

Project Rame : IWODEN 1nferification of Implementation of Independant Adviaory Dversight Commites High Risk Recommendations/2r &

u Finding | impact || Properties

Progact Hame OO0V enfication of Implemantation of ndepandent Advisory Ovarsight Commitlas High Risk Recommandations’2M
LT Carried over lBaus 91

IssuR Type Managamanl Raparting

Leval{a)

Localion

Isgus Rk

e l"g-'l\i

| m Recommendation | m Response | Consacts | @ Stalus Update I Froparties |
wirk & ongoing and 0 new SyShem has been develnped o Improve recommendason Tolow-up by providing the posibity 5o update coing using the specalze software Team Mabe
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134. Note that your status update is populated, and any attachment you may have added would
also show in the Status Update Field.

135. To review all the updates that were completed so far and the attachments uploaded, click on

" Located at top right as described earlier.

work is oagoing and &

naw swslam has baan

deveinped o improve

15.09.204% Status Updsted | Conbect smith, alen L;‘;:‘:ﬁ':r‘.::"ﬂ:‘:"“""' 18.08.2011 1,08 2013
posibitty fo updale onine

uging the spaciakize

sofhware Team Mase,

[15.03.2013 Owner Change | Audior Garba, Alain 5. Owner Changs |semveab, ke |, alen
14032043 Nekifcstian Aot Garba, Alain 2 ;;:'F:;h“o':“ Eamms alsigaba@wieint | Tuncay Efsndigia@iwips.
[14.05 2043 Comment [ 2mdiar Garba, Alnin & updtar required | [

4

E. RECOMMENDATION COMMENTS

136. To provide a comment on your recommendation to other responsible persons having a role in
the implementation of the recommendation, or also to the auditor in charge for that
recommendation (Implementation Coordinator) the audit manager or the audit lead, you can use
the ‘Comment’ button. This will open a dialog box where you can enter your comments.

137. If you would like to send the comments in an email to the named recipients, select the
recipients’ name from the list on the lower left of the dialog box. For multiple recipients, select or
deselect recipients, use the Ctrl Key.

::? Flease pravide supporing document for the updale ﬂ

El

< Ho Motificalions =
Garba, Alain 5.
Ragobelina, Thiemy
schwob, lse

Recipients (Use Cirl key for multipie select or to desslect) L1

|5m| I:hir||l:iml|
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138. Once the comment is entered and the recipients selected, click on Save=2=]. An email
notification will be sent to the selected recipients with the link to access the recommendation.

139. Your comments can be tracked using the history button located at the top right hand side of

=
the screen
Recommendation: 375 ¥\ Stared 10f1
Apprive | [fieieet | [ Statwstipdate | [ Comment | [ implemented | [Wioset | [Tpen| [EdiE] [Geete e D
(1zsue &
Project Hame : KOD201 o of o o Avisury Oversight Commiles High Risk Recommendations2 (5
‘= Fining | impsc | Propertes

F. IMPLEMENTED STATUS

140. When a client has provided sufficient updates and supporting documents to consider the
recommendation as implemented, the implementation coordinator will review and propose
implementation using the ‘implemented’ tab.

141. The implementation coordinator will provide a comment on why the recommendation is
considered as implemented and provide an implementation date

&The implementation date is not the date when the implementation tab was used but the
actual date on which the recommendation was implemented.

S T ——

63 TeamCentral -- Webpage Dialog 22

Implemented Date 1UTI2013 (5 ™

Attachment ” Browse... |

142. Once the comments and date inserted, click on save and a series of email alerts will be sent
to all persons assigned to the recommendation.

143. The next step is the closure of the recommendation. As a reminder, only the director of IOD
has the authority to close a recommendation.
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G. CLOSING RECOMMENDATIONS

144. Once a recommendation has been proposed as implemented, the Director of IOD has the
authority to close the recommendation. Within the closed recommendations, the following
possibilities are available:

. Closed, verified

o Closed, management accepts the risk

. Closed, no longer applicable

&As a policy, only the Director of IOD can close a recommendation.

27 TeamCentral -- Webpage Dialeg — — [ ]
( I ) Closed
"

=
Closed Date 11720132 [ [

Resolution -

Werifying Auditor Full Name (optional} Closed - Verified
Closed - Not Werified
Attachment Closed - Mgt Accepts Risk

Closed - No Longer Applicable
e o g s

H. DELETING RECOMMENDATIONS

145. Deleting a recommendation removes recommendation from the database which means it will
be removed from EWP and TeamCentral in a Centralized environment. In a distributed
environment it will only be deleted from TeamCentral. If the recommendation being deleted is the
only recommendation that is associated with an issue, the Issue will be deleted as well.

&Only a user with Administrator access to TeamCentral can perform this function. Currently,
recommendations are not deleted without prior authorization of the Director of 10D.

. REPORTING

146. In order to facilitate reporting, TeamCentral provides several configurable reports as follows:

Suite Reports
Isslies
ALL ISSUES Displays generalissue information and the state ofthe issue for all issues in the database
Displays all tracked and implemented / closed issues including whether they were implemented on
Completed Issues fime
Issue Grid - Comprehensive Displays all fields related to issues and recommendations in a grid format for user customization.

Displays impact, cost savings and cost avoidance for allissues from projects where the final report
has been issued

ssue Impact Analysis

Qutstanding Issues Displays all tracked issues that are il pending and their last status update.
Recommendation Listing Displays all category fields for an issue and recommendation.
Recommendation Response Tracking Displays tracked recommendations and their management responses.

Recommendation Tracking and Aging Displays tracked recommendations and their current state including number of days until dus
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147. These reports are used to develop the 10D report prepared and presented to the Director
General and to the IAOC. Currently, the office of the Director of IOD prepares reports, in
collaboration with the TeamMate Administrator.

7. SURVEYS

148. Survey in TeamCentral allows 10D to send our surveys to the client for the purpose of
obtaining feedback. The function is based on TeamCentral, but is available from within TeamMate
EWP if a template has been created first. 10D has developed a template for a client satisfaction
survey which is sent out X days following the issuance of the final report.

149. Once the survey published, the recipient will receive the survey link in their email inbox. The
link is unigue to each recipient and is the way survey tracks responses by recipient. By selecting
the link, the Survey will open up in their default web browser. While taking the survey, they will
have two options: SAVE and SUBMIT. SAVE allows them to save their work without passing the
results on to the survey results. SUBMIT allows them to submit their survey. Once a survey is
submitted, it becomes read only and the recipient cannot change their answers.

150. The recipient of the survey is usually the program manager or the Director and is given X
weeks to fill in the survey.

& Only the office of the Director of IOD can send out surveys and review responses.

8. TECHNICAL SUPPORT

151. A wide range of TeamMate support is available. If a challenge arises, you should consider
the following options:

o Consult the TeamMate On-line Help System: Hit F1 from inside TeamMate to activate
the On-Line Contextualised Help System.

o Contact your office TeamMate Champions.

Mr. Alain Garba
alain.garba@wipo.int
Tel: 8382

Mr. Sashidhar Boriah
sashidhar.boriah@wipo.int
Tel: 7388

Mr. Tuncay Efendioglu
tuncay.efendioglu@wipo.int
Tel: 8958
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