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�"!��9%6*#�F�����+"0�7%!��/%��%��"6%��/%##1�/!�%���%##�����!�J��!�2�3�2�����%3#�+�7����4�+��%�/#�/8�"0�
%�3���"��������*!"*"��������2+�"�#1��"�����!������/"+�+F�3�2����/"6*"������1*�+�%�2�����1�%!�����
3�2�����+����2�2�%�2�����+"0�7%!��7�##�%��"6%��/%##1�/!�%���%##�����!�J��!�2�3�2�����%3#�+����/"!!�/��
0"!6%��7����%##�������0"!6%��"��/"�+�+��������%##�����!�J��!�2�3�2�����%3#�+�"0�
��������9��%�2�2%�%�
����%/��+��*�"0�0"!6�#%�����%�*!"*"+%#��+�%#+"�#��8�2�%�2�/"�+�+������"�����#%��!�+��*+�+�/����%������
#%���!�+"0�7%!���""#+�%��"6%��/%##1��+����9�K2%�%�����!�2�0!"6�����*!�)�"�+�+��*+��
�
����+"0�7%!��7%+�%#+"�/!�%��2����+�/��%�7%1���%��������2�+�����*!"*"������"�0"##"7�����*!"*�!�#"��/�
%�2�+��*+����/!�%�����%�*!"*"+%#�+"���%������0��%#�*!"2�/��7"�#2�%2��!��3����!��"�
���@+�*!"*"+%#�
!�J��!�6���+F����+�*!"2�/����%�����=J�%#��1�*!"4�/��*!"*"+%#��
�
��"���!���6�=+%)����0�%��!��"0����+�+"0�7%!���+���%��7��#���"������!"��������*!"*�!�+��*+��"�
0"!6�#%���%�*!"4�/��E7��/������*!"4�/��0"!6�#%�"!�7�##�2"�%�17%1��)����0���K+���7�##��"���+�����+�
+"0�7%!�GF�����+�+%)����������9��%�2�2%�%�3���������!�2����"�����+1+��6�+"���%�����/%��3���+�2��"�/!�%���
%##������%3#�+�%�2�0#"7/�%!�+����2�2����%��
���� !"4�/��*!"*"+%#�����/������*!"4�/��0"!6�#%�"!��+�
2"���7����%##�����+��*+��������+"0�7%!�F���K+���4�+�����2+��"�*!�++�%�3���"���"�%��"6%��/%##1�*���
�"�����!�%##�����%3")��6����"��2�*%!�+�"0�����*!"*"+%#����"�"�����/!"+"0���"!2�2"/�6������%���+�
%#!�%21�*!"*�!#1�0"!6%���2�%//"!2�����"�
���@+�+�%�2%!2�0"!6%��0"!�%�*!"4�/��*!"*"+%#��
�
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���� !"�""#��+�/!�%��2��+������+�%#�(%+�/�0"!��**#�/%��"�+�%�2�/%��"*�!%������2�00�!����
��/!"+"0�����2"7+�)�!+�"�+�������%**#�/%��"��+"0�7%!�+��+�2�%!�H���/!"+"0���"!2�%�2���/!"+"0��
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NOTE 
The software generates only the above mentioned parts of the project proposal. The project formulator 
needs to elaborate the full text of the other sections of the proposal (e.g. Part 1 Project Context, Part 2 
Project Rationale, Parts 3.2 Implementation Approaches, 3.5 Assumptions, Risks, Sustainability and Part 
4 Implementation Arrangements). Before starting to use the ProTool program, the project formulator 
should carry out the necessary data collection and analytical work as well as stakeholder identification 
and consultation and the environmental social assessment of the project as explained in the “ITTO 

Manual for Project Formulation.” 
 
Therefore this software cannot be used alone as it is.  It is only a tool to help in formulating a project and 
creating the document. It is fully dependent on the “ITTO Manual for Project Formulation” thus it assumes 
that the user is already familiar with that manual and is using it as a main reference in creating a 
proposal.�

�
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II. PROGRAM INSTALLATION 

SYSTEM REQUIREMENTS 

�
�+�"0��"2%1F�����
���� !"�""#��%+�3������+��2��"�7"!8�7��������0"##"7����+"0�7%!��)�!+�"�+H�
�

• ��1�/"6*���!���%���+�!���������/!"+"0�����2"7+�< �

• ��/!"+"0���9/�#�5'''F�5''5F�< F�5''
�%�2�5'',�

• ��/!"+"0���"!2�5'''F�5''5F�< F�5''
�%�2�5'',�
�
����+"0�7%!��6%1�*�!0"!6��"!6%##1���2�!�2�00�!�������2"7+�)�!+�"�+�"!�2�00�!�����9/�#�%�2��"!2�
)�!+�"�+�3���7���%)���"����+��2����1���"������"���!�)�!+�"�+��
�

IMPORTANT! 
Screen shots used in this manual may slightly differ from the screens you will actually see in your 
computer.  This is because the screen shots used here come from different versions of the software (i.e. 
MS Office 2000, MS Office 2003 and MS Office 2007).�

�

INSTALLATION 

�
�"7�#"%2�����/"!!�/��)�!+�"��"0�
���� !"�""#���+�%##�!�0"!�1"�!�����00�/��0!"6�
���@+�7�3+������

�0��!�2"7�#"%2���F�1"��+�"�#2�����%����2"7+@�+���*�0�#���%6�2�Setup_ITTOProTool_Ofc200x.exe 

E"! Setup_ITTOProTool_Ofc2007.exe 0"!��00�/��5'',G��
�

IMPORTANT! 
Before installing the software, you should first uninstall any old version of the software that is already 
installed in your computer.  If you do not, the new installer will just overwrite the old version and you will 
have a mix of old and new versions installed in your computer.  This may cause you to lose your work after 
working on it for some time.�

�
�"�+�%!����+�%##%��"�F�2"�3#�=/#�/8�"�����+�+���*�0�#�������0"##"7�������+�!�/��"�+�"������+���*�7�;%!2��
�

�
Figure 1.  Installer setup wizard. 
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�"�0"##"7�����+���*�7�;%!2F�/#�/8�"������A��9�B�3���"������������9��+/!����/#�/8�A
�+�%##�B����/�����
+%1+���+�%##%��"���+�/"6*#���2F�/#�/8�"��A�#"+�B�%�2���%�@+���L���"���%)����+�%##�2�����
���� !"�""#���
�0��!�0���+���������+���*�7�;%!2F�1"��+�"�#2��%)������
���� !"�""#�+"0�7%!���!"�*�+�"7�������

1"�!����2"7+@�START�6������
���+��+�%##1�%22�2��"�����3"��"6�"0�1"�!�START�6�����
�

�
Figure 2.  The ITTO ProTool software group. 

�

UNINSTALLING AN OLD VERSION 

�

0�1"��%#!�%21��%)��%��"#2�)�!+�"��"0�����+"0�7%!����+�%##�2����1"�!�/"6*���!�%�2�1"��7%����"���+�%##�
%���7�)�!+�"�F�6%8��+�!���"�����+�%##�����"#2�)�!+�"��0�!+����
��/%+��1"���%)��2%�%�1"��7%���+%)�2����
����*!�)�"�+�)�!+�"��"0�����+"0�7%!�F�1"��+�"�#2�3%/8�*�1"�!�*!�)�"�+�+"0�7%!����+�%##%��"��%�2�
8��*�������%�+%0��*#%/��3�0"!��/"������������#�/8�����A�%�/�#B�3���"���"�+�"*���+�%##%��"��"0�������7�
)�!+�"��%�2�3%/8�*�1"�!�/"*1�0�!+�����"��/%���+�����M�*�"!�%�1�"���!�/"6*!�++�"�����#��1��"�

3%/8�*�1"�!�*!�)�"�+�/"*1�"0�����+"0�7%!����������+�������M�*F�/"6*!�++�����0"#2�!��%6�2�ITTO�

ProTool�7��/���+��"!6%##1�#"/%��2����c:\Program Files���
0�����+��"�����!�������1"��6%1��%)����+�%##�2�
����+"0�7%!�����%�"���!�*%!��"0�1"�!�2�+8��� #�%+��3!"7+����%��+�32�!�/�"!1�7��!��1"����+�%##�2�����

+"0�7%!��%�2�/"6*!�++�����0"#2�!��%6�2�ITTO ProTool�7�������M�*��"�3%/8�*�1"�!�"#2�)�!+�"��
%#"���7����1"�!�"#2�2%�%��
�

�"�����+�%##�����*!�)�"�+�)�!+�"�F��"��"����2"7+@�START�3���"�F������+�#�/�=/#�/8�"��All Programs 

� ITTO ProTool � Uninstall ITTO ProTool��
�

�
Figure 3.  Uninstalling old version of ITTO ProTool. 
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�0��!�����*!�)�"�+�)�!+�"���+�����+�%##�2F�1"��/%���"7�!���������7���+�%##�!����"##"7�����+���*�
7�;%!2�+/!���+��"�0���+��������+�%##%��"��"0�������7�)�!+�"���
�

SOFTWARE SECURITY 

�
����
���� !"�""#��+�%�*!"�!%6�E"!�6%/!"G�/!�%��2������/!"+"0���"!2�%�2��9/�#�����/!"+"0��
%**#�/%��"�+�#�8���"!2�%�2��9/�#��%+�%�+*�/�%#�+�/�!��1�0�%��!���"�*!"��/���+�!+�0!"6�!"����*!"�!%6+�
E"!�!"����6%/!"+F������)�!�+F�7"!6G���%�����2"�+��"��!�/"���;����+�+�/�F�7�����2��"���+�%##�����
/"!!�/��2����%#�/�!��0�/%����"�1"�!�/"6*���!�+"���%��1"�!���/!"+"0���"!2K�9/�#�*!"�!%6+�7�##��"��
����8���%������
���� !"�""#��+�%�)�!�+������2����%#�/�!��0�/%���%�������/%��+�����
���� !"�""#�1"��
%!��!�������%+�%���������%�2�+%0��6%/!"��
�

�"���+�%##�����/�!��0�/%���0"!�����
���� !"�""#F�/#�/8��������2"7+@�START�3���"�F������+�#�/�=/#�/8�

"��All Programs � ITTO ProTool � Install Digital Certificate.������7�7��2"7�7�##�+�"7��*���%��
#""8+�#�8������0"##"7���H�
�

�
Figure 4.  Installing the Digital Certificate. 

�

Click on the “Install Certificate..” button and follow the install wizard that comes up.  Click on 

the “Next” button until you see the following screen (for the Certificate Store): 
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Figure 5.  Certificate Store screen. 

�
������+�+/!���F�1"���%)���"�/�""+��7��!���"�+�"!������
���� !"�""#�2����%#�/�!��0�/%������"���%)��
�"�+�"!�������2�!�A�!�+��2��""����!��0�/%��"������"!����+�B���"�2"���%�F�+�#�/������!%2�"�3���"��
#%3�#�2�A #%/��%##�/�!��0�/%��+��������0"##"7����+�"!��B�������/#�/8�"������A(!"7+�B�3���"���"�+�"7�
����+/!������%��#�+�+�%##�����+�"!%���%!�%+H�
�

�
Figure 6.  Select Certificate Store screen. 

�
�#�/8�"��A�!�+��2��""����!��0�/%��"������"!����+B��"�+�#�/����F�%�2������/#�/8�"������A�NB�3���"��
E0"!�����00�/��5'',F�*#�%+��#""8�"��������9��*%����"�+�#�/������*!"*�!�+�"!�G����#�/8�A��9�B�"������
��!��0�/%�����"!��+/!����%�2�0��%##1�����A����+�B�3���"��%��������2�"0�������+�%##�7�;%!2������+���+�%##+�
����
���� !"�""#�2����%#�/�!��0�/%������"�1"�!�/"6*���!����"��+�"�#2�+�������0"##"7����2�%#"��3"9�
7��������/�!��0�/%����+�+�//�++0�##1���+�%##�2H�

�

�
Figure 7.  Successful Digital Certificate Installation. 
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����0�!+����6��1"��!�������
���� !"�""#F�1"��6%1���/"����!�����A��%3#�BKB��+%3#�B�6%/!"+�
+/!������
��6%1�#""8�#�8������0"##"7����+/!���H�
�

�
Figure 8.  Security for macros in MS Office XP. 

�
�%8��+�!���"���/8�����/��/83"9�#%3�#�2�A�#7%1+��!�+��6%/!"+�0!"6����+�*�3#�+��!�B�������/#�/8�"��
����A��%3#���%/!"+B�3���"����������9����6��1"��!�������
���� !"�""#F�1"��7�##��"���������+�
+/!����%�16"!�������+�1"��"�#1��%)���"���+�%##����������%#���!��0�/%���"�/��%0��!���+�%##��������
����
 !"�""#����1"�!�/"6*���!��
�

For Office 2007 users: 
You may encounter a blank spreadsheet when running the ITTO ProTool for the first time.  Click on the 
“Options…” button.  Illustration: 
�

�
Figure 9.  MS Office 2007 shows blank when running ProTool for the first time. 

�
A “Security Alert” dialog box will appear.  Make sure to click on the radio button labeled “Trust all 
documents from this publisher” to make your system accept ITTO ProTool as a safe software to run.  
Illustration: 
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Figure 10.  MS Office 2007 security alert dialog box. 

�
Click “OK” and you’re done! 

�
��%�@+���"�����%#8�%3"���+�/�!��1F�#����+��"�"��7��������%/��%#�7"!8����"���!"����������9��+�/��"�+�
%�2�+�%!����4"1��������0"!6�#%��"��"0�1"�!�*!"4�/��*!"*"+%#L�
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III. USING THE SOFTWARE 

Running the ITTO ProTool 

�

�"�+�%!���+��������
���� !"�""#F�4�+��/#�/8�"���������2"7+@�START�3���"�F������+�#�/�=/#�/8�"��All 

Programs � ITTO ProTool � ITTO ProTool���
##�+�!%��"�H�
�

�
Figure 11.  Running the ITTO ProTool. 

�
���+�7�##�"*���1"�!���/!"+"0���9/�#�%**#�/%��"��%�2�#"%2�����
���� !"�""#�+"0�7%!�����"��+�"�#2�
+�������7�#/"6��+/!����%�2������%0��!�%�0�7�+�/"�2+������%����/!����"0�����
���� !"�""#���
��
#""8+�#�8��%�*%!��%#�/1/#��"0�����*!"4�/��0"!6�#%��"��*!"/�++H�

�

�
Figure 12.  ITTO ProTool main screen. 

�
���+�6%���+/!����7�##�%#7%1+�3��1"�!�4�6*����*"������!"��������+�//�++�)��+��*+����0"!6�#%�����%�
*!"4�/��*!"*"+%#�7����
�����
�
�
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Setting the Language 

�
����
���� !"�""#��+�%)%�#%3#�������!���2�00�!����#%���%��+��%6�#1H����#�+�F��!��/��%�2��*%��+����
��
�+�+����"����#�+��31�2�0%�#�����"�3��%3#���"�!�������
���� !"�""#�����!��/��"!��*%��+�F�4�+��/#�/8�"��
����%**!"*!�%���#%���%���3���"��0"��2���������**�!=#�0���%�2�+�2��"0�����
���� !"�""#��%���
�/!�������
�

�
Figure 13.  The buttons from the ITTO ProTool Main Screen to change Language. 

�
�#�/8�����#%���%���1"��*!�0�!�%�2���%�@+���L������+"0�7%!���+��"7�+����"�+�"7���9�����1"�!�/�"+���
#%���%����
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Creating a PROBLEM TREE 

�
�0��!�1"���%)��/"##�/��2�%�2�%�%#1;�2�������/�++%!1�3%/8�!"��2�2%�%���/#�2����6�%+�!�+��"���+�!��
+�%8��"#2�!�*%!��/�*%��"��%�2���)"#)�6����%+�7�##�%+�%++�++6����"0���)�!"�6���%#F�+"/�%#�%�2�
�/"�"6�/��6*%/�+�"0���������*!"4�/�F��1"��/%��*!"/��2��"�/!�%���������A*!"3#�6��!��B�"0�����*!"4�/���
�
(1�����7%1F��0�1"��2"��"��7�+���"��+������
���� !"�""#��"�/!�%������� !"3#�6��!��F�1"���%)������
"*��"���"�+8�*����+�+��*��
�
�"�+�%!��/!�%���������*!"3#�6��!��F�1"���%)���"�!�������A !"3#�6��!����"2�#�B�"0�����
����
 !"�""#����"�2"����+F�/#�/8�"������A !"3#�6��!��B�3���"��"0�����
���� !"�""#��%����/!�����
�

�
Figure 14.  Running the Problem Tree Module. 

�
���+�7�##�+�"7��������#��+/!���������%0��!�%�0�7�+�/"�2+F����+����#��+/!����7�##�2�+%**�%!�%�2�1"��7�##�
3��*!�+����2�7����%���9/�#�+*!�%2+������
�

TIP�
Before you start elaborating the problem tree of your project, you should draft it on paper to facilitate data 
input in the software.�

�
����0"##"7������9��7"�#2�2�+/!�3��31��9%6*#���"7�����A !"3#�6��!����"2�#�B�7"!8+����"!�
�9%6*#�F�1"��7%���2��"�6%8��%�*!"3#�6=�!�����%��#""8+�#�8������0"##"7���H��
�
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Figure 15.  Final problem-tree. 

�
�"�2"����+F�1"���%)���"��2�������3#%�8�+*!�%2+�����+�/����%�����7"�#2�#""8�#�8������0"##"7���H�
�

�
Figure 16.  Edited Excel spreadsheet for the problem-tree. 
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TIP�
Take note of the way the text are placed in the spreadsheet.  We mimicked the placing of the text with how 
the final Problem Tree would look like.  This is the best technique to make creation of the problem tree 
easier in the ProTool.�
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Figure 17.  Input screen for the 'key problem.' 
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Figure 18.  Selecting the 'key problem.' 
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Figure 19.  Button help balloon. 
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Figure 20.  Excel 2007 hides the buttons and floating toolbars in the ‘Add-Ins’ tab. 
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Figure 21.  Generated problem tree. 
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