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Leadership & Management Program 

The Foundation of Management 

Thank you for buying/participating in the Computer based 
learning program. In content it is the same as that being offered as 
a four to five day workshop. Similar management development 
workshops have been run in many countries over more than forty 
years. The move towards faster learning and computer based 
learning encouraged the consultants at Louis Allen Associates to 
computerise one of the most popular and universally successful 
programs. 

The benefits of this program are that you can learn at your own 
pace, and test your understanding by doing the exercises/tests at the 
end of the modules. 
You have the choice of learning the skills associated with 
management, use the management vocabulary, within the functions 
of Planning, Leading, Organising and Controlling, or you can go as 
far as implementing a fully integrated computerised management 
performance system. 

In order for you to derive the maximum benefit from the program, 
it will be beneficial to start at the beginning (module one) on CD J 
and work through steadily up to CD7. 



Getting started: 

Minimum System Requirements: 

► Pentium 133 mHz running Windows '95 or '98 
► 16 MB RAM or more 
► 16 Bit High Colour display set to R00x600 resolution 
► 16 Bit sound capability 
► 30 MB free hard disk space 

You should have: 
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Eight CD's. The one that you will start off with, 
is the "set up" disk. This disk will enable you to 
download the software that runs the computer 
based training program v-.11ich is in turn located on 
the other seven disks. 

VERY IMPORTANTNOTE: Theprogramis "machine 
bound", this means that you can only download it onto 
one computer. The first screen that you get to when you 
want to run the program on your computer will ask you 
for a code which will be given to you on dialling the 
number on the screen during office hours. You will 
thereafter be able to run the program as many times as 
you wish from the one computer, unless agreed otherwise 
with the supplier. 

You may have to adjust your screen resolution to 
800x600 in order to view full colour screens. 



The installation process: 

Insert the Setup CD (one of one) into your CD drive. 
In Windows 95 or Windows 98 click "start" and "run" 
and then "browse". 
Look in your CD drive (nonnally D or E). 
You will see a setup icon. 
Double click on "setup" 
Click "OK". 
Follow on-screen instructions carefully. 

To create a LA2000 Icon on your desktop: 

Right click on your desktop (startup) screen. 
Click on "new". 
Click on "shortcut" 
Click on "browse". 
From the drive where you installed the setup program of 
LA2000 (usually c), double click on the LA2000 folder. 
Double click on the LA2000 icon. 
Click "next". 
Click "finish". 
You should now have successfuJly created a LA2000 
icon on your desktop. 

After installation: 

Double click on the Louis Allen Logo on your desktop 
screen. 
You will now see the Louis Allen 2000 Welcome screen. 
Click "Begin" to continue. 
As a first time user, you will need to activate your copy 
of the Louis Allen 2000 program. 
Click "OK" on this screen. 
You will now see the activation screen. 
Click '°Next" to continue. 
You now have to contact Louis Allen Associates on: 
+27 11 958-1032 for your activation code. 3 



Login: 

Supply the number on your screen to the Louis Allen 
Representative and click "Next". 
Click on the "enter activation code button" 
Enter the code supplied in the space provided. 
Click "OK". 
You \\'.ill see confirmation of the number of times you 
are licensed to run the program on your screen. 
Click "Yes" to continue. 

You will be required to "create a new user". 
Click on "user" in the top left hand corner of your 
screen. 
From the drop do,vn menu, select "add a new user". 
Follow the on-screen instructions. 

To start the training: 

Click on "user" in the top left hand comer of your 
screen. 
From the drop down menu, select "log in as existing 
user". 
Select a user. 
Click "log in" 
Follow instructions. 
Now select at the top of the screen which activity you 
,\'.ish to continue \vitb (e.g. Training Program) 

The program has many features that you need to be aware of 
before starting. 

• Make sure that the sound on your computer is at a Level 
which you can hear and which will not disturb persons 
in your environment. You may wish to use earphones, if 
you have access to them. 

• The screens are very user friendly, but one thing to guard 
against is the rapid pressing of say the "next" button, as it 
will then miss out on some text. This type of action could 
lead to errors as well the "freezing" of the screen. 
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How to use the Participant workbook. 

Although it is possible to work only on the computer it is advisable 
to also follow the text in the workbooks after completing a module 
of the training. If there are more than one participant in your 
organisation being trained, you will find some exercises in the 
workbook, that will encourage you to "Work in pairs" or "explam 
to the other person" or similar remarks. Use the workbook as if you 
arc attending a seminar. In these cases it is very useful to arrange 
for these exercises to be done with another person. If however you 
are doing this in isolation, work through the exercise on your own. 

You are encouraged to write in your workbook where there are 
spaces for notes and comments. You learn more easily if you do 
the application exercises. Also do the tests in the computer 
modules. If you do not achieve a satisfactory score on the computer 
tests, it will be beneficial to go back to the beginning of the module 
in the workbook and the computer training in order to improve 
your knowledge. 

How much time should you spend on the program from 
beginning to end? 

It should not take more than 16 hours of interactive time to view 
the whole program. It is however advisable that you spend four half 
days instead of 16 hours continuously. As with any other learning 
process, you may have to go through the content more than once. 
Throughout the teaming process, it is proposed that you only use 
the "next" button and not the "auto" button as it will enable you to 
(R)epeat or go "back". 
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How will you know that you have achieved the outcome that 
was envisaged? 

• You \.Vill have received high scores in all the computer 
tests. 

• You will have completed the "Accountability Charter" for 
yourself and your subordinates on the computer, and they 
will link to each other. 

• You will be able to evaluate performance of yourself and 
your subordinates. 

• You will have completed an action plan and have delegated 
activities to team members. 

• You will have identified improvement objectives for 
yourself on at least five of the management activities. 

We trust that you will find enormous benefits from being able to 
manage in a strnctured manner after completing the program. 

You may want to give us feedback at lallensa@mweb,co.za. 
We will attempt to reply to comments etc as soon as possible. 
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