Wizard Facts and Hints
System Requirements
· Word Version - Any version from Word 2000 (with all updates) to Word 2003.  However, SBA only supports Word 2003.  
· Operating System - Any recent Windows operating system should work.  SBA uses Windows 2003.
· Workstation compatible (such as Citrix).  
· If Word runs, the Wizard should run.
· Service Packs:  The latest Office (2000, XP, or 2003) service pack should be downloaded and installed, as well as the latest patches if the user only has Word.  Word 97 is no longer supported by SBA offices.
· Optional:  The latest service pack should be downloaded and installed for the operating system (NT4.0, 2000, XP).  See web page below for current service pack status.
The latest service packs are (as of 6/2005): 

Office 2000 and XP – SP3
NT 4.0 OS – SP6a
2000 OS – SP4
XP OS – SP2
· The Microsoft Service Pack Web page is:

 
http://support.microsoft.com/default.aspx?id=fh;en-us;sp&fr=0&sd=gn&ln=en-us&ct=sd&se=nona
 
Installation
Before you start, check Word settings 
· Enable Macros - Go to Tools | Macro Security | select Low -- Tabs -- Trusted Sources:  Check 'Add ins & Templates' and 'Visual Basic' projects.
· Go to Tools | Options | View tab – make sure ”Windows in Taskbar” is unchecked.
· Go to Tools | Options | Edit tab – make sure “Smart cut and paste” is unchecked.
· Go to Tools | Options | File Locations tab – Make sure User templates and/or Workgroup templates have paths listed.  Microsoft defines these areas as 'Safe areas’ for templates.  MOST templates are placed here.
As you install

· Accept Defaults -The installation program overwrites previous versions if the user accepts the Wizard installation defaults.
After you install 
· Make sure there is only ONE copy of each wizard version on any machine or network.
· Search your local drive or network drive for duplicate Wizard file names and delete all but the most recent version with the same name.
· Caution - Word will not necessarily use the copy of the Wizard that started the Authorization.  It may connect and run the most convenient version with the same name, which may not be the most recent version.
Problem Avoiders for Users
· Tab from control to control.  Although clicking works, tabbing is better.
· Complete all sections in order:  Loan Information, Project Financing/Repayment Terms, Use of Proceeds, Collateral, AC1, and AC2 (not all sections are available in all Wizards).  If you make modifications, cycle through the panels again to assure all sections are updated.
· Close your mailbox before operating the Wizard - Incoming e-mail messages may interrupt Wizard operation - optional.

· Do one authorization at a time 
· Have a minimum number of applications running when using the Wizard 
· Do not open or edit Wizard documents through e-mail.  Save them to the hard drive and open using Word.
· Save Often - If obvious document problems occur, return to previously-saved version, if possible.
· Start over if a document crashes while the Wizard is running, it may have left faulty information in the authorization.  Contact SBA (see Report Problems below) if problems persist.
· Helpful Wizard Features
… Default Save directory -- Click 'XXX Wizard' on menu (XXX meaning 7a, 504, EWCP, or CAP)
… Right-click -- Names and Addresses -- Type name, right click to Save.
… Right-click in blank textbox to retrieve.
… Signature blocks -- PCLP must click checkbox on Loan Information screen and type signor's name and title.  Otherwise SBA employee list is required.  Only SBA offices will see/have the list.
Report Problems to Auth-504@sba.gov, Auth-7a@sba.gov, Auth-EWCP@sba.gov, or Auth-CAP@sba.gov. Include your name and phone number, give complete information on how the problem occurred and be prepared to supply an electronic copy of the Authorization document.
