Release 230 November 2018: 2
Avatars, Business Unit Manager and More A

Business Unit Manager

The new Business Unit Manager role assigns administrators to specific business units within the same Assurance site
to provide certain users with additional administrator capabilities as outlined below.

Business Unit Managers are users who have admin access to specific business units to manage users within those
business units. They also have limited access to Registers and Forms Templates and Launchpads. Only Super Users
are able to allocate this role.

To make a user a Business Unit Manager, navigate to their user page and click on the Rights tab:

Details Rights Logins History Activity

ZEdit | fCopy | S Change password | ¥ Leave Management @ 5Suspend @ Retire Tools w

& Details

Email
test@complispace.com.au

Name
Test User

Job Title

Business Unit
ICT Services

Photo

On the Rights tab select +Add Role, then on the pop up that appears under Role Type select Business Unit Manager

Add Roles

Select role type

‘ Business Unit Manager

Select Business Units

Administration  x

Roles Manager Can Assign

Registers and Forms: Manage - All Templates x

Templates can manage

Facilities Contracts  x Board Meetings  x |

Cancel

This will bring up several fields to fill out:
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Add Roles

Select role type

Business Unit Manager

Select Business Units

Roles Manager Can Assign

Templates can manage

Save Cancel

e Select Business Units: These are the business units that this user can manage. For example, if you select the
business unit 'Finance’, then this user will be able to manage any user in the Finance business unit.

e Roles Manager Can Assign: Roles the Business Unit Manager to assign to the users in their nominated
business units. .

¢ Templates can manage: Registers and Forms templates that this user will have access to and manage.

Once you have filled this out, click ‘Save’.

Add Roles

Select role type

| Business Unit Manager

Select Business Units

Administration x

Roles Manager Can Assign

Registers and Forms: Manage - All Templates  x

Templates can manage

Facilities Contracts x | Board Meetings x |

Cancel
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You will then see this user’s Business Unit Manager rights, separated by business unit:

+ Add Role W Remove All Roles

Business Unit Manager ~
Manager of Business Unit Roles Manager Can Assign Registers and Forms Temy Manager Can g
*  Accounts Manage - All Templates Facilities Contracts, Board Meetings, Incident Ty
*  Administration Manage - All Templates Facilities Contracts, Board Meetings, Incident Tl

When this user logs into Assurance they will be able to access the admin screen, but will see a restricted view:

General

Users

Registers and Forms

B B L 4
Registers and Registers and Launchpads
Forms Forms Field

Templates Library

Under Users, they will only see users who are in the Business Units that they have been given access to. The Business
Unit Manager can edit these users and see what Registers and Forms/Tasks/Checklists they have assigned to them:

Details Rights Logins History Activity

ZEdic | Copy ¥ Lleave Management | [ %ot MOEETEN  Tooks w

& Details A

Email
rachel@example.com

Name
Rachel Smith

Job Title

Business Unit
Administration

Photo

Registers and Forms () v
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Under the Rights tab, the Business Unit Manager will be able to remove any of the users’ access rights, but can only
assign the rights that the Business Unit Manager was given access to:

Add Roles

Select role type

A

| 2

Registers and Forms

Save Cancel

Under the Registers and Forms section on the admin page the Business Unit Manager can manage the specific
templates that they were given access to.

Registers and Forms

E B

Registers and Registers and Launchpads
Forms Forms Field
Templates Library

There are several restrictions:

e The user is restricted within their nominated business unit(s). This applies to setting up Launchpads and
when adding users to custom notifications on the template.

e The user cannot retire a template or make it super-sensitive.
e The user cannot create new templates.

The user cannot create new fields or edit existing fields. They can only use fields from within the Registers
and Forms Field Library.

Note: When it comes to approvers and users set up in custom notifications, the Business Unit Manager can
remove any user already set up but can only add users from within the Business Unit(s) they manage.
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Registers and Forms Waiting for Approval Snap Shot

There is now a snapshot overview of Registers and Forms that are pending approval, broken down by how long they
have been waiting:

Registers and Forms Waiting for Approvals + o

25

15

0

. e’ B e T

0-7 Month 1-3 Months 3-8 Months 69 Months 9-12 Months > 12 Months

Register and Forms Waiting for Approval Report

This release includes a new report called the Registers and Forms Waiting for Approval Report. This report allows
you to see a list of all Registers and Forms that are currently pending approval, which users they are waiting on, and
how long they have been in the pending approval state:

! Lo Stage Appraees Sbeimedor hppresl s Pencing.
ooTas ety Wron Corrset [nssbioySvrapre: S D bar, SR T
oTar Cacy of 1T Savicen Tenl Buriry ot Evlabini bt et S shary s r
[:-21 1 Cogy of HaaiPy Wady Conrn] EAtabin bt ot Ghashar LAl &
T3 T Gl e, BT B L S 1 [iana Saky WTaimps ey Fldaak e W
Ut out Conct Disabintment oy Pakaeemas FAORTIE ]

Days Pending Range:  1-3 months
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Bulk Updating Registers and Forms

Assurance can now update Registers and Forms entries in bulk, by importing into existing Registers and Forms. This
feature is great for making changes to several Registers and Forms entries in one go, without having to go through
each entry separately.

Home / Administration / Import

Registers and Forms Import

Download Import Template s Upload Data w»

Mew Registers and Forms Import Template Filename

Existing Registers and Forms Import Template

Avatars

We are progressively introducing Avatars in Assurance to let you put a face to a name. An avatar is a photo/image
that a user has uploaded to their profile that appears throughout Assurance to represent that user. If there is no
Avatar, the user will be represented as a circle with the initial of their first name:

Photo User Type Name Email Business Unit
o a Administrative Trainer administration@access.com My School
B & Bob smith bobsmith@complispace.com.au NSW Schoal

To upload a photo/image to use as your avatar, click on your avatar in the top right-hand corner of the screen and
select Settings:

2 Settings
&, Change password

@ Help
& Email support

= Sign out
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On the settings popup, click on Upload Photo, then select the photo you want to use from your computer.

Settings

Email to Folio

Use this email address to email documents and other attachments to registers & forms.
Remember to put the Registers & Forms Key at the start of the email subject.

schoolstraining+f+e3b707599b32ddbagfce1723788f6d60@mg.candbox.csassur: | Copy 5C

Time zone *

‘ (GMT+10:00) Sydney E'

Date Format *

g 18/02/2012 E|

8 Use 24hr time

[
8 Photo
B 2. Upload Photo
)
3
Update profile Cancel
)

M =5

Once it has finished uploading, you will see the photo you selected as your avatar:

Add Snapshot

Note: Administrators can upload photos on behalf of other users by editing a user through the User section in the
Admin part of Assurance.
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Registers and Forms Notes

As part of the Avatar refresh there is a fresh coat of paint on notes in Registers and Forms.

Registers and Forms List View Headers Dock

Another refresh we have made is to the List view, where the headers now stay docked while you are scrolling

Motes (3)

Add a Filter

12/11/2018
Q Phone Call Complispace Admin 08:49 AM
Incident has been closed off.
22/05/2018
Q Moved Back Stages CompliSpace Admin 12:41 PM

Registers & Forms moved back to Form from Management.

testing

CompliSpace Admin

26/02/2018

o Moved Back Stages David Mahon 02:33 PM

Registers & Forms moved back to Form from Management.

test

CompliSpace Admin

David Mahon

&
< m Registers & Forms Tasks

Checklists Resources Reports
‘Master Risk Control Risk Review
Key= Title Potential Consequences Category Person Responsible  Rating Likelihood Consequence Risk Rating ~ Status
I Admin
RISK-11  Environmental Loss of opportunity; reputational damage; financial damage. Strategic  Complispace  Satisfactory Possible Moderate Moderate &
Risks Admin
RISK-12  Financial Management Lack of financial strategic direction; financial damage; loss of enrolments; loss of Strategic  Complispace  Satisfactory Possible Moderate Moderate &
opportunity. Risks Admin
RISK-13  Future Educational Market Loss of opportunity; financial damage; reputational damage; loss of enrolments. Strategic  Complispace  Satisfactory Possible Moderate Moderate &
Challenges and Opportunities Risks Admin
RISK-14  Government Funding Financial damage; unexpected debt; loss of funding, Strategic  Complispace  Satisfactory Possible Moderate Moderate &
Risks Admin
RISK-15  High Quality Staff Failed strategic objectives; loss of opportunity; financial damage. Strategic ~ Complispace  Satisfactory Possible Moderate Moderate &
Risks Admin
RISK-16  Innovation Loss of opportunity; loss of enrolments; financial damage; reputational damage. Strategic  Complispace  Satisfactory Possible Moderate Moderate &
Risks Admin

complispace
make i work




Copy a Register and Form Entry from One Template to a Different
Template

We have noticed that Assurance users often need to copy an entry from one template to a different template. Some
examples for why this needs to be done include:

e One Register and Form template workflow may need to move into another. An example of this is when a job
application needs to become an employment contract.

e A potential risk reported on a risk identification form needs to be made a risk in the risk register.

e You may have simply made a mistake and need to shift an entry across to the correct Register and Form
template.

Copy Maintenance Request Form

Copy To *

Maintenance Request Form

Person Responsible *

CompliSpace Admin X

Additional Options

Link MAINTAIN-1 / Brendan Chelakian - Administration Building, Room A to new registers
& forms

Copy Attachments

Create Save as Draft Cancel
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https://folio.zendesk.com/hc/en-us/articles/360018503172

Attachment Uploader

This feature allows you upload documents to Assurance in bulk. Use the attachment uploader to pull all your
documents into Assurance and map them to the appropriate Registers and Forms.

Bulk uploading attachments to multiple Registers and Forms is a two-step process in Assurance. For the first step, go

to the admin screen then select Import:

Registers & Forms Tasks Checklists

General

& s U

Users Business Units Access Rights
1 1 |
L L
Eam ase
Import Risk Risk Matrix
Classification Setup

Then Attachments Uploader:

Resources Repd

&

Terminology

Report Category

Registers & Forms Tasks Checklists Resources Reports

Home / Administration

Import

= & © 1?2 !

Entities & Registers & Tasks & Task Checklist Risk

Contacts Forms Assignments Questions Classifications
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On the next screen, you will see any attachments that have been uploaded here and are waiting to be attached to
the right Register and Form. To upload your own attachments, select +Upload and add the fields you want:

4 \2 Registers & Forms Tasks Checklists Resources Reports

Home / Administration / Import

Attachments Uploader

New # Filter

# Active Filters
=
File Name Uploaded At Uploaded By
Leave Form.docx 12/11/2018 09:19 AM Complispace Admin
Light Bulb.jpg. 12/11/2018 09:17 AM Complispace Admin
TEST_mergedoc.docx 12/11/2018 09:18 AM

CompliSpace Admin

Note that if these files are not attached to a Register and Form within 30 days, they will be deleted.

The attaching of the file to the correct Register and Form is done through the Registers and Forms import process. At
the end of the import file there are two columns labelled 'Filename' and 'Attachment Title":

. AM AN | AO AP

ol Re Stage Attachment - Filename Attachment - Title Tag List

complispace 11
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These can be used to attach the files that you previously uploaded to the correct Register and Form. The Filename
needs to match the filename that the attachment has in Assurance:

+ Upload
]

= File Name Uploaded At

@ 1.png | 24/10/2018 03:49 PM
& 2.png 24/10/2018 03:49 PM
& 3.png 24/10/2018 03:49 PM
] 4.png 24/10/2018 03:49 PM
@& 5.png 24/10/2018 03:49 PM
=) 6.pNg 24/10/2018 03:49 PM

The Title can be whatever you want. Note: when attaching files to a particular Register and Form entry using the
import function it follows the same rules as tables. That is, each attachment goes on its own row in the import file.

AK | AL | AM | AN AQ A
idual ¢ Control Re Stage Attachment - Filename Attachment- Title  Tagl
High Finance l.png First attachment
2.png Second attachment
Low Finance 3.png Attached to a different foli
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Ability to Add Comment when Submitting for Approval

When submitting a Register and Form entry for approval we have added the ability for the submitter to add a
comment on the Register and Form entry in the form of a Note:

Approval; Contract Management

Approvers

Christine Ferguson  x

1 Selected

[] Approval Override

1

New Report Settings

We have added more functionality to the Report Settings in Assurance. This includes changing the font size, ruled
PDF reports, and the ability in a grouped report to have each new group on a separate page:

Report Settings

FPaper Size

A4 A3

Font Size

A A A

[] Ruled PDF report
[ Mew page for each group

[ | Repeat other values with tables
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Report Improvements
We have added several improvements to reports in this release, including:
e Adding the ability to filter Registers and Forms reports by the 'Closed At' date.
e Including the Person Responsible’s Job Title as a field in Registers and Forms reports.

e In Risk Reports if there is only one Risk Matrix, we have increased its size so that it occupies more of the
page.

New Field Types
e Hierarchy Field

Hierarchy fields are used to set up the possible responses in a tree structure. The field is created the same as any
other, but you cannot set up the responses when creating the field like you can with Single and Multi-Select fields

Mew Field

Name

Injury Lacation

Instructions

Type

Hierarchy

Create Create and New Cancel

Click Create to create the field, then click on the newly created field wherever you have created it (i.e on the Register
and Form Template Fields tab or in the Field Library) to be taken to the details page for this field:

Show Field

& Edie

Mame
Injury Location

Instructions

Type
Hierarchy

Add Field Answers
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On this page you will see a link saying Add Field Answers if none have been set up previously. Click on this to make a
popup appear where you can start adding answers. This popup asks you to add only top-level answers as a starting
point. When you have put in the top-level answers click Add:

Add Field Answers

Building A
Building] B
Building C

Add Cancel

You will then see the fields added, with several options above them. To start adding more fields into the hierarchy
click +New:

Show Field

[ Edit
MName

Injury Location

Instructions

Type

Expand All | Collapse All Show Inactive

B Building A
S Building B

B Building C
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After clicking +New you will see a popup asking for a parent response, then a list of children under that parent, with
each child on a new line:

Add Field Answers

Parent

Building A

Foyer

Roof

Break Room
Bazement

Add Cancel

When you have finished with the children for that particular response, click Add. You will then see those answers
reflected in the hierarchy:

R
Hierarchy

+ MNew Expand All | Collapse All Show Inactive

4 [ Building A
B Foyer
B Roof
B3 Break Room
B Basement
B Building B

B Building C
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You then repeat this process by clicking on +New again until you have the entire hierarchy for this field set up.
e Instruction Field

We have added a new field type called an Instruction field. This field type allows you to place instructions anywhere
on your Register and Form template, which will be visible in both View Mode and Edit Mode:

New Field
Name
Please ensure to fill out this section

Instructions

Type

Instructions B

Instructions Colour

Create and New Cancel

e Email Field

We have also added an email type field, which you can use when you want the user to enter an email address. This
field forces the answer to be in an email format e.g. something@example.com.

e Ability to select Registers and Forms in Single & Multi Selects

When creating a Single or Multi Select and setting it up as a lookup field, we have added the list of Registers and
Forms in your instance as a new option:

New Field

MName

Example Field

Instructions

Type

single Select E|

Lookup enabled

Lookup

Registers & Forms E|

Registers & Forms Templates *

All Registers & Forms Templates | Specific Registers & Forms Templates

Create and New Cancel
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New Term Breakdown

We have made improvements to the inbuilt term field, and added the ability for it to select years, months, weeks or

days:

Contract Term

Commencement Date

12/06/2018

Term

SelectTerm | 1Years = 2Years | 3Years

a Years [ Months E Weeks Days

End Date

01401 /2021

Entity Popup UI Enhancements

In our last release we added the concept of Entity Preview Cards that can be used to see an overview of an entity’s
details from the Register and Form entry, without the need to go the actual Details page for that entity. In this
release we have made some improvements to the cards’ Ul, to make them more readable and intuitive:

in place mitigation
I January 2012 (App:

ferent practitioners

one of the outcom:

Checklists Attachments History
ENT-5/The trustee for The Karen Quagliata Family Trust
Clost | view Entity
Business Name
AEN
11098990045
itya  Telephone
el Email
Jon|  ac@example.com
refa
=8 Address
4N 20 Aloha St
Bondi NSW 2221, Australia @ View map
Services Contract
Mental Health Contracts
mily Trust &5
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Location Field Length 255

We have increased the character length for Locations in Assurance to 255, up from 40 characters. This puts them on
par with other Short Text fields.

View Checklist Instructions in View Mode
Instructions on a checklist can now be seen in view mode when looking at the checklist results. Previously these

instructions were only seen when answering the checklist. The instructions are also available when exporting the
checklist to a PDF:

Home /| Checklists / CGEM-2 / CGEN-2-2 | Checklist Results

CGEN-2-2 | Claims Checklist

Details Questions Actions Attachments
— i
[ Answer Questions Show Instructions [xport w
Workcover Medical Cen foreT
Yes
@ 2

Medical Related Invoices Attached?

Person Responsible is the Approver of a Register and Form Stage

When setting up the approval workflow of a Register and Form Template we have added the ability to make the
Person Responsible the approver for a stage. This means that when the form is submitted for approval, whoever the
Person Responsible is at that time becomes one of the approvers for that form:

i Contract Establishment

Approval

Approvers

Tarun Philip x Christine Ferguson x

@ Onetoapprove (O Alltoapprove (O Custom spproval

Add a ¥ Bracket Add Business Units

[ [] Person Responsible Mandatery Approval ]

B -
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Set Colours to Public Link and Launchpads

You can now add custom colours to your Public Links and Launchpads. This colour is represented on the top and
bottom borders of the screen when the user accesses the Public Link or Launchpad:

Your School

Complaints Form - Sample

Instructions

This form is to be used to record external complaints received.

Review Details Now Hidden from Lite Users

The progress of a checklist review can now be hidden from Lite Users. When they check the results of checklists, they
have submitted they will not see how it has moved through its review stages:

Edit Lite User Settings

Lite User Default Business Unit
Company
Doturmint Categories vidide to Lite Vierd

Sruaphots visible to Lite Users

# Hide Chackiist Reviews From Lite Users
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