Release 250, May 2019: New Filters, Registers and Forms Trend
Charting, Bulk Retire Tasks/Checklists

New Filter Interface

Assurance now dynamically gives you filters based on the fields that you have selected on the Registers and Forms
template making filtering quicker and easier than before. You can still add filters that are not being used as columns
in the view.

Q, Selected Filters

Key
Title

Person Responsible

Registers and Forms
Template

Tags

Created At

Updated At

Approval Status

Add Another Filter

Apply Cancel
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Lite User Portal

We have been moving towards the concept of a portal for lite users. In the Lite User portal:
v' Team Leaders can manage their entity and any associated contacts
v" Credential Requests will now appear in Lite Users To Do Lists

The Lite User Portal needs to be enabled through the Lite User Settings page as shown below:

Home / Administration / Lite User Settings

Edit Lite User Settings

Lite User Default Business Unit

Administration
Document Categories visible to Lite Users

Snapshots visible to Lite Users

[JHide Checklist Reviews From Lite Users

[“I Lite User can manage Entity & Contact Profiles

Update Cancel

Lite User Team Leaders can manage their entity and any associated contacts

Lite Users who are Team Leaders can manage their entity and contacts. They can edit entity and contact details, but
they cannot add new contacts.

They will also be able to view all the credentials that they have submitted.

I I I Actions Checklists Documents Entity Profile Contacts Profile

Home / Contacts Profile

Alice Castle

Details Credentials

o

Telephone
0410567876
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Credential Requests will now appear in Lite User To Do Lists

As part of the Lite User portal, credential requests will now appear in Lite User's To Do List.:

Actions Checklists Documents

To Do List

Look ahead 30 days

Type: Credentiais

Reset Filters

Type

Credential Reguest

Credential Request

To Do

Qualifications (Alice Castle)

Working With Children Check (Alice Castle)

By When Status
26/07/2017 ] supmic
26/07/2017 ol submic

Ability to Export/Import Registers and Forms Templates

This feature lets you export a Registers and Forms Template out of one Assurance instance, and then import it back
in to another instance (Sandbox to Production). This means that if you have a template that you have been working
on in the Sandbox, you can now import this template into your Production instance directly instead of building the

template up from scratch:

I I I Registers and Forms

Checklists Resources

Home / Administration / Registers and Forms Templates

Details Fields Notifications

EEdit  DCop Export Template Y Deac

Name
Incident Form

Prefix
INC

Category
Other Forms and Registers

Status
=3

Super Sensitive
No

Description
Create and Manage Incidents

complispace
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Reference Documents

‘ ] Delete Permanently

Repaorts

Recommended Tasks
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The 'Export Template’ button, shown in the above image, will export the template as a *.json file to your computer.
You do not need to edit this file. To import a template, go to the Registers and Forms Template list screen and select
+Create Registers and Forms Template:

'P*
*’3
% I I I Registers and Forms Tasks Checklists Resources Reports

Home / Administration

Registers and Forms Templates

Q

I + Create Registers and Forms Template P :

Public
Nome * Caregory Status Prefix Link Description
Board Meetings Compliance [ Active =TT
Board Meetings 3.0 Compliance =8 Boat
Complaint Other Forms and [ inactive Jaell] Use this form to register complaints
Registers
Excursions Compliance m SRV1
Facilities Contracts Misc Contracts ) Hvsc Contracts over 2 years in duration

In the pop-up box that appears, click ‘Import Template’:

New Registers and Forms Template

Copy from Library *

Create Your Own import Template
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Then upload the *.json file that you previously exported and saved to your computer:

Import Registers and Forms Template

Filename Status

Board Meetings.json 0% [

Start Upload

There may be some errors when you try to upload the Template. The most common errors are:

v" Name has been taken. This happens if there is already a template with the same name in your
Assurance site. To fix this, change the name of the template and re-export it.

v Prefix has been taken. This happens if there is already a template with the same prefix in your
Assurance site. To fix this, change the prefix on the template and re-export it.

v Field exists with different parameters. This occurs if you have a field in the new template that has
the same name as an existing field with the field library of your Assurance site, but a different field
type. This is an issue because you cannot have two fields with the same name, and because they
are different types the field that you are importing cannot be mapped to the existing field. In this
case, change the name of the field.
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If there are no errors, or you have resolved any existing errors, then the template will be imported
successfully, and you can ‘Activate’ it to begin using it:

Home / Administration / Registers and Forms Templates

Details Fields Notifications MergeDocs Reference Documents Recom

[ Edit [ Copy Export Template [ Delete Permanently

Name
Board Meetings

Trend Reporting

We have added a trend chart to the Registers and Forms Report Template. This allows you to see a line or bar chart
of Registers and Forms entries created in a selected period, broken down by a given Single-Select, Multi-Select or
Hierarchy field:

Trends by Injury Type

Folio Template:  Incidents
Created At 01/07/2016 - 30/06/2018

Trend Based On injury Type

Jul-Sep 17 Oct - Dec 17

ALl

Jul-Sep 16 Oct - Dec 16 Jan - Mar 17
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Trend Bosed On Folio Created
35
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This option can be found within the Registers and Forms Template Report page under ‘Summary & Charts’:

32 I I I Registers and Forms Tasks Checklists Resources Reports

Home / Repors

Registers and Forms Report Template

This is a list of all registers and forms.

D Save As M Bookmark

Q

I Summary & Charts

[] Summary

Trend Chart

rms creoted in a selected period

k¥ Bar | I Line

Intervals In

Months | Quarters Years

Based On

Body Part injured

complispace
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Linked Registers and Forms Report

Another improvement to reports that we have included in this release is the ‘Linked Registers and Forms Report’,
which can be found in the Built In Reports column on the reports page. This allows you to create a detailed report on
entries and their Linked Registers and Forms. The report is split into two sections, one for the Registers and Forms
fields and one for the Linked Registers and Forms fields:

Report Format g

Registers and Forms Sort & Group

Type to search... Type to search...

# Contract Description

# Person Responsible

i Department

i Entity Name

# Commencement Date

End Date

Linked Registers and Forms Sort

Type to search... Type to search...

E Key

% Person Responsible

Update Tasks and Task Assignments Through Import

In our last release we added the ability to update existing Registers and Forms in bulk through an import, now we
have expanded this to be able to update existing Tasks and Task Assignments the same way. Go to the Admin section
of Assurance and select ‘Import’:

Q@ E Q| & |l=E Y 4

Locations Programs Note Types Import Report Category Lite User Notification
Settings Central

Then select ‘Tasks & Task Assignments’:

Tasks & Task
Assignments
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Then click on ‘Download Import Template’ and select one of the two ‘Existing’ options:

. II I Registers and Forms Tasks Checklists Resources Reports

Home / Administration / Import

Tasks & Task Assignments Import

Download Import Template v Upload Data

Existing Tasks Import Template Filename

Existing Task Assignments Import Template

New Tasks and Task Assignments Import Template

New Assignments for Existing Tasks Import Template

Existing Tasks and Task Assignments Import Templates

Once you choose one of the two templates shown in the screenshot above, a CSV (Excel) document will be created
with a column for each of your Task fields. The major difference between this ‘existing’ template and ‘new’ import
template is that there is an additional, mandatory column at the start of the file called ‘Key’:

4 A | 8 | ¢ | b | E | F

Key Title Descriptic Action Cal Action Pri Repeats

This column is used to map and identify each of the tasks you are updating using this import template. Using one line
for each Task, fill in your details and save the file. Note that you do not need to fill in every field, only the ones you
want to update. If you leave a field blank in the CSV it will not clear the existing data in the Task, it will just be
ignored.
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Filter Deliverables Performance Report by Folio Fields
You can now filter the Deliverables Performance Report by fields on the Registers and Forms entry linked to the
Deliverables Checklist, meaning that you can generate a report based on specific Contract fields:
Home / Reports
Deliverable Performance Report
This is a report showing deliverables performance against program, location or entity.

5ave Az | M Bookmark

Q Entity Contact Person : Alice Castle, Jack Davenport x Performance By : All Programs Date

Summary

Report Format
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Copy Only Selected Fields

In the last release we added a feature that lets you copy a Registers and Forms entry from one template to another,
copying data from ALL fields that are shared by both templates. In this release we have made an improvement so

that you can choose specific fields to copy over:

Copy Other Supplier Contracts

Copy To *

Facilities Contracts

Person Responsible *

o Adrian Bootes  x

Additional Options

[ ] Link HVSC1-1 / flowers supply to new registers and forms

[«] Copy Attachments

Mapped Fields

<

Contract Document

Variation Documents

O

Contract Document Details

NN

Commencement Date

End Date

& O

Contract Description

Clause #

[«] [

Supplier Obligation Details

Fed.Clause#

[

Federal Obligation Details

complispace
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Cancel
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Bulk Retire Tasks/Checklists & Tasks/Checklist Assignments

From the Checklist or Task list screens we have added the ability to retire Tasks/Checklists or specific Tasks/Checklist

Assignments in bulk:

Checklists

Q

% Creare Checklist

O Key
ASM-2
CGEN-1
|:| EXC-1

* F i

Create New Checklist Assignments
Title

Replace Person Responsible

Facil . .
3 Link Registers and Forms

Co Retire Checklists
o ~ Retire Checklist Assignments [

Task Library

Al
+Create Task ¢ & 3
’ New Assignments
Action
LI priorizy key Replace Person Responsible
[¢] Medium GEN-3 Link Contracts w prior to

[v] Medium  GEN-4 § Retire Action Assignments

Retire Action

meet all its
S

[#/] Medium GEN-4 General Company must meet all its

AFSL Obligations

Medium  RM-2 Risk Mitigation WHS Meeting

Action
[0 Medium  GEN-2 General Monthly Product Review
[ High CONT-4 Contract Establish internal logistics
Deliverables process

complispace
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Term field added to Reports and Export to PDF

Registers and Forms inbuilt Term field for contracts can now be added to Registers and Forms Reports and the
Export to PDF:

Entity Mame Commencemeant End Date  Term
Date
Deparment of Health 01/07/2015 301092015 3 months

Sorting on a Registers and Forms Tasks/Checklists Tab

Users can now sort Tasks/Checklists linked to a Registers and Forms entry on the Tasks and Checklists tabs:

Home | Registers and Forms | List

INC-2 | Incident

Details Credentials Tasks Checklists Attachments History
OF :
oo Assignment -
O key Key Title Comment Person Responsible Business Unir | Due Date~ || Repears Status
[ GEN-3  GEN-32 Contract Review prior to Alan Calder Marketing STOBIZ0Te Monthly on day 22
Renewal
[ cONT-4 CONT-4-2 Establish internal logistics Georgina Smith (After School Care Pty  ICT Services  14/05/2019 Monthly on day 14
process Lid)
[0 COMP-1 COMP-1-2 Review Privacy Policy Adrian Bootes Major 31/05/2019 Monthly on the last day of the

Projects month

Easier Way to Setup Dependent Fields

When setting up a dependent field in Registers and Forms templates or Checklists, the dropdown is organised in
clear sections to make it easier for users to pick either the whole section/table or the individual field/s:

PR

Radio Buttons

Property Details  x x

Complainant Details
Adresses

= Injury

Injury - FArst Aid G|=n?

Injury - First Aid Refused?
Injury - Taken to Emergency

Has Incident Resulted in a Claim?
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