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The Internal Portal is part of REGIS comprising:

¢ Internal Portal (for system and project management);

e External Portal (for online form submission, project portal and milestone submission and
profile management); and

e Contact Relationship Management (for contact management).

The roles allocated to your user account determine which products you can access and which
options within each product are accessible. For example, you may have access to Internal Portal and
Contact Relationship Management or only to Contact Relationship Management.

Your accessibility to the functionality is bounded by the access rights set to your user account and
your role in carrying out your daily tasks. If there are certain screens/functionality which you failed
to access, please contact the REGIS System Administrator team.

End of section Functionality and Access Rights
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1. In general, the following are the functionality available in Personal Profile settings:

m Click Save upon completing the fields in each screen/page.

Click Reset to clear values in all fields on a page.
= 4 Click Edit allows the selected record available for changes.
n @ Click Delete allows removal of the selected record.
CAUTION: This action is not reversible.

This allows for setting of the number of saved records to
display on one page.

Show 10 ~  entrigs

Typing a phrase/word on the Search box allows for quick
search on the saved records.

Search:

If the number of records are not able to display on one
< Previous Next » page, the rest of the records are viewable by navigating
the page numbers, or by clicking on Previous and Next.

NOTE:
a. The system prompts if there are unsaved changes detected when you navigate to
another page/screen.

Are you sure you want to |eave this page?

This site says...

You have unsaved changes!

Leave this page Stay on this page

Figure 2.1: The system prompt when unsaved changes detected.

b. Clicking Leave this Page will discard any changes and navigate to another page/screen.
c. Clicking Stay on this page allows user(s) to check keyed in values on screen and saving
the updated data upon clicking Save.

End of section General Data Entry and Navigation functionality
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3 Register New User

You can register by providing your email, first name, last name and password. External Portal will send
a verification email to your email address. On receipt of the email, click the link to activate your
account and gain access to the system.

This email is sometimes blocked by spam filters. If you do not receive the email within a few moments,
look in your Junk E-mail folder. For any further support, check with your corporate IT support or
contact F1 Solutions user support.

To register:

1. Click Sign up now on the login screen.

Ussrname |

Password |

Can't access your account?
Rezet your nassword

Dion't have an Ressarch Ethics Governance Information S ettt

Figure 3 1: The Sign up now link on the Sign In screen.

2. Fill up the mandatory fields (*) on the Register screen and perform the Captcha verification.
3. Click Register upon completion.

Register

Pizase fill out the fiedds below to oreake an acoount.

| joshyipETisolutions.com.au L |

Piease note that your email address will be used for vour username.

|_Iosh V|

|Y|p v'|

| ssssssnnes L4 |

The passward must be a mimimum of elght characters in length and contain at least four of
the falfowing faur types of characters: Uppercase, Lowercase, Numeric, Nan Alphanumerfc

ETT AT YT Y v |

\/ m not 2 robot e

TCASTCHE
By - T

* This Is to prevent automated submissions.

Figure 3 2: The Register screen.
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4. Upon successful registration, the following screen will be shown and email is sent to the
registered email address.

Registration Successful

Your account has been registered successfully.

Please check your email for confirmation of your registration.

# Return to logon page

Figure 3 3: Account successful registered.

5. Click on the link in the email to activate registered account.

3 2 Tesl me what you want to do
T lgnore | f @ 2 Mesting | E S SRl v
. x{ﬂ ol kg' ; @ M- T Team Ernsit +/ Done el B Onetcte
o S e Bty g |yt T ot || M e
Delete Respand Cuick Seeps ] dove

AT, Wed 6122017 %26 AN

e e -
I T_ﬁ . testuser@fisolutions.com.au

L

S0 -reals reqistration
1o @ehvip

Hi Josh,

Thark you for regrstening for REGIS. Your account has been created and your username 152 joshyyip@flsolutions.com au.

Your ateount will need 10 be activated before you can lng in

I 1he albave link doss not appear, you can copy &nd paste ths following fink into youwr web browser's address bar: hios.//rs

Regards..
The REGIS team

Figure 3 4: Click on link in email to activate account.

6. The Account Activation screen opens automatically in a browser as follows:

Account activation

Your account has successfully been activated.

+ Signin

Figure 3 5: Successful account activation.

7. Click Sign In to sign in to the system from the Sign In screen.

Username |

Password |

Can't access your account?
Reszet your password

D't have an Reszarch Ethics Governance Infarmation System zccount?
Slan up v

Figure 3 6: Sign in to REGIS using your Username and Password.
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8. Upon first time sign in, the system prompts for a password change.

8 Change password

Current password

sesssansss v l
New password

seseseEEse L4 ‘

The passwaord must be a minimum of elght characters in fength and conialn at least four
of the folfowing four fypes of characters; Uppercase, Lowercase, Numeric, Nom
Alphanumerics

Confirm new password

..o.oc.onn| v

Figure 3 7: Changing password upon first time sign in.

9. You will be able to access the system upon successful password change by clicking Home.

B Change password

+ Vour password has been changed successfully

Figure 3 8: Successful password change.

REGIS - Internal Portal vi_1

End of section Register New User
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4  Login to External Portal

Once you are registered and your account is activated, you can login to External Portal:

1. Key in the Username and Password into the designated boxes on the sign in screen and press
Enter or click Sign In.

| joshyip@fisolutions.comau |

BadbaREEES |

Can't access your accownt?
Beset vour paseword
Don'thave an Research Ethics Gt Inf T 3ccount?

Sign up nove

Figure 4 1: The REGIS sign in screen upon keying in Username and Password.

2. Upon successful sign in to REGIS, you will need to agree with the License Agreement by clicking
Sign In to proceed.

Licence Agreement

This is a restricted system. Use of this system is monitored at all times and
requires explicit permission from the system administrator. If you do not have this
permission, you are violating the regulations of this system and can and will be
prosecuted to the full extent of the law.

By continuing into this system, you are acknowledging that you are aware of and
agree to these terms.

Figure 4 2: The License Agreement screen after successful sign in with Username and Password.

3. Clicking Decline will bring you back to the Sign In screen.

4. If the Sign In failed due to problems with the Username and Password, the following message(s)
will show on screen.

Login was unsuccessful. Please correct the error(s) and try again,

= The user name or password provided Is incorrect, the user account Is locked, or
the user has not been granted any rokes.

| o |

Can't access your account”
Bezel vour nasoword

Don'thavean R h Ethics G Information 5

Sigr up reows

Figure 4 3: The messages shown on screen upon failure to sign in.
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IMPORTANT

1 You will not be able to proceed with any system usage until you are successfully signed into
the system.
2 The first page you see upon successful sign in to the system may be different from other

users’ due to your role and the access to functionality in the system.

3 One (1) computer allows for one user account sign in at any one time. For e.g., if you are
signed in as UserA, please DO NOT use another browser or opening a new browser tab to
sign in as a different user.

Table 4 1: REGIS Sign In — Important points to note.

If you have forgotten your password you can follow the steps below to reset your password. An email
will be sent to you containing a link to re-verify your login

1. Click Reset your password on the Sign In screen.

Figure 4 4: The Reset your password link on Sign In screen.

2. The Reset Password screen prompts for your User Name.

|

I'm ot & robot

* This s ta prevent autamated submissions,

" Reset password

Figure 4 5: The Reset Password screen.
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3. You will need to perform the Captcha verification before clicking Reset Password.

eset password

Figure 4 6: Perform the Captcha verification.

4. Upon Captcha verification, and clicking Reset password, an email will be sent to the user's
registered email address for the next action to proceed.

joshyip@flsolutions.com.au v

™
\/ I'm niot a robot

" This fs te prevent autamated submissions.

Figure 4 7: Keying in the user name and successful Captcha verification.

End of section Login to External Portal
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1. You can navigate directly to a system module, e.g. Projects, by selecting a tile on the Start page.

IMPORTANT

1 Only modules that are relevant to your role are displayed. For example, unless you have a
Project related role, you will not see the Projects icon.

2 The first page you see upon successful sign in to the system may be different from other
users’ due to your role and the access to functionality in the system.

3 One (1) computer allows for one user account sign in at any one time. For e.g., if you are
signed in as UserA, please DO NOT use another browser or opening a new browser tab to
sign in as a different user.

Table 5 1: REGIS Sign In — Important points to note.

- do state..

0947 - Al

o

System Settings Calendar

Research Ethics and @

Govermnance
Information System

Figure 5 1: Keying in the user name and successful Captcha verification.

2. From anywhere in the system, you can navigate to the Start page by selecting the Start in the
top left hand corner of the screen.

= Start

Recently used

B8 2017/ETHO099S - Test ne.

|
Figure 5 2: Click Start to navigate to other functionality of the system.

N
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At the Search text box, you can search for related Projects by typing in the phrases of the project

name.
X - <o

H 2017/ETHO0016 - Testing of molecular markers on tumour samples in patients previously on
ome

Crganisation name: Sydney Local Health District Human Research Ethics Committee - Concord
Repatristion General Hospita
| 2017/ETHO0030 - Effect of testosterone therapy on haematological parameters in testosterone

07/CRGH/44

Figure 5 3: Type in a phrase on the Search box.

Outstanding Tasks are shown when you click on Tasks from the Start menu.

? admiristrator

Home Outstanding Tasks

Found 2 iterms

Figure 5 4: The outstanding tasks and its priority.

1. Selecting the task(s) by checking the box(es) changes the task(s) from active to complete.

=5 Home - intemal Portal X 4 = (m| =

<_ ’\') - fisolutions,com.au

Outstanding Tasks

Faund 2 items

207 fETHOOR2
Approval
Diescription ddd

0

been marked

Figure 5 5: The task is marked as completed.
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Provides REGIS Internal Portal information available on the right side of the page.

m £

Home Help

Home

d navigate using the right

Figure 5 6: The help information on screen.

1. Click on Settings.
2. The following Settings screens allows for changes, as follows:

Settings

Dashboar:

Figure 5 7: The Settings screen.

R R R

Dashboard Theme The colour of Dashboard, whether Light or Dark.

Default Landing Page ' This is the Home page. Selectable options
include Applications, Dashboard, Home, and

Settings .
Projects.
NOTE: Please sign out and sign in again to see
the changes.
Current Password Type in the current password
Change
Password New Password Type in the new password. Please follow the

password rule on screen.

REGIS - Internal Portal vi_1 DRAFT v1.1 Page 21 of 106



Confirm New
Password

Re-type in the new password.

Email Footer

Email footer box

Type in the required email footer text message.
The text format menu bar allows for text
formatting, if required.

Table 5 2: The available Settings functionality.

IMPORTANT

1  The Settings screen is accessible base on the user’s access rights. Ensure the necessary
access rights are assigned to the respective users.

Table 5 3: REGIS Internal Portal Settings — Important points to note.

REGIS - Internal Portal vi_1

End of section Navigation in REGIS External Portal
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The interactive Calendar summarises due dates for project milestones, issues and risks and tasks
allocated to you.

IMPORTANT

1  You will need to have access to view Projects to view the interactive calendar. Ensure the
necessary access rights are assigned to the respective users.

Table 6 1: REGIS Internal Portal Settings — Important points to note.

Ca | e ﬂd ar . Meeting Milestone Task . lssue . Risk . Review
Y Filters

Show anly my events .: Yes
December 2017 [ month week day |

12a Expert Review - Tag| e F‘adfr_xaja .

= 13 14 15
12a ETHO9S0 Review Te

12a 2017/PIDOTS 1 - 94t

12a Ext Rev for uat?

123 test review - basic

i 12 20 21 22 23
12a External Expert Revi

apeoma 27
12alef 36
+3 mors

Figure 6 1: The Calendar screen.

The available Calendar functionality allow users to:

1. Customise the calendar display by selecting and deselecting the Meeting, Milestone, Task, Issue,
Risk and Review buttons. Deselecting display is shown as grey indicators.
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== Calendar - mtemnal Fore

& 5 O |8 et S

Ca |enda r Mesting Milestane Task lssue Risk Review

Y Filters

Show anly my events .:| Yes
[ 1oy | December 2017 [ ronh ek |
S - A

1 i

3 4 5 [ i g 5
il (] 2 B g 712 1% 16
T W | 20 21 2 2
24 25 26 27 24 29 30

Figure 6 2: The Calendar screen without any events displayed.

== Calendar - muemal Form

& 3 DB o s i Basesc e t = & 5
Calendar @ vecing  Misstone @ Tk @ bse @R @ Review
Y Filters
Show only rmy events |:. Mo
[ 1odo | December 2017 [ ot ek |
o Mo W 58
1 i
18 Progreis Renort - 304§ Progress REport-300 oo $ Frogress Aepor - 50 8 Progress Repon - 50)
L n Ha vl o Aot L o] _
47 mors +3 morz SroeRera +4vnarz 2 oz
3 4 5 6
’ $ First Patient In
$ Frosres et -804 2s o icve o) prrne
n i 17 B % 15 18
1§ rogeess Repert- 404 ,§fivws"ﬁmﬂ-5'ﬁl & Progress Repart - 80§ Progress fzpor - 300 o Progress Repart - $0.0 Progress Repart - S0
+3 mane +2 more |+3 more +4 more +Z mone
_ 1 8 o 20 2 % o
‘Progress Repart - $0.00. Progress Report - $0.00 Progress Report - $0.0¢ Progress Repart - $0.08 Progress Report- 0.0 i w- s |Progress Repart - $0.0¢;
<7 fhofe +5 miore +2 mare |48 more =3 fhare +7 moea
24 75 26 a1 28 7 an)
| I Progress Repart - §0.0 Progress Repart - J0.0¢
{Progress Report - §000. iz caca | +dmore
3
[Frogress Report - 3000 = Ll il
=d more 4 micre 3 mors

Figure 6 3: The Calendar screen displaying all events.
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2. The calendar displays include the following:

Meetings Clicking the Meeting item(s) will go to the Meeting Details page.

Milestone  Clicking the Milestone item(s) will go to the Project Milestone page.

Task Clicking the Task item(s) will go to the Project Tasks page.

Issue/Risk | Clicking the Issue/Risk item(s) will go to the Project Issues page.

Review Clicking the Review item(s) will go to the Application Review page.

Table 6 2: REGIS Internal Portal Calendar notification items are clickable.
3. Select the month, week or day views and navigate using the right and left arrows.
December 2017

Figure 6 4: The navigation for the Calendar screen.

4. Select the Today button to navigate to the current date
5. You may notice that some milestone icons have a document icon attached. This indicates that
a milestone report has been uploaded in the Project Portal

Friday, January 5 X

Progress Report - $0.00
Progress Report - $0.00
Progress Report - $0.00

Progress Report - $0.00
ress Report - $0.00

Figure 6 5: The indicator of upload document in Calendar screen.

End of section Home/Calendar
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If you leave your session for a period of time, the system will prompt you to either end or extend the
session.

1. Select Yes to extend the expiry point for the session
2. Select No to log out of REGIS Internal Portal and REGIS Contact Relationship Management

Your session is about to end!

Your current session is about to end in less than 60 seconds. You will be logged out and
any unsaved data will be lost. Would you like to keep working

Figure 7 1: The time-out warning screen.

End of section Time-out prompt
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The Contacts functionality links to REGIS Contact Relationship Management. Therefore, to get full
usage of the functionality, you will need access rights to REGIS Contact Relationship Management.

To access Contacts functionality:

1. Click on Start to view the main menu and click on Contacts.

Figure 8.1: The Contacts option in main menu.

2. The functionality of the Contacts page are as follow:

= |8 - I 2 » EEE

Favourites (0) Rerent Contacts

Figure 8.2: The Contacts page.

1. Clicking on the Search icon navigates to the Search page.

Contacts =
Y Filters

Figure 8.3: The Search page.

REGIS - Internal Portal vi_1 DRAFT v1.1 Page 27 of 106



2. There are existing search filters on the left of the screen to ease the usage of the search function.
Click on the required available filter(s) and it will be plotted to the right of the page.

Contacts =

Y Fiiters @ Q
Ceontacts with the cassfieation o o | Seech i | Al e
selectad n :
Rals | Cirganisation =
Inclu e Inactive cantacts @[
o |
Tag =@

Selected fiters - 2

Inchide contacts with no claﬁiﬁ:a!iun.j s x
Contacts without the clazsification e ==
selected PEECh e DpUEnE

Found 0 Comacts

Figure 8.4: The Contact's search criteria.

3. Select/key in the specific value(s) of the search criteria fields and click Find.
4. The search result(s) will be shown on screen below the search criteria.

B ? Fleronmans

Available filters - 4 Contacts =
Contsct Group = "
— Y Filters @ o
'-:'?'}.'BES WiTh Ene Ciassincatan - o Szarch AR - |
selected
Rale Organsanon =
nciuge Inachve tontacts o | D n_
T = 0
selected fiiters - 2
|mchide contacss with no classificati es o
Comitacts without the dassificatan _ %
selected
D Contsetfs) sslected / Found 31 Comacts m E -]

Crgarisaton

Aboriginal Health &
il g T
o Msdical ;egerch IE
Council Ethics |
Committee

ALT Health Human
Researcn Ethics
Committee

]
Y

ACT lursdiction

ALCT Local Health
District

ALT test Doganisation
ACT Teat Site
Balmaln Hospita 46452700721

Canterury Hospal 31575653639

Doooo oo
RN AR K

F1 Spfutons

Greatsr Westarn
Human Research Ethics
Committee

temsperpogelio v « (.2 3 4n |

(]
: _li-

Figure 8.5: The Contact’s search result.

5. The search results can be displayed as follows:

Exports results to a
@ Comma-separated The CSV file downloads as per the browser’s setting.
Value (CSV) file.
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The results display in -

BE table form and on the 4 -
same page. _ )

(@] [F4

0
)

Ppat
The results are marked
()
¢  onamap based on the o> & it
- @
contacts’ address(es). o o o ,,
® o =
Go gle e ..,.

Table 8.1: The Contact’s different displays for search result(s).

6. When the search results are in table form, clicking Edit (' ) of the contact records allows for
editing in REGIS Contact Relationship Management.

Organisation name

|-\|)c'g nal Health & Medical Research Council Ethics Commitiae |

Legal name

dical Racaarch Counsil Ethics Commitiss |

ACN ABN GICS number

Wzbgite URL

Delivery Preference
| thone) v

Inzctive

Figure 8.6: The Contact is editable in REGIS Contact Relationship Management.

1. Clicking New contact navigates to the New contact screen.

Figure 8.7: The New Contact page.
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2. Select a Contact type from the drop down listing, click the blue arrow (>) to go to next page.

Figure 8.8: The New Contact page — select Contact Type.

3. Fill up the details in the Person details page.

Figure 8.9: The New Contact page — filling in Person details.

4. Click the blue arrow (>) to go to the Confirmation page.

Figure 8.10: The New Contact page — Confirmation of details.
5. At the Confirmation page, there is a field to confirm whether the contact is duplicate.
6. Click % to confirm creation of new contact.

7. Upon successful creation of a new contact, you will be redirected to REGIS Contact Relationship

Management, the Contact Details page. You may proceed with filling up the rest of the
necessary information, if required.

REGIS - Internal Portal vi_1 DRAFT v1.1 Page 30 of 106



Torras Strait Islander

Staffiink id

Figure 8.11: The contact details in REGIS Contact Relationship Management.

IMPORTANT

1 The Possible duplicates found option needs to be Yes to proceed with new contact
creation.

Table 8.2: The Contact's different displays for search result(s).

1. Clicking Merge contact displays the Merge Contact screen.

Merge Contact

Figure 8.12: The Merge contact screen.

2. Select the Contact type from the drop down listing.
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Merge Contact

¥ip, Josh

Figure 8.13: The Merge contact screen.

3. Select the Target contact and Source contact by clicking on
4. Click the blue arrow (>) to go to the Preview page.

Merge Contact

Figure 8.14: The Merge contact preview screen.

IMPORTANT

1  Inactive contacts cannot be set as Target contact or Source contact
2  The Target contact and Source contact cannot be locked.
3 | The Target contact and Source contact must have same ORCID.

4 | Source contact information will be merged to the Target contact. Should there be
existing records of the Target contact, merging will not overwrite the Target contact’s
record of a specific Type.

5 | The system deletes Source Contact upon successful merging.

Table 8.3: Merge Contacts — Important points to note.
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1. Clicking Bulk update goes to the Bulk Update page of REGIS Contact Relationship Management
in a new browser tab.

Bulk update

Select the recard type do updote, anter the text to find and erter the text to text to replace.
® Phane Mumber Email Address

Search text

Replace text

Figure 8.15: The Bulk Update screen in REGIS Contact Relationship Management.

2. The Bulk Update functionality allows for updates on the Phone Number and Email Address of
more than one record.

3. Select Phone Number or Email Address.
Type in the Search text and Replace text as follows:

Bulk update

Select the record type to updates, enter the text to find ard enter the text to text to reploce,

Phane Mumber * Email Address
Search text

Replace text

e |

Figure 8.16: The Bulk Update screen with sample values.

Search text This is the Phone Number/Email Address that you want to replace.

Replace text This is the Phone Number/Email Address that you want to replace with.

Table 8.4: The Contact’s different displays for search result(s).

The above example in the screen will replace all Email Addresses that has 'josh.yip" with ‘joshyip’.

5. Clicking SEARCH will bring you to the results preview page.
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= Bulk update
CONTACT TYPE OLD VALUE NEW VALUE
Josh ¥ip Persan
M Josh Yip Persan
Mr Josh Yip Perzon
Mr Jash Yip Perzan
Mr Josh Yip Persan

Figure 8.17: The Bulk Update screen with preview of new value(s).

6. Upon clicking UPDATE, the old values will be replaced with the new values.

1. Clicking Contact groups goes to the Maintain Groups page.

Maintain Groups =
Y Filters

Figure 8.18: The Maintain Groups screen.

8.5.1 Search for existing groups

1. Key in the required Group name on the Search box and click Search. The search result(s) displays
on the same page.

Maintain Groups =
Y Filters @

i 1 ke E
i t-Ir Bitifi 0 # &

Figure 8.19: The search result.
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2. Clicking Edit () displays the related type (Application, Contact, Project, User) tied to the
group.

3. Clicking Menu (E), then Add Contacts, allows to add the related type (Contact, User, ) to the
required group.

= ;

Group: Opt-In Nctifications

Contacts = (gl

Found Titam

Figure 8.20: Add the related type item to group.

4. Type in the required and press Enter or click Q]
5. Click/Tick the check box(es) to select items to add.
6. Click B to add the selected records.

Group: Opt-In Notifications

g
o
&
L]

Figure 8.21: Add the related type item to group.

7. The items/records added are in green:
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& Group: Opt-In Notifications

Tyoe
Group name

Descrpticn

Contacts =

Found 2 iterns
M=

Yip. Jesh

Yip. Josh

ems perpagefi0 ]

Sizar

Contact

Opt-In Moffications

Person | o

e 8 5 |
. * |

Figure 8.22: Add the related type item to group.

8. Click Save () to save the changes.

8.5.2 Add new group

1. From the Maintain Groups screen, click on Menu (E), and select Add group.

m =

ch a ? E

Maintain Groups E

Y Filters

Search

Eatonpbon
Contact Ogt-In Notificatons @ d
ltems per page |10 v|

Figure 8.23: Click Add group.

2. The New Group page is displayed.
3. Fill'in the following fields:

T

Type

Select the Type of group. This defines the items to be available for tagging to
the new group.

Group Name

Key in the required Group Name.

Description

Key in a description for the new group.

REGIS - Internal Portal vi_1

Table 8.5: The fields of a group.
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= Start Q administrator
New Group

Type Application
Group name Application and submission team
Description Application and submission team

Applications =

|
HE

Found 0 items

Select "Add Applications” from the drop-down menu to add applications to this group
Figure 8.24: Click Add group.
4. Click on Menu (=), and select Add application. Please take note that the Menu is based on the

selected Type. If it is of type Application, you will see the Add application option.
5. The available selection item to be added are Applications.

New Group

Applications =

Fouined O e

Figure 8.25: Click Add applications.

Click B to add the selected records.
Click Save () to save the changes.

1. Clicking on Contact address coordinates opens a new browser tab that navigates to REGIS
Contact Relationship Management's Empty Coordinate Report.
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Contact admin

The following is a list of contacts having at least one address with no coordinates recorded,

Aboriginal Health & Medical Research Council Ethics Committes
ACT Health Human Research Ethics Committee
Canterbury Hospital

Graater Western Human Research Ethics Committes

Iint University of Wollongong and [llawarra Shoalhaven Local Health District Health and Medical Human
Research Ethics Cammittes

Mepean Blue Mountains Local Health District

MEW Population and Health Service Research Ethics Committee

South Eastern Sydney Local Health District HREC

South Western Sydney Local Health District Human Research Ethics Committee

Sydney Children's Hospitals Netwaork Human Research Ethics Committee

Figure 8.26: The Empty Coordinates Report in REGIS Contact Relationship Management.

1. Clicking Unlock contacts navigates to the Unlock Contacts page.
(Wi | ;

Unlock contacts

Found 13 contacts FiEs
ACR-Home Health Distitan-Carnperdown {Unif) Unit adrministratos 'y
Balmain Hospetal Acupuncture Clinic [Uinit nit ECHRECE@f1slutions com.au o’
nied ] 1 s clrinistrato: o'
Kathryn Adar = il " -
1500 J '
Dhanmy User arenn -
Er50r o
Er50n “
e i’
N Hospi Troganisal mals o’

Figure 8.27: The locked contacts are displayed on the page.

2. The following are the functionality of the Unlock contacts page:

@ Exports the Unlock contacts list to a Comma-Separated Value (CSV) file.

2 Refresh the list of Unlock contacts.

mi' Unlock the affected contact(s).

Table 8.6: The standard functionality.

End of section Contacts
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You can search for projects by Title, Keyword, Reference or Project Id using the basic search options.

1. Click Start and select Project.

al Health Distri... _a :: E E

Systern Settings M

Research Ethics Governance Information

Systern

Figure 9 1: The Projects selection in the menu.

2. Click on the Projects tile. The Project home screen is displayed.

S o] :

Favourites (0) Recent Projects

Figure 9 2: The Projects selection in the menu.

3. Click on the Search tile in Project home screen.

=N :

Favourites (0) Recent Projects

Figure 9 3: The project Search tile menu.

4. Enter required words or partial words to search.
5. The left side of the Project search screen is a list of filter criteria that can be used. Click on the
area to include the required criteria.
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6. Click Find and the results will be display below the search criteria section.

Available fitters - 12 Y Filters _ @ @
Search test Al -
Group = a e | KRt I8
Selected filter
Include deleted projects E ] &
Organisation = 8 Selected filters - 1
* | i
Coordinating Principal = g s ke %
Irwvest
nvestigatal 0 Project(s) selected / Found 59 items E{j
Fregram identifier v Status Application identifier
Preject Crmer = @ :
= =] 2017/PID0I549 Registered EH T;“
ecur
Projects with classification =
a 2017/PID01543 Registered test
Projects with ne classification z 0
O 2017/PIDO1533 Registered Testing CRGH
Projeds without classification = @ e
L8
m] 2017/PID01526 Reqistered P2 B
Regicn = @ Q812207
Test project
Tags = @ O 2017/PID01524  Registered Shisiit
ar f ] Test
picaslo 0 2017/PID01523 Registered S
application
Filters Search results

Figure 9 4: The project Search page with selected criteria and results.

7. Click on a project in the list to open the project in View mode; or click £ to open the project

in Edit mode.

8. On the Search box, users are able to select the search phrase on the following:

X Filters

Search test

Selectad filters - 1
Status m

e
&l -

Titke

Shart Titl2

Tags

Appiicaven dentfier

icdanifier

0 Project(s) selected ( Found 59 items

Al |

Figure 9 5: The project Search scope.

All Searching scope includes Project Title, Short Title, Tags,
Application Identifier and Project Identifier.

Title Searching scope is on Project Titles only.
Short Title Searching scope is on Project Short Titles only.
Tags Searching scope is on Project Tags only.

Application Identifier Searching scope is on Application Identifier of the projects only.
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Identifier Searching scope is on the project identifier.

Table 9 1: The project Search scope.

Tips:
e Click the Reset button to clear the search bar.

e To view all projects, leave the search bar blank.

e Click the Export icon (@ ) to export the project list to a Comma Separated File (.csv) file.

The Copy project option can be helpful when creating projects in REGIS Internal Portal with similar
attributes. As with the New project option, you can use the Copy project option to create the new
project, with basic attributes, and add and update project details and milestones in the Project Viewer.

Q ? administrator
Copy project

Existing project

New project number
=

Figure 9 6: The copy project screen.

You will not be able to perform any Net related functions for a copied project, such as online expert
reviews or milestones submission through the Project Portal; however, you will be able to manage the
project as normal for most functions.

1. Search and select the Project ID for the project to copy.

’ administrator

Copy project Search by project
Existing project Milestone

Search

New project number

1 project selected / Found 917 projects

(@ Identifier 2017/PID015M
Title RPAH 0812

(O Identifier : PIDO1520

Title al T rpah 0712

Figure 9 7: The copy project screen.
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2. Enter a new project number and click Copy.

Q administrator
Copy project

Existing project 2017/PID000O52
- Test REGIS
on iPad Pro

MNew project number 2017 /PID100DT

x Carcel

Figure 9 8: Selected existing project and new project number.

3. All standard details, related documents and milestones will be copied to the new project. You
will notice that some information e.g. Comments are not copied.

The project number is used to identify the project within REGIS Internal Portal. You can modify the
project number using the Change project identifier option.

1. Search and select the Project ID to change

? ! administrator

Change project identifier Search by project

_— ! Milestone
Existing project
Search pid10001 (o}

Current project number

1 project selected / Found 1 project

= Change I:l (W Identifier 2017/PID10001
GIS on iPad Pro

Title Te:

New project number

Figure 9 9: The change project identifier screen.

2. Enter the Project ID to confirm.
3. Enter a new project number.
4. Click OK.

Q administrator

Change project identifier

Existing project 2017/PID10001
- Test REGIS
on iPad Pro

Current project number 2017/FPID100O

New project number 2017/PID20001

Figure 9 10: The change project identifier screen.
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Many people can open and view the same project at the same time; however, only one person at a
time can edit and save changes to a project.

IMPORTANT

1 | When you select the Project Edit option (either from the search results screen or the Project
Viewer floating menu (right hand sidebar), the system will pop-up an alert (bottom right of
the screen) to say that the project has been locked. This allows you to edit and save changes
without conflicting with other users.

2 | A user with role Project Unlock can unlock projects that have been inadvertently locked and
are therefore unable to be updated.

Table 9 2: Important points for projects.

= Start | Q

Unlock project

Found 3 projects @ e

F1 Selutions, Administr
ator

2017/PIDD0029  E2E 4 Phase therapy ol

A survey of the understanding, skills and management of Faecal Incontinence (Fl) amongs
2017/STE00990  t Australian healthcare professionals Tamminedi, Padma ol
LMRSSA/B/CRGH/25

2017/PIDO00S0 2010 Risk Research Tamminedi, Padma ol

Figure 9 11: The Unlock project screen, showing currently locked projects.

End of section Project Management Options
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The Application(s) are available upon registration of a project. Users are required to go to the
Application page of Projects to fill up the necessary sections and performing submission.

m ? administrator

Figure 10 1: The Application home screen.

Application Search: Use the application search screen to filter the application list and navigate to the
Application Viewer. Use the Application Viewer to view basic application information including a
summary of internal and external reviews; create application related tasks and comments and add
related documents.

Manage Reviews: Expert Reviewers/Reviewers are allocated to applications. They can complete and
submit an online assessment and comment on the value of each application. The data is then collated
into a report which can be used to inform the outcome of the application.

Process Decision: Decision notification letters are generated, distributed and acknowledged.
Unlock Application: Unlocks available locked applications.

Research Ethics Governance Information System: Launches the REGIS External portal.

The Application Search screen allows you to:

1. List applications using filter criteria
View basic information about applications
3. Record an eligibility check for an application (if eligibility is turned on for your implementation

you will see the eligibility ( * ) and download ( * ) buttons displayed in the grid).

= stant a ? ﬂ TE—

Applications =

a
T Filters

a Saxch {7 ETHOE

: o s [

= (] i [

o

e| O : s

Figure 10 2: The Application Search screen.
Tips:

o Data for applications that are not granted funding will only ever be visible within the Application
viewer by searching for applications by status ‘Unsuccessful’
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10.1.1 View all applications

To view all applications, select the Find command and browse through the results.

10.1.2 Search for applications

To filter the search results using a search filter:

1. Select the arrow to the right of the filter name to add the filter to the filters area of the screen

Application crganisation

T
]
]
o
o
o
5
@]
5
1
C o] O

i

)
o
4]

Figure 10 3: Clicking the arrow will add the filter.

2. Select the filter element(s) to search by

Applications =
Y Filters

Search 2017/2THOD985

Lo -, [

Selected filters - 1

Application Status |

0 Application(s) select

- - Decision pending further information

Figure 10 4: Selecting the options from filter.

3. Click Find and page through the search results.

Notes:

e Select the X to the right of the search filter to remove it from the filters form

e Select an application in the search results to open the application in the Application

Viewer

e Enter free text into the Search field to limit the search results to applications that include

that keyword, application identifier
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To view the application details in the Application Viewer:
1. Search for the application.

2. Click the application in the grid.

Applications =

T Filter an e

Figure 10 5: Selecting the application from the search results.

3. The Application will be shown on the Application Summary page.

Application

Summary Summary
Organisatians
Related applications App\lcatlon
Title Test project 08122077 - HREA

Josh (josh.yip@flsolutions.com.au)

OMREEER

Principal organisation

Start date

Figure 10 6: The application is shown on the applications summary page.

4. Navigate to the Details, Management and Evaluation nodes as required for more information
on the application.
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Notes:

e The floating toolbar includes the following commands:

This is Edit; to create tasks, enter comments and upload additional application
related documents.

This is Favourite; to add to the Favourites list on the Application menu.

This is Copy; to create a copy of the application.

This is Comments; to add comments to the application.

This is Unsubmit; to unsubmit the application.

This is Eligibility; to add and check on the eligibility of the application.

lofolz]=]s

Table 10 1: The floating toolbar.

e You will not be able to edit an application where the status is ‘In progress'.

An Eligibility assessment is performed against set criteria. Each criterion is marked as either eligible or
not and a comment may be added. A user with delegation eligibility approval A can assess the
application and a user with eligibility approval B can approve the assessment and update the eligibility
status to either Eligible or Ineligible (alternate statuses may Approved for transfer or Not approved for
transfer). Alternately, a user with both Eligibility A & Eligibility B can review and approve in the same
step.

1. From the eligibility pane you can choose to review the previously performed eligibility review,
to record an assessment of the review (approve or disprove the recommendation) or to
download the report.

? Jjosh.yip@fisolutions.com.au
Eligibility assessments

Test project 08122017 - HREA

Found 1item

Ethics
Eligibility Eligible - satisfies all criteria

Eligibility approvalApprove recommendation
Approver Josh Yip
Version 1

Report Assess eligibility Review

Figure 10 7: The Eligibility Assessments screen for an application.

2. Click the + symbol to begin an eligibility assessment. The wizard will step you through the
process.
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3. Select the eligibility icon u to display the eligibility assessments pane.

4. View the application © and attachments ¥ from the application list or from within the
wizard

& Download application

5. Applications and attachments are available for download by clicking

& Download attachments

6. A user with both delegation levels can record the eligibility review and approve the review in
the same step.

10.3.1 Update the status

IMPORTANT

1  You must have the application edit role to apply a new status.

2 | Note that you must first select the Edit option to view the application in edit mode.

Table 10 2: Important points for status updates.

2017/ETHO0985 - Test project 08122017 - HREA Eligible

2017/FIDD1524

firelne Status

Classifications

Clinical mial patient entolment V2 2017
z 1

ORIEER

Figure 10 8: The application status.

From the Application Viewer heading:

N : 4 ,
1. Ensure you are in Edit mode, else click on the . to go to Edit mode.
2. Select the Status displayed in the top right hand corner of the Application Viewer.
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2017/ETHO0985 - Test project 08122017 - HREA Eligile -

2017210071524 | aj|
Togs Moz soproved
Mot Authorised
Suprmissan Pending
Tmsling Status = Suzpendad
Tarminated
Classficatons Subrmiced

Foand 3items
Fam v St Usar

Withdrawn bry applicant

Chirigat Tria! - First Patisnt
Deciined

Envolment 3 g

151202017 Eliginis Yig, Jash inzliibia
Clirvcal tial petertenroiment | yyompr Subimized ¥z, Josh 3
Cammeants 08/112720T7 In Friogress Yip. Josh 08/M2/2aT7
Contacts tizrms per page |10 it

Figure 10 9: The Application status drop-down list for selection.

3. Update the status by selecting the required status from the drop-down list.

=
4. Click to save.

From the Management node:

1. Select Management>Status
2. Select the Add Status option from the menu

2017/ETHO0985 - Test project 08122017 - HREA Eliglbler

Ethi
20TT/DO1S24 -

Tags

sots = N

Classfications

Found 3 tmms [B

Clmicat Teisi - First Parient
Envoiment

15/13/2017 Zighle Yip, loen 15/12/2017
Clinical trial palent enraiment | 12007 Submites Vg Josh TWzzo
Comements 8227 in Pfog'eﬁs \'.p Josh a2
Comacts ftems per page |16 v

Figure 10 10: Adding the Application status from the Status menu.

3. Select the Status from the Status dropdown.

Status =
+ Add status
Stanes date 15/12/2m7
Status Abandoned
Found 3 tters IE
Dateotentry
1512207 Eligisle Yip, Josh 151272007
W22y Submitted Yip, Josh Wrd2017
DeD /2017 I Bragress Yig, Jash 08272017

fremms per page| 40 rl

Figure 10 11: Select the Application status from the Status drop down list.

4. Select OK to save the new status.
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1. Clicking on Manage Reviews displays the Manage Reviews page. There are available filters on
the left which are usable by clicking the arrow to the right of the filter to add it into the page
for values input/selection.

= Start
Manage Reviews =
= created ©
Y Filters
Date d o Eerihy Al
Reviswers 5}
40 Review(s) selected / Found 40 iter 4]
App e "“P'iss.lJﬁ'ﬂl

Figure 10 12: The Manage Reviews page.

2. Note the visualisations on the Manage reviewer access screen provide instant feedback on the
status of reviews.

Manage Reviews =

Y Filters
Search Al -
(o - [
40 Review(s) selected / Found 40 tems @
n Progress . Submitted

554 application Expert Review  test Mot applicable 1 2 _ 2
Def 36 23
rec Revie N
£ AR I
padma 1212 2 I
test 1 test 4
test review Expert Review test _ 24
ETHOS90

y HREC Review  test 2 - 24
LSS ReC Review  test] .
basic

Figure 10 13: .Search results and the review statuses.
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3. Clicking on the search result item displays the Edit Review page as follows:

Edit Review
Review details
Nam= [
Description Q"

Applications

@ Mo applications have bean assigred to this raview.

Figure 10 14: The Edit Review screen.

. ¢ : I . -
4. Click . to edit the selected application. You will be able to change the Name, Description,
Review type, Date due, and Date created.

Edit Review

Review details

Expert Review

LE
o
@
ac

Rz byps
Date dua
Date creatad B0 P

Applications =
@ Noapplications have been assigned to this review:
Figure 10 15: Click Edit to enable screen in Edit mode.
5. Click on Applications to add any required applications to the review

B .

Edit Review

Review details
MName Exper Review

Description @

.*:'\EJC' ications E

@ 1o applications hiave been assigned 1o this review

Figure 10 16: Click on Applications menu and click Add application to add in application.
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6. Click Reviewers to add additional reviewers.

(8 sar "

Edit Review

Review details

Figure 10 17: Click on Reviewers menu and click Add reviewer.

The process decision screen assists you to generate the decision notification letters, distribute them
via email, and acknowledge receipt by the applicant. Alternately, you may upload a letter generated
outside the system as either a word document or a PDF which will be attached in the email.

= st | a
Process decision =
Y Fiters @ @

Pereling email

Figure 10 18: The Process Decision screen.

Tip:

e This process can be performed end-to-end for a single application, or you may choose to
send all emails in a single action. For more information on sending the decision emails in bulk
see Bulk Decision Email section below.

1. Select Applications>Process Decision.

2. Select the Decision Status and/or Notification Status.

= st | a
Process decision =
Y Filters 2 @

Pending emal

Figure 10 19: The Process Decision screen.
3. Click Find. The results are shown on the same page.

4. Click to select the application.
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10.5.1 Bulk Decision Email

You may choose to send all decision emails at the same time. Before beginning this process, ensure
that the notification status is ‘Pending generation’ i.e. the letter has been generated (if required) and
uploaded for each application. To send the decision email in bulk:

1. Select Process Decision

2. Select Notification Status “Pending Generation”

3. Select the Items per page "All’

4. Select the checkbox to select all items on the page

Tip: To review the letters prior to sending, select Bulk Download from the menu.
5. Select Bulk send email

Process decision = & &k s

Y Filters

Found 8 lems [Pl

& 20TETHX it amHL a4 H _'_"I'“' # =
i, ncineg

B 20% E r i 3 i & =

Figure 10 20: The Bulk send email option.

6. The following notification will be displayed

Bulk send email

This furction will pueue Decison Notification smals for the 2 selecad Applications which have o Medfication Statos of
Pereling Emal, The prevoushy uploeded Decmon Nofification Letber (DN for each Anplicaton will be sent; and the
il cantaning the DL wil be generated from thi unatrmed tenplste sssocated wih the Decsion Status of he

respective Apclication. Ayl sure yol weald lke ta procesd?

Figure 10 21: The Bulk send email confirmation screen.

7. Select Yes to confirm the action

The emails are sent to the Pending Emails queue. To access the Pending Emails queue you must
be a user with Admin role.

End of section Application Management
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REGIS Internal Portal consists of System reports and the ability to create custom reports using the
Report designer. Reports that you have accessed recently are listed in the Recent Reports list. You can
mark reports you access regularly as favourites and they will always appear in the Favourites list.

Q ? I administrator

Figure 11 1: The Report home screen.

The System defined reports are presented in a structured manner according to function. To view the

system defined report:
1. Start > Reports
2. Select System Reports

Q ? l administratar

Figure 11 2: The System reports menu.

3. Select a report sub-menu, e.g. Application

= Start Q ? l administrator

Reports System reports

Select a report from the menu to the left to load and run a System Report.

Expert Review

Figure 11 3: The System reports sample.

Reports that you create, or that have been shared with you, are visible in User Reports > My Reports.

? Jjosh.yip@fisolutions.com.au

= Start
User reports =

T OWnN reparts, and view reports created oy other users

My reports

Figure 11 4: The System reports sample.
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To run a report:
1. Select the report from the menu

2. The report viewer opens and the report is loaded

The Report designer page takes you straight to the download page. Select Install to download a
setup file. You can find the setup file in the downloads folder or on the downloads toolbar.

F1 Solutions

Dashboard Designer

Name Dashboard Designer
Publisher F1 Solutions
The following prerequisites are required:

g =
Microsoft NET Framework 4.5.1 (x86 and x64)

& Install

Figure 11 5: The Dashboard/Report Designer download prompt.
Notes:
e You can download the report designer from the User reports menu or from the Report
Designer page.

e Select the Star in the floating toolbar to mark the report as a favourite

e Select the Share option to share a report with another user (this may be a report you
have designed or that has been shared with you)

e Select the Delete option to remove the report from your User Reports menu. If you
have shared this report with another user, selecting Delete will not remove the report
from their My reports menu. If a user shared the report with you, you can select Delete
without impacting the original users access to the report.

To download Dashboard/Report Designer:
1. Select the Setup file and follow the prompts to install the Dashboard/Report designer.

F1 Solutions

Dashboard Designer

Name Dashboard Designer

Publisher F1 Solutions

The following prerequisites are required:
Microsoft MET Framework 4.5.1 (x86 and x64)

Install

Figure 11 6: The Dashboard/Report Designer download prompt.
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2.

o v W

8.
9.

Select the Report designer

v+ Download reporting data

Figure 11 7: The Dashboard/Report Designer selection after successful installation.

Select the New report option to launch the query designer.
See the Creating a data source topic for information on using the Query designer
Design your report

Select Server > Save or Server > Save As (only reports saved to the Server are visible within
REGIS Internal Portal)

Enter a name for the report
Enter a description of the report

Select OK

10. The report is now visible in the User reports list

To share a report:

1.

2.

3.
4.

Select the report from the User Reports > My reports menu to view the report in the report
viewer.

Select the Share option from the floating toolbar.

a fird

Project report =

Figure 11 8: Sharing of user report(s).
Click the + icon to display the User search pane (on the right hand side of the screen)

Search for the person you would like to share the report with.
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Project report =

e
ORI

BR = wroerme » o -
Figure 11 9: Sharing of user report(s).

5. Select the person from the list.

User search

EN, < ¢

Found 1 item

Figure 11 10: Selecting user(s) to share report with.
6. Repeat steps 4 and 5 as many times as you require

7. Select the Share button.
8. The report is now listed in the My reports menu for each person you selected to share the

report with.

End of section Reporting
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12.1.1 Meetings

The Meeting feature facilitates the creation of meeting events and invitations related to applications

and projects.
To create a new meeting:
1. Click on Create new meeting from the menu.
New Meeting

Meeting details

Submission Closing
s &

Figure 12 1: Selecting user(s) to share report with.

2. Key in and select the necessary values.

12.1.2 Attendees

From the Attendees sub-screen menu, click Add Attendee and search for a user.

Add Users

1.
New Meeting

Meeting details

| Attendess =

O Mo attendess have bean assigned to this meeting

Figure 12 2: Selecting attendee(s) to add into meeting.

2. Check on the box the left of the user.
3. Click Bl to add as attendee to the meeting.

12.1.3 Applications

1. From the Applications sub-menu, click Add application.

2. Search for application(s) based on a program or status, or just click Search.
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3. Select application(s) by checking/ticking the box beside an application.
4. Click - to add selected application(s) to the meeting.

New Meeting

Meeting details

Applications = ik
= Ermail
O Noapplicatoms have been asmgnedd o this mesting

Figure 12 3: Selecting Application(s) to add into meeting.

12.1.4 Milestones

1. From the Applications sub-menu, click Add milestone.
2. Search for milestone(s) based on a program or status, or just click Search.
3. Select milestone(s) by checking/ticking the box beside an application.

4. Click - to add selected milestone(s) to the meeting.

Search by mi

New Meeting

Meeting details

Figure 12 4: Selecting milestone(s) to add into meeting.

12.1.5 Amendments & Other Notifications

1. From the Amendments & Other Notifications sub-menu, click Add related document.

2. Search for document(s) based on Project/Application, a program, document type or just click
Search.

3. Select document (s) by checking/ticking the box beside a document.
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4. Click - to add selected document (s) to the meeting.
Type Nane) Documents

= Send Email

0 Mo amendmients & athier notficabions have been assigned o this meeting

Figure 12 5: Selecting document(s) to add into meeting.

12.1.6 Meeting Documents & Other Business

1. From the Amendments & Other Notifications sub-menu, click Add document.

2. Upload required documents by clicking on the box or just drag a document from other
location and drop into box.

3. Click Upload.

Meeting Documents & Other Business =

Click or drop your files here

0 Mo meeting docurnents & other business have been assigned to this meeting

Figure 12 6: Uploading document(s) to add into meeting.

End of section Meetings
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The Milestone Summary view is the default project viewer screen. From here you can navigate to the
Details, Management or Evaluation nodes or select a milestone to view the milestone details.

If you have Edit Project role you may select the Edit option (from the floating toolbar on the right
hand side) and modify the project data. As you navigate away from a screen the system will
automatically save any changes you have made. To cancel your changes, select the red cancel button
before you navigate to the next page.

If the project is locked by another user, the lock icon will appear. Hover over the icon to view the
username. If the project has been locked inadvertently, ask your system administrator to unlock the
project.

If you are viewing the project in view only mode, you may click on the eye icon to view tasks, issues,
risks and contact details.

=2

DENREEE -

T, Fl Sctutions

8
Q
&
=]

Adrmiristrata

Figure 13 1: The Tasks screen, under Project Management.

The Milestones node is the default view for the project. By default, milestones are grouped by
Expenditure and Income.
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Tips:

.....

Milestone summary

Y Filters

Filtar

oup by

Ll Graphs

Milestones
Faund 5 sterns

Figure 13 2: The Milestone Summary.

e Select Organisation in the Group By dropdown to group by organisation

e Enter search text in the filter box to view only milestones that match the search text

e Select a milestone in the grid to view the milestone details and process the milestone.

Registered
Site

-
(-}
Fi]

e Where a milestone report has been uploaded in either the Project Portal or when processing

(Attach Minutes step) a document icon is displayed in the milestone view

(s
e

Milestone summary =

Y Filters
Filter

Group by

lshl Graphs

Milestones
Feandd 1 item

test by Josh 2007

Amount

Figure 13 3: The document indicator for milestone in project, shown in Milestone Summary.

13.1.1 Milestone Menu

- I 2+ e
Re ¥

2017/PID10001 - Test REGIS on iPad Pro

O 9]

3000

=]

o_
EONREE -

The milestone details page lists detailed information on the selected milestone. In edit mode (select

the Edit option from the floating toolbar to the right) menu options may include the following

options:

REGIS - Internal Portal v1_1

DRAFT v1.1
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- [ 2 : B
2017/PID10001 - Test REGIS on iPad Pro egise

bl 31/12/2017 - Progress Report - test by Josh = |

Milestone details

REGH (Principal)

Histony

ilestone review

Graphs not supported for this browser

Figure 13 4: The available options for milestone summary.

Change title A milestone title is optional information to assist users to identify milestones.

Change type The milestone type is important for identifying milestone behaviour and the
information saved with the milestone.

Change date Often when one milestone date changes, milestones down the track are impacted.
The milestone date wizard steps you through the process of entering a new date
and viewing a list of milestone impacted by selecting the offset option.

Receive milestone Enter the received date to record when the milestone report was received. Note
that this may be different to the processed date.

Process milestone | The process milestone wizard has four steps for recording information about a
milestone and payment information.

Step 1: update the received date and select a status for the milestone (mandatory)
Step 2: enter a performance rating for the milestone (optional)

Step 3: enter information relating to outputs (optional)

Step 4: enter payment information (optional)

Undo milestone The undo milestone can be used to remove the milestone processing data and
milestone received date.

Delete milestone The delete milestone option will remove all milestone data. You can only delete a
milestone that has a status of Pending or Received.

Table 13 1: The available options for milestone summary.

13.1.2 Milestone Information Pages
This milestone information pages give you a summary of milestone details and dates. You can modify

the organisation and milestone amount in the form. The dates, title and type can be edited via menu
options. Each of the pages is described below.
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Milestone detail The milestone detail text box can be updated to include information relevant to
the milestone both prior to processing and after processing the milestone for
payment.

Milestone The milestone justification text box can be updated to include information relevant

justification to the milestone both prior to processing and after processing the milestone for
payment.

Milestone Milestone related documents can be submitted from the REGIS External Portal.

documents These can be viewed and downloaded from this page.

Milestone actions Overdue milestone reminders and processing emails are detailed in the milestone
actions screen. You can add a use generated milestone action by selecting the Add
milestone action option from the menu.

Milestone ratings Ratings are used to record the quality of the milestone report.

Milestone history All system and user generated actions are recorded and can be viewed in details in
the history pane. Select the arrow to display or hide the details. All populated
fields and fields that have changed are recorded.

External External Milestone Assessments are created and managed in this screen. Select

assessments the Information icon ® to view details of the milestone. In edit mode you will be

able to.

Table 13 2: The project milestones’ available pages.

Tips:

IMPORTANT

1  Once a milestone is processed you can’t change data on the information page.

Table 13 3: The important points for project milestones.

13.1.3 Change Milestone title

To change the title of a milestone:

1. Select the milestone in Edit mode

2. Select the Change Title option from the menu

hnfemetcey 31/12/2017 - Progress Report - test by Josh =
Detall
Justifications A Change milestone title

Iilestone title |

Documents

Acticns

History
Milestone details

Milestone review
Milestane titie test by Josh

Figure 13 5: The Change Milestone Title screen.
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3. Complete the form

4. Select Save.

13.1.4 Change Milestone Type

1. Select the Milestone in Edit mode

_ 31/12/2017 - Progress Report - test by Josh =

Detail

lustrfication & Change milestone type

Docurments et s Progress Repor

Actions m
Histony

Milestone details
Milestome title test by Jnsh
Figure 13 6: The Change Milestone Type screen.

Milestone review

2. Select the Change Milestone Type option from the menu
3. Complete the form

4. Select Save

13.1.5 Change Milestone Date
Often when one milestone date changes, milestones down the track are impacted. The milestone date
wizard steps you through the process of entering a new date and selecting the offset options.

1. Select the milestone in edit mode

2. Select the Change Date option

3. Enter the new date and a reason

Change milestone date wizard

3 Wilestone date offsat x

Change milestone date

Milestone
Original due date 311272017 \
Current due date 3111272007 \
New. due date | 3vizemy \-\
\
Forecast
Qriginal due date 1272007 Ia"(
Current due date 322017 /
Hew diie date | 31122017 Jg"f
Reasan f

Figure 13 7: The Change Milestone Date screen.
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Select the Next step

Select the Offset option (Yes or No)
Click the Finalise button

Select yes to generate an email

Enter the email details

© ©® N o U &

Select Send

Receive a milestone

Enter the received date to record when the milestone report was received. Note that this may be
different to the processed date.

1. Select the milestone in edit mode

2. Select the Receive milestone option

Ty 31/12/2017 - Progress Report - test by Josh =
Detai
lustification o Receive milestone
Milestone received
Documents
Actions
History
i Milestone details
Allestone review

Milestone title test by Jost

Figure 13 8: The Change Milestone receive milestone screen.

3. Complete the form

4. Select Save

13.1.6 Process a Milestone

The process milestone wizard has four main steps. Additional steps may be included if the External
Milestone Assessment feature is enabled.

fisEmiveD 04/12/2017 - Progress Report - jfashd =

Detail
lustifieation Milestone details

0 . tdilestone titl fashd
LOoUments
Milestone type

Actions

Drganisation

Ratings Status

Figure 13 9: The process milestone menu.

1. Update the received date and select a status for the milestone (mandatory)
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Process milestone wizard

Milestone Review

The below Milsstone Review exist for this Milestone

strator In progracs

Figure 13 10: The process milestone wizard.

Attach minutes (optional)
Enter a performance rating for the milestone (optional)

Enter payment information (optional)

oA W

Review and send email (optional)

Tip:

e You may attach multiple files to the email at the Send email step. Click or drop your file on

the drop zone to attach it to the email.

e System generated emails can be viewed in the Pending Emails queue (for users with System

role only).

Process milestone wizard

Send milestone email

2end ema|
Fre
o
Bco
Subject Subject Progress Repart
Attachments {MNone)
Click or drop your files here

Hody B I U f- & = %

Re 2007/STEITT figklnnk

Dear §{ChiefinvestigatorMName}

Figure 13 11: The process milestone wizard.
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13.1.7 Undo Milestone

The undo milestone can be used to remove the milestone processing data and milestone received
date. It will also undo any acquittal data and the acquittal document associated with the milestone.

Undo milestone

e you e Yol wank 10 undo recesane the miestone?

Figure 13 12: The process milestone undo prompts confirmation.

13.1.8 Delete Milestone

The delete milestone option will remove all milestone data. You can only delete a milestone that has a
status of Pending or Received.

Milestones
Found B iterr: &
41272017 External R yress Feport
12207 [ qress Raport
] 124207 1 F t I
© 1 1 Exte R First I
asdasd 1272 BEi Pending gress Reporl
awrmentEnabiadRecoupmentDisabled 1812507 Panding PaymerEnstedRacoupment Disablod
Figure 13 13: The process milestone undo prompts confirmation.
Summary

The Summary screen displays project and application information. If your user role allows you to edit

. . . . 4 .
a project, you will be able to select the Edit option from the floating toolbar and update
information for the project as required.

When in Edit mode you will be able to select additional options from the menu including:

1. Change project start date: This wizard will step you through changing the start date with
the option for flow-on changes to project milestones, cash contributions, project end
date, and contributions by application and other. If you change the project start date
forward or backward by x number of days, each of these elements will be adjusted
accordingly.
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2. Perform a project variation: The project variation wizard is covered in more detail below.
This wizard allows you to quickly change all project dates, add and remove contacts, and
create a variation to the contract with all the updated details.

3. Update Priority Mapping: Selecting this option will update the program, national and rural
research priorities and classifications using a predefined set of metadata.

e - I : B
E‘ 2017/ETHO0977 - AS.2-Application Ethics
ﬁ Surmmary Summary =

_,.r_l wations ) No Owner has been astigned b this pred:

Figure 13 14: The project summary screen.

Tips:
e The project start and end dates are used to generate year based reports

e An application transferred from REGIS External Portal will have a unique Application ID. If the
application was created in REGIS Internal Portal, you will see the text 'No link to REGIS External
Portal application’

e The nodes visible in the Details pane will vary between application types and depending on
whether the application is created in REGIS External Portal or REGIS Internal Portal

e The Project Owner dropdown allows you to allocate a project owner. The project owner is
able to view and manage details of the project in the project portal e.g. upload milestone
reports, view project agreement and manage KPls. For more information on the Project Portal
view the help for REGIS External Portal end users and search for project portal.

Organisations

The organisations listed are linked to the project in some way. There is only ever one principal
provider.

2017/5TE1T|T| - fgklnnk Registe
Tams
| _ Organisations =
i ool Found 3 tems m
Related applications
Neect Sits Ofgafiation. s &z
REGIS [ @ @

e @ £ o

[tems per page | 10

Figure 13 15: The project organisation screen.
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Tips:

e To view the organisation in REGIS Contact Relationship Management, you must have the
correct permissions levels

e You must have one principal provider

e Select the edit option to add a new organisation or alter the principal provider setting

e Select a new principal provider to change this setting

e To add additional organisations to the list select the Add option from the menu

e Select the Save option or navigate away from the screen to permanently save your changes
Related applications

The relating application(s) are displayed in the Related applications screen:

2017/PID10002 - Simulation by Josh-Project Applications

ags  (Nane: Proje

Related applications

h-Project o

Applicatons - HAEA

Figure 13 16: The related applications of the project.

13.2.1 Change project start date
Select Change Project Start date from the menu to change the start date and make flow-on
adjustments to the project milestone dates, project end date, and contribution dates.

To change the project dates:

1. Select the Summary page in the Project Viewer
2. Select Change project start date
- I

2017/PID10001 - Test REGIS on iPad Pro

Tags

il Summary =
;DET:Nl;S Organisations

Related applications o Mo Cwner has been assignad to this oroject.

Figure 13 17 : Change project start date menu.
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_ Summary =

Organisations

Related applications @ 1o Owrner has besn assignad to this project

Change project start date

Flow en changa .:| Yes

This process changes the start date of the project and makes all necessary flow-on adjustments to:
= Project milestones
« Cash contributions
= Project end date
= Contributions by applicant
= Cortributions by other

Current start date 2071042017
Mew start date 20/10/2017

Figure 13 18 : Change project start date.
3. Select Flow on change to change all listed project elements
4. Enter a new start date

5. Select Save.

13.3 Project Viewer — Evaluation

13.3.1 Internal Reviewers

The details of an internal assessment can be recorded on the Internal Assessment page. You can
record as many internal assessments as required.

_ O Project Viewer 2015/KIACOS - Application Title 354 Eligiale - awating
J Hith Phaz=lus Mubs LLT 96E arEsioment
Program 1
s Acecman External Assessments
- free Foundd X=mis
el Aoentmeres . - m
t Userl Sinazes IE)
Test Uzerlt Fre — e v
Test, Lzerl 0e/Ln201e Snazsc g
Test Userd Fre-fessars Propozs nknafises -

BENnEE

e Select the Add Assessment option and enter a name for the assessment

e Enter comments (Summary page), attractiveness scores (Attractiveness page) and Feasibility
scores (Feasibility page)

e Select the Assessment scores have been reviewed checkbox on the Summary page

e Click the Finalised button in the Internal Assessments grid to finalise the assessment
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13.4 Project Viewer - Management

13.4.1 Classifications

Classifications can be added to projects to make it easier to generate reports or to search for projects
with the same classification. To add a classification to a project:

1. Open the project in Edit mode
2. Select Management>Classifications

3. Select Add classification

=

2017/STET1 - fgklnnk Regist

Tags

Froject

SN Classifications =

DETAILS Clinical Trial - First Patient

e  Enrolment ;
_ A&‘ou st enter the following mandatary classifications:

Figure 13 19 : The project classification screen.

4. Select the classification name.

2017/STET - fgklnnk Register
Tags

ag

— Classifications =

Clinical Trial - First Patient

Enralrment " : : - - o )
44 You ‘must enter the following mandatary dassifications:

Comments - = You must enter a Study type Classification and Value

= ‘You must enter a Clinical trial type Classification and Walus
Contacts = You mustenter a Clinical tnal phase Classification and Value
Didsine = You must enter a Ethics pathway Classification and Value

+ You must enter a HREC Hast Organisation Classdication and Value
Groups = You must enter a CTN/CTX Classification and Value

_ * You must enter a Risk Category Classification and Value
Histery = You must enter a Prior ethics outcames Classification and Value
e = You must enter a Category of research Classification and Value
Regions
Relbrad icimenta =+ Add classification
St Mame | Clinical trial type N
Walue [ Clinical trial [other) v

Tasks L

" .o [
Timeline

Figure 13 20 : The project classification data entry fields.

5. Select the classification value
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6. Click OK

_ Classifications =

Clinical Trial - First Patient
Enralment

Lomments
Contacts

Decisians

Groups

History

Issues

Regions

Related dacuments
Status

Tasks

Timeling

Tips:

A‘i"w rmust enter the following mandatory classifications.
» You must erter 3 Study type Classfication and Value

* Vou must erter a Clinical trial type Classification and Value
« You must enter & Clinical trial phase Classification and Value

‘fu_u must enter a Fthics pathway Classification and Value
» You must erter 2 HREC Host Organisation Classification and Value
+ You must erter a CTNJ/CTX Classification and Yalue
» You must erter 5 Risk Category Classification and Value

-+ You must enter a Prior ethics outcomnes Classification and Value
*+ You must enter a Category of research Classfication and Yalue

Found 1item

Fy

Mama v Value

Clinical trial type

items per page[10___ ]

Figure 13 21 : The project classification data entered.

Clirical trial {ather)

e You can add as many classifications as you like to a project.

e If a classification is required, a message will appear at the top of the page.

e If the number of values that can be added for a classification name is exceeded, a message

will appear.

13.4.2 Clinical Trial - First Patient Enrolment

The Clinical Trial =

2017/STETN111 - fgkinnk

Classifications

Comments
Contacts

Decisions

Groups

History

lssues

Regians

Related documents
gl‘tLIS

Tasks

Timeline

Figure 13 22 : The Clinical Trial - First Patient Enrolment.

REGIS - Internal Portal vi_1

Clinical Trial -

+ Add

Diste first enrclled
Mere than &0 days?

Valid reasan?

Comments

Target No.

First Patient Enrolment is accessible as follows:

First Patient Enrolment =

1 ddfmmyyyy

n

Registe:

Wi enroiment target

Ma enrclment target

Found 0 items

@ o clirical trial - first pabient envolment have been assigned o this project

[ o [
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Classifications

Comments
Contacts

Decisions

Groups

Histery

lssues

Regicns

Related documents
Status

Tasks

Tirneline

2017/STENT - fgkinnk Regster

ag

Clinical Trial - First Patient Enrolment =

+ Add
Date first enralled | 29/12/2017 _
More than 40 days? |-
Valid reason? | Test by Josh |
Comments | Test by josh |
Target No. | 8
Min enralment target | a |
flax enrciment targat | 80 |
v C
Found 1item

Ordder Date fust enrolled  Mre than 40 days®  Valid reason?  Comiments  Tamet Moo M

1 2201202017 Yes Test purposes  manuals 132 0

3

Figure 13 23 : The Clinical Trial — First Patient Enrolment — data entry.

13.4.3 Comments Log

Comments can be viewed and created from the project comments screen or from the project

comments node.

2017/STETN11 - fgklnnk

Tags

Reqistel

Class ffications Comments 4
Clinical Trial - First Patiant
Enralrrent o - -
A @ No comments have been assgned to this project
Cantacts

Figure 13 24 : The Comments screen.

1. Click the + symbol to create a new comment.
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2017/STEM1T - fgklnnk

Registe
Tags

Classification Comments =
Clinical Trial - First Patient

Enralment

:‘J i |_ 1 Il:- commence .:"E-.'!‘ A I.'|: trmas as soon as }J- :l ME
Comments L
Contacts
Decisions
Groups
fistony o No comments have been assigned to this project.

Figure 13 25 : The Comments screen.

2. Type the comments in the box and click OK.

2017/STE11111 - fgkinnk

Registe
Tags

Classifications CO}’T] men IS E
3l Trial - First Patient

Enrclment

Comments l

Contacts

Figure 13 26 : The Comments screen.

3. Alternatively, you may click on the from the floating menu and the following is
displayed from the right side of the screen.

administrator

v Ok x Cancel

Figure 13 27 : The Comments screen from the floating menu.
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4. Note that you can only delete your own comment, but you can view comments added by
all users.

2017/STET11 - fgkinnk Register

Classifications

Comments =

Clirucal Trial - First Patient

Yig, Josh -
Errolment 1 19,/12/2017 10:38:35 AM -
_ - Planning e T
§ : F1 Salutions, Administrator ] Ral
Cantacts 19,12,/2017 10:26:18 AR ﬂ L -
o Project to commence after Christrnas as soan as possible.
Decisions

Figure 13 28 : The Comments which are available from different users.

5. The user photo is maintained in REGIS Contact Relationship Management.

13.4.4 Contacts

Project contacts are added during the transfer process using the contact information entered into the
application. They can be updated and added to during the life of the project.

2017/STETTTT - fgkinnk

Registe

Sl Contacts =
Clinical Trial - First Patient
ke Y Filters
e Stats H E

Ty - Emuk Stoet it el chatm T Crgansanan,  rationshp
A 1 g

‘Coordinating Prin- Danda, RobertL Robert Dondaipfl 4 A

AT Pl Multiake ¢

Graups cipal Investigator  wca -Mulbple sk flome oy licle i |2
- i

Figure 13 29 : The available Contacts of a project.

1. Click Add contact from the menu.
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Figure 13 30 : Adding a Contact to a project.

2. Select the person icon to view the contact in REGIS Contact Relationship Management.
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q'.i SELF MANAGED

Title
|A.-’Prof |

Honorific

| |
m Given name

|R0ber1. |

Middle names
Luca |

Family name
|Dor|da |

Preferred name

Gender
Unspecitied Female
Birth date Deceased date Confidentiality agreement signed
Ida te
/vy | [mm/ddyyyyy | [men /iy |

Residential Status
Australian Citizen ]

ORCID D
0000-0002-5915-65611

Figure 13 31 : Viewing a contact launches the REGIS Contact Relationship Management.

3. Inedit mode, select the Edit option to change the person record attached to a contact
type or to update funding information

4. Select the Delete option to remove the contact from the project

5. Select the Save option or navigate away from the screen to permanently save your
changes

13.4.5 Decisions

Approval(s) assignment for an application can be done here.

1. Click Add Decisions and fill up/select the Approval Type, Entity, and User.
2. Click Save.
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Decisions =
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+ Add New
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Figure 13 32 : Adding decisions.

? admiristrator
Search by approval type
=S -

Found 7

™ N

MName

Figure 13 33 : Select decision type.

Add Users
a

[ T

Figure 13 34 : Adding users.
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Classfications Decisions =

Clirucal Trial - First Patient
Errolment

Found 1item A

Outecime Prodecossar

Comments

| Amendmart form aa22m7 A=) 3 E|l

e i |

Figure 13 35 : Added decisions.

13.4.6 History

The Project History screen displays a list of activities related to this project similar to the information
that appears in the system audit trail. Activity types may be status changed, activities relating to
processing decision notification letters and project agreements.

Classifications Hi S’[Dry H Se
Clinical Trial - First Patient
Enrolrent Found 15 items Fd
Clinical trial patient enrclment M user Acdion Record type
Comments > L&;’;&iﬂ;:“ Jjoshyip@fisolutions.com au Insert Project Application
Cortacts . o
» La’;];ﬁﬂ;id Joshyip@fisolutions.cam au Insert :Ltu ReicionSIne

Dedisions ghiis ga}

18/12,2017 . . . Project Application Project
Groups » £5046 PM Jjoshyip@fisolutions.com.au Insert Wit

- » ]4:59r460|::1‘1 joshyip@fisolutions.com.au Insert Project Application User

lssues
Bt » L&;ZED;L joshyip@fisclutions.com.au Insert Project Application Participant

18122017 ; . .
Related documents » 4%;19:4?PM Joshyip@Ffsolutions.com au Insert Project Application Contact
Status

Figure 13 36 : The history screen.
Tips:

e Click the heading e.g. Type or user, to sort by the column

e The audit trail includes more information on the activity including before and after values.

13.4.7 Issues

Project issues can be captured in the project viewer and reported on in the dashboard. You can create
charts comparing the issue ratings, issue consequences and issue probabilities, or visually track the
active issues per program.
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Classifications

Clinical Trial - First Patent
Enrolasnt Fourd 0 items

Clinical tria! patient enrolment (1] o issties hazebeerras&gﬂedmmﬁ prq'ect

Commerts
Cantacts
Dacigions
Groups
History
Reminns
Figure 13 37 : The Issues screen.
Classifications lssues =
Clinical Trial - First Patient
Enrelment ;
i + Add issue
Clinical trial patient enrolment Targat e W H ]
Comments Actual date dafmmyfyay
Contacts Title Hardware ineffidancy
Decsions Ipse High -
Grous Category Ches '
Description Hardware requires calibration.
Histony:
_ Corractive action plan. Calibration to ba exacuted no more than 3 days.
Regions i
Related documents
Correchve action actual  Calbration team confirms and is attending to calibration activities
Status
Tatks
Active Yes
Timeline .:|

E;ﬁlated N -
o [

Figure 13 38 : The Issues data entry sample screen.

Tips:
e Issues feed into the Traffic Light report to generate the colour coding
e Select the Edit or Delete options to modify a record

e Select the Save option or navigate away from the screen to permanently save your changes

13.4.8 Regions

The project region(s) can be added and updated. Regions can be reported on using the dashboard
reporting.
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Classifications Regi ons

Clinical Trial - First Patient

Enralment Y Filters

Clinical trial patient enrolment Shcilg sl feqions

Comments

Contacts ACT

Bedsions 0O ACT O Canberra

Groups NSW

Histary O Border Rivers-Gwydir O Central West

Issues
— [ Hawkesbury Napean [ Hunter-Central Rivers
R d Lachlan O Lower Murray Darling
Sratie O Murray O Murrumbidgee
Tasks O Namoi O Northern Rivers
Hipsioe O Nsw O Southern Rivers

Tips:

REGIS - Internal Portal vi_1

Figure 13 39 : The Regions screen.

Select Edit (from the floating toolbar) before selecting additional regions

Select the checkbox, Show all regions, to either display all regions (by state) or to display
regions for specified states only

You can select as many regions as required
Classifications Reg ions

Clinical Trial - First Patient

Ecikent Y Filters

Show all regions

-
=
Lortacts ACT

R AL o -
DEEISIOHS

Clirical trial patient enrolment

Comments

Groups NSW
History [ Border Rivers-Gwydir: O Central West
lssues
_ O Havwkesbury Napean 0O Hunter-Central Rivers
O Lachlan O Lower Murray Darling
Related documents _
Status O Murray 0O Murrambidgee
Tasks 0O Namoi 0O Morthern Rivers
Timeline . .
& NSW O Southern Rivers

Figure 13 40 : The selected regions.
Deselect a state to remove the region from the project

Select the Save option or navigate away from the screen to permanently save your changes
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13.4.9 Related Documents

Saving documents in a central, offsite location can assist with disaster recovery and communication
within a team.

The related documents screen supports two view options. You may group your documents by type
(aggregate view illustrated below) or list all documents (table view E8).

Classfications Related documents =
Clinical Trial - First Patient Y Filters
Enrolment Search
Clinical tria! patient enrolment External document types
Comments
Contacts B - m L
Found 1 iter ‘ i
Diecisions . . =
'_\‘.l:-.|}' Fratocal 1 .
Groups
History
lssues
Regions
Related docurnents
Status
Figure 13 41 : The Related Documents main screen.
Classifications Related documents = | & Bukdownlcad © sceuments selacea)
Clinical Trial - First Patient Y Filters
Enrclment Saarch
Clinical trial patient enrclment External docurment types Selact Some Options
Comments
Contacts . .
Found 1iten E‘j © #H E
Decisions =

Study Protocos 1
Groups

Figure 13 42 : Adding external document to the project.
Tips:

e To add a document or bulk upload documents, select Add external document from the
menu

o Click or drag and drop your files on the drop zone

o Select a document type and click Save

Classifications Reidtecj dOCUl’TientS =
Clirical Trial - First Patient (& Add Related documents
Enrolment

Select documents : :
Clirical rial. patiert enrolment Click or drop your files here

Commerts

Caontacts o ik B
Found 1item » H

Dacizions w
Dacisions -

Study Protocol 1

Figure 13 43 : Adding new external document to the project.
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e Only certain document types may be edited. When editing a document, select the Replace file
option to display the drop zone. Simply drag a new file to the drop zone and select Save to
replace the file.

Bt Related documents =

al Trial - First Patiert (&' Add Related documents

cnrolimert

Select documents

P . . " Selected files 1 b
Clinical trial patient enrclment

]

Comments

Contacts

Found 1item % H

Study Protocol
Figure 13 44 : Uploading new external document to the project.
e Some document types cannot be deleted
e Documents that can be deleted will have a delete icon
e Documents that can be edited will have an edit icon
e All documents can be downloaded and viewed

e Select the check boxes beside the documents to enable the Bulk download option. This
command downloads the selected files in a zip file.

e In aggregate view, select the document type banner to expand the display. Note that you can
select all documents of that type using the select all checkbox.

Related documents =
Y Filters

Search

External cocument types

Found 2 tems @ » 8
=~ v A Uploaddoc et IT0byles  Acquitial Reg o L
=4 L .—I L i:l age Reviews 23 KB Shudy Protoco 1812207 Yip, Jost : E3

Figure 13 45 : The uploaded documents in aggregate view.

e To view only documents of the document type (full screen), select the Expand button D

e Select the Back button to return to the expanded view and select the document type title in
brackets to return to aggregate view.
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13.4.10 Status

The project status reflects the project stage - from the start to the completion of a project. Various
functions can only be performed for projects that have a particular status and reports are often run by
status.

Classifications

Status =

Clinizal Tnal - First Patient
Ermralment Found 1item m

Clinical trial patient enrolment
18/12/2017 Regesterad Yip, Josh gnaany i ]
Comments

Centacts

Decisions

Ragions
Related documrents

‘Status

lasks

Timeline
Figure 13 46 : The uploaded documents in aggregate view.

Common status descriptions include the following:

Active All actively managed projects. Once a project agreement is
signed the status is automatically changed to active.

Approved (EOI invited) The application has been approved to move to the next stage
(for a two application), or will be invited to negotiate a

contract.

Unsuccessful The application was unsuccessful and will not be granted

funding

Pending eligibility assessment

Status given to an application that has been transferred but has
not been checked for eligibility

Eligible Awaiting assessment — passed the eligibility assessment
Ineligible Failed the eligibility assessment
Terminated Project terminated
Figure 13 47 : Common project status descriptions.
Tips:

e While in edit mode, select the Add Status option and complete the form.
e Select the Edit or Delete options to modify a record
e Select the Save option or navigate away from the screen to permanently save your changes

e Some status descriptions can be modified by your system administrator.
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13.4.11

Tasks

Tasks are a helpful way of communicating and keeping track of project related tasks. You can allocate
tasks to yourself or to another user. If you find it helpful, pin the task pane to keep it open.

Classifications

Tasks =

Found 0 tems

Clinical Trial - First Patiert
Errolment

Clinical ria! patient enrolment O 1o tasks have been assigned to this project

Commants
Contacts

Detisions

Groups
Histesy
lssues

Regions

Relatad decuments

Status

Classifications.

Clinical Trial - First Patient
Enralment

Figure 13 48 : The Add Task screen.

Tasks =

Found 1item

Pate due v Date complated Assignedto  Importance, Task name
Clinical trial- patient enrclment
; 311272007 Yip, Josh Medium Mew task
Camments
Cantacts lterns per page
Figure 13 49 : New task added.
Tips:

e Select Add Task and complete the form

F1 Sciutions,

e |
it @[22 8]

o All tasks display in the project viewer tasks screen. Only tasks allocated to you display in the

tasks pane.

e Select the Edit or Delete options to modify a record

e Select the Save option or navigate away from the screen to permanently save your changes
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13.4.12 Timeline

The project timeline shows the status updates to a project from the first registered date until current.

Casdlcatia Timeline
Clirucal Trial - First Patient
Enrolrent

Clirical trial patiant enrolment

Comments . Tuesday, 191h Decerrber 2017 1205 Fi
. 2 o o . = r 1
T Status update :

Status updated fiom ‘Approved 1o Aoproved
Parfarmed by Administrator FI Solutions

Decerons:
Groups
Histary

Issies.

Régk Tuesday, 19th Decamber 20171153 AM . Status Update
Related documents . ; b : bk
Status updsted from ‘Registered to ‘Approved

et Perforined by Adminietrator Fl Solutions

Tasks

Figure 13 50 : The project timeline.

End of section The Project Viewer
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Users with the role Dashboard edit can create and update dashboards. Users with the role
Dashboard view can view dashboard items shared with them. If you have either of these roles, you
will see the Dashboard tile on the Start page.

To view a dashboard:

1.

Note:

Select the List option from the Dashboard menu
The default dashboard (marked with a V) is displayed
Move your mouse over the dashboard tile

Select Preview ( @& ).
The dashboard is displayed ’E

~
To ensure the dashboard values are up to date, select Refresh ( & ).

The dashboard with the green tick is your default dashboard. It will display automatically
when you select Dashboards. To modify your default dashboard, select Default ( v ).

You may be able to Drill Down to view the data in a different way. For example, you may be
able to select a project series and drill down to view a representation of projects by status.

To drill up, select the Drill Up (™) icon in the top right hand corner of the object.

The Export ( D) icon will have different options depending on the object type. Charts can
be exported to a PDF or an image and chart data can be exported to Excel. Grid data can
also be exported to Excel.

Click on the Remove Filter ( Y. ) icon to remove data filters.

Saving a dashboard to the server from the Dashboard Designer (refer to the Dashboard Designer
Guide) automatically adds it to your dashboard list. To add a dashboard file (.xml) manually, follow
the steps below:

1.

Select the Add option from the dashboard menu

2. Complete the Add dashboard form

Manage dashboards

Add dashboard

Narme This beld mrequesd, *

Description

Difaul: | . [

Dashboard Fis (*xml)
Click o1 drop your file here
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Figure 14 1 : Adding new dashboard.
3. Click OK

Note:

e Inthe screenshot above, the default option is selected. Selecting default will automatically
set this dashboard as your default dashboard.

e You may use an existing dashboard file saved previously or from another user. Just drop it
into the Dashboard File box.

When you delete a dashboard it will only delete the dashboard from your list — anybody that you
have shared the dashboard with, or shared the dashboard with you, will not be impacted. Anyone in
possession of the .xml file used to create the Dashboard will still be able to open the file using the
Dashboard Designer. To delete a dashboard:

1. Select the List option from the Dashboard Menu
2. Select the dashboard to delete

3. Select the Delete button

4. Select Yes to confirm

To change the dashboard name, description or replace the .xml file for the dashboard:

View the dashboard

Select the Edit option from the menu

Enter a new name, description or default status

Select the Change Dashboard Design option (optional step)
Add the new .xml file to the upload file area

Click OK

oV hswN e

Note:

e You may choose the Download File option to save a local copy of the .xml file. You will then be
able to open the .xml file in the Dashboard Designer to modify the content.

To make your dashboard available to another user to view, you can Share the dashboard.

Select List from the Dashboard menu
Click on the dashboard to share

Click the Share button

Click the Add button

Search for and select the user

vk wnN e
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? 1 admiristrator

Share dashboard

15.00MmM.au

Figure 14 2 : Sharing dashboard with other users.

6. Repeat steps 4 and 5 as many times as desired
7. Click OK

You can create and share a dashboard with a REGIS External Portal user. A Dashboard icon will
automatically appear in the REGIS External Portal Menu to enable the user to navigate to view the
dashboard data. This is a two-step process: 1) modify the user access; 2) share the dashboard.

To enable the user to view the dashboard they must have the Net dashboard view role. Refer to
User Management for more information.

Research Ethics Governance

|I..r. rmation Syster

g

Figure 14 3: The REGIS External Portal dashboard view access rights.

To share a dashboard with an OminNet user follow the steps in Share a dashboard. The Dashboard
icon appears in the REGIS External Portal menu.

Figure 14 1: The Dashboard menu.

Tips:

e If an REGIS External Portal user has a single dashboard it will automatically appear.
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e If an REGIS External Portal user has more than one dashboard available to them, they can select
them from the left navigation menu.

REGIS Metrics

REGIS Metrics (Clock)

Figure 14 2: The Dashboard options.

You can print or export a dashboard in a variety of formats. Click on the Export button to view the
list.

Figure 14 3: Exporting a dashboard.

Tip:

e Each object on a dashboard can be exported individually
e Use the export button in the top right hand corner to export all objects on the dashboard

The Dashboard Designer is used to create custom dashboards. Select Download designer from the
menu to begin the process of downloading and installing the Dashboard Designer. Once the
Dashboard Designer has been installed you can run it at any time using the shortcut on your
desktop.

1. Select REGIS Internal Portal Dashboard Designer from the Start menu

OmniView Logon

Please enter your username and password

Figure 14 4: The login credentials for Dashboard/Report Designer.

2. Enter your username
3. Enter your password
4. Click OK

5. You should then see the window below
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the reporting tool you would like to use:

E

Report designer Dashboard designer

Figure 14 5: Choose Dashboard Designer.

6. Double click Dashboard Designer.

OmniView Dashboard Designer - v4.700.1075.1
LI
{[=[Ad Home

BB D @ BB

Download Rename Add Calculated  Add Query
Field

View

Data Source

Data Source

data-tontact

Figure 14 6: Add New Data Source.

To create a data source:

7. From the Ribbon, click Data Source
Click Download
9. The Download window is displayed

®

Download

Download Cancel

Figure 14 7: Select date for data download.

10. Select the day for which you wish to download data. This will download a snapshot of data as
at the selected date.
11. Click Download
12. The data for the selected day will be downloaded and you will see the following window.
Progress status
Overall progress ing table RoundStage (4

Processing: Downloading RoundStage data

Figure 14 8: Data download progress.
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13. Once the download has been completed the window above will be closed and you will be ready
to create and update dashboards.

Note:

e The day will be defaulted to the current date. It is suggested that the data is downloaded each
time you logon to the Dashboard Designer so the most recent version of the data is available
for you to build dashboards against.

14.8.1 Creating a data source

You can begin adding items (charts/grids) to the blank canvas (illustrated above) but no data will
display until you:

1. Download data. This downloads data to your computer to assist you to design your dashboard.
You can do this whenever you like to ensure you are working with the most recent data in the
Dashboard Designer. Note: When viewing a dashboard in REGIS Internal Portal you simply click
the Refresh button to ensure you are looking at the most recent data.

2. Create a data source to link your new dashboard with the relevant datasets.

3. Add elements (fields) to the DATA ITEMS area

To download data:

1. Select the Data Source tab on the Ribbon
2. Click Download

3. The Download window is displayed

Download x

Please select the date you wish to download dats for

19/12/2017

Figure 14 9: Data download selection by date.

4. Select the day for which you wish to download data

Note: This will download a snapshot of data for seven days up to and including the date you
selected.

5. Click Download

6. The data for the selected day will be downloaded and you will see the following window

Progress status

Please Wait

Downloading data

Downloadng data from: https:

Figure 14 10: Data download.

7. Once the download has been completed the window above will be closed and you will be
ready to create and update dashboards
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Note:

e The day will be defaulted to the current date. It is suggested that the data is downloaded
each time you logon to the Dashboard Designer so that the most recent version of the data
is available for you to build dashboards against.

Create a new Data Source

A Data Source specifies the datasets (e.g. Projects, Contacts) you are interested in.
1. Select the Data Source tab and click the New Data Source button
2. Name your data source appropriately

Note: This name will be for your own reference only, and will not be visible in the Dashboard
that you create.

New Datasource Name

Please enter the new datasource name

Figure 14 11: Key in the new datasource name.

3. The Query Designer is displayed. The Items column lists all the available datasets. Each
dataset includes a collection of relevant fields.

4. Select an Item and drag it to the Name section

Figure 14 12: The query designer.

Note: The system automatically disables any items in the left hand panel that cannot be easily
joined to the selected item. If you need to join a greyed out item, drag the table to the
middle section and manually complete the Condition Editor form.

5. If required, select additional items (datasets) and drag them to the Name section

The system automatically displays the Condition Editor
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Query Designer

Name Join/Relation Condiion

2

Action type: Inner join

act] . [P
[

HEmEm

Calumr 3 Cancel

ENRERRER

Figure 14 13: The condition editor.
6. Important! Select the Left out join option

Note: these conditions can be modified if required; however this should only be done if you are
confident you understand why and how they need to change. Refer to the notes at the end of
this Quick Reference Guide for more information.

7. Click OK
8. Select the columns for use in the dashboard by checking the boxes beside them

Note: You can select all checkboxes by selecting the one beside the label of the Item (in the
above image, this is the highlighted Row, labelled Project in the illustration to the right).

Query Designer

£

Date Financial Year

Figure 14 14: The condition editor.

The Query Designer is updated with your selections

9. Important! Click Filter...
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Filter Editor

L

Figure 14 15: The Filter Editor is displayed

10. Add a filter (if required) noting that filters can be added and removed in the Dashboard
Designer

Note: Almost always you will want to add a filter that only looks at data that has a Date
Recorded that Is today. Select the Preview Results button (bottom right hand corner) to
preview the data you will be working with.

11. Click OK
The System displays the Maintain Dashboard Screen

14.8.2 Design your dashboard

You are now ready to begin designing your dashboard report by adding data elements to the DATA
ITEMS area.

1. From the Home tab of the ribbon, select a data visualisation element such as a Pivot table, Grid or
Chart to add it to the canvas. You can size and move these around later.

2. Select a data element (field) from the far left panel to the DATA ITEMS panel.

3. Drop the data item on a box in the DATA ITEMS panel. Note that for a Pivot table, adding the
Project Title to the Columns area will display it across the page, adding Project Title to the Rows
area will display it down the page and adding it to the Values area will count the number of
records.

The Grid will update as data elements are added.

4. Use the tools on the Data tab to add filters and drill-down capability. These tools are explained in
more detail later in this Quick Reference Guide

5. Select a format from the Design tab

14.8.3 Save the dashboard

You can save the dashboard locally (using the options in the File group) or save and upload to the
server (using the options in the Server group). Save to the server when you are ready to view the
dashboard in REGIS Internal Portal.

1. Select the Home tab

2. Select Save or Save As (Server)
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3. If the dashboard has not been saved previously or the Save As button is clicked the following
window will be displayed:

= Dashboard Details

Flease enter the name, description and sel iether this dashboard will be the default dashboard

N |

iption -

Default

Figure 14 16: Keying in the dashboard details.
4. Enter the relevant details in the Dashboard Details window

5. Click OK

14.8.4 Create a new dashboard

1. Select the Home tab on the Ribbon
2. Click New

OmniView Dashboard Designer - v4.700.1077.2
E N s
18- Data Source  View

e - % E 'Ilr o @ % B image W Fiter Bements ~ o

Text B T Group %

New - Fivot Grid Chart Pies  Gauges Cards Choropleth Range
; = | ot : ; i Map Fiter  #J Geo PointMaps ~ @ scatter Chart
Dashbo... Insert

Dashboard

Figure 14 17: Creating a new dashboard.

3. You will now need to configure a new Data Source

14.8.5 Load dashboard

1. Select the Home tab
2. Select Open from the Server area

Note: Dashboards saved to the server can be viewed from within REGIS Internal Portal.

Dashboards saved locally (using the Save option in the File group) can only be viewed from
within the Dashboard Designer.

OmniView Dashboard Designer - v4.700.1077.2

Histary
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Figure 14 18: Opening an existing dashboard.

3. The Dashboards window will be displayed listing all dashboards that you have access to open
from the server

= Dashboards

Please select a dashoard from the listb w and edit it

Description Default

ard Training 1
1tact information...

ome detai ...

Cancel

Figure 14 19: The available dashboards.

4. Select the dashboard you would like to open and click OK

14.8.6 Logoff the Dashboard Designer

1. Click the X in the top right hand corner of the Dashboard Designer.

14.8.7 Using the Dashboard designer - Dashboard Editor

@ | strs e

Figure 14 20: The dashboard editor
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Dashboard Data Sources and Element Data— This displays all the available Dashboard datasets (click
on the down arrow to view the list) and associated element data (these were selected when the
Dashboard Data Source was created).

Dashboard Ribbon — This displays all the functions available for use including visualisation elements,
layout options and drill down/filtering options.

Dashboard Canvas — This area displays all of the Dashboard Elements for the selected Dashboard.

A Dashboard Element is a Grid, Chart, Graph, etc. These can be customised, resized and positioned
as required using drag and drop functionality. A full list of Dashboard Elements can be seen in the
table below.

The Dashboard Ribbon has 13 different data visualisation elements each with different strengths
and options. These can be accessed from the Dashboard Ribbon.

RBEIOOEE VmMER M 7 W

Pivot Grid Chart Pies Gauges Cards Choropleth Range Image TextBox Geo Point Group
Map Filter Maps ~ Elements ~

Insert

Figure 14 21: The dashboard ribbon.

Pivot The pivot dashboard element enables a cross-sectional view of data pivoted across
multiple dimensions.

Grid The grid enables a standard tabular representation of data. This dashboard
element also contains embedded visual cues and displays that assist in quickly
understanding data.

Chart This quintessential visualisation tool assists in the creation of bar, point, line, area,
range, bubble, and financial charts. The creation mechanism has also been
significantly streamlined in order to visualize your data with simple drop actions.

Pies The pie chart is a powerful visualisation tool that enables users to understand
distributions over small ranges.

Gauges Gauges allow the comparative visualisation of two values where one represents a
target and the other an actual value. This dashboard element also allows for a
multiplicity of gauges in a single dashboard element by creating a series view of
the same.

Cards Cards, similar to gauges, are a textual visualisation of target to actual values. These
additionally include easy to understand positive/negative visualisations as well as
easy to consume data explanations.

Choropleth The choropleth map provides an easy way to visualize how a measurement varies
Map across a geographic area or it shows the level of variability within a region.

Geo Point = The Geo Point Map dashboard item allows you to place callouts on the map using
Map geographical coordinates.
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Range The range filter is also a brand new visualisation tool that allows for automatic data

Filter filtering by presenting a chart based range. The range filter is automatically wired
up to be a master filter and enables users to drill down into specific data
effortlessly.

Image Creates an image dashboard element for display in the dashboard. Select the Load
Image option from the Design tab to select the image file. Format the image using
the format options on the Design tab.

Data Source

y M E =241

Show Caption EditNames  Load Image Import Clip Stretch Squeeze = Zoom
Image

Common Open Size Mode Alignment

Text box Creates a text box item. Double click in the text box item to enter text. All the
normal formatting options are included.

Edit Text
ToolBars
B e B X = o Line Spacing +

Calbri - B - ChangeCase~ B} =

oK Cancel

Filter Filter elements are used to apply filtering to other dashboard items. The combo

Elements box allows the user to select a value from the dropdown list. The List box allows a
user to select multiple values from a list of items. The tree view items displays
values in a hierarchical way and allows you to expand and collapse nodes.

Group The group element allows you to keep two or more existing dashboard elements
together by dropping them into the Group box.

Table 14 1: The dashboard ribbon menu.

A data element (field) can be dragged from a Dashboard Source to the Data Items area. The
available areas will change depending on whether are working with a Pivot Table, Grid, Chart, etc.

Some of the areas where these can be dragged are:

Values — the Y axis in the case of a chart (or the values of the items being measured)
Columns —data is listed across the page

Rows — data is listed down the page

el S

Arguments — this can be considered as the X axis (or the items being measured)
5. Series — different sets of (X, Y) pairs

Additionally, drag data elements directly into the Hidden Data Items section to do additional sorting,
filtering, and data shaping on values and arguments that are not necessarily visible in the actual
Dashboard. You will be able to shape data as you see fit — even with data elements not present in
the visualisation.
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Note: Depending on the field type e.g. Text, Money, etc. and the Dashboard Element type e.g.
Chart, Grid, the options available in the Data Items area will change. For example, with a Card or
Grid, you will be able to select how the data is aggregated (sum, count, average) and configure
targets, warnings and positive/negative indicators. For a Chart you will be able to select different
types of charts for each field.

14.8.8 Dashboard Layout

Each Dashboard Element has item specific layout capabilities. These capabilities allow for the look
and feel of the Dashboard Element to be customised. A few examples are below:

Chart e =y EE
-
Legend Series Type
Grid
Show Caption EditMames  Horizontal Vertical Merge d Column
Lines Lines C Headers
Comman Cells
cards v

Show Caption  Edit Mames = Auto Arrange | Arral

Common

Table 14 2: The dashboard layout styles.

These layout options are element specific and allow for flexibility and personalisation of your
Dashboards.

Dashboard Elements can also have the labels, headings and other aspects further customised. To
modify names:

1. Select the Dashboard Element, e.g. a chart
2. Select the Design Ribbon Menu

3. Select the Edit Names option

14.8.9 Interactivity

Every Dashboard Element visualisation is linked to a specific set of data (data source). Because of
this data connection, Dashboard wide filtering as well as simple element drill down can be
configured.

Filtering and drill down functionality is available from the Data Menu Ribbon (see below). Each
Dashboard Element has this functionality.

Y &£ © S % % all all

Edit Filter  Clear Single Master Multiple Dirill Cross-Data-Source  Ignore Master | Arguments  Series
Filter Master Filter | Down Filtering Filters

Filtering Interactivity Interactivity settings Target dimensions
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The Data Menu Ribbon allows you to define a Dashboard wide filter, drill down, as well as the ability
to define whether or not a dashboard element even participates in a filter.

This allows a specific filter to be configured for the
? ?" selected Dashboard Element. To configure a filter, click
Edit Filter. From here the Filter Editor window will be
displayed which will allow you to specify a filter from
Filtering any of fields for the selected Dashboard Element.

Edit Filter  Clear

Filter Editor

If a filter has been configured it can be cleared by
clicking Clear.

?o -‘ The Dashboard allows you to use any data-aware

dashboard element as a filter for the entire dashboard
(Master Filter). You can select elements in a Master
Filter item (chart bars, pie segments, grid records, etc.)
to filter data in other areas of the dashboard by the
selected values.

Single Master Multiple Dill
Filter Filter Down

Interactivity

Multiple: Allows you to select multiple elements in the
Master Filter item. To clear the selection in the Master
Filter item, use the Clear Master Filter button in the
dashboard element’s caption.

Single: Allows you to select only one element in the
Master Filter item. When this mode is enabled, the
default selection will be set to a Master Filter element.
You can change this selection, but cannot clear it.

Drill Down: The drill-down feature allows you to
change the detail level of data displayed in a dashboard
item by row or by column. This feature allows you to
drill down to display the details, or drill up to view
more general information

? Selecting this option configures the Dashboard Element
] to ignore any filters from other Dashboard Elements.

Ignore Master
Filters
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? Selecting this option allows for the Dashboard Element

IE to filter other Dashboard Elements automatically even
if the data source for the other Dashboard Elements is
different to the data source of the selected Dashboard
Element. Note that the Dashboard Elements must
share a commonly named data element.

Cross-Data-Source
Filtering

E Specify the initial state of expand and collapse groups
Irital for a pivot item.

State =
Expand Column Groups

Expand Row

Filtering by Arguments: When filtering by arguments is
llll enabled, you can click series points to make other
Arguments - dashboard items display only data related to selected
argument values.

Target dimensions

Filtering by Series: When filtering by series is enabled,
you can click a series point to make other dashboard
items display only data related to the selected series.

Table 14 3: The dashboard data filtering.

14.8.10 Extra information:

Joining data: There may be reasons why you want to join data tables using an Inner Join. If you need
to only return records when there are rows in both tables (e.g. you might only want Projects which
have Milestones) using an Inner Join can be the perfect solution. Using an Outer Join would return
all projects — whether they have milestones or not. We recommend using an Outer Join and filtering
out unwanted records manually, unless you are sure you understand the difference and are
prepared to risk ‘losing’ records.

Multiple data sources: You can create multiple data sources for a dashboard. Each element (pivot,
grid, chart) can be linked to either a common or a different data source. When multiple data
sources are in use, you can use the Cross-Data-Source Filtering to applying filtering across data
sources.

14.8.11 Custom maps

Before you Begin

The Dashboard/Report Designer comes equipped with a host of regional maps, however you may
want to use one that you have sourced yourself. This process is supported, so long as the map you
wish to use is an ESRI SHP file (include these acronyms when searching for a map to use). An example
of such a map can be found here:

http: //data.daff.gov.au/data/warehouse/nsaasr9nnd 022/nsaasr9nnd 02211a04es geo  .zip

The above links to a Zip file, containing a set of files which, together, comprise a map of Australia.
Before following the below instructions, you should save a map (whether the one linked above or one
of your own selection) to a location on your local computer that you can navigate back to when the
time comes.
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Note: Once a map has been saved into a Dashboard, the source Map file is no longer needed for that
Dashboard to run and display the custom map correctly.

Getting Started

1.

© N o v oA W DN

Open Dashboard/Report Designer
Click the Data Source tab in the Ribbon
Select Download

Enter Username

Enter Password

Select From Date

Select To Date

Check Delete existing data

Allow the Download process to complete. You will be notified once this is done.

Adding an Address Data Source

—_

© ® N o Vv A W N

_
—_ O

From the Ribbon, select New Data Source

Name your Data Source

Select OK

Select the Address item from the list by double-clicking it

In the upper central pane, check the box beside Address to select all data items for use

Click the Filter button at the bottom left of the window

Click the - icon to add a new Filter

Click on the blue text in the new Filter and select Date Recorded from the menu that appears

Click on the green text in the new Filter and select Is Today

. Select OK
. Select OK

Adding a Map Element

1.
2.

Click the Home tab in the Ribbon

Select Geo Point Map

Customising the Map

1.
2.
3.
4.

Click the Design tab in the Ribbon
Navigate to the location containing the Custom Map
Select the .SHP file

Select Open
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Adding Data to your Map
1. Drag the Latitude item into the DATA ITEMS pane labelled Latitude
2. Drag the Longitude item into the DATA ITEMS pane labelled Longitude
3. Drag the Address Id item into the DATA ITEMS pane labelled Value

Relabelling Fields for Presentation

1. Mouse-over, then drop-down the Address Id you just placed under DATA ITEMS
Select Count from the available menu
Mouse-over, then drop-down the Address Id you just placed under DATA ITEMS

Select Rename from the available menu

oA W

Replace all text in the Rename Data Item window with the word Count

Adding a “Full Address” Custom Field
1. Right-Click on the word Address in the far left pane
2. Select Add Calculated Field

3. Enter the below into the Expression Editor, being careful to ensure that all single quotes, plus
symbols and line breaks appear exactly where shown

[Address Line] + '

"+ [Suburb] + ' ' + [State] +

' + [Country] + ' ' + [Post Code]

Select OK

Right-Click on the Calculated Field 1 item in the far left pane
Select Rename

Change the text entered to the word Address

© N o v A

Drag this renamed item into the TOOLTIP DATA ITEMS pane labelled Dimensions

When you now hover your mouse over any flag shown on the map, the full address will
appear.

Saving your New Report
1. Click the Home tab in the Ribbon
2. Click Save As
3. Navigate to a location for your Dashboard to be saved
4. Enter a File name for your Dashboard
5. Select Save

Your new Map Dashboard is now ready to be imported into REGIS Internal Portal!

End of section User Defined Dashboards & Reports
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15 System Settings

The System Settings menus are grouped by function. For example, lookup lists associated with Project
management are grouped under the Project Lookups menu. To prevent an item from appearing in a
lookup list, you may change the status to ‘Inactive’.

Users with role System View may view the lookup lists filtering by status. Users with role System Edit
may add and maintain lookup list items.

If you have been allocated these system roles, you will be provided with additional guidance related to
those functions.

End of section System Settings
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16  Workflows

The Workflow Designer provides a method of configuring the behaviour of REGIS Internal Portal as
processes are triggered by a user or system action. This end result may be a message, a task, or that
the property of an object is updated. For example, workflows are used to manage the Merit
Assessment process and Conflict of Interest processes. The use of workflows to manage these
activities allows each organisation to easily adapt the process to suit their organisational processes.

At the current time, changes to Workflows are managed by System Administration Users and apply
REGIS-wide. If you have been allocated a System Admin roles you will be provided with additional
guidance related to this function.
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