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Getting started — Log 1n

This section provides information on logging into
CHRIS. A troubleshooting guide is also provided if
you experience difficulties accessing CHRIS.

CHRIS will operate on any standard IT hardware and will
run on both Mac and PC operating systems. It does not
require special software - just internet access. Salesforce
does not support older versions of Internet Explorer. It is
recommended that you use either Google Chrome or
Mozilla Firefox which are both freely available on the
internet.

The system is accessed through a secure online portal to
which providers have a unique log in and password. All
information is secure. Providers will complete the ETF,
Application for Registration Form (the Return) and CHAPR
online and attach evidence through CHRIS.

Portal access

Providers receive one username and password. The provider's
username is the Nominated Main Contact's email address. The
username and password can be shared by the Nominated Main
Contact with other staff within the organisation however only one
person should be logged on and editing the ETF or Application for
Registration Form at any one time.

To login to CHRIS, go to http://www.nrsch.gov.au or click on the link in
the ‘Portal access granted’ email. Then click on the ‘house’ icon - see

below.

Provider secure login into
CHRIS

If you are completing a compliance assessment and your
nominated main contact remains unchanged from the last
assessment, you will be able to log in and access the
compliance return using your existing user name and password.
If you cannot remember your password it can be reset on the
login page.

The username will always be in the following format:
Firstname.surname@provider.nrsch.gov.au

Resetting your password

The Forgot your password link is located under the log in area as
shown in the diagram below. This link requires you to enter your
username. Your username is linked to an email address. You will
receive an email that contains a link to login and reset your
password.

P

' NATIONAL REGULATORY SYSTEM
COMMUNITYHOUSING

e it of Cormesonani, 2t it Tersiory Goverrednty:

User Mame

Password

[ ] Remember User Name

>



http://www.nrsch.gov.au/
mailto:Firstname.surname@provider.nrsch.gov.au

salesforce

Check Your Email

We've sent you an emall with a link to finish
resetting your password.

Can't find the email? Try checking your spam
folder.

If you still can't log in, have us resend the email or
contact your administrator.

Return to L

The email you receive will be from noreply@salesforce.com on
behalf of National Regulatory System for Community Housing.

A sample of the system generated email is below:

CONSRLENITY HOUSING

P P gt i e e

.‘.
‘ NATIOHAL REGULATORY SYSTEM

Password Reset
Dear Koala
Thank you for contacting the National Regulatory System for Community Housing.

Your password has been reset, Please click on the following temporary link and
reset your password as direcled:

hitps:/fnrsch force.comiproviders/secur/forgotpassword jsp?
r=CAAAAVIWdYISMEBWOTAWMDAWMDAWMDAXAAAAD ARVD_WGKeY CslSyBKwWQ-
uNmMPAHZOThxUn52t111ApNdAAEs RkuesTSThivCUD1VneskzC XvQgnd VisfdJC-
INuOWnX0345MECf5zElx NMe-mETWIPOLPpdpvDIQ%3D%
3D&display=pages&fpot=60a247 2d-671-4 3%e-8d7 c-abda7 9975 7cd 14c23aMb-0554-
4f2e-aa5a-5235280a291e

You can then continue to log into CHRIS using the Secure Login for Providers area,
through the NRSCH website at www.nrsch.gov.au

In the event that you have forgetten your password or you need it o be reset, please
go to the websile www nrsch,gov.au and use the Secure Login for Providers area to
reset your password. ‘You will be taken to a login page where you can click on the
“Forgot password?” link and follow the instructions. A temporary link will immediately
be amalled to you 5o you can raset your password.

Once you have reset your password, the temporary link can no longer be used.

The email contains a temporary link to use to reset your
password. This link is for single use only. Any future logins
should be via the NRSCH website Provider Secure login into
CHRIS.

When the link is selected, the Change your Password page will
open. This is where the new password is entered. Enter and
confirm your new password and select Change password.

Change Your Password

Enter a new password for
koala.bear@provider.nrsch.gov.au. Your

password must have at least:

8 characters
1 letter

1 number

* New Password

" Confirm New Password

Password was last changed on 29/08/2017 10:37 AM.

REMINDER: Use CHROME or Firefox as your browser
Salesforce does not support older versions of Internet Explorer.
You may experience issues with display or functionality if you
use Internet Explorer.

If you do not receive any emails from the Registrar’s office,
check your spam or junk mail folders.


mailto:noreply@salesforce.com

Updating Account Information

The following page will be displayed when you successfully
login. This is your home screen.

Providers Search Search

| Accounts

Accounts

‘ Home
View: All Accounts + | Got
Recent Accounts Dsce/ Viewed
ity Postal Postal Addl Tier Status.
NSW Training Burwood NSW 0280000000 Lui Not Registered - Scheduled

Copyright © 2000-2015 salesforce.com, inc. All rights reserved. | Privacy Statement | Security Statement | Terms of Use

The home screen has three (3) tabs across the top of the page,
which provide quick access to your account, contacts and
returns. Returns include:

e  Your registration application
e Any previously completed compliance returns
e The current ‘open’ compliance return

For ease of use, the system features a pop up left side menu
which you are able to access by clicking on the small arrow
icon on the left of the screen:

Providers

Ii_Accounls

H . Accounts
“J/ Home
View: All Accounts [ Got |

Recent Accounts

Entity Name Postal Address City Postal Add

NSW Training Burwood NSW

Copyright ® 2000-2015 salesforce.corr|
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Clicking on the small arrow will show a menu with recent items,
messages and alerts and help links. The recent items are
helpful as they enable the user to visit links they have
previously accessed via only one mouse click instead of having
to navigate through the system.

Providers Search

Recent ltems 4

Return 3202
Return 3203
Jasmin's Training
Return 3200

Help Links

NRSCH Website

Accounts

"Home

View: | All Accounts

Recent Accounts

Entity Name

Jasmin's Training

Postal A




Accounts tab

The first tab on the home screen is m This tab

shows the Provider’s entity name. If you don’t see the name of
the provider’s account choose the ‘All accounts’ and click the
‘Go!’ button. .

Providers Searc Search

Accounts.

“J Home

View:  All Accounts - | Gol

Recent Accounts Recently Viewed +

Entity Name  Postal Address City Postal Address Stata/Territory  General Phone  Account Owner Allas  Tier Registration Status

NSW Training Burwood NSW 0280000000 Lul Not Registered - Schedulsd

Copyright © 2000-2015 salesforce.com, inc. Al rights reserved. | Privacy Statement = Security Statement ' Terms of Use

The Nominated Main Contact has ongoing access to CHRIS to
enable them to keep the provider’s details up to date on the
account page. This includes entity details, main client groups,
primary product or service, other income sources, other
regulatory reporting bodies and the provider's address. Some
details like jurisdiction detail, number of community housing
assets registration detail, compliance detail and current
enforcement action cannot be changed by you and will be
updated by the system based on information submitted such as
the CHAPR.

The latest performance metrics will show the most recent
financial performance metrics and some non-performance
metrics taken from your latest regulatory assessment.

Im Contacts  Retums

Editing provider (account) details

To view the account details, click on the ‘Entity name’. Once
clicked it will take you to the window below.

To edit account details click on the ‘edit’ button as shown below.

Providers Search Search

[

Account Printable View
. NSW Training
« Back to List: Accounts

Contacts[1] | Affiisted Enties[1] | Parnersnips[1] | Retums[1]

Account Detail o
NRS Account Number  A6409 Previous Entity Name

Account Owner (7] | i Yparraguirre [Change]
Entity Name  NSW Training [View Heerarchy)
Total Class Assets 0

Jurisdiction Detail

Primary Jurisdiction  New South Wales Primary Registrar  New South Wales

Once selected, the section headings (such as account
information and jurisdiction detail as seen below) will be
highlighted in green to signify a user is in edit mode. Whilst in
this screen you will be able to fill out the required sections.

Providers

[
§ Account Edit
% NSW Training
Account Edit Save  Cancel

HRS Account Humber  ABA3 Previous Ently Name
Account Owner  Lul Yparraguie
Enity Mt | NSW Training

Jurisdiction Detail

Primary Jurlsciction  New Sauih Wales Primary Registrar N Soulth Wales:

To save changes click the ‘save’ button on the edit page. It is
recommended that users save whenever they are entering new
data changes as work may be lost if the tab or browser is closed.

d

Navigate through the system by using the ‘back to list’ link
to the top of the screen by clicking on the account name,
return number or contact name, rather than clicking the
back button on the browser. Pressing back will return you
to the last completed action and start an endless loop or
result in work being lost.




Parts of the account can be edited individually. This can be done
on the Account page .or a return by double clicking on the small
pencil icon to the right of the editable fields on the account.

Entity Detail
Entity Type ———> rd ABN 44 456 456 456
Trading Name ACN / Registration Number

Accreditation to Service
Standards

Accreditation to Service
Standards-Other

Deductible Gift Recipient (DGR) GSTExempt

Public Benevolent Institution
(PBI)

Double clicking on the pencil icon will enable you to edit that field
of the account without needing to enter edit mode as shown
above. However — double clicking the pencil icon will only enable
a user to edit that particular field. Click on the ‘save’ button once
editing is completed or before you move to another page.

Entity details
This section records the details of your organisation and assists in
developing a more detailed profile of the provider.

 Entity Detail

Entity Type  Company limited by guarantee

s Australian Service Excellence Certificate; Community Care Common Standards

Accreditation to Service Standards-Other

Deductible Gift Recipient (DGR)

Public Benevolent Institution (PBI)
Description of services — This field is optional for providers.
The information recorded in this field appears on the National
Register. Including a description of your organisations services
can improve opportunities for engagement with potential tenants
and partnerships. It is recommended that the description is
limited to a couple of sentences however there is capacity to
write more if needed.

Aboriginal Community Controlled Organisation — Select this
box if your organisation is an Aboriginal or Torres Strait Islander
Community Controlled Organisation (ATSICCO). This information
is used for reporting trends and developing profiles of registered
CHPs.

For Profit — Select this box if your organisation is not a
charitable or other type of not-for profit organisation This
information is used for reporting trends and developing profiles of
registered CHPs.

Contacts, affiliated entities and applications

8 | CHRIS User Guide — For providers V3.1

Praviders

asceunt
0 NSW Training

< Contacis ) | AMSalsd Entties 00 | Swinensips it | Sstums >

Account Detail Ea

On the account page there are four links: Contacts, Affiliated
Entities, Returns and Partnerships. Clicking on these links,
directs you to the specific field which is at the bottom of the page
where an item can be selected. Moving the curser over these
links pops up a box with further information and allows access to
edit or view the same information.

You can click on these links directly to create a new record or
edit an existing record. These links are also viewable by
scrolling down to the bottom of the page.

Contacts

The link provides information on contacts associated with the
provider’s account. Users are able to create a new contact by
selecting the ‘new contact’ link or edit an existing one.

You can edit most of the fields except for the name. Contacts
should include key persons in the organisation. You can add as
many contacts as you like however only one person must be
nominated as a contact person. All correspondence and
enquires through the system (CHRIS) will be sent to the
nominated contact person.

"2 Contacts New Contact

Action Caniact Name Jab Tite: Emall Phone Specific Needs
Edt  Sydney Portal CEO

d

list. You can edit some of its fields but not the

name. The Contact link is also available via the m

tab on the top of the page on the home screen.

Contacts cannot be deleted from the




Affiliated Entities

The ‘Affiliated Entities’ link is where all affiliated entities are
listed.

Action Affiliation Affiiation Type Afiliated Entity Name Affiiated Entity ABN Afilistion Commenced Affiiation Ended
Edt  Affiiation 0283 Subsidiary ACT Training 44000000 111 161092015 16/09/2016

You are able to create a new entry or edit details about an
existing affiliated entity listing by selecting the * New Affiliated
Entity’ button.

Providers Teor Search
m Contacts  Returns.
§ AMited Entty £
" New Affiliated Entity
Affiliated Entity Edit Save  Save & New Cancel
Koot | NSy Training @
L .
Asvstance Ifyau creste an Atases Ensty recors i et and wouss
e 152 b removec e contactyour analys oy emal
0 e afeanca rumosr 310 he ragsan ot temaval
e e | A wa T
11sma21s]
Sevs | Saveatew Cance

For more information on affiliated entity arrangements, you may
refer to the affiliated entity page on the NRSCH website.

Partnerships link

Details on certain partnerships need to be submitted as part of
the return and these are recorded on the account page.

Partnerships New Partnership
Action Partnership Name Partnership Type Date of commencement
Eqit  ABC Company ) Outsourced Senvice Parinerships 16092015

The partnerships section of the Return lists all the partners that have
an agreement with the provider. This may be an outsourced service,
formal support, development agreements or community engagement
partnerships. Details on the types of outsourcing arrangements which
are required as part of the return are explained in more detail in the
return itself. The screen shot below illustrates the options available.

New Partnership

“. Select Partnership Record Type

Select a record type for the new partnership.

Select Partnership Record Type

Record Type of new

record II a) Outsourced Service Partnerships j

a) Outsourced Service Partnerships

b) Formal Support Partnerships

c) Development: Engagements, Contracts and Agreements
d) Community Engagement Partnerships

Click on the ‘New Partnerships ‘button to create a new line. When
you click on the ‘New Partnership’ button, you will be directed to the
following pages.

Providers Search. Sear

jr—
A(thllﬂll Contacts  Returns.

Vo Parioship
"4 Select Partnership Record Type
Select a record type for the new partnership.

Select Partnership Record Type

Record Type of new record | ) Dutsourced Senvice Partnerships

Available Partnarship Record Types
Racord Type Name. Deserpson

8] Gutsourced Sarvice Partnerships 1, Dutscurced Servk
b) Formal Suppert Partnerships

ipe
Relating s Periormance Outicens 1 Formal Support Partnarshigs
€) Development: Engagements,

for Deusiopment

) Community Engagement Parinerships Relating to Perfermance Outecme 3, Community Parngrships

. A1l IGhts reserved. | Privacy Siatement

Once you have identified the record type name, click on the
‘continue’ button and this will take you to the page below




Providers

. Partnership Ea
"4 New Partnership

Partnership Edit Save SavekNew Cancel

e [ Q)
Farnesip Type 2} Outsoueed Servea Parnersgs

proposed Outsour

1 you crests 8 Parinaranip razard in eror and woud i

o'ba remored. please ot the Parinarship Nama to
“Createq in Emar. then please contact your analys by mail
i ecquest deleton of e reccrd

d

118mz218 ]
(16082015
116882015 |

Some providers have a large number of support partners. You
only need to record those support partners whose size and
significance are such that you consider them to have a material

influence on your performance outcomes.
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Deleting contacts, affiliated entities and partnerships
Providers cannot delete entries that have been created and saved.

Where an affiliated entity or partnership is no longer in place then they
cannot be deleted but the arrangement can be edited to show its end
date

Where an existing contact has left the provider you can edit the entry to
show they are no longer associated with the organisation.

If a contact, affiliated entity or partnership was created in error (e.g. a
duplicate entry was made) you should contact your assigned analyst
who will organise for the entry to be deleted.



Managing Property Data

This section provides detailed system steps on how to
create, view and update property data in the CHRIS properes

portal. Property data must be up to date prior to fD
calculating the CHAPR. Property can be updated at any —
time through the CHRIS portal. RecentFropertes —

Further information is available in the Guide to recording property

data and generating the CHAPR available on the NRSCH website. O, if you are in My View select New Property

Updating and creating property data can be done a number of ways in

CHRIS. Properties

Option 1:
Standard process of creating and updating an individual property record
in CHRIS (See sections on Create properties and Update an existing

property). DE‘" pnoperly |E

Use this option to create and edit properties directly in CHRIS. This Action | Property

Provider
option is suitable for providers with a small number of properties to be i )
created or updated. Edit Froperty 001044 Jasmin Test
Option 2:
Bulk update properties (See section on Request property report and Select the Record Type, either Owned Property (wholly or partially) or
Bulk update). Managed property and Continue

Use this option to update several properties at once, by entering the
new data into an existing file and then uploading this into CHRIS. This
option is suitable for providers who have existing property data recorded

Properties

. . . New Property

in CHRIS and a large number of properties require update. & Select Property Record Type

Option 3: Select a record type for the new property.

Bulk create properties (See section on Bulk create properties in the T T

portal). Recora Type of newrecord [ Guned Praprty |

Use this option to create several properties at once, by uploading a Ouhed Proporty ] (]
prepared data file into CHRIS. This option is suitable for providers who

wish to create a large number of new properties. Avallabie Property Fpcord Types

Record Type Name  Description
Managed Property Properties Managed by the Provider

c reate p roperties ‘Owned Property  Properties Owned by the Provider

To create a new property, select Create New Property from the
Properties Tab

11



Enter your Account Name/ Organisation Name. Select Search using the
magnifying glass icon

Property Edit Program Type | Long term community housing v
& New Property Asset Class |
Other Asset Class comments
Property Edit | Save | |Save & New| | Cancel ‘ y
Information Liability | All responsibilities (including structural) ¥ |
Povier | |@ Year of Construction
Account Ref ExtID Error; Year of Consruction is mandatory if Maintenance Liability is NOT equal to "No responsibility for

maintenance”

State Vested Interest |

Complete the Asset Details — note fields marked with a red line are
mandatory fields and must be completed. If mandatory fields are not
completed you will be unable to save the record.

Create multiple properties — Clone a record

If you have multiple properties in the same street or similar details, you

Please refer to the Guide to recording property data and can select Clone on a property record you have created.

generating the CHAPR available on the NRSCH website for

definitions and guidance on each field on the property record. Please use caution when using the Clone function to ensure that the

record is updated correctly.
(s ]

Cortértl e | pgrg v Tl | Accounts  Contacts Returns

R '
ey
~mw st Property
e | i & Property 001044 \

— e )
! o « Batk to List

Pireds ‘ ropety upcks commey
Confidential Properties Property Detail [ it | [ ctone
If the property address is confidential and must be kept secure you must Property  Property 001044

Provider  Jasmin Test

select Yes against the Confidential Property field.

Account Ref ExtID  AGT38
Primary Jurisdicion  New South Wales

Asset Detail
S— =1 This will open the cloned record in Edit mode and you can update
Gomplete s 16 (Yes) Tthe e | | the details as necessary and Save.
property address is confidential
and must be kept secure and not fer | |
disclosed, for example, properties & New Prapety
identified for persons escaping  [er | |
domestic violence. || | Propary 28t [sne ot e
SHeEt mats | woribon |
Suburb || | mwr»’r::;z ‘:::NM B l:wm*n:::‘: f—— o
st [ -ane-—+] o
[ roebvs |
Postcode || | — ‘
o | e houea
|t | 1
—
e ol Brick.
. . . sak |vsus) b
Complete Funding/ Ownership details i e
. e e 7 o [T
ety s | . oo [t .
oD [ gng.. . e | g v
[—— prE—

e

Mg sancy i

o

san | sove s o] [caral.

The Year of construction is mandatory unless there is no
responsibility for maintenance on the property

12 | CHRIS User Guide — For providers V3.1



View properties for your organisation

Select the Properties tab in the CHRIS portal. Select My View and
Go!

el
' NATIONAL REGULATORY SYSTEM
QUSING

COMMUNITY H

A e it ol Clormesiannit™s, St el Tarstiary Sovinreiinti

Accounts Contacts

_ Properties

¢~ Home

View: | My View v || Go!

All properties recorded for your organization will be displayed in a
list view.

sumn

—
Beeaunts Conters [ Reums

&

Wty 1)

deion ety o s Unturb Shesbae st Fonsce sair
BNl Fuowh iy et T out s sy B Hs

The list view (My View) can be reordered / grouped by any of
the column headings. For example by Record Type Owned or
Managed Property, Program Type, Street Name, Suburb etc.

Click the column heading to group as required.

StreetName Stburt Postoode St Record Type + Program Type
Teet 8t Bydney 2000 Naw Owned Preperty Long term community

Update an existing property

Select Edit on the property record to update

Accoynts Contacts Returns

v]

ACtion Property Provider Status
Edit Froperty 001044 Jasmin Test Current

Or select the property record and then select Edit

Accounts Contacts

Returns

$|My\r‘iew v

New Property | | € J

Actio rope
Edit Froperty 001044

Accounts  Contacts Pn]perlies Returns

Provider

Jasmin Test

Status
Current

. Property
&2 Property 001044

= Back to List

Property Detail

Property
Provider
Account Ref Ext ID

Primary Jurisdicion

Created By

d

Property 001044
Jasmin Test
ABT3E

Mew South Wales

Jasmin Stanford, 4/05/2020 12:36 PM

Edit | fiClone

Note: When a disposal date is entered the property record is
automatically closed. The Community Housing Asset Summary
and Property Summary figures will also be updated.

Incomplete properties

This information is only relevant to providers who had their
property data uploaded by the NRSCH National Office as part of

the implementation of property data functionality.

During the upload of property data some incomplete records were
saved. Incomplete properties are current properties that have
missing mandatory information or dependent mandatory
information. The incomplete properties list will show you what

data will affect the calculation of the CHAPR.

If you have manually created your properties, you will not be able
to save the record if the data is incomplete and therefore this

process is not relevant.

From the Properties tab select Incomplete Properties and Go!

Accounts Contacts

Properties

" Home

Wiew:

Incomplete Properties

Rece my Wiew

Property

Properties

ol

Returns

Prowvider

13



Once you have identified the incomplete records please follow the

Update an existing property system steps.

Request a property report

On the side bar (click the small arrow to open or collapse the side

bar) within the portal there is a link to Request Property Report
this sends a request to your Analyst who will contact you to
discuss and provide you with a property data export in excel

format. This may be useful when reconciling your property data.

The report will not auto-generate when you press the link.

Recent ltems

Properties
Jasmin Test '@-;) Home
Property 001044
View: | My View v || Geo!

Return 6256

Recent Properties

Help Links

Property
Property 001044

Provider

Request Property Report

Request Property Report ]

Bulk create properties in the portal

Bulk create properties may be used at Application for Registration
or whenever a provider is required to add a number of new
properties.

Note: This process is used for new properties only and is
limited to approximately 1000 records. Please speak to your
Analyst if you are uploading more than 1000 records.

Alternatively, several properties can be created quickly and directly
in CHRIS using the Clone a record feature to copy an existing
property record and then update relevant fields. This is most useful
when creating new properties that are located in the same street.

1. Create the file for upload using the Property Data List Portal
Upload Template available on the NRSCH website.

Ensure that all mandatory fields are entered and that all pick list
fields have valid entries.

Save the file in CSV format

Ensure that the help text in rows 2-19 of the template have been
deleted prior to uploading your file.

d

If there are errors in the file, the system will display the errors
for the first record with errors and the file will not be uploaded.

14 1 CHRIS User Guide — For providers V3.1

2. InCHRIS, select Upload Properties under the Property Links on
the left hand side of the screen.

3. Choose and select the property data file

Providers

Logged in as Jenny London (jenn|
Search. Search

Accounts  Contacts Properties Returns.

IR _Upcad Provry Recrss

RED (Realising Every Dream) Inc:
Property 098291 No file chosen Upload
Retum 6341 o
Retum 6142
Properly 093490
Properly 093458 ooro
Properly 093489

Properly 093472

Properly 093471

Properly 093485

Help Links

NRSCH Website

4. Select Upload

Home Accounts Contacts Retums Registration Compliance  Enforcement Actions Cases ASCoR  Reports Dashboards Console  Ch:

Jasmin Test

Upload Property Records

Choose file | No file chosen Uplosd
Record ID
3 Open =)
1 [1» ThisPC » KIWARACBIZLINK (\BIZLINK\DHS\FACS\USERS) (H:) » Chrome Downloads v ] [[search Chrome Downlosds 2 |
Organize v Newfolder - 0 @
3¢ Favorites Mame size
B Deskiop © GoToMeeting Opener 356K8
18 Downloads 0157096832720 137KB
ort1587450469151 K8
18 This PC |87 Test Property File - Portal Upload icr 12K8
31 Test Property File - Portal Uplosd Microsoft Excel W. 16KB
5 KIWARACBIZLINK ¢
% ASH_DIV3_UNITS (T
File name: | Test Property File - Portal Upload V] [anFies V]

The system will confirm that the file has been processed.

Accounts Contacts_Properies_Rotums

. Upload Property Records
+ Record rom il succassfuly crasteupéatc

Chooss e | Nofie chosen v

atoonpORIAAD
[ ——]
aORIAG
veomnona0
[repims R

r——
oG
S0FORAD
eo00FORNARD
[y

Propany 103250
Propeny 155275

NRSCH tetste

ateonoonzFosaaL
seononFos aA0
[E——Y

Progery tss270 Weraged rger

If there are any errors in the file, the system will display these

errors. Open the file and fix the errors. Upload the file (repeat steps

1-4)

. Upload Property Records

~ Required fields are missing: [State]

~ Required fields are missing: [Suburb]

« Required fields are missing: [Street Name]

+ ERROR: Upsert failed. First exception on row 0; first error: REQUIRED_FIELD_MISSING, Required fields are missing: [State]: [State]




Bulk update

Bulk updates may be used when a provider has a number of changes to
make to existing property records.

1. Request a property report

On the side bar (click the small arrow to open or collapse the side bar)
within the portal there is a link to Request Property Report this sends a
request to the NRSCH CHRIS system administrator who will contact you
to discuss and provide you with a property data export in excel format.

The Property Report will be in the same format as the upload template.

2. Find the properties in the file that require update and insert new
data into the file

3. Remove the properties that do not require update

4. Follow Bulk create properties in the portal steps to load the file

This section provides information about completing
your registration or compliance return. unlike
registration a compliance return is submitted in one
part.

Return Links
The ‘Returns’ link is where all the provider’s returns (including their
registration application) are listed, previous and current.

5 Retumns

Action Form Reference.
Edt  Retum 1367
Edit  Refurn 1391

Form Status ETF Start Date
13112013

13112013

ETF Due Date
2001172013
200172013

Return Start Date
41272013
411272013

Scheduled
Scheduled

As can be seen above, hovering over the ‘Returns’ link will show the
form reference, the return start and due date and the record type. The
returns link is also accessible via the returns tab on the top menu.
Clicking on the return number will open the return.

Completing the return

Click on the tab then select the return to be edited or

completed. The relevant return will have the form status ‘return in
progress’.

Accounts  Contacts

a All Returns ~

r) A/B|C|D|E|F|G|H

A... Form Reference *

Edit Return 3205

Provider

Jasmin's Training

Record Type Form Status

Compliance Rety Return In Progress

Once open the screen will show the timetable for submitting the return.

To start the return, click on the ‘Start Return’ button at the top of the
return page.

Providers

E—
\ccounts  Contacts
Account NSW Trainin

et
B Return 4140
= Back to Account: NSW Treining

Return Datail

Typs ot Compliancs  Standard

This will take the user to the first page which provides instructions about
completing the Return including where to seek assistance, saving the
document and the metrics. There will be 11 pages to complete in a
standard return.

15



Completing a Return

1. Chair or equivalent

<

Introduction Page

This page provides a brief summary on how to fill out and 2. Public Officer or [v
complete the Return. It is important that you read the equivalent
Introduction page before moving to the next page. Once done

reading the Introduction page, you may click on the ‘Next’ 3. Treasurer |7
button or choose from the drop down menu on the top of the

page. You may do any of the Performance Outcomes at any 4. Chief Executive or [v
time. equivalent

5. External auditor

<

.Page1of11

Introduction Cancel|  [Mext|  ViewAccount (displavs in 3 new tab)

Go o Page: Introduction .

Provider entity details
checked

<

Affiliated entities checked [#

Core Document Page J

There is no requirement to re-submit the same evidence
required during registration if there are no changes to it.

When completing the registration return or standard compliance
return, you will need to attach what are described as ‘core’
documents as supporting evidence.

As with the edit screen for the account details, the page

headings in this screen will be highlighted in green. To The Core Documents page lists the core documents the provider must
move forward click in the return on the ‘next’ button. Page attach to a registration or standard compliance return. These are
Two provides you a checklist of the core documents that described and specified by Tier where this is relevant.

should be attached.

.....

Return

B3 Page 2 of 10 . o
Core Documents | save | | cancel | | Previo @
e W asnet pertormance report completad
seveapment program ssacnea
Potmance feukaments) 00 s 3510 3 3Tt 13 o
Instructions  Please provide all of the information requested below and tick the a ety ooors npwec b St s kicked )

senaman cune Siateos asse mamsgement pan stscnes
Contacts, Provider Entity Details and Affiliated Entities can be acce Al veport atiched

Mz 182)

resus are anached. Resullanalysis 15 also fequiregtor Tiers 142

amess poms g past ang
e Mers 122)

[
GOCUMENtS felevant 13 e 18 I Whieh i P15 5 3EIANG

As noted earlier the provider’s account page should be kept

up to date between assessments but the Return provides a omoemmnis

reminder to check and edit the details at this point. Check

the boxes once the account details are confirmed as The FPR referred to in the core documents is attached to the invitation
correct. to commence an assessment email.

You can attach the evidence at this point or as you are
completing the relevant performance outcome page of the return.
However before submitting the return check:
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e The boxes to indicate all the required documents have
been attached; and

e The core documents completed box at the foot of
page 2.

The CHAPR is included in one of the pages of the return.
Attaching evidence

Evidence needs to be uploaded to the return as part of the
registration and compliance process. Once you click on Start Return
they will see the ‘Add Attachment’ link at the bottom of the page.

To attach the necessary evidence required for the return, click on

the ‘Add Attachment’ button at the bottom of the return. This will
only be visible after the Introduction page and the return is editable.

Evidence successfully attached will appear at the bottom of
the return.

Evidence Attachments Add Attachment

Evidence Performance Outcome Performance Requirement

Performance Performance

Lel=e = Outcome 1 Requirement 1a

You should indicate which performance outcome and
performance requirements the core documents meet.
Additional information is available in the Evidence
Guidelines.

Evidence Attachment s Add Attachment
—

Performance Performance

el EV27123 Qutcome 1 Requirement 1a

Save |Cancel

Evidence Performance Outcome Performance Requirement Addi

The relevant Performance Outcome and Performance
Requirement should be selected for each evidence attachment.
Additional related performance requirements should also be
selected if the evidence attachment is being submitted as
evidence of compliance or capacity to comply with multiple
performance outcomes. Any number can be selected.

Clicking on the ‘Add Attachment’ button will launch the
evidence attachment page.

You may put in a description of the evidence attachment on the
‘Comment’ field section. A clear description will assist the Analyst
when assessing the return, but will also assist you in ensuring all
necessary evidence has been attached prior to the submission of
the return.

—
accounts_ comacts [EERY

B3 Create Evidence Attachment

Once you have selected the Performance Outcome and

Performance Requirement that the evidence attachment relates
to, clicking the ‘browse’ button will allow the user to select the file
they wish to attach from their computer. Clicking on the ‘attach’
button will then attach the document to the system.

The system allows a maximum of three (3) evidence or
supporting documents to be attached at one time

d

A provider can view the evidence they submitted as
part of a previous assessment by opening the relevant
return. There is no need to resubmit evidence that
remains identical but if the provider does do this they
should ensure their return clearly specifies where and
what this evidence is on their new return.

The Evidence Guidelines and the Financial Viability
Guidance Note.
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http://www.nrsch.gov.au/__data/assets/file/0008/288224/D_Evidence_Guidelines.pdf
http://www.nrsch.gov.au/__data/assets/file/0006/413196/NRSCH-Financial-Viability-Guidance-May-2017.pdf
http://www.nrsch.gov.au/__data/assets/file/0006/413196/NRSCH-Financial-Viability-Guidance-May-2017.pdf

Performance Outcome page

Each performance outcome has its own page (pages 3-9)
which includes data fields you will need to complete. The
performance metrics will be automatically calculated by
the system based on the figures reported by the user. The
metrics will be displayed after you have clicked the ‘Save’

There are fields on the return that require you to select a
box if the answer is ‘No’ For example, in Performance
Outcome 2, Section 2.4a if your organisation has not had
any property development you would select the box.
Succeeding sections (2.4.1 up to 2.4.6) are not required

button. The data is identical on the registration and to be completed and must be left blank.

compliance return.
If Section 2.4a is left blank it means that your organisation
BY Page 3 of 10 has enggged in property development in which case you
erformance Outeome 1 ) ) () (] Vewcom s are required to complete the section 2.1.1. up to 2.4.6.
TENANTHOUSING SERVICES  The communty ousing provider s fai ransparert an respansive n delverng housing assisance wtenaris resd Y U must tick Performance outcome 1-7 completed when
you have uploaded all necessary evidence relevant to
P each performance outcome. Ensure you have attached
come ASESIRSE ey managemn s usncs e ense e are e deis o achousarces sevessaerss - ANY docUMentation you wish to use as supporting
evidence, linking the evidence to the performance
requirement. If you have not completed the performance
T outcome or you are planning to add more data at a later
resmm— stage please do not tick the box.

SECTION 1.2 Tenancy numbers for the year to 30 June

121 Tenancies for theyear [ |
1.2.2 New tenancies for the

The guidance on completing the return on the NRSCH
website and Evidence Guidelines (PDF) contain useful
information about data definitions which remain identical
for registration and compliance. The Financial Viability
Guidance on the NRSCH website will also assist
providers complete Performance Outcome 7 and the FPR
template. If you need assistance filling out the return there
are also question marks in yellow circles throughout the
return which provides further information and definitions
when you hover the cursor over them.

Perfgsfance outcome |l
completed
Importantinfermation  Please tick this box when you have entered all the data relevant to this page. If you have 1f
mare data at a later stage please do not tick this box

Once youtick this box the system will confirm data has been entered where required and|
been completed without un-ticking the box.

Please note that number fields cannot be left blank. Where the answer to a numeric ques

This box must be checked on every page to allow the return 1o be submitted.

Evidence you have successfully attached to the return will
be visible at the bottom of each page. Additional
performance requirements can be added to an existing
piece of evidence by clicking on the number of the piece of

N c.idence you wish to edit.

SECTION 1.2 Tenancy numbers for the year to 30 June

1241 Tenancles for the year o | \ The ‘Previous’ and ‘Next' buttons will automatically save

1.2.2 New tenancies for the data on that page and will take you to the next or previous
year @ page. If at any point you wish to stop completing the form or
return to the overview page, pressing ‘Save’ then ‘Cancel

Total number of new tenancies to

30 June. Terancies re defined | R /| rcturn you to the overview page.
ERellnzy ter_1anc|es ghat ers Tenancy service standards

allocated during the year either to

existing or new/upgraded tenancy --None-- ~

units. Exclude transfers, _

succession of tenancy. .
setting ~ Available

Charter

- Chosen
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Responding to previous recommendations or
observations

If the Registrar made recommendations to the Provider in
their last regulatory assessment these will be visible on the
relevant performance outcome page(s). In addition to
providing relevant documentary evidence you have taken to
address these recommendations, a comments box is
available to explain in detail. If action has not been taken or
only partially completed, you can also use this comments box
to explain. If you consider that the recommendation is no
longer relevant during compliance then an explanation of the
circumstances is necessary. Such explanation needs to be

supported by an appropriate documentation.

Example:

Previous outcome 1
recommendations

Develop and implement regular oversight processes for allocation of properties.

Develop and implement regular monitoring and reporting of compliance with all tenancy policies and procedures.

PO1 Action to implement
recommendations

Metrics included in the return

Once data has been entered and the ‘Save’ button is
pressed the system will calculate metrics at the bottom of
certain performance outcomes. The data from provider’s
last assessment will be displayed and you are encouraged
to compare and explain any significant differences.

The help icons next to each metric indicate how these
metrics are calculated, and traffic lights will appear if data is
outside the target range. Further information is available in
the Metrics Information on the NRSCH website

Metric 1.2a Tolerance
Previous 1.2a Eviction Rate

Metric 1.3a Tolerance &)

[T the tenant response rate metric te
(1.3a) is greater than or equal to
10% the flag will be green. =10%
will be amber &

Previous 1.3b Survey return rate

Metric 1.4 Tolerance

Previous 1.4 Tenant satisfaction rate

d

A red or amber traffic light indicator does not mean the
provider has ‘failed’ a performance requirement or outcome
- instead, it indicates that the data does not met the target
range and the provider has the option to provide an
explanation in the comments field for each outcome’s
metrics.

Performance Outcome 1 Metrics.

Hote  To view the metrics please press save
‘The form includes threshakds for some requirements as an indicative guide for further consideration. The thresholds do
capacity or compliance and where results are below or are rending below a threshold the prouider is encouraged to provide an
‘explanation in the optional comment field below.

Metric 1,23 Eviction Rate  33% Metric 1.2 Tolerance (@00
Metric 1.2a Threshold (%) 10% Previous 12a Eviction Rate %
Metric 1.3a Tenant response  20% Metric 1.3a Tolerance (@O
rate

Metric 1.3a Threshald (%) 10% Previous 1.3a Tenant %
response rate

Metric 1.35 Survey retum 2% Metric 1.3b Tolerance & @0

Wetric 1.30 Threshold (%) 25% Previous 1.3b Survey retum %
rate

Metric 1.4 Tenant  50% Metric 14 Tolerance . @0@)
satisfaction rate
Metric 1.4 Threshold (%) 75% Previous 1.4 Tenant %
satisfaction rate

There is opportunity for comment on any information or
evidence provided in the performance outcome comments box
at the foot of every performance outcome page. Providers
are encouraged to make comments when:

e The performance metric is showing red or amber

e There is significant change in performance from the
previous assessment — better or worse.
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Outcome 1 Metric
Comments

Consent, Authorisation and Declaration

This is the final page to complete the return. On this page you
will be asked to answer Yes or No on the Consent,
Authorisation and Declaration fields.

Retarn
b Page 10 of 11

Consent, Authorisation and Declaration

Save Cancel  Previous Finish

i Arzount (dsplays in 8 new tan)

Go to Page: Confirmation

oiher than the proxider. Thel
i can ba withdrarwn by a providar at any bme i

Evidence G
s for the primary Registrar to ctain information from relevant Housing Agencl

governing body consen
“wrting 1o the primary Reglstrar.

Consentgiven  _jong.- +

Autherisstion  The gaverning bady has sutharised the submission of this form and all of

Autharisaton given

~-None-.

reviewed the nd dec

" ~None- -+

Once this page has been completed, you may tick the ‘Ready
to Submit form box. This means that the return is now
complete and can be submitted to the Registrar for
assessment. It is essential that performance outcomes are
marked as completed, otherwise an error will prompt you that
the Return is not yet ready to be submitted.

After selecting the ‘Ready to submit form’, you may click on
the ‘finish’ button

The Return may still be edited at this point in time. This
means you can change any data you have reported on in
the Return.

Once all necessary data has been provided and all
required evidence has been attached an overview can be
printed for your records and/ or your Board. Click on the
‘Printable View’ link on the top right hand side of the
return overview.

Submitting the return

Once all data fields are complete and all required
evidence is attached for each of the performance
outcome click on the ‘Submit for Approval’ button to
submit the return to the Registrar.

If there are difficulties submitting, ensure that the
performance outcome completed boxes are ticked at the
bottom of each page and that the ‘Ready to Submit’ tick
box has been completed. When in the overview this is at
the top right hand side of the form.

Return

&Y Return 3205

« Back to List

Return Detail

< Submit for Approval :)

Ready to submit foy

c:;
Important information f0u have completed this form and are ready to submit it to the Registrar, you need to tick the ‘Ready to submit form’ tickbox then press
the ‘Finish’ button. This wil bring you back to the overview page where you will be able to press the ‘Submit for Approval’ button

If you receive an error message, please untick the ‘Ready to submit form’ box and check that you have
- completed all of the questions on this page; and
- ticked the tickbox at the end of every page (e.g. ‘Performance Outcome 1 Completed)

Once you have successfully submitted the Return, the form will be locked from ediiting and the Registrar will be notified that the form has been
submitted. You will also receive an email notification confirming the form has been submitted

Previo @ View Account (dispiavs in a new tab

save | | cancel

Process
Provider  Jasmin's Trainin

Tier

Once finish is selected you will be taken to the Return home
screen, as shown below. Clicking on the ‘finish’ button will
save the return and an overview of the entire return will be
available.

Providers Search Search

-
Accounts  Contacts m

.
B3 Return 4140

« Btk to List: Return:

Return Detail Subrit for Approvl | Start Retum | Supplementary Evidence

Type of Compliance

Standard

FormReference  Retum 4140
Compiance Retum

Return in Progress

Provider  NSW Traiing

Tor Record Type

Anaivst Ll Yasraguine Farm status

Ready 12 susmit form
Ownsr ] sysiney Bortal [Changs]

Rotum SartOste 140082015

Retur Dus Date 261102015

Returm Submitted Date
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If you attempt to submit the return without completing the
required fields on the return, an error message will prompt
on your screen. The may be as a result of not making an
entry where an entry is required, or entering a letter in a
numeric field. If an error message is shown follow the
instructions in red on your screen to remedy the issue
before trying to submit the form again

When you have clicked the ‘Submit for Approval’ button,
a window will pop up reminding you that once the form is
submitted, you will be unable to edit information on the
return:

==

.
Message from webpage

I.-"__-"- Once you submit this record for approval, you might not be able to edit

"' it or recall it from the approval process depending on your settings.
Continue?

Lo Jf

Cancel




Once you have clicked ‘OK’ the Registrar’s Office will be
automatically notified that the return has been submitted.
At this point, the return becomes locked as represented
by the lock icon on the left of the edit button. You are now
unable to edit the return.

Accounts  Contacts m

Return
BJ Return 3205
« Back to List: Returns
Evidence [1] | Provider Reports [1]

Return Detail ( i} s>nReturn Supplementary Evidence

—
Process

Provider  Jasmin's Training Form Reference  Refum 3205
Tier Record Type  Compliance Return
Form Status  Return Submitted
Analyst  Nsw1 Analyst Ready to submitform

You will receive an email to confirm the return has been
successfully submitted. If the application needs to be
modified please contact your Analyst.
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Calculating property data
and the CHAPR

Property data is used for a number of calculations that
occur in CHRIS. This section identifies how property
data is used to calculate the CHAPR and information
recorded on the Account page.

Community Housing Asset and Property Summary

The Community Housing Asset and Property Summary are displayed
on the Account page.

Conmaity Fousing ks Sarmy

At

e 1 T e
Dans Al 0 Ottt 178 [
Chisn |
il [ Gl |
il 0D | ity |
s Ty ot

¥ Pogeny Sy
Loog Tem CommuntyHousivg. 1§ St Wecham lem Howerg |
crigs Boading e vls [

) i e |
o o ey |

Community Housing Asset Summary

The Community Housing Asset Summary is calculated from the Property
Data List with the rules for each jurisdiction applied. Further information
about how community housing assets are calculated can be found in the
Community Housing Asset Calculation.document on the NRSCH website.

Community Housing Assets are calculated in real time which means
that the figures are updated each time you create or edit a property
record.

Total Tenancy Rental Units is included in the Community Housing Asset
Summary. This represents a count of tenancies at capacity for all
properties included in the Community Housing Asset Summary
excluding vacant land, non-residential and properties held for sale/
disposal.

Property Summary

The Property Summary is also calculated from the Property Data List.
The property summary displays the total of all properties with a status of
current by Program Type. Not all properties counted in the property
summary will be community housing assets so you may notice that your
Community Housing Asset Summary and Property Summary are not
aligned.
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The Property Summary is also calculated in real time which
means that the figures are updated each time you create or edit
a property record.

Community Housing Performance Report (CHAPR)
Information regarding the provider’s portfolio is indicated
on the Community Housing Asset Performance Report
(CHAPR). The CHAPR forms part of your return.

Information regarding the provider’s portfolio is indicated
on the Community Housing Asset Performance Report
(CHAPR). The CHAPR forms part of your return.

Calculate the CHAPR
Before calculating the CHAPR ensure that your property
data is up to date.

Select the Calculate button on the CHAPR page.

g Returm

B3 Page 9 of 11

Community Housing Asset Performance Report (CHAPR) [ save| [Cancet| [previous | | neng
Go to Page; CHAPR K

[cacuine

CHAPR Completed 1]

Evidence Attachments ~ LRTFLTOITSY

Performance Requirement

| savel [Cancet| [Previous | [Nest|  View Account (displays in & new tab)

Additional Related Performance Reqs

This will generate the calculations for the CHAPR based on
the property data entered.



Return
B9 Page 9 of 11
Community Housing Asset Performance Report (CHAPR) Save [€ancel| | Previous| [Next|  View Account (displays|

Go to Page{ CHAPR v

NOTE: If these figures are incorrect, please update data through the property form and reconfirm property data is up to date on this form

Ownership

ACT NSwW NT QLo SA TAS vic WA
Gwned (Wholly Or Parly} I q 3 q q o o q
Managed On Benalf Of Another Entity [ q 3 q 9 o [ 9

I
ol

Maintenance Liabilities

No Responsibiiy For
Responsive Repars Only
Responsive And CyclicaliPlanned
All Responsibiliies (Inel Struciural)

Type of

Long Term
Short to Medium Term Housing
Crisis

Boarding House Unis

NRAS

‘Affordable Housing

DA

her

Private Renial Housing

Class of Asset

lass &
lass B
lass C
lass D
lass E

You are unable to amend auto calculated figures in the CHAPR.

If the data in the CHAPR does not appear to be correct you should
review and update the property data and select Calculate again to
complete a recalculation.

£

If the information used to calculate the CHAPR or mandatory
data is missing the calculation will error and you will not be able
to submit your return. To proceed property data must be
updated and the CHAPR recalculated.

Planned Growth

All providers whose portfolio is planned to change over the
next five years should manually complete this section about the
type and scale of changes.

CHAPR Calculations

Only properties defined as community housing assets for the
jurisdiction are counted in the CHAPR. Further information in
relation to jurisdictional calculations is available in the CHAPR
Calculations document on the NRSCH website.

The CHAPR is calculated based on the reporting period.

e The reporting period end date is equal to 30 June of the
last financial year before the Return start date.

e The reporting period is 12 months from 1 July to 30
June (reporting end date)

e  Counts will be entered as zero (0) if there is no
properties meeting the definitions

e Age of portfolio will be calculated on 1 January each
year

Complete the CHAPR
Once this page has been completed, click on the ‘CHAPR
Completed’ button.

! CHAPR Completed ] !

Evidence Attachments Add Attachment

Evidence Performance Outcome Performance Requirement Additional Related Perform

Del EV27123 Performance Outcome 1 Performance Requirement 1a

Save | Cancel Previous | Next

Planned Growth

Total Tenancy Units Vested Next 5 yrs

Total Tenancy Units Acquired Next 5 Year

Total Units Bianned Wajor Refurbishment | I | | | | | | |

‘Are fhese additional refurbished units? [~ [N v [ Noy > [ ot v [Har = | =Non v [ ZNov v | “Nai ¥ |

Loief

Net New Leages Planned

Net New Fee for Service Leases

Net New Properties Managed
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After the return 1s submitted

Your assigned Analyst is notified that the return has been
submitted. The assessment will then commence.

The Analyst will carry out an initial check to ensure the return
has all the supporting evidence — essentially the core
documents - attached and that the return appears to have been
completed in full.

If information is found to be missing your Analyst will send an
email listing the additional information required. Also, the
Analyst will unlock the return to allow you to resubmit with the
missing evidence through the portal. The additional evidence
should be attached in the portal following the same process
when completing the return.

Returns
. Home
View: IAII Returns 'I | Go! |

Recent Returns

Form Reference Provider Record Type Form Status

Jasmin's Compliance Retumn

Reopened

Refurn 3209 Training  Return

To access the return you will need to click on the ‘Start return’
button then the ‘Add attachment’ button. See ‘Evidence
attachment’ above for procedure. To submit the return once
you have attached the missing evidence or corrected the return
follow the instructions given earlier.

B3 Return 3205
« Back to List: Returng
[Evigence Anachments [1] | Brovider Regons [1)

Return Detail ‘Submit for Approval || $tart Return | Supplementary Evidence

Process
Provider Jasmin's Training Form Reference  Retum 3205
Ter Recora ype  Compliance Retum
Form Status  Retum Reopened
Analyst  Nswi Analvst Ready ta submit form

Finaneial Analyst
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Provider change of scale, scope or Primary Registrar

During their initial review of your return your Analyst will
check that your current tier of registration remains applicable.
If the initial review suggests a significant change in scale
and/ or scope you will receive an email which will explain
what, if any, additional evidence applicable to the new tier is
required.

The change of tier will be confirmed when the compliance
determination is made.

Supplementary Evidence

If you are asked for additional documentary evidence you will
be asked to submit it using the ‘Supplementary Evidence’
button at the top of the return.

Return
B Return 3205
« Back to List: Returns
Evidence Attachments [1] | Provider Reports [1]

| start Returr{ | supplementary Evidence J

=

Return Detail

Process
Provider Jasmin's Training Form Reference  Retur 3205
Tier Record Type  Compliance Retun

Form Status  Return Submitted

This will take you to the page below where you can add
evidence specifying the performance outcomes and
requirements it covers. The process is for upload is identical
to that you carried out when completing the registration or
compliance return.

Return
a Supplementary Evidence

[Done | View Account (displays in a new tab)
Click the Add Attachment button to add a new Supplementary Evidence

Evidence Attachments [T nrd

Evidence Outcome Additional Related Performance Reqs  Filename Description Supplementary

P Outcome P N TEST
EVeol0 | 1a P Ta Spreadsheet s




However it is important to remember to check the
supplementary box - see below.

Accounts  Contacts LTI H

_ Return

a Supplementary Evidence

Done View Account (displays in a new tab!
Click the Add Attachment button to add a new Supplementary Evidence

Evidence Attachments Add Attachment

Evidence Outcome

Additional Related Performance Regs Filename

EV8910 P 1a

Spreadsheet xls

% PR 0000887

< Back ta Retum: Rstum 4140
Noles § Afechments [

Provider Report Detail Substfor Approwsl
Provider Report Number PR 0000887

Applcation  Reum 4160 Date Feecmack Received from
Pravicer

Daste Deaft Semt o Providar

Provider  NSW Traiing Date Finl Sent to Provicer

Desg;
R Ottcome P =
Eveott 5 e P Requirement 2a Spreadsheet s
P Outcome TEST
1 1a

Release of draft determination outcome

Once the assessment is complete you will receive an email
notifying you that the draft compliance determination has been
completed and the draft compliance determination report is
available, you will need to log into the system to access the
draft compliance report.

Providing feedback

You will have two weeks from the date the email was sent to
comment on the determination through the portal. To provide
feedback on the draft compliance determination you will need
to click on the link in the email notifying the provider that the
compliance report is available or, log in to CHRIS, navigate to
the returns tab, click on the returns reference number and click
the ‘provider reports’ link at the top of the screen.

Feedback Section

HOTE aepicanie
email g you that the draf Determinatcn i avalabk

Plaasa sa the Feachack'bo 1o maks any comments.and the Netes & Atlachmants Ik o7 his page t Sach asdonal evidence, i appicable.

acopet as fal.

Issued G 2 lorger be made.
Fermak

Fetdback Compietsa?
susurT and fckadthe L Fbutian

1 you are urabie {0 sme the Suamit for Appraval butl ing
Provider Repar number ai he batiom of the Apslicstion page.

Ean | subeutfor Approval
Notas & Attachments Mewlote Attsch File

Na racords o diplay

nts  Contacts BEEIITIEY

Return
B3 Return 4140
« Back to List: Returns

Evidence {11 | ProviderReports(1] | Community Housing Asset Summary (3]

Return Detail Submit for Approval  Start Return - Supplementary Evidence

Type of Compliance  Standard

Click on the Edit button. This will allow you to submit comment
on the determination. Once comment has been made, tick the
Feedback completed check box and click the ‘Save’ button.

Provider Report Edit save Cancel
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Feedback Section
. il applicable, in responseto =

: [Youare i and additional evid 0
the drat Assessment Determination by two weeks from the date of the email notifying you il
that the draft Determination is available

Please use the Feedback’ box to make any

omments and the ‘Notes & Attachments knk
on this page to attach additional evidence, if applicable.

Your nd additional in finalising the Assessment
Determination -

SUBMIT  Once you have provided feedback and ticked the ‘Feedback Completed’ checkbox be sure to click the ‘Submit for Approv:

If you are unable 1o see the ‘Submit for Approval bution, save your changes and refurn to the Appkcation page and navig:
botiom of the Applicabon page.

=
3

Clicking on the provider report number will show the Provider
Report screen.

If the provider wishes to submit additional evidence during
the feedback stage they should attach it their Return as
supplementary evidence. Do not attach it to the provider
report section. This ensures that all evidence documents
submitted are held in the one location (the Return) for
future reference if needed.

Once comment is made and any necessary supporting
evidence uploaded, you should click the ‘Submit for Approval
button to send comment and evidence to the Registrar’s Office.

Release of final determination report

The release of the Final Determination Report signifies that the
compliance process is now completed. You will receive an
email from your assigned analyst advising that the Final
determination report is now available on the Provider’s report
page in the portal.




For more information on the National
Regulatory System for Community
Housing, please visit:



http://www.nrsch.gov.au/

