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Introduction

1 Introduction

NovaCore is a professional, enterprise class system that makes compliance and document
management easy. NovaCore has a wide variety of features including but not limited to the ability to
instantly generate reports for audits and to show continuous improvement; create your own
compliance frameworks; create, edit, revise and publish documents that automatically update their
revision details; distribute approved and current documents via a web document portal; publish
approved and current documents to a web site or a file server; perform intuitive searches and much
more.

The unique Traffic Light System ensures that documents remain up to date, alerting users when
documents need to be actioned. With NovaCore, managing security easy too with options that ensure
that the right people have access to or action the right documents in the right way.

NovaCore enables you to manage documents and compliance more efficiently, saving time, reducing
stress and keeping your organisation compliant.

Using the Manual

The manual is interactive and has links to other detail chapters. These links are clickable but if you
choose to print this manual, the littleD# symbol showing a page number can be used to refer to the
linked page.

A regularly updated version of this manual is also available online at support.novacore.com.au

1.1 LoggingIn

When you open NovaCore the Login window will open up. From this window you can do several
things:

e Loginto NovaCore

e Set up Remote Support

e See how many NovaCore licences your company has, how many of those licences are in use at the
time of logging in and who is using them.

Novaacore

‘) Version 3.1,.1902.1

IUsername RTQADM .
ﬁ"@%
Password e g ol
Connection Profile MovaCore Main [ W
Licences: 2 Inuse: 0 . Ok | Cancel
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Username and Password

When you first log into NovaCore, use the default user name and password:

e Username: RTOADM
e Password: MANAGER (note that this must be UPPER CASE)

To change the password once you have logged in to NovaCore go to Change Password underthe
Tools/Config tab of the Ribbon Menu.D7

hManage Registers Reports Tools/Config Help

3 e 4 @ P

Import Change Clear Manage Users Who's
Docurmnents Password  History & Groups - Logged in
Tools Users

Connection Profile

The Connection Profile defines the connection settings to the database. These are usually configured
automatically during setup. In a multi-server environment you can use the drop-down arrow to select
which installation to connect to.

Connection Profile MovaCore Main @

Licences: 2 Inuse: 0 Ok

Cancel

If, due to network restrictions or firewalls, the Connection Profile cannot be found NovaCore will use
the settings that are the most likely to match the connection profile settings. Instead of the
Connection Profile you will see the Database server and filename. This should not affect login and
you can login as usual. However if the settings are not correct or have changed check with your IT staff
what to enter in these fields to successfully login.

Database server localhast

Database filename  |Ct'Program Files (x36)MovaCore\CmsMovaCore 3. fdb

Licences: 20 Inuse: 1 Ok Cancel

Licences
The Licence button shows how many NovaCore licences your company has and how many of them

are in use at the time of logging in. Select the Licence button to see who in your company is using
NovaCore.
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Connection Profile |NovaCore Main
p— i ]
{ Licences: 2 Inuse; 1 3

QK Cancel

Sometimes the Licence button may read INVALID. If this is the case, you will not be able to login to

NovaCore and must contact your NovaCore administrator.

Connection Profile |MowvaCare Main

Licences: INVALID

QK Cancel

If your licence will expire within the next week, there will be a warning on the login screen as in the

example below. Select Click here to renew now to renew the licence.

{

{

Version 3.1.1902. 1

) Nnovacore

The database licence will

Username I | | expire on 1/03/2019 =y,

Password Click here to renew now. @

Connection Profile |MovaCore Main | W
Licences: 2 Inuse: 0 0K Cancel

Remote Support

The lifebelticon is for remote support.
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Version 3.1.1902. 1

,./ Novacore

Username |

Password

Connection Profile |MovaCore Main | (¥
Licences: 2 Inuse: 1 OK Cancel |

The remote support feature enables a member of the NovaCore team to see your screen during a
support call. Select the remote supporticon and type in the Session ID number that the NovaCore
team member gives you.

1.2 Understanding Screen Layout

When you log in to NovaCore you will see your Dashboard filling most of the screen and the main
menu or Ribbon Menu along the top of your screen.

novacore Menage | Registers  Reports ToalyConfig  Help
) Start H E by ) - v
sane v R RN R EEB
@ e ey s et New | Edt Apwove Reise Cimee | Copy @ Pict  Piet  Egon Coments Sendvs Send Subscibe | Print
Document Revision B Contraled Templte  Outock scdrsz .
Frameverks [ Document Contral View
Seach O | search cptions -
Recent Documents Edited Dashboard

'DOCO12: ) Continuous Improve...
v pocien

138 1] blank2 QWERTY 1
asdf asdfos License Info

Total Licenses: 20

000027 8] Traing Deivery Pocy 2
% DoCis4% 1] FOFOP2DS A Harkng G.
o

Docizn M) NewTest

% DOC161( £] marking_guide

In your NovaCore Dashboard you will see different coloured tiles:
e Dark Blue Tile - shows your compliance status.
o Light Blue Tiles - show what is happening with your documents.

e GreenTiles - support related tiles.

Clicking on any tile will take you to more detailed information, related screens or action lists.

Editing History
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When you login, alist of the documents you most recently actioned are displayed to the left of your
Dashboard. To clear this list, select Clear History under Tools/Config on the Ribbon Menu.

Manage Registers Reports Tools/Config Help

i B & &

Import Manage Manage Change Manage Users Who's
Documents  Templates  Subscribers Password & Groups - Logged in
Tools Users
Ribbon Menu
L. no\iacore Manage Registers Reports Tools/Canfig Help
Start Here - =b B il | §
v VAR 4 x B 2 & ¥ B3 @& d &
Choose a framework from here. New Edit Approve FRevise Cancel Copy % Print Print Export  Convertto Sendwvia Send Subscribe Print
ﬁ Document Revision & Controlled = Template  Outlook - ™ address Screen

Frarmeworks = Document Control View

(Close-up image of what the Ribbon Menu looks like when you login)

The Ribbon Menu is grouped by the tabs along the top of the menu. The available buttons under the
Manage tab of the Ribbon Menu will change depending on context (i.e. whether you are in the
DMSD%8 or 3 Framework). The Manage tab displays a menu of all of the options for managing

documents.
‘ﬂ‘ Home Button - the left-most button on the Ribbon Menu. By clicking this button you
will return to the Dashboard from any other screen.
&novacore

W 7 Setup Framework

@ ===\ Framework Selection Button - Hover your mouse over 'Start Here' to reveal the
Frameworks ® .
drop-down menu that displays all of your frameworks. Once you have selected a
framework, all the functions in the program will respond relative to the framework
you have selected. Click the Setup Frameworks button on the bottom right-hand
corner of the Framework Selection Button to edit or create frameworks.

After selecting a framework, the Manage tab will change to look like this:

@ novacore
) AQTF = ; ¥ T j 0 i YN 2 o Y -
Q ®E B & I § 2RO B 7« r B2 2 Y 3 EMB
AQTF Standards & Conditions View Policies Procedures Forms Manuals Others Al Templates. New Edit Approve Revise Cancel Copy % Print Print port  Convert Send via Send  Subscribe rint
Framework L - Document Revision - Controlled Template Outlook = = address Creen
Framewerks & AQTF Control I Document Control View

The Status Bar along the bottom of you screen displays your current version of NovaCore in the left
Version 3.1.1610.1

hand cornere.g. .
The right hand corner displays the user name you are logged in as e.g. .
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Tip
When you hover your mouse over buttons, icons and
documents in NovaCore, a helpful hint will be shown on the

status bar along the bottom of your screen next to your version
number.

Ok/Cancel Buttons

In NovaCore, whenever something can be created or changed such as User Permissions or Application
settings, the buttons in the image below will be shown to the left of the panel where the work is
being done.

@ The tick is an Ok/Save button.

The cross is a Cancel button.

Remember to click the Ok button after making any changes that you want to save and you can cancel
the changes by clicking the cancel button.

Document / File Lists

Throughout NovaCore, documents/files are displayed in lists. Document lists can all include a lot of
information such as revision number, date and frequency and document name, number, notes, etc.
These lists are customisable and most customisations you make, such as visibility, size and position of
columns are remembered as part of your login profile.

Following are some customisation possibilities:

1. Choosing Columns

You can show or hide columns of information on most document lists by right clicking on a list
column heading and selecting or deselecting any of the available columns.

E= == erxp ==

Resize colums to fit content

Auto resize columnns to fill space

|
@ Status

Classification

v Type
v Framework
o Doc#
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2. Resizing Columns

Columns can be resized by positioning your cursor between column headings and dragging.

_| Revisio vision Date | Review Interv
1.0 042017 Default
1.0 10/06,/2016 12 months

Columns can also be set to automatically resize to fit their content or to automatically resize
themselves to fit within the available screen width. Right click on the column header and select
one of the options as shown in the image below.

Resize colums to fit content

& Auto resize columns to fill space -
| & Status
Classification
v Type

v Framework

o [Doc#

3. Sorting Columns

Left clicking on a column heading will sort it alphabetically. Clicking it again will reverse the sort
order. The sort order is displayed by the small up or down arrow on the right hand side of the
sorted column.

|TypE|D|:u:ument Mame ‘k . |Revisil:un| {
2 -@ﬂ Client Assessment Evaluation Fori® 1.0
1 ¥ Client File Checklist Form 1.0
o WA e - - a

4. Arranging Columns

You can rearrange the column positions by simply dragging a column header and droppingitin the
position of the double green arrow as you move your mouse over the column edges.

Dnr.: kS iTypE fDDu:ument Mame & |Revision

“DOLUULE ™| Appeals Procedures oo = | &LU
DOCO117 ®] Appeals Progress Form 10
DOC0023 ¥ Appeals Register
DOC0022 ¥ Archive Register 1.0
DOCO116 B Archive Register Form 1.0

0115 -E:I‘_J Assessment OQutcomes Tracking Form 1.0

5. Grouping Columns

You can group your documents by information type by dragging a column header to the Group Bar.
For example grouping documents by the month on which their review date falls due simply drag
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the header of the Review Date column to the Group Bar, which is the space just above the
document list as shown in the image.

Framework |Classiﬁcaﬁnn |S13tus|Dou: # |T‘y‘pE|DDL‘LII‘I‘|EI‘|t Mame N |Revisinn|
(&) Review Date : November 2016

4#5rT0 2015 XL Procedure | DOC0067 ] Aseesement Procedures 1.1
42 srTo 2015 T Policy * DOCO046 M| Assessment Policy 1.5
4g sRTO 2015 9 Policy ®. pocon4s ] Evaluation Policy 2.0

{(3) Review Date : February 2017

dg srro 2015 N Form ‘2l DoC0118 B Appeals Lodgement Form 1.0
(&) Review Date : March 2017

fi# sRTO 2015 T Policy ) DOC0032 ®| Recognition Policy 2.0

(Z) Review Date : April 2017

Customisation

In NovaCore, screen layout is fully customisable and any changes you make to screen layout are
automatically saved to your user profile. If you log out of NovaCore and log back in again as the same
user, even if it is from a different computer, your customisations will remain the same.

Dashboard Tiles

Tiles can be rearranged by simply grabbing them with your mouse and dropping them in a new
position.

Total Licenses: 25

Remaote Support

In use: 1

Available training: 1 hrs 58 min

Qut of 0 Documents Due for Review

Look and Feel
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To change the look and feel of the application click on the Tools/Config tab of the Ribbon Menu.
On the right-hand end of the Tools/Config menu you will see the Skin Library:

[ ] ¢ Ral-re H

2Rk

By clicking on the icons inside this Skin Library you can change the style of the application.
Resizing

Most elements or panels can be resized or repositioned within NovaCore. Wherever you see
the Resize Bar the panel to which it is aligned can be resized by dragging the bar. Selecting the
bar collapses the panel to its minimum or expands it back to its previous size.

Resize Bar

1.3 Quick Start Guide

This guide will show you the most common steps organisations take when initially setting up the
NovaCore Compliance and Document Management System.

Step 1. — Logging In

Login to you NovaCore or NovaCloud system using the credentials provided to you by NovaCore or
your organisation's document controller. If you have not received a login please contact your system
administrator or a member of the NovaCore help-desk staff.

Step 2. — Creating Users and Assigning Permissions

Once logged in, set up all the users who will have access to your system. These can include full
content-controller type users and read-only users who access select documents through the read-
only document portal. Learn how to assign permissions and create users under Manage Users &
GroupsD101 . Itis best to then distribute the usernames and passwords to the relevant staff so they can
aid you in the importing and document controlling process if need be. If you are a NovaCloud user,
you will have to contact the NovaCore support team to create more content-controller users, also
known as management users, for your cloud system but you will have the ability to create read-only
users if you have read-only user licenses enabled.

Step 3. — Creating a Template

Creating a template is a great place to start after users are created. Navigate to the “Tools/Config” tab
and then choose “Template Manager”. Once you have created your template, it can be applied to all
documents that you choose to import into the system, giving all your documents the same style and
same version control information. See the chapter on TempIatesD38 to learn more about how to do
this.

Step 4. — Importing Documents

Once your template is created, import your documents to the Document Management System (DMS)
or Compliance Management System (CMS) frameworks. See Import External DocumentsD* to learn
how to do that. During the import process, you can apply your template to all the MS Word documents
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that you have imported and place them in their relevant classifications in the CMS or in their relevant
folders in the DMS.

Step 5 — Editing Documents

When the documents have been imported, it is best practice to open each document and make sure
that the formatting of the document is correct as applying the template may cause the documents'
formatting to shift slightly and you may need to correct it. This is due to documents having many
variables including different margins and line spacing options. Itis also helpful to double-check the
content of each document to make sure it is correct and no further edits are needed. A detailed
overview on how to edit documents is available in Editing DocumentsD 7. Only when a document is
complete should it be approved. A document can be saved multiple times before it is approved but
only the completed document should be approved by the relevant document approver and therefore
when you are finished editing a document select "Save as Complete" instead of just "Save" or
"Approve". In doing so the relevant document approver will be notified via email that the document
is ready and awaiting their approval.

Step 6. — Linking Documents to Frameworks

Once all documents are edited and you are happy that the content is correct, you can start linking
documents to their relevant framework standards. Documents do not have to be approved in order
for you to link them to a standard but the traffic light will not reflect a “Green” light until the
document is approved. You can learn more about linking documents to standards and how the Traffic
Light System works go to Framework Traffic Light SystemD51.

Step 7. — Familiarising Yourself with NovaCore

Once you have established the basics, take a tour of NovaCore by selecting each of the tabs at the top
and viewing the vast amount of options and features that are available. Different views, features and
tools can be applied to make your document controlling experience much easier. This includes
detailed reporting in both the CMS and DMS frameworks. Familiarising yourself with the training
videos available at youtube.com/novacoresystems and reading the in depth user’s manual will assist
you in seeing all the features that NovaCore has to offer when it comes to document control and
compliance management. Press F1to access this help manual at any time while using the NovaCore
software.

Step 8. — Setting up the Document Management System (DMS ONLY)

Not all organisations use the Document Management System (DMS) but if you have the DMS installed,
the next step is to create a detailed folder structure and then import all of your documentation into
the DMS that you deem to be relevant. The DMS is a repository for storing all of the documents within
your organisation whether they are compliance related or not. Its purpose is to make it easy to
manage and control documents such as training materials, assessments, finance materials, archives
etc. You can learn more about how to use and setup the DMS under the DmsDes topic.

Step 9. — Generating Reports

Taking full advantage of all the reports is a must when you have your CMS and DMS populated with
various documents. Reporting on frameworks, folder structures, document history and revision
history is very important. Learn more about reporting under ReportsD94.

Final Step — Referring Back and FAQ
When using NovaCore it may take time to uncover all the things it can do for you in regards to
compliance management and document control. It is best to constantly refer back to the user manual
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for updates and tips on using different parts of the system and to watch the training series on
YouTube. One of the most valuable help tools offered is the NovaCore FAQ where you can submit
guestions that will be answered by our help-desk staff and then added to the FAQ for future
reference. You can also navigate your way through some of the questions most commonly asked by
our clients and get answers quickly and efficiently. To learn more head to fag.novacore.com.au
Lastly, remember to press F1to view detailed context sensitive help at any time.
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Working with Documents

2 Working with Documents

2.1 Document Controlling
Document controlling is exactly the same in each of the different frameworks as well as in the

Document Management SystemD88 (DMS).

To view the documents linked to a specific framework:

1. Select aframework using the Framework Selection ButtonD7 |

2. Select one of the ClassificationsD?7 displayed on the Ribbon Menul? to bring up the documents
you want to work with.Your documents will be displayed with status symboIsD27 and information
such as their revision number2?” and review date.D?

Tip
You can rearrange the information columns by dragging and
dropping them with your mouse. You can also group your

documents by information type by dragging the header of that
column to the space just above the document list.

Document Options

Right click on a document to gain quick access to the possible actions available for the document. The
possible actions are as follows:

View - Open the document in read-only mode. This replaces the Edit option if the document is
approved.

Edit - Make changes to the document. This is only available for non-approved documents. (See
Editing DocumentsD'7.)

Copy - Copy the document and paste it into a DMS folder. Note: This does not duplicate the
document but creates a link to it. See Copying DocumentsD® to learn more.

Copy Hyperlink - Copy alink to the document so that you can share it internally via email oraweb
browser. Note: This feature is limited to how the Document Portal has been installed and configured

and is only for approved documents that have been published publicly. (See PuinshingD3°)
Print - Print a document with a watermark. (See PrintingD37 for more information.)

Print Controlled - The document will be printed as it is displayed on your screen.

Revise - Revise a document that has been approved. (See Revising Documentsmg.)
Approve - Approve a document.

Export - Export a document in its original format or as a PDF.
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Convertto Template - Convert a document into a template that can be applied to other documents.
(See TemplatesD*3 for more information.)

Delete - Delete a document. Once a document has been deleted it can be undeleted.

Undelete - Recover a document if you delete it by accident. (See Document List Viewing OptionsD47
to show deleted documents)

2.2 Creating Documents

To create a new document:

1. Select New Document on the Ribbon Menu under the Manage tab:

Manage Registers Reports Tools/Config Help

= 2 Bk 0§ 22 B
View Policies  Procedures  Forms  Manuals  Others Al Templates

Framework T -
SRTO 2015 Caontrol P

Mew
Document

2. Inthe Create New Document pop-up window give your new document a name, set an approver
and set a classification0?’ for your document.

Create Mew Document n

Mame || |

Rewvision |1.0

Approval by | (¥
Classification | W

[ ] Edit later

[ | Import External File
File |
File type ] ms word v

Template | W

Create Cancel

Note

The Revision number is automatically defined by the system and cannot be manually changed
unless Importing an External®®? document and only if the Allow changing the revision of individual
documents when importing®™ option is enabled.
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3. Select Edit later to allow the revision to be initiated while saving the document to edit it
later.The document will be created with the 'Waiting to be Edited' status.

4. The Import External File field provides a way to revise documents such as PDF or image files that
are not editable within NovaCore but are edited using external applications. In addition to this you
may have a requirement to revise a document by someone external to your organisation who
sends you an updated version of the document.

5. Select afile type. If you do not, an MS Word document will be created automatically.

6. Once you have selected a file type the Template drop-down will show all available templates of
the same type. When selecting a Template for new documents the template is used not only for
the header and footer definitions but if the template has content it will be used as the basis or
starting point for the new document. (See TempIatesD38 for detail on creating templates).

Create Mew Document E3
: Mame
I""‘ Revigion  |1.0
Approval by W
Classification Il Form [ w
[ ] Edit later

[ ] Import External File

File
File type W M5 word | v
Template { [ v
A Mew Test (1.0) 1. Templates [y
Blank (2.0 Iy, Templates ¢
Checkout Tests (2.0) i!‘fT&mplat&s el

7. Whenyou have filled in the fields click Create. Unless you selected Edit later your new
document will open in the relevant Office application based on the chosen file type. For more
information on editing your document inside the application see Editing DocumentsD'7 .

2.3 Editing Documents
Ifitisin an editable state (i.e. Newly imported, Waiting to be edited, Being edited or Waiting

approval) and you have edit permissions there are 3 ways to open a document for editing:

1. Rightclick on the document and select Edit or
2. Double-click the document or
3. Select the document and click on the Edit button under the manage tab of the Ribbon Menu.
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Manage Registers Reports Tools/Config Help

@ s 2 ¥ R0 B v
View Policies  Procedures  Forms  Manuals  Others Al Templates Mew Approve

Framework - Document
SRTO 2015 Control la

Word, Excel, PowerPoint or Publisher documents will open in the relevant Office application. Note
that PDF files cannot be edited.

Note

Documents can only be edited if their statusB?7 is Newly Imported, Waiting to be Edited, Being
Edited or Waiting Approval. If a document cannot be edited it can be RevisedD"®.

When the selected document opens, the NovaCore Toolbox as well as other buttons are embedded in
the Office application and the Office menus.

The NovaCore Toolbox

The NovaCore Toolbox is a feature embedded in MS Office applications that enables you to apply and
edit NovaCore specificinformation in your document. It has three pages that can be accessed by the
tabs located along the top section of the toolbox. The three pages are Properties, Web Form and
Tagging.

Properties

HousCone Fookex “e Document Name - View and/or change the name of the document

[Properties | wieb Form | Tagaing

| Properties ]
Document name

=stonpesopton -svoment 2o @ Created date - The date when the document was created

Createddate  21/12/2018

Created by NOVACORE

o= 1 G5 - o Created by - Who the document was created by

| Revision Details | Dss

Revien 10 e Template - Apply atemplate~"" by choosing one from the drop down list.
Revisiondate  21/12/2018 9:38:27 PM

Approval by -

Reviewnterval [ 12months - @ Revision - The document's revision number

Nextreview  25/01/2020

Revision notes

e Revision date - Last revision date

| Publishing options |
f HEX TS e Approval by - Set who the document should be approved by. (See WorkflowD4®
Publish Public
| Publish & Export as Unprotected ')
| Revision Status |
N e Review interval - Choose how regularly the document should be reviewed. By

B SRRt default this is twelve months.

o Nextreview - Set the document's next review date. By default this is set to
twelve months from the date of creating/editing/revising the document.
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Revision notes - Add revision notes. This is very helpful for when you want to
look back on the document and see what changes you made and why.

Publishing options - Go to PublishingD30 for an explanation of this section of
the toolbox.

Revision Status - This shows the status of the document.

Set by - The person actioning the document

Date - The document's Revision Date.

Web Form
Go to Web FormsP® for information on using the Web Form page of the toolbox.
Taggin

Enter keywords on this page which will be used in cataloguing the document for searches.

Other Buttons Integrated into Microsoft Office

S s wes e s The document can be approved straight from the application by clicking on
i e i. AL the greentick in the top left-hand corner.

You have the option to Save or Save as Complete. Save as Complete sets the
status of the document as Waiting Approval.

(%]
o
=
m

Save As ¢ The Print and Print Controlled options work the same way as they doin
NovaCore. (see Document ControllingD15 for more detail)

Save as Complete

[l=)
=
=
—5
-

P E AT

Fin

p=_ Frint Controlled

-

[CNEEETES You can also insert NovaCore Custom FieldsD™, Revision Fields®™ or your
o Home Insert Page Layout Ref. . . . . D22
logo under the Office insert tab. (also see Using Custom Fields~")

= - QS [) -

Custom Revision Logo Cover Blank Page
Field = Field ~ Page~ Page Break
MovaCore Pages

2.4 Revising Documents
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Tip

If a document does not need to be revised but is approaching
or has past its revision date, it is best practice to revise it
anyway and to note in the revision notes that the document
was reviewed and did not require any changes.. This way you
will have evidence of continuous improvement that you can
show to auditors.

How to Revise a Document

If a document has been approved, the edit option will not be available. The only way to change an
approved document is to revise it.To revise a document:

1. Rightclick on the document and choose Revise or select the document and click the Revise button
on the Ribbon Menu under the Manage tab:

Revize

2. Onselectingthe Revise button, the Revise Document form will open up:

= Revise Document =
Document name test 2
Mew revision 1.1 ) Majaor (@) Minor
To be approved by | W

Mark the current revision as obsolete and this new revision as current
but not approved

: Current

Revision notes

External file =]
[ Edit later

The Revise Document form allows you to choose various revision parameters including the
document name, add revision notes

Revision Number
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The Revise Document allows you to define the revision as a Major or Minor revision. If itis a major
revision the new revision number counts up to the next whole number and if itis a minor revision the
revision number decimal position will increment.

Approval by

You can also set who you'd like to approve the document, we call this the 'Document Approver'. If you
do not specify this NovaCore will automatically use the system wide Default Approver (see Global
Settingst"™).

Every time a document is created, edited or revised, an email alert will be sent to the Approver.

Current

Enable this option to mark the current revision as obsolete and the new revision as current but not
approved. Note that this is not the normal practice and should only be used if you want to force an
approved document out of circulation immediately until this new revision is approved.

Revision Notes

You can add revision notes at this point but these notes can also be added or edited within the
NovaCore Toolbox when editing the document. Revision notes are always useful especially as they
can be reported on and provide a simple way of providing evidence of continuous improvement for
audits.

Revising a Document Using an External File

The external file selection field provides a way to revise documents such as PDF or image files that
are not editable within NovaCore but are edited using external applications. In addition to this you
may have a requirement to revise a document by someone external to your organisation who sends
you an updated version of the document.

Select the folder icon. Choose your file and click Ok.

Revising a Document Inside an Application

Once you have adjusted the revision options click the Ok button. The document will open and you
will be able to editit. (See editing documentsD" for more) Once you have edited and saved the
document it can be approved.

Reverting to a Previous Revision

If you need to revert the content of a newly revised document to match the content of a previous
version of the document without actually deleting the revision, you can Revert the documentto a
previous version.
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Note

The steps below must be done from the document lists under Policies, Procedures, Manuals etc.
and NOT from the Traffic Light System as the TLS only shows the latest approved version of a
document.

Documents that have been approved cannot be reverted to previous revisions. To revert an approved
document to a previous revision revise the document and select the option to Edit later and click OK.

Revision notes

External file ﬂ

o |[ o
This changes the current status of the document to Waiting to be Edited. Make sure that the
document is selected and click on the revision history icon as shown in the image below:

The previous revisions of the document will be shown below the document. Right click on the
revision you want to revert to and select Revert.

"% Doco119 g Pt
®. bpocoiis § &  Print Controlled
|« DOCO118 |
& DOCH115 | s
v DOCO0119
v DOCD119 B v Approve
DOC0118 -

Cancelling a Revision

A revision can be cancelled or undone if the revision has not been approved. Right click on the
revised document and select Cancel Revision. The document will revert to its previous approved
version.

2.5 Using Custom Fields

Custom fields are a powerful feature enabling you not only to insert a particular detail into your
documents but changing that detail (custom field value) from within NovaCore automatically updates
all the documents that use your custom field throughout the system.

Inserting Custom Fields

User Manual © 2019 NovaCore Pty Ltd




Working with Documents

Once afield has been created you can insert it into your documents. To create/edit custom fields go
to Application OptionsD™ > Custom FieldsD™

To insert a custom field into a document:

1. Place your cursor where you want your custom field to be inserted as in the example below.

register an appeal. It ensures all
and outcomes.

| 1

2. Policy Statement

2. Gotothe Inserttab. Click on Custom Field and the field names of all your custom fields will be
shown in the drop down list.

3. Select the field you want to insert.

Home Insert : Pac
=L -] € 2
| Custom| Revision Logo Cover
||t Field = | Field ~ Page =
!: Company 1
AccreditationBody
I AdminEmail
I AdminEmail2
' AdminEmail3
CRICOSnumber
Company name T/A
I PhoneMumber
Pasition 1 ment |

4. Once the field is selected the value of the field will appearin the document:

register an appeal. It ens
and outcomes.

+08 1234 1234

2. Policy Statement
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Note

Do not try to manually change the value of a revision field in your document, e.g. the revision
number, as this will be overwritten by NovaCore. The same applies to custom fields and the logo. If
you want to replace these and keep them independent of both the system and other documents
then delete the field first and then replace it with new text or an image respectively.

Inserting a Logo Field

The Logo field is a form of custom field. Logos inserted as fields can be updated by simply changing
the logo in Application Options >Organisation0™ . This will change the logo in all documents
throughout the system that have the logo field inserted into them.

Note

Logo fields can only be inserted into MS Word documents.

To insert a logo field:
1. Position your cursor where you want the logo to be.

2. Gotolnsert

3. SelectLogo:

-

ol |
LH—-/ Home art

=i [ (€])

Custom Revision \Logo
Field~ Field~
MovaCore

4. The logo specified under OrganisationD” will be inserted into the document. If a logo has not
been specified a field like the one in the image below will be inserted instead. As soon as alogo is
specified in Organisation this field will update automatically.

Your Logo goes |
here

Tip
Insert logos into the document header if you want the logo to
appear on every page of the document.
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Note

For logos that are inserted into documents it is best to use an image that is not more than 100kb in
size otherwise the logo will inflate the size of the file.

2.6 Using Revision Fields
Revision fields are similar to custom fieldsD22 except that their content is managed and changed by
NovaCore and is related to the document and its state and properties. Examples of revision fields are
approval date and next review date. The information in theses fields will be updated automatically.
To customise the format of revision fields go to Application Options2™ > Revision FieldsD?.
To insert arevision field into a document:

1. Place your cursor where you want your revision field to be inserted as in the example below.

2. Policy Statement

2. Gotothe Inserttab. Clickon Revision Field and the field names of all your revision fields will be
shown in the drop down list.

3. Select the field you want to insert.

Home | Insert Page L

Custom |Revision| Logo Cover Bl
Field = | Field = Fage~ P

Approved By

MovaCa Approved Date I} |
Propertie Created By

Propel Document Location
Jocumen Document Mame
SRUREE & Document Mumber
“reated ¢ Mext Review Date
Zreated b Revision
remplate Revision Date

4. Once the field is selected the value of the field will appearin the document:

2. Policy Statement

Date Approved: 01/03/2019
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Note

Do not try to manually change the value of a revision field in your document, e.g. the revision
number, as this will be overwritten by NovaCore. The same applies to custom fields and the logo. If
you want to replace these and keep them independent of both the system and other documents
then delete the field first and then replace it with the new text or image respectively.

2.7 Deleting Documents

To delete a document, right click on the document and select Delete or select the document and
select Delete under the Manage tab of the Ribbon Menu.

ERO)-
Cu:lp}r Q@ Print ;

Document Control

Deleting Document Links

In the DMS you can delete a document's link to a specific folder.
1. Select a DMS Folder and select a document in that folder.

2. Rightclick on the document and select Delete Link.

+ Convert to Template

' Delete Link

»  Delete

Recovering Deleted Documents

To recover previously deleted documents:

1. Selectthe Deleted Documents icon under the Manage tab of the Ribbon Menu.

@

== Motes

View

Deleted documents will now show in the list of documents with a deleted status symbol.

! Form "l DoCe623 @j 7272012 () AQTF  Induction Checklist

12 other @Esmﬂ # g/1/2011 () AQTF  Induction Checklist

T Policy 7552 .E:lj 7112015 () AQTF  Induction Checklist

Il! Form v DOCG62E .E:L_j 1/16/2018 () AQTF  Industry Consultation Form

B rolicy + DOC6652 A 522017 () AQTF  Insurance Policy changed name
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2. Torecover adocument right click on the document and select Undelete.

3. To permanently delete a document, delete it again.
2.8 Document Properties

Status

Every documentin NovaCore has a status which is identifiable by the status symbol. Hovering your
mouse cursor over a status symbol will display a hint describing its meaning. The following list
explains all available status symbols:

v Approved - An approved document cannot be edited and it will be protected when opened.
You can view, print, export and revise an approved document.

- Checked Out - The document has been checked out by a NovaCore user.
L~ Editing - The document is in the process of being editedD"®.

Newly Imported - The document has just been importedD32 into NovaCore.

\@

Edit Pending - A document with this symbol is waiting to be edited.
) Needs Review - The documentis due for its review.

@

v Waiting Approval - The document needs to be approved.

3-1 Past Review - The document is past its review date. Documents with this symbol will have a
red light in the Traffic Light System.D51

Classification

Classification enables NovaCore to to organise your documents. To see the classifications in
NovaCore select a framework using the Framework Selection ButtonD7” . The various classifications
will be displayed on the Ribbon Menu as shown below:

a na‘\/acore Manage Registers Reports Tools/Config Help
Y ¢y AQTF 3 5 : :
Q*° B | s & L 8§ 242
. AQTF Standards & Conditions View Policies Procedures Forms Manuals  Others Al
Framework -

Frameworks IF] AQTF Control
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To classify a document select the classification when creatingD16 or importingD32 it. If you do not
classify it and it belongs to a framework, NovaCore will place the document under Others >
Unclassified. The image below is of a document being classified on import.

iCIassiﬁcatiu:un ETempIate
| w

Procedure !g

Form
Manual
Other
Template
Spedal Doc
b2a

To access the document after it has been imported go to the Manage tab of the Ribbon Menu and
select the classification. For example, if you set the classification of your document to 'Policy’ click on
the Policies button to access your document. To learn how to create classifications see Document
ClassificationsB™ .

Review Date

By default NovaCore sets a document's Review Date to 12 months after its approval.
To change a document's review date
1. Gotoadocumentlist thatindexes the document as explained in Document Controllingms.

2. Inthe Review Date column select the date you want to change. You can either type the new date
in or select the drop down arrow beside the date to view a mini calendar and select the desired

date.
11/07/2017 | w [ Default
Thursday, 20 July 2017
“ July 2017 I'E e

Mon Tue Wed Thu Fri Sat Sun
6 27 28 29 30 1 2
3 4.5 6 7 B 9
10 BHE 12 13 14 15 16
17 18 wfill n » =3
24 25 26 27 2B 2\ 3
3. 4 2 3 4 5 6

: Clear |

You can also change the review date in the NovaCore Toolbox while EditingD17 or RevisingD19 a

document.

Review Interval

The Review Interval is the number of months that elapse between a document's revision and its
next review date. In NovaCore the review interval is 12 months by default. This means that every
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time a document is approved, the next review date will automatically be set to a date 12 months after
the approval date. (To change the default review interval see Global SettingsDﬁs J)

To change a particular document's review interval:

1. Gotoadocumentlist thatindexes the document as explained in Document Controllingms. Select
the review interval that you want to change.

| status|Doc # _[Type |Framework |Document Name 4 [Revision Date _|Revision Review Date | Compiiant (Review IntervaDtatus Tmestamp |Status SetBy |Approval
. B () AQTF  AQTF Organisational Chart 14/01/2015 14 10/11/2016 EEENR | | v 10/11/2016 RTOADM RTOADM
i -@ () AQTF  Assessment Policy 15/04/2015 3.14 10/11/2018 Default 10/11/2016 RTOADM RTOADM

2. Typeinareview interval or click on the drop down arrow and select on of the review interval
options.

Default SRS
Default L]
Mone

1 month

4 maonths
5 months
Gmonths W

3. When you have selected the new review interval, you will be prompted to specify whether you
want the review date (see section above) to be reset based on the new interval. If you select Yes
then the review date will change immediately and if you select No the review date will be
calculated after the document is next approved.

Revision Number

The Revision Number of a document changes every time a document is revised. It shows how many
times the document has been revised and whether the revision is Major or Minor. To learn more
about revising documents click hereP'.

+ [Revi tus Timestamp |
4 CO... M QTF Organisational Chart 14/01 11/2016
| 21 poco.. ] () AQTF  AssessmentPolicy 15/04/2015 Default 10/11/2016 RTOADM RTOADM

Documents are linked to standards of a framework to monitor compliance. A document can be linked
to one or more framework items/standards in multiple frameworks. To see how to link documents to

framework items/standards in a framework go to Using the Traffic Light Syste mDO%* Documents can
also be linked to DMS folders.

The number of times a document has been linked is shown in the Link column in all document lists
within NovaCore:
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_ | CreatedBy
NOVACORE
NOVACORE
MNOVACORE
MNOVACORE
MNOVACORE

i\ T

Select the number to see a breakdown of the number of links and which frameworks the document is

linked to:

— [CreatedDate | CreatedBy | Links |[dl|ga]
10/04/2015 Click rﬁngE a3 [ [
10/04/2015 MOVACORE RE
10/04/2015 MOVACORE [ W |
10/04/2015 | Framework birfls | (/] [
10/04/2015 {8 1509001:2015 2000
10/04/2015 4 SRTO 2015 4Bl &
10/04/2015 & oms 00O
10/04/2015 b R i
10/04/2015 101
10,04/2015 1O
27/03/2017 - — a— [ | []

For information on linking documents see Copying DocumentsD and Using the Traffic Light
SystemD54.

2.9 Publishing

In NovaCore, documents can be published privately or publicly or without protection. Private refers
to the fact that the document is password protected or is stored in a protected location. Public means
that the document can be accessed without a username or password. Published documents are
usually published as read-only documents but if you require a document to be editable when
published, select Unprotected.

When you enable a document to be published, the settings that you have set in the DMS or
Framework will be applied to the document.

This is the icon for private publishing:
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This is the icon for public publishing:

For more information on configuring the publishing settings for
e aFramework, see Framework Specific Publishing SettingsD™ of the .
e a DMS Library or Folder, see DMS PublishingD82

How to Publish a Document

There are two ways of flagging a document to be published:

1. Gotoadocumentlist thatindexes your documentD'® and find the columns indicated in the image
below. By default these columns are on the far right of the document list. Enable Private, Public
and/or Unprotected publishing for individual documents by ticking the relevant boxes.

| &3 | (3] |unprotected
L1 O v

Tip
If the Publishing column is not visible, right click on one of the
column headers and make sure that Publish as Private and

Publish as Public are enabled. (See Understanding Screen
Layouth .)

2. If youintend to publish the document once it has been approved, you can set this in the
NovaCore Toolbox while editingD”. Select Publish Private, Publish Public and/or Publish &
Export as Unprotected. If the documentis a form that uses Word form fields, you do not have to
publish it as unprotected because form fields will be editable even in a protected state.

Publishing Options
g | Publish Private
] 7| Publish Public

5 7| Publish & Export as Unprotected
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2.10 Import External Documents

When importing documents into NovaCore you can bring them into a framework or into the DMS.

Importing External Documents via the Wizard into a Framework

1. Use the Framework Selection Button?” to select a framework.

2. Click Tools/Config:

Manage Registers Reports Tnuls_a":n[jgg Help

Mew Edit Approve Revise Check Undo Check Copy
Document Out  Check Out In z

Document Control

3. Thenselectimport Documents:

Manage Reqgisters Reports Tools/Config Help

> 4 ¥ P

Change Clear Manage Users Who's
Documents /* Password  History & Groups - Logged in

Users
4. Inthe Import External Documents wizard, you will be prompted to assign your document to a

framework or the DMS. By default NovaCore will select the framework that is currently active.
Make your selection and click the '"Next' Arrow.
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This wizard will guide you through the document import process.

Documents will be imported into the currently active framework or alternatively select a different
framework._.

() aqre |¥

Import External Documents

'Next' Arrow

5. A dialogue box will automatically open so that you can select the document you want to import.
You can import more than one file by holding down your shift or control keys or you can add files
one by one by clicking the Add Files button on the right hand side of your screen. Select the
'Next' Arrow to continue.

6. On the next screen (see below) you will be able to rename the document, change the revision
number, select a classification (see Document PropertiesD27), assign a tempIateD38 if necessary
and assign an approver for the document. (See WorkflowD*® for more information.)

Note
Itis possible to bulk apply templates during the import process. See Applying Templates in BulkD¥S

Ny 45

{262
,; Tl 7‘@"

G

Define th: types, edit the de it d select a template if necessary:

File Name |Document Hame Revison | Classification |Template |Approval By
D:\Amy My Documents\John Milton\Cover page. docx Demo k 10

® ©
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Tip
When making the changes described above do not click on the

heading of a column but on the information below the
heading.

7. Once you have made all the necessary changes click the '"Next' Arrow and you will see that on the
last screen it will become a Finish symbol. Click this to save your newly imported document. Look
for your document in the folder you classified and you will see it there with a 'Newly Imported'
symbol.

Importing Documents into the Document Management System (DMS)

You can import documents into the Document Management System (DMS)D68 in the same way as you
import documents into frameworks (see above).

OR
You can import documents or folders by dragging and dropping as explained below:

1. Resize NovaCore and arrange your screen so that you can see NovaCore and your document/folder
location at the same time.

2. Simply grab the document/folder and dragitinto a folderin the DMS.

r

Documents library '-V-“ ;acore
Includes: 2 locations @ DMS
Mame

B New folder (2) Document Management System

| Mew folder (3] Framewaorks P
| Mew folder (4) " F

|\ New folder (5) LN

| Mew folder ()

B New folder 7} l‘ % 1.0 Archive Drup

| New fold :

1 New folder (&) ull I} LDP‘ollues & Procedures

. Mew folder (9)

| istration

. Mew folder (10} T

) v Grab bW Agreements

I New folder (11) b % Airworthiness

1) Mew folder (12] % Finance

Blaans Faldar i1 2% B 1in

Note

preserve your folder structure!

You can import an entire folder structure (folder with all subfolders) this way and the DMS will

User Manual © 2019 NovaCore Pty Ltd




Working with Documents

3. When you import multiple documents at once or an entire folder this dialogue box will open up:

Import Options

Apply template, adjust file name or define version
number of documents being impaorted?

! Yes @ Mo

Only indude the following file types:

v| ] M5 word

[ | B MS Excel

[ | &) M5 PowerPoint
[ | &H] Ms Publisher
_____ "X Adobe PDF
[]** anyFie

[ | Impart root folder as a new Library

Ok | Cancel

Select Yes if you want to apply templates, adjust the file name, classify or define the version
number of documents being imported. Select No if you want the documents to be imported as
they are.

If you are importing a folder that contains multiple file types, you can specify which types to
import. This is helpful if your folder contains many different file types and you only want, for
example, to import Word documents. Any file type can be imported but only Word, Excel,
PowerPoint, Publisher and PDF files can be filtered. To include any or all files tick 'Any File'.

If you are importing a folder, you will also have the option to import the root folder as a new DMS
Library folder. Note that you will not have this option if you import files only or folders and files
together.

4. When you have specified the import options, select OK. NovaCore will then take you through the
Import External Documents Wizard explained in the section above.

2.11 Exporting Documents

NovaCore allows you to export documents to locations outside of the system. This enables non-
NovaCore users to access the documents.

Note

All exported documents will be unprotected which means that they will be editable. However, if a
document has not been approved it will be exported with the relevant watermark.

Exporting Documents from NovaCore

To export a document:
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1. Rightclick on adocumentin NovaCore and select Export or use the Export button on the Ribbon
Menu under Manage.

2. Choose whether to export the document in its original format or as a PDF.

w  Approve
¢l Export I ¥ | |« Exportas original
Send via Cutlock - * | "% Exportas PDF
[1 S5Send L4
~ J—

3. Inthe window that opens up, select a location for the file and save it.

Exporting Documents from MS Word

Documents can also be exported from MS Word.
1. In Word, gotoFile.
2. SelectExport.

3. Select Exportunder Export.

Export

D!i Create POF/XPS Document E_Kport fm_m NovaCore
E,!a Change File Type Q
Export
Check Cut

|;j Export [%
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4. Selectthe Export button under Export from NovaCore.

Export

[:]_ Create PDF/XPS Document Export from NovaCore
E’J Change File Type D
Export
Check Out

D Export

2.12 Printing Documents

In NovaCore there are two different options for printing a document: Print and Print Controlled.

Print

When the Print option is used to print a document, the document will be printed with a watermark .
The watermark depends on the document status as follows:

e Approved - the 'UNCONTROLLED' watermark will be used. In a strict, quality system,
distributed documents should be tracked. To facilitate this, users require the Print Controlled
permission (see User PermissionsD ™ ) to print a document without the watermark via the
Print Controlled command, otherwise a user who is not a document controller could print and
distribute documents that ought to be controlled.

When viewing a previous approved revision the 'SUPERSEDED' watermark will be used.

Being Edited - the 'DRAFT' watermark will be used.

Waiting Approval - the 'NOT APPROVED' watermark will be used.

Past Review - 'OUT OF DATE' watermark will be used.

Deleted - the 'DELETED' watermark will be used.

To print a document from NovaCore, right click on a document and select Print or use the Print button
onthe Ribbon Menu under Manage.

i I

= ¥

Print Export 5
Controlled T O

Document Cantrol

To print a document from MS Word, print it as you would print any other document.

Print Controlled
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The Print Controlled option allows users to print a document without a watermark. Note that only
users with the Print Controlled permission will be able to use this option.

To print a controlled document from NovaCore, right click on a document and select Print Controlled
or use the Print Controlle button on the Ribbon Menu under Manage.

Copy % Print

Document Control

To print a controlled document from MS Word:

1. Open a Word document from NovaCore.

2. GotoFile.

w

Select Print.

b

Enable the Print Controlled option.

=
4+

2.13 Using Templates

Templates can be used in two different ways:

e For conformity (so that all your documents look similar). This applies to MS Word and PowerPoint
documents but not Excel. In Word this means uniform page size, header and footer content, as
well as document styles. In PowerPoint the master slides of a presentation are updated from the
template to create uniformity.

e Asthe basis or starting point of a document (for documents that are created regularly like
Minutes of Meeting forms). This applies to MS Word, PowerPoint and Excel documents.

Templates can be accessed in two different ways:

Select a framework using the Framework Selection ButtonD’ . The Templates button will show on
the Ribbon Menu. Selecting the top half of this button will show your selected framework's
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templates:

nO‘Jacore Manage Registers Reports Tools/Config Help
) | i CASR = : : : .

£ B B & U § 2

Civil Aviation Safety Regulations 1998 View Policies  Procedures  Forms  Manuals  Others  All
Framework -

Frameworks I CASR Control

B

Templates

Note

You can select the arrow button on the bottom right corner of Templates to manage custom
document classifications.

Help
Others Al Templates Mew View Approve Revi
i T Document
anage custom document classifications I
OR

Go to Tools/Config and select the Manage Templates button:

".& no"\facore Manage Registers Reports Tools/Config Help

Y ¢y AQTF , v

Q £ Y & & +

AQTF Standards & Conditions Irmport Manage Change Clear
Documents

Subscribers Password  History
Frameworks [

Creating Templates

There are three different types of templates:

¢ Global TempIatesD39 - Templates that can be applied to documents throughout your NovaCore
system regardless of the document's framework.

e Framework Specific TemplatesD40 - Templates that can only be applied to specific frameworks.

e DMS Folder Specific TemplatesD43 - Templates that can only be used within their containing
folder.

Note that existing documents can be converted into templates (See Converting Documents to
TemplatesD*3 below).

Creating Global Templates
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To create a Global Template:

1. GotoTools/ConfigthenManage Templates. The Manage Templates has two
sections. The top section is for Global Templates and the bottom section is for Framework
Specific Templates.

2. Selectthe plus button in the Global Templates section as show below.

I Global Templates _

I Status ED::u: = ET}'DE ;D::u:ument Tame

3. Adialogue box will open up so that you can name your new template, change the revision
number if you need to, set an approver, apply a template and select a file type.

Create Mew Global Ternplate E3
i‘ o Mame
¥ Revision |10
Approval by (¥
[ ] Edit later
File type | ] M5 word v ]
R )

-|MS PowerPoint

@MS Excel Create | cancel |
ElMs Publisher : j

1 M5 Word I
Feglote 2 L ) v
T 2 '

Note

A template can only be applied to documents that have the same format as the template.

4. Once you have filled in the fields, click Create.Your template will open up in an application
relevant to the the file type you specify. When your new template opens in the application
there will be extra NovaCore features inside the application as explained in Editing
DocumentsD 7.

Creating Framework Specific Templates

To create a Framework Specific Templates:

1. Specify aframework in the 'Templates specific to' section using the drop down list as shown
below.
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Templates specific to ;sf{; CASR |

.......... | Doc #|Type [Document| () AQTF

Fiicasr

CRICOS

BB ELICOS
GTO

2. Selectthe plus button.

3. Follow steps 2 - 3 of Creating Global Templates (see aboveD39). Your template will only
appear in the framework you specify.

OR
1. Gointo aframework.

2. Goto Templates under the Manage tab. Select the bottom section of Templates and select
New Template.

Manage Registers Reports Tools/Config Help

View Policies  Procedures  Forms  Manuals  Others All ]@% MNew

Framework Document

ELICOS Control 21 NewTemplate ||

Example

The following is an example of how you could make a Word template. Note that you do not have to
follow all these steps exactly.

e Double click the header of the document and insert you company logo:

The header will become the header of all the documents you apply the template to.
¢ In the footer of your document you can put revision information. The ability to insert revision

fields is one of the features that makes document controlling so easy with NovaCore. In the
image below the editor has placed "Revision Date" in the footer.
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Footer |

Review Date:l

Instead of manually typing in the date go to the Insert tab.

Once you have clicked the Insert tab you will see that you have the option to insert NovaCore
Fields. Click Revision Field to reveal a drop-down list.

You will see that there are several different revision fields. For the purpose of this demonstration
we select Revision Date:

rm%ﬂﬂ"?'u];_

. e

Home | Insert Page Lay

| |

[ =1 |l

| Custom iieu'rsiun Logo Cover EBlar
Field = | Field = Page~ Pag

Approved By

MovaCa Approved Date <

- ' Created By
Propert

- Document Location

Daocument Mame
Documen

aad asa Document Mumber

Created Mext Review Date
Created Revision

| Revision Date |
Ta'!';:laE I}

After the desired field is selected it will appear next to your cursor in the document:

Footer |

Review Date:08-03-2017|

Note

It is recommended that NovaCore revision fields be inserted rather than manually typingin the
information. Revision field content updates automatically with document details such as dates,
revision number, location, name, etc.
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e Below is an example of a complete template footer:

ehver |

Review Date: 08-03-2017 Approver : RTO Administrator Revision: 1.0
Document Mame: Demo Approved by: - Date Approved:-

e Once you have created your template you can Save it or Save as Complete.
e Approve your template in NovaCore and it will be ready to use!

Converting Document to Template

If an existing document is to be used as the basis or starting point for new documents then
convert the document into a template for later use in Creating DocumentsB'e.

To do this:
1. Rightclick the documentin any document list within NovaCore.

2. SelectConvertto Template.

»| Export 3
CE Email

® Delete Link

* Delete

# Undelete

3. a) If you have Template Management permissions (see User PermissionsD"’G) and the
document resides in a DMS folder you will be asked to choose between limiting the
template to its containing folder or making it global. Limiting it to the folder means that you
can create new documents based on this template only if they too reside in this folder. If
not prompted then you do not have Template Management permissions and the template
will be limited to the folder.

b) If the document resides in a framework and you have Template Management permissions
then you will be prompted whether to make the template global or to limit it to documents
belonging to the framework. If you do not have Template Management permissions then
you cannot convert a framework document to a template.

Note

A template can only be used, orits header and footer applied, once it has been approved.

Applying Templates
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There are two different ways of applying templates

e Applying templates when creating/editing/revising documentsD#4

e Applying templates on importD45

Apply Templates When Creating/Editing/Revising Documents

A template can be applied during the document creation process (see Creating Documentsme)
or from the NovaCore Toolbox when Creating/Editing/Revising DocumentsB'’

To apply a template from the NovaCore toolbox:

1. Select the drop down arrow in the Template field and select a template:

Properties
Document name
Access and Equity Policy

Created date  10/04/2015
Created by MOVACORE

"t
Template 5 @

L
J
J

m
=]
=
]
m

If atemplate does not show up in the drop down list it is because of one of three things:

a. You need to click on the Refresh button as shown below.

| Properties
Document name
Access and Equity Policy

Created date | 10,/04/2015

Created by MOVACORE
Template e‘dew Template (1.0) -

Apply template

b. The template is specific to a different framework to the one your documentis in.

c. The template has not been approved. A template can only be applied when it is
approved.

2. Once you have selected your template click Apply Template. Note that if a template has
already been applied you will need to Reapply Template (see below).
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| Properties
Dacument name
Access and Equity Policy

Created date | 10,/04/2015
Created by MOVACCORE

Template G Mew Template (1.0) -

d_ apply template_—-q‘ b

When your template is applied, all the information in the header and footer of your
document will be automatically updated.

Note

If you create a template without using custom/revision fieIdsDzz, the header and footer
information will not update automatically.

Applying Templates to Individual Documents on Import

The process of importing a document is explained in Importing External DocumentsD?32, During
the process you will come to a screen where you can edit your document information. This is

where you apply a template. Click below the heading of the Template column to reveal a drop
down list.

|Revision |Classification | Template | Approval By
LD v
:ACTF Template (2.2) L\@ ~
Another PP (1.0}
Blank (2.0)

Checkout Tests (2.0)
Select the template and continue with the import process by clicking the Next Arrow. Once the
document is imported, right click on it and select edit. The document will open up in the

relevant application and you will see that it has the template you specified.

Applying Templates in Bulk

NovaCore also allows you to bulk apply templates during the import process. To do this:

1. When you reach the screen during the import process where you can edit your document
information, select two or more documents.

2. When you select two or more documents, a bulk assign options menu will automatically
open on the right hand side of the screen. Select the drop down arrow of the Bulk assign
template option and select a template.
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]

Bulk assign

dassification:
[
[ v

Bulk assign

template: -

[ (v
s

Full doc template (1.0) ~

Marko (1.1)

Mew Template (1.0)

MovaCore Documnent Pack (2.0)

OHS Procedure Template {1.2)

Test (1.23)

TestPP (1.7)

VET Template - Portrait (1. 1) ¥

Bulk assign revision:

€ ;{EI.D }. >

The template will be applied to all files that match the template's file format. For example,
if the template is a Word document, it will only be applied to Word documents. If you want
to apply different templates to different files on the same import, simply select the other
templates you wish to apply and they will be applied to the relevant files. For example, if
you select all of your documents and some are Word documents and others are PowerPoint
documents, select the Word template to apply it to all of the Word files and then select the
PowerPoint template to apply it to all of the PowerPoint files.

3. Once you have assigned the templates, continue with the import process by selecting the
Next Arrow.

Reapplying Templates

To change a document's template:

1. ReviseP'® the document and select Reapply Template in the NovaCore toolboxB®.

Properties
Document name
asition Description - Enrolment Administrator

Created date  21/12/2013
Created by MOVACORE

E™ -
Template 3 5

Reapply te@
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2. Whenyouclick Reapply Template adialogue box like this will open up:

- ~
Apply Template Opticns u

Apply Headers
Apply Footers

Apply

k. -

Specify which parts of the template you want to apply to your document and click Apply.

2.14 Document List Viewing Options

Document and Revision History

Older versions of revised documents will automatically be archived.
To view archived revisions that were approved:

1. Click onthe Revision History iconunder Manage.

View

2. A small arrow will appear to the left of documents that have archived revisions. Click on this arrow
to view the older revision.

G% ¥/ Dpocesis @_ﬂ 12/5/2015 () AQTF  Finandal Management Policy 6/18/2015 5_4_
¥ & DOCB613 -%j 12212018 L} AQTF  Finandal Management Policy 10/21f2014 i
I W DOCe613 .@] 1/19/2015 () AQTF  Finandal Management Policy xx 8f19/. S

£ poce7s7 @ 114011 O AQTF  pptest Previous versions gz L

» |4 DOCBE31 @_ﬂ 3/22/2013 {} AQTF  Risk Analysis Procedure {change &) 1/30/2017 1.2
3 @ DOCe632 4/8/2014 ()} AQTF  Risk Management Procedure 1f30/2017 ¢ B S

To view the entire history of a document:

1. Selectthe Document History icon under Manage.

O
== Motes

View
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2. Adrop down arrow will appear to the left of documents that have archived history. Select this
arrow to view document history.

Note

All archived revisions will be watermarked as 'Superseded' when viewing or printing them. You
cannot edit, revise or publish archived revisions of documents but you can revert a current
document to a previous revisionB2".

Revision Notes

To view document revision notes, select revision notes. (See Revising DocumentsD'® for more
information on revision notes.)

Latest and Current Documents

In NovaCore, you can select whether latest or current documents are displayed in document lists.

Latest Documents

A Latest Document is the latest revision of a document. The revision may not necessarily have
been approved.

To display the latest documents, select the latest documents icon under the Manage tab as
shown below:

i ®

= Motes

®)=

Wiew

Current Documents

A Current Document is, by default, the most recently approved version of a document and if
linked to a framework clause is used in the compliance check. However when revising a
document it can be marked as Current thus forcing the new, not yet approved revision to be the
one against which compliance checks are performed. (See Revising Documents2'® for more
detail)

To only view current documents, select the current documents icon under the Manage tab as
shown below:
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‘u‘i%

=
=]
-+
m
8

Deleted Documents

Itis possible to view or recover previously deleted documents.
To view deleted documents:

1. ClickonDeleted Documents icon underthe Manage tab of the Ribbon Menu.

L@

== Motes

View

Deleted documents will now show in the list of documents with a deleted status symbol.

B, Form "l DOC6623 '—__'ﬂ 7(27/2012 () AQTF  Induction Checklist

12 other @Essﬂ B 9712011 () AQTF  Induction Checklist

P Policy 7552 @j 7112015 () AQTF  Induction Checklist

B, Form v DOC6628 .E:I_»] 1/16/2018 () AQTF  Industry Consultation Form

P rolicy w DOCB652 -E 5/2/2017 () AQTF  Insurance Policy changed name

2. Torecover adocument right click on the document and select Undelete.

2.15 Workflow
Document Approvers

Document Approvers are users who have been assigned the responsibility of approving documents.
Documents approvers can be assigned to individual documents when a document is imported,
created, edited or revised. Default document approvers can be assigned to entire frameworks under
Framework Settings in Application Options. ( See Framework SettingsD™ .) Default documents
approvers can also be set for all of the documents in the system under Global Settings in
Application Options. (See Global SettingsD'"”.) By default the NovaCore Administrator is set as the
document approver. When the document approver for a specific document is unassigned, the default
framework approver will be used; if that is unassigned, the default global approver will be used; if
that is unassigned the RTOADM (NovaCore Administrator) user will be used.

Subscribing Users to Documents

In NovaCore you can subscribe a user to a specific document. This means that when a document is
actioned, the user receives an email alert that tells them when and how the document has been

actioned.

To subscribe a user to a document:
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1. Rightclick a document and select Subscribe Address or select adocument and select the
Subscribe Address button onthe Ribbon Menu under Manage.

= Motes
Send via Send Subscribe Print
Cutlook - - address % Screen

g

Wiew

2. Inthe window that opens up select an email address from the drop down list or type in a new
address. Fill in the user's name and surname and select Add. (See Manage SubscribersP™ for
information on viewing and editing subscribers.)

Add Document Subscriber “

=& Add someone to be notified by email when New Test is
revised.

Email address: !l | T&

Given name:

Surname:

Add Cancel
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3 Framework Traffic Light System

NovaCore's Traffic Light System gives you a simple and visual representation of your framework
compliance. Visual and email notifications let you know exactly when documents and standards need
to be actioned. Using the Traffic Light System you can see what standards need to be worked on and
see their statuses change as you action documents and make them compliant to the standards. You
can import your own documentation or use NovaCore's ready-made documentation. With the Traffic
Light System, documentation and compliance becomes fast and easy.

3.1 How the Traffic Light System Works

To access the Traffic Light System hover over the Framework Selection ButtonD7 and select the
desired framework. Then select View Framework to the right hand side of the Framework
Selection Button.D7?

Note

The View Framework button changes to the Edit Framework button when you enter the Traffic
Light System.

This is the default layout of the Traffic Light System:

Search 0| | search options -
I Files | ~| |3.31n addition to al requirements in the ESOS Act, the written agreement must, in plain Engish .

— L - ;. = 5 Available Documents »
Standard 3 3.3.1 outline the course or courses in which the student is to be enrolled, the .
Formalisation of expected course start date, the k ion(: which th will be deli d, the offered modes of study for I

0 p e, y :
“ " enrolment and writtzn h including v online and/or work-based training, d/or ather P v| [fpcucosais |v
======== * community-based learning and/or collaborative research training arrangements ~
SEn - 5

22 @ 3 | Status Doc # |Document ~ |Revisior Review Date |Links

4 33 2 0 . - [ %) DOC166 M) Education Agent A... 1.1 10062020 17

3.3.1 (7] 4 Implementation | Explanatory Notes [ %) DOC166 B Education Agent A... 1.1 10/06/2020 17

3,32 e 3 § - - - I? %) Dpocies B Education AgentR... 1.1 10/06/2020 17

dsd ® . Intent / Key Actions / Responsible Person M ¢ DOC 173 ] Education Agents P... 1.1 10/06/2020 20

S ® A [niEnt 1?2 « DOCi6s W End of Study Perio... 1.1 10/08/2020 28

s 4 o - o ) DOC172 B Engagement Prior t... 1.1 17/06/2013 22

T Key Actions & 9 Dpocies B Enrolment Procedures 1.1 10/06/2020 15

3,36 b 2 | ‘ @ « DOC172 ®] Formalisation of En... 1.2 10/06/2020 3

“3.3.7 - 4 [ ' DOC167 B Group Folder Chec... 1.1 10/06/2020 27

S5 @ s i Relspar\s\b\a Person(s) ’ i | %) Doc174 B Intervention Follow... 1.1 10/06/2020 ]

3.3.9 ] 2 | T [} +  D0C171 B Intervention Strate... 1.1 10/06/2020 23

: el T

e © 7 | Status |Document Revisior| Review Dat |Complia| Framewor B v poc17i ) Late ree Payment ... 1.1 i M

- Y = = = I? < DOC173 B Letter of Offer and... 1.1 10/08/2020 22

4 icies...
342 @ 3 ) @ e = T A s ? & DOC172 W Letter of Release f... 1.1 10/05/2020 13
ngagement Prior to Enrolment Polic 5 | 3
3.4.3 - 6 bt i o gl el r:e i s st = < I? « DOC168 ] Letter of Transfer ... 1.1 10/06/2020 13
i @ 6 @ v B]Formalsation of Enrolment and Written Agreements Palicy 1.2 10/06/2020 V| £ cricos «  DOC165 ] Marketing Develop... 1.1 10/06/2020 )
4 Forms... 2 w
345 11 ) ) I? « DOC165 B Marketing Materials... 1.1 10/05/2020 11
(7] ® 2 B payment Instalment or Fee Extension Request Form 11 10/05/2019 1 £ cricor 7 &  DOC165 M) Marketing Materiah... 1.1 10/06/2020 1
435 0 = Y

3 4 Others... ) ™ %) Docies W Marketing Policy L1 10/08/2020 18

[ hd i @ v ®]Letter of Offer and Acceptance (Written Agreement) il wfo6/2020 b #Ecricer| || #) DOC16S M MedaRelease Form 1.1 10/05/2020 7

352 L 2 @ « DOC172 ] Modes of Delivery ... 1.1 10/06/2020 9

353 - 2 ™ © Dpoci72 B]Overseas Student ... 1.1 10/06/2020 i

~3.6 - 2 @ 9 DOCi72 ® OverseasStudent... 1.1 10/06/2020 15
Standard 4 A & %] Doci74 @] Overseas Student ... 1.1 10/06/2020 15 -

v L —

4 Education agents

On the left hand side of the screen different coloured lights indicate your compliance with each
standard.

To view all the documents linked to a standard, select the standard and the documents will be
displayed in the centre section of the screen with a status symbol and a traffic light.

To know what a status symbol means hover your mouse over it or see Document PropertiesD27 foran
explanation of each symbol.

The Lights

Red Light: Ared light next to a standard means that there are documents linked to that standard that
urgently need to be actioned. The number inside the light indicates how many documents linked to

User Manual © 2019 NovaCore Pty Ltd




Framework Traffic Light System

the standard have anissue. A light turns red when documents are past their review date, not
approved, deleted or in draft format. Once the document/s are actioned the light will turn green.

Amber Light: An amber light next to a standard makes you aware that documents linked to that
standard are coming up for review. By default NovaCore turns a light amber 14 days before the review
date. As with the red light, the number inside the amber light shows the number of documents that
have an issue. An amber light will automatically turn red when a document goes past its review date.

Green Light: The green light next to a standard shows that all the documents linked to the standard
are compliant.

Sometimes you will have all three different lights for documents in one standard as in the example
below. When this occurs NovaCore turns the light the colour that will warn you of the most serious
issue from a compliance perspective.

[
-

—{d
4 SME 15 i Implementabon | Explanatory Hodes
16,1 . ] Intent / Key Actions / Responsible Person
b=15.2 ol ] Intent
| 163 a 10 |;'.'+ nave mplemented the feedback process provided within the Cuuality Indicators for Traming guceines.
1A E s Ky Actions
oo 165 [ 7] 1 Fh.dL- Indicators for Tranng
166 (<] rd
i i=]
L 167 ® * Respongbls Person(s)
4 ST 0 [
171 - T
- o o
P — Status  Dooument
—1i7.3 © e
e e e e e ) Polices_
- 174 [ 7] 5 ~
- ) 'ﬂ Contrmous Improvement Polcy
4 B8 Procedures...
—18.1 %] & . ¥ 'g]Rn Anslygis Procedure
18,2 e & d Forms...
4 SR 19 0 @ v H]comective Acton Fom
4 18.1 0 . v lﬂd Training Resource Fesdbadk Form
~{a) ‘ 2 4 Dithers—
@ @ @ v B Comective Action Regater
® ® ® T A nmoukemster
1 L
5 ® i @ T 2] risk Management Action Plan
F
e [°] 3
7] ik ]

4 SHR.20 o

Attention symbol: Besides the different light symbols you will also sometimes have an attention

symbol next to a standard: = This means that there are no documents linked to that standard. See
Using the Traffic Light SystemD54 to find out how to link documents to standards within the Traffic
Light System.

'Available Documents' List

The Available Documents listis by default on the right hand side of your screen in the Traffic Light
System. It is a complete list of all the documents within a selected framework.

Using the button shown below, the Available Documents list can be collapsed and expanded:
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Available Documents (»)
@ Link | Fiter: [ ] Alldocuments [v| [#gsmroz015  [v]
)
| |stz| Doc# | Document 4 | Revisior | Review Date | Links |
f ¥ pocooss ] Issuing Certification Policy 1.0 10/04/2016 12
il ¥ pocoosz ] Learner Questionnaire 1.0 10/04/2016 8
¥ %) pocoos7 ) Legislation Compliance Poli... 1.0 10/04/2016 3
2 ¥ pocooso ] Legislation Compliance Pro... 1.0 10/04/2016 2
|7 ¥ pocooi4 B Legislation Register 10 10/04/2016 2
% ¥ pocoozss ] Management of RTO Policy 1.0 10/04/2018 2%
2t ¥ pocooss ] Management of RTO Proce... 1.0 10/04/2016 26
7 ¥ pocoo13 B Mapping Document Templ... 1.0 10/04/2016 18

In the Available Documents list, documents can be filtered by classificationD? ...

Available Documents o

@ Lk | Fiter: || All documents [v| [ggsmmo2015  [v]

|| all documents

—
| ¥ Palicies |
| | stz | Doc # [ Doc, &k Procedures | Review Date | Links |
\B ') Docoods R, 28/10/2016  150f 22
¥ poci4s3 M) ¥ Manuals 1/07/2017 15
B 20 pocois  #], | others 15/02/2017 24 0f 25
B | pocoos7 ], B Templates 10/04/2016 iz
8 ¥ pocooss M), |2 Special Docs v | 10/04/2015 15
Il ¥ poco1l7 W) Appeals Progress Form 1.0 10/04/2016 24
|7 %) pocoozs B Appeals Register 1.0 10/04/2016 15
|7 %) pocoozz B Archive Register 1.0 10/04/2016 7
‘il ¥ pocoits W) Archive Register Form 1.0 10/04/2016 7
I ‘9'_ DOCO115 @Aﬁﬁsment{)utﬂumﬁ"[ra_ 1.0 10/04/2018 25

...and you can also choose to view documents that are in other frameworks:

Available Documents 5
&s< Link | Filter: p,j| ¥ S—— | “f'. L@ m— ] |
| ##CRICOS &
Fiicricos 2018
L:BI Sk |R?Eﬁ-_. T |%$‘I¥E§$L‘rmg e — |4Fl'.Euisi|:' Delegation Requ ents
‘88 ¥ pocoos7  #) Partnering Procedures 1.0 € eLcos
R Booeee o 3 :‘55:392501-2015
Il %) pocooss ] Privacy Photo Consent Form 1.0 -ﬁ- i 20:15
I % pocoozz @ Privacy Policy 1.0 o .
B ¥ pocooss ) Privacy Procedures 1.0 LT B |
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In the Available Documents list there are 7 columns. These can be turned on and off like the columns
in any other document list. (See Document/File ListsDo J)

e The Classification column shows what classification the document belongs to.
e The Status column shows the documents' compliance statusD?’.

e The Doc #column displays the document number.

e The Document column displays the document itself.

e The Revisior column shows the documents revision number

e The Review Date column displays the document's review date

e The Link column shows how many standards the document has been linked to.

For example, if a document is linked to 43 standards, its number in the link columns will be '43'".
Sometimes the number will be displayed as being 'of' a larger number. (See below)

Il %) pocotls M) Assessment Outcomes Tra... 1.0 10/04/2016 25
f# « DOCO046 M AssessmentPolicy . e 13/07/2019
1] Zi' DOCo0&7 @j Assessment Procediifes 1.0 13/11/2016 43
T ¥ pocoiig -@] Assessor Evaluation Form 1.0 10/04/2015 42
7 ¥ pocoozi  #] Assets Register 1.0 10/04/2016 39
B « Docoo4s ] Audit Policy 2.0 18/10/2019 43 of 44
L2 T pocooss W Audit Procedures 1.0 16/05,/2018 43
|7 % pocoozo W) Audit Schedule Register 1.0 10/04/2015 43
I ¥ pocoois ¥ Business Support Suppliers... 1.0 10/04/2016 53
[l ¥ pocoil3  ®] Certificate Issuance Autho... 1.0 10/04/2016 43
L % Docooss W Certification Issuance Proc... 1.0 10/04/2016 43

This means that the document is linked X amount of times in the selected framework out of the Y
amount of times that it is linked throughout the system. In the image above the highlighted
document is linked 43 times in the SRTO Framework out of the 50 times that it has been linked
throughout the system.

For more information on linking documents, go to Using the Traffic Light SystemD54.

3.2 Using the Traffic Light System
Linking Documents

1. Selectthe Edit Framework button to enable editing your implementation of your framework i.e.
how documents relate to the framework. When editing is enabled the button will remain toggled.

2. Onthe right side of your screen you will be able to see all the available documents that are in your
framework. You can filter the list by document classification or view documents from another
framework or the DMS making it possible to cross-link documents between frameworks or the
DMS. Select the document/s you want to link. You can select multiple documents by holding down
your control key or the shift key to select a range of documents.
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want to link the selected document/s to. You can select multiple framework items by holding
down your control key.

4.

Select the Link Button.

The standards are displayed on the left side of your screen. Select the framework item/s that you

4 novacare Manage | Registers  Reports  Tools/Config  Help 2 - o |E2
AQTF T 1 T T WO i b s @ - 22 B
i ] = 25 Available D ts
O % B I 0§ 2o B | J v . 22 L e
AQTF Standards & Conditions Edit Policies Procedures Forms Manuals Others Al Templates New Edit Print Print  [Intent/Actions/Responsibility
H Framewark . - Document B 9 % | Screen
Frameworks Step 1 aqrFcontol 5 Document Control View
Compliance Files |~ | 7. Recognition of Qualifications Issued by other RTOs N
” e - - The applicant must confirm that it will ise the AQF d £ issued by any other Available Documents » |
Essential Standards for Initial Registration RTG: : - e :
i Conditions g & Link | Filter: All docur| v O aqQTF |
-1 Governance © 5 Step 4 I
2. Interactions with the Regi... (1} 2 . . . .
3, Compl e o 5 Implementation | Explanatory Notes |Status |Document < |Revision |ReviewDate |links \
3, Compliance with Legisiation | ITSS———————— :
S - 2 Intent / Key Actions / Responsible Person ® ¥ ®leaming... 2.0 2/12/2016 o
e | ntent @ D ®]Legislato... 1.0 7/27/2012 ]
5. Financial Management 8
: i = ‘Wa shall mutuzlly recognise al AQF O and of Attinment issued from other RTO's, | U v ®Marketing... 1.0 11/15/2017 2
6. Certfication and Issuing 0... @ 8 — = ® v ®Marketng.. 11 12/14/2017 40f6
7. Recognition of Qualificatio. .. - 1 || Key Actions 7 2 Bmarko 1.0 3/10/2015 (]
8. pcaracy mdiegiyof .. @ 5 [To minimise fraud and presentation of false documentation: Al ® & Emakoch. 10 11/30/2013 o
- g
i v, Transiton to Training Pack... @ 2 |- Check Certificate / Statement of Attainment ol [ :’ 5] Meeting ... 1.0 1/31/2012 0
i Standards | Responsble Person(s) ® B Mttt Lo 3f7i0n Btz
Step 3 i ? ® ®jopendoc.. 10 20612014 o
Pl sgndard ; 3 0 ‘Cumuhanm Manager | N ¢ [=] phone .0 10/19/2016 0
gy ° ol T, |t O e o uion :
; | " " T | [ B B !
fpHement L2 é SN |status |Document [Revision |Review Date | Compliant Framework || :3‘ @JW;"M"' 12 35:52221: g
£~ Element 1.3 128 = HE: F. i pp: H
Policies...
i g 4 v Bir s icies. A e - G 8 9 ] Privacy P... 1.1 10/13/2012 30f5
. 1] Recognition Poli . ]
i e ® g = 150 o e 1?7 D ®jprocessf.. 10 10/14/2012 0ofl
=) : 12 ® P 5/3/2015 0
) © 12 Step?2 — |12 . & a/7/2015 0
) (5] 1 o] -
B ® & 3 9/22/2016 0
i) (=] i 7w ¢ 2/21/2012 [l
4 Hement 1.5 0 ® 2 10/13/2012 0
[ - 4 B 0
; g v 419/2017 40f6
) o e | 3/22/2015 0
i e i v 5/18/2017 i
=) L4 4 v 12/1/2018 1
4 Standard 2 0 ) 1/31/2017 1
i~ Element 2.1 (5] s v 10/18/2017 1
i : v 6/21/2017 190f20
iElement 2.2 e E] >4 S 2
i Element 2.3 e 10 -
: = 8/19/2012 2
Element 2.4 @ 3 P W "
-

RTOADM

Note

You cannot link or unlink a document if editing is not enabled.

If you are unable to edit a framework contact your system administrator as you most likely have not
been given framework editing permission. Once the edit framework button is selected you will also
be able to edit the information in the intent, key actions and responsible persons boxes in the centre
panel of the screen.

Copying Framework Links

After importing or creating a new document that is related to some other document (e.g. a procedure
related to a policy) you can quickly assign all the framework links of the already linked document to
the new document with this feature. To copy the framework links of one document and paste them to
another document follow these steps.

1. Rightclick on the document.
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2. Hover your cursorover Copy and select Copy all framework links.

|38 9 DOCo054 -@j Reourds Hanagemeut Pru-c.. 1.0 10/04/2016
@ V’ DOCo030 %’]REﬁ R ',9

9 Iﬂ ........... L VIE‘IN :

| |i #) pocooss  #H] Ref 1

‘ Copy folder links [LD Copy ||—' |'15

: .

. Copy all framework links |e§' Copy this documents' hyperlink b
| _._._,_.‘ f
|

‘ u % | Docoos2 @j REI [ Paste framework links {16

B %) noconss B ped A

3. Rightclick on the document that you want to copy the links to.

4, SelectPaste framework links.

I ¥ pocoosé ] Refund Request Form L0 10/04/2016 30
2 9 pocoos  M]RefundRequestRegister 110 10/04/2016 30
& ¥ pocooss ) Refunds Prog Edit

I %) pocooss ] Replacemen

8 ¢ pocoos2 ] Replacemen| LI COPY !

il ¥ pocoos4 HH] RPL Applicat @
B ® pocises #]SRTO Templ
i ¥ Docises W] SRTO Temphk
il ¥ pocooss %jStaﬂ"FlleCh% 2 Print

!

ments' hyperlink

| [ Paste framework links

[ B rmenmnn T [P e S

Unlinking Documents

1. Make sure that editing is enabled.
2. Select the standard to which the unwanted document is linked.
3. Select the document displayed in the centre panel of the screen.

4, Select Unlink.
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[ novacore Manage = Registers  Reports  Tools/Config  Help 2 - o Ed
4 Qs Lﬂ IE}J |l|, Iﬁl ﬂ &? ) ig‘ | / v B8 B - @‘% é% Available Documents

AQTF Standards & Conditions Edit ‘Elmes Procedures Forms Manuals Others Al Templates New Edit Print Print  Intent/Adtions/Responsibility
wH Framework S 1 . . Document ' 8 #  Screen
kit = tep AQTF Control = Document Control View
Complisnce Files | ~| 7. Recognition of Qualifications Issued by other RTOs : |
‘| - = o The applicant must confirm that it will recognise the AQF d of Attai issued by any other Available Documents » ‘
Standards for Initial Registration RTO. -
4 Conditions | ok | At [y [0 aF [v
- 1, Governance @ 5 A
2. Interactions with the Regi. (7] 20T T - -
= | Implementation | Explanatory Notes [status [Document 4 [Revision [Review Date |Links |
3, Compliance with Legislation (] | IE—————————————— =
4, Insurance - 2 Intent / Key Actions / Responsible Person o L ] Learning ... 2.0 2/12/2016 ]
) 2 D B Legslato... 1.0 7(27f2012 0
5, Financial Management e B Iment \ ] Marketing... 1.0 11157017 d
- |We shall mutually recognise all AQF Qualifications and Statements of Attsinment issued from other RTO's. ‘ . = sl
~. Certification and Issuing 0... @ | — " = - @ T v 3] Marketing... 1.1 12/14/2017 4ofs
7. Recogrition of Qualificatio. . - 1 Key Actions 72 9 2] marko 1.0 3/10/2015 0
b mdigtors. @ 1 5 [To mirimise fraud and presentation of false documentation: Al B ® Bmedoch. 10 11 o
-~
=g, Transition to Training Pack... @ 2] |- Check Certificate / Statement of Attainment o Ie@ ;-' % Meeting ... 1.0 1;’31::2012 Uf
7 Y WNewTest 1.0 3/27/2014 0of2
4 Standards Step 2 Responsible Person(s) 2 ® ) opendec.. 10 et o
iz &% = &Y
4 Standard 1 ) 0 |Cﬂmulwarvte Manager ‘ 2 3 [=] phone 10 10/19/2016 0
i~ Element 1.1 (5] 10| rp— | (& B Fpptest 10 1142011 0
| . ’ 2 & W q
Bementi2 ; 8 |Status |Document |Revison  |Review Date | Compliant |Framenork | - :; éwi ol : g Ej::ﬁﬁ 2
i Element 1.3 k] iy e HE BFaE [ .
-
? ] Privacy P... 1.1 10/13/2012 3of5
4 Element 1.4 0 Frmemr oy N O L |
= L b wBRR AT 2 0 ®processf.. 10 10/14/2012 Dofl
a) 9 12 5 ® 9/3/2015
B © 2 2 /72015 0
a9 © 1 Step 3 g2 ¢ 9/22/2016 0
b ) (5] 1 P 2 & ®quety 10 2/21f2012 0
4 Element 1.5 0 ® 0 Bgwery 10 10/13/2012 0
[ ) 4 ® B @gwery2 10 0
- 4 ® v  ®Recogniti.. 3.0 4/18/2017 4ofs
) - T D BRecords... 3.0 3/22/2015 0
i) o 4 [ 2 + ®)Refundiog 1.0 5/18/2017 1
wd) w 4 M < ®&@jRrefundp.. 21 12f1/2018 1
4 Standard 2 [ Step 4 1 ) ®]RefundR... 1.0 1/31/2017 1
- Element 2,1 (5] 3 7 v ®@jRrefundr.. 10 10/18/2017 i
~Element 2.2 o N & v #Riskanal.. 11 6/21/2017 180f 20
i ® 0 2 9 ®@RiskMan.. 1.0 1/14/2016 1
Eament24 : Fm Fail :‘:,J 3] Risk Man... 1.1 8/18/2012 2
lement 2. : o & T W)RiskMan... 1.0 4/8/2014 0 v

Note

A single document may be linked to several standards.

Unlink Documents in Bulk

To unlink documents in bulk:
1. SelectEdit Framework to enable editing.

2. Select adocument and click on the numberin the Link column:

B |~ Docoo47 M Appeals Policy 1.0 10/04/2016 15
®) pocooes W] Appeals Procedures 1.0 10/04/2016

I % pocoi17 W] Appeals Progress Form 1.0 10/04/2016 e
7 9 pocoozz W] Appeals Register 1.0 10/04/2016

|7 ¥ pocoozz W] Archive Register 1.0 10/04/2016 7
%) pocoils W Archive Register Form 1.0 10/04/2016

[ #) pocotls  #] Assessment Outcomes Tra... 1.0 10/04/2016 25

B w DOCoo46 M) Assessment Policy 16 13/07/2012  43of 50

When you click on the number you will see a breakdown of the frameworks that the document s
linked to and the number of times it has been linked:
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7 ¥ pocoozz  ®] Archive Register 1.0 10/04/2016 7

Il ¥ pocois ] Archive Register Form 1.0 10/04/2016 7

| | ¥ DOCo11s -@_j Assessment Outcomes Tra... 1.0 10/04/2016 25
ff « DOCO04s @_ﬂ Bszessment Policy L& lSIU?I_EUl'EI iof ﬂ W
L T pocoos? W Assessment Procedures Framework | Links |

i7 ¥ pocoi14  #] Assessor Evaluation Form | % 1509001:2015 ise
|7 ¥ pocoo2i B Assets Register 4= SRTO 2015 P
M « DOCo04s W] Audit Policy & oms 0

3. Select the framework you want to unlink the document from and click the Unlink symbol. This will
remove all the links to that document within the selected framework.

I ¥ bocoozz B Archive Register 1.0 10/04/2015 F

I %) pocoits ] Archive Register Form 1.0 10/04/2016 7

| | ¥ pDOCo11S -@!_j Assessment Outcomes Tra... 1.0 10/04/2016 25
ff « DOCOD46 @'_j Aszessment Policy LG lSIU?‘I_EUl'EI i of H W
& 7 pocooe7 ] Assessment Procedures Framework | Links |

I;'E 9 DOCO0114 @ Assessor Evaluation Form *':E* IS09001:2015 7 iy
|7 %) pocoozi 8] Assets Register 4 SRTO 2015 4@
M « DoCo045 B Audit Policy & oms 0

3.3 Creating a Framework
Getting Started

To create a framework, click on the Setup Frameworks button®” on the bottom right-hand corner of
the Framework Selection Button.

OR

Goto Tools/Config and select Framework Setup.

Tools/Config Help

@ W =

Manage Users Who's Frarmework  Template Application
& Groups - Logged in Setup Manager Options
Users Config

Setup Frameworks i

Both of these buttons take you to the Setup Frameworks section shown in the image below. You will
be able to see the setup of all the frameworks in your system.
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o
T
wn r— AT EGTE DREIE
¥4 4| Nen Framenork Growping | Rt s
= r—1 | [ Active  [Essential Standards for Continuing Registration
O | MNew Framenerk ‘ Delete | |
(R ik e
3 | Desaiption & Overview | Framework Structure
I-copra y A =
] REdE . Framework Structure Framework ltem Details M Ercble auto el checking
= . » Hhow HemEhsw S SemaDeicts v Section Header [ Hide Documents & Show Ttem Qverview
© Item Tite Number |~ Tepumber:  Conditions
= 4 AQTF
4 Conditions O .
L | Essential Standards for Inital Registrs i ShELS
a Esmial St B Comining Rl m i M ] For reporting da ot repeat Tite Number for next evel Tt Mumber
i : 2. Interactions with the Registering Body /|
Part 145 Contruing airvorthiness -Pz b =
(<5} 4 Insurance I~
v L-Part 145 Manual of Standards (MOS) b -y
5. Finandal Management %
4 cRICOS =
6. Certification and Issing of Qualficat... v/
L part C of the ESOS framework »
7. Recognition of Qualfications Tssued ... /|
4 ELICOS
|- ELICOS Course Standards » Bpc md kbl tlony V) ] Include previous levels item description in preview and reports
9. Transition to Training Packages / Exp.... [v|
£11C0S Provider Standards » P lonato
4 Standards [N Explanatory Notes
4 GTO
4 Standard 1 (] - - - - I - 2
—— . g [Times New Roman ABCabe |13 | Nomal -[MA -] # -] BT US X, X
Element 1.1 %]
4 HSQHS ——— @ [E AddTable = =] clear
Hospital Accrecitation Workbook 3 =
Element 1.3 b
- ’5""’"“:“"5 4 Hement 1.4 O
Qusity Management System - Requre b
+a) %]
4 SRTO 2015 il =
Standarcs for RTOS 2015 3 ; -
g =]
Essential Standards for Initil Regsta I e .
Essential Standards for Contruing Rer [l =
e : 4 Element 1.5 [m]
Uideines |
"3) b
* =
b =
) =]
Export selected Framework el =
4 Standard 2 O
Export Essential Standards for Continuing Regis... =
Element 2.1 =
[ | Export Intent/Key Actions/Responsile Person(s) o Blement 2.2 =
[ Export approved framenark documents Element 2.3 =
| Element 2.4 5]
Element 2.5 M
|- Element 2.6 =]
Explanatory Notes | Item Formating | Item Classification
Flement 7.7 v 1 |

Creating a New Group

1. Tocreate anew group select New Framework Grouping.

Mew Framework Grouping
s

Mew Framework |

Delete

2. A New Group will be added to the bottom of your list of frameworks:

4 HSQHS
Hospital Accreditation Workbook [
4 IS09001:2015

: Quality Management System - Require [ ]
4 SRTO 2015

{ |- Standards for RTOs 2015

Essential Standards for Initial Registra
Essential Standards for Continuing Re
:...\ROA Guidelines

+ H B -

3. Inthe section to the right of the list of frameworks you can give your group a name, a description
and a logo.
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'r| ework Group Details

F | Mew Framework Grouping |

[ Active
| Mew Framework | | Delete
. L | MName: Mew Group
- CORY 2 » :
. COPY 3 » Description:
L COPY 31 »
4 AQTF Logo:
® > Essential Standards for Initial Registra »
‘... Essential Standards for Continuing Rer Wl

4 CASR
----- Part 145 Continuing airworthiness -Pz P | Setlogo l
L.Part 145 Manual of Standards (Mos) » )

Preview:
4 CRICOS New Group
. Part C of the ESOS framework »

o \

+ ELICOS Course Standards N /
4 GTO
| L GTO Clauses »

Advanced Options

4 HSQHS [] override <Company Logo > in documents and reports with this Framewark Group's logo

- Hospital Accreditation Workbook
: ¥ [] override the <Company Mame > field value in documents and reports with this Framework Group's name

4 1509001:2015
e Quality Management System - Require

v

4 SRTO 2015

i }-Standards for RTOs 2015

-Essential Standards for Initial Registra
- Essential Standards for Continuing Re
L VROA Guidelines

+HA H -

‘New Group

Creating a New Framework

To create a framework in your new group:
1. Make sure that your new group is selected.

2. SelectNew Framework :

Mew Framework Grouping

: C Mew Framework P Delete
e

3. Once you have selected New Framework the framework will show up under your new group.
Select New Framework again to create more frameworks under the group.

4. The image below shows the layout of the framework editor.See below for information on
developing framework structure.
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Framework Details

[ Active  |New Framework

Framework details

| Description & Overview ! Framework Structure ‘

Framework Structure Framework Item Details M Enable automatic spell checking
New ltem Mew Sub-ltem Delete [ section Header [ Hide Documents & Show Ttem Overview
Item Title/Mumber $ | TiteNumber: _ _
s Framework item details
Fr am ework [ | For reporting do not repeat TitleNumber for next level Title fumber
Description:
structure
displayed
here

[ Include previous level's item description in preview and reports
E-.plan;atorj.r Notes
[Times New Roman ABCabe ~[[13 =[ Normal vl mA jl @j' BIUSX xE

[ AddTable vl *| Clear

1]
[
i
i
i

i
3
1y
w

Explanatory notes

P

Explanatory Notes | Ttem Formating | Ttem Classification

Duplicating Frameworks

The Framework Setup options also enable you to duplicate frameworks. To duplicate a framework

1. Rightclick aframework in the framework list and select Duplicate Framework.

Duplicate Framework '

4 CRICOS %
: “Part C of the ESOS framework ]
4 CRICOS 2018

| L. Cricos 2018 b

2. Assign a name to the duplicate framework.
3. Specify which framework synchronisation options you want to apply to the framework.

Keep this copy's content synchronised with the original framework - When a change is made to the
content of the original framework, the change will automatically be applied to the copy as well.
Keep Intent/Actions/Responsibility synchronised with original framework - When the Intent, Key
Actions, or Responsible Person fields are edited in the original framework, the changes will be
seen in the copy as well.
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Framework Synchronisation Options “

ar Keep this copy's content synchronised with the original
= framewaork

7| KKeep Intent/Actions/Responsibility synchronised with
== griginal framework

Copy document links from the original framework

- keep document links synchronised with links in the
— original framework
i Apply i i Cancel i

L 1 L |

4. SelectApply.

Once a framework has been duplicated, you can also duplicate the documents and links from the
original framework. To do this:

1. Create anew framework group and drag and drop the duplicated framework into that group.

2. Right click the duplicated framework and select Duplicate Documents and Links from Original
Framework.

3. Select the relevant options in the window that opens up. If Link duplicated documents to
framework items is enabled, documents will be duplicated and linked to the framework's items
in the same way as they are linked in the original framework. If Remove existing framework
document links from framework is enabled, any documents that had been linked to the
duplicated framework prior to the duplication of the documents from the original documents will
be unlinked. If you leave both options disabled, the documents from the original framework will
simply be duplicated and will not be linked to any standards.

Framework Document Duplication Options Ez

{ink duplicated documents to framewaork items

[ [remove existing framework document links from framework

Duplicate Cancel

4. Once you have selected your options, select Duplicate.

Developing a Framework Structure

To start creating your framework structure:
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1. Select New Item as shown below or press the Insert key on your keyboard.

tructure

Mew lem, Mew Sub-ltermn Delete
Item TiteMumber § |

2. Anew item will appearin the Framework Structure panel. This item can be made into a header by
enabling Section Header as shown below:

Framework Structure

Framework Item Details M Enzble automatic spell checking

Mew Itern Mew Sub-Item Delete ection Heade, ["] Hide Documents & Show Item Overview
Item Title/Number ﬂ prie/Mumber:  Mew Item

r
@ Sub-Title:

\w| For reporting do not repeat TitleMumber for next level Title/Mumber

3. Type inthe title or headingin the Framework Item Details panel. The title will change

automatically when you create the next item or you can press the Enter key on your keyboard so
that the title is entered in the framework structure.

Framework Item Details M Enable automatic spell chedking

Mew Iterm Mew Sub-Ttem Delete [w| section Header [ Hide Documents & Show Item Overview
Item Title Number § J Title/Mumber: { |Conditions

@ L Sub-Title:

4. Enable Hide Documents & Show Item Overview to create an overview page that is attached to
the header. If this is enabled, an overview of the item will be displayed rather than a document
list. Enter the overview in the Item Overview section as shown below.

Framework Item Details

[w| Section Header |v| Hide Documents & Show Ttem Overview: )
Title/Mumber:  |Standard C1

Sub-Title: Mandatory requirements for course applications

[w#] For reporting do not repeat Title/Mumber for next level Title Number

Description:
[] tndude previous level's item description in preview and reports
P .
Item Overview
._-- > & vNormaI'-.-Av- @v Bj
» Clear
Note

This option is only available for items that do not require documents to be linked to them. (See
Step 5 below.)
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5. Tocreate anitem under the header click on New Item (Insert) again. Give your new item a title as
described above. In the Framework Item Details panel you can also give your item a sub-title and a
description. The description can be used to tell users what standard the item represents. You can
also add Explanatory Notes which can be very helpful.

In the example below, you can see that the box next to 'Governance'is ticked. This means that
NovaCore will require you to link documents to that standard. You can untick this if you need to.
Typically, headings are left unticked.

Framework Structure

Mew Itern Mew Sub-Item  Delete
Item Title Mumber $ .

Fi Conditions

e G OVErNANCE L\@

6. Create sub-items under existing items by clicking New Sub-Item or using the Ctrl+Insert keys on
your keyboard.

Framework Structure

Mew Itern Mew Sub-Item Delete
(| Ttern TitleMumber 8 .

7. Give your new sub-item a title, description etc. as explained above. Below is an example of a sub-
item for 'Governance'. Note that an unlimited amount of levels can be created.

I Framework Structure

Mew Itern Mew Sub-Item Delete
| Item TitleMumber $ .

Conditions

8. Todelete anitem, select the item and select the Delete button that is next to the New Sub-ltem
button. A new item or sub-item will always be inserted under the item that is highlighted.

9. Tocreate anew item at a parent level, select the previous parent level and insert a new item. In
the example below the framework builder selected 'Governance' and then New Item to create the

new 'Insurance'item. The little arrow to the left of an item allows you to expand and collapse the
item.
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Framework Structure
Mew Itern Mew Sub-Item Delete
Ttemn TitleMumber $ |

= Conditions

k1. Governance

f-- 2, Insurance

Below is a fully expanded example of the beginning of a framework structure:

Framework Structure
Mew ke Mew Sub-Item Delete

Ttem TitleMumber ﬁ |
s Conditions

4 1, Governace 'j

4 a v

W

v

¥

...... s =

|
.|

[
il
%
[uT]
£
o
=3
R
I
L

10. Select the Save/OK tick to save your work!

Activating and Deactivating Your Framework

In the image below you will notice the green and red Play and Stop buttons beside the frameworks.
Play button - Indicates that a framework is active.
Stop button - Indicates that the framework is inactive.

To deactivate a framework click on the Play button beside the framework and it will become a Stop
button. To activate a framework click on the Stop button and it will became a Play button.
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Framework Traffic Light System

" |

AQTF
----- Essential Standards for Initial Registra ]
‘... Essential Standards for Continuing Res

4 CASR

> Part 145 Continuing airworthiness - Pz

‘.Part 145 Manual of Standards {MOS) P

4 CRICOS
i L.PartC of the ESOS framework i}
4 Demo Group
iDemo b
..... ELICOS
4 ELICOS Course Standards
- ELICOS Provider Standards H
L GTO Clauses o)
-GTO
4 HSQHS
P D Hospital Accreditation Workbook [ ]

Another way to activate or deactivate frameworks is to tick/untick the Active check box in the
Framework Group Details section or the Framework Details section:

| Framework Group Details

v Active
Mame: SRTO 2015

Description:  MNational Vet Regulator Standards dsfs sdf sd sd

Framework Details

[v] Active  [Standards for RTOs 2015
Lz i

“ Description & Overview | Framework Structure

Note

If a framework is not active it will not be displayed in the Framework Selection Menu when you
hover your mouse over the Framework Selection ButtonD7 .

Your New Framework in the Traffic Light System

Below is an image of what the example framework in the section above (Developing a Framework
Structure) looks like in the Traffic Light SystemB®".

e Onthe left-hand side you can see the sample structure created in the section above.
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Framework Traffic Light System

e The attention symbol is beside all the items that were ticked when the framework was created.
You will need to link documents to these items! (See Using the Traffic Light SystemD54 )

e The item description is shown to the right of the Framework Structure and you can see
Explanatory Notes by click on the Explanatory Notes tab as shown below.

Compliance Files ‘ a.
| Demo i. The applicant must be able to demonstrate to its registering body what its intended objectives as an RTO are, that it has undertaken business planning,
and demonstrates the continuing viability including financial viability, of its proposed operations.

“condiions  Document 0
4 LGovemance  rgquired! N\ 0 Item description shown here
Ty @ e
£ : Implementation (Explanatory Notes ).
& /.
a 0 Intent / Key Actions / Kesponsible Brrson
éa 0
0
2 lieaes Explanatory Notes
4 2. Tnsuranee 0
Ly a "
Framework Responsible Person(s)
Structure e |
pocumens
|status |pocument |Revision  [Review Date |Compliant|Framework |
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4 DMS

The DMS is a repository for storing all of the documents within your organisation whether they are
compliance related or not. Its purpose is to make it easy to manage and control documents such as
training materials, assessments, finance materials, archives etc. and to enable you to keep all of you
organisation’s documents in one place. Use the DMS to impress auditors not only with your up-to-
date compliance, but with efficient management of every document within your organisation.

DMS Features include

e Detailed reporting on folder structure and all documents within that structure

e Automatic archiving

e Continuous improvement tracking

e Detailed audit trails

e Security that enables the locking down of individual folders so that specific files are only
available to certain staff members

e Document distribution via FTP or folder publishing, giving you the ability to control documents
outside of NovaCore as protected MS Office files

e Adetailed search functionD® that enables you to search all documents within the DMS and CMS
using the document name or number

e The ability to import video files of up to 500MB in size

e The ability to have one document in multiple folders so that all the folders can be updated by
updating a single document

e The ability to link DMS documents back to standards in the compliance frameworks.

NovaCore clients use the DMS to store
e Assessments
e Training materials
e Finance materials
e Qualifications
e Units of competency
e Courseware (such as power point presentations)
e Validation documents
e Trainer qualifications
e Trainer profiles
e Archives

To access the Document Management System (DMS) go to the Framework Selection ButtonD’ and
select DMS.

A typical example of folder structure could look like this:
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RTO GENERAL

.,

s ADMIN — HR — MARKETING

COMNTRACTS

PON's

Succession Planning

"]  CLIENT NAME

REPORTS
TRAINING
RTO SPECIFIC
=
e ASOA INFO —— RTO Submission Training Admin
Financial Reports Certificate Templates
Submission Pack Skills Matrix

Trainer Profiles
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RISK MAMAGEMENT FINAMCE

TRAIMING LIBRARY

= COURSE — COURSE COURSE

QUAL - LEVEL

Asseszment Materials

Delivery & Assessment Strategy ‘

Training Materials ‘

Validation/Moderation/Mapping

4.1 Creating Libraries and Folders
Library Folders

Within the DMS, folder hierarchies are very important. The top level folder is the Library level. You
cannot import documents into the DMS without library folders. You also cannot create new folders

without alibrary.
To create a library folder:

1. SelectNew Library.

|y Novaaore

@ DMS

Manage Reqgisters Reg

Library Folder Folder

Document Management System Mew Mew  Delete

Frameworks

P DMS Control

2. Adialogue box will open up in which you can give your library a name and a description. You will
need to choose a foldericon from the drop-down list. It is also possible to add a custom iconD74,
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w Create New Library

Library name:

~ Red folder

3. Click Create to complete your new library. Libraries are arranged in alphabetical order by default.
To edit a folder's name, colour and description right click on the folder and select Folder Options.

Creating Folders Inside Libraries

em; R Blue folder +
. k S ——
e ‘ Blue folder \
’GFEEH - Click here to add
custom Icon

«<Mo documents

To create a DMS folder:

1. Rightclick alibrary folder and select New then New Folder:

I —

=

b \ 30 Policies & F‘ru::u::eudurI -
o - Mew

L 3 Mew Document

4 ‘ 4.0 Quality

& Audits Carried Out Or
F ‘ Internal Audit Report:
& CAE Audits

Paste

g 00

Delete Folder

Lz
Copy Folder Structure E Mew Folder

ry very” (i)

o B FOWAES Trbarns

OR

0
0
I

Select a library folder and select New Folder on the ribbon menu.

FManage Reqgisters Reports Tools/Config

Mew Mew Delete Mew View

Library Folder Folder Document
DMS Contraol

2. Adialogue box will pop up as it does when you create a Library folder and you will be prompted to

name your folder, select an icon and give your folder a description

3. Select Create to save your library.
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To create a folderinside another folder follow the same process explained above but right click on
the new folder instead of the Library folder.

Note

There is no limit to the amount of folders inside folders that you can have in the DMS.

Copying Folder Structure

Within the DMS you can copy an entire folder structure and paste it into a different folder:

1. Rightclick on a parent folder and select Copy Folder Structure

& iSafety Meeting Agendas

& August 2013 MNew r
b i q_“]@Fulder Structure >
4 % July 2013 _
4 & uly2013 |3 Pastefolder(s)

W July 201 5 Delete Folder

‘ September 2013

2013
S

i3] Folder Options

2. Rightclick on the folder into which you want the structure to be pasted and select Paste

Folder(s).

& i5.0 Organisational Chart's

& 2000-2009 Mew
& 2011
& 1012 Y Copy Folder Structure
4 ‘ Safety Meetin

N AUQUStE_ [ Delete Folder

4 % July 2013
4 '@ wly [i! Folder Options
] l- THNE T

3. Adialogue box like the one below will open up and you can specify which details of the structure

you want to included when pasting.
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Folder Paste Options “

2~ Which of the following detail do you want induded
when pasting?

_
[ | Parent folder: 2011
[v#| Folder icons
|| Security settings

(] Publishing settings

| Cancel
L

4. Select Paste and the structure will be pasted into the folder you selected.

Note

Only the Folder Structure is copied, not the document links within the folders.

Importing Folders

Folders containing sub-folders and documents can be created by drag-and-drop from the Windows
File Explorer. A drag-and-drop action will begin the import process via the Import Wizard. For more
detail see Importing DocumentsD32.

4.2 Editing Folders
To edit the name, icon and description of a folder:
1. Select the folder.

2. Gotothe Properties tab.

3. Editthe properties as you need to. Note that you can add a custom icon using the plus button to
the right of the icon selector. (See Customise Folder IconsB7 for more information.)
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1.0 Archives

Documen &8 Properties & Security | E] Publishing |

i S
Mame: 1.0 Archives
e ~ Blue folder | W +
Description: |

4.3 Customise Folder Icons

The DMS has a wide variety of library and folder icons you can use when setting up your folder
structure but it is also possible to create your own.

To create your own folder or library icon:

1. Either:
a. SelectNew Library orNew Folder on the Ribbon Menu under the Manage tab.

{ novacore Manage Registers Reg
e ICIE
Document Management System Mew Mew | Delete
Library Folder | Folder
F DMS Control

Frameworks

In the dialogue box that pops up select the '+ button:

& Create New Library B
Library name: I e I
Icon: :

i ‘ Blue folder i W L +
Description:
Create Cancel

b. Selectthe Properties tab of a selected Library or Folder and then select the '+ button next to
the Icon selection field.
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1.0 Archives

Documen (&8 Properties & Security | l._..: Publishing |

"""‘--—._,—--"""
Mame: 1.0 Archives
s ~ Blue folder | W +
Description: |

2. This dialogue box will pop up:

Add a Custom Icon ==

Description:

T

Select Image

The recommended size for an icon
image is 32x32 pixels, Other
images sizes will be resized.,

" Create Cancel

3. Type aname foryour new icon into the Description field.

4. SelectSelect Image and choose the image you want to upload. The recommended size for an
icon image is 32x32px. However, you can use larger images and NovaCore will resize them
automatically. Most image formats are supported however we recommend you use a PNG image
with a transparent background.

User Manual © 2019 NovaCore Pty Ltd



5.

i at different
sizes: m

Add a Custom Icon

Description: Mew Custom Icon I

< Select Image

The recommended size for an icon
image is 32x32 pixels, Other
images sizes will be resized.

Create Cancel

In NovaCore, your image will be displayed in three different sizes depending that are determined
by whether the icon is being used as a Library or Folder icon. Once your image has been uploaded,
you will see what the image will look like in the these three different sizes:

Add a Custom Ican ES

Description: iNew Custom Icon l

Select Image |

Preview of icon

&
6454 32x32 16x16

Create | Cancel

6. When you are happy with your new icon click Create.

Add a Custom Icon EE

Description: iNE'.ﬁ.' Custom Icon l

Select Image |

Preview of icon

at different
sizes: m

=
o4xo4 32%32 16x16
( Create | Cancel
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DMS

7. Your new icon will be added to the list of ready-made icons and can be applied when creating a

new library or folder. By default, the newest icon is at the bottom of the list.

Note

New Folder.

To create a Library icon you must select New Library and to create a Folder icon you must select

4.4 Library and Folder Security

The NovaCore DMS enables you to assign permissions to users and groups for individual folders. This
means that even if a user has a certain permission by default, this can be overridden for certain

folders.

Documents | @ Properties | G Security | q Publishing |

|
[ Show : All users and groups | W
!
|| |User/Group Name iUser Email | L
| ; GEORGE (George Brown) george @amail. com
; JACK (John Fisher) jack@yahoo.com.au
; JAMES (James Cabala) rossi @gmail.com
2 JENMA (Jenna Dale) jenna@grmail.com
; JOHN (John Elack) marko@gmail. com
; LUKE {Luke Matthews) luke @gmail.com
2 MARKO (Marko Western) marko @gmail.com
; MATT (Matthew C) matt@gmail.com
@ MNew W
| Permissions for: 3.0 Policies & Procedures
Folder Permissions Allow Deny [l Document Permissions
View lj Wiew
Create sub-folders | Create
Edit | Edit
Move | Check OutfIn
Delete O Approve
Publishing settings 1 Revise
Mawve
General Permissions Allow  Deny Delete
Change Permissions v | Print Controlled
Export/Email
e

Setting Folder Permissions

To set the permissions of a folder for users or groups:

1. Selectthe folder.
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2. Select the Security tab as shown in the image below:

1.0 Archives

e —

|_D Documents rﬁ Propertie G Security = Publishing

3. Select a userto see the user's permissions for the folder.The permissions of the selected user will
be displayed below the list of users.

Permissions for: 3.0 Policies & Procedures

Folder Permissions Allow  Deny W Document Permissions Allow  Deny

View v = View (m] =
Create sub-folders v L] Create m| L]
Edit vl L] Edit | L]
Move [ ] Chedk Outfin [m] ]
Delete v L] Approve m] L]
Publishing settings [] v Revise (m] L]
Move (m] L]

General Permissions  Allow  Deny Deleta m] O
Change Permissions [m] [] Print Controlled (m] [
Export/Email [m] ]

Apply

The name of the folder you selected will display on the bar at the top of the user permissions
section.
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Tip
When you enter the security tab, you may notice an icon that
appears to the left of some libraries or folders:

3 33(1

i @ ~1U Archives L
4 @ W 5.0 Organisational Chart's 335

b @ ‘ All Departments 8

This same icon shows beside certain user or group names:

Users and Groups

[ Eale I exfmu Mo
@ % Dev Team
@ &g Finance Group

& & LUKE (Luke West)

The icon beside alibrary or folder indicates that user
permissions have been specifically set for that folder. The icon
beside the user or group names indicates which users have had
their permissions specifically set for the selected library or
folder. Note that if the permissions have not been specifically
set at that level but are only being inherited, the icon will not
show. Therefore, if there is no icon beside a folder, this does
NOT mean that there are no permission settings enforced for
that folder but that the permissions.

4. To override default orinherited user permissions simply change those permissions in the DMS by
ticking the Allow or Deny boxes.

5. Select Apply.

Note

e If a user is part of one or more groups, and the allow and deny fields are blank, the sum of the
default permissions of the group and default permissions of the user will be used.

e |f a user is part of multiple groups which have been assigned both allow and deny for a particular
permission, then the deny permission will always override the allow permission.

Understanding Permission Rules and Enforcement Hierarchy

Permission Rules

e The DMS introduces the ability to Deny and Allow permissions that differs from other
system and default permissions in NovaCore in that Deny and Allow are only in force when
selected. This is in contrast to default user permissions (see User Permissionst) where a
selected permission gives a user permission to perform the action and an unselected
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permission does not.

e Folder permissions override default user permissions.

e Folder permissions can be inherited from various places including parent folders, default
user permissions and group permissions.

e When selected, a DMS folder's Allow and Deny permission will explicitly override an
inherited permission from a parent folder or the default user permission. However, if neither
Allow nor Deny is selected for a folder then a parent folder's permission is enforced if it
exists and if not the default user permission is used.

o If auserwhois part of a group is assigned certain permissions for a folder that are different to
the group's permissions for that same folder, the Deny option will always take presidency.
For example, if Userlisin Group A and Group A is denied the View permission while Userl
allows the View Permission, then the user's View Permission will be denied.

Tips for Working With Permissions

e Hover your cursor over a permission to see who set it, where it is being inherited from or
which group is enforcing a Deny permission. This information will also display on the status
bar (see Understanding Screen LayoutD7 ).

Document Permissions Allow  Deny
View =i,: ,'
Create %ment Edit' permission inherits fram Default Permissinns]
Edit m| L
Ched: Out/In % Ll
Approwe L]

e Rememberthat when a permission option box is filled in (as in the image above) this means
that the permission is being inherited.

4.5 Copying Documents

When copying a document it is important to remember that what is being copied is a link to the
document and not the document itself. When you copy a document, you will notice that the
document number remains the same because the 'copy'is just a link to the original document.
Because of this, when revising/editing a document or when the document status changes over time,
all of its links will be affected and reflect the change throughout the system.

From Framework to DMS folder

To link a document that resides in a Framework to a DMS folder:
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1. Right-click the document and select Copy :

B g SRTO... Appeals Policy

'E_-.“-] @ SRT... E.ﬁ.ssessmeﬂt Policy | .
®] §# SRTO... Audit Policy

v View

B 4 SRTO... Client Information|| L[5 Copy

=1

(CR R A

W] 4 SRTO... Complaints Policy |
. @j .ﬁz SRTO... Continuous Improwvem -
"]  ®] 4 sRTO... Enrolments Policy [ Pasteframework links

Copy this docurnents' hyperlink

2. Select the DMS and the folder you want the copied document to be linked to. Right click

anywhere in the document list and select Paste document.

Note that you can also use the Copy and Paste buttons of the main menu under the

Manage tab or the standard Windows keyboard shortcuts CTRL+C and CTRL+V.

From DMS folder to DMS folder

A document within the DMS can be copied to a different folder within the DMS using the

process described above.

Note
Documents CANNOT be copied from the DMS to a Framework.

Copying a Document's Folder Links

This feature makes it possible to copy the document's distribution across multiple folders to
another documents without having to copy it to each of the folders individually. To copy all

of the DMS folder links of one document to another:

1. Rightclick on the document.

2. Hoveryour cursorover Copy and select Copy all folder links

v DoCo747 @ oms ®] duty statement - training manager | T Policy 1.0
« DOCO750 &) oms ] legid || View ; T
v DoCo751 & oMs [Ty — .
v DOC0752 &) oMs B reful ] CORY JLL

. ';_?_,J Copy this documents' hyperlink :

EIiI Paste
3. Rightclick on the document that you want to copy the links to.

4, SelectPaste folder links.

Copy folder links

Copy all framework links

Defz
Defz
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v DOCO750 & DMs ] Jegislation iaat

v DOCO7S51 & DMms @] mouy & View
v DOC0752 & ovs B refun

_‘-:'s__i_,'_;, Copy this documents' hyperlink

maste folder Iinks__:}

| —u

4.6 DMS Publishing

The NovaCore DMS enables you to manage the publishing settings of specific folders for documents
marked for publishing (see Publishing282).

Set Publishing Settings

To set a folder's publishing settings:
1. Gointothe DMS and select a folder.

2. Select the folder's Publishing tab.

[

4,0 Quality

|_D Documents '.hﬂ. Properties | '-:i Security

E Publishing

3. Use the tick-boxes and fields to enable or disable publishing and specify how to publish
documents for each of the Private and Public sections of your folder. (See below for more detail.)

Publishing Options

Publish Documents Privately

Under Private documents there are 3 options.
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| ™ pocuments | e Properties | 03 Seaurity = publishing

3.0 Policies & Procedures

Private documents

Fublish as:

¥4 Original document  § w |

[w| Upload to Web site folder via FTP
3.0 Policies & Procedures),

Publish as: "k POF W

[w| Export to Folder
3.0 Policies & Procedures),

Export as: "] POF [w

1. Publish via Document Portal - Documents in the folder will be published to your
NovaCore Document Portal and will be password protected by NovaCore. This means that
you can log into the Document Portal as a management user with your existing password, or
as a Document Portal user that has been created by a management user (see Create a
UserD“”). When users access document in the Private section of the Document Portal their
activity will be logged. This log is available via the Document Portal Log Reporthg.

You can choose whether to publish the documents in their original format or as a PDF.

2. Upload to Website folder via FTP - Documents in the folder will be uploaded to your
website via FTP. In this case choosing to publish documents privately simply helps to
differentiate between private and public document destinations. The privacy of the
documents depends on their location/destination on your website and your site's security
settings. Novacore cannot manage security for your website. Go to FTP Publishing
Settingst to find out how to configure and enable FTP Publishing. You can choose whether
to publish the documents in their original format or as a PDF.

3. Exportto Folder- Documentsin the folder will be exported to a specified server folder.
(See Folder Publishing Settingst.) The privacy of the documents depends on their location
on the server and on server security settings. You can choose whether to publish the
documents in their original format or as a PDF.

Each of the tick-boxes can be in one of 3 possible states: ticked, un-ticked and solid

! ticked: This means publish the selected folder regardless of parent folder settings.
un-ticked: This means do not publish the selected folder regardless of parent folder

settings.

=/ solid: This means inherit the parent folder's setting and if the parent folder tick-box is also

solid then inherit the grandparent's folder setting and so on.
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Tip

1. Inheritance must be turned on for the DMS under
Application Options - PublisherD™ for the solid tick-box
option to be available.

2. Note thatif the folderis alibrary folder, the tick-boxes can
only be blank or ticked. This is because library folders are
the starting point of folder structures and so do not have
any parent folders to inherit settings from.

Publish Documents Publicly

Under Public documents we have the same 3 options as above.

Public documents
|m| Publish via inbuilt NovaCore Web Publisher:;
Publish as: "% POF

[w] Upload to Web site folder via FTP

Publish az: @E} Original document v

|| Export to Folder
1.0 Archivel,

Export as: ™ POF | v

1. Publish via Document Portal - Documents in the folder will be published to your

NovaCore Document Portal, however unlike the Private documents section they can be
accessed without a username and password. You can choose whether to publish the
documents in their original format or as a PDF.

. Upload to Website folder via FTP - Documents in the folder will be uploaded to your
website via FTP. In this case choosing to publish documents publicly simply helps to
differentiate between private and public document destinations. The publicity of the
documents depends on their location/destination on your website and your site's security
settings. NovaCore cannot manage security for your website. Go to FTP Publishing
SettingsD™ to find out how to configure and enable FTP Publishing. You can choose whether
to publish the documents in their original format or as a PDF.

. Exportto Folder - Documents in the folder will be exported to a specified server folder.
(See Folder Publishing SettingsD'™".) The publicity of the documents depends on their
location on the server and on server security settings. You can choose whether to publish
the documents in their original format or as a PDF.
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Note

When publishing documents via FTP or when exporting them to a folder, it can take up to an hour
for the document to be seen in the new location as the system only checks for updates hourly.
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Searching

5 Searching

Note
This is a DMS specific feature and is only available if the DMS is installed.

NovaCore has a detailed search function that searches for documents, folders and framework items
(standards). The search also searches the descriptions of documents and folders as well as framework
Metadata such as explanatory notes, intent, key actions and responsible persons.

To perform a search, type your search into the Search Bar located just below the Ribbon Menu and

press Enter or select the search icon. See the sections below for more information on refining your
search.

a novacore Manage
Q_ AQTF @

ﬁ AQTF Standards & Conditions View
Framework

Frameworks =

Search |policyl jo

note that any framework specific security settings are taken into account

Default Search Settings

The search bar is visible for all documents lists or framework overviews and can be accessed from any
framework.

If you search from a framework overview (Traffic Light System), by default only the framework items
and documents within that specific framework will be searched.

If you search from a framework document list, by default only the documents within the selected
framework will be searched.

If you search from the DMS, by default all documents and folders will be searched.

If you search from the Dashboard, the entire system will be searched i.e. documents, folders and
frameworks.

Advanced Search Options

Next to the search bar there is a Search options drop down menu.
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Searching

Search options -

IE Search Documents

Search Folders

f L::._:I Search Frameworks

| Additional Options

: Include document history
Include revision notes

Include framework explanatory notes

You can use these options to override the default search settings described above. You can also
specify whether to include document history or revision notes, and framework explanatory notes.
Including document history enables you to find documents even if they have been renamed.

Search Rules

The search is a powerful tool that enables you to find a document, framework clause or folder easily.

You can also further refine your search to find the document more easily using logical operators. The
following standard mathematical logical operators are supported:

e + & and the keyword AND - tell the search engine that the word that follows must be presentin
the search results

¢ | (pipe) and the keyword OR - tell the search engine that any of the words searched can be
presentin the results

e - (minus), A (caret) and the keyword NOT - tells the search engine to exclude the word that
follows the operator

The examples below show how to search for a document using logical operators.
Examples:

Search 'policy map' (which is the same as 'policy and map' or 'policy +map') if you only want
documents that contain both words in the document name e.g. 'Policy Mapping'.

Search 'policy or map' to find all documents that either contain the word 'policy' or a word beginning
with 'map' or both.

Search 'policy not map' (which is the same as 'policy -map' or 'policy *map') if you only want
documents named with the word policy but do not contain a word beginning with map e.g. 'Policy
Mapping' will be excluded.

If alibrary, folder or document is accidentally deleted from the DMS you can do an ORPHANED
search. Simply type 'ORPHANED' into the search box using upper-case letters. When you select the
search button all documents that are not linked to folders will be shown and you can recover these
documents by dragging and dropping them, or copying and pasting them, to existing folders.
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Searching

Note

Any framework-specific security settings are taken into account when a search is made. If a user
does not have permissions to access certain frameworks or documents, those frameworks or
documents will not be listed in the search results.

Search Features

When you perform a search, your search results will be a organised into documents, folders and
framework items found. Select the tabs along the top of the list of search items to see the different
items found.

You will also be able to return to the previous screen from the search results screen using the Return
button.

e Return to Documents . .
Organisational tabs

T /

| 292 Documents found | 2 Folders found

84 Framework items found |

When a document appears in a search result, it will have one or more links below it to the document's
location/s. Select the link to go to the document's location.

¥ access and equity policy
DM341.0 Archivesis.0 anisational Chart'sh

WA Loaemine and accoccmai® cheatanios mnlime

For Framework Items, the item will be displayed with a link to that item and a description of the
standard. Selecting the link will take you to that particular standard in the Traffic Light System.D51 By
default, framework items are listed by framework and then alphabetically.

I 292 Documents found ] 2 Folders found | 48 Framework items found |

[Framework & | Framework Ttem ~+ | Description
- - - Where the registered ELICOS provider offers courses of preparation for entry to Australian state or territory sec
'@ Sla Standard P6 — Teaching staff — P6.5 state or territory primary or secondary system as determined by state or territory legislation or policy.

.@, ELICOS e s Sl s Ol 1 The GTO shall document in & publicly available code of practice or similar document the service level requirements
PRI R T R P e policy on complaints handling and resolution, and shall keep records of each complaint and its resolution and revie

The GTO has effective documented management procedures in place to:
» ensure that the GTO's finandial management policy and/or procedures are maintained and reflect actual practio
|@ ELICOS Shindands = Standand 3 < Clates 31 ;iensqre staff and membgrs of board or other gover_nin_g bod?' of the GTO recei_\-'_e any necessary professional de
s s e nancial management policy, procedures and reporting induding income recognition procedures, debt manageme
» monitor and report on compliance with its fi nandal management policy andfor procedures, for review as a basi
«» ensure probity is maintained for all finandal matters.

I@ ELICOS Standards — Standard 6§ — Clause 6.1 The GTO’s policies andfor procedures shall incorporate a statement on how access and equity principles or legisla

User Manual © 2019 NovaCore Pty Ltd




Web Forms

6 Web Forms

Web Forms are essentially forms but are displayed as a web page in your browser. This enables you to
let users fill in and submit forms online. The filled in fields are then automatically stored in an
Associated Register, eliminating the problem of repetitive data entry and thus reducing error and
saving time.

Creating a Web Form

To create aweb form:
1. Create anew document as explained in Creating DocumentsD'® and create a regular form in Word.

2. In the NovaCore ToolboxD "7 select the Forms tab and select 'Publish this document as a web form'
as shown below.

MNovaCore Toolbox “

Properties | Web Farm |Tagging

7l Publish this document as a web form

Yy
Tnsert Web Fields

3. Insert web fields.(Explained in Inserting Web Fields below.) Fields must be inserted into the cells
of atable otherwise the form will stretch across the webpage because fields will take up all
available space.

Converting a Word Document into a Web Form

To convert an MS Word form into a web form:

1. Find the form you want to convert using the Forms button under the manage tab. Open the form.

Manage Registers Reports Tools/Config Help

= B B ¥ 2o

Wiew Policies  Procedures  Forms  Manuals  Others All
Framewuork T

AQTF C D%ﬂ:ﬂ

2. Follow steps 2-3 of Creating a Web Form (above).

Inserting Web Fields

Web fields are fields that can operate online. When creating or converting a web form, replace Word
fields with Web fields because Word fields cannot work as Web fields.

Toinsert aweb field:
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1. Position your cursor where you want the field to be inserted.

2. Use the drop down menu under Insert Web Fields to select a field.

MNovaCore Toolbox s

Properties | Web Form | Tagaing

" | Publish this document as a web form

| Insert Web Figlds

Text (single line text)

Text (single line text |
Date Selector
Chedk Box
Whaole Mumber
t Decimal Mumber

Form Auto Mumber k)
Save Butbon

3. SelectInsert and the Web fields will be inserted into your document:

MovaCore Toolbox <

Properties | Web Farm | Tagaing

| Publish this document as a web form

| Insert Web Fields

Memo (multiline text) -

| Associated Register

In MS Word, a web field inserted into a form will look something like this:

[%MEMO 23}

Tip
Remember to insert a Save Button so that people filling out the
form will be able to save it!

To see what your form will look like online click the Preview button located at the bottom of the
NovaCore Toolbox to open the formin your browser.
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Field Settings

To make it easier to read the Associated Register (see below) you can create Friendly Names
for your fields.

Under Field Settings click on the empty space beside the field that you want to name and type
in the name.

Field Settings

Field

|| AUTONO
|| CHECK1
| cHECK2
| cHECK3
| CHECK4
|| CHECKS
| CHECKs

m

Associated Registers

When you create a Web Form, NovaCore automatically generates a register that associates with the
form.

For example, if you create a Corrective Action Form, NovaCore will generate a Corrective Action
Register. Note that by default the name of the register will be the same as the name of the form. You
can edit this name in the field shown in the Forms tab of the NovaCore Toolbox.

MowvaCore Toolbox “

Properties | Web Form | Tagging

[ | Publish this document as a web form

| Insert Web Fields

Memo (multiline text) -

Insert

Assodated Register
Marme Corrective Action Register

To view an Associated Register go to the Registers tab in NovaCore and select the register you want
to open.
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anfig Help
Corrective Corrective actic

action Register note termplat
J

Corrective action Register !

The register will show you alist of all the forms that have been submitted and you will be able to see
the information that was filled in.

\ Corrective action Register X

No = [Date Created Camplte Date Conpleted [DATEL =)
1emsp0n | M 7psm0 230800 12/08/2010 v v ¥ 9|4 @ Marko
3 11/08/2010 24/08/2010 24082010 v W
4 e | [ 24/08/2010 C
5 13/08/2010 24/08/2010

Tjos/2010

13/
/112010

v
v
v
/12/201 v
v
v
v

NmINISIESIE]m ]

If you form has text fields, select the arrow indicated in the image below.

#[FormNo 4 |Date Created |Complete |Date Completed |DATE1 |DATE2 C
E%} 1 8/08/2010 7iog/2010 24/08/2010 12/08/2010
1 m—

[ » 3 11/08/2010 ] 24/08/2010 24/08/2010

] b 4 13/08/2010 ] 24/08,/2010 24/08,/2010

A list of the MEMO fields in the form will be shown with the information that was filled in.

d 10 29f09f2010 1 [ ] 29/09/2010 29,09/2010
Issue:

Cause:

MEMO 3:

MEMO4:

Thisis where Friendly Names (explained in the section above) are useful. In the example image
above, instead of the field names 'MEMO1' and 'MEMO?2', there are the Friendly Names 'Issue' and
'Cause’'. Having field names like these makes it much easier to read submitted forms.

Note

When a webform is submitted an email alert will be sent. The settings of the webform email
template will determine who the alertis sent to.(See Email Settingst J)

To view forms that have been submitted Double click the form and the form will be shown to the
right of the register list. You will be able to edit the information in the form fields, print the form
and/or save the form.
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J Refund Request Register E|| staff Feedback Register x|

Preview Print ———— &
#| FormNo | Date Create | Complet | Date Completec | C | Name
» 2/24/08/20116 O
3 = Refund Request Form Save
B 1oyt [ “ Details Refund Type Tick
| | | rro 1 Fields can be edited Withdrawal =
Date: Transfer
Name: John Smith Cancellation
Student ID: 23453425 Other
Course:
Course Intake:

| request a refund for the following:

Invoice Number:

Amount: |

Reason: (Please attach any supporting documentation)

| understand that my request for  refund will be processed in accordance with test Refund Policy.

I also understand that | shall have access to the Complaints and Appeals process, should | not agree with the outcome or
decision.

ot Nams
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7.1

7.2

NovaCore makes reporting easy by enabling you to generate Summary Packs and Document Registers.
You can also create your own reports using the Screen Printing and Copying functions.

Summary Pack

The NovaCore Summary Pack report is a detailed overview of a Framework and its state of
compliance. It breaks down the framework standards with a definition of each one and shows the
documents linked to each standard. The documents are listed with their statusD27, revision
numberD?’ and last revision dateD?’.

To generate aSummary Pack:

1. Make sure that you are in the Framework you want to report on. (Go to Understanding Screen
LayoutD7 to see how to select a framework).

2. Gotothe Reports tab on the Ribbon MenuD7 .

nsvacore Manage Registers Tools/Canfig Help

) e CRICOS =3 i i s T 0
£ = B B 0§ 2
CRICOS Standards Yiew Policies  Procedures  Ferms  Manuals  Others Al
ﬁ Framewaork -
Frameworks IF] CRICOS Control

3. Select Summary Pack.
Manage Reqgisters Reports Tools/Config Help

o J

o Y dull
Summary Document DS
Pack Register  Register
I’\\"ﬁ Reports

Document Register

The Document Register report includes all of the documents in a framework and includes options to
show document and revision history. It gives you a detailed audit trail and can be used to show
continuous improvement.

Generating a Document Register

To generate a Document Register:
1. Select a framework

2. Gotothe Reports tab on the Ribbon Menul7
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3. SelectDocument Register.

Manage Registers Reports Tools/Config Help

y =i Y il
Summary Document DS
Pack Register Register
Reports L\\)

4. Once you have selected on Document Register a dialogue box like the one below will open up:

Report Options ES

Filter documents by Status... Filter documents by Classification. ..
[ | Approved [ ] Edit Pending [ | Policies [ | Templates
- — [ | Procedures [ Spedal Docs
| Waiting Approval [ ] Being Edited — —
l_ e = [ ] Forms [] Test Classifica
[ | MNeeds Review [ Checked Out [ ] Manuals
[ ] Past Review iEI}Newly Imported || Others
[ ]Indude Revision History: ® Show Latest Documents
[ ] indude Revision Notes () Show Current Documents

|| Group Documents by Classification
[ ] start a new page for each Classification

[ ] only indude documents LIMKED to the CRICOS framewark

View | Cancel

Using the options in the dialogue box, specify which documents you want to see in the report and
whether or not you want revision history and revision notes to be included. (See section below for
more information on report options.)

5. Select View and NovaCore will create your Document Register.

Report Options

When you generate a Document or DMS Register, there are a variety of specifications you can make to
filter the documents included on your report.

Status Options

NovaCore allows you to filter documents by status. This means that you can choose to only
include certain documents that have a certain status. This is useful if, for example, you only
want to include approved documents on your report. If you leave the option blank, all
documents will be included.

Classification Options

User Manual © 2019 NovaCore Pty Ltd




Reports

You can also choose to only include documents under certain classifications.

Document Revision Options

You have the option of specifying whether to include revision history and/or revision notes on
your report. Including revision history is useful for showing continuous improvement.

Latest vs Current Options

Select whether to include latest or current documents on your report. Alatest documentis
the latest revision of a document. A current document s, by default, the most recently
approved version of a document. By default, Document and DMS Registers show latest
documents.

Grouping Documents by Classification

When generating a report, it is helpful to group documents by classification. This makes the
report easier to read. You also have the option to start a new page for each Classification.

Linked Document Options

For Document Registers you can specify whether or not to only include documents that are
linked to the framework you are using. If you enable this option, only documents that are
linked to the framework standards will be included on the report. Documents that have not
been linked will not be included.

7.3 Screen Printing

With NovaCore, it is easy to create your own reports using the Print Screen function. The Print
Screen button is located to the far right of the Ribbon Menut . Selectitto print any document list in
NovaCore.

an?)\:ﬁcore [_'E ul:ﬁ :;:

@ AQTF Standards & Condtions
Framevorts 5

Screen Printing in Frameworks

To take a screenshot of a document list in NovaCore, select Print Screen.

Note

When you select Print Screen from within the Traffic Light System, NovaCore automatically
generates a Summary Pack report. (See Summary PackD® for more information on Summary Pack
reports.)

Screen Printing in the DMS

To print the visible document list in the DMS select the icon of the Print Screen button. Note
that if no document list is visible, the documents in the selected folder will be included in the
screen print.
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Screen + b= =

WView

To print a list of your DMS folder structure, select the bottom half of the Print Screen button
and select an option from the drop down list. The Print Entire Folder Structure option
generates a list that shows each folder in your folder structure. Select Print Visible Folder
Structure to only print a list of the folders that are visible on your screen.

S ..

Print

Revision Motes

- -— [ L}
fem i

| = |
! Print Entire Folder Structure |

| Print Wisible Folder Structure | %

Grouping Documents by Column

When using Print Screen it is helpful to utilise the NovaCore feature that enables you to group
documents by column. This enables you to use document lists to show something specific. In
the example below, this tool is used to show the number of compliant documents in the list.

1. To group documents by column click and drag any column header in a document list to the
space above the list as indicated below:

e
Ml | Cyiplic
‘ 1 1 1 1 | %
| Status | TypE_EFramework |Document Name 4 [Doc # _j_F‘._E*fr_isi_n_l Compliant /
% ®] O AQIF  AQTF Organisational Chart DOCO376 1.4 L]
T M) () AQTF  Assessment Policy DOCO120 3.14 ]

2. The documents will be grouped according to the column header:

(|Compliant = [)
——

Status iType |Framework |Document Mame - iDDE # iRevisioniCompIia « |Revision Date  |Review Interval

¢ Compliant : False

4 Compliant ; True

w W] () AQTF  Complaints & Appeals Policy DOC0o152 2.10 vl 25/07/2017 4 months
v M () AQTF  Continuous Improvement Policy DOC0121 4.2 v 21/06/2017 Default
v ] ) AQTF  Refund Policy DOCO150 2.2 13/09/2017  Default
v LEQ L} aQTF  Risk Management Policy DOC0o127 1.2 21/05/2015 Default
« @] () AQTF  RTO Staff Policy DOCO128 2.0 12/04/2012  Default
b 4 '@_j () AQTF  Staff Handbook checkout DOC1292 1.0 13/10/2014 Default
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7.4 DMS Register

The DMS Register is similar to the Document RegisterD%.

To generate a DMS Register:

1. Enterthe DMS and select a folder.

Note

The DMS Register will only report on documents within the folder and within child folders of the
folder you select. Forexample, if you select a library folder, the report will include all of the
documents that are in the library's sub-folders but if you select a folder that has no child-folders,
only documents within that folder will be included in the DMS Register.

2. Goto the Reports tab on the Ribbon MenuD .

3. SelectDMS Register.

Manage Registers Reports Tools/Config Help

- -]

¥ duilll g
Summary Document DrAS
Pack Register = Register
Reports

4. Once you have selected DMS Register a dialogue box like the one below will open up:

Report Options =l
Filter documents by Status... Filter documents by Classification...
| approved [] Edit Pending [ ] Policies [ Templates
. [ Proced [] &
|| Waiting Approval || Being Edited e = mysl
! & | Forms | special Docs
| Meeds Review L | Checked Out [ Manuals [] Test Classifica
| Past Review [ Newly Imported [] others

| Tnclude Revision History! ‘® Show Latest Documents

|| Indude Revision Notes (") Show Current Documents

|| Group Documents by Classification

Using the options in the dialogue box, specify which documents you want to see in the report and
whether or not you want revision history and revision notes to be included (See Document
Registerm4 for a detailed description of the report options).

5. Select View and NovaCore will create your DMS Register.
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7.5 Document Portal Log

The Document Portal Log is a report that lists all of the users and documents who have logged in to
the private sector of the web document portal and shows which documents they have accessed. The
purpose of the logis to enable you to see who has been accessing which documents and when they
did so. Itis atool that you can use to check that users are accessing documents when they are
supposed to.

To generate a document portal log:

1. SelectDocument Portal Log underReports.

Manage Registers Reports Tools/Config Help

@ o PEIRN
Summary Document DrAS Document
Pack Register  Register Portal Log
Reports

2. Inthe option box that opens up, select what time frame you want the log to cover. For example, if
you only want to see the activity of the last week, select" last 7 days". Select "custom date range"
to create a date range between specific dates.

Report Options EA

Include data for i_TEEt & months _v_I
last 7 days
last 30 days
last 3 months

last & months

beginning of |3 week
beginning of the month
beginning of last manth
beginning of the year
beginning of last year

Custom date range
3. Select View and NovaCore will generate the log.

The log lists users with the documents they have accessed. To view the detail for each document,
select the document name to expand it.
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Ruth Evans (ruth@novacore.com.au) acce ssed the following Documents :

DOC0045  Audit Policy (Revision 2.0) 16-06-2019 — 3SRTO 2015
DOC0152 Complaints & Appeals Policy (Revision 2.10) 17-06-2019 — AQTF
= Downloaded in erigional format on: 174 195:03:44 AM
= Downleaded in origional format on: 15/06/20159 9:26:00 AN
= Downloaded in origional format on: 15/06/2019 9:24.25 AN
= Downloaded in origional format on: 1500672019 9.04:44 AN
= Downloaded in origional format on: 13062019 9:09:31 AN
DOC0122  Issuing & Qualifications Policy (Revision 2.2) 25-06-2019 — AQTF
DOC0150  Refund Policy (Revision 2.2) 2306-2019 — AQTF
= Downloaded in origional format on: 2306/20199:25:06 AM
DOC0157 RiskManagementProcedure (Revision 1.1) 19-06-2019 — AQITF

Ruth accessed documents 12 times (Click a document above to see the detailed log)
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8 Manage Users & Groups

8.1 Create a User

To create a new user:

1. Gotothe Tools/Config tab of the ribbon menu:

Manage Registers Reports Tools«'(_a&;\g Help

VR
Mew Edit Approve Revize Check Undo Check Copy
Document Out  Check Out In i

Docurmnent Control

2. From here there are 2 ways of creating a new user:

a. Clickthe Manage Users and Groups button and then the New User button:

Manage Registers Reports Tools/Config Help

h & <¢"1'@ F @

Import Change Clear Manage Users Who's Framework T
Documents Password  History & Groups - Logged in Setup N
Tools Users
(| Mew User J| Edit User || Delete User
“ .; Users % Groups |

OR
b. Select the drop-down arrow of the Mange Users & Groups button and click "New User".

Tools/Config Help

* @

Manage Users Who's
B Groups - Logged in

| NewUser |
=1

——

Note

You will not be able to enter the Mange User & Groups section if you do not have the 'Permission
management' or '"Administrator' permission.

3. Whenyouselect New User this dialogue box will open up:
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e New User

This user will require a management licence.

User Type: [ |Document Portal user:
Username:
Password: | Auto generate

Confirm Password:
Surname:
Given Mame:

Email Address:

oK ! I Cancel

4. Select the usertype. Note that Document Portal users will only have access to NovaCore via a web
user interface on the local network and can only view documents. If you do not want to create a
Document Portal user, leave the Document Portal user tick-box blank.

5. Fillin the fields and select OK.

Note

A Username must be more than 3 characters long. Remember to assign an email address to every
user.

Once you have created a new user, the user will appear on your user list. You will be able to see their
username, surname, given name, email address and whether they belong to a group. (See sub-
section below on Assigning Users to Groups.) The user will immediately receive an email with their
login details.

Below the list of users you will see the available permissions for the user and you can choose which
permissions you want the user to have by ticking the boxes beside the permissions. For a detailed
description of the permissions go to User PermissionsD” .

Don't forget to use the Save/OK tick to save your new user!

8.2 C(Create a Group

If you have multiple users with the same permissions, such as multiple admin users, you can create a
group. To create a group:
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1. Selectthe Groups tabunder Manage Users & Groups :

% | New Group H Edit User || Delete Group |
& Users |® Gmupr

Name

@ Approvers

[New

\Web Group - Private
c
e

2. Select New Group:

% (( rewson [) edcvser || peletesrou |
3 Users | @ Groups

Mame

@ Approvers

[New

Web Group - Private
c
T

3. Give your new group a name and select the permissions you want the group to have.

4. Assign auserto agroupl™.
8.3 Assign a User to Groups

To assign a user to a group:

1. Selectthe Users tabinthe Manage Users & Groups section.

% | MNew Group || Edit User ‘ ‘ Deletz Group |
f : Users b @ Groups

Name

@ Approvers

[Mew

Web Group - Private
c
T

2. This tab will take you to your list of users described in Create a UserD™ . If your user is assigned to a
group, the name of the group will be displayed in the 'Member of Group' column. To assign a user
to a group or to change the group a useris assigned to select the arrow on the right side of the
column to reveal a drop down menu. The menu will look something like this:

Approvers | v

......E_j %
E’P_ i |v
s Click to reveal | v

[] web Group - Private |

L
| rop down menu |,

oo

]

x |
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3. Tick the box next to the name of the group/s you want to assign your user to. Remember to use
the Save/OK tick to save changes.

Note

You can assign users to more than one group!

If users are assigned to a group, their final set of permissions will be the sum of their personal
permissions and the permissions of the group. For example, if the user does not personally have
Administrator rights but is part of a group that does have Administrator rights, the user will have

Administrator rights.

8.4 Edit a User or Group
Edit User Details

To edit a user's name or email address select the user and then select the field you want to edit. This
will putitinto edit mode showing a blinking cursor waiting for text input. Alternatively double click
the user name or select the user and select Edit User which will also provide a means to change the

user password.

g )

| MewGroup | _ | Delete Group

| ; Users | % Groups

=
| Name

@ Approvers
New
Mew Group
® Users
Web Group - Private

Note

You cannot edit a user's login name.

Edit User/Group Permissions

To edit the permissions of a user or group select the name of the user or group. This will enable you
to see their permissions and you can change their permissions by ticking and unticking the relevant

User PermissionsD'™,

Assign a User's Responsibilities to a Different User

If a user leaves the company or changes their position, you can assign the responsibilities of that user
to anew user. If the user had approval responsibilities, was in the process of editing a document or
had been assigned as a default user for some action, those responsibilities can all be transferred to

the new user.
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There are two ways of doing this:

1. Rightclick auserand select Transfer responsibilities to another user.

& ALBERT Conith

: CHRIS Trﬁsfer responsibilities to anotheruser [T
@& FRANS

: EaE Convert to MovaCore

P )

& GEORGE Brown

In the window that opens up, select which user you want that responsibilities to be transferred to.
Select Transfer.

Transfer Responsibilities Ea

Select a user to transfer JEMMA's responsibilities to:

iSurnamE lGiuen Mames E_m_a!.ﬁ.ddress | a3t

2 gjesh@novacore. com.au

3 Smith Albert albert®novacore . com. au |

:, chris@novacore. com.au

; Jones Frans frans @novacare, com.au

; gary@novacore, com.au

:, GEORGE Erown George george {E©novacore, com.au

,:, JAMES Rossi James Jjames@novacore, com. au

; JEMMA Cale Jenna Jjenna@novacore, com.au

_; JOHM Bladk John john@novacore.com.au |

{ Transfer D;L Cancel

2. Delete auser who has responsibilities and select Yes when asked whether you want to assign the
user's responsibilities to another user. Select who you want to transfer the responsibilities to and
select Transfer. Note that you will only be asked to transfer responsibilities if the user being
deleted had any.

Delete a User

To delete a user or group select the user/group and select Delete UserorDelete Group.

| Mew Group | | Edit User H Delete Group ]
I I |
| & Users @ Groups

Name

@ Approvers
New
Mew Group
® Users
Web Group - Private
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8.5 User Permissions

0 | New User Edit User Delete User
= L
- a & Users [ % Groups l
V) G |Login |Surname | Given Names |Email Address |Member of Group |~
E ; FRANS Jones Frans frans@novacore.com.au | W
= : GARY gary @novacore, com.au | W
m : GEORGE Brown George george @novacore. com.au W
o : JACK Fisher John jack@novacore.com.au V]
2 JAMES Rossi James Jjames@novacore. com.au w
% ; JENNA Dale Jenna Jjenna@novacore.com.au | W
; JOHN Black John john@novacore, com.au Web Group - Frivate W
vl : LISA Matthews Lisa lisa@novacore. com.au Vi
D— ; LUKE West Luke luke @novacore.com.au Dev Team;Finance Group W
8 & MARKO marko @novacore.com.au | w v
- g
| - = o a2 e e T i = S s
o Default Permissions » General Permissions Default Document Permissions Default Folder Permissions
[ Administrator [w] view w] view
- o
w 241 [] Framework management [ create [ create
B CRICOS [] Template management [ Edit [ Edit
| Permission management | Check Out/fIn | Move
vl
D CRICOS 2018 [ Library management |_| Approve [ Delete
[ revise [ Publishing settings
< Edfegd [ Mave
D ) H5QHS U Delete
c [] Print Controlled
© 1503001:2015 [ Export/Email
E |Mew Group

Permissions enable you to configure the system and document management rights of individuals or
groups. NovaCore also allows you to set permissions that are framework-specific. Below is a detailed
description of the different types of permissions.

Note

If users are assigned to a group their final set of permissions will be the sum of their personal
permissions and the permissions of the group. For example, if the user does not personally have
Administrator rights but is part of a group that does have Administrator rights, the user will have
Administrator rights.

Default Permissions

To set default permissions, select the Default Permissions tab and tick or untick user permissions to
allow or deny them.

_“““‘ i I o = = =
'l;:fammemﬁgsams () J General Permissions Default Document Permissions Default Folder Permissions
E i |~?‘ View
AQTF
|
CRICOS | |_‘ emplate management .
- || Permission management ] Move
CRICOS 2013 | [ Library management |w| Approve || Delete
! [wl Revise [] Publishing settings
ELICOS |
|
HSQHS |
|
1503001:2015 |
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Note

Default permissions always apply unless framework or folder permissions have been set.
Framework and folder permissions override default permissions.

General Permissions

General Permissions are permissions for the management of the system. They are usually only
enabled for management staff.

e Administrator: If this is selected, the user will be allowed complete access to the system.
This overrides all other user permission settings and the user will have full permissions.

e Framework management: This enables users to create and edit frameworks under
Framework Setup. (See Creating a FrameworszB).

e Template management: This gives users full access to template management features. If
this permission is disabled, the user will not be able to create global and framework
templates, convert documents to templates or use the template manager. To create new
templates the user will also require the Create Document permission.

e Permission management: This gives a user the ability to manage their permissions and
the permissions of other users.

e Library management: (DMS specific) If this is selected, a user will be able to create new
libraries in the DMS.

Document Permissions

Document permissions are specific to document management.
e View: User can view documents.
e Create: User can create documents.
e Edit: User can edit documents.
e Check Out/In: User has the ability to check documents in and out of the system.

e Approve: User can approve documents. (It is recommended that only management staff
have approval rights.)

e Revise: User can revise documents.
e Move: (DMS specific) User can move a document from one folder or library to another.

e Delete: User can delete documents. (See Document List Viewing OptionsD47 for
information on restoring deleted documents.)
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e Print Controlled: User has the ability to print a document without its watermark.
e Export/Email: User can export and/or email documents.

Folder Permissions

Folder permissions are specific to the Document Management System. Folders can have
permissions of their own that override these permissions at each Folder or Library level. See
Library and Folder SecurityD?” for more detail.

e View: Users can view folders in the DMS.

Create: Users can create folders (not library folders) in the DMS.

Edit: Users have ability to edit DMS folders.

Move: Users can move folders from one library to another or can change the folder's level.

Delete: Users can delete folders.

Framework Permissions

To configure a user's permissions for a specific framework, select one of the framework tabs.

rDehuIt e Permissions

— Bl Document Permissions Allow  Deny | Framework Permissions
AQTF B | view =, = | view
TCRICDS J Create ™ ™ [ Edit
L | Edt L1

| CRICOS 2018 Check Out/In

r Approve

;_ELICOS ! Revise

|HsqQHS i

L = Delete

:_150900112015 il Print Controlled

@n‘o e / Export/Email

Document Permissions

The purpose of framework specific document permissions is to enable you to set document
permissions for a specific framework that are different to a user's default document
permissions. Framework specific permissions override default permissions.

Framework specific document permissions are the same as default document permissions

except that you have the option to Allow or Deny them. If framework specific permissions are
not set, NovaCore will automatically use the default permissions.
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Framework Permissions

There are only two framework permissions:
e View: Users can view the framework in the Traffic Light System.

e Edit: Users can edit the framework in the Traffic Light System (ie. edit the intent, key actions
and responsible person of documents and link and unlink documents to standards.)

Bulk Assign Permissions to Multiple Frameworks and Users

You can set framework permissions for more than one framework and user at a time by holding
down your Ctrl key and selecting multiple framework tabs and/or multiple users.

| Default Permissions

AQTF 4
CRICOS 4
__cmcns 2018

ELICOS 4
?-HSQHS

1S09001: 2015 b
:-SF‘.TD 2015

The permissions of the last tab you select will be displayed. If you deselect that tab, the
permissions of the first tab you select will be displayed. Set the permission by selecting the
allow or deny boxes and select Apply to All. If you have previously set the permissions of a
framework and wish to apply those settings to other frameworks, select the other frameworks
using the Ctrl and select the first framework last. Select Apply to All to apply the settings of
the first framework to the other frameworks.

8.6 Change Password
To change your password

1. GotoTools/Config and select Change Password:

Registers Reports Tools/Config Help

9, / a2 3
= & L 4
Change Clear Manage Users Who's
PmrdteHistur}r & Groups - Logged in

Users
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2. Once you have selected Change Password this dialogue box will open up:

Change Password

You are logged in as:

RTOADM
Mew Password P—
Confirm Password I i
| Ok Cancel

3. Type inyour new password, confirm the password by re-typingitin the field below and select OK.
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9 Manage Subscribers

To manage subscribers that have been subscribed to documents (see WorkflowD#® for how to
subscribe an email address), goto Manage Subscribers under Tools/Config.

wl
—
(<))
G
e
&)
w)
0
=
w
—
=
(<))
=
=
(@
5
()
(<)
(@)
@©
=
©
p=

Wiew information grouped by

Status .‘”Tvpe.?l‘ Name . I:‘I‘levisi: isi Dat( Revaeview Date .;'.Statlls ﬁmestal"r‘l\ﬁstatus By E:ikr..-ﬁApproved Da;;Approved B\,.:Created By Ea
| v 7% ] Issiing & Qualificatic ) AQT| v 2.2 28/05/2013 2:5 None 11j05/2018 6:56:06 RTOADM . RTC 11/05/2018 6:5 RTOADM  NOVACORE ] i
» % B accessAuthorisation € AQTF 13 11/06/2019 3:1 Defa 14/07/2021  11/06/2015 Z1LOSRTOADM  JOF 11/06/2015 3:1 RTOADM  NOVACORE
\‘/ 4 % B QT Organisatona €) AQTE 13 19/05/20157:2 17m 5/11/2020  5/05/2019 3:32:02 ) RTOADM 5(06/2019 9:32 RTOADM  RTOADM
[Emai Sent Timestai[EMALL [GIVEN_NAMES " [SURNAME
TS,.'DS;’ZUIQ 9:33:29 someone@somwhere, com .-SUbSEIti.{JEr ."U\Iri\:h |
® 4w B [cr3osis-peLkc- @OMs L0 7/12/20186:49 12m 7/12/2019  7/12/2018 7:13:14 ) RTOADM 7/12/2018 7:13 RTOADM  NOVACORE || [m) |
[Emei sent TmestaEmar Grven_aves IsuRnavE |
_10,"05}'10 19 8:00:3 subscriber 2@novacore.com.au Subscriber Three |

19/06/2019 10:17: someone@somewhere.com Subscriber Ullrich

Viewing Subscribers and Documents

In the Manage Document Subscribers panel, alist of subscribers and documents is displayed.
You can choose to group this list by subscriber or by document by selecting the Subscriber or
Document buttons as shown below. Grouping the list by subscriber means listing the
subscribers at parent level with the documents that they are subscribed to being displayed at
child level. This is reversed when the list is grouped by document - the documents are listed as
parent levels with the subscribers that are subscribed to them being displayed at child level.

View information grouped by

Subscriber Document

Use the expansion arrows beside the names of the subscribers/documents to reveal the
subscribers or documents relevant to your selection.

T

IJ Status Du-c# E:rvaiDﬂ-CIlmEl'ltHﬂmE:clﬂss.iﬁcatk}l;élzl‘ammﬂ

| »i & DOC0122 M| Issuing & Qualificati 0 AQTF
b & DOCO130 M access Authorisatior L) aQTF
b % DOC1623 M) 1cT30515-RPL Kit - & oms

N

Editing Subscribers

User Manual

To edit a subscriber's details, simply select the name or email address you want to edit and type
in the adjustments. Note that if a subscriberis a NovaCore user, you will not be able to edit the
subscriber's information from Manage Document Subscribers but must do it under Manage
Users and Groups. (See Edit a User or Groupo .) You can tell if a subscriber is a NovaCore
user if their username is displayed beside their surname
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e To delete a subscriber from the system:
1. Group the documents by subscriber.

2. Right click the subscriber and select Delete Subscriber.

Note

This deletes the subscriber from system and therefore all of the documents that the subscriber was
subscribed to will no longer be subscribed.

E;_I:I_mail - !G'nren Names EEurnamE

(| » Hrans@novacore,com.au Frans Jones (FRAMS)
: genrge@nwac *  Delete Subscriber E
b james@novacon : %

| b marko@novacol L@  Unsubscribe from all documents )

|

e To unsubscribe a subscriber from all the documents to which the subscriber is subscribed:

1. Ensure that documents are grouped by subscriber.

2. Rightclick the subscriber and select Unsubscribe from all documents.

IEmaiI - !Ghren Names iSurname
| b e . = ‘ones (FRANS)
| » ge¢ & Delete Subscriber e

L EE. Unsubscribe from all docurments hm?'rSSi

F ma . r PTATEL Senirich (MARKD)

o If you have subscribers that are no longer subscribed to any documents and are no longerin
use, select Delete Unused Addresses to remove all unused subscribers from the list.

View information grouped by

| Subscriber Document {| Delete unused addresses )

il___Statuf! _L[)o_c_#__ | Type Document Name |Cla-55iﬁcatiun
| » + DOCO152 ®]  Complaints & Appeals Policy
»i W DOC1623 M 1CT30515 - RPL Kit - Student €
.-'.
Tip

In the view that is grouped by document, you can select
mutliple subscribers and can unsubscribe them in bulk.

Unsubscribing Documents

To unsubscribe a document from a subscriber, right-click the document and select Unsubscribe.
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1 Subscribe address
Lﬁ- Unsubscribe

Convert to Template

v

Tip
In the both views, you can slect mutlible documents and
unsubscribe them in bulk.

User Manual © 2019 NovaCore Pty Ltd



Application Options

10 Application Options

To configure, set system defaults and customise NovaCore select Tools/Config and then select
Application Options.

Manage Registers Repaorts Tools/Config Help

= .} ' fim 1 @ = - F 9 & O3 i |
S '\ v ¢ k = mm | |
'_“ &I J “ L@ @ - 'ﬁ Ha Ho Ha o He |
BN EE EE OO EB
Import Change Clear Manage Users Who's Framework  Template Application s H u I:l [] |_
Documents Password  History & Groups - Logged in Setup Manager Options i i |
Tools Users Config

10.1 Organisation Settings

Under the Organisation tabin Application Options you can set the name and logo of your
company. This information will appear on all the reports and can be used inside of documents. See

Custom fieldsB™ and Revision fieldsD ™.

=k
¢
o

vl
=
O =
+— @ Organisation > Name:  Novacore Trainers
(@] A
O J | Logo: Main Contact:
c X Global Settings Jason Edwards
T Tel:
O [_g Framework Settings B novacore c
; g
8 E?_]J Custom Fields Email:
- — = test@novacore.com.au
Q_ | Setlogo ‘
=] Revision Fields N .
o -
<t E Corporate Colours
IJ‘ Document Classifications -
e | i Corporate colours defined here will map to report styles.
Eg.: When designing/editing a report, Stylel is defined by Colour 1 Main and Stylelb by Colour 1 Pale.
ﬂ Email Motifications
| colour 1... Colour 2... Colour 3...
Publisher e R ] T
& wen [FEODmEEE  [v[]#]  Men [ whte| v [ v [ vt v [~ 7]
| B vedumsiateBue " i T
ﬁ Security Pale |ESiateBlue pale [ | Snaw | w |- pale | White| v |-
Darkslateﬂ\ui
‘\\,e. Advanced Maintenance [ Javender
% [ |chostwhite
G
B =dumBlue
| EvidnightBlue v
x

Organisation Details

The company name and logo saved under Organisation are available as custom fields when editing
documents. See the NovaCore ToolboxD ' in Editing Documents.

Corporate Colours

In the Corporate Colours section of the Organisation tab you can customise the colours that are used
on reports. Corporate colours defined here will map to report styles.
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10.2 Global Settings

Under the Global Settings tabin Application Options you can adjust many of the default settings
in NovaCore.

o] Organisation I»"-_ Note that Global Settings are used as default settings for all frameworks unless
Al g specifically overridden for individual frameworks.

@ Global st Review & Revision

Review frequency: 12 months . Y]

- |
Framework Settings
® [‘E@ o Review alert: 14 | §| days before due date

First revision: < [«|10 |>| >

['i']J Custom Fields
[+ Allow changing the revision of individual documents when importing

[:EJ Revision Figlds Workflow

Application Options

'JL"_;’ Dbt G feations Default approval by:  |RTO Administrator | b

N Check Out
B v setings

Allow checked out documents to be edited by anyone induding non system users: i
0 Publisher Chedked out documents may only be edited by the user who checked it out: #
Document Mumberin
€ scarts
\ = A
¥ Advanced Maintenance Mumbering template:
% DOC#4

1570 [ §

["] Reset numbering of existing documents

‘ Begin numbering at:

Note

Global Settings are used as the default for all frameworks unless they are specifically overridden
for individual frameworks in Framework SettingsD"™.

Review & Revision

Under Review & Revision you can change the default review frequency, review alert and first
revision.

Review Frequency

Review frequency is the number of months that elapse between a document's approval date
and the next review date. In NovaCore the review frequency is 12 months by default. To
change the default review frequency, enter the number of months into the Review frequency
box or select it from the drop down menu as shown below.

Review & Revision

Review frequency:

S 5 months .- DR

Note that this system default review frequency can be overridden for individual
documents.See Document Review IntervalD?®,
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Review Alert
When a document is due for its revision NovaCore alerts you in three ways.
1. The document's status will be set as needing review.D?’

2. The Dashboard tileD7 labelled 'Documents Needing Review' will count up. Select the tile to
see a list of the documents needing review.

3. If you have email notifications enabled the designated reviewer (if none is specified the
system administrator will be used) will be sent an email notification.

By default, NovaCore alerts you to a document's revision date 14 days before the review date.
Review alertis specified as the number of days before a documentis due for review. To adjust

the review alert enter the number of days into the Review alert box or set it using the arrow
buttons as shown below.

Review alert: ﬁlql w: E}days before due date

First Revision

When a document is created or importedD32 itis automatically given the 'First revision' value
which is 1.0 by default. You can change this 'First revision' number in Global Settings as shown
below.

First revision: € |£(1.1 (=] > |

[w*] Allow changing the revision %individual documents when impaorting

The large arrow buttons on the outside change the number by whole numbers (i.e. 1.0 moves
up to 2.0). The small arrows on the inside change the number by decimals (i.e. 1.0 changes to
1.1).

By ticking the box below the First revision setting you allow the revision of individual
documents to be defined during the importD32 process.

Workflow

In the Workflow section of Global Settings you can select which user is the default approver.
NovaCore automatically sets the RTO Administrator as the approver but this can be changed under
Workflow.

Worlkflow

Default approval by: F‘.TD ,ﬁ.dm|n|5h’ab:|r [we]

__ _ pre——
| |Full Name |Login Mame |Email

Check Out RTO Administrator [, RTOADM marko@ne
. by
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Check Out

Under Check Out you can set whether checked out documents can be edited by anyone including non
system users or whether they can only be edited by the user who checked them out. For information
about checking documents in and out go to Document ControIIingD15.

Allow checked out documents to be edited by anyone induding non system users:

Chedked out documents may only be edited by the user who chedked it out: (1

I

Note

Check out has been deprecated and is no longer available in the latest versions of NovaCore.

Document Numbering

Document numbering is a way of giving each document throughout your system a unique ID.

e If you are a small organisation you may not need document numbering and can disable it by
disabling the Enable Document Numbering option.

Document Mumbering

nal:ule Document Mumbering

Mumbering template:

Begin numbering at: "1| re
| [+
b

[ ] Reset numbering of existing documents

e Document numbering can be formatted in the Numbering template field to suit your
organisation's needs. Use the following guidelines:

e Include a hash(#) symbol which is the number place holder in the template. The # will be
replaced by a sequential number. For example: DOCH will produce Number: DOC1, DOC2, etc.

e Add anumber directly after the #to set the number of digits displayed. Allowed values are 2-
7. For example: DOC#3 will produce numbers: DOC001, DOC002

e Setthe number you want your document numbering to begin atin the Begin numbering at
field. Common practice is to set this numberto '1'.

e Toreset document numbering enable Reset numbering of existing documents. Note that this
resets the document numbering throughout your system and should be used with caution!
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10.3 Framework Settings

Under Framework Settings in Application Options you can override the Global SettingsD™ for

specific frameworks.

Organisation DM3 | AGTF | CRICOS | CRICOS 2018 | Delegation Requirements I ELICOS | HSQHS I [509001:2015 | SRTO 2015 I

[7] Use Global Defaults

ol

Global Settings
— il Feview & Revision

ey
L{g Framework Settings
Review frequency: 12 months ‘ w
—~

Review alert: 4 | & | days before due date

[':]J Custom Fields

]| Revision Fields [[vvorkilow
— :

Default approval by: | v

'ﬁ Document Classifications
e — Check Out

j Email Settings llow checked out documents to be edited by anyone incduding non system users: [0

Application Options

Checked out documents may only be edited by the user who checked it out:

o Publisher

ﬂ Security

\< Advanced Maintenance

1. Select aframework using the tabs across the top of the Framework Settings panel.

2. Disable Use Global Defaults . If itis enabled, NovaCore will apply the Global Settings to that
framework. (In the examples below the DMS is selected.)

DMS | AQTF | CASR I CRICOS | Dema Group [

3. Once 'Use Global Defaults' has been disabled you will be able to adjust the settings as explained in

Global SettingsD ™.
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OMS | AQTF | CASH | CRICOS | Demo Group I ELICOS, Procedures Pols | GTO | HSQHS | I509001:2015

[ |Use Global Defaults  wp————— Disabled

Fﬂ.eﬂew & Revision

Review frequency: 12 | 5| months
Review alert: (14 | o | days before due date
\Workflow
Default approval by: | v

Allow chedked out documents to be edited by anyone induding non system users: )

Chedked out documents may anly be edited by the user who checked it out:

10.4 Managing Custom Fields

Under Custom Fields in Application Options custom fields can be created and edited. Custom
Fields can be inserted into a document so that information such as company phone numbers and
company names can be updated quickly and easily.

S ———
=] Revision Fields
=

w
=
— I S o e . .
Q_ SLELEellL L Global | AQTF | CRICOS | CRICOS 2018 | Delegation Requirements | ELICOS | HSQHS | ISO9001:2015 | SRTO 2015 | WSL
Glabal Settings 3 Mote that Custom Fields listed here must already exist as GLOML Custom Fields. These duplicate Custom Fields simply
[ e override the value of the equivalent GLOBAL Custom Fields in d b ing to this fi
-
: 9 Framework Settings | Field Name | value
T |
[ @] 1 1 Custom Fields >

'E‘ Document Classifications

Q Email Settings

0 Publisher

ﬁ Security

" Advanced Maintenance

A5

Global Custom Fields

Global custom fields can be applied to all the documents in your system regardless of what
framework they are in.

Creating Custom Fields
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To create a custom field:

1. Goto Custom Fields underApplication Options. A list of your global custom fields will
show on the screen. In the left hand column you will see the Field Name and in the right
hand column you have the Value.

Global | AQTF | CASR | CRICOS | Demo Group | ELICOS, Procedures Pols | GTO | HSQHS | ISOS001:201¢8

| Global Custom Fields

T

Fieldrname Field Name « vaive Value
AccreditationBody TAC WA
AdminEmail <Admin Email =
AdminEmail 2

2. Select the plus button on the bottom left-hand corner of the panel. (The minus button
functions as a delete button.)

| AdminEmail
|| AccreditationBody

O

3. The new field will appear above whichever field is selected. Highlight the new blank field
and type in the name of your field. Give it a value in the value column. In the example
below the Field Name is PhoneNumber and the Value is +08 1234 1234.

|iPhoneMumber +08 1234 1234 T

Select the OK/Save TickD7 to save your new field.

All documents with a custom field can be updated simply by changing the Value of the field
under Application Options. For example, if the phone number +08 1234 1234 is inserted into
documents as a field, it can be changed in all those documents simply by changing the value
under Custom Fields in Application Options. If you change the value to +08 4321 4321 for
example, and save the change, all documents with the PhoneNumber field inserted into them
will automatically change from +08 1234 1234 to +08 4321 4321. (See Custom FieldsD?? for more
information on inserting fields.)

Note

Information can only be updated automatically if it is inserted as a field.

Framework Specific Custom Fields

Framework Specific Custom Fields are fields whose values are only applied to specific frameworks.
Framework Specific fields must already exist as Global Fields.

To create a Framework Specific Custom Field:
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1. Select aframework using the tabs across the top of the Custom Fields panel.

| Global | AQTF, | cASR | cRIcO

[ AQTF custonields |

== T e MmN R = —_—

2. Select the button located in the bottom left-hand corner of the panel as shown below:

@

3. Awindow like this will open up:

[ Confirm g1

@ Duplicate GLOBAL Custom Fields for this framework?
W [oing so will override the GLOBAL Custom Field values
when used in documents belonging to this framework.

I Yes _i [ Mo ] [ Cancel

.

4. Choose Yes and your Global Custom Fields will be duplicated for the framework you selected.
Change the values of the fields as explained in the section above.

When applied to documents within a specific framework, the value of the Framework Specific Custom
Fields will override the values of the Global Custom Fields.

10.5 Revision Field Settings

Under Revision Fields in Application Options you assign labels to revision fields and you can
adjust the format of user name and date fields.
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@ Organisation

w

ﬂ Global Settings
—r

L@ Framework Settings

=1

]| Custom Fields

{_ Revision Fields

'g Document Classifications

Application Options

’J Email Settings

o Publisher

ﬁ Security

‘;‘" Advanced Maintenance

Field Labels

|Revision Date

Field labels:
| |Field Name | Label =]
Revision Revision: E
|Mext Review Date Mext Review:
Approved Date Date Approved:
_Approved by Approved by:
Created By
Document Location
Document Name
|Document Number
Revised By

User name fields format:

Location field prefix:

Date fields format:

Full name | v
NovaCore

dd-mm-yyyy | ]
Example: 04-03-2019

When a Field Name has a label, that label will be shown when the field is inserted into a document.
For example, if a revision date is inserted into a document and that revision date field has no label,
the date will simply be inserted. (01/01/2030) If the Revision Date field does have alabel such as
"Revision date:", that label will be inserted before the revision date. (Revision date: 01/01/2030)

To label a revision field, type in the field label in the Label column of Field labels as shown below.

Field labels:

| Field Mame | Label hd
Revision Revision:

Mext Review Date Mext Review:
Approved Date Date Approved:
Approved by Approved by:
‘Created By | T

Document Location

Document Mame

Document Mumber

Revised By

Revision Date

Field Formatting

User name fields format

Select the format of the user name displayed in revision fields that insert a name (such as
Created by, Approved by etc.). You can select whether the user's login name, full name, given
names or surname are displayed.

User Manual
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zer name fields format: E,Fu" name :E
Login name {Default
Location field prefi: Fuﬁ s s £ )

Date fields format: Surname

Location field prefix

The Location field prefix is for the Document Location field. Note that this is not necessarily the
actual folder location of a document but it is simply a reference to that location. Some
examples of location field prefixes are QMS, CMS, NovaCore, Doc Store etc.

Date fields format

Select the format of the date by selecting one of the ready-made combinations using the drop-
down list or create your own using the guide below.

Date fields format: édd MMM Yyyy @
|dd-mim-
mmﬁ%qr
mm=¥yyy
{mimm yyyy

A preview of the date formatting will be shown below the field.

[dddd, dd mmmm

Date fields format:

Date Formatting Guide

d - single digit date (1)

dd - two digit date (01)

ddd - abbreviated day (Fri)
dddd - full name of day (Friday)

m - single digit month (3)

mm - two digit month (03)

mmm - abbreviated month (Mar)
mmmm - full name of month (March)

yy - last two digits of year ( 19)
yyyy - all four digits of year (2019)

Example: "dddd, dd mmmm yyy" = Friday, 01 March 2019
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10.6 Document Classifications

Global and Framework Specific Classifications can be created under Document Classifications in

Application Options. (See Document PropertiesD27 for more information on assigning
classifications to documents).

e Global Classificationd™ - Classifications that can be applied to documents throughout your
NovaCore system regardless of the document's framework.

e Framework Specific ClassificationD™ - Classifications that can only be applied to documents
within specific frameworks.

ﬂ} Organisation _ - e
e | Name (sinqular)

Name (plural)

Global Global
ﬁ Global Settings Spedial Doc

Spedal Docs

| Test Classification Test Classifications

L\@ Framework Settings
EZ]J Custom Fields

[=] Revision Fields
~J

Classifications specific to

Application Options

- Name (singular) [ Name (plural)
.J_.‘-’ Document Classifications
e

—

q Email Settings

o Publisher

ﬁ Security

?\:_:».

Advanced Maintznance

Note

You can also select the arrow button on the bottom right corner of Manage > Templates to get to
the document classifications editor.

Help
Others Al Templates Mewr View Approve Revi

Document

anage custom document classifications I

Creating Global Classifications

To create a Global Classification:

1. Select the Plus button in the Global Classification section in Document Classifications under
Application Options as show below.
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Global
| Name (singular)
|| Global

2. A new classification will be added to your list of classifications. Type in a name for your
classification. Note that NovaCore will automatically generate a plural form of the name you give
your classification. This plural version of the name is used on reports when documents are
grouped by classification, on menus that list classifications and when document lists are sorted by
classification.

i Global Classifications
(| Mame {singular)
Test Classification| |
Spedial Doc

3. Selectthe OK Tick to save your new classification. The classification can be found by clicking on
Others in the Manage tab of the Ribbon Menu:

e

22 W

Others Al Templates

“i Unclassified

#-  Templates

'| s~  Special Docs
!

| 4~ | Test Classifications

Framework Specific Classifications

To create a Framework Specific Classification:

1. Specify aframework in the 'Classifications specific to' section using the drop down list as shown
below. If you do not specify a framework, NovaCore will automatically select the framework that
you are currently in.

| Classifications specificto | [ w _
| Name (singuiar) () AQTF ~l

P cricos

£ CRICOS 2013

2. Select the Plus button.
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[ Mame (singular)

3. Type inaname for your new classification and select the OK Tick to save the classification. The
classification can be found by clicking on Others in the Manage tab of the Ribbon Menu.

Note
You will only be able to access the new Framework Specific Classification from within the specified
framework.

10.7 Email Settings

Under Email Settings in Application Options you can adjust the settings of your email alerts.

% Organisation | Alerts | Templates | Delivery Options
ﬁ Global Settings

—
L{g Framework Settings (® Use custom SMTP server ...

() Deliver emails cfo MovaCore

[lil]J Custom Belds Outgoing Mail Server (SMTP): novacore @nc.email

Outgoing Server (SMTP) port: 587

[:il Revision Fields Uge the following type of encrypted connection: LS | v

Application Options

'_J;-i # Document Classifications -:_/] Mail Server requires authentication
;.__d

- 1 User Name: novacore @nc.email
SJ Email Settan e Fe——

o Publisher

Test SMTP Settings ...

ﬁ Security

‘\’: Advanced Maintenance

NovaCore sends an email alert when:

e adocument requires review

e adocument has been revised
e adocumentis waiting approval
anew user account is created

a user password is reset

a Webform is submitted

The email settings page is arranged into 3 parts: Alerts, Templates, Delivery Options
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Alerts

Alerts are email notifications generated by the system based on various events.

By default, NovaCore sends an email alert 14 days before a document needs to be actioned. You can
adjust this under Alerts in Email Settings or you can completely disable email alerts. NovaCore will
also send additional reminder notifications every 7 days by default, until the document is actioned.
To disable reminder notifications set the value in the field to 0.

I Templates | Delivery Options |

|| Enable email alerts

Send document review notification (13 . o | days before itis due

Send reminder notification every 0| o | days (a value of 0 disables reminder notifications)

Templates

Under Templates you can adjust the content and appearance of email alerts. You can set the default
sender and receiver for system generated emails. The email editor includes standard formatted text
editing tools along with the ability to insert custom and email fields

Alerts | Templates I Delivery Options |

Template name: Document Requir.es Réview - L

[ Save ;V |" BIQS’X2X2
To: |
CC:

=] Insert Custom Field = (2] Insert Email Field ~

From: {%DocApproverErnéil%}

Subject: .[.Jocument Requi.res Review
Dear {%GivenMame%],

The following document needs to be reviewed as its current revision expires on {%MextReviewDate%}:
{%DocumentMame¥}
It can be foundin: {%DocumentLocation% )

Kind Regards
% Company%}

Choose a Template

To view or edit an email alert template, select a template from the Template name drop-down list
as shown below.
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Webform Submitted | V]

s Document Reguires Review
‘Document Revised P
Document Waiting Approval bl
Mew User Account

R

_Llser Password Reset
Webform Submitted

TP i S S——

To/CC/From

Type in recipient/sender's email address or use drop-down arrow to select a user.You can set the
sender/recipient to be someone who actioned the document in a particular way. For example, if the
document was created by a certain person and you want the email to go to them, select Document
Creator and the email will be sent to the person who created that particular document.

Template name: Diocument Requires Review ' W

[ Save Mz MIBIUSX X |B===
To: i , vi
ce: Admin user marko@tgsys.com |}
i Document Approver {User designated to approve the docume
i Document Creator {Original creator of the document)

ubject:

; Document Editor (Last user that made a change)
Note
The options for the receiver and sender will depend on who is sending the email and on what type
of alertitis
Subject

By default the Subject is the same as the Template Name but you can change this by typingin a
different subject line. You can even use Custom or Email fields in the subject line (see more detail on
fields below) but you will need to type these yourself.

Editing Tools

To format the email content use the standard editing tools provided.

| Alerts | Templates I Delivery Options |
i | | |

Template name: Document Requires Review . W
[ save vz [vMIBITUSX, X EE = i= | = || Insert Custom Field = (@] Insert Email Field =
| To: Document Editor ;v
CC: e
From: Document Approver W

Subject: Document Requires Review

User Manual © 2019 NovaCore Pty Ltd




Application Options

Tip

NovaCore email notifications are not limited to text only. You
can paste most HTML content including tables, images and
hyperlinks. But please be aware that adding hyperlinks may
cause the generated email alerts to be tagged as spam by the
recipient system and may thus not reach the intended
destination!

Custom Field

An email fields is special text that is replaced with information when the email is generated by the
system. A field is defined using a special notation in the form of starting and ending tags. Each field
must start with {% and end with %} and may not contain spaces.

Custom fields can be used for email alerts too. These are the same as the custom fields that can be
inserted into a document. See Custom Fields0?? or Creating Custom FieldsD™ for more information.
Emails fields can be User Specific or Document Specific. Document Specific fields are the same as the
standard revision fields that can be inserted into documents. For example you could include the
document name in the email that is generated for that document.

User Specific Fields are fields such as the user's given name, surname, etc. When the email is sent,
these fields will be automatically updated with the recipient and senders' details. At the start of this
section above, you can see an example of an email template that has fields inserted into it.

Alerts | Templates | Delivery Options |
Template name: Document Reguires Review | w

[ Save ;le V BIUSXX

E=EE=E|EE|ZE -;E—[[ 4] Insert Custom Field ~ (@] Insert Email Field -
To: Document Editor |+
cCe W
From: Document Approver w

Subject: Document Reguires Review

Delivery Options

Note

The option to allow users to send documents via Outlook as attachments is not available in the
Cloud version of NovaCore.

Under Delivery Options you can choose how email is sent. By default email is delivered via the
NovaCore cloud infrastructure i.e. Deliver emails c/o (care of) NovaCore butyou also have the
optiontoUse a custom SMTP server.
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| Alerts I Templates | D

[ ] allow users to send documents via Outlook as attachments

(@ Deliver emails cfo MovaCore

1 Use custom SMTP server ...

To set your SMTP server
1. SelectUse custom SMTP server.
2. Fillin the fields with the relevant information.

3. Test your SMTP settings by selecting the button shown in the image below.

Alerts | Templates | Delivery Options

[ ] Allow users to send documents via Qutlock as attachments

i) Deliver emails cfo MovaCore

‘@ Use custom SMTP server ...

Qutgoing Mail Server (SMTP): novacore@nc, email
Qutgoing Server (SMTP) part: 5a7

Use the following type of encrypted connection: s | (¥

|| Mail Server requires authentication

User Name: novacore@nc,email

ES S S SsS5

Password:

_..-—'-'-'_'_'_‘_‘_'-"‘-—._
Test SMTP Settings ...

Once you have selected Test SMTP Settings a dialogue box will open up. Type in the email address
you want the test email to be sent to and select OK.
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10.8 Publisher Settings

Under Publisherin Application Options you can configure your publishing settings.

[ FTP Publishing Settings

Organisation =
|| allow publishing documents to FTP

Global Settings Host: webdisk.novacore, com.au Part: 21
— Protocol: FTP - File Transfer Protocol ' ~
L\Pg Framework Settings Encryption: Use explicit FTP over TLS if avaiable | v

— Username: novacore Pasowords | [FHEETERERERE
[T]_J Custom Fields PRIVATE - Root folder: fhome fnovacore fpubtest fprivate
PUBLIC - Root folder: /home fnovacore fpubtest public

=] Revision Fields

-

| Folder Publishing Settings

Application Options

li\l_? Document Classifications [w] allow publishing documents to Server Folders
PRIVATE - Root folder: C:\Temp),

ﬁ Email Settings PUBLIC - Root folder: \\nas1thomesimarko\1.0 Archivel,

o Publisher
ﬁ || Dms | AQTF [ CRICOS | CRICOS 2018 | Delegation Requirements | ELICOS | HSQHS I 1509001:2015 | SRTO 2015 I vaL |
Security . i

Framewark Specific Publishing Settings

|w/] Allow DMS subfolders to inherit parent folder publishing settings

’\: Advanced Maintenance

| |@ Note that all other DMS publishing settings are configurable within each DMS Library or Folder.

FTP Publishing Settings

To publish to your Website/FTP server:

1. Enable Allow publishing documents to FTP.

2. Fillin/change all the details according to your FTP account

3. Setyour Publicand Private Root folders to reflect your website's folder structure. Root folders
contain all your folders and files in the NovaCore system including folders published from the

DMS. NovaCore will neither publish anything above the root folder nor allow a DMS user to select
a publishing destination outside of the root folder.

Folder Publishing Settings

To specify the server folder to which documents will be published:
1. Enable Allow publishing documents to Server Folders.

2. Specify your Public and Private Root folders. Root folders contain all your folders and files in the
NovaCore system including folders published from the DMS. NovaCore will neither publish
anything above the root folder nor allow a DMS user to select a publishing destination outside of
the root folder.
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Framework Specific Publishing Settings

From the Publisher under Application Options one can set all the publishing settings for all
frameworks in the system.

DMS

Framework Specific Publishing Settings

1 DM3 :l ACTF [ CRICOS | CRICOS 2018 I Delegation Requirements | ELICOS I HS0QHS | I509001:2015 SRTO 2015 | W5L !_

[w| Allow DMS subfolders to inherit parent folder publishing settings

L

|@ Note that all other DIMS publishing settings are configurable within each DMS Library or Folder.

Because the DMS publishing settings are configurable within each DMS and Library folderD82
the only option for DMS publishing under Application Options is to enable or disable
subfolders to inherit parent folder publishing settings. If this is disabled DMS folders will be
published without their child folders. If this is enabled it can still be disabled within the DMS
forindividual folders.

Other Frameworks

To configure a framework's settings:

1. Select aframework using one of the Framework Tabs.

Framework Specific Publishing Settings

—1 T T - T T T T 1
DMs | AQTF [ CRICOS | CRICOS 2018 | Delegation Requirements | ELICOS I HSQHS | IS09001:2015 | SRTO 2015 | V5L L

[w] Allow DMS subfolders to inherit parent folder publishing settings

L

|@ Mote that all other DMS publishing settings are configurable within each DMS5 Library or Folder.

2. Use the tick boxes and fields to specify and enable or disable Private and Public settings for
your framework. The available settings are the same as they are in the DMS Publishing
OptionsDBz.

10.9 Security Settings

Under Security in Application Options there a few general security settings for the application.
(See Library and Folder SecurityD77 to find out more about DMS related security.)
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Organisation

v Allow login remembrance for users

|| Make passwords case insensitive (mostly used for PowerPro compatibility)
Global Settings

il
7

A%

Framework Settings

I

L

Custom Fields

i‘
LA

Revision Fields

Application Options

Document Classifications

Email Settings

0 Publisher
—

Security )

}i:' Advanced Maintenance

|
Allow login remembrance for users - When this is disabled, users will not be able to choose
'Remember me' when logging into the system.
Make passwords case insensitive - This is especially useful for PowerPro compatibility as
PowerPro passwords are not case sensitive.

10.1dvanced Maintenance

Under Advanced Maintenance in Application Options you can see any email alerts that did not
send due to an error.

— =z
[{g Framework Settings Email | Database I

|| The emails listed below have not been sent. See the error message below for each message and edit the detail causing the problem. You may also
delete the message or try resending it.

[I:]J Custom Fields

||| Delete  [7][Resend [T Subject | Ta | cc [ From [Created |
B it ki Lj ] Document Waiting Approv RTO Administrato "RTO Administrator” 15/02/2019 1
& O O Document Requires Revie Someone "RTO Administrator™| 15/02/2019 1
= | ] ] Document Waiting Approy Jonny Walker "RTO Administrator™ 15/02/2019 1
igd Document Classifications 0 0 Document Waiting Approv Jim Bean RTO Administrator™ 15/02/2019 1

L q Email Settings

Application Options

o Publisher

ﬁ Security
Error preventing the selected email from being sent:
(ﬂvanced Maintenance |Invalid RCPT TO address provided

/

To see the error that prevented the email from being sent:
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1. Selectthe email.

2. Read the error description at the bottom of the panel.If the error can be resolved (such as an
invalid TO address), you can edit the email directly from the list by selecting the errant field and
typing in the correct information. Once the error is corrected the email can be resent. (See below.)

Email | Database I

| | The emails listed below have not been sent. See the error message below for each message and edit the detail causing the problem. You may also
delete the message or try resending it

|Delete  []|Resend [7][ Subject | To lcc [ From [Created |
O ] Document Waiting Approv RTO Administrato "RTO Administrator™ 15/02/2019 1

[*=]  Revision Fields — i z -
& ] [} Document Requires Revie Someone "RTO Administrator™ 15/02/2019 1
= | 0O 0 Document Waiting Approv Jonny Walker "RTO Administrator™ 15/02/2019 1
'& Document Classifications O 0 Document Waiting Approv Jim Bean RTO Administrator™ 15/02/2019 1

L ﬂ Email Settings

Application Options

o Publisher

ﬁ Security /

1| Error preventing the selected email from being sent:

\Invalid RCPT TO address provided

‘}{': Advanced Maintenance

‘ | ooy |

To delete or resend an email:

1. Use the tick boxes in the Delete or Resend column to select which documents to delete/resend.
You can use the tick box in the column heading to select the entire column:

Email | Database

| | The emails listed below have not been sent. See the error message below for each message and edit the detail causing the problem. You may also delete the message or try resending it.

| Iﬂe_lﬁ_he_JItl:?l_&e"sen [ Subject | To | cc
%) L1 Document Requires Review Someone
vl [l Document Waiting Approval Jonny Walker
'7, [1 Document Waiting Approval Jim Bean

2. SelectApply.
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11 Using the Document Portal

The inbuilt NovaCore Web Publisher is a powerful tool that allows users to access framework and
DMS documents online.

To go to the NovaCore online portal select the green Web Publisher tile on your Dashboard or
type the URLthat is on the tile into your browser's address field.

http://publisher.ourcompany.com.aws2y

Web Publisher

Welcome to the Document Portal

Click on one of the following document areas:

* Web Forms

® Public Documents

* Private Documents

There are three different document areas within the document portal. These are Web Forms, Public
Documents and Private Documents.

Web Forms

Select Web Forms to view a list of Web FormsD®° that you or other NovaCore users have
created. Select a web form to open it.

Public Documents

To view approved documents that have been published as public documents select the link to
Public Documents from the home page. This will take you into the public document area. See
the image below for an explanation of the different sections of the area. To view a document,
select the document and download it.
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Welcome

I Home Button Search: <. =—— Search Function

4 [ AQTF =

4 [ CRICOS . Document Name Revision Revision Date Next Review

b [ 8RTO 2015 Fram::s:)roljs and Assessment Policy 16 13 Jul 2018 31 May 2019
% Policies Folders tudit Policy 20 06 Oct 2017 18 Oct 2019
XL Procedures Containing Client Information Policy 20 02 Nov 2017 31 May 2019
h, Forms Published Complaints Policy 12 09 Nov 2017 08 Jun 2019
& Manuals Documents Enrolments Policy 11 24 Apr 2017 01 Jun 2019
12 Others
i? B . -
2 Templates List of Documents Contained in Selected
12 Amys

Folder
2 Special Docs

12 Test Classifications
Note that published

DMS documents are
included

Private Documents

To view approved documents that have been published as private documents select the link to
Private Documents. Note that this area of the portal is password protected and you will have to
log in. Once you have logged in, the Private Document area functions in the same way as the

Public Document area described above. To view a document, select the document and
download it.

Note

In the case of DMS documents, library folders must be published in order for their child folders to
be published.

How to Publish to the Document Portal

To publish documents to the Document Portal the frameworks and/or folders that you want

published need to be configured; then the documents need to be marked for publishing and they
need to be approved.

To configure the system to publish documents to the portal see:

e Framework Specific Publishing SettingsD ™
e DMS Publishing SettingsD82

Once everything has been configured be sure to enable individual document to be published (see
PublishingD 3 for detail).
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12 IT Tasks & Information

12.1 Installing NovaCore

The latest install file can be downloaded from here.

Please note that installing NovaCore will require that you have administrator privileges on the
machine!

The installation will not require a machine reboot if these instructions are followed.

There are the two possible install types depending on your infrastructure:

Installing NovaCore on a single PC or Server

1. Runthe setup.exe file that you've downloaded from the link above.

2. Accept the Software Licence Agreement once it has been read and you are happy with it. Select
Next

3. We recommend installing the software into the default destination location as suggested by
Setup.Select Next

4. When prompted to select components, please choose Full installation including Server
components. Select Next

5. We recommend using the default Database path and Database file name as suggested by Setup. If
you prefer to locate the database on an alternative drive for backup management or space reasons
please note that it MUST be a drive that is permanently attached to the machine and not a network
drive or share! Select Next

6. Enteryou licence name supplied by the NovaCore support staff (after your purchase was
confirmed). Select Next

7. Setup will listthe Available Frameworks if any were purchased. We recommend you leave
them all selected. Select Next

8. Select whether you would like a NovaCore desktop icon created. Select Next
Setup will perform the installation including setting up the necessary Windows Services, opening

required UDP and TCP ports on the Windows Firewall and creating the database which includes the
default administrator user. Please see additional information below.

Installing NovaCore as a Workstation with Pre-Existing NovaCore Server

Workstation Install

1. Runthe setup.exe file that you've downloaded from the link above.
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2. Accept the Software Licence Agreement once it has been read and you are happy with it. Select
Next

3. We recommend installing the software into the default destination location as suggested by
Setup. Select Next

4. VERY IMPORTANT!!! When prompted to select components, please choose Workstation only.
Select Next

5. Select whether you would like a NovaCore desktop icon created. Select Next

Additional Information

Login Details

The default username is RTOADM and the password is MANAGER
Please note that passwords are case sensitive and the default password is all uppercase!

Firewall

Setup will add firewall rules, when installing on the server, to allow workstations to perform DB auto
discovery and communicate with the DB. If your server uses third-party firewall software or anti-virus
software that includes a software firewall such as (McAfee Total Protection, Sophos Endpoint
Protection, BitDefender Total Security, Norton Security or others) then you will need to add rulesin
the relevant security software. Please see Firewall Settings2™ for more information.

12.2 Updating NovaCore

The latest update file can be downloaded from here.

Server Update

First of all you need to update the Server. Please download the latest update file form the link above.
When running the update on the server (or computer you are using as the NovaCore Server), please
make sure that all staff are logged out of NovaCore and that no instances of Microsoft Office
applications (in particular Word, Excel, PowerPoint or Publisher) are running. You must run the install
as administrator.

When prompted for the install type, please choose Full Server Install, Including Components.

Workstation Update

The next step is to update all the other machines in your office that have NovaCore on them. Please
download the latest update file form the link above or use the file you downloaded to perform the
server update.

When running the update on all machines that already have NovaCore on them (Except the Server,
because you have updated that already), please make sure that all staff are logged out of NovaCore,
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you have exited all Microsoft office documents on the Machine you are installing the Client update on
and that you are running the install as administrator.

Very important!!! When prompted for the install type, please choose “Workstation Only”. If you
install the Full Server Install on a workstation it will cause confusion and connection problems for
users.

12.3 Migrating NovaCore

The steps to performing a NovaCore server migration:

Make sure you have a copy of the old database file usually novacore3.fdb. Although not essential it
will make the transition for users more seamless if a copy of security2.fdb from the old serveris
taken. The file is usually located under c:\Program Files (x86)\Firebird\Firebird 2 1\ or c:\Program
Files (x86)\Firebird\Firebird_2_5\

o Setup - MovaCare - "

Select Components
Which companents shauld be installed? L -
ol

Saelect the components you want to instal; dear the components you do not want to
install. Chick Mext wien you are ready to continue.

Server Migration ([ have the old DB fie) b

If the database file is large it would be more efficient to create a folder like c:\novacore\ from where
it will be used for production. Install NovaCore on the new server by using the following setup file
www.novacore.com.au/cms/install/setup.exe Choose ‘Server Migration’ when prompted:

Follow the rest of the prompts which will include selecting the old database file and defining
whether to copy it to a new location or use it from where itis (especially if itis a large file).

If you have a copy of the security2.fdb file, after the installation is complete stop both the NovaCore
Data Server and the NovaCore Publisher services and replace the security2.fdb file which would now
be located in

c:\Program Files (x86)\Firebird\Firebird_2 5\ on 32 bitsystem or
c:\Program Files\Firebird\Firebird_2 5\ on a 64 bit system, with the old one.

Now restart the NovaCore Publisher and NovaCore Data Server services. The installer will attempt to
reset the licence but note that the very next login attempt will tie the licence to the server hardware
thatis being logged into! Therefore it is safer to turn off the following services on the old server and
set the start-up mode to disabled: NovaCore Publisher and NovaCore Data Server

Note:
o if you do not copy security2.fdb then all user passwords will need to be reset using the main
administrator account.
e When using a firewall or anti-virus software check the following...

Firewall
Setup will add firewall rules, when installing on the server, to allow workstations to perform DB auto

discovery and communicate with the DB. If your server uses third-party firewall software or anti-virus
software that includes a software firewall such as (McAfee Total Protection, Sophos Endpoint
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Protection, BitDefender Total Security, Norton Security or others) then you will need to add rulesin
the relevant security software. For more information please see Firewall Settingst.

12.4 Firewall Settings

Server

Setup will add firewall rules, when installing on the server, to allow workstations to perform DB auto
discovery and communicate with the DB. If your server uses third-party firewall software or anti-virus
software that includes a software firewall such as (McAfee Total Protection, Sophos Endpoint
Protection, BitDefender Total Security, Norton Security or others) then you will need to add rulesin
the relevant security software to allow the following:

¢ inward and outward bound traffic on both UDP and TCP port 96 (this is the default but may be
configured, see Configuring the Data ServerD™)
¢ inward bound traffic on TCP port 3050 (used for interaction with for the Firebird Database engine)

Workstation

Windows firewall does not prevent outbound traffic and thus the following is ONLY required if you
use third party security software on your workstations. Allow the following:

e outward bound trafficon TCP port 96
¢ inward and outward bound traffic on UDP port 49201-49220
e outward bound traffic on TCP port 3050

12.5 The Data Server Service

The Data Server service manages all communication between each of the NovaCore client
applications including providing Auto DB Discovery responses. Data Server settings are defined in the
NovaCoreDS.ini file.

Port Configutation

By default port 96 is used on the server for client-server communication. This is defined by the setting
Use Port=1underthe [CONNECTION SETTINGS] section of the inifile. Alternative ports can
be used if port 96 is not available; values for Use Port are:

1=port 96

2 =port 3048

3 =port 49200

Under normal circumstances, a client applications will automatically use the set port which is
provided by the Data Server via the Auto DB Discovery mechanism. However in cases where a firewall
is either blocking the server outbound UDP traffic on the server set port or inbound traffic on the
client listening port range (by default between 49201 and 49250) or the client machine ison a
different subnet (where the router is not configured to forward network broadcast messages from
the server subnet to the client subnet) Database Auto Discovery will not work and you must manually
setthe DataServer address on the client machine in NovaCore.ini.
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