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Introduction

This document provides guidance to community
housing providers completing a registration or
standard compliance return using the online
regulatory system known as CHRIS (Community
Housing Regulatory Information System).

This document is one in a series of guides that have been
developed to assist community housing providers through the
registration and compliance process. Other guides in this
series include:

= NRSCH Registration- Guide for providers — This
document provides guidance to community housing
providers either seeking information about how to
register or already in the process of making their
application to register under the Community Housing
Provider's National Law.

= NRSCH Compliance - Guide for providers This
document provides guidance to community housing
providers completing a standard compliance return. It
contains a brief overview of the compliance process
and background information.

=  Guide to completing your Eligibility and Tier Form
(ETF) - This document provides guidance in the
completion of the ETF for entities seeking
registration.

=  Guide to recording property data and generating
the CHAPR- This document provides detailed
guidance on recording properties and generating the
Community Housing Asset Performance Report
(CHAPR).

= Guide to completing your return - This document is
designed to help you understand what information
should be recorded and how the system validates
and analyses the data. It contains hints and tips to
help you complete and check your return.

= Financial Viability Guidance Note — This document
explains how providers can demonstrate financial
viability for the purpose of registration and ongoing
compliance and how financial viability will be
assessed under the NRSCH

The guidance is directly aligned with the National Regulatory
Code performance outcomes and the evidence guidelines. It
should be read and used in conjunction with other published
documents which contain more detailed information about
specific parts of the NRSCH. A summary of the critical
supporting documents is set out below:

e The National Regulatory System for Community Housing
Charter - this document provides the overarching vision,
objectives and regulatory principles and philosophy of the
National Regulatory System

o National Law and National Regulatory Code
Tier Guidelines - this document helps interpret the sections
of the National Law concerned with determining registration
tier of a provider. It explains the factors that are used to
determine tier. The tier under which a provider is assessed for
registration will determine the evidence it needs to provide as
requirements are proportionate to levels of risk

e Evidence Guidelines - this document describes the
performance indicators and potential evidence sources for
assessing providers against the National Regulatory Code
performance outcomes and requirements for different types of
provider (classified as tier 1, 2 and 3 providers)

e Enforcement Guidelines for Registrars — Provides
guidance on the performance and legal requirements that
providers must meet under the National Law and the NRC
and, if necessary, how registrars will respond to non-
compliance.

This guide includes some material from these documents where
it is appropriate for clarity or consistency. For most part relevant
material is referenced rather than repeated.

This guide will be periodically revised to respond to changes in
the community housing sector and the regulatory environment.
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Getting started — Log 1n

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

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

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

Portal access

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

To login to CHRIS, go to http://www.nrsch.gov.au or click on the link in

the ‘Portal access granted’ email. Then click on the ‘house’ icon - see
below.

—_—

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

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

Resetting your password

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

P .

' NATIONAL REGULATORY SYSTEM
COMMUNITY HOUSENG
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salesforce

Your Email

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

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

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

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

A sample of the system generated email is below:

ATIONAL REGULATORY SYSTEM
"

Password Reset
Dear Koala

Thank you for contacting the National Regulatory System for Community Housing.

Your password has been reset, Pleass click on the following tamporary link and
reset your password 8s directed:

hitps:/inrsch. force. comiproviders/secur/fol assword.jsp?
=CAAAAVIWdYISMESWOTAWMD AWMDAWMDAXAAAADAKYD_WGkeYCsISyBKWQ-
uNmMPAHZO7hxUnS2t111ApNdAATBsRkuoETSThIVCUD 1 VneskaC XvQgn9 ViSidJC-
INuWnX0945MECdSzElx NMe-mETWSPoL PpdpvD.Q % 30%
3D&display=page&fpet=60a2472d-6T1-43%e-8d7c-abda799757cd 14c23afb-0854-
4f2e-an5a-5e35280a291e

You can then continue to log into GHRIS using the Secure Legin for Providers area,
through the NRSCH wabsite at www.nrech.qov.au

In the event that you have forgetten your password or you need it to be reset, please
go o the website wew nrach.govau and use the Secure Login for Providers area to
reset your password. You will be taken to a login page where you can click on the
“Forgot password?” link and follow the instructions. A tempaorary link will immediately
be emalied to you so you can reset your password.

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

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

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

Change Your Password

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

password must have at least:

) 8characters
) 1letter

) 1 number

* New Password

* Confirm New Password

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

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

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



Updating Account Information

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

Providers Search Search

\7 Accounts

¥ Accounts.

4 Home

View: Al Accounts: v ot |

Recent Accounts Rocerly Viewsd -
Entity Name  Postal Address Clty  Postal Addross Allas  Tier

NSW Training Bunwood NSW 0280000000 Lul Not Registered - Scheduled

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

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

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

Providers

Providers

_ Accounts

Home

View: All Accounts *J Lot |

Recent Accounts

Entity Name Postal Address City Postal Add
NSW Training Burwood NSW

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

Providers

Providers Search

Accounts
Retumn 3202 Home
Return 3203
Jasmin's Training Y IA" Accounts
Return 3200

Recent Accounts

Entity Name Postal Ag

NRSCH Website Jasmin's Training




Accounts tab

The first tab on the home screen is m This tab

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

Providers Searc Search
Im Contacts  Returns
- Accounts
‘' Home
lew:  All Accounts *| ot
Recent Accounts Reosnty Vuwed -
Entity Name Postal Address City  Postal Address State/Territory  General Phone  Account Owner Allas  Tier Registration Status
NSW Training Burwood NSW 0280000000 Lui Not Registered - Scheduled

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

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

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

Editing provider (account) details

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

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

Providers Search Search

=

Account Provabie View
0 NSW Training
«Back ta List: Accounts

Contacts (1] | Affilated Entities 1] | Partnerships [1] Retums [1]

Account Detail °
NRS Account Number  AB408

Account Owner {5 |1 Yparraguirre [Change]
Entity Name  NSW Training [View Hiecarchy,
Total Class Assets D

Previous Entity Name

Jurisdiction Detail

Primary Jurisdiction  New South Wales. Primary Ragistrar  New South Wales

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

Providers Soar Search

[0 contacts Retms.

N ——
"0 NSW Training

Account Edit ssve Cancat

‘Account Information

RS Accountumber  ASH03
Recout Quner L Yparmaguite
Enitybane. . | NSW Training

Jurisdiction Detail

Primiry Jurssicton N Sauth Waks Prinary Reglstiat  New South Wales

Previeus Entty Nams

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

4

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




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

Entity Detai
Enty Type _— AEN 44456 436 456
Trading Name ACN | Registration Number
Accreditation to Service
Standards
Actreditation to Service
Standards-Other
Deductible Gift Recipient (DGR) GST Exempt

Public Benevolent Institution
(PBI)

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

Contacts, affiliated entities and applications

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

Ao psunt Priimbie View
0 NSW Training

= Back

Account Detail L

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

Contacts

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

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

"2 Contacts New Contact

Action Contact ams Job Tt Emal Phone Specific Needs
Edt Sydney Poral ceo Jasrin stsaferdtacs nsw gou

S

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

name. The Contact link is also available via the @

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

Contacts cannot be deleted from the




Affiliated Entities

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

Action Affilation Affilation Type

Edt  Affiiation 0283 Subsidiary ACT Training 44000000 111 16092015 16092016

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

Providers -

| S conacts Rewms

Ated Enny Et
& New Aallaled Entity

Affiliated Entity Edit

Araten commences | 116092018)

Aated Ertty ATN Amtaton Snded 116082218)

Seve  SavedNew Cancel

For more information on affiliated entity arrangements, you may
refer to the Affiliated Entity Arrangement Guidance Note which
is available on the NRSCH website.

Partnerships link

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

Partnerships NowParorshp

Action Partnership Name
Edt  ABC Company

Partnership Type Dateof commencement
8) Outsourced Service Parnerships 16092015

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

return itself. The screen shot below illustrates the options available.

New Partnership

“.l Select Partnership Record Type

Select a record type for the new partnership

Select Partnership Record Type

Record.ype otriew Il a) Outsourced Service Partnerships j
record

| a) Outsourced Service Partnerships
b) Formal Support Partnerships
c) Development: Engagements, Contracts and Agreements

d) Community Engagement Partnerships

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

Providers seann swarch

e

[ —
‘4 Select Partnership Record Type
Select a record ype forthe new parmership.

Seloct Partnership Record Type

Recart Typesfew recont | a) Gumourced Serve Partnerships

—_ cm.‘

Avaiable Partnorsiip Record Types
Record Type Name: Descripuon
8) Outsourced Sarvice Parnarships
b) Formai Support Portnerships

Relsing to Performance Outame 1. Formal Support Parinerships

rce com, . Allignts raserved. | Eriy Slalsnent - Stcunty Siatamen Teems o Use:

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



. e~
‘& New Partnership

Providers

[

Partnarship Edit

115 crasie s Parinarania rezord n eror anc woud ks
e ipa Partrarsrip Name 1o
se contact youe analys by smal

tispazats)
118080015}
118083013 )

Swe  Sawk b Canes

T e

S

Some providers have a large number of support partners. You
only need to record those support partners whose size and
significance are such that you consider them to have a material
influence on your performance outcomes.
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Deleting contacts, affiliated entities and partnerships
Providers cannot delete entries that have been created and saved.

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

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

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



Managing Property Data

This section provides detailed system steps on how to
create, view and update property data in the CHRIS
portal. Property data must be up to date prior to

Properties

&

My View

calculating the CHAPR. Property can be updated at any
time through the CHRIS portal.

Further information is available in the Guide to recording property
data and generating the CHAPR available on the NRSCH website.

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

Option 1:

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

Use this option to create and edit properties directly in CHRIS. This
option is suitable for providers with a small number of properties to be
created or updated.

Option 2:
Bulk update properties (See section on Request property report and
Bulk update).

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

Option 3:
Bulk create properties (See section on Bulk create properties in the
portal).

Use this option to create several properties at once, by uploading a
prepared data file into CHRIS. This option is suitable for providers who
wish to create a large number of new properties.

Create properties

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

SN Properties

Properties

& Home

View: | My View

v | [cot |

|Hemepettr|.|EJ

Action
Edit

Property
Eroperty 001044

Prowvider

Jasmin Test

Select the Record Type, either Owned Property (wholly or partially) or
Managed property and Continue

Properties [

New Property
& Select Property Record Type

Select a record type for the new property.

Select Property

Available Property H

Record Type Name
Managed Property
Owned Property

Record Type
Record Type of newrecord | Owned Property ¥
Managed Property
‘Owned Property
Continue| | Cancel
cord Types
Description

Properties Managed by the Provider
Properties Owned by the Provider

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

Property Edit

Q New Property

Property Edit

| save | |Save & New | |Cancel|

] I—

Account Ref ExtID.

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

Please refer to the Guide to recording property data and
generating the CHAPR available on the NRSCH website for

Recent Properties

Or, if you are in My View select New Property

Comieetd ety | ore- ¥

i ey Cog et

atn
T
—
i
L ===
ek

definitions and guidance on each field on the property record.

s |
T | e o
Rt |
ot |
S [

|eazsatany
razsatan)
e e ]

e |
Ao
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Confidential Properties
If the property address is confidential and must be kept secure you must
select Yes against the Confidential Property field.

Trererr) |-None--

Complete this field (Yes) if the ler |
property address is confidential | |—
and must be kept secure and not er |—|
disclosed, for example, properiies | _—
identified for persons escaping | |
domestic violence. |

TuTTUNane I—
Suburb I’—|

state | -None— v |

Complete Funding/ Ownership details

Wengeg s et e

Nt clznces ey
NSO O 1 O |, . s | g v

Gt

s 5o o] [

d

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

Program Type | Long term community housing ]

AssetClass | Classa v |

Other Asset Class comments

| )
Liability - ["All ibiliies (including structural) ¥ |

Year of Construction

Error: Year of Consiruction is mandatory if Maintenance Liability is NOT equal to "No responsibility for
maintenance’

state Vested Interest | No v

Create multiple properties — Clone a record

If you have multiple properties in the same street or similar details, you
can select Clone on a property record you have created.

12 | Navigating CHRIS — CHRIS steps for providers V2.3

Please use caution when using the Clone function to ensure that the
record is updated correctly.

Accounts  Contacts Properties [GL LT

Prope
& Property 001044 \

« Back to List

Property Detail | Edit | | Clone |
Property  Property 001044
Provider  Jasmin Test
Account RefExtID  AG738

Primary Jurisdicion  New South Wales

This will open the cloned record in Edit mode and you can update
the details as necessary and Save.

o]

&7 New Property

sropory e an e

e
" et o [ ——

View properties for your organisation

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

COMMENITY HOUSING

& e it o Bl T, S Bty Sy

- .
‘ NATIONAL REGULATORY SYSTEM

Accounts  Contacts

Properties

Q Home

View: | My View v || Ge! |

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

S Wkt St St P i
Bl Fny L ore TS ey n e



The list view (My View) can be reordered / grouped by any of

the column headings. For example by Record Type Owned or
Managed Property, Program Type, Street Name, Suburb etc.

Click the column heading to group as required.

St Name Suburb Posteode Sutz Recard Type 4 Progran Tyge

Test 8t Sydney 00 NS Owat Fropety Longtem commurity

Update an existing property

Select Edit on the property record to update

A ts Contacts F'-mperties| Returns

[MyView v

Property | |1 )|

ACtion Property Provider Status
Edit Property 001044 Jasmin Test Current

Or select the property record and then select Edit

Accounts  Contacts F'-mperties| Returns

& (Myview v

New Property | [T )|

Actiol Property Provider Status
Edit Property 001044 Jasmin Test Current

Accounts  Contacts Pruperﬁes Returns

.
&2 Property 001044

« Back to List

Property Detail Em(‘l ione

Property  Property 001044
Provider Jasmin Test
Account Ref Ext ID ABT38

Primary Jurisdicien  New South Wales

Created By  Jasmin Sianford, 4/05/2020 12:36 PM

d

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

Incomplete properties

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

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

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

From the Properties tab select Incomplete Properties and Go!

Accounts Contacts Ealiiaiiicl Returns

Properties

¢ Home

Wiew: | My View * | [Got |

Incomplete Properties

Recel My View

Property Prowvider

Once you have identified the incomplete records please follow the
Update an existing property system steps.

Request a property report

On the side bar (click the small arrow to open or collapse the side
bar) within the portal there is a link to Request Property Report
this sends a request to your Analyst who will contact you to
discuss and provide you with a property data export in excel
format. This may be useful when reconciling your property data.

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

N
NATIONAL REGULATORY SYSTEM
COMMUNITY HOUSING

Accounts Contacts [0S0  Returns

Recent ltems. Properties
Jasmin Test : &~ Home

Froperty 001044 ) ————,—, -

Return 6256 View: | My View ~ | Got
Recent Propertes

NRSCH Website Property Provider

Eroperty 001044 Jasmin Test

Request Property Report
Request Property Report 1




Bulk create properties in the portal i i i s i e e

Reports Dashboards Console  Ch:

Bulk create properties may be used at Application for Registration Upeac iepei e

or whenever a provider is required to add a number of new [Choose e No e crosen =

properties. TS

Note: This process is used for new properties only and is G = ,
limited to approximately 1000 records. Please speak to your [ » ThisPC » KIWARAGBIZLINK (\BIZLINK\DHS\FACUSERS) () > Chrame Downlonds v ¢ [Saxhtho

New folder

Analyst if you are uploading more than 1000 records.

Name

© GoToMeeting Opener

| report 1587096832720

) report 87450469151

| Test Property File - Portal Upload.
@ Test Property File - Portal Upload

356K8
7k8
7K8

T2K8]
5K8

Alternatively, several properties can be created quickly and directly
in CHRIS using the Clone a record feature to copy an existing

property record and then update relevant fields. This is most useful (R it
when creating new properties that are located in the same street. Bimamcsmne

3 ASH_DIVZ_UNITS (T:

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

Fie name [Tt Property Fie - Pl Uplond 7] [airies g

Ensure that all mandatory fields are entered and that all pick list

flelds have valid entries. The system will confirm that the file has been processed.

Save the file in CSV format

Accous_Conacs_Propertes_Retrns

IR . 0o sty e

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

d

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

If there are any errors in the file, the system will display these
errors. Open the file and fix the errors. Upload the file (repeat steps
1-4)

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

3. Choose and select the property data file

. Upload Property Records

+ Required fields are missing: [State]
+ Required fields are missing: [Suburb]
+ Required fields are missing: [Street Name]
senny Lo
R o e + ERROR: Upsert failed. First exception on row 0; first error: REQUIRED_FIELD_MISSING, Required fields are missing: [State]: [State]

' 'NATIONAL REGULATORY SYSTEM

Accounts  Contacts  Properties  Retums

'REED Rle_ahsm — . Upload Property Records B u I k u pdate

Property 098291 | Choose fle | No fil chosen [uptosa]

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

Property 098472
Property 088471
Property 098438 1

Request a property report

NRSCH Website

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

The Property Report will be in the same format as the upload template.
2. Find the properties in the file that require update and insert new
data into the file

3. Remove the properties that do not require update
4. Follow Bulk create properties in the portal steps to load the file
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Completing a Return

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

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

"B Retums

Action Form Reference. Form Status. ETF Start Date ETF Due Date Return Start Date.
Edit  Return 1367 Seneduled 121112013 2011172013 41122013

Edit  Retum 1391 Scheduled 131112013 201172013 41122013

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

Completing the return

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

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

q All Returns ~

rEY
t) AlBle|B|E|F|B|H

Provider

Jasmin's Training

A... Form Reference t
Edit Return 3205

Record Type Form Status

Compliance Rety Return In Progress

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

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

Return Detail

: —
s e e ey s

Type of Camphsnes  Siandard

Fom Referencs  Retun 4140
Tar Recora Type  Compuance Retun
Ansiyst L Yoaraguis Form stats  Retum in Progress
ey 1o subenit form

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

Introduction Page

This page provides a brief summary on how to fill out and
complete the Return. It is important that you read the
Introduction page before moving to the next page. Once done
reading the Introduction page, you may click on the ‘Next’
button or choose from the drop down menu on the top of the
page. You may do any of the Performance Outcomes at any
time.

'F'age1of11

Introduction

Cancel|  [exs|  View Account (disolavs in 2 new ta)

Goto Page: Introduction

1. Click Nest to move to he nextpage or select Goto Page’.

2

3 Click Finish
0

ofice.

You can aiso printthe form by using the Printasle View'in.

Core Document Page

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

As with the edit screen for the account details, the page
headings in this screen will be highlighted in green. To
move forward click in the return on the ‘next’ button. Page
Two provides you a checklist of the core documents that
should be attached.

Return

B3 Page 2 of 10

| save | cancel| | Previo

Please provide all of the information requested below and tick the a

Core Documents

Instructions

Contacts, Provider Entity Details and Affiliated Entities can be acce

As noted earlier the provider’s account page should be kept
up to date between assessments but the Return provides a
reminder to check and edit the details at this point. Check
the boxes once the account details are confirmed as
correct.
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The boxes to indicate all the required documents have
been attached; and

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

1. Chair or equivalent

5

2. Public Officer or
equivalent

<

The CHAPR is included in one of the pages of the return.
3. Treasurer

<

Attaching evidence

4. Chief Executive or
equivalent Evidence needs to be uploaded to the return as part of the

registration and compliance process. Once you click on Start Return
they will see the ‘Add Attachment’ link at the bottom of the page.

<

5. External auditor

B

To attach the necessary evidence required for the return, click on
the ‘Add Attachment’ button at the bottom of the return. This will
only be visible after the Introduction page and the return is editable.

Provider entity details
checked

Affiliated entities checked [ Evidencr fachnment

—
Evidence Performance Outcome Performance Requirement Addi

B

Performance Performance

Bellv Qutcome 1 Requirement 1a

d

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

save |cancel

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

The Core Documents page lists the core documents the provider must —
attach to a registration or standard compliance return. These are [y ]
described and specified by Tier where this is relevant. 89 i Bidanion Atschiient

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

The FPR referred to in the core documents is attached to the invitation
to commence an assessment email.

You can attach the evidence at this point or as you are
completing the relevant performance outcome page of the return.
However before submitting the return check:
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Evidence successfully attached will appear at the bottom of
the return.

Evidence Attachments

Add Attachment

Evidence Performance Outcome Performance Requirement

Performance
Requirement 1a

Performance

B 7“/2? 3 Outcome 1

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

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

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

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

d

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

The Evidence Guidelines and the Financial Viability
Guidance Note.

Performance Outcome page

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

Return

B3 Page 3 0f 10

Performance Outcome 1 save | | cancel Previous | | Next View Account (displays in a new tab)

TENANTHOUSING SERVICES  The community housing provider is fair, transparent and responsive in delivering housing assistance to tenants, resid

SECTION 1.1 Tenancy management

1.1.1 Tenancy activities are  [“None 7]
outsourced

1.1.2 Detalls of  ftenancy management is outsourced, please ensure there are current details for each outsourced service partner usi
contractiagreement  ink on the Account page

SECTION 1.2 Tenancy numbers for the year to 30 June

124 Tenancles fortheyear [~
122Newtenanciesforthe [

123 Tenancy exitsfortne [
year
124Evictions fortheyear [ |

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

SECTION 1.2 Tenancy numbers for the year to 30 June

1.2.1 Tenancies for the year “ |

1.2.2 New tenancies for the
year

Total number of new tenancies to

30 June. Tenancies are defined RN
as all new tenancies that were Tenancy service standards

allocated during the year either to

existing or new/upgraded tenancy _None-- »
units. Exclude transfers, —
succession of tenancy.

setting |Available [ Chosen
| Charter
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181

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

If Section 2.4a is left blank it means that your organisation
has engaged in property development in which case you
are required to complete the section 2.1.1. up to 2.4.6.

You must tick Performance outcome 1-7 completed when
you have uploaded all necessary evidence relevant to
each performance outcome. Ensure you have attached
any documentation you wish to use as supporting
evidence, linking the evidence to the performance
requirement. If you have not completed the performance
outcome or you are planning to add more data at a later
stage please do not tick the box.

PerfggMahce outcome I—
completeg

Important information

Please tick this box when you have entered all the data relevant to this page. If you have
more data at a later stage please do not tick this box.

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

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

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

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

The ‘Previous’ and ‘Next' buttons will automatically save
data on that page and will take you to the next or previous
page. If at any point you wish to stop completing the form or
return to the overview page, pressing ‘Save’ then ‘Cancel
will return you to the overview page.

Navigating CHRIS — CHRIS steps for providers V2.3

Responding to previous recommendations or
observations

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

supported by an appropriate documentation.

Example:

Previous outcome 1
recommendations

Develop and implement reqular oversight processes for allocation of properties.
Develop and implement reqular monitoring and reporting of compliance with all tenancy policies and procedures.

PO1 Action to implement
recommendations

Metrics included in the return

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

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




| If the tenant response rate metric '€
(1.3a) is greater than or equal fo

| 10% the fiag will be green. <10% |

| will be amber FE

Previous 1.4 Tenant satisfaction rate

Metric 1.2a Tolerance
Previous 1.2a Eviction Rate

Metric 1.3a Tolerance &)

Previous 1 :Sﬁ_s-uwey return rate

Meiric 1.4 Tolerance

4

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

metrics.

Performance Outcome 1 Metrics

Note

Metric 1.2a Evietion Rate
Metric 1.2a Threshold %)
Metric 1.3a Tenant respanse
rate

Metric 1,32 Threshold (%)

Metric 1.3 Survey return
rate
Meiric 1.36 Toreshold ')

Metric 1.4 Tenant
‘satistaction rate

Metric 1.4 Threshola (%)

Ta view the metrics please press save
“The form includes threshokss for some reuirements as an indicative guide for further consideration. The threshoids do not determing
capacty or compliance and ‘where resaults are below or are trending below a threshold the provider s encouraged o provide an
‘explanation in the optional commen field beiow.
1% Metric 1,22 Tolerance . @50
10% Previous 1.2a Eviction Rate %
20% Metric 1.3a Tolerance (@0
10% Previous 1.3a Tenant %
respense rate
0% Wetrc 1.3b Tolerance & @09
5% Previous 1.3b Survey retum %
e
S0 Metric 1.4 Tolerance . (@00
% Previous 14 Tenant %
saustaction rate.

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

e The performance metric is showing red or amber
e There is significant change in performance from the
previous assessment — better or worse.

Outcome 1 Metric
Comments

Consent, Authorisation and Declaration

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

Page 10 of 11

[consent, Authorisation and Beclaration Save Cancel  Previous | |Finish  View Account (displaysin a new ab)

o to Page: Confrmation

Consent  The govering bady has read and understood information In the Evidence Guidelr rom sources ofher T
goverming bady consents forthe prmary Registar fa abtain information from relsvant Housing Agencies. Consent can be withdrawn by a providar at any tme ir
rting o the primary Regisirr

Conmentaven _Ngnew +
Authorisation this form ang st of
Aubariestongiven _jgore
reviewed e o true
~None- +

Ready 1o submit farm

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

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

Ready to submit fo

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

If you receive an error message, please untick the ‘Ready to submit form' box and check that you have:
- completed all of the questions on this page; and
ticked the tickbox at the end of every page (e 9. ‘Performance Outcome 1 Completed)

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

save | | cancel

Prevw\/\ew Account (displays in a new tab)

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

Providers Search Search

e ———

B Return 4140
el

il ta Lst: Roturms

Return Detail Submitfor Agpraval | Stan Retum | Supplamentary Evidance

Type of Compliance  Standard

Process

Retum 4140
Compiance Rewm
uatus Return In Progress
Rescy to supmit farm

Ll Yparrsquire

e [ sydnmy Portl [changs]
Ratom startan 14082015
Return DusDate  25/102015
Retu Submiced Oate
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The Return may still be edited at this point in time. This
means you can change any data you have reported on in
the Return.

Once all necessary data has been provided and all required
evidence has been attached an overview can be printed for
your records and/ or your Board. Click on the ‘Printable

View’ link on the top right hand side of the return overview.

Submitting the return

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

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

Return

B Return 3205

« Back to List

( Submit for Approval )

Return Detail

Process

Provider  Jasmin's Training

Tier

If you attempt to submit the return without completing the

required fields on the return, an error message will prompt on
your screen. The may be as a result of not making an entry

where an entry is required, or entering a letter in a numeric

field. If an error message is shown follow the instructions in

red on your screen to remedy the issue before trying to submit the
form again
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When you have clicked the ‘Submit for Approval’
button, a window will pop up reminding you that once
the form is submitted, you will be unable to edit
information on the return:

S

-
Message from webpage

Ir’d_ b Cnce you submit this record for approval, you might not be able to edit
¥ it or recall it from the approval process depending on your settings.
Continue?

Cancel

Lok ]|

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

Accounts  Contacts m

B Return 3205
« Back to List: Returns

( €] 5>ere(urn Supplementary Evidence

Return Detail

—
Process

Provider Jasmin's Training FormReference  Retum 3205
Ter Record Type  Compliance Return
Form Status  Return Submitted

Analyst  Nswi1 Analyst Ready to submitform

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




Calculating property data

and the CHAPR

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

Community Housing Asset and Property Summary

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

Cormity i s Sy

s
Soammiear 1 oo
Chiseanis
kbl Ot
il | ke |

e ool iy |

¥ Prpery Sommary
Lo Tem Gy i | bt by |

w1 Bendighone by

(e

o0 P e
o g Ty |

Community Housing Asset Summary

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

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

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

Property Summary

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

The Property Summary is also calculated in real time which
means that the figures are updated each time you create or edit
a property record.

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

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

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

Select the Calculate button on the CHAPR page.

.
B Page 9 of 11

ity Housing Asset port ( ) [Seve| [Cance| ~[Previous| [Nexg

Goto Page; CHAPR

CHAPR Completed [

Evidence Attachments [T

Evidence Additional Related Performance Reqs

[seve] [Cancet|  [Previous| [Next]  View Account (dispiays in & new tab

This will generate the calculations for the CHAPR based on
the property data entered.
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_
B Page 9 of 11

Community Housing Asset Performance Report (CHAPR) Save| [Cancel|  [Previous| [Next|  view Account (dispiays

| calculate

Goto Page: CHAPR v

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

Ownership

ACTUNSWUNTalD USAUTASuiET WA

Guwned (Wholly Or Parify] I El q q 3

Managed On Benalf Of Another Entity I 0 £l of q of of 0 of 3
\ q q g
ACT UNSWUNTTUGIDUSA T UTAS UViET WA

o Respansibilty For Mainienance

Responsive Repairs Only

Responsive And Gy clicalPlenned

Al (Incl Structural)

Type of
ACT NSW. NT aLp SA TAS vic WA

Long Term

hort fo Medium Term Housing

risis

arding House Units

RAS

Affordable Housing

A

Private Rental Housing

Class of Asset
AT NS R TUELD AR WA

ass A

lass B

lass

lass D

lass E

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

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

£

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

Planned Growth

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

CHAPR Calculations

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

The CHAPR is calculated based on the reporting period.

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

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

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

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

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

.CHAPR Completed 2

Evidence Attachments Add Attachment

Evidence Performance Qutcome Performance Requirement Additional Related Perform

Del EV27123 Performance Outcome 1 Performance Requirement 1a

Save Cancel Previous | | Next

Planned Growth

Total Tenancy Units Planned Nexd 5 Years

Total Tenancy Units Vested Next 5 yrs.

Total Tenancy Units Acguired Next 5 Year

Total Units Planned Major [ I I

Are these units? | ~Noi v | Noi v | Noi v | -Noi v | -Nor v [ Noi v | —Noi v | Noi 7 |

‘ol

Net New Leases Planned

Net New Fee for Service Leases

Net New Properties Managed
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After the return 1s submitted

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

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

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

. Returns
. Home
View: [ All Returns 7| | Go! |

Recent Returns

Form Reference Provider Record Type Form Status

Jasmin's Compliance Retumn

Return 3205 Training  Return Reopened

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

-
B3 Return 3205

« Back to List: Returnis.

‘Ewoence Auachments [t} | Prowger Regons [1]

Return Detail Submitfor Approval | StartReturn _Supplementary Evidence

Process
Provider Jagmir's Training Form Reference  Retum 3205
Tier Recors Type  Comphance Retum
Form Status  Retuin Reopenad
Analyst  Nswn Anaist Reagy to submitom o
Financial Analyst

Provider change of scale, scope or Primary Registrar

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

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

Supplementary Evidence

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

Returns

Return
BJ Return 3205
« Back to List: Returns

Retun Detai e

Process T —

Provider Jasmin's Training Eervislense el 2o
Tier Record Type  Compliance Return
Form Status  Return Submitted

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

LS Returns

’ S.L:r;;plementary Evidence

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

Evidence Attachments [ taand

Evidence Outcome

Additional Related Regs Filename Description Supplementary

Performance Outcome Performance Requirement TEST
Eveo1o 18 Performance Requirement 1a Spreadsheetxs

23




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

Return

. Supplementary Evidence

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

Add Attachment

Outcome

Evidence Attachments

Evidence Additional Related Regs Filename

Performance Requirement 2a

Outcome
EV8911 2 2

Spreadsheetxis

Evsoro Outcome

TEST
Performance Requirement 1a Spreadsheetxis

Release of draft determination outcome

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

Providing feedback

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

Returns

Return
B Return 4140
« Back to List: Returns
Evidence Attachments (1] | Provider Reports (1] | Community Housing Asset Summary (3]
Return Detail Submit for Approval  StartReturn  Supplementary Evidence

Type of Compliance  Standard

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

%' PR 0000887

< Back a Rsturn: Ratum 4140
s & e

Provider Report Detail

Subentfor Approual
Frovider Resort Humber PR C00387 Dt Draht Sent a Provider

Appcsion Relend180 D onck Rl Fom

Proveer NS Trainng Dt Pl Sent e Provider 2

Fecdvack Section

woTe: Fpicson,

emall nifying you tat e dra® Determinatcn is avalabl.

Plaasa 54 ha Fascoae) etes & Atachmants’ Happteabis

acopees a8 ral

Feectnck
Feadack Compiates?
suswT buson.

Proviter Report numbr a the bottom of e Appikatin page
£t Subent for Aoprovet
Motes & Attachiments NewMote. Atach i

o rocores to sy

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

Provider Report Number PR 0000887 Date Draft Sent to Provider
Application  Retum 414D 'Date Faeaback Received from Provider
Date Final Sent to Provider

Feedback Section

MOTE: o are invited 1o submil comment and additinal evidence, f applicable in respanse to =
the diran A nt weeks from natiying you
hat the arah Determination is avalable

Please use the Feedback' bor to make any comiments and the Notes 8 Attachments’ ik
an this page to attach sddiional evidence. if applicable

ind ackditional eviden;
Determination

finalising the Assessment

SUBMIT  Once you have provided feedback and ticked the Feedhiack Completed’ checkbox be sure to cick the ‘Submit for Approv:
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If the provider wishes to submit additional evidence during
the feedback stage they should attach it their Return as
supplementary evidence. Do not attach it to the provider
report section. This ensures that all evidence documents
submitted are held in the one location (the Return) for
future reference if needed.

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

Release of final determination report

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




For more information

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







