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ADDITIONAL INFORMATION
FINANCIAL WELLBEING AND CAPABILITY (FWC) ACTIVITY

EMERGENCY RELIEF (ER) AND FOOD RELIEF - TIMEFRAME (AS AT 12 NOVEMBER 2018)

Deliverable Actual Date Brief number

FWC grant recipients notified of 12-month funding

agreement extension to 30 June 2018 to allow for December 2016 MS16-000820

consultation on future of FWC Activity.

Department released a discussion paper, ‘Future Directions
of the Financial Wellbeing and Capability Activity’

February 2017
through engage.gov.au.

s34

Minister Porter and Minister Tudge commissioned a

review of Commonwealth funded financial management
services which included Financial Wellbeing and September 2017
Capability Activity

Interim report on review of Commonwealth funded
financial management services provided to Ministers 4 December 2017 MS17-001934
Porter and Tudge

Minister Porter wrote to the former Prime Minister
Turnbull seeking authority to extend FWC funding
agreements until 31 December 2018 to allow the FWC 7 December 2017 MS17-001972

Activity redesign to be completed.

The former Prime Minister Turnbull responded to Minister
Tehan agreeing to .extend FWC ﬁmdmg agreements to 31 29 December 2017 MC17-111617
December 2018 with no further extension.

FWC grant recipients informed of 6-month extension to 31

December 2018. January 2018

Consultations with organisations and peak bodies on FWC

future directions, including redesign, concluded. February 2018

Department of Finance and Attorney-General’s

Department agree to proposed FWC Activity redesign. 8 May 2018

Forecast opportunity and factsheet published on

Grants.gov.au advising of upcoming FWC grant round. 17 May 2018

MS18-001822 1
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Deliverable Actual Date Brief number
Redesign of FWC Activity, including ER, agreed by
Minister Tehan. 22 May 2018 MS18-000778
Noting interim report on review of Commonwealth funded
financial management services agreed to send Joint letter 27 May 2018 MS18-000750

to Prime Minister

The Federal Executive Council agree to amend the
Financial Framework (Supplementary Powers) Regulations
to provide the legislative basis for the redesigned FWC
activity.

21 June 2018

Grant Opportunity Guidelines for ER and Food Relief

MS18-000957

roved by Minister Tehan. 22 June 2018
approved by Minister Tehan MS18-001016
Process for conducting FWC grants rounds
(restricted/open) approved by Minister Tehan. 26 June 2018 MS18-000575
Grant Opportunity Guidelines for ER and Food Relief
agreed for release by the Minister for Finance. 29 June 2018 MS18-001033
Letter sent to Prime Minister seeking agreement that the
outcomes of the Review be address_efl through existing . 30 June 2018 MS18-001013
programs of work, rather than requiring a return to Cabinet
Grant Round Management Plan signed. 12 Tuly 2018
Grant Round Opens 12 July 2018
Cabinet Secretary agrees on behalf of Prime Minister that
the Review of Financial Management Services no longer 9 August 2018 MC18-091046
needs to be brought forward to Cabinet
Grant Round Closes. 22 August 2018

Pre Assessment including eligibility and compliance
checks.

23 August—6
September 2018

Information brief provided to Minister Fletcher advising of
the tight turnaround required to complete the Financial
Wellbeing and Capability Activity before January 2019

11 September 2018

MB18-001041

Applications assessed and moderated.

7 - 21 September 2018

Expert Panel Meeting convened

24 - 26 September
2018/

3 October 2018

MS18-001822
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Deliverable Actual Date Brief number

Expert Panel ER and Food Relief Report finalised and
cleared by Panel members.

4 -12 October 2018

Final ER and Food Relief Assessment Report approved
and provided to Program Area.

15 October 2018

Outcomes of ER and Food Relief grant rounds provided to
Minister Fletcher with critical date of 5 November 2019

19 October

MS18-001679

Spending Minute signed by departmental delegate.

8 November 2019

MS18-001822
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FINANCIAL WELLBEING AND CAPABILITY (FWC) ACTIVITY - TIMEFRAME (WORKING AS AT 7
NOVEMBER 2018)
Deliverable Actual Date
FWC grant recipients .notified of 12-month fun.di.ng agreement extension to 30 June 2018 December 2016
to allow for consultation on future of FWC Activity.
Department released a discussion paper, ‘Future Directions of the Financial Wellbeing and February 2017

Capability Activity’ through engage.gov.au.

s34

Minister Porter wrote to the former Prime Minister Turnbull seeking authority to extend
FWC funding agreements until 31 December 2018 to allow the FWC Activity redesign to be
completed.

7 December 2017

The former Prime Minister Turnbull responded to Minister Tehan agreeing to extend FWC
funding agreements to 31 December 2018 with no further extension.

22 December 2017

FWC grant recipients informed of 6-month extension to 31 December 2018. January 2018
C Itati ith isati d k bodi FWC future directi includi

onsu. ations with organisations and peak bodies on uture directions, including February 2018
redesign, concluded.
Depart t of Fi d Att -G I’s Depart t t d FWC

e|:'>a. men 9 inance an orney-General’s Department agree to propose 8 May 2018
Activity redesign.
F t rtuni d factsheet published on Grants.gov. dvisi f ing FWC

orecast opportunity and factsheet published on Grants.gov.au advising of upcoming 17 May 2018
grant round.
Redesign of FWC Activity, including ER, agreed by Minister Tehan. 22 May 2018
The Federal Executive Council agree to amend the Financial Framework (Supplementary 21 June 2018
Powers) Regulations to provide the legislative basis for the redesigned FWC activity.
Grant Opportunity Guidelines for ER approved by Minister Tehan. 22 June 2018
Process for conducting FWC grants rounds (restricted/open) approved by Minister Tehan. 26 June 2018
Grant Opportunity Guidelines for ER agreed for release by the Minister for Finance. 29 June 2018
Lett tt t id includi factsheet) advisi f the redesi d t

etter sent to current providers (including a factsheet) advising of the redesign and grants 11 July 2018
rounds.
Grant Round Management Plan signed. 12 July 2018
Grant Round Opens. 12 July 2018
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Deliverable

Actual Date

Grant Round Closes.

22 August 2018

Pre Assessment including eligibility and compliance checks.

23 August — 6 September
2018

Applications assessed and moderated.

7 - 21 September 2018

Expert Panel Meeting convened

24 - 26 September 2018
/

3 October 2018

Expert Panel ER and Food Relief Report finalised and cleared by Panel members.

4 -12 October 2018

Final ER and Food Relief Assessment Report approved and provided to Program Area.

15 October 2018

Outcomes of ER and Food Relief grant rounds provided to Minister Fletcher with critical
date of 5 November 2019 (MS18-001679).

19 October

Spending Minute signed by departmental delegate (subject to MS18-001679).

5 November 2019

Outcome Notifications Issued.

8 - 14 November 2018

Finalise Agreements.

8 - 12 November 2018

Data Entry.

13 - 22 November 2018

Issue Agreements.

23 —29 November 2018

10 day Negotiation.

30 November -13
December 2018

Agreements Executed.

14 — 20 December 2018
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Attachment A
Restricted Rounds
Selection Phase Initial Dates Revised Dates
Client training of assessors / moderators Community Grants Hub / 26 July to 8 August 2018 Complete
Client Agency
Applications assessed and moderated Community Grants Hub 27 August 2018 Complete
Shell agreements approved Client Agency 10 September 2018 Complete
Assessment Report drafted and approved Community Grants Hub 30 August 2018 Complete
Delegate approval of Grant Round outcomes (including consultation with the Sleri 31 August to 13 31 August to 25
ient Agenc
Minister’s Office) Bensy September 2018 September 2018
Nomination of five staff to be trained to assist the Transitions Team in the Client Agency 13 September 2018 13 September 2018
Establish Phase
Additional Task — Script for Funding Arrangement Managers to contact Client Agency 21 September 2018
successful applicants approved and provided to the Hub Complete
Additional Task - Funding Arrangement Managers to contact successful Community Grants Hub 26 - 28 September 2018
applicants regarding pro-rata funding
Successful notifications issued Community Grants Hub 19 September 2018 28 September to

3 October 2018

3 | Community Grants Hub
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Establishment Phase This is on the basis that Providers return signed Agreements within 20 business days, rather than the

30 business days that is usually allocated.

Initial Dates

Revised Dates

Agreements issued in line with endorsed plan provided by Agreement

Creation Team

Community Grants Hub

10 October 2018

19 - 25 October 2018

Agreements negotiated and executed

Community Grants Hub

14 November 2018

29 November 2018

4 | Community Grants Hub
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Attachment A
CFCF&FC and FCH Emergency Relief and Food Relief
Ministerial sign off 22 October 2018 5 November 2018
We note the client is hoping to have the delegate sign off previously planned 17 October previously planned 29 October
earlier, but that has not been our previous experience
Delegate sign off 23 October 2018 6 November 2018
Calls to successful applicants and unsuccessful providers 23 October -26 October 2018
(Client)
Provision of Script for complaints fielded by the Transitions | 1 November 2018 1 November 2018 assuming we can use the same
Team & the Hotline script for both?
Outcome Notifications Issued (by Hub) 26 October — 1 November 2018 8 - 14 November 2018
Finalise Agreements 30 October — 1 November 2018 23 - 12 November 2018
Data Entry 2 — 13 November 2018 13 - 22 November 2018
Issue Agreements 14 — 20 November 2018 23 —29 November 2018
10 day Negotiation 21 November - 4 December 2018 30 November - 13 December 2018
Agreements Executed 5 —11 December 2018 14 — 20 December 2018
Contingent on the grant recipient returning Contingent on the grant recipient returning their
their signed agreement by 4 December 2018 signed agreement by 13 December 2018

3 | Community Grants Hub
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Process Map:

Open Selection Process

l

Planning & Design
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Introduction

This Introductory Standard Operating Procedure (SOP) features the key phases and processes that must be managed during an Open Funding
Round Selection Process. Where appropriate, links are provided to lower level SOPs that explain the process(es) in more detail.

—

Round opens
Round closes
Pre-assessment

Assessment

o o @ G o

Pre-selection
10. Recommendation
11. Decision

12. Finalise

Steps

Step 1

Step 2

Step 3

Step 4

Step 5

3 | Community Grants Hub

Engagement with Account Management
Notification of new funding round
Setting up a new funding round

Assessment preparation

Task

Engagement with Account Management

During the design and planning phase of any funding round, the Assessment Centre should be engaged with Account
Management

The discussions should include:
e The appropriate selection process
e Scheduling and timeframes
e Assessment Centre resourcing
e Governance — Expert Panel format
e Input to Funding Round Summary (and Application Form if necessary)

e Ministerial announcement

Notification of a new funding round

This process is carried out whenever a new funding round is going to open. The Selection Mailbox receives the Tracker ID
and then the Selection Process Pack is received prior to the funding round opening.

Refer to SOP — Selection Mailbox

Setting up a new funding round in FOFMS

Once the Assessment Centre has received confirmation that a funding round is opening:
e Set up funding round in FOFMS
e Assign the funding round to an Assessment Team
e Set up the Assessment Team as Funding Round Managers

Refer to Taskcard — Adding Staff to a Funding Round

Assessment preparation

The Assessment Centre is responsible for preparing internal documentation which outlines the strategy for managing the
selection process and supports the assessment process. The following documents are drafted:

e Selection Strategy
e Assessment Matrix

Refer to SOP — Preparing Assessment Documentation

Round opens
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Steps Task

The application period is usually 6 weeks but can be shorter. During this period, the Grant Support team manages the
majority of queries from applicants but some communication will be managed by the Assessment Centre through the
Selections Mailbox.

e The Assessment Centre will also:

o finalise the Selection Strategy

o finalise the Assessment Matrix

o finalise the Assessment tool

o finalise resources, Task cards and Workbooks

e Confirm training schedule and requirements

e Engage and train assessors and moderators
Refer to SOP — Selection Mailbox
Refer to SOP — Preparing Assessment Documentation
Refer to SOP — Expert Panel — Formal
Refer to SOP — Training

Step 6 Round closes (all of the following steps may not be necessary once the new application process has been confirmed)

Once the funding round closes, no more applications can be submitted and the final number of applications can be
determined

e Finalise number of applications submitted
¢ Acknowledge late applications submitted
e Ensure all applications are loaded into FOFMS (manual apps etc)
¢ Review Assessment Centre resourcing based on the final number of applications
o Create Evaluation Teams in FOFMS
Refer to SOP — Selection Mailbox
Refer to SOP — Applications received — Master
Refer to Taskcard - Submitting an emailed application using a Smart Form
Refer to Taskcard - Submitting a paper application using a Smart Form
Refer to Taskcard - Manually entering applications for Direct funding rounds
Refer to SOP — Late Applications
Refer to Taskcard — Creating an Evaluation Team

Refer to Taskcard — Adding staff to an Evaluation Team

Step 7 Pre-assessment

During the pre-assessment phase, all applications are thoroughly checked and prepared for assessment:-
e Prepare Master Report — all applications received
o |dentify duplicate applications
e Undertake organisation eligibility and compliance checks
e Arrange for initial vendor checks (if required)
¢ Undertake grant eligibility checks (if applicable)
e Prepare Minutes for clearance ( €.g. duplicate apps, late apps)
e Initial FOFMS reconciliation
e Finalise Master Report - all applications to be assessed

Refer to SOP — Selection Mailbox

Refer to SOP — Eligibility and Compliance

Refer to SOP — Duplicates and Similar Applications

Refer to SOP — Applications received — Master

Refer to SOP — Reconciliation

4 | Community Grants Hub
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Steps Task

Step 8 Assessment

Once the list of eligible applications has been finalised, the applications can be allocated to assessors and assessment can
commence:-

e Allocate applications to assessors

e Assess applications

¢ QA review of applications

e Moderate assessments

e Applicant Capacity Risk Assessments (to be confirmed)
Refer to FOFMS Task Card — Assessing Applications
Refer to FOFMS Task Card — Applications Re-assessment - Partial
Refer to FOFMS Task Card — Applications Re-assessment - Full
Refer to FOFMS Task Card — Moderation of Assessments
Refer to FOFMS Task Card — QA Review
Refer to SOP — Applicant Capacity Risk Assessment (to be confirmed)

Step 9 Pre- selection

Once all applications have been fully assessed, QA reviewed and moderated, applicants can be shortlisted for
consideration by the Expert Panel:-

e Extract Tier 2 Report from FOFMS
e Shortlist applicants suitable for funding
¢ Undertake financial viability on shortlisted applicants
e Arrange for final vendor check on shortlisted applicants
e Prepare and distribute draft Expert Panel Report
e Finalise Expert Panel meeting details and requirements
e Prepare draft Assessment Report
Refer to SOP — Applications Received — Master
Refer to SOP - Prepare Expert Panel Data
Refer to SOP — Preparing the Expert Panel Report
Refer to SOP — Preparing the Assessment Report and Spending Minute
Refer to SOP - Financial Viability Analysis

Recommendation
An Expert Panel is convened for the purposes of selecting the applicants that they recommend for funding:-
e Expert Panel selects applicants recommended for funding

e Expert Panel report updated with applicants recommended to fund, amount of funding to be offered and any
conditions of funding

¢ Finalise the Expert Panel Report and include/attach details to the Assessment Report
e Finalise the Assessment Report for approval by the Assessment Controller

e Once the Assessment Report has been approved, undertake primary FOFMS reconciliation to reflect the
recommendations

Refer to SOP — Expert Panel - Formal

Refer to SOP — Expert Panel — Informal

Refer to SOP — Preparing the Expert Panel Report

Refer to SOP — Preparing the Assessment Report and Spending Minute

Refer to SOP — Reconciliation

Decision

Once the outcome of the Expert Panel meeting is known the recommendations can be forwarded to the Delegate for a
decision. The Delegate can overturn the recommendations but will need to provide justification for doing so:-

5 | Community Grants Hub
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Steps Task

Draft the Spending Minute for approval by the Delegate
Forward the draft Spending Minute and approved Assessment Report to the Delegate

Spending Minute is signed off by the Delegate

Refer to SOP — Preparing the Assessment Report and Spending Minute

Finalise

When the Delegate has made their decision, there are a number of steps to finalise the selection process:-

Undertake final reconciliation of FOFMS to reflect the decision of the Delegate
Provide documentation for Delivery handover

Notify applicants of the selection outcome

Provide applicant feedback

Provide successful applications for the Grant Agreement Managers (GAMS)
Provide documentation for Agency handover

Undertake FOFMS post-reconciliation QA of the funding round

Undertake Post Implementation Review

Refer to SOP - Notification for Applicants

Refer to SOP — Providing Feedback to Applicants

Refer to SOP — Reconciliation

6 | Community Grants Hub
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This Standard Operating Procedure explains how to:

1. draft the Assessment Matrix
2. draft the Shell Assessment Tool
3. draft individual Assessment Tools for each application.

Assessment Matrix

The Assessment Matrix is a six-point (0-5) rating scale used by assessors to appraise each application
against the nominated selection criteria, with each score corresponding to a quality rating and rating
description.

Assessment Tool

The Assessment Tool is a word document in which Assessors record the outcomes of application
assessments before entering them in FOFMS.

The Assessment Tool may also be used to record additional details captured through assessment and
requested by Policy for inclusion in the Expert Panel Report. Information that can be extracted directly
from FOFMS (i.e. responses to specific questions in the Application Form) does not need to be
captured in the Assessment Tool.

For high-volume rounds, the Open and Restricted Team creates a shell Assessment Tool, which is then
used by the Assessment Centre Support Team (ACFOFMS) to create individual Assessment Tools for
each application after the application period has closed. For low-volume rounds, the Tools are created
by a member of the Open and Restricted Team.

Draft Assessment Matrix

1  Open either of the Assessment Matrix templates:

Template 1: ARC Document number D16/7791721
Template 2: ARC Document number D16/8620464

Save a copy in the relevant ARC funding round folder structure under Assessment —
Assessment of Applications.

3 Complete the saved template. To do so, you will require the relevant Funding Round Summary
located in the ARC funding round folder structure under Products — Funding Round Documents
and/or on the relevant page of the Community Grants Hub website.

3 Send an email to the Funding Round Team Leader with a link to the Assessment Matrix for
review.

4 Action any suggested changes and notify the Funding Round Team Leader once complete.
Alternatively, if the changes are minor, the Funding Round Team Leader may action them
independently.

5 Once approved by the Funding Round Team Leader, the Assessment Matrix is sent to the
relevant Policy area (for information only) attached to email template no. 3 in ARC
document D16/7538081. Email template no.3 also asks Policy to provide information about
the contents of the Expert Panel Report, and to nominate a date for delivery of policy
training to Assessment Centre staff — seek approval from Funding Round Team Leader
before sending.

2 | Community Grants Hub
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Draft Shell Assessment Tool (high-volume rounds)

6 Open the Assessment Tool template — ARC Document D16/7791259.

Save a copy of the template in the relevant ARC funding round folder structure under
Assessment — Assessment of Applications.

7 Navigate to Assessment — Communication in the relevant ARC funding round folder structure
and locate Policy’s response to email template no.3 advising of additional information to be
captured in the Expert Panel Report.

Identify which additional information cannot be extracted directly from FOFMS and will therefore
need to be captured by assessors in the Assessment Tool; extra fields will need to be added to
the Tool accordingly.

8 Populate the saved copy of the template with the funding round details and add any additional
fields required.

Notify the Assessment Team Leader or Funding Round Manager once complete and action any
suggested amendments.

9 Draft and send an email using template no. 6 in ARC Document D16/7538081 advising
ACFOFMS that the shell Assessment Tool is complete and ready for use once the funding round
closes.

Create individual assessment tools for each application (low-volume rounds)

10 After the application period has closed, open a copy of the Applications Received spreadsheet
located in the relevant ARC funding round folder structure under Pre-Assessment — Quality
Assurance.

11 Open the Assessment Tool template — ARC Document D16/7791259.

12 Save a copy of the Assessment Tool template for each application received in the relevant ARC
funding round folder structure under Assessment — Assessment of Applications with the naming
convention Funding Round Number — Funding Round Name — Assessment Tool — Name of
Applicant Organisation.

13 Populate and save the Assessment Tools with the details of the funding round and of each
application per the Applications Received spreadsheet.

3 | Community Grants Hub
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FOFMS TASKCARD

Assessing Applications

This task card will take an Assessor through the process of entering and completing an application
assessment in FOFMS.

Contents Page
(@] o[ a1 aT=IaY o] o] [Tox=1 i o] o I = L= o]0 ] {o FU 2
F TSI S 1 g (I Y o] o] o= (o o PP 9
Enter the Completed Assessment INT0 FOFMS ........oooiiiiiiiiiiiiie e 11
Logging OUL Of FORFMS ...ttt nnnne 21
[N LT o I o 1= o 1P 21

Before you begin ensure you have:
e The FOFMS ID of the Application you will be assessing.

FOFMS Access Required:
e FOFMS Application Appraiser

*If at any step you feel you have made an incorrect selection, press ‘Esc’ and attempt the step
again. If this fails to resolve the issue, speak to your Team Leader.

Update Instructions For Each Funding Round

e Update Step 15 with the appropriate ARC Folder details

Version Date February 2017
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Open the Application Record

Step | Action

1 Open FOFMS to access the Application Record

2 | Click on the Funding Rounds tab.
Click on the Applications link.

Filee Edit View Navigate Query Tools Help

Funding Agreements

Funding Rounds

Home Programs  Organisations

Registratio

Applications  All Funding Rounds My Managed Funding Rounds

|My Entered Applications V|

v ®

Id Program Name Funding Round | Financial Period Number Submissior

Version Date February 2017
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Step | Action

3 | Click on the drop down menu
Select My Evaluation Team’s Applications.

Home  Programs  Organisations [REVale[laleRalelVlsleiql Funding Al

Applications  All Funding Rounds My Managed Funding Rounds

v
lMy Entered Applications [ V|

Id Program Name Fujiding Round I Financial Period Number

Home  Programs  Orgaflisations [aValellslefalelVisleim Fundi

Applications  All Fundine Qfounds My Managed Funding Rou
52

|My Evaluation Teams Applications V|

a O

d Program Name Funding Round ! Financial Period Number
s47E 2MAIN T

4 | Click on the drop down menu.
Select Id.

Home  Programs  Organisations [RgVglellslefalelV[slesi-l Funding Agreemrr

Applications  All Funding Rounds My Managed Funding Rounds  Reg
v

[My Evaluation Teams Applications V’

®

Id A nd ! Financial Period Number Su
Program Name :
‘ 'S 1..2016-2017 22
Funding Round Name
'51..2016-2017 21

Version Date February 2017
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Step | Action

Enter the Application Id in the next field. Click ® .

Home  Programs  Organisations [EgVglellslefalelVslel3M Funding

Applications  All Funding Rounds My Managed Funding Rounds
v
|My Evaluation Teams Applications |

Id v ||s47E ©)

Id Program Name Funding Round I Financial Period Number

6 | The application record will open.
Click on the hyperlink in the Id column.

Programs  Organisations [EgVglellslsRaleVsel:l Funding Agreemen

Applications  All Funding Rounds My Managed Funding Rounds  Registr

[My Evaluation Teams Applications V|

» v ®

Id Program Name Funding Round Name Financial Periot

s47E s47E 2016-2017

Version Date February 2017
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Step | Action

7 | AFOFMS application record will appear.

Click on the Status drop down menu and select Under Assessment (this may already be
selected).

Home  Programs

Summaries GeoSpatial  Actions  Ltersture  Consacts.  ChildCare  User Pred

+ Q & < e b
Application Details Appraisal Details Status Details
10 S4TE Primary Contact S4TE Euslustion Team |Asssssmen Team | 51| [ Funding Round Prsse Cpen/Appraise
Program wame « SATE Funding appleaFor SATE Complisnt ves [~ Swawe & [onoeca v
Funding Round Hame « S4TE Aecommended Funding  S47E Elgiile Yes | - Sub Seatus » |Appraisa ~
Registration . S47E %] Places/Services Applied For Scoes: 6
- Recommended & -
Financial Yeor |2016:2017 v J Zanding. | Shorthzted v
Flaces/Scrvicer 9
Numbar Aophcasion Stare | NSW v Rantang: [P tneck Applicacion
Submiseion Date 24/01/2017 012121 PM Late Agpication [On Time v ) Surding Round Defaukis Checked
Ao Date e 20012017 s SUDMISSion Type » |Online - Ectemal HTML | v IS GeneraTed
Funding Round Type v Number of Attachments 3 Minute/Ref Number
Apglication Submission Reference S4TE

Status Details

Funding Round Phase: Open/Appraise

Status « JUnder Assessment e

Sub Status + |Appraisal w

Click on the Sub Status drop down menu and select Appraisal (this may already be selected).
Status Details

Funding Round Phase Open/Appraise

Status % |Under Assessment v

Sub Status « JAppraisal VI

Version Date February 2017
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Step | Action

Save the record using Ctrl+S or click the ¢ drop down and select Save Record.

Home Programs — Organisations

Funding Rounds ERISSIERIES Miestones Payments Reviews Summaries GeoSpatial Actions Lterature  Contacts  ChildCare User Preferer

Applications  All Funding Rounds My Managed Funding Rounds R

Evaluation Team |Agsasament Team

Ormmemrm Mamn . QATE - Conmbivem Ammbinnt € SATF Preavilivint. Wiosd

| Undo Record [Ctrl+U]

§ New Record [Ctri+N]
‘ . Copy Record [Ctri+B]
’ - Save Record [Ctrl+S]
New Query [Alt+Q]
o Run Query [AR+ENTER]
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Action

10

Click on the Attachments tab.
Note: If you cannot view the Attachments tab, select Attachments from the drop down list.

fome  Programs.
ORSATE

Program tiame s SATE
Funding Round Name » S47TE
Regawration 1t S47TE

Financial Year | 20162017

Rumber

Submession Date  24/01/2017 032131 M

Roecoved Date « 240012017
Funcing Round Type
4pplication Sudmession Reference S4TE
rganisation Details
Legal eniiny 1s SATE
Legal Entity Name S4TE
Legal Emity Address S4TE
Legal Entity Status  Active
aen S4TE
Legsl Encity T
Matching Fosu 0

Legal Entity Blocked
For New Agraoments

Current Agreement Exists. <

Eliginiity Crtens

Application ltems

ABR Details — Provider

Appraizals  Grant Agreement Infarmation

ABR Details — Legal Entity

Accreditations

Funding applied For S4TE
Racammonded Funding S47E

Places/Ser

Aecommentd
Places/Services

Applacation State (NSW
Late Apphcation |0 Time
Submissicn Typa's |Online - Extormal HTML

Number of Aitachments 3

Provideria S4TE
Provider Mam= S4TE
BusnessMame S4TE

Business Name from ABR +
Provine aomess SATE

Provider Status  Active
Provider Matched
Mazching Result =

Provider Blocwed
For Naw Agreamants

Agreement Information

Application Description

Application Description

Summaries

GeoSpatid Actions

Literature

compliart Yes
Eligible Yoz
Score ©
Banding 1
Ranking | 0P

04 Review ¥

Departmental Contacts

Applicanon Financials

LastName SATE
First Name  S4TE

enon SA4TE
S4TE

Emal Address

Other Applications
Ancther Apghication Exsts in this Funding Rcund N

Ancther Appication Exists in Differant Furding Round ¥

Conacts

ChidCare . User Preferences

E S e

lv Sun Stacus s |Appraisal

Status Changs Date's |10

Shortlisted
Chack Application

Fundng Round Defaults Checked
Minute Ganerated

Minute/Ref Number

SACS Derails
SACS Approvals Not Applicable
Legal Entity SNCS Award  NSW
Submimed SACS Award
Override SACS Award
SACS Award Override Details
SACS Override Date/Time

SACS Dverride By

SACS Ovende Reason

Apphcation ltems ABR Datfilis

Arnlinatinn Dranassins | am
— —

Attachments
Dounaanes

Contacis

Coverage

Document Production
Document Production

Fee Seis

Notes

History

Organisation Description

Places/Services
Reviews

Services Provided
Risk Assessment
Status History
Target Groups
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Step | Action
11 | Click on the Receipt hyperlink to open a copy of the Application Form.
oeInhERINOC M Eligibility Criteria  Appraisals  Grant Agreement Information
Attachments
v ®
Attachments Na Document Type Size(ln Bytes) Type Modified Local
e Application Form11,042 xlsx 24/01/2017 01-... Y
Receipt 375404 pdf 24/01/2017 01.... Y
This may also appear as DSS Standard Form Release 2.
| DSS Standard Form Release 2
12 | If required, open other attachments by selecting the appropriate hyperlink.
13 | The following box will open. Click Download, then Open.
File Download
| You are downloading the file 'Receipt.pdf. Would you
| like to edit the file directly or download it to your
computer?
Edit button is disabled as Siebel was not able to connect 10
i Desktop Integration Siebel Agent
|
Do you want to open or save Receipt.pdf from dssgrants.gateway.internal? Open Save ¥ Cancel

Version Date February 2017
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Assess the Application

Steps | Actions

14 | Open ARC to access the Assessment Tool and

the Assessment Matrix by clicking on User Labels.

Isilen] &)

Matching cntenz
[+]a] 2017853

Search By
v Title Word

Search For
£ Records

ELI

['4 Riecords - fevuste - 7 Records found

v #i  ©8 Recoed Number  Title (Free Text Part)
e TR 00

| Record HUBR] = icvnasam
1 e —

Cedartinme anit Eetahlichmients Ranrh - W18 407 tntantioe Exmibe S innni Conires TERD . Fsizaianic

Date Created
NI 20 110008

Documents

Double-click your appropriate Assessor folder.

NOTE: If your User Labels are not set up, please speak with your Team Leader.

& l =2 8
]
Seach By Matdng otena
v Title Word [+]a] 201793 B a
& T Becorts - tmante - T Haconds found =
Records TS Ui Labts - top - 4 Usir Labsis fonmnd
@ v Uzer Label Name % Owner
& 4 & ADE Asserecrs
Cort
K rtainey  [8) ADE Moderators
i ¥ ADE QA Officers
Recer Docunents 2 @ NDC Assessors
Saved Searchas
; z
User Labels
&,
Documents checked
cut
= Wesord NRRTREY % 11620
Cxow .

Version Date February 2017
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Steps | Actions
15 | Open the folder to access the Assessment Matrix and Assessment Tool.
ARC Folder — EFXX/XXXX
+ +
hd -
x| Search For Search By Matchng criteria
€2 Records v Title Word |v [- 217-933 |v m®
D* Q Records - labekNDCI Assessors - 1 Record found
Records v @ 3 Record Number Tl (Free Text Part) Date Created
l@ ull = wll EF16/291811 Selections and i -2006-715 - A it of Applications 5/09/2016 at 4:34 PM
: B @)pi7azaE 2016-715 - NDCI2017-18 - Assessment Matrix 6/01/2007 3t 1:57 PM
RrCeseas B @) 071293 2016-715 - NDCI 2017-16 - Assessment Tool 6/01/2017 at 11:31 AM
S47E

Recent Documents

por

Saved Searches

User Labels
v

"]
Documents checked
out

16

Undertake the assessment using:

- the Application Form

- the Assessment Tool

- the Assessment Matrix

- any required attachments.

Version Date February 2017

10




Assessing Applications

FOI 18/19-056
ltem 4
Document 3

Enter the Completed Assessment into FOFMS

Steps

Actions

17

Open the completed Assessment Tool in ARC.
Open corresponding Application Record in FOFMS.

18

Click on the Appraisals tab.
Scroll down to the Baseline Appraisal record.

Funding Agreements

Milestones

Payments Rewviews Summanes Geo Spatial  Actions

Home  Programs  Organications [gVgblgleizieiylels
Applications  All Funding Rounds My Managed Funding Rounds
Application Details
1ds S4TE
Program Name # S47E =
Funding Round Name » S47E a
S4TE -

Registration Id
Financial Year
Number

Submission Date
Received Date #
Funding Round Type

Application Submission Reference
Organisation Details

Leqal Entity 1a

Legal Entity Name

Legal Entity Address

Legal Entity Status

ABN

Legal Entity
Matching Result

Legal Entity Blocked
For New Agreements

Current Agreement Exists

Compliance Criteria

Eligibility Criterig

2016-2017 v

24/01/2017 01:21:31 PM
24/01/2017 63

v

S4TE

s47E
SATE @
S47E =
Active

S47E

Maiched NG

Primary Contact
Funding Applied For
Recommended Funding

Places/Services Applied For

Recommended
Places/Services

Application State

Late Application

Registrations

DOI Funding Rounds Administration

Submission Type:x | Online - External HTML |V

Number of Attachments

Provider 1a. S47E

Provider Name

Business Name

Business Name from ABR
Provider Address

Provider Status

Provider

Marching Result
Provider Blocked
For New Agreements

rant Agreement Information

Appraisals

wnﬁeCnteﬂa Eligibility Criteria [NASBICIEEIEM Grant Agreement Information  Agreement In

iJse as Final

]

Assessment

Appraisal Type Appraiser Last N Appraiser First N Status

Administrator

Appraisal Details
S47E Evaluation Team' |Ast
S47E Comphant: Yes
S4TE Eligible: Yes
Score: 6
Banding 1
NSW v Ranking E
On Time v 04 Review [V
3
Departmental Contacts
Last Name: S47
E
4 s47
Fi
S47E = irst Name =
: P
SATE hone: 02
Email Address $47
7 E
SATE = Other Applications
X Another Application Exists in this Funding Round N
Active
Another Application Exists in Different Funding Round Y
Matched

Agreement Information  Application Financials  Application ltems 2

@

Score Banding

Baseline

Version Date February 2017
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Steps

Actions

19

Highlight the Baseline Appraisal Record.

Compliance Criteriz  Eligibility Criteriz [AEIEEISM Grant Agreement Information  Agreement Informat

Appraisals

| v

@

Jse as Final Appraisal Type Appraiser Last N Appraiser First N Status Score Banding

Assessment Administrator  S47E Baseline

20

Click @ and select Copy Record.
ABR Details — Legal Entity =~ ABR Details — Provider  Accreditations B

New Record | _tri+N]

Copy Record [Ctri+B]

Save Record [Ctri+S]
New Query [Alt+Q]

21

A new assessment line will appear.
Tick Use as Final.

Compliance Critenia  Eligibility Criteria [Nl Grant Agreement Information  Agreement Information  Applicat
gioiity g

Appraisals
| M| ®

Use as Final Appraisal Type Appraiser Last N Appraiser First N Status Score Banding

Not Started

SATE

Assessment Administrator Baseline

Version Date February 2017
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Steps | Actions

22
raisals

nal

23

Assessment

From the Appraisal Type drop down menu select Assessment.

@

Appraisal Type Appraiser Last N Appraiser First N Status

So
Not Started

Baseline

Isals

In the Appraiser Last Name field, click the glyph

Assessment

Assessment

=

Administrator

S47E

|

®

Appraisal Type Appraiser Last Name Appraiser First Name

Status

Not Started

Baseline

Version Date February 2017
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Steps

Actions

24

A pop up box will open. Highlight your name.
Click OK.

Pick Employee

Q Last Name W

Last Name First Name Login Position  Job Title

S47E

FaCS App...

M Previous Page # Previous Record Next Record » Next Page »

o [ omes
—

25

Change the Status to In Progress.

aisals
v <,
| Appraisal Type Appraiser Last N Appraiser First N Status Score
Assessment e Mot Ceorrod | N7
Assessment Administrator  * " Progre

Version Date February 2017
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Assessing Applications

Steps | Actions
26
Save the record using Ctrl+S or click the drop down and select Save Record.
Home Programs Organisations Funding Rou FL ts Mileston: Summaries  Geo Spatis|  Actions Literature  Contacts Child Care  User Prefere
Applications  All Funding Rounds My Managed
14+ S4TE Primary Contact S4TE Evaluation Team |Assessment Team o Bing Round Pnase Opan/#
cindins Armniind Cnr  SATE Prmmnlinmt Var
i
New Record [Ctri+N]
‘ v
Copy Record [Ctri+B]
| v
Save Record [Ctrl+S]
New Query [Alt+Q]
Run Query [AR+ENTER]

27 | Highlight the appraisal record ticked as Use as Final and the status as In Progress.
Compliance Criteria  Eligibility Criteria [ASEIEEIM Grant Agreement Information  Agreement Information
Appraisals

v] <,
Use as Final Appraisal Type Appraiser Last Name Appraiser First Name  Status Score Banding
v Assessment  ¥'E In Progress i v
28 | Scroll down to the Selection Criteria List.
Assessment Administrator Siebel Baseline
Assessment A In Progress

v
I M Previous Page * Previous Record Next Record #* Next Page ¥

Selection Criteria List

1 ’ v ' @ | Selection Criteria List v
zAVY Criteria Guidelines Assessment Justification

1 Criterion 1 - Selection CriteriaAssessment re..

2 Criterion 2 - How Selection CriteriaAssessment re

3 Criterion 3 - Selection CriteriaAssessment re..

Version Date February 2017
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field.

Steps | Actions
29 | For each criterion enter the score from the Assessment Tool by selecting the Assessment drop

down menu.

e 1 =Poor or Limited

e 2 = Satisfactory

e 3 =Good

e 4 =Very Good

e 5 =Excellent

Selection Criteria List
| ‘ v H ‘ @ [Selection Criteria List
zAVY Criteria Guidelines Assessment Justification
1 Criterion 1 - Selection Crite a
2 Criterion 2 - How Selection Critefja eSS g e[Sl
3 Criterion 3 - Selection Criterfa 0 Does not meet criterion
1 Poor or marginal quality
8 Selection CriteriaSelection Criter§a
2 Satisfactory
9 Has the Referee Administration 3 Good quality
10 Has the Referee Administration 4 Very good quality
1 Has the Administration 5 Excellent
30 | For each criterion copy the text from the Assessment Tool into the corresponding Justification

Note: Each field has a 4000 character limit including spaces.

Selection Criteria List

| ]
rAY Criteria Guidelines Assessment
1 Criterion 1 - Selection Criteria2 Satisfactory
Demonstrate question. Set
Understanding assessment
of the Need for value to
the Activity in ~ Assessment
2 Criterion 2 - How Selection CriteriaAssessment re...
3 Criterion 3 - Selection CriteriaAssessment re...

\ @ [Selection Criteria List W

Justification

The applicant provided

Version Date February 2017
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Steps | Actions
31 | Select the Application Description tab.
Note: If you cannot view the Application Description, select Application Description from the drop
down list.
Current A ) 7.: mts Provider 5'05;95 SACS Override Reason
greemen e For New Agreements
< >
Compliance Criteria ~ Eligibilty Criteria  Appraisals  Grant Agreement Information  Agreement Information  Appication Financials  Application Itemsl| ISR R R IC |
o
Application Financials  Application ltems JEAYeollle=1dela Wl glo1({ely]
32 | Copy the text from Summary of Application in the Assessment Tool into the Summary of

Application field.

Copy the text from Summary of Assessment in the Assessment Tool into the Summary of
Assessment field.

Note: Each field has a 2000 character limit including spaces.

Summary of Application:

=

test

Summary of Assessment:

NOTE: The Summary of Assessment field may already be pre-populated with the Summary of
Application information. If so, adjust accordingly (copy the correct text from the Assessment Tool
into the correct fields).

Version Date February 2017
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33
Save the record using Ctrl+S or click the drop down and select Save Record.
Home Programs Summaries  GeoSparisl  Actions  Literature  Conmtacts  Child Care User Prefere
Applications Al Funding
Primary Contact SATE Evaluation Team |Assessment Team o Bing Round Pnase Opan/#
i amate SATE s D
New Record [Ctri+N]
‘ v
Copy Record [Ctri+B]
| v
Save Record [Ctri+S)
New Query [Alt+Q]
Run Query [AR+ENTER]
34 | Click on the Appraisals tab.
Compliance Criteriz.  Eligibility Criterg #nt Agreement Information  Agreement Information  Application Financials  Application tems 2
Appraisals
| [ | @
Use as Final Appraisal Type Appraiser Last Name Appraiser FirstName  Status Score Banaing
v %Assessment S4TE In Progress
35 [ Highlight the appraisal record ticked as Use as Final with the status In Progress.
Compliance Criteria  Eligibility Criteria [ASMIEIEEISM Grant Agreement Information  Agreement Informa
Appraisals
v @
Use as Final Appraisal Type Appraiser Last Name Appraiser First Name  Status Score Banding
f %Assessment i In Progress

Version Date February 2017
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Actions

36

Change the status from In Progress to Completed.

Compliance Criteria  Eligibility Criteria  [ASSECIEI Grant Agreement Information  Agreement Information

Appraisals
!f M | ®

Jse as Final Appraisal Type Appraiser Last Name Appraiser First Name  Status Score Banding

v Assessment  S47E In Progress | V¥

Withdrawn

Baseline

37

A Score and Banding will populate based on your assessment.

Type Appraiser Last Name Appraiser First Name  Status Score Banding

e Completed 6 1

38

Change the Application Sub Status to Complete.

Contacts ChildCare | Vv

Summaries. GeoSpatial  Actions  Literatur

Home  Programa  DOrganisation:

Applications Al Funding R

*: Q & » b
1Details Appraisal Details Status Details
19 «S4TE Frimary Contact S4TE Evaluation Team |Assezsment Team = funding Rounc Phase Cpen/Appraize
®rogram Name + SATE 5 Funding Apptied For SATE Compliant Yes v Status # | Under Assessment v]
ding Round Name » S4TE S RecommencedFundng S4TE Elighle Yes v Sub Status.+ | Complets V|
Registration la S4TE 7 Places/Senvices Appliad Far score 6 T > -
Financial Year |2016-2017 v :::’;'2‘:“‘2 Banding 1 Snortiisted v
Number Application State |NSW v Ranking QP Check Application. !
SubMmission Date  24/01/2017 01:21°21 PM Late Applicatian |0n Time [v 04 Review ¥ Funang Round Defaus Checked ]
Received Date « 24/01/2077 m Submission Type « (Onfine - External HTML - Minute Generated
Funding Round Type v Number of Attachments 3 Minute/Ref Mumber

S4TE

ubmission Reference

Version Date February 2017
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Steps

Actions

39

Save the record using Ctrl+S or click the

Primary Contact S4TE
EIRTRRSRPOIY- | = - S e BATE

| Undo Record [Ctrl+U]

‘ New Record [Ctri+N]
W
Copy Record [Ctri+B]

Save Record [Ctri+S]

New Query [Alt+Q]

Run Query [AR+ENTER]

drop down and select Save Record.

Evaluation Team |Assessment Team

Permnlinet Var

Version Date February 2017
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Logging Out of FOFMS

Steps | Actions

40 | To log out of FOFMS select File then Log Out or use shortcut Ctri+Shift+X.

File Edit View Navigate Query Tools Help L'# Search

Create Bookmark...

Log Out [Ctri+Shift+X]

Need Help?

For further assistance please speak to your Team Leader.

Version Date February 2017
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. Z Australian Government

) 1 Department of Social Services

FOFMS TASKCARD

Re-assessing Applications -
Partial Re-assessment

This task card will take an Assessor through the process of completing a partial re-assessment of an
application in FOFMS.

Contents Page
(@0 T=T 0 R LI AN o] o] (o= L1 To ] TN =T o (o R 2
Update the ASSESSMENT IN FORFIMS ... e e e e s e e e e e e st e et e e e aaas et eeeeeeesaaasnsaeeeeeeeesaasnnnnnneeennan 11
Update the Summary of Application and ASSESSMENT........c..uuiiiiiee i e e e e e e e e e s s rr e e e e e s s arsrarereeeeesansnnrarreeeees 18
Complete the Partial Re-AsSESSMENT IN FOFMS........ouiiiiii e e e e s e e e e e e e s e sanraae e e e e e e e e snnnnneees 19
[ To o 10 o) L L 1V PSR 20
AN T =0 =Y | RS 20

Before you begin ensure you have:
e The Application Id of the Application that requires re-assessing.
e The required changes to the assessment.

FOFMS Access Required:
e FOFMS Application Appraiser

*If at any step you feel you have made an incorrect selection, press ‘Esc’ and attempt the step
again. If this fails to resolve the issue, speak to your Team Leader.

Update Instructions For Each Funding Round

e Update Step 15 with the appropriate ARC Folder Record Number
e Add or change steps as required to reflect funding round specific processes

Version Date February 2017
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Re-assessing Applications — Partial Re-assessment

Open the Application Record

Steps | Actions

1 Open FOFMS to access the Application Record

2 | Click on the Funding Rounds tab.
Click on the Applications link.

File Edit View Navigate Query Tools

Q ® & =¥

Home  Programs  Organisations | JRgVallalefaleVsls[30 | Funding Agreements

Applications  All Funding Rounds My mManaged runding Rounds  Registratio

|My Entered Applications V\

» @

Id Program Name Funding Round I Financial Period Number Submissior

Version Date February 2017
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Re-assessing Applications — Partial Re-assessment

Steps | Actions
3 | Click on the drop down menu
Select My Evaluation Team’s Applications.
Home  Programs  Organisations [EgValelalefaleltsletM Funding A
Applications  All Funding Rounds My Managed Funding Rounds
v
IMy Entered Applications I v I
vl [ @
Id Program Name Fyhding Round | Financial Period Number
Home  Programs  Orggnisations [EVialellsleRalelVlsleiM Fundi
Applications  All Fundi-; Rounds My Managed Funding Rou
v
IMy Evaluation Teams Applications VI
v| @
d Program Name Funding Round ! Financial Period Number
20me22Mm7
4 | Click on the drop down menu.

Select Id.

Home  Programs  Organisations [REValellalefalelVlslel-l Funding Agreerr

Applications  All Funding Rounds My Managed Funding Rounds  Reg
v

|My Evaluation Teams Applications ‘|

v @

Id A nd ! Financial Period Number Su
Program Name

S1..2016-2017 22
Funding Round Name

'51..2016-2017 21

Version Date February 2017




FOI 18/19-056
ltem 4
Document 4

Re-assessing Applications — Partial Re-assessment

Steps | Actions

Enter the Application Id in the next field. Click ® 2

Home  Programs  Organisations [RgVglelglefalelVsle[ 30 Funding

Applications  All Funding Rounds My Managed Funding Rounds
v

| My Evaluation Teams Applications |

Id v |[47E @

id Program Name Funding Round ! Financial Period Number

6 | The application record will open.
Click on the hyperlink in the Id column.

Organisations [EgVallalefalelVylesi Funding Agreemen

Programs

Applications  All Funding Rounds My Managed Funding Rounds  Registr
v

|My Evaluation Teams Applications |

Id v | [$47E @

Id Program Name Funding Round Name Financial Periot

e B 2016-2017

Version Date February 2017
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Steps | Actions

7 | The Application Record will open.

Home  Programs cations  EESEAT

Funding Round Typa

Application Sunméssion Reference SATE

Appraisal Details

Check that the QA review box is un-ticked.

v

Funding Miestones  Payment

Number of Attachiments 3

Geo Spatis|

Actions

Literaturs

ontects  ChildCare  User Preferences

s47E
Application Details Approiaalllalle,
104 S47E Primary Contact SATE Evaluacion Team | Assessment Team
Program Name« S4TE [} Funding applied For S47E Complient Ve
Fanting Round Name+ S4TE b} Recommended Funding S47E Eligible Yes
Reguurstion sy S4TE [ PlacessSendces &pplied For score 6
Firncial Vear | 20162017 v :::::‘,’;:‘:f“ Bandng 1
Number Appication State [NSW v Ranking
Submiasion Dete  24/01/2017 012131 PM Late Apphcanion | On Tume v QA Revew
Received Dato# ' 24/D1/2017 ) Sunmissicn Type s | Onfine - Extornal HTML | ¥

+ Q =
alatus Details
| = Inding Rourdd Phase  OpenvApprase
[~ Sub Stati= & |Complete

41w Change Dete « 10/02/2017
Snhantiisted
Check Agplicaton

Funang Roulkd Defauhis Checked

Evaluation Team |Assessment Team/ Y
Compliant Yes v
Eligible: Yes v

Score. 6

Banding 1

Ranking ¢

QA Review@

Funding

Mirwite/Sef Number

Version Date February 2017
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Re-assessing Applications — Partial Re-assessment

Steps | Actions
8 | Change the Sub Status to Appraisal.
Home P A U Paymente Actions  Litsreture: Contects  Child Care User Preferences
S47E Y & o .
Application Derails Appraisal Details
14 S4TE Frimary Contact SATE Evaluation Team | Assazzment Team m unding Reund Frase  Open/Appraize
ProgramName » SATE = Funding Applied For S47TE Comphent Yes v Stetus « |Under Assessment V|
Funding Reund Name 'S4 TE m Recommendsd Funding S4TE Eligible Yaz v Sub Status « (Complate VI
Registracion i SATE [ Places/Services Applied For Score 6 Status Change Date s 10/02/2017
Financial ear |2015-2017 v Banang 1 Shortkstea "|
Number Applic e [NSW IV Renkng QP Check Application
Date  24/01/2017 01:23:31 PM Late Applicazion |0 Time iv QA Beview W Funding Round D
Received Date « 240172007 m Submission Type « |Onine - Extemal HTML IV Miru eraTed
Furding Reund Type v Number of ATIachments 3 MinutesRel Number
Apphication Submission Reference S4TE
From the Sub Status drop down menu select Appraisal.
Status Details
Funding Round Phase Open/Appraise
Status » |Under Assessment ] v ‘
Sub Status » Pomplete X |V
|} .
Status Change Date » [JRASISSICUES
) Compliance
Shortlisted
Eligibilit D -
Check Application 2 ! Status ils
PP Appraisal
g Round Defaults Checked ESGIWSE Funding Round Phase Open/Appraise
Minute Generated |GGl Status:* |Under Assessment v
y Endorsed .
Minute/Ref Number Sub Status x |Appraisal v

Version Date February 2017
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Re-assessing Applications — Partial Re-assessment

Steps | Actions
9 | Enter the type of re-assessment being undertaken in the Ranking field.
Re-Assessment Type : .
Requested from Enter into Ranking field
QA Reviewer QP
Moderator MP

If it is a Partial Re-assessment requested by the QA Reviewer, select QP.
If it is a Partial Re-assessment requested by the Moderator, select MP.

Note: If the application has been re-assessed multiple times, enter the next Ranking value without

deleting the existing text and without spaces i.e. QPMP

Geo Spatial

Actions

Litecsture  Contacts

S47E
Application Details Appraisal Details
a4 S4TE Primary contace S4TE
Pragram Name « S47E = Funding Applied For S47E
Funding Round Name « s47E m| Recommended Funding S47E
Regatration 1o S47TE E  Flaces/Servicos Appliod Far
Financial Year |2016-2017 v PE{.GR\I"»&'N&J
Flaces/Sarvices
Number Application State NSV ~
Suomission Dste 2470172017 0) 21 3) PM 1 v

Evakuiation Team | Assessment Team =

Compliant ¥es v
Elgible Yes v
Score B

Banding 1

Ranking | 0P

04 Review Fundi

Received Date s 24/01/2017 Submission Type « |Onfine - Extemal HTML |V

Funding Round Type v number of ATtacnments 3

Appraisal Details

Evaluation Team

Assessment Team I =

Compliant. Yes s
Eligible Yes N/
Score: 6
Banding 1
Ranking || QP
QA Review [] Funding

Child Care  User Preferences

+ Qa 6 ¢ -

Status Details

Funcing Aound Phase  Open/Apprase

Status «  Under Assessmant v

Sub Status # |Comphece v

Status Change Date &  10/02/2017 a
Shortksied v

Check Application ~

Minute/Rel umbder
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Re-assessing Applications — Partial Re-assessment

Steps | Actions
10 &
Save the record using Ctrl+S or click the drop down and select Save Record.
. B B o S e
| Undo Record [Ctri+U]
New Record [Ctri+N]
v
| Copy Record [Ctri+B]
v
Save Record [Ctri+S]
New Query [Alt+Q]
e Run Query [AIt+ENTER]
11 | You may need a copy of the Application Form and/or the completed Assessment Tool to complete
the re-assessment.
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Re-assessing Applications — Partial Re-assessment

Steps

Actions

12

Click on the Attachments tab.
Note: If you cannot view the Attachments tab, select Attachments from the drop down list.

jome  Progroms Drganisatons. G ULIGEREEE Fundng Agreements  Miestones Payments  Peviens  Summanes  GeoSpotiall  Actions  Literature Contects  CThidCere  User Preferences

My Manoged Fundin

Program Name s S47E = Funcing Applicarar  S4TE Compliant Ve |v Status + |Under ~
Funding Round Name « S4TE m Recommanded Funding  S47TE Elgitle Voo | v S0 Stazus s |Aspratsal v
Regetration WS4 TE M Places/Services Applied For Score & Status Changs Dete + |10/02 o
AT T Recommendd
Fi | Yes 20162017 v n 1 Shortlist: v
inancial Yeer 0 birestsienya Banding Shortlisted
Number Apphcation State (NSW v Ranking | 0P Check Appheation ¥
Submission Date 24/01/2017 01 21.31 PM Late Application |On Time ~ Q4 Review 4 Funding Round Defaults Checked
Racoived Date s 24/01/2017 o Sudbmeszion Typa'a |Online - External HTML |V Minuto Ganerated
Funding Round Type ~ Number of Attachments 3 Minute/Ref Number
application Sunmessicn RoferanceS4TE
Jrganisation Details Departmental Contacts. SACS Details
S47E S47E castname SATE | = SACS Approval s Mot Applicable ~
Legal Entity 1a Provider 1d PR
First Name  S47E Legal Entity SACS Award NSW v
Legal Entity Hame S4TE % Pravider Name SATE g d
FnoneS4TE SubmiTTed SACS Awerd v
Legal Enity Adaress S4TE = Business Mame SA4TE
Emat asdress SATE Ovemnde SACS Award ~
Legal Entity Status  Active Business Name from AER
Other Applications SACS Award Override Details
26nS4TE Frovider adiress S4TE m
Legsl Encity Ancther Aaplication Exi=ts in this Furding Round N SACS Override Date/Time
W Matched v Provider Status Active
Matching Acsult
Legal Entity Blocked Provider Ancther Appication Exists in Differant Funding Roung ¥ SACS Dvarride By i
9 Matched 2
For New Agreamenta Matching Resule
o S Provider Blocked SACS Dvemde Reason v
CLATT Agreement EX1sTs For o Agreamants
Eligiodity Critena  Appraisals — Grant Agreement Information  Agreement Informatior Application Financisls  Applcation tems  ABR Detad

Application ltems  ABR Detalls — Legal Entity  [RaslelTe=I (el Bb S alglellely]

ABR Details — Provider Accreditations Application Description

Awrnlinstian Draracsine | an

pounuaancs

Contacts

Coverage

Document Production
Document Production History
Fee Seis

Notes

Organisation Descriplion
Places/Services
Reviews

Services Provided

Risk Assessment

Status History

Target Groups
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Re-assessing Applications — Partial Re-assessment

Steps | Actions
13 | Click on the Receipt hyperlink to open a copy of the Application Form.
ool [l NI -l Eligibility Criteria ~ Appraisals  Grant Agreement Information
Attachments
¥ @
Attachments Na Document Type Size(ln Bytes) Type Modified Local
"E Application Form11,042 xlsx 24/01/2017 01-... Y
Receipt 375,404 pdf 24/01/2017 01:... Y
This may also appear as DSS Standard Form Release 2.
| DSS Standard Form Release 2
14 | The following box will open. Click Download, then Open.
File Download
You are downloading the file 'Receipt.pdf. Would you
| like 10 edit the file directly or download it to your
computer?
Edit button is disabled as Siebel was not able to connect to
Desktop Integration Siebei Agent
Do you want ta open or save Receipt.pdf from dssgrants.gateway.internal? Open Save | ¥ Cancel
If required, open other attachments by selecting the appropriate hyperlink.
15 | Open ARC to access the Assessment Tool and the Assessment Matrix by clicking on User
Labels.
ARC Folder — EFXX/XXXXXX
NOTE: See steps 14-15 of the ‘Assessing Applications’ taskcard for how to access User
Labels. If your User Labels are not set up, please speak with your Team Leader.
16 | Undertake the Partial Re-Assessment.
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Update the Assessment in FOFMS

Steps

Actions

17 | To update ONLY the Summary of Application and /or the Summary of Assessment fields go to
Step 36.
To update the Scores/Justifications and the Summary fields go to step 18.

18 | Click on the Appraisals tab.

Home Programs  Organications [Vl Funding Agreements  Milestones  Payments  Reviews  Summanes  Geo Spatial ctions

Applicatione

All Funding Rounds My Managed Funding Rounds  Registrations DOl Funding Rounds Administration

Application Details Appraisal Details
1 S47E Primary Contact S47E Evaluation Team: |As¢
Program Name # SATE al Funding Applied For S4TE Comphant: Yes
Funding Round Name 4 S47E &l Recommended Funding S47E Eligible: Yes
Registration Id SATE 5] Places/Services Applied For Score: 6
Financial Year |2016-2017 by Atcommented Banding 1
Places/Services
Number Application State. NSW v Ranking: |QP
Submussion Date  24/01/2017 01:21:31 PM Late Application | On Time v QA Review: [V
Received Datea 24/01/2017 3 Submission Type:x | Online - External HTML |V
Funding Round Type v Number of Attachments: 3
Application Submission Reference SATE
Organisation Details Departmental Contacts
Last Name: S47
Legal Entity Ia SATE Proviger 1a S47E -
I First Name S47
Legal Entity Name S47E & Provider Name S47E = &
Phone: |02
Legal Entity Address S47E = Business Name S47E
Email Aadress: S47
Legal Entity Status  Active Business Name from ABR +/ -
Other Applications
ABN SATE Provider Address S47E = e
Another Application Exists in this Funding Round: N
Legal Entity . hea v Provider Status  Aciive Pe L
Matching Result
Legal Entity Blocked Provider Another Application Exists in Different Funding Round Y
For New Agreements Matehing Sesult Yacied
7 Provider Blocked

Current Agreement Exists

Caompliance Criteria

Eligibility Criteria

For New Agreements.

rant Agrsement Information

Agreement Information

Application Financials

Application ltems 2

H Qarm!ianaecmem Eligibility Criteria [SSEIEEICH Grant Agreement Information ~ Agreement In

Appraisals

1 se as Final

it} Assessment

Administrator

S47E

@

Appraisal Type Appraiser Last N Appraiser First N Status

Baseline

Score

Banding

Version Date February 2017
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Re-assessing Applications — Partial Re-assessment

Steps | Actions
19 | Highlight the completed Appraisal Record ticked Use as Final.
_ Eligibility Criteria  [ASBEIEEISM Grant Agreement Informat
Appraisals
v <,
Ise as Final Appraisal Type Appraiser Last Name Appraiser First Name  Status
Assessment  °° Completed
20 P
Click and select Copy Record.
ABR Details — Legal Entity =~ ABR Details — Provider  Accreditations B
New Record | _tri+N]
Copy Record [Ctri+B]
Save Record [Ctr+S]
New Query [Alt+Q]
21 | A new Appraisal Record will appear.

Tick Use as Final.

Compliance Criteria  Eligibility Criteria  [EJEIEEIM Grant Agreement Information  Agreement Information  Applicat

Appraisals
d | ®
Use as Final hppraisal Type Appraiser Last N Appraiser First N Status Score Banding
Not Started
Assessment Administrator A Baseline
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Steps | Actions
22 | From the Appraisal Type drop down menu select Assessment.
raisals
v @
nal Appraisal Type Appraiser Last N Appraiser First N Status Sc
Mot Started
Assessment inistrator  >*'° Baseline
23 =
Q]
In the Appraiser Last Name field, click the glyph
1sals
» @
Appraisal Type Appraiser Last Name Appraiser First Name  Status
Assessment @&l |ﬂ Not Started
et s47E y
Assessment Administrator Baseline

Version Date February 2017
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Steps | Actions

24 | A pop up box will open. Highlight your name.
Click OK.

Pick Employee

Q ILasI Name \ v ’ ] ®
Last Name First Name Login Position  Job Title
e FaCS App... |

M Previous Page * Previous Record Next Record * Next Page »

Cancel

25 | Change the Status to In Progress.

jisals

¥ ©)

| Appraisal Type Appraiser Last N Appraiser First N Status

Score
S47E
Assessment Not Started |V
Assessment Administrator S€ Progre

26

Save the record using Ctri+S or click the e drop down and select Save Record.

Version Date February 2017
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Steps | Actions
27 | Highlight the appraisal record ticked as Use as Final and the status as In Progress.
Compliance Criteria  Eligibility Criteria  [ASMEIEEIM Grant Agreement Information  Agreement Information
Appraisals
| Y| @
Use as Final Appraisal Type Appraiser Last Name Appraiser First Name  Status Score Banding
v Assessment  S47E In Progress | v
28 | Scroll down to the Selection Criteria List.
Assessment Administrator Siebel Baseline
4 Assessment il In Progress
M Previous Page # Previous Record Next Record » Next Page M
Selection Criteria List
l v H @ | Selection Criteria List v
A Criteria Guidelines Assessment Justification
1 Criterion 1 - Selection CriteriaAssessment re...
2 Criterion 2 - How Selection CriteriaAssessment re
3 Criterion 3 - Selection CriteriaAssessment re
29 | If required to update a score for a criterion, enter the Score by selecting it from the Assessment

drop down menu.
e 1 =Poor or Limited
e 2 = Satisfactory
e 3 =Good
e 4 =Very Good
e 5 =Excellent

Selection Criteria List

riteria List v

‘ v ‘ @ | Selection C
rAv Criteria Guidelines Assessment Justification
1 Criterion 1 - Selection Criter
2 Criterion 2 - How Selection Criter Assessment required
: : SN riten
3 Criterion 3 - Selection Criter O Does not meet criterion
: » : ) 1 Poor or marginal quality
8 Selection CriteriaSelection Criter
2 Satisfactory
9 Has the Referee Administration
3 Good quality
10 Has the Referee Administration

4 Very good quality

1 Has the Administration 5 Excellent
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Re-assessing Applications — Partial Re-assessment

Steps | Actions
30 | If required to update the Justification for a criterion, copy the text from the Assessment Tool into
the corresponding Justification field.
Note: Each field has a 4000 character limit including spaces.
Selection Criteria List
‘ ‘ VI ‘ @ [Selection Criteria List V
rAv Criteria Guidelines Assessment Justification
1 Criterion 1 - Selection Criteria2 Satisfactory | |The applicant provided..
Demonstrate question. Set
Understanding assessment
of the Need for value to
the Activity in ~ Assessment
2 Criterion 2 - How Selection CriteriaAssessment re..
3 Criterion 3 - Selection CriteriaAssessment re...
31 | Highlight the appraisal record ticked as Use as Final with the status In Progress.
Compliance Criteria  Eligibility Criteria Grant Agreement Information ~ Agreement Informa:
Appraisals
v @
Use as Final Appraisal Type Appraiser Last Name Appraiser First Name  Status Score Banding
%Assessmem i In Progress
32 | Change the status from In Progress to Completed.

Compliance Criteria  Eligibility Criteria [ACIEEISM Grant Agreement Information  Agreement Information

Appraisals
I I¥] | ®
Jse as Final Appraisal Type Appraiser Last Name Appraiser First Name  Status Score Banding
vl Assessment  *'F

Withdrawn

Baseline

Version Date February 2017
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Steps | Actions

33 | A Score and Banding will populate based on your updated assessment.

Type Appraiser Last Name Appraiser First Name  Status Score Banding

S4TE Completed 6 1

34
Save the record using Ctrl+S or click the & drop down and select Save Record.

35 | If you are required to also update the Summary of Application and/or the Summary of
Assessment go to Step 36 otherwise go to Step 39.
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Update the Summary of Application and Assessment

Steps

Actions

36

Select the Application Description tab.

Note: If you cannot view the Application Description, select Application Description from the drop
down list.

. — s a1 LnaLa 181 Lot ——— o . 1
Legal Ly Biockes PIOVIOET g = e
For New Agreements Matching Result
Provider Blocked SAGS Override Reason
For New Agreements
< N

Current Agreement Exists v

Compliance Criteria  Eligibility Criteria  Appraisals  Grant Agreement Information  Agreement Information  Application Financials ~ Application Items
Y p g a

Application Financials  Application ltems  A]sllle=1i{ela Wb el g] o1 (o]y)

&

37

To update the Summary of Application, copy the text from Summary of Application in the
Assessment Tool into the Summary of Application field.

To update the Summary of Assessment, copy the text from Summary of Assessment in the
Assessment Tool into the Summary of Assessment field.

Note: Each field has a 2000 character limit including spaces.

Summary of Application:

test

Summary of Assessment:

=

38

Save the record using Ctrl+S or click the drop down and select Save Record.

Version Date February 2017
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Complete the Partial Re-Assessment in FOFMS
Steps | Actions
39 | Change the Application Sub Status to Complete.

5 SATE
S47E
s47E

Program Mame «

nding Round Name «

Registration ld S4TE =
Financial Yesr |2015-2017 v
Nurroer

Submission Date  24/01/2017 01:21:31 PM
Received Date's 24(01/2017
Funding Round Type ¥

ubmission Reference S47TE

Status Details

Funding Round Phase

Status »

Primary Contact S4TE
Funding Applied For S4TE

Recommenced Fundng S47E

Places/Senvices Appliea For

Recommencea
Places/Services

Application State NSW v
Late Applicanon |On Time v
Submission Type « |Online - External HTML |~

Number of Attachments

Open/Appraise

Under Assessment

Sub Status

Status Change Date »
Shortlisted

Check Application

g Round Defaults Checked
Minute Generated

Minute/Ref Number

[complete
Not Started
Compliance
Eligibility
Appraisal
Complete
Outstanding

Endorsed

+ Q & L

Appraisal Details Status Details

Evaluation Team |Assessment Team Funding Round Phase OpervAppraise

Complant Yes hed Status » | Under Assessment

Elighle Yes v

Score 6 - — .
Banding 1 Shortlisted v
Aanking QP Caeck Application

Q& Review ¥ Funoing Rouna Defaults Checxed T

Minute Generated

Minute/Ref Number

e |

Sub Stats. | Complete s

40

Save the record using Ctrl+S or click the

drop down and select Save Record.

Version Date February 2017
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Log out of FOFMS

Steps | Actions

1 To log out of FOFMS select File then Log Out or use shortcut Ctri+Shift+X.

File Edit View Navigate Query Tools Help

Create Bookmark. ..

Log Out [Ctri+Shift+X]

L » Search

Need Help?

For further assistance please speak to your Team Leader.

Version Date February 2017
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B¢ Australian Government

* Department of Social Services

FOFMS TASKCARD

Full Re-Assessment

This task card will take an Assessor through the process of completing a full re-assessment of an
application in FOFMS.

A full re-assessment should be undertaken where an entirely new appraisal is required by a different
assessor. The initial assessment must have been completed, a QA Review completed, a Moderation
completed and a full re-assessment triggered.

Before you begin ensure you have;
e The Application Id of the record you will be assessing

FOFMS Access Required:
o FOFMS Application Appraiser

Open the Application Record

Steps | Actions

1 Open FOFMS to access the Application Record

2 Click on the Funding Rounds tab.
Click on the Applications link.

File Edit View Navigate Query Tools

Q @ & E K

Home  Programs  Organisations | RaValalsfalelVlsle 3@ | Funding Agreements

Applications  All Funding Rounds My Managed Funding Rounds  Registratio

|My Entered Applications V]

¥ @

Id Program Name Funding Round ! Financial Period Number Submissior

Version Date February 2017
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Steps | Actions
3 Click on the drop down menu
Select My Evaluation Team’s Applications.
Home  Programs  Organisations [EaVglellsleRalelilai Funding A
Applications  All Funding Rounds My Managed Funding Rounds
v
[My Entered Applications I v I
vl [ @
Id Program Name Fyhding Round I Financial Period Number
Home  Programs  Orgfinisations [EgVglellslefalelVlsle 3 Fundi
Applications  All Fundi-; Rounds My Managed Funding Rou
h 4
lMy Evaluation Teams Applications V[
v @
d Program Name Funding Round ! Financial Period Number
S47E MM 7
4 Click on the drop down menu.
Select Id.

Funding

Home  Programs  Organisations [RgValellslefalel¥alels

Applications  All Funding Rounds My Managed Funding Rounds
v

|My Evaluation Teams Applications VI

v O

Id A nd ! Financial Period Number

Program Name

s 1...2016-2017
Funding Round Name
'S 1. 2016-2017

Agreernr

Regi

Su

21
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Re-assessing Applications — Full Re-assessment

Steps | Actions

Enter the Application Id in the next field. Click ® :

Home  Programs  Organisations [RgVallalefalelVsle3M Funding

All Funding Rounds My Managed Funding Rounds

Applications
v

[My Evaluation Teams Applications V|

Id v | s47E [e]

Id Program Name Funding Round ! Financial Period Number

6 The application record will open.
Click on the hyperlink in the Id column.

Organisations [REValellaleRzlelisleEq FuUNding Agreemen

Programs

Applications  All Funding Rounds My Managed Funding Rounds  Registr

[My Evaluation Teams Applications V]

Id v | [#47E @

Id Program Name Funding Round Name Financial Periot

i " 2016-2017
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Steps | Actions

7 The Application Record will open.
Check that the QA review box is un-ticked.

Home = Programs. L Y

9 Funding Agreement Pay

Stati= «

Sub Statu= «

Shortfisted

Application Subméssion Refersnce SATE

Appraisal Details

‘})l

Evaluation Team |Assessment Team/

Compliant. Yes INE

Eligible Yes v

Score ©

Banding 1

Ranking ¢
QA Review@ Funding

ated

Mirwte/Ref Number

Open/Apgeatse
Under Assessment
Complece

W022017

1as S4TE Primary Contact SATE Evaliacion Team | Assessment Team |‘ nding Round Phase
Program Name s S4TE = Funding &pplied For S4TE Camgliant. Yes [~
Funding Rounaname s S47E £ Recommended Funding S47E Eligible Ves [~
Regitrstion . S4TE M PlacessSendces Applied For Score 6 8108 Change DSE «
Fireacial Vear 20162017 v Bacauented Banding 1
Number v Ranking Gheck Aaplication
Submission Dete  24/01/2017 01.21:31 M Late Apphication |On Tume v QA Review Funaing RodlKd Defaudia Crecked
Received Datos  24/01/2017 o Submission Typas |Onfine Extornal HTML | v
Funding Round Typa > Numbser of Attachments 2
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Steps | Actions
Contects Child Cere:  UsarPreferences
ol R o
Application Details Appraisal Details
a. S4TE Primary Contact S47E Evaluation Team | Azsezsmant Team m Funding Reund Phaze Open/Appraise
Program Name + S4TE = Funding Applied For S4TE Compliant Yes v Stetus » |Under Assesament VI
Funding Acunaniame s SATE W Recommended Funding SATE Eigivie. vz v Sup Staiz ¢ [Commplece ~|
Regististion &t S4TE Places/Services Applied For Score 6 Staius Change Date » 10/02:2017 m
Financial Year [2016-2017 v Baﬂonq 1 Shorthstea "I
Numbes ~ Rankng |QP Check Applicanan ¥
Submission Dste  24/01/2017 03-21:31 PM Late Application |On Time |v QA Review ¥ Funding Round Defaul
Received Date s 24/01/20017 b Submission Type « | Dakne - External HTML lv Mirute
Funding Round Type v Number of ATiachments 3 Miowte/fel Nmoer
Application Submission Reference S4TE
From the Sub Status drop down menu select Appraisal.
Status Details
Funding Round Phase. Open/Appraise
Status'x |Under Assessment IV‘
Sub Status |pomp!ere X VI
Status Change Date + [ERASISSICICE
) Compliance
Shortlisted
Eliaibility =
Shetichodiin Status Details
eck Application Appraisal
g Round Defaults Checked CCmD]eIe Funding Round Phase Open/Appraise
Minute Generated [IRCLSICUI Status # |Under Assessment v
, Endorsed E : T
Minute/Ref Number Sub Status * |Appraisal v
9 Enter MF in the Ranking field.

MF indicates that a Moderator has requested a full re-assessment.

Note: If the Application has been re-assessed multiple times, enter the next Ranking value

QPMF

without deleting the existing text and without spaces i.e.
Appraisal Details Status Details
Evaluation Team IAssessmenL Team | Funding Round Phase
Compliant Yes D Staius x
Eligible: Yes N SuUD Status
Score 6 Status Change Date «
Banding_1 Shorilisted
Rankin]. [MF | Check Application
QA Reviev oo Ty round Defaults Checked

Minute Generated

Minute/Ref Number
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Steps | Actions

10
Select the Notes tab (it may be in the |B drop down list).

Note: If you cannot view the Notes tab, select Notes from the drop down list.

Summaries  GeoSoatiel  Actions  Litecature

ome Funding Agresments  Milestones
" S47E R SATE T —
erogramName+ S47TE = Funcing appliearor SATE Compliant Yes | -~ Status + |Under Assessment v
Funding Round Name « S4TE m Recommanded Funding S4TE Eligitle Ves | v Sun Statua s |Apprais. v
Registration 1y S4TE = Places/Services Applied For Score B Status Change Date + | 10/02 m
. Recammencd
Financial Yesr |2016:2017 v Banding | Shortlisted v
Placos/Sarvicos
Number Application State (NSW v Ranking | QP Chaci Application
Submission Date 2440172017 01:21:31 PM Late Application |0 Time v QA Review 4 Funding Round Defaults Checked
Rocaved Date s 24/01/2017 o Susmszsica Type's |Online - Bxxomal HTML |V Minute Ganarated ]
Funding Round Type e Number of Aitachments 3 Minute/Ref Number
appliction Sunmessica Referonce S4TE
Jrganisation Details Departmental Contacts SACS Details
Lastname S4TE = SACS Appeoval + Mot Applicable v
Legel Eniiny 10 SATE praviderta S4TE 18] P i
FirstName S47TE Legal Entity SACS Award NSW v
Legol Entity Name S4TE T Provider Name S4TE
— enos  S4TE Submited SACS Award v
Legal Emity Asaress SATE BusnessMame S4TE
Emal Asdiess SATE Overide SACS Award ~
Logal Entity Staus Active Busingss Nam fiom ABR
Other Applications SACS Award Override Details
asn SA4TE Frovge aooress SATE ]
Legel Encity Ancther Aaphcation Exsts in this Funding Acund N SACS Ovemde Date/Time
< Matched v Provider Status Active
Matching Result
Legal Entity Blocked Provider Ancther Appication Exisis in Differant Funding Round ¥ SACS Ovarride By =
€ e ches
For New Agreaments Wastening Resulr 0
Fravider Blocked SACS Override Reason v

Currant Agrasment Exists 7
Curmanr Agreement Exia For Naw Agraamonts

Comgliance Crtena  Eligibilty Cteria  Appraisals  Grant Agreement Infeemation Agreement Information  Application Financists  Applization items

Application ltems  ABR Details — Legal Entity  [ATsJollle=1lela W B glolilely)

ABR Details — Provider Accreditations Application Description
Application Processing Log
Attachmenis
Boundaries
Contacls
Coverage
Document Production

Document Production History
Faa Qate

[Notes |
wviyai HSauUIl UGSu ;puuu
Places/Services
Reviews
Services Provided

Risk Assessment
Status History
Target Groups
Personnel
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Steps | Actions
1 oY
Select the button.
Compliance Creria Eligibiliy Critena Appraisals - Grant Agreement Information.  Agreement Informiation  Application Financiols - Application ltems  ABR Details — Legal Enity  ABR Details — Provides n M
Notes +fa &
|l ®
exed Dste  Cresten 8y Type Descrigtion
12 | In the Description field enter a note describing why a full re-assessment is required.
Eligibility Criteria  Appraisals  Grant Agreement Information  Agreement Information  Application Financii
Notes
Created Date Created By Type Description
14/02/2017 10-.S47E Note The moderator requested a full re-assessment due to..
13 o
Save the record using Ctrl+S or click the drop down and select Save Record.
14 | Open the FOFMS Task Card Assessing Applications and follow from step 14 until

completion.

Version Date February 2017




FOI 18/19-056
Iltem 4
Document 6

FOFMS TASKCARD

Moderating Assessments

This task card will take a Moderator through the process of moderating an assessment and completing in
FOFMS.

Contents Page
Open the Assessment Tool and the ASSESSMENT MALIIX ........cceiiiiiiiiiiei e e e 2
Y To e [T = L= 1 [ SIS o =T o 9
Finalise the Moderation in FORMS ... e e et e e e e e e e e e et e e e e e e e eeennannnns 14
oo @ U Ao O T Y PP 20
N == o I o 1= o PP 20

Before you begin ensure you have:
e The details of the completed assessment that is ready for moderation
0 FOFMSID
0 Organisation Name
O Moderator Guide

FOFMS Access Required:
e FOFMS Funding Round Manager

*If at any step you feel you have made an incorrect selection, press ‘Esc’ and attempt the step
again. If this fails to resolve the issue, speak to your Team Leader.

Update Instructions For Each Funding Round

e Update Steps 1 and 20 with the appropriate ARC Folder Details
e Add or change steps as required to reflect funding round specific processes
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Moderation of Applications

Open the Assessment Tool and the Assessment Matrix

Steps | Actions

User Labels.
! le @] 2

Search For Search By Matching crtena
£ Records v Title Word [+]a] 201793

[m_a

& [% Records - favorte - 7 Records found i
Records v 8  © Recoed Number  Title (Free Text Part} Date Created

pet
. I
i

| Record NimBEl| == icvi6/s2099
!

=
: .

Double-click the appropriate Assessor folder.
NOTE: If your User Labels are not set up, please speak with your Team Leader.

- SNER

x| Sean For Search By Matching otemd

9 Records v Title Word [y]m] 21793 B a
1% Recasch - tanite - Resgsels fosd =
Records T Ucee Lttt - tap - & User Labsals foumel
@ v User Lakoel Name 2 Owner
i @ ADE Amarsers
Yy Coxtakien = [B] ADE Madesstors
[29 # ¥ ADE A Officers
EER el 2 @ Nl Assessor:
Saved Searches
User Labels
8,
Documents checked
out
— R
T .

1 | Open ARC to access the completed Assessment Tool and the Assessment Matrix by clicking on
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Steps | Actions
Open the folder to access the Assessment Matrix and completed Assessment Tool.
ARC Folder — EFXX/XXXXXX
» x| Search For : - Search By Matchng criteria
€ Records v TitleWord [+[a] 27033 &
D* ‘ Q Records - lebekND T Assessors - 1 Record found
Records ¥ w2 Record Number  Tile (Free Text Part) Date Created
@ ul © wll FRI6A01ET Selections and Establichments - 2016-715 - Ascessment of Applications 5/09/2016 at 4:34 O
“ = 1] ";l] D17/1333L 2016-715 - NDCL2017-18 - Assessment Matrn: 6,/01/2017 at 1:57 PM
My Cotitatnes: B SI?_% EJ 712493 2016-715 - NDCI 2017-16 - Assessment Tool 6/01/2017 ot 11:31 AM

Recent Documents

5

Saved Searches

©

User Labels

v}

1
Documents checked
out

2 | Open FOFMS to access the Application Record.

3 | Click on the Funding Rounds tab.
Click on the Applications link.

View Navigate Query Tools

- alion
PRNCaUC

Home  Programs  Organisations | gValelgleRzleVslel30 | Funding Agreements

Applications  All Funding Rounds My Managed Funding Rounds  Registratio

[My Entered Applications V]

¥ ®

Id Program Name Funding Round | Financial Period Number Submissior
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4 | Click on the drop down menu
Select My Evaluation Team’s Applications.

Home  Programs  Organisations [EgVals{laslefzlelVslel: M Funding Al

Applications  All Funding Rounds My Managed Funding Rounds
o g

[My Entered Applications | vi

Id Program Name Fufiding Round I Financial Period Number

Fundi

Home  Programs  Orgajlisations [EgVale[[sleRa{el¥glel

Applications  All Funding Rounds My Managed Funding Rou

IMy Evaluation Teams Applications V|

- @

d Program Name Funding Round ! Financial Period Number

R 2MAINTT

5 | Click on the drop down menu.
Select Id.

Home  Programs  Organisations [EgtalellslsRslellsle[ 30 Funding Agreen

Applications  All Funding Rounds My Managed Funding Rounds  Reg

v

| My Evaluation Teams Applications |

v ®

Id A nd ! Financial Period Number Su
Program Name

s 1..2016-2017 22
Funding Round Name

s1..2016-2017 2]
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Enter the Application Id in the next field. Click ® ;

Home  Programs  Organisations [REialelalefaleVale(3 Funding

Applications  All Funding Rounds My Managed Funding Rounds
v

|My Evaluation Teams Applications ‘|

Id v |[4E @

id Program Name Funding Round I Financial Period Number

7 | Click on the hyperlink in the Id column.
Programs  Organisations [RgVlellslefaleVslel:l Funding Agreemen
Applications  All Funding Rounds My Managed Funding Rounds  Regist
| My Evaluation Teams Applications |
Id v | [$47E @
Id Program Name Funding Round Name Financial Periot
" e 20162017
<
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8 | A FOFMS application record will appear.

Confirm that the Application Status is Under Assessment and Sub Status is Complete

o If the QA Review process has already been completed, the QA Review flag should be
checked

Update the Evaluation Team field to your name.

Applications
S4TE 4 a8 i
Application Details Appraical Details Status Detaile
s S4TE Primary Contact S47E Evahution Team [\!ol;r.‘.('_v- S47E x : Funding Rouns Phaso  Dpen/Appraisd
Progremname «» SA4TE g Funding applieatFor S4TE Compliant. Yes I" STaTus « | Under Assessmen ~
Funding RoundName » S4TE = Recommended Funding S47E Eligible Yes |v Sub Status » | Complete -
Regutration 1o S47E [ Places/services Appliea For Score @ Starus Change Date s 10/02/2017 m
Firencial Year |2016-2017 b d Bandng 1 Shorthaced v
Nurmper V] Rankng. |OF Cneck application. ¥
Sudmission Date 2440172017 01:21:31 PM Late Apphcanion | On Time "] QA Review Funckng Round Defaults Checked
Received Daten 2420172007 & Submizzon Type « | Online - External HTML | v ] Minute Generated
Funding flound Type: v Number of Attachmentz. 2 Minute/Ref Number
Appiicarion Submizsion Roforence SATE
Appraisal Details Status Details
. SATE — .
Evaluation Team: |Moderator X |2 Funding Round Phase Open/AppNgge
Compliant Yes ’ W Status * |Under Assessment ‘ Vl
Eligible Yes ’ . Sub Status # |Complete ‘ v ’
Score 6 Status Change Date s 10/02/2017 (@
Banding 1 Shortlisted I { W, ’
Ranking |QP ‘ Check Application:
QA Review Funding Round Defaults Checked [

Minute Generated [

Minute/Ref Number
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Steps | Actions

iome Programs  Owganisations

WSaTe
ussramnianes SATE

Funding Raund Name « SATE
fegetrmionts S4TE

Application Items

unding Pounds

ABR Details — Legal Entity

AEBR Details — Provider

9 | Click on the Attachments tab.
Note: If you cannot view the Attachments tab, select Attachments from the drop down list.

Funding Agreements

My Managed Funding Ao

Funcing appliearor SATE
m Rezammended Funding SATE

T Places/Services Applied For

Ascommendsd

Accreditations

Milestones  Payments

Agreement Infomaticn

Application Description

Application Description

Reviews Summaries  Geo Spatiel

Complient Yes

Eligible Yoz
Score O
Banding |

v Ranking | 0P
v QA Review (4

Departmental Contacts
Lastniame SATE
First Name S4TE
nons SATE
Emai Agdress SATE

= Other Applications
Ancther Application Exists in this Funding Acund N

Another Appicarion Exists in Different Funding Round ¥

relication ftems

. 20162017 -
Financial Yeer. | 2016-20 Pociarsorio
Number Application State |NSW
Submigsion Date 24/01/2017 01 2131 PM Late Application |On Time
Rocoived Date « 24/01/2017 1] Sudbmussicn Type's |Onling - External HTML |V
Funding Round Type ~ Number of Attachments. 3
application Sunméssica Refarance SATE
Jrganisation Details
Legal Eniity 10 S4TE Provideria S4TE
LegalEntity Name S4TE T Provider Name S4TE
Leyal Entity Address S4TE = SusnessMame S4TE
Legal Entity S1tus  Actire Business Nama from ABR ¥
aon S4TE Pronder aoaress S4TE
aqgal Entiry
Legal Encty e v Provider Status  Active
Matching Fesult
Legal Entity Blocked Provider
A Maxched
For New Agroamants Mstehing Result
PARSLAl S AR et Provider Blocked
i C don s For Now Agracmonts
liance Cateria Eligibilty Citeriz  Agpraisals Grant Agre Wormation

Application Finsacisls

Annlinatinn Deascassins | an
=

ABR Det.

Iv Status + U

v N oo R
Status Changs Date + |10/02/2017 m
Shortlisted v
Chack Application
Funding Round Defaults Checed
Menuto Genarated [
MinucesRef Number
SACS Deuils
|T S4CS Approval a Nt Applicable ~
Legal Entity SACS Award  NSW v
Submmed SACS Awsrd ha
Overnde SACS Award v
SACS Award Override Details

SACS Ovemide Date/Time

SACS Ovarride By

Dounaanes
Contacts
Coverage

Document Production
Document Production History

Fee Seis
Notes

Organisation Description

Places/Services

Reviews

Services Provided
Risk Assessment

Status History
Target Groups
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The following box will open. Click Download, then Open.

File Download

You are downloading the file '‘Receipt.pdf. Would you
like to edit the file directly or download it to your
computer?

Steps | Actions
10 | Click on the Receipt hyperlink to open a copy of the Application Form.
I hIERCINNGIEN Eligibility Criteria Appraisals  Grant Agreement Information
Attachments
v <,
Attachments Na Document Type Size(ln Bytes) Type Modified Local
e Application Form11,042 xlsx 24/01/2017 01-.. Y
Receipt 375,404 pdf 24/01/2017 01 ... ¥
This may also appear as DSS Standard Form Release 2.
| DSS Standard Form Release 2
11 | If required, open other attachments by selecting the appropriate hyperlink.
12

Edit button is disabled as Siebel was not able to connect 1o
Desktop Integration Siebel Agent
Edit I Download | Cancel
|
Do you want 1o open or save Receipt.pdf from dssgi 9 y.internal? Save v Cancel

Version Date February 2017
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13

Moderate the assessment by following the Taskcard — Moderator Guide and the Moderator
Workbook located in your User Labels in ARC.

NOTE: See Step 1 for how to access User Labels. If your User Labels are not set up,

1 o e ®
Search By Matching crtema
2 Records ~  Title Word «[a] 2017.0:3 t[ﬁ Q
E:‘* [ Records - favorite - 7 Records found =
Records TG, User Lebels - top - 4 User Labels found
@ v User Label Name &% Owner
oy
Containers s47E
e lu) (&) ADE Mcderators
[® 5
Recent Documents ® @ NDI Assessors
e
Saved Searches
User Labels
=}
Documents checked
out
‘ <
i | o = o
Teme -

14 ¢ If you AGREE with the assessment go to step 20.

e |f you DO NOT AGREE with the assessment go to step 15.

Version Date February 2017
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15

S4TE
wpplication Details
¢+ S4TE
Programamo » S4TE =
Funding Round Name « S47TE =
Registration i SATE =
Numbsr

Submission Date 24/01/2017 03:2131 PM
Received Date = 24/01/2007 m
Funding Round Type v

\pilication Qrisios fiefernce; SHTE

Appraisal Details

In the Evaluation Team field, select the glyph

Primaey Contact S4TE
Funding ApplicaFor S4TE
Recommended Funding S47E

Places/Sanices Applicd For

Aecommendsd
Flaces/Services

Application State |NSW

Lato Appicstion |0n Time

Appraisal Details

Sunmizsion Type s (Oriline - External HTML |~

Rumbee of Attachments 3

Evaluation Team
Compliant
Eligible

Score

Banding

Ranking

QA Review

S0 SR - ]

Status Details

«SATE x|

Ewabuaron Team [Assesac I‘nmwhmnc Phase OpenlApprdse

Status & |Lnder Ass

Ebgible” Yes N2 Sub Status » Complere
Scers O Status Change Date » 1070272017
Banding: | Shartlisted
Rankng [OF Check Application ¥
QA Ravaw b Furding Round Defaults Checkea

Minute Generated

Minuze/Ref Number

s47E
Assessor

Yes

Yes

QP

Funding |

Version Date February 2017
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Actions

16

A list of the available Moderators and Assessors will be displayed.
Highlight the appropriate Assessor and select OK.

Note:

- A partial re-assessment can be completed by the same assessor who conducted the

original assessment.

- A full re-assessment will be completed by a different assessor.
| Pick Evaluation Team x

1-100f 20
¥
»J Name “ | Description
}| Accessor
| Assessor**'E Assessor S47E
:j F\SSESSC‘.’M:E ASS&SSO[S‘WE
# |Assessor S#E Assessor S47E
ﬁ]' Assessor 't Assessor S*7E
p! Assessor 47F Assessor S47E A
.J, Assessor $47E Assessor [S47E
| |Assessor$4E RgsessorS47E
% Assessor S47E SATE

Assessors*TE Assessor SATE

< >
w Previous Page « Previous Record Next Record » Next Pad

rd

rIrsTane

Version Date February 2017
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17

Un-tick the QA review box.

S47E

Application Detaile

s S4TE primary Gomtacs SATE Evedaanon Team [ass
Program Name + s47E = Funding Appled Foc S47E Comgpliant Yes
Funding Round Namo S4TE ®m Racommended Funding S47E Ebgibla: ‘Ves
Registration 1 S4TE A Places/Services Applied For Scoee @
Financsl Year (20162017 v ;:t:!‘:::::: Banong. |
Number Application State |ll'>\‘|' I w c3 ;
Submission Date 24/01/2017 01:21:31 P Late Application (On Tima |v QA Rerdew [
Recerved Date # 24/0172017 o)} Submiszion Type « [Online - Extemal HTML
Furding Aound Type v Number of Attachments 3
appcarion submission Reserence SATE
A i ils
ppraisal Detail
i =
Evaluation Team Assessmentieam Y
Compliant: Yes 54

Eligible
Score
Banding
Ranking

QA Revie

Yes S

Funding

Status Details
Funding Round Phase  Open/Appraise
|V Status» |Undor Azsescment
|v Sub Statuz « [Complete
Status Change Date+ 10,0220 7
Snommeteo
Check Application
Funding Round Defaults Checkad
Minute Generated: [

Manute/Rel Number

Version Date February 2017
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18

Save the record using Ctrl+S or click the ¢ drop down and select Save Record.

Summaries.  GeoSpatial  Actions

Applications Al Funding Rounds My Managed Funding Rounds  Registrations  DOI Furvding Rounds Administration

Appraisal Details

[ Frimary Gontact S4TE Evaluation Team |Assessment Team 7 ng Aound Fnase: Opany,

Bimmram Mamins SATE = st At Coe SATE S R

New Record [Ctri+N]
Copy Record [Ctri+B]
Save Record [Ctrl+S]
New Query [Alt+Q)

Run Query [A+ENTER]

19

If a partial re-assessment is required:

¢ Open and complete the Moderator — Partial Re-assessment email template to notify
the original assessor that the assessment is ready for partial re-assessment.

e The Assessor should follow the steps in the FOFMS Task Card — Partial Re-
assessment.

If a full re-assessment is required:

¢ Open and complete the Moderator — Full Re-assessment email template to notify the
new assessor that the assessment is ready for a full re-assessment.

e The Assessor should follow the steps in the FOFMS Task Card - Full Re-assessment.

For email templates refer to:
ARC Folder — EF16/392360 — D16/7538081

20

Open the Moderator Workbook located in your User Labels in ARC.
ARC Folder — EFXXX/O0OCXX

NOTE: See Step 1 for how to access User Labels. If your User Labels are not set up,
please speak with your Team Leader.

Update the Moderator Workbook.
Close all documents in ARC.

21

Once a full re-assessment and QA or partial re-assessment and QA have been completed, the
re-assessment will need to be moderated again.

Version Date February 2017
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22

Once the Moderation process is complete, click on the Appraisals tab and scroll down to the
Appraisal records.

Home Programs

Applicatione

Organisations

All Funding Rou

Funding Rounds

nds

Funding Agreements

Milestanes

Payments

Reviews

Summanes

Geo Spatial

Actions

Application Details

1

SATE
Program Name

Funding Round Name #
Registration Id
Financial Year

Number

Submission Date
Aeceived Date *
Funding Round Type

Application Submission Reference
Organisation Details

Legal £ntity 1a

i
Legal Entity Name SATE

S4TE
a

SATE -
S4TE =
2016-2017 N

24/01/2017 01:21:31 PM

24/01/2017 E1]
v
S47E

S47E

j

Legal Entity Address S47E =

Legal Entity Status

ABN

Legal Entity
Matching Result

Leqal Entity Blocked
For New Agreements

Curmrent Agreement Exists

Complance Criteria

Appraisals

Eligibility Criten:

Ehgibility Cntena

Active

S47E

Marched b4

My Managed Funding Rounds

Primary Contact
Funding Applied For
Recommended Funding

Places/Services Applied For

Recommended
Flaces/Services

Application State
Late Application
Submission Typex

Number of Attachments

Provider la

Provider Name

Business Name

Business Name from ABR

Provider Address

Provider Status

Provider

Matching Result
Provider Blocked
For New Agreements

f§rant Agr=ement Information

Registrations

DOI Funding Rounds Administration

S47E

S47E
S47E

NSW v
On Time v

External HTML |V

Online

3

SA7E

S47E =

S47E

o

S47E -

Active

Appraisal Details

Evaluation Team
Comphiant
Eligible

Score: ‘6

Banding 1
Ranking

0A Review ¥

Departmental Contacts

Other Applications

Last Name

First Name

Phone

Email Acdress

Another Application Exists in this Funding Round: N

Another Application Exists in Different Funding Round Y

Matched

Agreement Information

Application Financials

Application ltems

Ast

Yes

Appraisals

|

Grant Agreement Information

l)se as Final Appraisal Type Appraiser Last Name Appraiser First Name  Status
v Assessment S4TE Completed
Assessment  Administrator S4TE Baseline

Agreement Information

Scare Banding

S 1

Application Financials

Application ltems

Version Date February 2017
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Highlight the appraisal record ticked Use as Final.
Ensure the Status is Completed and a Score has populated.

Compliance Criteria Eligibility Criteria  [ASSICIEEINM Grant Agreement Information  Agreement Information  Application Fin

Appraisals
| I~ ®
Use as Final Appraisal Type Appraiser Last Name Appraiser First Name  Status Score Banding

s47E
e Assessment Completed 5 1

S47E
Assessment Administrator Baseline

24

Click ° and select Copy Record.

ABR Details — Legal Entity =~ ABR Details — Provider  Accreditations B

New Record | _tri+N]
Copy Record [Ctri+B]

Save Record [Ctri+S]

New Query [Alt+Q]

25

A new assessment line will appear.
Tick Use as Final.

Compliance Criteria  Eligibility Criteria ESJICIECII Grant Agreement Information  Agreement Information ~ Applicat

Appraisals
| ]| ®
Use as Final Appraisal Type Appraiser Last N Appraiser First N Status Score Banding
Not Started
S47E
Assessment Administrator Baseline

Version Date February 2017

15




FOI 18/19-056
ltem 4

Document 6
Moderation of Applications

Steps | Actions

26 | From the Appraisal Type drop down menu select Moderated.

Use as Final Appraisal Type Appraiser Last Name |Appraiser First Name  Status

Assessment Baseline

Not Started

QA Review

27

In the Appraiser Last Name field, click the glyph

Isals

v O,
Appraisal Type Appraiser Last Name Appraiser First Name  Status J

Moderated | =Y I Not Started

g S4TE !
Assessment Administrator Baseline

28 | A pop up box will open. Highlight your name.
Click OK.

Pick Employee

Q ’LaslName 'v” ‘ @ 1-100f10-
Last Name First Name Login Position Job Title
[r—
I-S"7E FaCs App i

M Previous Page # Previous Record Next Record » Next Page

Cancel

Version Date February 2017
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29

Change the Status to In Progress.

iisals
¥ <,
| Appraisal Type Appraiser Last N Appraiser First N Status Score
s47E
Moderated Not Started |V
Assessment Administrator  * Progre

30

Save the record using Ctrl+S or click the @ drop down and select Save Record.

Home Programs

Organisations STREHEEENGIEN Funcing A

Summaries ~GeoSpatial Actions Utemture  Contacts  ChildCare User Preferat

Applications  All Funding Rouncs My Managed Funding Rounds

S47E

Appucavun veians Appraisal Details
e S4TE Primary Contact S47E Evaluation Team |Assessment Team

rrinrem Mamn « SATE = Cmdimmaninnce SATE. i e

New Record [Ctri+N]
Copy Record [Ctri+B]
Save Record [Ctri+S]

New Query [Alt+Q]

Run Query [AIR+ENTER]

31

Highlight the moderator appraisal record ticked Use as Final with the status In Progress.
Compliance Criteria  Eligibility Criteria Grant Agreement Informat

Appraisals
v @
Use as Final Appraisal Type Appraiser Last Name Appraiser First Name  Status
i S4TE
vl Moderated In Progress

Version Date February 2017
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Change the status from In Progress to Completed.

Compliance Criteria  Eligibility Criteria  [EWSEEEI Grant Agreement Information  Agreement Information

Appraisals
| | | ®

Jse as Final Appraisal Type Appraiser Last Name Appraiser First Name  Status Score Banding

vl Moderated e

Withdrawn

Baseline

33

Enter your name in the Departmental Contacts section by selecting the glyph in the Last
Name field.

S4TE + Q & ‘ = b
Application Detaile Appraisal Details Statue Details
e S4TE primewy Conec SATE Evakuaon Taam | Assessmem Team = Funding Round Phase  Oper/Appraise
erogram iame » SATE m Funaing Apphod For SATE Compiiant ez v Stz s nee Asseszment |V
Funding Round Name « SATE = Recommendsd Furding S4TE Elgibke Yes v Sub S1acus » |Complere v
Aogistrancaid S47E T Places/Senvices Apphad For Seors & Status Changa Dates 10/02/2007 ]
Financial Year 20162017 v ::;:";'::“\’: Banding 1 Shartlisted v
Number Applicacion State [NSW VI Ranking | 0P Check Appheation
Submission Date  24/01/2017 01.21:21 P Late Application |On Time vl Q& Review ¥ Funaing Round Defaults Checeed
Receved Date s 24/01/2017 o Submission Type » Onlne - External HTML Vi Maaute Generated
Funding Round Type v NumDer of ATTacnments. MinuzesRes Numbar
Apphcation Submission Reference S47E
Organisation Details Departmental Contacts SACS Details
Gy SATE g SATE Las Name | T SACS Appeoval + Mot Apphcabic ~
R = proviter name SA4TE = First Name ogal Entity SACS Award NSW
Emad aodress Querrige SACS Awsrd v
Legal Enity Status Active Business Nome from ABR. 1
Departmental Contacts
Last Name &

First Name

Phone

Email Address

Version Date February 2017
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34

A pop-up box will open. In the Starting with field enter the Moderator last name and select @ :
Highlight your name in the list of results and click OK.
Your name will be recorded as the Departmental Contact.

Pick Employee

Q Last Name

‘[ |

Last Name First Name Login

Position  Job Title

S47E

FaCS App... DSS Application Appraiser

M Previcus Page # Previcus Record Next Record » Next Page M

Cancel

Version Date February 2017
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35
Save the record using Ctrl+S or click the drop down and select Save Record.

Milestones ‘ayments Revisws Summaries  GeoSpatial  Actioas Contacts

Literature Child Care  User Preferat

Appraisal Details
s SATE Frimary Comact S4TE Evaluation Team |Assessment Team

............. S4T7E = Conriirms ArntinaSoe  SATE Srmnlinne Vne

ing Aound Fhase: Open/¢

. New Record [Ctri+N]

Copy Record [Ctri+B]

Save Record [Ctri+S]
New Query [Alt+Q]
Run Query [AIt+ENTER]

Log Out of FOFMS

Steps | Actions

36 | To log out of FOFMS select File then Log Out or use shortcut Ctri+Shift+X.

File Edit View Navigate Query Tools Help I's Search

Create Bookmark._ ..

Log Out [CtrlI+Shift+X]

Need Help?

For further assistance please speak to your Team Leader.

Version Date February 2017
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9« Department of Social Services

FOFMS TASKCARD

Quality Assurance (QA) Review

This task card will take you through the process of completing a QA review of an assessed application in
FOFMS.

Contents Page
Open the Assessment Tool and the ASSeSSMENt RECOId ..........oooiiiiiiiii i 2
Undertake QA of Assessment Tool and ASSESSMENt RECOI .........cuuiiiiiiiiiiiiiie e 7
Update WOrkDOOK/NOLIFY ASSESSON .....uuiieeie ittt e e e e e et e e e e e e e e ettt s e e e e e e e eatra e eaes 13
N A HID 7 ettt 14

Before you begin ensure you have:
e The details of the completed assessment that is ready for a QA review
0 FOFMSID
0 Organisation Name

FOFMS Access Required:
e FOFMS Funding Round Manager

*If at any step you feel you have made an incorrect selection, press ‘Esc’ and attempt the step
again. If this fails to resolve the issue, speak to your Team Leader.

Update Instructions For Each Funding Round

e Update steps 1 and 21 with the appropriate ARC Folder Record Number
e Add or change steps as required to reflect funding round specific processes

Version Date August 2016
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Open the Assessment Tool and the Assessment Record

Rocument

Steps | Actions

1 | Open ARC to access the completed Assessment Tool.
ARC Folder — EFXX/XXXXXX

The naming convention for the Assessment Tool will be
FOFMS ID — Organisation Name - Assessment

2 | Open FOFMS to access the Assessment Record.

3 | Select the Funding Rounds tab and select the Applications link.

File Edit View Navigate Query Tools

Funding Agreements

Home Funding Rounds

Programs  Organisations

Applications  All Funding Rounds My Managea runaing Rounds  Registratio

|My Entered Applications v

v @

Id Program Name Funding Round | Financial Period Number Submissior

Version Date August 2016
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Steps | Actions
4 | Click on the drop down menu

Select My Evaluation Team’s Applications.

Home  Programs  Organisations [gVialelislefalelVjslel-l Funding A

Applications  All Funding Rounds My Managed Funding Rounds

v
| My Entered Applications | vi
v <,

Id Program Name Fufiding Round | Financial Period Number

Home  Programs  Orgajlisations [EgVglellslefalelislelyl Fundi

Applications  All Fundine Mounds My Managed Funding Rou

2
]My Evaluation Teams Applications VI
v @

d Program Name Funding Round ! Financial Period Number

S47E
NIAIM7
5 | Click on the drop down menu.

Select Id.

Home Programs  Organisations

Applications  All Funding Rounds

v
| My Evaluation Teams Applications ‘|

Funding Rounds [eSialelisleWitels="g

My Managed Funding Rounds

Id

Program Name

Funding Round Name

®

A nd ! Financial Period Number

'S 1..2016-2017

'S 1..2016-2017

Reg

Su

22

2]

Version Date August 2016
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Steps | Actions
6

Enter the Application Id in the next field. Click ® .

Home  Programs  Organisations [gVglellslefalelVislel 3 Funding

Applications  All Funding Rounds My Managed Funding Rounds
v
|My Evaluation Teams Applications V]

Id o ()]

Id Program Name Funding Round I Financial Period Number

The application record will open.
Click on the hyperlink in the Id column to open the Application Record.

Organisations [EgVglellsleRzlelilslelq Funding Agreemen

Programs

Applications  All Funding Rounds My Managed Funding Rounds  Regist

|My Evaluation Teams Applications VI

Id v | [s47E @

Id Program Name Funding Round Name Financial Perioc

ME i 2016-2017

Version Date August 2016
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Steps

Actions

7§

Confirm the Application Status is Under Assessment and Sub Status is Complete.
If not, consult the assessor who is recorded in the Evaluation Team field.

S4TE T e
Application Details Appraisal Details
a4 SATE primary contacr SATE Evabiaton Team | Assaczmant Taam
Progiam Name # S47E = Funding Applied For S4TE Compliar Yes 2 od
Funding Round Nama + S4TE = Recommandad Funding SATE Ehitle Yer v

Registrationid SATE ] T Places/Services Applied For Score 6 Stotus hnge Date s | V022017
Recommends
Financial Year (20162017 | v ecommended Banding | snonlisted v
Places/Services. 9
Nurmber Application State [NSW ol Ranking | QP Check Application
Submiczion Date  24/D1/2017 01:2131 PM Late Application |On Ti OA Reviow Fylifing Round Defauits Chocked
Recerved Daten 24/01/2017 |T Submizzion Type | Minute Generated. [
Furxfing Round Typs |v Number of Attachments 3 Minute/Ref Number

Status Details

Funding Round Phase: Open/Appraise

Status «} |Under Assessment v

Sub Status | Complete ™

Status Change Date« 10/02/2017 (z]
Shortlisted W

Check Application:
Round Defaults Checked [

Minute Generated [

Minute/Ref Number

Version Date August 2016
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Steps | Actions
8

Check the Application Submission Type.

If the Submission Type is ‘Manual’ discuss the process with your Team Leader.

v

S47E

Application Details

S47E

Id*

Program Name »

S4T7E

12]

S47E ¥

Funding Round Name ]

Registration |

Financial Year

4 S4TE

2016-2017 ' D ‘

Number

Submission Date. 24/01/2017 01:21:31 PM

Received Date x 24/01/2017

Funding Round Type

|@

\ v

Application Submission Reference S4TE

Primary Contact
Funding Applied For
commended Funding

‘Services Applied For

Recommended
Places/Services

Application State

Late Application

S47E

S47E

S47E

Primary Contact
Funding Applied For

Recommended Funding

[ Places/Services Applied For

Recommended
Places/Services

Application State

Late Application

S47E
S47E
S47E
e ~
On Time N~

Submission Tvpel

Online - External HTML |V I

NSW

On Time

Submission Type #

Online - External HTML

mber of Attachments

3

Number of Attachments 3

Appraisal Details

Version Date August 2016
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Undertake QA of Assessment Tool and Assessment Record

Steps

Actions

9

Select the Appraisals tab and scroll down to the Appraisal records.

Organications

Funding Rounds

My Managed Funding Rounds

Funding Agreements

Milestones

Registrations

Payments

Reviews

Summenes  Geo Spatial

DOI Funding Rounds Administration

Actions

Home Programs
Applications  All Funding Rounds
Application Details

ld*

Program Name »
Funding Round Name

Registration Id

S47E
S47E

s47E o

S4TE a

Financial Year |2016-2017 v

Number

Submission Date
Received Date»
Funding Round Type

Application Submission Reference
Organisation Details

Legal Entity 1a

Legal Entity Name

Legal Entity Address

Legal Entity Status

ABN

Legal Entity
Matching Result

Leqgal Entity Blocked
For New Agreements

Current Agreement Exists

Compliance Criteria

Eligibility Criteria

24/01/2017 01:21:31 PM

24/01/2017 3]
v

SATE
s47E

S47E =
SATE =
Active

S4TE

Maiched N
o

Appraisals I

v

_ Eligibility Criteria Grant Agreement Informa

Appraisals

Primary Contact
Funding Applied For
Recommended Funding

Places/Services Applied For

Recommended
Places/Services

Application State

S47E

S47E

S47E

NSW v

Late Application:  On Time v
Submission Type &  Online - External HTML |V

Number of Attachments

Provider |d

Provider Name

Business Name

Business Name from ABR

Provider Address

Provider Status

Provider

Matching Result
Provider Blocked
For New Agreements

ant Agr=ement Information

3

S47E

S47E

S47E

2

S47E

Active

Matched

Agreement Information

g

@

fse as Final

v Assessment

S47E

Appraisal Type Appraiser Last Name Appraiser First Name

Status

Completed

Appraisal Details

Evaluation Team
Comphiant
Eligible

Score

Banding
Ranking

0A Review

Departmental Contacts
Last Name
First Name
Phone

Email Aadress
Other Applications

Another Application Exists in this Funding Round

Another Application Exists in Different Funding Round

Application Financials ~ Application ltems

s47

s47

02

s47

Version Date August 2016
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Steps | Actions

10 | Highlight the record ticked Use as Final.
Confirm the Status is Completed and a Score has populated.

Compliance Criteria  Eligibility Criteria [AJICIEEIM Grant Agreement Information  Agreem

Appraisals

v @

Use as Final Appraisal Typ Appraiser Last Na Appraiser First Nam Status Score Banding

Assessment Administrator Baseline

S47E
vl Assessment Completedl | 6 1

11 | Scroll down to the Selection Criteria List

Compliance Criteria  Eligibility Criteriz WG Grant Agreement Information ~ Agreem

Appraisals
| ] | ©
Use as Final Appraisal Typ Appraiser Last Na Appraiser First Nam Status Score Banding
s47E
Assessment Completed 5 1
sucs S47E §
Assessment Administrator Baseline
7
] Assessment e Completed 6 1

I S—

Selection Criteria List
T l v \ ‘ ‘ @ [Selection Criteria List V|
rav Criteria Guidelines Assessment Justification
1 Criterion 1 - Selection Criteria2 Satisfactory  Response appears to be incomplete a
2 Criterion 2 - How Selection Criteria2 Satisfactory  The response demonstrates how the i
3 Criterion 3 - Selection Criteria2 Satisfactory  The applicant stated that no existing

Version Date August 2016
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Steps | Actions
12 | For each of the Selection Criteria:

e Confirm the score in the Assessment column matches the score in the Assessment Tool

o 1 =Poor or Limited
o 2 = Satisfactory

o 3 =Good

o 4 =Very Good

o 5= Excellent

e Confirm the text in the Assessment Tool matches the text in the Justification column.

Selection Criteria List

M
ZAv Criteria Guidelines
1 Criterion 1 - Selection Criteri
2 Criterion 2 - How Selection Criteri
3 Criterion 3 - Selection Criteri

@ | Selection Criteria List v

Assessment ustification
2 Satisfactory esponse appears 1o be incomplete
2 Satisfactory he response demonstrates how th

2 Satisfactory he applicant stated that no existin

Version Date August 2016
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Steps | Actions

13 | Confirm the total score in the Assessment Tool is the sum of the selection criterion scores.
Confirm the total score matches the score in FOFMS.

Programs  Organisations [ESIUGNVERERGEE Funding Agreements  Milestones  Payments  Reviews  Summaries GecSpatial  Actions Literature  Con

Applications All Funding Rounds My Managed Funding Rounds Registrations DQI Funding Rounds Administration
v
s47E
+ Q &
Application Details Appraisal Details
[ S47E Primary Gontact S47E Evaluation Team
7

Program Name « SATE = Funding Applied For B Compliant: Yes | >4
Funding Round Name S47E g Recommended Funding SATE Eligible: Yes | ]
Registration Id S47E & Places/Services Applied For I Score. & I

Financial Year [2016-2017 v Recomm ended sanding 1

Places/services

Number Application State' |NSW g Ranking
Submission Date  24/01/2017 01:21-31 PM Late Application QA Review Funding

Recewved Date « 24/01/2017 & Submission Type # (Cnline - External HTML |V

Funding Round Type » Number of Attachments: 3

Application Submission Reference S47E

Appraisal Details

Evaluation Team: |Assessment Team =y
Compliant. Yes v

Eligible: Yes i

Score. 6

Banding 1

Ranking |QP

QA Review [] Funding

14 | Select the Application Description tab.

Note: If you cannot view the Application Description, select Application Description from the drop
down list.

Legal by biockea riovaRr o T s a1 g s s suvmmanen
For New Agreements Matching Result —
c Provider Blockea er ,
Current Agreement Exists SACS Dvernde Reason
> For New Agreements
< >
Compliarce Critenia - Eligibflity Criteria Appraisals  Grant Agreement Informatnon  Agreement Information  Appication Finsncials  Application Items| I Anplication Descriptior I'

Application Financials  Application ltems [EAYe]elile=1d(e]aNb el glo1((oly!

Version Date August 2016
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Steps | Actions
15

Confirm the Assessor has populated the Application Description view tab.

Confirm that the Summary of Application and Summary of Assessment fields in FOFMS match the

Assessment Tool.

Note: Each field has a 2000 character limit including spaces.

Summary of Application:

Summary of Assessment:

test

Version Date August 2016

11




FOI 18/19-056
QA Review ltem 4

Rocument

Steps | Actions

16 | If there are no QA issues in FOFMS or the Assessment Tool:
o Tick the QA review box

(This will notify the Moderators that the application is ready for moderation).

If there are QA issues in FOFMS or in the Assessment Tool:
¢ Do not tick the QA review box.

Summanes  GeoSpatisl  Achions

Minute/Ref Number
Appiication Submission Reference S4TE

Appraisal Details

Evaluation Team |Assessment T% &

Compliant. Yes i

Eligible: Yes .
Score: 6
Banding 1

Ranking “

QA Review Funding

s + a B
Application Details Appraisal Details Statws Details
10« SATE Primary Comac: SATE Evaluaion Team | Assessment Team 7| Funding Roand Phase Dpe
Picgram Nama « S4TE = Funding Aoplied For  SATE Complant Yes v Statuz
Eundng Round Hame « S4TE = Recommended Funang S4TE Eligtie vex v Sub Statuz |
Pegistraton 13 S4TE % Places/Services Applied For Score 6 Status Change Dotz | 0/02/2007
Financial Yese | 20162017 v o ot Banding 1 Shontheted
Nuimbee ppiicaciy SW v Ranking | OF Check spplicanan ¥
Sunmession Dete  24001/2017 012021 PM Late Application |On Time v lljﬂ Review v I Fur g Round Defsuls Checkeo
Recsived Date s 24/01/2017 | Submission Type & |Online - Extomal HTML | v Minute Generated
Funding Rond Type v Number of Attacnmants 3
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Update Workbook/Notify Assessor

Steps | Actions

17 | If there are no QA issues:
e Go to step 21

If there are QA issues:
e The application will require a partial re-assessment by the original Assessor.
e Goto Step 18

18 | From the Sub Status drop down menu re-set from Completed to Appraisal.

Status Details

Funding Round Phase: Open/Appraise

Status # |Under Assessment W

Sub Status t"Appraisal w

19
Save the record using Ctrl+S or click the ¢ drop down and select Save Record.

Applications  All Funding Rounds My Managed Funding Rouni

Appraisal Details

New Record [Ctri+N]
Copy Record [Ctri+B]
Save Record [Ctri+S]

New Query [Alt+Q]

Run Query [AIt+ENTER]

Version Date August 2016
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Steps | Actions

20 | Open and complete the QA — Partial Re-Assessment email template to notify the Assessor of
the QA issues.

Provide a detailed and clear description of the issues so that the Assessor understands what
corrections are required. Discuss with the Assessor if necessary.

ARC Document — D16/7538081 — Template #7

21 | Update the QA Workbook
Note: If the Moderator is also undertaking the QA Review, update the Moderator Workbook.

ARC Folder — EFXX/XXXXXX

22 | Save and Close the Assessment Tool and the QA Workbook.
Log out of FOFMS

Logging Out of FOFMS

Steps | Actions

1 To log out of FOFMS select File then Log Out or use shortcut Ctri+Shift+X.

File Edit View Navigate Query Tools Help L # Search

Creale Bookmark

Log Out [Ctri+Shift+X]

Need Help?

For further assistance please contact your Team Leader.

Version Date August 2016
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Australian Government Improving your grant experience
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Assessment Matrix

Program Name
Selection ID: XXXX-XXX
Funding Round Name
Restricted/Open Selection Process

Assessors must use this Assessment Matrix to rate each application against the nominated selection criteria, noting the following:

¢ The Assessment Matrix is a six-point (0-5) rating scale, with each score corresponding to a quality rating and rating description.

e The rating description reflects the level of information provided by an applicant against a selection criterion, which determines the score and quality rating for
that criterion.

o Assessors determine an application’s overall score by combining the scores for all criteria.

Applications must be completed in accordance with the Program Opportunity Guidelines and other documents in the application pack.

Funding Round — Assessment Matrix



Selection Criterion 1 — /nsert Selection Criterion 1 as described in Funding Round Summary (Bold).

The response must demonstrate:

o Insert Selection Criterion attributes as described in Funding Round Summatry.

Score 0 1
Quality Does not meet Poor
rating criterion response

Applicant has  Provides
not provided a  limited

response. information.

Rating
description OR

Response
does not
address the
criterion.

2

Satisfactory response

Provides a basic description of:

insert dot points listing attributes of
selection criterion, noting that you
may need to replace terms such as
“your organisation” with “the
organisation” to make the statement
generic.

3

Good response

Provides a relevant and
convincing description of:

insert dot points listing attributes
of selection criterion, noting that
you may need to replace terms
such as “your organisation” with
“the organisation” to make the
statement generic.

4

Very good response

Provides a comprehensive
description of:

insert dot points listing attributes of

FOI 18/19-056
ltem 4
Document 8

5

Excellent response

Significantly
exceeds the
expected response
for a score of 4.

selection criterion, noting that you may
need to replace terms such as “your

organisation” with “the organisation’

make the statement generic.

"to

Funding Round — Assessment Matrix



Selection Criterion 2 — /nsert Selection Criterion 2 as described in Funding Round Summary (Bold).

The response must demonstrate:

o Insert Selection Criterion attributes as described in Funding Round Summatry.

Score 0 1
Quality Does not meet Poor
rating criterion response

Applicant has  Provides
not provided a  limited

response. information.

Rating
description OR

Response
does not
address the
criterion.

2

Satisfactory response

Provides a basic description of:

insert dot points listing attributes of
selection criterion, noting that you
may need to replace terms such as
“your organisation” with “the
organisation” to make the statement
generic.

3

Good response

Provides a relevant and
convincing description of:

insert dot points listing attributes
of selection criterion, noting that
you may need to replace terms
such as “your organisation” with
“the organisation” to make the
statement generic.

4

Very good response

Provides a comprehensive
description of:

insert dot points listing attributes of

FOI 18/19-056
ltem 4
Document 8

5

Excellent response

Significantly
exceeds the
expected response
for a score of 4.

selection criterion, noting that you may
need to replace terms such as “your

organisation” with “the organisation’

make the statement generic.

"to

Funding Round — Assessment Matrix



Selection Criterion 3 — /nsert Selection Criterion 3 as described in Funding Round Summary (Bold).

The response must demonstrate:

o Insert Selection Criterion attributes as described in Funding Round Summatry.

Score 0 1
Quality Does not meet Poor
rating criterion response

Applicant has  Provides
not provided a  limited

response. information.

Rating
description OR

Response
does not
address the
criterion.

2

Satisfactory response

Provides a basic description of:

insert dot points listing attributes of
selection criterion, noting that you
may need to replace terms such as
“your organisation” with “the
organisation” to make the statement
generic.

3

Good response

Provides a relevant and
convincing description of:

insert dot points listing attributes
of selection criterion, noting that
you may need to replace terms
such as “your organisation” with
“the organisation” to make the
statement generic.

4

Very good response

Provides a comprehensive
description of:

insert dot points listing attributes of

FOI 18/19-056
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5

Excellent response

Significantly
exceeds the
expected response
for a score of 4.

selection criterion, noting that you may
need to replace terms such as “your

organisation” with “the organisation’

make the statement generic.

"to

Funding Round — Assessment Matrix



Selection Criterion 4 — /nsert Selection Criterion 4 as described in Funding Round Summary (Bold).

The response must demonstrate:

o Insert Selection Criterion attributes as described in Funding Round Summatry.

Score 0 1
Quality Does not meet Poor
rating criterion response

Applicant has  Provides
not provided a  limited

response. information.

Rating
description OR

Response
does not
address the
criterion.

2

Satisfactory response

Provides a basic description of:

insert dot points listing attributes of
selection criterion, noting that you
may need to replace terms such as
“your organisation” with “the
organisation” to make the statement
generic.

3

Good response

Provides a relevant and
convincing description of:

insert dot points listing attributes
of selection criterion, noting that
you may need to replace terms
such as “your organisation” with
“the organisation” to make the
statement generic.

4

Very good response

Provides a comprehensive
description of:

insert dot points listing attributes of

FOI 18/19-056
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Document 8

5

Excellent response

Significantly
exceeds the
expected response
for a score of 4.

selection criterion, noting that you may
need to replace terms such as “your

organisation” with “the organisation’

make the statement generic.

"to

Funding Round — Assessment Matrix
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Australlan Govemment Improving your grant experience

Applicant Legal Name

| Total Score

FOFMS Application ID

Assessor

Assessment Date XXIXXIXXXX

Moderator Moderation Date XXIXXIXXXX

Summary of Application
(2000 character limit including spaces)

The Summary of Application is a short summary of the activity proposal.

e This should be pre-filled in FOFMS with words provided by the applicant in their form (under the heading Activity
Description).

Summary of Assessment
(2000 character limit including spaces)

Not Applicable

Criterion 1

Describe how the implementation of your proposal will achieve the Activity Score
objectives for all stakeholders, including value for money within the Grant
funding.

Write a sentence or two that summarises the applicant’s response to the criterion, including the quality, the
number of requirements that have been met and the evidence provided.

Write the requirements of the criterion as either strengths or weaknesses. There may be only strengths or
only weaknesses.

Strengths

Weaknesses
L ]

1 | Community Grants Hub ADE NDIS Transition Consultations Round 2 - Funding round ID: 2016-735
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Australian Government
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Assessment Centre

Tracker ID - Round Name

QA Review Workbook - QA Officer Name

Community
Grants Hub
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0A Review Details Completion
. QA/ Formatting Date Date
No. | Application ID Applicant Name e | e ettt QA/F Issues /C notified|  Actioned by e Comments
date QA complete
Yes/No of issues Moderator






