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Using the On-screen
Grids
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On-screen Grids

1. Questions that require you to populate a grid will generally allow you to choose between two different options
of completing the grid:
e On-screen — where users enter data using the on-screen table populated (this option is recommended if
you are declaring 100 rows or less).
e Using a system-generated Excel template (requires you to download and update the system’s Excel —
recommended if you will be declaring more than 100 rows).
2. Youwill need to decide whether you are going to work on-screen or in an Excel template before you start

entering data. (Switching between the two midway, will cause any changes made to be lost).

Important notes:

e If you start populating the on-screen grid and then decide to switch to Excel template, you will lose any data
you have entered on-screen and vice-versa.

o Select On-screen* to enter data directly or select Excel template to download and complete template. * If you have more than 100 rows and use On-Screen, your PDF download will be limited to 100.

O On-screen (Recommended if you have 100 rows or less) Select your preferred

option to declare
O Excel template (Recommended if you have more than 100 rows)/ P

Rule of thumb — Use the Excel template if you have more than 100 rows to declare. If you try to add more

than 100 rows on-screen, the PDF Download will be limited to 100.

e If you select Excel, do not update and/or upload any prior Excel templates used for previous
declarations or any Excel sent as part of the Renewal Pack as an error message will populate, and you will

be unable to complete the Section.

Select On-screen* to enter data directly or select Excel template to download and complete template. * If you have more than 100 rows and use On-Screen, your PDF download will be limited to 100.

(O On-screen (Recommended if you have 100 rows or less)

@ Excel template (Recommended if you have more than 100 rows)

Error Message:
Asset Registry File (2023.2)

nload a new version af the base Excel template with realtime Record Data added. It is safe to do this multiple times

INVESTMENT NSW TMF DECLARATIONS - PROPERTY.XLSM ¥

 no file has been downloaded then use the ‘DOWNLOAD DATA ENTRY SPREADSHEET" button above to extract the data entry spreadsheet. If a file has heen uploaded before, then it might contain edits. Download the previously updated version to ensure those changes are not last

IAsset Registry Validated - (This is a system automated check based on the excel you've uploaded.)

IAsset Registry Record Type Validated - (This is a system automated check based on the excel you've uploaded.)

IAsset Registry Version Validated - (This is a system automated check based on the excel you've uploaded.)

o It seems you have either uploaded the in-correct registry file type or an older copy of the Assets registry file. If you have loaded an old version, please ensure that you download a fresh version, make amendments and upload
again. If you have loaded the wrong type, use the delete icon to remove and upload the correct Assets registry file type
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How-To Declare Using the On-Screen Grid (100 rows or less)

1. Select “On-screen”. The system will automatically retrieve last year’s information. (Please allow up to 1
minute for the system to update. If this does not occur, please click “Generate Registry Grid” to manually
retrieve last year’s information).

e Ifthere is no data from last year, the grid will be blank.

Select On-screen* to enter data directly or select Excel template to download and complete template.

Replace Grid Contents

(® On-screen (Recommended if you have 100 rows or less)

O Excel template (Recommended if you have more than 100 rows) R
Are you sure you want to replace the current grid? Any
Asset Registry Grid c Ick ﬁotge“e'atte astysars | ladditions, changes, or removals will be lost.
data nas no’

automatically loaded, or if
= ADD NEW RECORD | (3 GENERATE REGISTRY GRID you wish to discard of any

CANCEL OK

changes made

2. Toadd newrecord, select the “Add New Record” button.

I -+ ADD NEW RECORD I C GENERATE REGISTRY GRID

T

Click to add a new record if Click on a column heading to
working on-screen sort the column in ascending or
descendrg order

La

=
7

tatus Ageney Level / Floor Stresttiumber
¥ Record Asset 8
5 D Vv Name
Active 888020 0 Hernani
Active 888019 0 Peat Island
Active 888018 0 Lot 15 DP1009486 4...
Active 888017 23,26,24 580 George Street

Tip: When adding a new record, click on Status (column) to bring the new record to the top. Leave the Status

field last and proceed to complete all the other fields first — this will ensure the new record stays at the top.

3. Tolocate a specific record or group of records in your on-screen grid, you can:
e Hold Ctrl + F on your keyboard to search for a keyword (e.g. address, name, etc.). Note: when working
on-screen, this will only search the records displayed on the page.

e Click on the column heading to sort any column in the grid in ascending or descending order.

4. Review and update any changes to each asset/record loaded from the previous year’s declaration.
5. Do NOT delete the data for any previously declared records from the on-screen grid:
e Instead, under the Status column, select Inactive for assets that have been sold, retired, or acquired by
another agency.
e Any Property assets declared as Inactive, will require you to manually update the Building, Contents,
Consequential Loss and Contents - Artwork value fields with a zero (0) value.
6. Only new entries can be deleted. Ensure you delete all values in that row.
7. Tonavigate your on-screen grid:

e Use the navigation controls at the bottom of the grid to scroll left and right, select the number of records to

be displayed per page, or toggle between pages.
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Use the navigation controls at the bottom of your on-
screen grid to scroll left and right, select the number of
records to be displayed per page or toggle between pages

TOTAL -

-
| 10 20 50 100 l | e 2 |
| a

e Use"Tab" on your keyboard to move across to the next field in the grid.

e Expand the grid into full screen view by clicking on the blue box at the top of the grid
e Freeze the columns in the grid by clicking on the lock icon for a particular column (sequentially from left to

right only).

-+ ADD NEW RECORD C GENERATE REGISTRY GRID
Click to expand the grid into full screen
view (click again to exit full screen view)

\ Bascrintionof Year

Click to freeze this column
when you scroll to the right

a8 a

Vessel Built
Record Status Vessel Name
ID
Active Class 1 WP-11 Nem. Aluminium Motor La 2007
Active Ferry 58 Hawkesbury River Wi 2007

Completing the Section
1. The Complete Section button will appear on the bottom right of your screen when you have completed all
the required questions and fields. Click this to finish your section and return to the Section Menu. (This

includes the acknowledgment that you have reviewed all Inactive assets and ensured all values have been

updated with zero values.)

acknowledge that | have reviewed all Inactive assets and have updated Buildings, Contents and Consequential Loss with ZERO(S) values. (Noting that any Inactive assets with values, will calculate towards your policy's Total Asset Value

in the Property Summary Section)
B i \
(sset Excel File) \

System Admin Use

pleted. This includes the
ved all Inactive assets and
updated with zero (0)

Click to Complete Section and

return to the Section Menu \
et o English -

2. A completed section will be flagged with a pink checkbox — this indicates that the section has been

completed, and the section will be locked.
3. Uncheck the pink checkbox if you need to edit any content in a completed section.

PROPERTY DECLARATION FORM

icare
F DECLARATION 2024/2015 - PROFERTY DECLARATION FOR

Insurance for NSW

TRAINING AGENEY 04

UAT TMF Declaration 2024/2025 - Due 30-Jun-2023 -

INSTRUCTIONS

d locked for editing

ges to this completed section, click on the
pink check-box to unlock \:‘W%S )
>

DELEGATE

/ To make char
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Click Submit once you have completed all the sections within your Assigned Task/s.
The Submit button will not appear in the section menu until all sections within your Assigned Tasks are
completed before the task can be submitted as Complete.

CANCEL SAVE & EXIT

¥ Click to submit your completed Task
and return to your Dashboard

6. When a Coordinator submits a completed task, this task (i.e. a completed form) will go to the Approver for
review and approval. The Approver will receive an email advising them that they have a new task pending

their review and approval.

=

COMPLETED

Only Approvers will he able to see the
Completed Approved icon which will have a list of
forms that they have Approved
Your Completed Tasks will appear here 4 PP
# Title Updated Date ™
Training Agency 04 - Training TMF Declaration 2023/2024 - Property Declaration Form 29-May-2023 V]
Approved forms are

N Training Agency 04 - Training TMF Declaration 2023/2024 - Motor Vehicles Declaration Form marked with a tick 29-May-2023 v

UATS Hunter New England Local Health District - UAT TMF Declaration 2024/2025 - MOH Pharmaceutical Statement and Medical Retrievals Declaration Form 07-Jun-2023 ®
Forms pending approval

—_—r
. UATS Forestry Corporation of NSW - Training TMF Declaration 2024/2025 - Risk Maturity Declaration Form are marked with a clock 07-Jun-2023 ©

Always Save a Copy of Your Work

1. Itis recommended that PDF copies of all sections and forms are retained by each Delegate and
Coordinator prior to submitting information for final approval.
2. When using the Download PDF button, Delegates will receive a PDF of the specific section of the form

which they have completed.

The Download PDF button is available within every Section of every
Declaration Form

BACK TO MENU DOWNLOAD PDF

3. ‘Download PDF’ will generate the contents of the entire Declaration Form, including all the Sections within it,
as a PDF document.
4. If you are attaching any file to your TMF Declaration, please keep a copy. This includes the Excel

spreadsheets that have been generated from the Ventiv system.

Please note: the PDF document will only include data that was entered on-screen, noting that if you used on-

screen grids to declare assets, vehicles, etc. that the PDF is limited to only printing 100 rows.

If you require further assistance with this, please contact your icare Client Engagement Manager or email

declarations@icare.nsw.gov.au.
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