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Reviewing Completed Declaration Forms as an Approver
Your role as an Approver is to review completed Declaration forms and either Accept or Reject them.

1. You will receive an email for each form submitted for approval by the Coordinator, advising that you have a
new task pending for your Review and Approval.

Training Agency 01 - Training Campaign - Cyber Declaration Form: REQUIRES APPROVAL

<
declarations@icare.nsw.gov.au € Reply © Reply Al n

P To Huynh, Thanh Fri 17/06/2022 4:02 PM

D

Hi Thanh An email will be sent to the Approver to
advise that there is a new task to complete

Training Agency 01 - Training Campaign - Cyber Declaration Form is pending your approval.

Please login to the Insurance for NSW Portal htips://my.icare.nsw.gov.au/ and access TMF Declarations
Capture to complete your assigned task.

If you have any questions about TMF Declarations, please contact your Insurance for NSW Client
Engagement Manager or email us at declarations@icare.nsw.gov.au.

Kind Regards,
Insurance for NSW

2. Completed forms awaiting approval will be displayed in the Declaration Dashboard under the Pending
Approval task list.

3. To access the declaration form, click on the assigned task under the Pending Approval task list.

Dashboard

Start, Continue, ar View your tasks here.

VIEW COMPLETED TASKS >

Assigned In-Progress Pending Approval
c o c o C
Updated Updated Updated
# Title T Date # Title Date # Title T Date
+
27 27- 27-
Training Agency 02 - Training TMF Declaration May- . Training Agency 03 - Training TMF Declaration May- . , Training Agency 04 - Training THF Declaration May- .
23-0ct-2023 09:23:12 2024 = 5-Nov-2023 16:47:27 2024 = 03-0ct-2023 09:45:2 2024 “

4. On the bottom left of your screen, you will see the Approve and Reject buttons.

Pending Approval by thanh_huynh1@icare.nsw.gov.au :

Miscellaneous Section

| >
Completed by anna.thomas_tmf@icare.nsw.gov.au &
Cancellation of Events Section
Agency Structure

CANCEL SAVE&EXIT DOWNLOAD PD APPROVE REJECT

© icare™ | Insurance and Care NSW 2024 Page 2 of 6 How-To Review, Amend, Approve or Reject Declarations



icare | insurance for NSW

5. To determine the appropriate course of action, please review the information declared in each section of
the Declaration form:
e Click on each section to review the declared information.
e You have the option to download the Declaration form as a PDF document. To do this:

o Select the Download PDF button, which is available on the form.

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

BACK TO MENU DOWNLOAD PDF

Please note: the PDF document will only include data that was entered on-screen. If you opted to use any
Excel templates, or if other documents have been attached as supporting information, please request these

separately from the Coordinator or the Delegate.

6. As an Approver, you will have the authority to edit the contents of each section.
e To edit a section, click on the pink checkbox in the relevant section to unlock the section.

(If this step is not followed, changes cannot be made.)

icare LIABILITY DECLARATION FORM
Insurance for NSW . H
Test Campaign ML - Due 28-Sep-2019 a4
INSTRUCTIONS
Test Instruction Text - Create Campaign If you need to edit the content in any section, you must
first click on the pink checkbox to unlock the section
DOWNLOAD INSTRUCTIONS
—
~
Agency Activities Section ey

Broduct | iahility Section

e Confirm to make the section incomplete and proceed into the section to make the necessary
amendments.
e Once amendments have been made, select the Complete Section button on the bottom right of your

screen. If you do not take these steps, your changes will not be saved.

Please describe any new activities proposed in the next 12 months (including gain/loss of business unit responsibility): o

Clear and detailed answer

Please advise the dollar value of your Agencies expected annual revenue )

1nnnnnn

BACK TOMENU  DOWNLOAD PDF English COMPLETE SECTION

o If you make any changes, make sure you
click Complete Section before you exit

How-to Approve Declaration Forms

1. To Approve the form after your review, select Approve. You will receive a pop-up asking to confirm your

action.

Confirm Approval

By approving this form you are confirming that the information provided is
true and correct and that if need be your agency is willing to provide
documents/financial statements that support the declared information.

CANCEL APPROVE
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2. The Declaration form will now be sent to the system database.

e The Approver will receive a confirmation email with a copy of the Approved Declaration Form.

L % Reply All
declaratlons(g)lcare.nsw.gov.au 6 Py

Huynh, Thanh

TD

Print_Risk_ Maturity_Declaration_Form.pdf _,
wr ) 739 KB

Hi thanh.huynh1®@icare.nsw.gov.au

|ATask you approved has been completed Iand a copy has been attached to this email. No further action is required.

URL: https://mobile.ventivtechnology.com

If you have any questions about TMF Declarations, please contact your Insurance for NSW Client Engagement Manager or email us at

declarations@icare.nsw.gov.au.

Kind regards,
Insurance for NSW

e The Coordinator will receive an email advising them that the task has been Approved.

UATS5 Hunter New England Local Health District - UAT TMF Declaration 2024/2025 - Motor Vehicles Declaration Form: APPROVED

o Reply | %) ReplyAll | = Forward En
(]

To Huynh, Thanh Mon 29/05/2023 12:44 PM

If there are problems w
We could not verify

| [External Email] Do not click links or open attachments unless you trust the sender and know the content is safe. If in doubt, report as ‘suspect email’

Hi Thanh

UATS Hunter New England Local Health District - UAT TMF Declaration 2024/2025 -|Motor Vehicles Declaration Form has been approvedj\lo further action
is required.

If you have any questions about TMF Declarations, please contact your Insurance for NSW Client Engagement Manager or email us at

declarations@icare.nsw.gov.au.

Kind regards,
Insurance for NSW

3. The approved task will now appear in your Completed Tasks list on your Declaration Dashboard. Click on

View Completed Tasks (located on the top left of your screen) to review all completed tasks.

ventiv |0ic

m Dashboard
Start, Continue, or View your tasks here.

VIEW COMPLETED TASKS >

Assigned In-Progress Pending Approval
) !
Cc o c o c
Updated Updated Updated
# Title Date # Title Date # Title Date
+ + +
07- 15- 07-
1 Training Agency 04 - UAT TMF Declaration 2024/2 Jun- . UATS Hunter New England Local Health District - . Jun- . 1 UATS Art Gallery of NSW - Training TMF Declarati Jun- .
05-Jun. 0s = 02317:29:55 < 0-May-2023 11:21:57 =

2023 02-un-2023 17:29:55 2023 0-May-2023 11:215 2023
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= v
COMPLETED APPROVED

Completed /

The Coordinator's Completed Task list
will show which forms have been
approved or still pending approval

# Title Updated Date ™

Training Agency 04 - Training TMF Declaration 2023/2024 - Property Declaration Form 29May-2023 va

Approved forms are
5 Training Agency 04 - Training TMF Declaration 2023/2024 - Motor Vehicles Declaration Form marked with a tick 29-May-2023 v
5 UATS Hunter New England Local Health District - UAT TMF Declaration 2024/2025 - MOH Pharmacautical Statement and Medical Retrievals Declaration Form 07-Jun-2023 10
Forms pending approval
—_—
W

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

4. The Coordinator's Completed Tasks list will also show that the form has been approved.

Approved /

As the Approver, your Completed Task list will
show which forms you have have approved

# Title Updated Date ¥
UATS Art Gallery of NSW - Training TMF Declaration 2024/2025 - Cyber Declaration Form 07-Jun2023
) UATS Art Gallery of NSW - Training TMF Declaration 2024/2025 - Workers Compensation Declaration Form 07-Jun2023
5 Training Agency 04 - Training TMF Declaration 2023/2024 - Motor Vehicles Declaration Form 29-May-2023
Training Agency 04 - Training TMF Declaration 2023/2024 - Property Declaration Form 20-May-2023

5. The system will perform a final validation check on the approved task. This is to ensure that the submitted
contents align with the database requirements:
e Passing Validation — the Coordinator will receive another system-generated email advising them that the
task has been successfully received and processed by the system.
e Failing Validation — the Coordinator will receive an email advising that the task has been rejected. If this
happens, icare will contact the Coordinator directly to determine the most appropriate course of

action.

How-To Reject Completed Declaration Forms

To Reject the form and send back to the Coordinator to amend, click Reject.
2. Areason is required for your rejection in the pop-up window. [Your rejection comments should provide
clear instructions to the Coordinator. Provide as much information as possible e.g. what the issues were

and in which sections they were found].

Please provide as much
information as possible on the
/,/ reason for your rejection
S
Reject Survey? re

| am rejecting this form because all the sections have issues:
Miscellaneous - issues are A, B and C

Cancellation of Events - issues are X,Y and Z
Excess/Franchise - you have entered the incorrect amount
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The rejected task will be removed from your task list and re-assigned back to the Coordinator with a
rejected status.

The Coordinator will receive an email advising them that the task has been rejected, including the reason.

From: declarations@icare.nsw.gov.au <declarations@icare.nsw.gov.au>
Sent: Tuesday, 13 August 2019 1:22 PM

To: Currie, Cameran <Cameron.Currie@icare.nsw gov.au>

gov.au If you Reject the form, the Coordinator
Subject: UAT1 Insurance and Care (icare) NSW - Test Campaign ML - Dam Declaration Form: REJECTED - fO r that fO m W|” receive an ema ‘I to

Hi Cameron a4 advise them of your decision and reason
UAT1 Insurance and Care (icare) NSW - Test Campaign ML - Dam Declaration Form has been rejected.

Reason for Rejection: There are errors in Question X, Y, Z. Please update and re-submit. - david.wong1 @icare. nsw_gov.au

Please login to the Insurance for NSW Portal https://my.icare.nsw.gov.au/ and access TMF Declarations Capture to resubmit your assigned task.

If you have any questions about TMF Declarations, please contact your Insurance for NSW Client Engagement Manager or email us at declarations@icare.nsw.gov.au.

Kind regards,

Insurance for NSW
This message and any sttached files is intended solely for the use of the individual or entity to whom it is addressed and may that leged, confidential, proprietary and/or exempt from disclosure under applicable law. Personal

and health information is highly sensitive. You should not disclose or retain such information unless you have consent or are authorised by law. If you are not the i recipient of this lease delete all i motify the sender. Any

views expressed in this message are not necessarily the views of Insurance and Care NSW.

The Coordinator is required to update the contents as required, before re-submitting the form for approval
with supporting comments.

Once the Coordinator re-submits the form, the Task will once again appear in your Pending Approval
task list.

The history of comments associated with the approval process for this form can be accessed by clicking
on the Rejection Commentary button in the Section Menu, or on the exclamation mark (!) in any of the

sections.

icare CYBER DECLARATION FORM — o
Enarance for MW
CYBER DECLARATION FORM

o

CYBER LIABLITY SECTION

icare
Incusance for NS

GNLOAD METRUCTIONS

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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