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Excel Templates

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 Do not switch between On-screen and 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) i 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)

template with realtime Record Data added. It is safe to do this multiple time

INVESTMENT NSW TMF DECLARATIONS - PROPERTY.XLSM ¥

7 no file has been downloaded then use the "DOWNLOAD DATA ENTRY SPREADSHEET  button above to extract the data entry spreadsheet. If a file has been uploaded before, then it might centain edits. Download the previously updated version te ensure

lAsset 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 Excel (more than 100 rows)

1. Download the Excel template from the current and relevant Declaration Section and only update from
this file. Prior versions will not be accepted, and you will not be able to ‘Complete Section’.
2. Todo this, select the “Download Data Entry Spreadsheet” button.

Select On-screen* to enter data directly or select Excel template to download and complete template. ?
(O On-screen (Recommended if you have 100 rows or less)

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

Click to download

@ AssetRegistry File (2024.2) / Excel Template

DOWNLOAD DATA ENTRY SPREADSHEET ¥

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

3. The downloaded Excel template will be a locked file. To unlock the file:

Click Enable Editing and then Enable Content. This will populate the Excel template with data declared
in the previous year. If there is no data from last year, the grid will be blank.

AutoSave @ 00) [

Asset Registry File (38)xism - Protected View - Excel

File Home Insert Draw Page Layout Formulas Data

Review View Help O s

. ~

f

B10

Autosave @ 0F) [
File Home Insert Draw Page Layout Formulas  Data
S——— Click to populate the Excel
J X Cut alibr v v template with previous years data
e [DCopy ~
ste
S Format Painter

lipboard

: Fout &~
1) SECURITY WARNING Macros have been disabled °

810 v f

4. We recommend you save a copy of the downloaded Excel template immediately to your computer’s local
drive. This will be your working version.

e The Excel template must remain in the Macro format when you save it. This is to ensure you can

upload the document back into the system.
Save AS Make sure your Excel file remains in Macro

format when you first save it
T [ Downloads
(O Recent
Asset Registry File (38)
Other locations. Excel Macro-Enabled Workbook (“xism)

v | [Zsae
= More options..
E_;! This PC

5. If you get an error message the first time you save your file — click “OK” and proceed to save to your

preferred location.

Microsoft Excel X

8 ERROR's were found with the data, please review the cells with Excel
B Comments assigned to them

Click OK if you get an error message when you [
first save your downloaded Excel file and » OK
proceed to save to your preferred location
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Updating Records

Do NOT delete the data for any previously declared records from the Excel template.
Use Inactive for assets that have been sold, retired, or acquired by another agency.
Any property/watercraft/aircraft/motor assets declared as Inactive, will require you to manually update any

fields with a value to zero (0) value.

. 1CAYE€ Insurance for NSW

Field Description Reset Data

2 Clear

8 Validate 0 - 0 = 0 < 0 =

10 8098199 AUD Inactive 888011

11 8098256 AUD Inactive v | 888012

12 8098313 AUD Inactive 888013

13 8098370 AUD Active 888014 ™~ Do not delete any records. If you no

14 8098427 AUD Active 888015 - longer own or have an interest ina
particular asset, mark it as Inactive

15 8098484 AUD Active 888016

Adding New Record

1.

To add a record, start typing in the details of the new asset in the next blank row, starting with the “Status”
column. Do not leave any blank rows in between.
Only new entries can be deleted. If these entries are deleted, ensure you delete all values in that row.
To search for a specific record or group of records in your Excel template:
a. Hold Ctrl + F on your keyboard to search for a keyword (e.g. address, name, etc.).

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

L4
™ In the Excel Template, double click on the column heading
a care Insurance for NSW to sort the column in ascending or descending order
Field Description  Reset Data 1

Validate 0 0 ® w

36663176 AUD Active EiledMaratetrCd nknown

Use the filters to locate 36663174

Owned - Tomaree Hospital Unknown

relevant assets or narrow Bob3962 AUD Active Owned - New Maitland Hospital 7 storey

down your asset list for 36663178 AUD Active Owned - Manning Hospital Unknown

editing 36663162 AUD Active Owned - Kurri Kurri Hospital Unknown
36663212 AUD Active Owned - John Hunter Hospital Unknown

c. Filter each column for the records you want to display. (Any sorting and filtering will be cleared when

you add a new record, save or validate).

There are two buttons on the top left of the Excel:

1CAYE Insurance for NSW

—q

Field Descriptiofl  Reset Data

/ Validate . 0
L 1__:uu31?6 AUD

Avoid the Reset button 36663174 AUD

Acceanen Anim
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i. Reset Data — this will reset the data to what was originally generated by the system when you
downloaded the file. (Avoid using this as you will lose any changes you may have made).

ii. Validate — must be used to check that all mandatory fields are completed accurately.

= |fthefile has been completed correctly, a “Validation Successful” message will appear.
= Ifthere is an error, the Excel template file will fail to load which may result in Rejection when
submitting your form. The relevant field will be flagged with a comment.
Microsoft Excel X Microsoft Excel X
Validation Successful v ERROR's were found with the data, please review the cells with Excel
' Comments assigned to them
@ ey [ o
= Tolocate the fields that contain errors, go to the Review tab (top of Excel template) and select
Next Note or Next Comment, this will take you to the next field that requires updating.
File Home Insert Draw Page layout Formulas Data View Help Acrobat
b x T |
A ES == EE SR OR - Rl P
Spelling Thesaurus Workbook Check: Smart Translate New  Delete Previous Next Show Notes Unprotect Protect A
Statistics Accessibility ¥ | Lookup Comment Comment Comment Comments 4 Sheet Workbook
Proofing Accessibility Insights Language Comments

<_|J Previous Note

[ show/Hide Note

n B show Al Notes I
- - Fields that need to be updated will 2]
CAYE 1nsurance for NSW ve markec with a comment
Field Description  Reset Data 1
validate 0 ~10 = 0 =
36663176 AUD E Unknown

You must ensure that the Validation check is successful before you upload the file to the declaration system.
You will not be able to proceed if the validation has not occurred.

After successful validation, re-save your file to ensure all amendments are saved.

7. Proceed to the Asset Register Section and click on, Select File + to upload the Excel template.

SELECTFILE 4+

8. If your Excel template has been successfully uploaded, there will be no error messages in red.

Motor Vehicle - Additional Information Registry File (2023.6)

DOWNLOAD DATA ENTRY SPREADSHEET &

MOTOR VEHICLE REGISTRY FILE_2023.6.XLSM & n

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

O Ne

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

Motor Registry Version Validated - (This is 2 system automated check based on the excel you've uploaded.)
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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.)

English - COMPLETE SECTION

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.

icare PROPERTY DECLARATION FORM

Insurance for NSW TRAINING AGH PROPERTY DECLARATION FORM

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

INSTRUCTIONS

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 be able to see the
Completed Approved icon which will have a list of
forms that they have Approved
Your Completed Tasks will appear here Y PP
# Title Updated Date ™
Training Agency 04 - Training TMF Declaration 2023/2024 - Property Declaration Form 29-May-2023 v
Approved forms are
5 Training Agency 04 - Training TMF Declaration 2023/2024 - Motor Vehicles Declaration Form marked with a tick 29-May-2023 v
R 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
. UATS Forestry Corporation of NSW - Training TMF Declaration 2024/2025 - Risk Maturity Declaration Form are marked with a clock 07-Jun-2023
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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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