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Introduction

1 Introduction

NovaCore is a professional, enterprise class system that makes compliance and document management
easy. NovaCore has a wide variety of features including but not limited to the ability to instantly generate
reports for audits and to show continuous improvement; create your own compliance frameworks; create,
edit, revise and publish documents that automatically update their revision details; distribute approved and
current documents via a web document portal; publish approved and current documents to a website ora
file server; perform intuitive searches and much more.

The unique Traffic Light System ensures that documents remain up to date, alerting users when documents
need to be actioned. With NovaCore, managing security is easy too with options that ensure that the right
people action the right documents in the right way.

NovaCore enables you to manage documents and compliance more efficiently, saving time, reducing stress
and keeping your organisation compliant.

There are 2 versions of NovaCore:

W novacore
The on-premises edition that can be installed on a server for access by multiple users within an
organisation's network or installed on a single PC.

&novacloud
An online version of NovaCore. NovaCloud has all of the features of NovaCore with the advantage of being
accessible from any device through your web browser.

NovaCloud through a web browser limits copy and paste functionality to plain text, and downloads all
documents as PDF files before printing. To overcome these limitations, we recommend using NovaCloud
Desktop. NovaCloud Desktop is an app for Windows that has the look and feel of a desktop application but is
actually "in the cloud."

Using the Manual

The manual is interactive and has links to other detail chapters. These links are clickable but if you choose to
print this manual, the littleD* symbol showing a page number can be used to referto the linked page.

A regularly updated version of this manual is also available online at help.novacore.com.au

1.1 LoggingIn
Logging into the on-premises version of NovaCore

When you open NovaCore, the Login window will open up. From this window you can do several things:

e Loginto NovaCore

e Launch Remote Support

e See how many NovaCore licences your company has, how many of those licences are in use at the time
of logging in and who is using them.

User Manual © 2025 NovaCore Pty Ltd


https://help.novacore.com.au

Introduction

Version 3.1.1902.1

,/I'l ovacore

Lsername RTOADM '&'ri %

Password TR @

Connection Profile |MovaCare Main | W
Licences: 2 Inuse: 0 0K | Cancel |

Username and Password

When you first log into NovaCore, use the default user name and password:

e Username: RTOADM
e Password: MANAGER (note that this must be UPPER CASE)

To change the password once you have logged into NovaCore see Change Password®"™ .

Connection Profile

The Connection Profile defines the connection settings to the database. These are usually configured
automatically during setup. In a multi-server environment you can use the drop-down arrow to select which
database installation to connect to.

Connection Profile MovaCore h"iain ®

Licences: 2 Inuse: 0 Ok | Cancel |

If, due to network restrictions or firewalls, the Connection Profile cannot be found NovaCore will use the
settings that are the most likely to match the connection profile settings. Instead of the Connection Profile
you will see the Database server and filename. This should not affect login and you can login as usual.
However if the settings are not correct or have changed check with your IT staff what to enter in these fields
to successfully login.

Database server localhost

Database filename C:¥Program Files (x86)\MNovaCore\Cms\NovaCore3. fdb

Licences: 20 Inuse: 1 QK Cancel

Licences
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The Licence button shows how many NovaCore licences your company has and how many of them are in
use at the time of logging in. Select the Licence button to see who in your company is currently logged into

NovaCore.
Connection Profile |MovaCore Main | (¥
{____‘___ Licences: 2 Inuse: 1 ______} Ik Cancel

Sometimes the Licence button may read INVALID. If this is the case, you will not be able to login to
NovaCore and must contact your NovaCore administrator.

Connection Profile MovaCore Main | ]

Licences: INVALID 0K Cancel |

If your licence is due to expire, a warning is displayed on the login screen as in the example below. The
warning will start showing 30 days before licence expiry. Select Click here to renew now to renew the
licence.

p

]

Version 3.1, 1902, 1

,/ Nnovacore

The database licence will
| expire on 1/03/2019

Username !| |:

Password Click here to renew now.

Connection Profile |MovaCore Main | (¥

Licences: 2 Inuse: 0 8] .4 Cancel |

Remote Support

The lifebelticon is for remote support.
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Version 3.1.1902.1

) Nnovacore

Username | I

Password

Connection Profile |NevaCare Main | )

Licences: 2 Inuse: 1 QK Cancel

The remote support feature enables a member of the NovaCore team to see your screen during a support
call. Select the remote support icon and give the displayed ID number to the NovaCore team member.

Logging into the browser version of NovaCloud

To loginto &HOVBUOUd through your browser:

Traditional login with Username and Password

1. Go to https://novacore.cloud

novacloud

powerd by NovaCore

Username

Password

Login
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2. Enterinyour Username and Password. Your Username is: your organisation name, backslash, your login

name. For example: NOVACORE\ADMIN.

3. Login.

Single Sign-On (SSO) with your Microsoft Account

If you or your organisation have opted to use SSO as the login method for NovaCloud then the login page can
be bypassed. Note that your account will need to have been setup for SSO by NovaCore.

1. Go to https://novacore.cloud/sso

2. If you are not already signed into your Microsoft account or you are signed into multiple Microsoft
accounts then you will be redirected to the Microsoft account Sign in page.

3. If you have not logged into NovaCloud using SSO before you will be requested to grant NovaCloud
permission to access your email address in your Microsoft account. NovaCloud relies on the Microsoft
identity platform to validate you as a user and then uses your Microsoft account email address to

associate you with your NovaCloud account.

Click the Accept button to complete the setup. Once you have accepted providing permission for the
NovaCloud app to access your Microsoft account you will be logged into NovaCloud.

Note

If your Microsoft account is not a personal account but part of the organisation you work for then you may
be required to have your IT administrator grant the permission on your account.
For technical details see NovaCloud Single Sign-On (SS0)0™

BS Microsoft
Sign in

Email, phone, or Skype

Mo account? Create one!

Can't access your account?

Q; Sign-in options

User Manual © 2025 NovaCore Pty Ltd

Next

BS Microsoft

& Let this app access your
info? (1 of 1 apps)
[NovacORE PTY LTD]l;

NovaCloud needs your permission to:

BN view your email address
NovaCloud will be able to read your primary
email address.

BN view your basic profile
MNovaCloud will be able to see your basic
profile (name, picture, user name).

Accepting these permissions means that you allow this app to use
your data as specified in their terms of service and privacy
statement. The publisher has not provided links to their terms
for you to review. You can change these permissions at https://
microsoft.com/consent. Show details
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Logging into NovaCloud Desktop

If you don't already have the NovaCloud Desktop app for Windows then download it from here and save it to
your Desktop.

To log into NovaCloud Desktop

1. Openthe app.

novacloud

DESKTOP powerd by NovaCore

Version 3.2.2408.1

Username

Password

[ 1 Remember me

Lagin

{:::I; =. Sign in with Microsoft Cancel

2. Traditional login with Username and Password
Type in your Username and Password. Your Username is: your organisation name, backslash, your login
name. For example: NOVACORE\RTOADM.
Click Login.

Single Sign-On (SSO) with your Microsoft Account

To use Single Sign-On (SSO) using your Microsoft account click the Sign in with Microsoft button. By
default your default web browser will open and request you to sign into your Microsoft account as
described in 2. and 3. of the previous section.

3. Once you have logged into NovaCloud your login method will be remembered as your preference and
only that method will be shown as an option when launching the NovaCloud Desktop app in the future.
To show both options again hold down the Ctrl key on your keyboard when launching the app.

1.2 Understanding Screen Layout

When you log in to NovaCore you will see your Dashboard filling most of the screen and the main menu or
Ribbon Menu along the top of your screen.

Dashboard

User Manual © 2025 NovaCore Pty Ltd



https://novacore.com.au/cms/NovaCloud.exe

Introduction

novacore N | RepsiesBepots_ TootConty b
Start Here /ol CEEN 2. Y Y
v /v R R Bd e R @
@ TR | o | oo R Cncd | oy gy | P Pm Gpot Comento Smdve S Susaie | P
Desiment Pl Gt T et Coun e | e
Fameials o e o View
Search [0] [ search options ~
Dashboard

DOCO12: ] Continuous Improve...

 D0C1432 B8] AQTF Organisational Chart
DOC138! ] blank2 QWERTY

@ Docis14 ) asdf asdfas

v DOCO122 ] tssuing & Quaficatons

#/ DOC162: ] 1CT30515 - RPLK - ..

License Info
Tote

In your NovaCore Dashboard you will see different coloured tiles:
e Dark Blue Tile - shows your compliance status.
o Light Blue Tiles - show what is happening with your documents.

e Green Tiles - support related tiles.

Clicking on any tile will take you to more detailed information, related screens or action lists.

Editing History

When you log in, alist of the documents you most recently actioned are displayed to the left of your
Dashboard. To clear this list, select Clear History under Tools/Config on the Ribbon Menu.

Manage Registers Reports Tools/Config Help

3 B e &

Import Manage Manage Change Manage Users Who's
Documents  Templates  Subscribers Password & Groups - Legged in
Tools Users
Ribbon Menu
ﬂovacore Manage Registers Reports Tools/Config Help
'« Start Here &/ . Y [ B il [ e &
v q B 4 B, &2 & ¥ 3 & B
Choose a framewark from here. Mew View Approve Revise Review Cancel Copy g’ Print Print Export Convertte Sendwvia  Subscribe Print
ﬁ Document Revision - Controlled ¥ Template  Qutlook - Address Screen
Frameworks Document Control View

(CIose-up image of what the Ribbon Menu looks like when you login)

The Ribbon Menu is grouped by the tabs along the top of the menu. The available buttons under the
Manage tab of the Ribbon Menu will change depending on context (i.e. whether you are in the DMSP® or a
Framework). The Manage tab displays a menu of all of the options for managing documents.

ﬁ Home Button - the left-most button on the Ribbon Menu. By clicking this button you will
return to the Dashboard from any other screen.

‘ novacore
Start Here
Setup Framework

@ ===\ Framework Selection Button - Hover your mouse over 'Start Here' to reveal the drop-
" “down menu that displays all of your frameworks. Once you have selected a framework,

all the functions in the program will respond relative to the framework you have selected.

Click the Setup Frameworks button on the bottom right-hand corner of the Framework
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Selection Button to edit or create frameworksD¢7.

After selecting a framework, the Manage tab will change to look like this:

novacore Manage  Registers  Reports  Tools/Config  Help
) AQTF = 7 M j ' b L NS D D (B B @
Q. L§ lm [l {3 iLJ &) 'i_? =] "E’ | J v * D »® = @' v % [; =) é
AQTF Standards & Conditons View Policies Procedures Forms Manuals Others  All  Templates New Edit Approve Revise Cancel | Copy @ Print Print. Export Convertto  Sendvia  Send Subscribe Print
Framework - e Documen 13 Revision v Controlled * Template  Outlook - A address Screen

Frameworks 3 AQTF Control & Document Control View

4 Context Sensitive Menu/Pop-up Menu

Throughout NovaCore, you can access a context sensitive menu by right-clicking on any documents or DMS
folders. This will open up a pop-up menu that changes depending on the document/folder's location (or
‘context') within NovaCore.

Here is one example of a context sensitive document menu:

L View
By Copy b
fag?y Copy this document's hyperlink
ity Paste folder(s)
e Print
'C:*‘ Print Controlled
Revise
w Review
% Cancel Revision

- Approve

w Export 3
Bl Send via Qutlook 3
4 1 Subscribe Address
3 Convert to Template
% Delete Link
A Delete
o Undelete
Status Bar

The Status Bar along the bottom of you screen displays your current version of NovaCore in the left hand

Version 3.1.1610.1

cornere.g.

The right hand corner displays the user name you are logged in as e.g. | RTOADH
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Tip
When you hover your mouse over buttons, icons and
documents in NovaCore, a helpful hint will be shown on the

status bar along the bottom of your screen next to your version
number.

Ok/Cancel Buttons

In NovaCore, whenever something can be created or changed such as User Permissions or Application
settings, the buttons in the image below will be shown to the left of the panel where the work is being
done.

@ The tick is an Ok/Save button.

The cross is a Cancel button.

Remember to click the Ok button after making any changes that you want to save and you can cancel the
changes by clicking the cancel button.

Document / File Lists

Throughout NovaCore, documents/files are displayed in lists. Document lists can all include a lot of
information such as revision number, date and frequency and document name, number, notes, etc. These
lists are customisable and most customisations you make, such as visibility, size and position of columns are
remembered as part of your login profile.

Following are some customisation possibilities:

1. Choosing Columns

You can show or hide columns of information on most document lists by right clicking on a list column
heading and selecting or deselecting any of the available columns.

= =r — ——

Resize colums to fit content
Auto resize columns to fill space

_ 4
@ Status

Classification
v Type
v  Framework

W Doc#

2. Resizing Columns

Columns can be resized by positioning your cursor between column headings and dragging.
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_| Revisio Yvision Date | Review Interv_
1.0 f04/2017  Default
1.0 10/06/2016 12 months

Columns can also be set to automatically resize to fit their content or to automatically resize themselves
to fit within the available screen width. Right click on the column header and select one of the options
as shown in the image below.

Resize colums to fit content

¥ Auto resize columns to fill space

| ¥  Status
Classification

v Type

v Framework

v Doc#

3. Sorting Columns

Left clicking on a column heading will sort it alphabetically. Clicking it again will reverse the sort order.
The sort order is displayed by the small up or down arrow on the right hand side of the sorted column.

|T1,-'|:-E|D|:u:ument Mame *\ e |Revisi|:|n| {
2 @ Client Assessment Evaluation Fort® 1.0
1 M Client File Checklist Form 10
EO T N . - -

4. Arranging Columns

You can rearrange the column positions by simply dragging a column header and dropping it in the
position of the double green arrow as you move your mouse over the column edges.

"Dnr.: = |‘@; Document Mame Es ﬁ‘.evisiunv

“DOCUULE ™| Appeals Procedures oo = | 4LU
DOCO117 B Appeals Progress Form 1.0
DOC0023 B Appeals Register 1.0
DOC0022 B Archive Register 1.0
DOCO116 B Archive Register Form 1.0

DOC0115 -@‘j Assessment OQutcomes Tracking Form 1.0

-~

5. Grouping Columns

You can group your documents by information type by dragging a column header to the Group Bar. For
example grouping documents by the month on which their review date falls due simply drag the header
of the Review Date column to the Group Bar, which is the space just above the document list as shown
in the image.
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Framework |Classiﬁcaﬁnn |5131L|5|DD|: £ |Ty|:uE|Dm:ument Mame rs |F'.E'u'i5iDI‘||
(¥) Review Date : November 2016

£# srT0 2015 3L Procedure | DOC0087 ] Assessment Procedures 1.1
k SRTO 2015 ¥ Policy * DOCO046 @ Assessment Policy 15
£ spTo 2015 T Policy f' DOC0040 M Evaluation Policy 20

(&) Review Date : February 2017

k SRTO 2015 |1 Form Tﬁ DOC0118 @ Appeals Lodgement Form 1.0
(X)) Review Date : March 2017
4 srTo 2015 9 Policy ‘) DOC0032 W] Recognition Policy 2.0

(3) Review Date : April 2017

Customisation

In NovaCore, screen layout is fully customisable and any changes you make to screen layout are
automatically saved to your user profile. If you log out of NovaCore and log back in again as the same user,
even if itis from a different computer, your customisations will remain the same.

Dashboard Tiles

Tiles can be rearranged by simply grabbing them with your mouse and dropping them in a new
position.

g o Total Licenses: 25
3.1.1607.4 @*

Latest Available
Version Remote Suppork

Inuse: 1

Available training: 1 hrs 58 min

Documents Due for Review by me

Crut of 0 Documents Due for Review

Look and Feel

To change the look and feel of the application click on the Tools/Config tab of the Ribbon Menu. On
the right-hand end of the Tools/Config menu you will see the Skin Library:

Al
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By clicking on the icons inside this Skin Library you can change the style of the application.

Resizing

Most elements or panels can be resized or repositioned within NovaCore. Wherever you see the
Resize Bar the panel to which itis aligned can be resized by dragging the bar. Selecting the bar
collapses the panel to its minimum or expands it back to its previous size.

Resize Bar

1.3 Quick Start Guide

This guide will show you the most common steps organisations take when initially setting up NovaCore
Compliance and Document Management.

Step 1. — Logging In

Log in to you NovaCore or éﬁGVEdUUd system using the credentials provided to you by NovaCore or
your organisation's administrator. If you have not received a login please contact your system administrator
or a member of the NovaCore help-desk.

Step 2. — Creating Users and Assigning Permissions

Once logged in, set up all the users who will have access to your system. These can include full content-
controller type users and read-only users who access select documents through the read-only document
portal. Learn how to assign permissions and create users under Manage Users & Groupst. Itis best to then
distribute the usernames and passwords to the relevant staff so they can aid you in the importing and

document controlling process if need be. If you are a &HDVEUOUC' user, you will have to contact the
NovaCore support team to create more content-controller users, also known as management users, for your
cloud system but you will have the ability to create read-only users if you have read-only user licenses
enabled.

Step 3. — Creating a Template

Creating a template is a great place to start after users are created. Navigate to the “Tools/Config” tab and
then choose “Template Manager”. Once you have created your template, it can be applied to all documents
that you choose to import into the system, giving all your documents the same style and same version
control information. See the chapter on TemplatesD47 to learn more about how to do this.

Step 4. — Importing Documents

Once your template is created, import your documents to the Document Management System (DMS) or
Compliance Management System (CMS) frameworks. See Import External DocumentsD?® to learn how to do
that. During the import process, you can apply your template to all the MS Word documents that you have
imported and place them in their relevant classifications in the CMS or in their relevant folders in the DMS.

Step 5 — Editing Documents

When the documents have been imported, it is best practice to open each document and make sure that the
formatting of the document is correct as applying the template may cause the documents' formatting to
shift slightly and you may need to correct it. This is due to documents having many variables including
different margins and line spacing options. It is also helpful to double-check the content of each document
to make sure it is correct and no further edits are needed. A detailed overview on how to edit documents is
available in Editing DocumentsD'®. Only when a document is complete should it be approved. A document
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can be saved multiple times before it is approved but only the completed document should be approved by
the relevant document approver and therefore when you are finished editing a document select "Save as
Complete" instead of just "Save" or "Approve". In doing so the relevant document approver will be notified
via email that the document is ready and awaiting their approval.

Step 6. — Linking Documents to Frameworks

Once all documents are edited and you are happy that the content is correct, you can start linking
documents to their relevant framework standards. Documents do not have to be approved in order for you
to link them to a standard but the traffic light will not reflect a “Green” light until the document is approved.
You can learn more about linking documents to standards and how the Traffic Light System works go to
Framework Traffic Light SystemB59.

Step 7. — Familiarising Yourself with NovaCore

Once you have established the basics, take a tour of NovaCore by selecting each of the tabs at the top and
viewing the vast amount of options and features that are available. Different views, features and tools can
be applied to make your document controlling experience much easier. This includes detailed reporting in
both the CMS and DMS frameworks. Familiarising yourself with the training videos available at
youtube.com/novacoresystems and reading the in depth user’s manual will assist you in seeing all the
features that NovaCore has to offer when it comes to document control and compliance management. Press
F1to access this help manual at any time while using the NovaCore software.

Step 8. — Setting up the Document Management System (DMS ONLY)

Not all organisations use the Document Management System (DMS) but if you have the DMS installed, the
next step is to create a detailed folder structure and then import all of your documentation into the DMS
that you deem to be relevant. The DMS is a repository for storing all of the documents within your
organisation whether they are compliance related or not. Its purpose is to make it easy to manage and
control documents such as training materials, assessments, finance materials, archives etc. You can learn
more about how to use and setup the DMS under the DmsD7e topic.

Step 9. — Generating Reports

Taking full advantage of all the reports is a must when you have your CMS and DMS populated with various
documents. Reporting on frameworks, folder structures, document history and revision history is very
important. Learn more about reporting under ReportsH™ .

Final Step — Referring Back and FAQ

When using NovaCore it may take time to uncover all the things it can do for you in regards to compliance
management and document control. It is best to constantly refer back to the user manual for updates and
tips on using different parts of the system and to watch the training series on YouTube. One of the most
valuable help tools offered is the NovaCore FAQ where you can submit questions that will be answered by
our help-desk staff and then added to the FAQ for future reference. You can also navigate your way through
some of the questions most commonly asked by our clients and get answers quickly and efficiently. To learn
more head to fag.novacore.com.au

Lastly, remember to press F1to view detailed context sensitive help at any time.
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2 Working with Documents

2.1 Document Controlling
Document controlling is exactly the same in each of the different frameworks as well as in the Document

Management SystemB’® (DMS).

To view the documents linked to a specific framework:

1. Select aframework using the Framework Selection ButtonD® .

2. Select one of the ClassificationsD?® displayed on the Ribbon Menu® to bring up the documents you
want to work with.Your documents will be displayed with status symbolsng and information such as
their revision number®?® and review date.D?

Tip
You can rearrange the information columns by dragging and
dropping them with your mouse. You can also group your

documents by information type by dragging the header of that
column to the space just above the document list.

Document Options

Right click on a document to gain quick access to the possible actions available for the document. The
possible actions are as follows:

View - Open the document in read-only mode. This replaces the Edit option if the document is approved.

Edit - Make changes to the document. This is only available for non-approved documents. (See Editing
Documentsmg.)

Copy - Copy the document and paste itinto a DMS folder. Note: This does not duplicate the document but
creates a link to it. See Copying DocumentsD® to learn more.

Copy Hyperlink - Copy a link to the document so that you can share it internally via email ora web
browser. Note: This feature is limited to how the Document Portal has been installed and configured and is
only for approved documents that have been published publicly. (See PublishingDsS)

Print - Print the document with a watermark. (See PrintingD45 for more information.)

Print Controlled - Print the document without a watermark.

Revise - Revise an approved document by editing its content and changing the revision number. (See
Revising DocumentsD?’ J)

Review - Review an approved document without making any edits or changing the revision number. (See
Reviewing DocumentsDzs)

Approve - Approve a document.

Export - Export a document in its original format or as a PDF.
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Convertto Template - Convert a document into a template that can be applied to other documents. (See
TemplatesD®' for more information.)

Delete - Delete a document. Once a document has been deleted it can be undeleted.

Undelete - Recover a document that was accidentally deleted. (See Document List Viewing OptionsD55 to
show deleted documents)

2.2 Creating Documents

To create a new document:

1. Select New Document on the Ribbon Menu under the Manage tab:

Manage Registers Repaorts Tools/Config Help

S i & 0§ 22 B
View Policies Procedures Forms Manuals Others Al Templates

Framework T T
SRTO 2015 Control P

I
Mew
Document

2. Inthe Create New Document pop-up window give your new document a name, set an approver and set a
classificationD® for your document.

Create Mew Document n

MName |

Revision |1.0

Approval by W

Classification W

Edit later

Import External File
File

File type W] Mg word v

Template W

Create Cancel

Note

The Revision number is automatically defined by the system and cannot be manually changed unless
Importing an ExternalD% document and only if the Allow changing the revision of individual documents
when importingD'* option is enabled.

3. Select Edit later to allow the revision to be initiated while saving the document to edit it later.The
document will be created with the 'Waiting to be Edited' status.

User Manual © 2025 NovaCore Pty Ltd



\Working with Documents

4. The Import External File field provides a way to revise documents such as PDF or image files that are
not editable within NovaCore but are edited using external applications. In addition to this you may have
arequirement to revise a document by someone external to your organisation who sends you an
updated version of the document.

5. Select afile type. If you do not, an MS Word document will be created automatically.

6. Once you have selected a file type the Template drop-down will show all available templates of the
same type. When selecting a Template for new documents the template is used not only for the header
and footer definitions but if the template has content it will be used as the basis or starting point for the
new document. (See TemplatesD47 for detail on creating templates).

Create Mew Document n
I' Mame
“ Revision [1.0
Approval by W
Classification B! Form | v
[ ] Edit later

[ ] Import External File

File
File type W Ms Word | v
Template f |
A Mew Test (1.0) 15 Templates ~
Blank (2.0) If Templates ¢
Chedkout Tests (2.0) !!‘;"‘,fTemplates el

7. When you have filled in the fields click Create. Unless you selected Edit later your new document will
open in the relevant Office application based on the chosen file type. For more information on editing
your document inside the application see Editing DocumentsD .

2.3 Editing Documents
Ifitisin an editable state (i.e. Newly imported, Waiting to be edited, Being edited or Waiting approval) and

you have edit permissions there are 3 ways to open a document for editing:

1. Rightclick on the document and select Edit or
2. Double-click the document or
3. Select the document and click on the Edit button under the manage tab of the Ribbon Menu.

Manage Registers Reports Tools/Config Help

@B e BR) R v

View Policies  Procedures  Forms  Manuals  Others Al Templates Mew Approve
Framework ' ™ Document

SRTO 2015 Control ]

Word, Excel, PowerPoint or Publisher documents will open in the relevant Office application. Note that PDF
files cannot be edited.
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Note

Documents can only be edited if their statusD? js Newly Imported, Waiting to be Edited, Being Edited or
Waiting Approval. If a document cannot be edited it can be RevisedD?".

When the selected document opens, the NovaCore Toolbox as well as other buttons are embedded in the
Office application and the Office menus.

The NovaCore Toolbox

The NovaCore Toolbox is a feature embedded in MS Office applications that enables you to apply and edit
NovaCore specificinformation in your document. It has three pages that can be accessed by the tabs located
along the top section of the toolbox. The three pages are Properties, Web Form and Tagging.

Properties

NovaCare Toolbox “ g

JPmperhes Web Form \ Tagging

| properties

Document name
asition Description - Enrolment Administrator

Createddate  21/12/2018
Created by NOVACCRE

ey
Template 3

Reapply template

| Revision Details

Revision 1.0

Revision date 21/12/2018 9:38:27 FM
Approval by

Review interval 12 months

Next review 25/01/2020

Revision notes

[ ing Options

3 | Publish Private
(]

Fublish Public

Publish & Export as Unprotected

[ ision Status

v Approved...

Sethy RTOADM
Date  21/12{2018 9:38:27PM

Web Form

Go to Web Formst'

00

Document Name - View and/or change the name of the document

Created date - The date when the document was created

Created by - Who the document was created by

Template - Apply a templateD47 by choosing one from the drop down list.
Revision - The document's revision number

Revision date - Last revision date

D57.)

Approval by - Set who the document should be approved by. (See Workflow

Review interval - Choose how regularly the document should be reviewed. By
default this is twelve months.

Next review - Set the document's next review date. By default this is set to twelve
months from the date of creating/editing/revising the document.

Revision notes - Add revision notes. This is very helpful for when you want to look
back on the document and see what changes you made and why.

Publishing options - Go to PublishingD35 for an explanation of this section of the
toolbox.

Revision Status - This shows the status of the document.
Set by - The person actioning the document

Date - The document's Revision Date.

forinformation on using the Web Form page of the toolbox.
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Tagging

Enter keywords on this page which will be used in cataloguing the document for searches.

Other Buttons Integrated into Microsoft Office

e e w. .. The document can be approved straight from the application by clicking on the
o D e ‘Ugreen tick in the top left-hand corner.

5t Formatpnter ||| B £ L~ sbe X, 7 Ac|[#2 -

You have the option to Save or Save as Complete. Save as Complete sets the
status of the document as Waiting Approval.

Save As ¢ The Print and Print Controlled options work the same way as they do in NovaCore.

. (see Document ControllingD17 for more detail)
@ Save as Complete

Print 4

Print Controlled

ﬁ:@iﬂ 9 8. You can also insert NovaCore Custom FieldsD™, Revision F|eIdst oryour logo
_ - Rl - underthe Office insert tab. (also see Using Custom FieldsD? °)

= - Q) =

Custom Revision Logo Cover Blank Page
Field~ Field~ Page~ Page Break
MovaCore Pages

2.4 Revising Documents

Tip

If the content of a document does not need to be changed but
is approaching or has past its revision date, ReviewD? the
document instead of revising it. This changes the review date
of a document without changing the revision number.

How to Revise a Document

If a document has been approved, the edit option will not be available. The only way to change an approved
document is to revise it. To revise a document:

1. Rightclick on the document and choose Revise or select the document and click the Revise button on
the Ribbon Menu under the Manage tab:
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2. Onselectingthe Revise button, the Revise Document form will open up:

> Revise Document E3
Document name Appeals Policy
Mew revision 1.2 Major @ Minor
Revision date 15/08/2024
To be approved by |RTO Administrator (¥

Mark the current revision as obsolete and this new revision as current

but not approved
| Current
Revision notes
External file =]
Edit later

Ok Cancel

The Revise Document form allows you to choose various revision parameters including the document
name, add revision notes

Revision Number

The Revise Document form allows you to define the revision as a Major or Minor revision. If itis a major
revision the new revision number counts up to the next whole number and if it is a minor revision the
revision number decimal position will increment.

If Do not change the revision date or the next review date for minor revisions is enabled under
Application Optionst, the revision date will not change for Minor revisions but only for Major revisions.

Approval by

You can also set who you'd like to approve the document, we call this the 'Document Approver'. If you do
not specify this NovaCore will automatically use the system wide Default Approver (see Global Settingst ).

Every time a document is created, edited or revised, an email alert will be sent to the Approver.

Current

Enable this option to mark the current revision as obsolete and the new revision as current but not
approved. Note that this is not the normal practice and should only be used if you want to force an approved
document out of circulation immediately until this new revision is approved.
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Revision Notes

You can add revision notes at this point but these notes can also be added or edited within the NovaCore
Toolbox when editing the document. Revision notes are always useful especially as they can be reported on
and provide a simple way of providing evidence of continuous improvement for audits.

Revising a Document Using an External File

The external file selection field provides a way to revise documents such as PDF or image files that are not
editable within NovaCore but are edited using external applications. In addition to this, you may have a
requirement to revise a document by someone external to your organisation who sends you an updated
version of the document.

To update a document with an external file:

1. Selectthefoldericon.
2. Choose your file and click Ok.

In some cases, the date of the external file may be earlier than the date that the revision is made. If thatis
the case, select the date of the external file using the drop down calendar. Note: You must select your
external file first so that the revision date will become editable.

Note
This option will only be available if it is enabled under Global Settings in Application Optionst .

= Revise Document E3
Document name |Appeals Paolicy
Mew revision .11.-2 ) Majar &) Minar
Revision date |15/08/2024 V] s Edit Date
To be approved by Friday, 16 August 2024 | v
Mark the current revis & August 2024 2! | current
but not approved Mon Tue Wed Thu Fri Sat Sun
29 30 31 1 2 3 4
R T te 5 6 ? ...... 8 g 1[] 11 |
svisennetEs 12 13™14 (35086 17 18
19 20 21 22 23 24 325
26 27 28 29 30 I 1
2 3 4 5 a 7 8
| Clear
External file Marketing Policy.docx FDld e-r/uﬂ
[ Edit later
- lcon
Ok I : Cancel :
1L il
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Revising a Document Inside an Application

Once you have adjusted the revision options click the Ok button. The document will open and you will be
able to editit. (See editing documentsD1® for more) Once you have edited and saved the document it can be
approved.

Reverting to a Previous Revision

If you need to revert the content of a newly revised document to match the content of a previous version of
the document without actually deleting the revision, you can Revert the document to a previous version.

Note

The steps below must be done from the document lists under Policies, Procedures, Manuals etc. and NOT
from the Traffic Light System as the TLS only shows the latest approved version of a document.

Documents that have been approved cannot be reverted to previous revisions. To revert an approved
document to a previous revision revise the document and select the option to Edit later and click OK.

Revision notes

External file ﬂ

| o
This changes the current status of the document to Waiting to be Edited. Make sure that the document is
selected and click on the revision history icon as shown in the image below:

= Nut&

Yiew

The previous revisions of the document will be shown below the document. Right click on the revision you
want to revert to and select Revert.

T Docotis g Pt
% Dpocois ﬁ #  Print Controlled
| % DOCO119 N
@ Doch 118 | e
v DOCO119
v DOCD113 B v Approve
DOCO119 d

Cancelling a Revision

A revision can be cancelled or undone if the revision has not been approved. Right click on the revised
document and select Cancel Revision. The document will revert to its previous approved version.

User Manual © 2025 NovaCore Pty Ltd



\Working with Documents

2.5 Reviewing Documents

Reviewing a document changes the document review date without changing the version number. Use this
feature for documents that are approaching their review date but that do not need any content changes.

To review a document:

1. Rightclick on the document and choose Review or select the document and then select the Review
button on the Ribbon Menu under the Manage tab:

.
v

Review

2. Select Yes.

Warning E3

f | Mark this document as Reviewed and set a new Review Date?

Yec i Mo | Cancel

..................................

Your document's review date will be updated according to the document's review interval. A revision note
will automatically be added to the document for audit trail purposes.

2.6 Using Custom Fields

Custom fields are a powerful feature enabling you not only to insert a particular detail into your documents
but changing that detail (custom field value) from within NovaCore automatically updates all the documents
that use your custom field throughout the system.

Inserting Custom Fields

Once afield has been created you can insert it into your documents. To create/edit custom fields go to
Application OptionsD™ > Custom FieldsP™

To insert a custom field into a document:

1. Place your cursor where you want your custom field to be inserted as in the example below.

register an appeal. It ensures all
and outcomes.

| 1

2. Policy Statement

2. GototheInserttab. Click on Custom Field and the field names of all your custom fields will be shown
in the drop down list.
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3. Select the field you want to insert.

Pacg
| e
Custom|Revision Logo Caver
t Field ~ | Fisld ~ Page -
14 Company i
AccreditationBody
R AdminEmail
I AdminEmail2
' AdminEmail3
CRICOSnumber
| —
Company name T/A
| —
| PhoneMumber
Position 1 ment |
. I—

4. Once the field is selected the value of the field will appearin the document:

register an appeal. It ens
and outcomes.

+08 1234 1234

2. Policy Statement

Note

Do not try to manually change the value of a revision field in your document, e.g. the revision number, as
this will be overwritten by NovaCore. The same applies to custom fields and the logo. If you want to
replace these and keep them independent of both the system and other documents then delete the field
first and then replace it with new text or an image respectively.

Inserting a Logo Field

The Logo field is a form of custom field. Logos inserted as fields can be updated by simply changing the logo
in Application Options >OrganisationD™ . This will change the logo in all documents throughout the
system that have the logo field inserted into them.

Note

Logo fields can only be inserted into MS Word documents.

Toinsert alogo field:
1. Position your cursor where you want the logo to be.

2. Gotolnsert
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3. SelectLogo:

5 ﬂ
';—/ Home ert

= = ()

Custom Revision \Logo
Field~ Field~
MovaCore

4. The logo specified under Organisatioan will be inserted into the document. If a logo has not been
specified afield like the one in the image below will be inserted instead. As soon as alogo is specified in

Organisation this field will update automatically.

Your Logo goes |

here
Tip
Insert logos into the document header if you want the logo to
appear on every page of the document.
Note

For logos that are inserted into documents it is best to use an image that is not more than 100kb in size
otherwise the logo will inflate the size of the file.

2.7 Using Revision Fields

Revision fields are similar to custom fieldsb2 except that their content is managed and changed by
NovaCore and is related to the document and its state and properties. Examples of revision fields are
approval date and next review date. The information in theses fields will be updated automatically. To
customise the format of revision fields go to Application Options2®” > Revision FieldsD?’.

To insert a revision field into a document:

1. Place your cursor where you want your revision field to be inserted as in the example below.

2. Policy Statement

2. Gotothe Inserttab. Clickon Revision Field and the field names of all your revision fields will be
shown in the drop down list.
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3. Select the field you want to insert.

Home | Insert Page L

& |

Custom |Revision| Logo Cover Bl
Field = | Field Page~ P

Approved By

MovaCd Approved Date I} |
Propertie Created By

Propel Document Location
Jocumen Document Name
SAMEEE Document Mumber
“reated g Mext Review Date
Zreated b Revision
remplate Revision Date

4. Once the field is selected the value of the field will appearin the document:

2. Policy Statement

Date Approved: 01/03/2019

Note

Do not try to manually change the value of a revision field in your document, e.g. the revision number, as
this will be overwritten by NovaCore. The same applies to custom fields and the logo. If you want to
replace these and keep them independent of both the system and other documents then delete the field
first and then replace it with the new text or image respectively.

2.8 Deleting Documents

To delete a document, right click on the document and select Delete or select the document and select
Delete under the Manage tab of the Ribbon Menu.

BN ]
g N

Copy % Print

Document Control

Deleting Document Links

In the DMS you can delete a document's link to a specific folder.

1. Select a DMS Folder and select a document in that folder.
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2. Rightclick onthe document and select Delete Link.

Convert to Template

' Delete Link

N Delete

Recovering Deleted Documents

To recover previously deleted documents:
1. Selectthe Deleted Documents icon under the Manage tab of the Ribbon Menu.

L@

= Motes

Deleted documents will now show in the list of documents with a deleted status symbol.

I!! Form "l DOC6623 @] 7f27j2012 () AQTF  Induction Checklist

1? other @EEH‘J -@'_] 9f1f2011 [} AQTF  Induction Checklist

P Policy 7552 I@j 7112015 [} AQTF  Induction Checklist

Il Form v DOC6628 .!:I:j 1f16/2018 (} AQTF  Industry Consultation Form

P Policy w DOC6652 "% 5f2f2017 L} AQTF  Insurance Policy changed name

2. Torecover adocument right click on the document and select Undelete.

3. To permanently delete a document, delete it again.

2.9 Document Properties
Status

Every document in NovaCore has a status which is identifiable by the status symbol. Hovering your mouse
cursor over a status symbol will display a hint describing its meaning. The following list explains all available

status symbols:

v Approved - An approved document cannot be edited and it will be protected when opened. You can
view, print, export and revise an approved document.

- Checked Out - The document has been checked out by a NovaCore user.
/ . L . . 18
ot Editing - The document is in the process of being edited™- ".
Newly Imported - The document has just been importedD36 into NovaCore.

@/

Edit Pending - A document with this symbol is waiting to be edited.
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) Needs Review - The documentis due forits review.

).}

v Reviewed - This means that a document was reviewedD2%, The review date of the document was
updated without any changes being made to the document.

@

v Waiting Approval - The document needs to be approved.

aj Past Review - The document is past its review date. Documents with this symbol will have ared
light in the Traffic Light System.D%®

Classification

Classifications enable you to organise and group your documents more easily. After selecting a framework
using the Framework Selection ButtonD® the default classifications will be displayed on the Ribbon Menu
as shown below, and select one of them will display just those documents:

a nG‘v,a CO re Manage Registers Reports Tools/Config Help

Y ¢y AQTF = k ; '

Q" @ b & U8 R
View

AQTF Standards & Conditions Policies  Procedures  Forms  Manuals  Others All
ﬁ Framewaork v

Frarmeworks I AQTF Control

You can assign a document classification when creatingD18 or importingD36 documents. You can change a
document classification by simply changing the selection in the classification field.

iCIassiﬁcaﬁnn iTempIate

| w

Procedure !g

Form
Manual
Other
Template
Spedal Doc
b2a

To access the document after it has been imported go to the Manage tab of the Ribbon Menu and select
the classification. For example, if you set the classification of your document to 'Policy' click on the Policies
button to access your document. If you do not classify a document that belongs to a framework, NovaCore
will place the document under Others >Unclassified onthe Ribbon Menu.
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Note

You can select the arrow button on the bottom right corner of the Framework Control group of the Ribbon
Menu to manage custom document classifications. To learn how to create classifications see Document
Classifications2™

Help
7 .
Others Al Templates MNew View Approve Revi
¥ T Docurnent
anage custom document classifications
Review Date

NovaCore automatically sets a document's Review Date afterits approval as specified by the Renew
Interval (see below).

To change a document's review date
1. Gotoadocumentlistthatindexesthe document as explained in Document ControllingD17.

2. Inthe Review Date column select the date you want to change. You can either type the new date in or
select the drop down arrow beside the date to view a mini calendar and select the desired date.

11/07/2017 |v [ |  Default
Thursday, 20 July 2017
& July 2017 L} e

Mon Tue Wed Thu Fri Sat Sun

6 27 28 29 30 1 2
z 4. 5 & 48 9
10{11i12 13 14 15 16
17 18 19 |20 21 22 23
J4 25 26 27 I8 29 30
_1.

31 1 2 3 3 B

Clear
You can also change the review date in the NovaCore Toolbox while EditingD19 or RevisingD21 adocument.

Review Interval

The Review Interval is the number of months that elapse between a document's revision and its next
review date. In NovaCore the review interval is 12 months by default. This means that every time a
document is approved, the next review date will automatically be set to a date 12 months after the approval
date. (To change the default Review Interval see Global Settingst or see Framework Settingsm1 to set
Framework specific Review Interval defaults.)

To change a particular document's review interval:

1. Gotoadocument list that indexes the document as explained in Document ControllingD17. Select the
review interval that you want to change.
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| status|Doc # |Type |Framework _|Document Name + [Revision Date _|Revision Review Date | Compliant (Review IntervaDiatus Timestamp _|Status SetBy |Approval
T) Dpoco.. ®] () AQIF AQTF Organisational Chart 14/01/2015 1.4 10f11/2016 SEENR | | v 10/11/2016 RTOADM  RTOADM
|' "Dl poco.. B O AQTF  Assessment Policy 15/04/2015 314 10112016 Default 10/11f2016 RTOADM RTOADM

2. Typeinareview interval or click on the drop down arrow and select on of the review interval options.

Default SR
Default ()
Mane

1 month

2 months

.............................

4 months
5 months
Gmonths v

3. When you have selected the new review interval, you will be prompted to specify whether you want the
review date (see section above) to be reset based on the new interval. If you select Yes then the review
date will change immediately and if you select No the review date will be calculated after the document
is next approved.

4. If your selected document should never expire then select a Review Interval of None.

Revision Number

The Revision Number of a document changes every time a document is revised. It shows how many times
the document has been revised and whether the revision is Major or Minor. To learn more about revising
documents click hereD2".

||status|Doc # [Type Framenork |Document Name 4 |Revision Date /{

#_[Type Revsion D |Review IntervalStatus Timestamp_|Status SetBy |Approval
2l poco.. ®] () AQIF  AQTF Crganisational Chart 14/01/2015 Defaultiyy | v 10/11/2016 RTOADM RTOADM
I D) poco.. ®] () AQIF  Assessment Policy 15/04/2015 : [[]  Default 10112016 RTOADM RTOADM

Links

Documents are linked to standards of a framework to monitor compliance. A document can be linked to one
or more framework items/standards in multiple frameworks. To see how to link documents to framework

items/standards in a framework go to Using the Traffic Light SystemDGz. Documents can also be linked to
DMS folders.

The number of times a document has been linked is shown in the Link column in all document lists within
NovaCore:

| Created By
MOVACORE
MOVACORE
MOVACORE
MOVACORE
MOVACORE

Select the number to see a breakdown of the number of links and which frameworks the document is linked
to:
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~ lcreatedDate [ CreatedBy | Links ||l
10/04/2015 Click rﬁngE zr: [ [E]
10/04/2015 NOVACORE 5 [
10/04/2015 NOVACORE so |y [ []
10/04/2015 Framewark | v
10/04/2015 £ @6 1S09001:2015 10
10/04/2015 £ SRTO 2015 43 | &
10/04/2015 & oMs of (EEE
10/04/2015 b R
10/04/2015 B
10/04/2015 N E
27/03/2017 - e — [ ] []

When looking at the breakdown list of links a special case is the DMS which shows the number of folders
that a document has been copied/linked to.

For information on linking documents see Copying DocumentsD88 and Using the Traffic Light SystemDGz.
2.10 Sharing Documents

To share a document with anyone via a link:
1. Rightclick the document you wish to share.

2. Select Copy hyperlink.

/ DOCO0AS ] Audit Policy 4¢ sRTO
&  DOCoD44 @J Client Information Policy k SHTO
v DOC3398 {Complaints Palicy NEW | g sRTO
¥ pocooar M) Enrolments Policy - View 4 srTO
9_ DOC0039 @J Financial Management Polic By , & SRTO
W DOC0033 @J Issuing Certification Palicy B it .

v D0oC0037 M) |egislation Compliance Polic e Copy hyperfink d Puihremced faypetiink 2
% Dpocooss ]  Management of RTO Palicy L}Ete 4 srTO
v Docoo3s M Marketing Policy } 4 srTO
%) pocoozd ] partnering Policy o Print 4ig sRTO

3. Paste the link into an email, message or website to share the document.

4, The Advanced hyperlink option gives you more control of the security of the document you are
sharing.

5. Select Advanced hyperlink to access this dialogue box:
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Copy Document Hyperlink E3

You are about to share "Audit Policy™ with anyone who has the following hyperlink ...
https:/falbany.novacore.com.au/doc?CDA7OGFCC295402FB45CC06387D38210

Expire this Document Hyperlink

Share as: Default format W
Hyperlink action:  |[View (¥

Disable printing from this hyperlink

Disable downloading from this hyperlink

Share & Copy Cancel

L

6. You have several advanced options:
e Expire this Document Hyperlink: Forsecurity reasons, you may want the link to expire after a
period of time. Once the link has expired, no one will be able to access the document via that link.
Use the drop-down to set the expiration period.
e Share as: If your document has already been published as a PDF, you can choose to share itin its
original format instead. Note: This option will be disabled and default to PDF if you select Disable
downloading or Disable printing.

The following options are only available if your document is shared as a PDF document:

e Disable printing from this hyperlink: The person receiving the link will not be able to download or
print the document.

e Disable downloading from this hyperlink: The person receiving the link will be able to print the
document, but they will not be able to download it.

Note
You can share multiple document links at a time by holding down your Ctrl key and selecting all of the
documents you want to share. When you paste the links you've copied, they will paste as a list.

Note

The document hyperlink will only work if the document is approved, not past its review date (unless
this is overridden in Application Optionst) and ticked as PublicP®. When you share a document via
a hyperlink, NovaCore will automatically publish it publicly. Note that the folder or framework that
the document is in does not need to be published publicly in order for the link to work.

Note
If the document has already been shared, the pop-up window will notify you of this and will give you
the option to update the link's properties or to create an additional link.
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Copy Document Hyperlink

"Complaints Policy NEW™ is already shared, Update the sharing properties below for hyperlink:
https://albany.novacore.com.au/doc?85092 Con-CEOF44DE-ABCE-82F063202F41

[w| Expire this Document Hyperlink:

after custom date I W 23/05/2025 | (¥

The hyperlink will no langer wark after 23/05/2025
Share as: Default format |
Hyperlink action:  |View | (¥
[w| Disable printing from this hyperlink
[ ] Disable downloading from this hyperlink

Create Additional Hyperlink Update & Copy Cancel

2.11 Publishing

In NovaCore, documents can be published privately or publicly or without protection. Private refers to the
fact that the document is password protected or is stored in a protected location. Public means that the
document can be accessed without a username or password. Published documents are usually published as
read-only documents but if you require a document to be editable when published, select Unprotected.

When you enable a document to be published, the settings that you have set in the DMS or Framework will
be applied to the document.

This is the icon for private publishing:

This is the icon for public publishing:

For more information on configuring the publishing settings for
e a Framework, see Framework Specific Publishing SettingsDw under Application Options
e a DMS Library or Folder, see DMS PublishingDQ1

How to Publish a Document
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There are two ways of flagging a document to be published:

1. Gotoadocumentlistthatindexes your document2 " and find the columns indicated in the image
below. By default these columns are on the far right of the document list. Enable Private, Publicand/or
Unprotected publishing for individual documents by ticking the relevant boxes.

Tip
If the Publishing column is not visible, right click on one of the
column headers and make sure that Publish as Private and

Publish as Public are enabled. (See Understanding Screen
LayoutD2,)

2. If youintend to publish the document once it has been approved, you can set thisin the NovaCore
Toolbox while editingD“’. Select Publish Private, Publish Public and/or Publish & Export as
Unprotected. If the document is a form that uses Word form fields, you do not have to publish it as
unprotected because form fields will be editable even in a protected state.

Publishing Options
g | Publish Private
] 7! Publish Public

{4 7] Publish & Export as Unprotected

2.12 Importing Documents

When importing documents into NovaCore you can bring them into a framework or into the DMS.

Importing External Documents via the Wizard into a Framework

The steps for importing files to &HOVEdOUd are different from the steps described below. Click

hereD* to learn how to import files into &HOVaCbUd.

1. Use the Framework Selection ButtonD® to select a framework.
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2. Click Tools/Config:

Manage Registers Reports Tnnls_a'Cngg Help

Vi 4

Mew Edit Approve Revise Check Undao Check Copy
Docurnent Out  Check Out In :

Document Control

3. Thenselectimport Documents:

Manage Reqgisters Reports Tools/Config Help
Change Clear Manage Users Who's
* Password History & Groups - Legged in

Users

4. Inthe Import External Documents wizard, you will be prompted to assign your document to a framework
or the DMS. By default NovaCore will select the framework that is currently active. Make your selection
and click the '"Next' Arrow.

ﬁ /
(e
2

This wizard will guide you through the document impaort process.

Documents will be imported into the currently active framewaork or alternatively select a different
framewaork...

() aqrr v

Import External Documents

'Next' Arrow

5. Adialogue box will automatically open so that you can select the document you want to import. You can
import more than one file by holding down your shift or control keys or you can add files one by one by
clicking the Add Files button on the right hand side of your screen. Select the 'Next' Arrow to continue.
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6. On the next screen (see below) you will be able to rename the document, change the revision number,
select a classification (see Document Propertiesng), assigna templateD47 if necessary and assign an
approver for the document. (See WorkflowD® for more information.)

Note
Itis possible to bulk apply templates during the import process. See Applying Templatesin BulkD23,

‘E {:\‘Z\‘
Adobe

3 ; | el
(Sl 3

Define the document types, edit the document names and select a template if necessary:

x:

FieName ” B Document Name |Revision Classification [Template |approval By
D: \Amy WMy Documents\John Miltor\Cover page. docx Demo % 1.0

g
®

Tip
When needing to making the changes described above a
common mistake is to click on the heading of a column instead

of on the information below the heading which provides
different options depending on the information type.

7. Once you have made all the necessary changes click the '"Next' Arrow.

8. You will be presented with this screen. If you would like the assigned document approvers to be notified
via email that there are documents waiting to be approved, tick the box next to Import with '"Waiting
Approval' status and send 'Document Waiting Approval' email notifications. If you do not want
this option to be enabled, leave the box unticked. Note that if you do not enable Import with 'Waiting
Approval' status the document/s will be imported with the Newly Imported status.

lﬂ‘- v
@ ) 48

i —

-
=

-

3
E % For each of the imported documents, do you want email notifications to be sent out to the designated 'Approval By' users?

NOTE:
You can at this point click the back button and assign different "Approval By' users to individual documents.

X«

[ Irrport with 'Waiting Approval stamus and send Docurnent Waiting Approval emal nofificatons

9. Clickthe 'Next' Arrow and your documents will begin to import. Once they are imported, select Finish.

Importing Documents into the Document Management System (DMS)

fai\Vi

The steps for importing files to &’nuv acloud are different from the steps described below. Click

hereD*° to learn how to import files into &F‘IOVadOUd.
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You can import documents into the Document Management System (DMS)D76 in the same way as you import
documents into frameworks (see above).

OR
You can import documents or folders by dragging and dropping as explained below:

1. Resize NovaCore and arrange your screen so that you can see NovaCore and your document/folder
location at the same time.

2. Simply grab the document/folder and dragitinto a folderin the DMS.

r

Documents library novaacore

Includes: 2 locations »
) @ DMS

Mame

B New folder (2) Document Management System |
I Mew folder (3] Frameworks PR
L Mew folder (4) i I

| New folder (5) [ch \

|| New folder (6) |

0 Mew folder (7) I‘ “ ¥ [J.-!'.rd'ué\ Drﬂp

1 New folder (8) "l l::? L 0 Policies & Procedures

. Mew folder (@) -

| heviasw 0 Grab ||, ¢

I Mew folder (11) v % airworthiness

I Mew folder (12) % Finance

Mlaas £aldar M1 fem

Note

You can import an entire folder structure (folder with all subfolders) this way and the DMS will preserve
your folder structure!

3. When you import multiple documents at once or an entire folder, this dialogue box will open up:
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Import Options Ed

Apply template, adjust file name or define version
number of documents being imported?

 Yes @ Mo

Only indude the following file types:
| ] M5 Word
I%ﬂ MS Excel
@j MS PowerPaoint
@ M3 Publisher

[]*.* anyFile

[ Import root folder as a new Library

Ok | Cancel

Select Yes if you want to apply templates, adjust the file name, apply classifications or define the
version number of documents being imported. Select No if you want the documents to be imported as
they are.

If you are importing a folder that contains multiple file types, you can specify which types to import. This
is helpful if your folder contains many different file types and you only want, for example, to import
Word documents. Any file type can be imported but only Word, Excel, PowerPoint, Publisher and PDF

files can be filtered. To include any or all files tick 'Any File'.

If you are importing a folder, you will also have the option to import the root folder as a new DMS Library
folder. Note that you will not have this option if you import files only or folders and files together.

4. When you have specified the import options, select OK. NovaCore will then take you through the Import
External Documents wizard explained in the section above.

2.13 Importing Documents into NovaCloud

The instructions below are for &ﬂOVBClOUd only. Go to Importing DocumentsD 3 to learn how to
import documents with the on-premises NovaCore application.

Importing External Documents in NovaCloud

1. Selectafile or multiple filesand drag and drop them anywhere on your &ﬂOVBClOUd window.

&F‘IOVEUOUC] will automatically assign your file to the location that you drop it into. This applies
for the entire system including specific DMS folders. You can import multiple files, but you cannot import
folders into the Cloud system.

OR

Navigate to Tools/Config > Import Documents. Assign your document to a framework or to the DMS.
Click the '"Next' Arrow. Then drag and drop files into the Import External Documents wizard. You can
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import multiple files, but you cannot import folders into the Cloud system.

=

This wizard will guide you through the document import process.

Documents will be imported into the currently active framework or alternatively select a different
framework...

® () aqrr v

Import External Documents

'Next' Arrow

2. When your files begin to upload, a progress bar will pop up in the bottom right-hand corner of your
screen. Do NOT proceed with the import process until all of your files are fully uploaded. If you proceed
before the files are completely uploaded, the files will be incomplete, resulting in corrupt file errors.
Note that sometimes when you import a large quantity of files, the Import wizard will open up. Even if
the files are listed in the wizard, check the progress bar to make sure that every file is completely
uploaded before proceeding.

FILE TRAMNSFERS m

imgesI8. jpe 2.2 MB

Note
Files that have been uploaded remain in your Import External Documents wizard until you complete
the import process or delete the files.

3. Once the document is imported you can rename it, change the revision number, select a classification
(see Document Propertiesng), and assign an approver for the document. (See WorkflowD?” for more
information.)
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50
L

ge Uy

-

vy Lx

®«

Import External Documents

©

To delete a document, select a document and then select this button located on the right side of your
screen:

=

4, Clickthe'Next' Arrow.

X _r

5. You will be presented with this screen. If you would like the assigned document approvers to be notified
via email that there are documents waiting to be approved, tick the box next to Import with 'Waiting
Approval' status and send 'Document Waiting Approval' email notifications. If you do not want
this option to be enabled, leave the box unticked. Note that if you do not enable Import with 'Waiting
Approval' status the document/s will be imported with the Newly Imported status.

MWL
-|II —M‘

E % For each of the imported documents, do you want email notifications to be sent out to the designated 'Approval By' users?

Vi

\&

NOTE:
You can at this point click the back button and assign different 'Approval By' users to individual documents.

® ©

[ Irrport with 'Waiting Approval stamus and send Docurnent Waiting Approval emal nofificatons

6. Click the '"Next' Arrow and your files will be imported. Once the importis finished, select the 'Finish’
button.
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Note

You can import multiple files at once and assign their classification, template, approver, DMS folder (if
applicable) and revision number in bulk. To bulk assign document settings:

1. Hold down your Shift or Ctrl key and select mutliple files.
2. Use the drop-down fields on the right-hand side of your screen to bulk assigh document settings.

Lt

Bulk. assign
classification:
W
Bulk. assign
kernplate: [
[vl|

Bulk. assign Approval

by

[v]|
Bulk. assign DMS
folder:

[v] |

Bulk. assign revision:

£ i{il,l:l I} > ||

A Important Note About the Importing External Documents Wizard

Files that have been uploaded remain in your Import External Documents wizard until you complete the
import process or delete the files.

If you exit the Import External Documents wizard before completing the import process you will be
presented with this dialogue box:

Warning E3

Sorme uploaded files hawve not yet been imported!

' Do wou want the files to be deleted?

MNa . Cancel

Select Yes if you want the files to be removed from &HOVEdOUd,

User Manual © 2025 NovaCore Pty Ltd



\Working with Documents

Select No if you want the files to remain in the Import External Documents wizard. The files will be stored in
the wizard until you import or delete them.

Select Cancel to stay in the Import External Documents wizard.

2.14 Exporting Documents

NovaCore allows you to export documents to locations outside of the system. This enables non-NovaCore
users to access the documents.

Note

All exported documents will be unprotected which means that they will be editable. However, if a
document has not been approved it will be exported with the relevant watermark.

Exporting Documents from NovaCore

To export a document:

1. Rightclick on adocumentin NovaCore and select Export or use the Export button on the Ribbon Menu
under Manage.

2. Choose whether to export the documentin its original format or as a PDF.

| w  Approve

|L Export P | & Exportas original

a7

Send via Cutlook » | "X ExportasPDF

=1 Send o

: -~ - B

3. Inthe window that opens up, select a location for the file and save it.

Exporting Documents from MS Word

Documents can also be exported from MS Word.
1. In Word, gotoFile.

2. SelectExport.
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3. Select Exportunder Export.

Export

|_h] Create POF/PS Document E%Pmt fro_m NovaCore

oL
E’f Change File Type Q
Export

Check Cut

Q Export %

4. Select the Export button under Export from NovaCore.

Export

[:]_ Create POFAEPSE Document Export from NovaCore
E"f Change File Type |;j
Export
Check Out

Q Export

2.15 Printing Documents

In NovaCore there are two different options for printing a document: Print and Print Controlled.

Print

When the Print option is used to print a document, the document will be printed with a watermark . The
watermark depends on the document status as follows:

e Approved - the 'UNCONTROLLED' watermark will be used. In a strict, quality system, distributed
documents should be tracked. To facilitate this, users require the Print Controlled permission (see
User Permissionst) to print a document without the watermark via the Print Controlled
command, otherwise a user who is not a document controller could print and distribute documents
that ought to be controlled.

When viewing a previous approved revision the 'SUPERSEDED' watermark will be used.

e Being Edited - the 'DRAFT' watermark will be used.

e Waiting Approval - the 'NOT APPROVED' watermark will be used.

e Past Review - 'OUT OF DATE' watermark will be used.
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e Deleted - the 'DELETED' watermark will be used.

To print a document from NovaCore, right click on a document and select Print or use the Print button on
the Ribbon Menu under Manage.

& v

Print Export 5
Contraolled T Q

Document Control

To print a document from within a MS Office application (Word, Excel or PowerPoint), print it as you would
print any other document.

Print Controlled

The Print Controlled option allows users to print a document without a watermark. Note that only users
with the Print Controlled permission will be able to use this option.

To print a controlled document from NovaCore, right click on a document and select Print Controlled or use
the Print Controlle button onthe Ribbon Menu under Manage.

| i
Copy % Print

Document Control

To print a controlled document from within a MS Office application (Word, Excel or PowerPoint):

1. Open adocument from NovaCore.
2. GotoFile.
3. SelectPrint.

4. Enable the Print Controlled option.
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Printing in NovaCloud

Print and Print Controlled function in the same way in &no‘\fadOUd as they do in NovaCore.

However, due to browser security limitations, you cannot access your local printers directly through the

browser version of &HOVBdOUd. Because of this, &HOVadOUd downloads a PDF version of
your document which you can then print to your local printer.

We recommend using NovaCloud Desktop which overcomes this limitation.

2.16 Using Templates

Templates can be used in two different ways:

e For conformity (so that all your documents look similar). This applies to MS Word and PowerPoint
documents but not Excel. In Word this means uniform page size, header and footer content, as well as
document styles. In PowerPoint the master slides of a presentation are updated from the template to
create uniformity.

e As the basis or starting point of a document (for documents that are created regularly like Minutes of
Meeting forms). This applies to MS Word, PowerPoint and Excel documents.

Templates can be accessed in two different ways:

Select a framework using the Framework Selection ButtonD? . The Templates button will show on the
Ribbon Menu. Selecting the top half of this button will show your selected framework's templates:

nG‘\facore Manage Registers Reports Tools/Config Help

) gimCASR 2 . - : .
£2 B B & 0§ 22
Civil Aviation Safety Regulations 1993 View Policies  Procedures  Forms  Manuals  Others Al

Frarnework -

Frarnewaorks I CASR Control

s

Templates

OR

Goto Tools/Config and select the Manage Templates button:

a nG‘\fa Core Manage Registers Reports Tools/Config Help
) ¢y AQTF o .
Q =Y @ =

ﬁ AQTF Standards & Conditions Irmport Manage Change Clear
Documents

Subscribers Password  History
Frameworks M

Creating Templates
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There are three different types of templates:

e Global TemplatesD48 - Templates that can be applied to documents throughout your NovaCore system
regardless of the document's framework.

e Framework Specific TemplatesD48 - Templates that can only be applied to specific frameworks.

e DMS Folder Specific TemplatesD51 - Templates that can only be used within their containing folder.

Note that existing documents can be converted into templates (See Converting Documents to TemplatesD51
below).

Creating Global Templates

To create a Global Template:

1. GotoTools/Configthen Manage Templates. The Manage Templates has two sections. The
top section is for Global Templates and the bottom section is for Framework Specific Templates.

2. Selectthe plus button in the Global Templates section as show below.

I Global Templates

| Status | Doc #[Type |Document Hime

3. Adialogue box will open up so that you can name your new template, change the revision number
if you need to, set an approver, apply a template and select a file type.

Create Mew Global Template n
Fes Mame
1
’ Revision 1.0
Approval by W
[ ] Edit later

File type | ] M5 word v

Template I M3 Waord N [v
-%‘.jMS PowerPoint B ]
A MS Excel Create |  cancel |

h@I‘«"IS Publisher

Note

A template can only be applied to documents that have the same format as the template.

4. Once you have filled in the fields, click Create.Your template will open up in an application
relevant to the the file type you specify. When your new template opens in the application there
will be extra NovaCore features inside the application as explained in Editing DocumentsD®.

Creating Framework Specific Templates

To create a Framework Specific Templates:
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1. Specify aframework in the 'Templates specific to' section using the drop down list as shown
below.

| Templates specific to ﬁ CASR
. St.atus_iDDc #|Type |Document| L} AQTF
Fiicasr

CRICOS
8B ELICOS
GTO

2. Selectthe plus button.

3. Follow steps 2 - 3 of Creating Global Templates (see aboveD48). Your template will only appearin
the framework you specify.

OR
1. Gointo aframework.

2. Go to Templates under the Manage tab. Select the bottom section of Templates and select New
Template.

Manage Registers Reports Tools/Config Help

E B & L § @

View Policies  Procedures  Forms  Manuals  Others All Mew
Framework T Dl:ncument_
ELICOS Control 2. New Template i

Example

The following is an example of how you could make a Word template. Note that you do not have to follow
all these steps exactly.

e Double click the header of the document and insert you company logo:

[[Heager ] ' OTS——

The header will become the header of all the documents you apply the template to.
¢ In the footer of your document you can put revision information. The ability to insert revision fields is

one of the features that makes document controlling so easy with NovaCore. In the image below the
editor has placed "Revision Date" in the footer.
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Footer ]

Review Date:l

Instead of manually typing in the date go to the Insert tab.

Once you have clicked the Insert tab you will see that you have the option to insert NovaCore Fields.
Click Revision Field to reveal a drop-down list.

You will see that there are several different revision fields. For the purpose of this demonstration we
select Revision Date:

b
Home Insert Page Lay
—
] (| peia L
[ ] : ].1 =
|| Custom |Revision| Logo Cover Blar
Field = | Field = Page~ Pag
Approved By
MovaCa Approved Date 4
- Created By
Propert

- Document Location

Document Mame
Documer

aad as a Document Mumber

Created Mext Review Date
Created Revision

| Revision Date I
Templats I}

After the desired field is selected it will appear next to your cursor in the document:

Footer ]

Review Date:08-03-2017

Note

Itis recommended that NovaCore revision fields be inserted rather than manually typing in the
information. Revision field content updates automatically with document details such as dates, revision
number, location, name, etc.

e Below is an example of a complete template footer:

Fmter -

Review Date: 08-03-2017 Approver : RTO Administrator Revision: 1.0
Document Name: Demo Approved by: - Date Approved: -
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e Once you have created your template you can Save it or Save as Complete.
e Approve your template in NovaCore and it will be ready to use!

Converting Document to Template

If an existing document is to be used as the basis or starting point for new documents then convert
the document into a template for later use in Creating DocumentsD'8,

To do this:
1. Rightclick the documentin any document list within NovaCore.

2. SelectConvertto Template.

#»| Export 3
G Email

® DeleteLink

A Delete

# Undelete

3. a) If you have Template Management permissions (see User PermissionsD"” ) and the document
resides in a DMS folder you will be asked to choose between limiting the template to its
containing folder or making it global. Limiting it to the folder means that you can create new
documents based on this template only if they too reside in this folder. If not prompted then you
do not have Template Management permissions and the template will be limited to the folder.

b) If the document resides in a framework and you have Template Management permissions then
you will be prompted whether to make the template global or to limit it to documents belonging
to the framework. If you do not have Template Management permissions then you cannot convert
aframework document to a template.

Note

A template can only be used, or its header and footer applied, once it has been approved.

Applying Templates

There are two different ways of applying templates

e Applying templates when creating/editing/revising documentsD®’

e Applying templates on importD53

Apply Templates When Creating/Editing/Revising Documents
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A template can be applied during the document creation process (see Creating Documentsms) or
from the NovaCore Toolbox when Creating/Editing/Revising DocumentsD

To apply a template from the NovaCore toolbox:

1. Selectthe drop down arrow in the Template field and select a template:

Properties
Document name
Access and Equity Policy

Created date  |10,/04/2015
Created by MOVACORE

™
Template @

=
J
=]
o
m
=]
]
m

If atemplate does not show up in the drop down listitis because of one of three things:

a. You need to click on the Refresh button as shown below.

| Properties
Document name
Access and Equity Policy

Created date  10/04/2015
Created by MOVACORE

Template @‘dew Template (1.0) -

Apply template

b. The template is specific to a different framework to the one your documentisin.
c. The template has not been approved. A template can only be applied when it is approved.

2. Once you have selected your template click Apply Template. Note that if a template has already
been applied you will need to Reapply Template (see below).

| Properties
Docurment name
Access and Equity Policy

Created date  10,/04/2015
Created by MOVACORE

Template G Mew Template (1.0) -

d_ apply template_-hhh b

When your template is applied, all the information in the header and footer of your document will
be automatically updated.
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Note

e If you create a template without using custom/revision fieIdsD25, the header and footer information
will not update automatically.

e Only the latest approved template will be applied to documents

Applying Templates to Individual Documents on Import

The process of importing a document is explained in Importing External DocumentsD3. During the
process you will come to a screen where you can edit your document information. This is where you
apply a template. Click below the heading of the Template column to reveal a drop down list.

|Revision |Classification [Template

| Approval By
1o v
‘AQTF Template (2.2) I/\I\? -
Another PP (1.0)
Blank (2.0}

Checkout Tests (2.0)
Select the template and continue with the import process by clicking the Next Arrow. Once the
document is imported, right click on it and select edit. The document will open up in the relevant

application and you will see that it has the template you specified.

Applying Templates in Bulk

NovaCore also allows you to bulk apply templates during the import process. To do this:

1. When you reach the screen during the import process where you can edit your document
information, select two or more documents.

2. When you select two or more documents, a bulk assign options menu will automatically open on

the right hand side of the screen. Select the drop down arrow of the Bulk assign template option
and select a template.
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Bulk assign
dassification:
[ w
Bulk assign
_template:
1 ) |
Full doc template (1.0) L]

Marko (1.1)

Mew Template (1.0)

MovaCore Document Pack {20}%
OHS Procedure Template (1.2)

Test (1.23)

Test PP (1.7)

VET Template - Portrait (1. 1) W

Bulk assign revision:

€ {1|:| } >

The template will be applied to all files that match the template's file format. For example, if the
template is a Word document, it will only be applied to Word documents. If you want to apply
different templates to different files on the same import, simply select the other templates you
wish to apply and they will be applied to the relevant files. For example, if you select all of your
documents and some are Word documents and others are PowerPoint documents, select the Word
template to apply it to all of the Word files and then select the PowerPoint template to apply it to
all of the PowerPoint files.

3. Once you have assigned the templates, continue with the import process by selecting the Next
Arrow.

Reapplying Templates

To change a document's template:

1. ReviseD'® the document and select Reapply Template in the NovaCore toolboxP18.

Properties
Document name
osition Description - Enrolment Administrator

Created date  21/12/2013
Created by MOVACORE

™ -
Template 4
Reapply ter@

2. Whenyouclick Reapply Template a dialogue box like this will open up:
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r l
Apply Template Opticns g
Apply Headers
v Apply Footers
(] &pply Styles:
Apply
h -

Specify which parts of the template you want to apply to your document and click Apply.

2.17 Document List Viewing Options
Document and Revision History

Older versions of revised documents will automatically be archived.
To view archived revisions that were approved:

1. Click onthe Revision History icon under Manage.

2. Asmall arrow will appear to the left of documents that have archived revisions. Click on this arrow to
view the older revision.

G% ¥/ bocesis !}j 12/3/2015 () AQTF  Finandal Management Policy 6/18/2015 24
¥ 4 DOCG518 -@_-j 12/21/2018 L) AQTF  Finandal Management Policy 10212014 23
I W DOCB513 @ 1/15/2015 L) AQTF  Finandal Management Policy xx Sflggg.lﬂ' 2.2)
®" poCe737 &) 11/4/2011 () AQTF  pptest Previous Versions _erTf32010 10
b #/ DOC&631 -@‘j 3/22/2013 () AQTF  Risk Analysis Procedure (change 6) 1/30/2017 1.2
b $ DOCa632 4/8/2014 L) AQTF  Risk Management Procedure 1/30/2017 L1

To view the entire history of a document:

1. Selectthe Document History icon under Manage.

2. Adrop down arrow will appear to the left of documents that have archived history. Select this arrow to
view document history.
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Note

All archived revisions will be watermarked as 'Superseded' when viewing or printing them. You cannot

edit, revise or publish archived revisions of documents but you can revert a current document to a
D24

previous revision

Revision Notes

To view document revision notes, select revision notes. (See Revising DocumentsP?' for more information

on revision notes.)

View

Latest and Current Documents

In NovaCore, you can select whether latest or current documents are displayed in document lists.

Latest Documents

A Latest Document is the latest revision of a document. The revision may not necessarily have been

approved.
To display the latest documents, select the latest documents icon under the Manage tab as shown

below:

iU X

= Motes

@)=

Wiew

Current Documents

A Current Document is, by default, the most recently approved version of a document and if linked to
aframework clause is used in the compliance check. However when revising a document it can be
marked as Current thus forcing the new, not yet approved revision to be the one against which
compliance checks are performed. (See Revising DocumentsP?' for more detail)

To only view current documents, select the current documents icon under the Manage tab as shown

below:

Maotes

Deleted Documents

View

Itis possible to view or recover previously deleted documents.
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To view deleted documents:

1. ClickonDeleted Documents icon underthe Manage tab of the Ribbon Menu.

L@

= Motes

Wiew

Deleted documents will now show in the list of documents with a deleted status symbol.

I!! Form "l DOC6623 -T'F_P] 7f27j2012 () AQTF  Induction Checklist

W? other @Es&m B a/1/2011 (} AQTF  Induction Checklist

P Policy 7552 -@J 7112015 [} AQTF  Induction Checklist

Il Form v DOC6628 -@’] 1f16/2018 (} AQTF  Industry Consultation Form

P Policy w DOC6652 "% 5f2f2017 L} AQTF  Insurance Policy changed name

2. Torecover adocument right click on the document and select Undelete.

2.18 Workflow
Document Approvers

Document Approvers are users who have been assigned the responsibility of approving documents.
Documents approvers can be assigned to individual documents when a document is imported, created,
edited or revised. Default document approvers can be assigned to entire frameworks under Framework
Settings in Application Options. ( See Framework SettingsD“1 .) Default documents approvers can also be
set for all of the documents in the system under Global Settings in Application Options. (See Global
Settingst .) By default the NovaCore Administrator is set as the document approver. When the document
approver for a specific document is unassigned, the default framework approver will be used; if that is
unassigned, the default global approver will be used; if that is unassigned the RTOADM (NovaCore

Administrator) user will be used.

Subscribing Users to Documents

In NovaCore you can subscribe a user to a specific document. This means that when a document is actioned,
the user receives an email alert that tells them when and how the document has been actioned.

To subscribe a user to a document:

1. Right click a document and select Subscribe Address or select a document and select the Subscribe
Address button on the Ribbon Menu under Manage.

R M & & T

= Motes
Sendwia  Send Subscribe Print = -
Cutlook ~ - address L} Screen A | i=
Wiew

2. Inthe window that opens up select an email address from the drop down list or type in a new address.
Fill in the user's name and surname and select Add. (See Manage SubscribersD™ for information on
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viewing and editing subscribers.)

Add Document Subscriber Ed

= Add somecone to be notified by email when New Test is
revised.

Email address: I| | ﬁ

Given name:

Surname:

Add | Cancel
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3 Framework Traffic Light System

NovaCore's Traffic Light System gives you a simple and visual representation of your framework compliance.
Visual and email notifications let you know exactly when documents and standards need to be actioned.
Using the Traffic Light System you can see what standards need to be worked on and see their statuses
change as you action documents and make them compliant to the standards. You can import your own
documentation or use NovaCore's ready-made documentation. With the Traffic Light System,
documentation and compliance becomes fast and easy.

3.1 How the Traffic Light System Works

To access the Traffic Light System hover over the Framework Selection ButtonD® and select the desired
framework. Then select View Framework to the right hand side of the Framework Selection Button.D®

Note

The View Framework button changes to the Edit Framework button when you enter the Traffic Light
System.

This is the default layout of the Traffic Light System:

Search )| | Search options ~
Files | ~| |3.3In addition to al requirements in the ESOS Act, the written agresment must, in plain English: - 1
e 8 s | | 8 S 3 Available Documents »
Standard 3 3.3.1 outline the course or courses in which the student is to be enrolled, the
Formalisation of expected course start date, the location(s) at which the course will be delivered, the offered modes of study for
4 0 P e d Lf Filter:
enroiment and written the course, including compulsory online and/or work-based training, placements, and/or other i, e Iv] HEcrcosas v
======== e community-based learning and/or collaborative research training arrangements =
3.1 - 5
2 © 5 Status |Doc # |Document + |Revisior|Review Date |Links
433 B o - = [ % DoC166 B Education Agent A... 1.1 10/06/2020 17
----- 3.3.1 [7) 4 Eapitiion | Exphmatiny bhikes '] %) Doc166 B Education Agent A... 1.1 10/06/2020 17
332 = 3 . - = 2 %) pocise B Education AgentR... 1.1 10/06/2020 17
_____ i - o Intent / Key Actions / Responsible Person ® ® DOC173 8] Education Agents P... 1.1 10/06/2020 =
B © A ‘”Te”t . I? « DOC169 B End of Study Perio... 1.1 10/06/2020 %
o © B = ™ O Doc172 W] Engagement Prior t... 1.1 17/06/2018 2
a5 Key Actions 2 %) Dpocies B Enrolment Procedures 1.1 10/06/2020 15
336 L 2 ‘ ‘ ® « DOC172 8] Formalisation of En... 1.2 10/06/2020 8
33.7 - 4 Il DOC167 W] Group Folder Chec... 1.1 10/06/2020 27
338 (1] 8 |i RE‘SDD“S‘NE Person(s) ’ i |2 %) Dpoc174 M Intervention Follow... 1.1 10/06/2020 28
----- 339 - 2 Bl & DOC171 ®) Intervention Strate... 1.1 10/06/2020 3
----- 3.4.1 [7] 7 Status | Document Revisior| Review Dat|Complia Framewor M & ooCH/i ) (afe'res Payment £ 54 T iz M
== - + = 7 « DOC173 B Letter of Offer and... 1.1 10/06/2020 22
P icies...
342 [ 1] 8 > @ T, = R o s 2 « DOC172 ] Letter of Release f... 1.1 10/06/2020 19
) 8] Engagement Prior to Enrolment Polic : g
3.4.3 L 3 et & . g| Sl :E % e 2 o ? « Dpociss B Letter of Transfer ... 1.1 10/06/2020 19
344 (] 6 ¢ v R S L R M e 10/0/2020 M g oucor 2 v DOC165 B Marketing Develop... 1.1 10/06/2020 i1
4 Forms... n l . .
245 o 11 e § ) 2 « DOC165 Bl Marketing Materials... 1.1 10/06/2020 11
LA : @ T ®@]Payment Instaiment or Fee Extension Request Form L1 10/05/2019 | £ cricos 2 % 00Ciss 8] Marketing Materidks. . 1.1 10/06/2020 11
4 Others... @ % Dpoci65 8] Marketing Policy i1 10/06/2020 18
i - i @ v ®]Letter of Offer and Acceptance (Written Agreement) L1 10/06/2020 v £ orcos Il ¥ DOC165 W] Media Release Form 1.1 10/06/2020 7
£ v 2 ™ « D0C172 @] Modes of Delvery ... 1.1 10/06/2020 9
----- 3.5.3 - 2 @ & 00C172 8] Overseas Student ... 1.1 10/06/2020 4
3.6 - 2 @ % 00C172 B8] Overseas Student ... 1.1 10/06/2020 15
Standard 4 2 ¥ Dpoc174 M Overseas Student ... 1.1 10/06/2020 15 ]
4 Fducation agents L - =

On the left hand side of the screen different coloured lights indicate your compliance with each standard.
To view all the documents linked to a standard, select the standard and the documents will be displayed in
the centre section of the screen with a status symbol and a traffic light.

To know what a status symbol means hover your mouse over it or see Document PropertiesD29 foran
explanation of each symbol.

The Lights

Red Light: A red light next to a standard means that there are documents linked to that standard that
urgently need to be actioned. The numberinside the light indicates how many documents linked to the
standard have an issue. A light turns red when documents are past their review date, not approved, deleted
orin draft format. Once the document/s are actioned the light will turn green.

Amber Light: An amber light next to a standard makes you aware that documents linked to that standard
are coming up for review. By default NovaCore turns a light amber 14 days before the review date. As with
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the red light, the number inside the amber light shows the number of documents that have an issue. An
amber light will automatically turn red when a document goes past its review date.

Green Light: The green light next to a standard shows that all the documents linked to the standard are
compliant.

Sometimes you will have all three different lights for documents in one standard as in the example below.
When this occurs NovaCore turns the light the colour that will warn you of the most serious issue from a
compliance perspective.

4
-

—(d)
4 SMR 15 Implemenitabon | Explanatory Hotes
16,1 & "] esponsible Person
- 16,2 o in] Irtent
] 163 a 10 |;'.'-.- havee implemented the feedback process provided within the Quality Indicators for Training gucsines.
15.4 & # Key Achions
ey 165 [ 7] 1 Fh.dnln Tndhcators for Tramng
= 16.6 (%) T
. (5]
L. 167 o ¥ Responsble Person(s)
- I:nr-nmm Manager
4 SNR 1T a
g - y
Lana oo
—:1-}:3"-. LRI TT— .....ﬂ..... - ;l'\- : Stabs  Doournent -
[ —— _______i-____z-. . s
- 'i] Contruous Improvement Policy
4 SNR 18 0 Procedures
—18.1 w & @ ) Risk Analysis Procedure
(TR ﬁ. 6 4 Forms...
4 SR 19 0 - v 'i] Corrective Action Form
4 191 0 . v JE Training Resource Feadhack Fom
(&) Y] 2 4 Others...
) o @ v #]Comectve acton Regster
) “ 5 - ‘- ﬂ_‘l HOU Register
@ U 3] risk Management Action Plan
(4] 7] 2
== ) (3] 3
L] " 0

4 SHR 20 0

Attention symbol: Besides the different light symbols you will also sometimes have an attention symbol

next to a standard: © = This means that there are no documents linked to that standard. See Using the Traffic
Light SystemD62 to find out how to link documents to standards within the Traffic Light System.

'Available Documents' List

The Available Documents listis by default on the right hand side of your screen in the Traffic Light
System. It is a complete list of all the documents within a selected framework.

Using the button shown below, the Available Documents list can be collapsed and expanded:
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—

Available Documents (»)
@ Link | Fiter: [ ) Al documents [v| [dgsmmoz1s  [v]
]
| | stz | Doc & | Document & | Revisior | Review Date | Links |
¥ ¥ pocooss ) Issuing Certification Policy 1.0 10/04/2016 12
I ¥ pocoosz ] Learner Questionnaire 1.0 10/04/2016 8
¥ ©) Docoo37 W Legislation Compliance Poli... 1.0 10,04/2016 3
B ¥ pocooso ¥ Legislation Compliance Pro... 1.0 10/04/2016 2
I ¥ pocoois M Legislation Register 1.0 10/04/2016 2
M %) pocooss ¥ Management of RTO Policy 1.0 10/04/2016 2%
B %) pocooss ¥ Management of RTO Proce... 1.0 10/04/2016 2%
|7 %) pocoots ¥ Mapping Document Templ... 1.0 10/04/2016 18

In the Available Documents list, documents can be filtered by classificationD30. ..

Available Documents b

@ Link | Fiter: [ ) Al documents [v| [dgsmmo2015  [v]
— . -

| All documents e |

T Folices

| |5tz | Doc# [ Doc &k Procedures | Review Date | Links |
8 < cocoos ) TN | /000 1502

% pociess ] I Manuals 1/07/2017 iz
B ‘2! pocois )4 |2 others 15/02/2017  240f 25
B | pocooar ], I Templates 10/04/2015 i5
8 ¥ pocooss ], |2 Spedal Docs v | 10/04/2015 15
Il ¥ poco117 W) Appeals Progress Form 1.0 10/04/2016 24
|7 % pocoozs M) Appeals Register 1.0 10/04/2016 15
|7 % pocoozz W] Archive Register 1.0 10/04/2016 7
i ¥ cocoils B Archive Register Form 1.0 10/04/2016 7
Il ¥ pocoils B Assessment Outcomes Tra... 1.0 10/04/2016 25

...and you can also choose to view documents that are in other frameworks:

Available Documents o
@ Lk | Fiter: | Al documents [v] [dgsrro2015  [v]|
| £ CRICOS "
Ficricos 2018
ngl Gtz ||.E.?Eu#u_! . |%$EF£$__W il . |fFE”‘5"5 Celegation Requinsments
‘1 ® pocoos? @] Partnering Procedures 1.0 @euicos
| | ‘9_‘ DOCo0E9 @ Privacy Disclosure Form 1.0 & :'55[?;501- Das
I %) pocooss ] Privacy Photo Consent Form 1.0 @ g EUIIE
| %) Docoo33  #] Privacy Policy 1.0 s -
& ¥ pocooss ] Privacy Procedures 1.0 e T = |

In the Available Documents list there are 7 columns. These can be turned on and off like the columns in any
other document list. (See Document/File Listsmz.)

e The Classification column shows what classification the document belongs to.
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e The Status column shows the documents' compliance statusD2,

e The Doc #column displays the document number.

e The Document column displays the document itself.

e The Revisior column shows the documents revision number

e The Review Date column displays the document's review date

e The Link column shows how many standards the document has been linked to.

For example, if adocument is linked to 43 standards, its number in the link columns will be '43'.
Sometimes the number will be displayed as being 'of' a larger number. (See below)

[l ¥ pocoils ®] Assessment Outcomes Tra... 1.0 10/04/2016 25
B « DOCO046 W AssessmentPoliicy L6 13/07/2019
1] 'Ji' DOCO06T -E}j Assessment Procediifes 1.0 13/11/2016 43
ki ¥ pocoii4 -E:H Assessor Evaluation Form 1.0 10/04/2016 47
] ¥ pocoozi ] Assets Register 1.0 10,04/2016 39
B w DOocCoo4s  ®] Audit Policy 2.0 18/10/2019  43of 44
8 D) pocooss ] Audit Procedures 1.0 16/05/2018 43
27 ¥ pocoozo B Audit Schedule Register 1.0 10/04/2016 43
|7 ¥ pocoois B Business Support Suppliers.... 1.0 10/04/2016 53
[ ¥ poco1l3 B Certificate Issuance Autho... 1.0 10/04/2016 43
28 ¥ pocooss B certification Issuance Proc... 1.0 10/04/2016 43

This means that the document is linked X amount of times in the selected framework out of the Y
amount of times that it is linked throughout the system. In the image above the highlighted document
is linked 43 times in the SRTO Framework out of the 50 times that it has been linked throughout the
system.

For more information on linking documents, go to Using the Traffic Light SystemDez.

3.2 Using the Traffic Light System
Linking Documents

1. Selectthe Edit Framework button to enable editing your implementation of your framework i.e. how
documents relate to the framework. When editing is enabled the button will remain toggled.

2. Onthe right side of your screen you will be able to see all the available documents that are in your
framework. You can filter the list by document classification or view documents from another framework
or the DMS making it possible to cross-link documents between frameworks or the DMS. Select the
document/s you want to link. You can select multiple documents by holding down your control key or the
shift key to select a range of documents.

3. The standards are displayed on the left side of your screen. Select the framework item/s that you want to
link the selected document/s to. You can select multiple framework items by holding down your control
key.

4. Selectthe Link Button.
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novacore Manage | Registers  Reports  Tools/Config  Help + - o K

y AQTF o 1 1 j ki s / e R & ‘@
Q L% B I B € |L? oy ir& ‘ v @ Available Documents
AQTF Standards & Conditions Edit Policies Procedures Forms  Manuals  Others Al Templates New Edit Print Prmt Intent/Actions/Responsibility
ﬁ Framework W - - Document B 8 » Screen
Frameworks = Step 1 AQrF Control 5 Document Control View
Compliance Fies | ~ | 7. Recognition of Qualifications Issued by other RTOs )
“ o . p The applicant must confirm that it will recognise the AQF qualifications and ts of Attainment issued by any other Available Documents » ‘
| Essential Standards for Initial Registration RTO.
4 Conditions - | eouwk | At [Dadoulv] [0 agr [v
1. Governance © 5 Step 4 A
----- 2, Interactions with the Regi... &9 H - } - .
< Implementation ‘ Explanatory Notes |status |Document  « |Revision |Review Date |Links |
3. Compliance with Legislation (€] s ISS———————————— — |
..... @ Tneiancs - 2 Intent / Key Actions / Responsible Person M ] Learning ... 2.0 2/12/2016 ]
' ® G & T Hlegsato.. 1.0 7/27/2012 0
5. Finandial Management g
s [ shall mutualy recogrise al AQF Qualfications and Statements of Attsinment isued from offer RTO'. ‘ Il v ]Marketing... 1.0 11/15/2017 2
""" 6. Certification and Issuingo... € 3 ® v H)Marketing... 1.1 12/14/2017 40f6
7. Recognition of Qualificatio... @ 1 Key Actions 2 2 B marko 1.0 3/10/2015 o
..... 8 Aaracrainetyore. @ 5 To minimise fraud and presentation of false documentation: ~l | : B marko ch... 1.0 11/30/2013 o
9. Transition to Training Pack... @ 2 - Check Certificate { Statement of Attsinment Gl B D E]Meeting... 10 1/31/2012 o
P B Py W % EnewTest 1.0 3(27/2014 Oof2
4 ndards Step 3 esponsible Person(s) B ® opendoc. 10 S :
4 standard 1 ) 0 [complance Manager | ? % Elphone 10 10/18/2015 0
........ ® .
o | T & 2 gee o oves
o b o ! |status [pocument [Revision |Review Date | Compiian Framework | ;| o= - Erorods 10 Uil J
(5] 12 ¢ . . o . HE: BV | 1.0 11/4/2012 0
4 =
e o ® 9 8] Privacy P... 1.1 10/13/2012 3of5
) 0 @ v ®]Recognition Policy 3.0 4/18/2017 W O agE 2 S #erocess ... 10 10142012 Db
9 & @ % &l publisher 2.0 9/3{2015 0
9 12 Ste p 2 — (iR ) publisher .. 2.0 8/7/2015 0
(5] 1 7 & " Quoteqo..10 9222016 0
© 1 1?2 & ®jguety 10 2/21/2012 0
o B D E)query 1.0 10/13/2012 0
- A ® (5 @gwery2 10 0
4 ® v B]Recogiti.. 3.0 4/18/2017 40f5
o ® O ®)Rrecords.. 3.0 3/22/2015 0
= N [} i? v Hjrefindlog 1.0 5/18/2017 i
L 4 % v HE]Refundp.. 2.1 12f1/2018 i
4 Standard 2 0 '] ) H)RefundR... 1.0 1/31/2017 1
..... Flement 2.1 5] g 1?7 v ErefundR... 1.0 10/18/2017 1
el 555 e " T v ] Risk Anal... 1.1 6/21/2017 19020
_____ i i ® b 2 2 ®)RriskMan.. 1.0 1/14/2016 i
are: ——| |® O EjrskMan.. 11 8/19/2012 2
Element 2.4 i e - i 8 T @RiskMan.. 1.0 4/8/2014 0 v

RTOADM

Note

You cannot link or unlink a document if editing is not enabled.

If you are unable to edit a framework contact your system administrator as you most likely have not been
given framework editing permission. Once the edit framework button is selected you will also be able to
edit the information in the intent, key actions and responsible persons boxes in the centre panel of the
screen.

Copying Framework Links

After importing or creating a new document that is related to some other document (e.g. a procedure
related to a policy) you can quickly assign all the framework links of the already linked document to the new
document with this feature. To copy the framework links of one document and paste them to another
document follow these steps.

1. Rightclick on the document.

2. Hoveryour cursorover Copy and select Copy all framework links.

1] 9 DOCo054 -@] Remrds I'-'Ianagement P'm-c.. 1.0 10/04/2016
V’ Doconzo R RAT— .
3 o ""'1 """"" L View ]g
| |k # pocooss i) Rei 16

Copy folder links lLD Copy ||- p_iilﬁ

: s
; Copy all framework links | &, Copy this documents' hyperlink be

] = |
| (82 ¥ pocoosz I@j REI m Paste framewaork links fiﬁ
“ B %) noconss @ red A
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3. Rightclick on the document that you want to copy the links to.

4, SelectPaste framework links.

i %) pocoose M Refund Request Form 1.0 10,04/2016 30
2 ¥ pocooos (] RefundRequestReaister 1.0 10/04/2016 30
& ¥ pocooss  # Refunds Pro Edit

I %) pocooss ] Replacemen

8 ¢ pocoosz O Replacemen (1 Copy :
il ¥ pocoos4 ] RPL Applicat = i ments' hyperlink

% *® Doci4ss ] SRTO Templ :

B ® DOCi466  OB] SRTO Temp | [ Paste framework links

il % pocooss W staffFileChe = pring

[ R [T I RPN ST

4 Copy Document Links

To duplicate document links from another framework into your currently active framework, use the Copy
Document Links feature.

1. Rightclick the standard you want documents to be linked to. (Located on the left hand side of your
screen.)

) as

@ R — (a) all information provided to VET students by the

a
(3) Division 1 - Information i}
& 21 0 . .
® : Right Click
| &
T
i)
Y a

2. Select Duplicate Document Links from another framework

; g . u
{E:l:} Part 2 - VET student support (Qualit. .. i} e
(%) Division 1 - Information 0
@21 0
® @ 0
). A o
- () Duplicate Docurnent Links from another framework
@@ W 0
-0 a0
{ii} Y ]
- i) i ]

3. Inthe pop-up window, use the drop-down menu to select the relevant framework.

User Manual © 2025 NovaCore Pty Ltd



Framework Traffic Light System

= -,
& Copy Document Links - o I E8

Select the Framework and the Framework item to copy document links from...

Framewark: | | L2 |
~

Framewark Tt 1S09001:2015
ENDIS Practice Standards
&} New Group Company 2
QLD SRTO 2015
4 SRTO
» SRTO 2015
STUDENT JOURNEY
42 TEQSA HES w

57

| Copy links | | Cancel |

4. Then select the standard from which you want to copy the document links.

- &
& Copy Document Links - o I E3

Select the Framework and the Framework item to copy document links from...

Framework: |4 SRTO 2015 [v

Framework Item L]

(&) standards for RTOs 2015

@ PART 2 - Training and assessment
(@) standard 1

4 @ 1.3 L

..... 1.5 v

]

| Copy links | | Cancel |

5. Select Copy Links. All of the documents that were linked to the standard you selected in Step 4 will now
also be linked to the standard you selected in Step 1.

Unlinking Documents

1. Make sure that editing is enabled.

Select the standard to which the unwanted document is linked.

N

W

Select the document displayed in the centre panel of the screen.

4, SelectUnlink.
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novacore Manage | Registers  Reports  Tools/Config  Help z - oE2
: Q) AQIE i:% IE}; |m l ﬂ .i? Sjj i& | / v 8 B - @ & ‘@ Available Documents

AQTF Standards & Conditions Edit Policies Procedures  Forms - Manuals  Others Al Templates New Edit Print Prmt Intent/Actions/Responsibility
Framework ¥ 5 1 v Document i & 3 Screen
Frameworks = tep AQTF Contral 5 Document Contral View
Compiiance Fies |~ | 7. Recognition of Qualifications Issued by other RTOs ) |
|| p The applicant must confirm that it will recognise the AQF qualifications and ts of Attainment issued by any other Available Documents » ‘
RTO. -
o i (
. Conditions ‘ Link | Fiter: | ] Alldocur| v ) AQTF [v
1. Governance © ; L
----- 2, Interactions with the Regi... &9 2 - .
< | Implementation | Explanatory Notes [status [Document [Revision [Review Date [Links |
3. Compliance with Legislation (€] s _ I ——————————————————————————— ~
..... @ Tneiancs - 2 Intent / Key Actions / Responsible Person ] 8] Learning ... 2.0 2{12{2016 a
§ ; S Intent @ D &]Legsatio... 1.0 7/27/2012 [
5. Finandial Management g
= [ shall mutualy recogrise al AQF Qualfications and Statements of Attsinment issued from offrer RTO'. [ |8 ¥ ] Marketing... 1.0 11/15/2017 2
----- 6. Certification and Issuingo... @ 5 ® v &) Marketng... 1.1 12/14/2017 40f6
7. Recognition of Qualificatio... g 1 Key Actions 2 2 B marko 1.0 3/10/2015 0
..... P - T 5 To minimise fraud and presentation of false documentation: Al |® % @ merkoch... 1.0 11/30/2013 o
- ;
9. Transition to Training Pack... 2 - Check Certificate { Statement of Attainment Gl B D E]Meeting... 10 1/31/2012 o
i 2 TS ® # EnewTest 10 3/27/2014 oof2
4 ards Step 2 esponsible Person(s) B ® opendoc. 10 S :
4 standard 1 7 [complance Manager | ? % Elphone 10 10/18/2016 0
""" ¢ N, & 0 See o v
I - " g % & ;
o b o ! |status [pocument Revision |Review Date | Compiiani Framewark | ;| == Epoiods 10 1y J
----- Element 1.3 (5] 12k e H g :J % pp2 1.0 11/4/2012 0
7 ] Privacy ... 1.1 10/13/2012 3of5
4 Element 1.4 0 e b y 0 4
o 5 LB AL Ll 20 HBBLT AT 2 D) Ejprocesst. 10 10/142012 0of1
. & #®  &E)pubisher 2.0 9/3/2015 0
9 12 I %} publisher .. 2.0 9(7/2015 0
© 1 Step 3 ? & "FQuoteqo..10 9/22/2016 0
@ 1 P ? & HEgwey 10 2/21/2012 o
? = ) querty 1.0 10/13/2012 0
0 i
- A W 5 Hlawerty2 10 0
® v B]Recogiti.. 3.0 4/18/2017 40f5
4
bt & T ®jrecords.. 3.0 3f22/2015 0
b 3 N ? v ®)Refndlog 1.0 5/18/2017 1
L 4 % v HE]Refundp.. 2.1 12{1/2018 i
4 Standard 2 0 Step 4 '} ) H)RefundR... 1.0 1/31/2017 1
----- Element 2.1 (5] 9 ? v Hjrefindr... 1.0 10/18/2017 1
5 2 v ®Riskanal.. 1.1 6/21/2017 19020
Element 2.2 (5] 9
_____ g © - 1?2 2 ®rskMan.. 10 1/14/2016 i
lement 2. | |® ' ®riskMan.. L1 8/18/2012 2
Element 2.4 - 8 ‘ & O Unlink | BT ERskMan.. 10 /2015 p "
= - e —

Note

A single document may be linked to several standards.

Unlink Documents in Bulk

To unlink documents in bulk:
1. Select Edit Framework to enable editing.

2. Select adocument and click on the numberin the Link column:

f .~ DOocCoo47 B Appeals Policy 1.0 10/04/2016 15
& ¥ pocooss ®] Appeals Procedures 1.0 10/04/2015

o 9_: DoCo117 n@_ﬂj Appeals Progress Form 1.0 10/04/2018 e
7 @) pocoozs W Appeals Register 1.0 10/04/2016

7 # pocoozz ] Archive Register 1.0 10/04/2015 7

il %) pocotls W] Archive Register Form 1.0 10/04/2016

[ ¥ pocotls #] Assessment Outcomes Tra... 1.0 10/04/2016 25
M w DOoCoo46 W] Assessment Policy 1.6 13/07/201% 43 of 50

When you click on the number you will see a breakdown of the frameworks that the document is linked
to and the number of times it has been linked:
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I7 9 pocooz2 ] Archive Register 1.0 10/04/2016 7

I %) pocoiis ] Archive Register Form 1.0 10/04/2016 7

I % poco11s @_j Assessment Outcomes Tra... 1.0 10/04/2015 25
F « DOCOD4s @ Aszessment Policy L& 13072019 of ﬂl W
& 3 pocoos? ] Assessment Procedures Framework , | Links |

I7 ¥ poco114 M Assessor Evaluation Form | % 1509001:2015 oo
|7 ¥ pocoo2i W] Assets Register 4# SRTO 2015 43 < =
B w DOCo04s B Audit Policy & oms 0

3. Select the framework you want to unlink the document from and click the Unlink symbol. This will
remove all the links to that document within the selected framework.

I7 ¥ pocooz2 8] Archive Register 1.0 10/04/2016 7

I 9 pocoiis ] Archive Register Form 1.0 10/04/2015 7

# ¥ DoCo115 @_j Assessment OQutcomes Tra... 1.0 10/04/2016 25
W DOCOD45 @'_j Aszessment Policy L& Bfﬂ?fgnlg iof ﬂ W

& ! pocoos? ] Assessment Procedures Framework | Links |

I7 ¥ poco114 ] Assessor Evaluation Form | 8 1S09001:2015 iao

|7 %) pocoozi ] Assets Register 4# SRTO 2015 4@

M « Doconds W Audit Policy & oms 0

3.3 Creating a Framework
Getting Started

To create a framework, click on the Setup Frameworks buttonl® on the bottom right-hand corner of the
Framework Selection Button.

OR

Goto Tools/Config and select Framework Setup.

Toaols/Config Help

¥ W w

Manage Users Who's Framework  Template Application
& Groups - Logged in Setup Manager Options
Users Config

Setup Frameworks i

Both of these buttons take you to the Setup Frameworks section shown in the image below. You will be able
to see the setup of all the frameworks in your system.
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o
T
w 1 amework D
N 4| New Framework Grouping ‘ RMENOLCE
= S —— ‘ [JActive [Essential Standards for Continting Registration
Q New Framework ‘ Delete ‘
ot
B | Description & Overview ‘ Framework Structure
$0OPY 2 A
@D o : Framew re Framework Item Details M Enable
E | i 5 New Item New Sub-ltem Delete o/ Section Header (] Hide Documents & Show Item Overview
© Item Title Number $[~  TiteMumber:  [Condiions
A 400 4 Conditions O
L } Essential Standards for Initia Regstra b = =
e e R A Gvemance) & [] For reporting do not repeat Title/Number for next level Titie/Number
o : 2. Interactions with the Registering Body ]
E AR 3. Compliance with Legislation ] Desciption
Part 145 Continuing airwor thiness - P& » =
L)) e S 4, Insurance ™
*--Part 145 Manual of Standards (MOS] -
(%] ’ 5. Financial Management W
xRS, 6. Certification and Tssuing of Qualficat... /|
*--Part C of the ESOS framework: »
i 7. Recogrition of Qualifications Issued ... |
RIS 8. Acauracy and Integrity of Marketing /)
}. ELICOS Course Standards » o g i [ Indude previous level' item description in preview and reports
9. Transition to Training Packages /Exp... W
ELICOS Provider Standards » AT O Explanatory Notes
4 @TO
1 4 standard 1 O 2 - - - - | - 2
— i g [Times Hew Roman ABCabe v[[13 v] Nomnal A-[[B-]BIUSXX
x Element 1.1 14}
4 HSQHS m— 7 [ AddTable ~ | Clear
£...Hospital Accreditation Workbook » i
¥ Element 1.3 ) H
7 ]5_“"'; "IIL:':A]S Syt pmie b 4 Hement1.4 O
L.~ Quality Management System - Require
q v L ia) =
4 SRTO 2015 b =]
Standards for RTOs 2015 » ) =]
H Fg) |~
- Essential Standards for Intil Regstra W1 b =
Essential Standards for ContnuingRer I =
4 Bement1.5 O
*--VRQA Guidelines » -
a) v
v
[
9
Export Selected Fra )
4 Standard 2
Export Essential Standards for Continuing Regis...
Element 2.1
[ Export Intent/Key Actions/Responsble Person(s) |- peneit oo
[ Export approved framework documents Element2.3
[ orly mapped b Element 2,4 h
Element2.5 W p
- Element 2.6 %} i
i /eb Forms and associated Registers g | v | Eplenstory Notes | Ttem Formating | item Glassificaton |

Creating a New Group

1. Tocreate anew group select New Framework Grouping.

Mew Framework Grouping
P

Mew Framework Delete

2. A New Group will be added to the bottom of your list of frameworks:

4 HSQHS
Hospital Accreditation Warkbook [
4 ISO9001:2015

: Quality Management System - Require [ 2
4 SRTO 2015

{ |- Standards for RTOs 2015

-Essential Standards for Initial Registra
- Essential Standards for Continuing Re
e WROQA Guidelines

L N

o

3. Inthe section to the right of the list of frameworks you can give your group a name, a description and a
logo.
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[ I ramework Group Details
‘| DeLE o thar e | neworL Group Details

[w] Active

| Mew Framework | | Delete

Mame: Mew Group

[
2
b

® 4 AQTF Logo:

Description:

Essential Standards for Initial Registra
...Essential Standards for Continuing Rer Il

w

4 CASR
LPart 145 Continuing airworthiness - Pz
L. Part 145 Manual of Standards (MOS) »
Preview:
CRICOS New Group
LPart C of the ESOS framework 3

e \ /
ELICOS Course Standards N

4 GTO
L. GTO Clauses »

SetLogo l

b

%

-

Advanced Options

HSQHS [] override <Company Lego> in documents and reparts with this Framewerk Group's logo

. Hospital Accreditation Workbook
: ’ [ ] override the <Company Mame> field value in documents and reports with this Framework Group's name

4 1S09001:2015
Quality Management System - Require

b 4

rl

SRTO 2015
- Standards for RTOs 2015

ssential Standards for Initial Registra
ssential Standards for Continuing Rer
- VROQA Guidelines

vvH HEH~

Creating a New Framework

To create a framework in your new group:
1. Make sure that your new group is selected.

2. SelectNew Framework :

Mew Framework Grouping

: C Mew Framework D Delete
e

3. Once you have selected New Framework the framework will show up under your new group. Select
New Framework again to create more frameworks under the group.

4. The image below shows the layout of the framework editor.See below for information on developing
framework structure.
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Framework Details

[V Active  New Framewark Framework detai IS

| Description & Overview 1 Framework Structure I

Framework Structure Framework Item Details M Enable automatic spell checking
New Item Mew Sub-Item Delete [ ] section Header [] Hide Documents & Show Item Overview
Ttem Title/Mumber ﬁ ! Title/Mumber: - -
T Framework item details
Fram ewo rk | For reporting do not repeat Title Mumber for next level TitleMumber
Desaription:
structure
displayed
here

|l Indude previous level's item description in preview and reports

ry Notes
[TmestewRoman — ABCabe <[[13 <[ nemal - [MA ][ B~ BIUSX ¥|E=s==EE =2- =28

|E AddTable ~ ~| Clear

Explanatory notes

15

Explanatory Notes | Item Formating | Ttem Classification

Duplicating Frameworks

The Framework Setup options also enable you to duplicate frameworks. To duplicate a framework

1. Rightclick a framework in the framework list and select Duplicate Framework.

4 AQTF

sgent O T |SEAN |SRT S Y - L n
........... | . |

L Esser] Duplicate Frameui.rnrk .

4 CRICOS Ik

! iL.PartC of the ESOS framework b

4 CRICOS 2018
| i.Cricos 2018 8

2. Assign a name to the duplicate framework.
3. Specify which framework synchronisation options you want to apply to the framework.

Keep this copy's content synchronised with the original framework - When a change is made to the
content of the original framework, the change will automatically be applied to the copy as well.

Keep Intent/Actions/Responsibility synchronised with original framework - When the Intent, Key
Actions, or Responsible Person fields are edited in the original framework, the changes will be seenin
the copy as well.
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Framewaork Synchronisation Options n

| feep this copy's content synchronised with the original
""" framework

7| Keep Intent/Actions Responsibility synchronised with
= griginal framework

LE;:DW document links from the original frameworks

- Keep document links synchronised with links in the
— original framework
i Apply i i Cancel |

L 1 L il

4. SelectApply.

Once a framework has been duplicated, you can also duplicate the documents and links from the original
framework. To do this:

1. Create anew framework group and drag and drop the duplicated framework into that group.

2. Right click the duplicated framework and select Duplicate Documents and Links from Original
Framework.

3. Select the relevant options in the window that opens up. If Link duplicated documents to framework
items is enabled, documents will be duplicated and linked to the framework's items in the same way as
they are linked in the original framework. If Remove existing framework document links from
framework is enabled, any documents that had been linked to the duplicated framework prior to the
duplication of the documents from the original documents will be unlinked. If you leave both options
disabled, the documents from the original framework will simply be duplicated and will not be linked to
any standards.

Framework Document Duplication Options E3

{ink duplicated documents to framework items:

[ 'Remove existing framework document links from framework

Duplicate Cancel

4. Once you have selected your options, select Duplicate.

Developing a Framework Structure

To start creating your framework structure:
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1. Select New Item as shown below or press the Insert key on your keyboard.

MNew Itern, Mew Sub-Item Delete

Ttem Title Mumber §|

2. Anew item will appearin the Framework Structure panel. This item can be made into a header by
enabling Section Header as shown below:

Framework Structure Framework ltem Details M Enable automatic spell chedking

MNew Itern MNew Sub-Item Delete || Section Heade [] Hide Documents & Show Ttem Qverview
Er_q'ﬁﬂefNumber ﬁ prie Mumber:  |Mew Item

""" Sub-Title:

|w| For reporting do not repeat Title/Mumber for next level TitleMumber

3. Type inthe title or heading in the Framework Item Details panel. The title will change automatically
when you create the next item or you can press the Enter key on your keyboard so that the title is
entered in the framework structure.

Framework Structure Framework lem Details B Enzble automatic spell chedking

MNew Item Mew Sub-Ttern Delete [w#| Section Header [ Hide Documents & Show Ttem Overview
_Ite_r_n TiteMumber ﬁ Title Mumber:

______ O s

4. Enable Hide Documents & Show Item Overview to create an overview page that is attached to the
header. If this is enabled, an overview of the item will be displayed rather than a document list. Enter
the overview in the Item Overview section as shown below.

Framework Item Details

ide Documents & Show Item Overview: )

TitleMumber:  |Standard C1
Sub-Title: Mandatory reguirements for course applications

[w| For reparting do not repeat Title/Mumber for next level Title Mumber

Description:

[ Include previous level's item description in preview and reports

.3 | Normal .A - @ - B 1

Note

This option is only available for items that do not require documents to be linked to them. (See Step 5
below.)

5. To create an item under the header click on New Item (Insert) again. Give your new item a title as
described above. In the Framework Item Details panel you can also give your item a sub-title and a
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description. The description can be used to tell users what standard the item represents. You can also
add Explanatory Notes which can be very helpful.

In the example below, you can see that the box next to 'Governance' is ticked. This means that NovaCore
will require you to link documents to that standard. You can untick this if you need to. Typically, headings
are left unticked.

Framework Structure |
Mew Item Mew Sub-Item Delete
Item Title Mumber 8 |

Fl Conditions

e GOVErnance E?

6. Create sub-items under existing items by clicking New Sub-Item or using the Ctrl+Insert keys on your
keyboard.

Framework Structure
. Mew Itern MNew Sub-Item Delete
(| Ttem TitleMNumber § |

7. Give your new sub-item a title, description etc. as explained above. Below is an example of a sub-item
for 'Governance'. Note that an unlimited amount of levels can be created.

Framework Structure
Mew Itern Mew Sub-Item Delete
| Item Title/Number 8 |

i Conditions

8. Todelete anitem, select the item and select the Delete button thatis next to the New Sub-ltem
button. A new item or sub-item will always be inserted under the item that is highlighted.

9. To create anew item at a parent level, select the previous parent level and insert a new item. In the
example below the framework builder selected 'Governance' and then New Item to create the new
'Insurance' item. The little arrow to the left of an item allows you to expand and collapse the item.

Framework Structure

Mew tern  Mew Sub-Ttem Delete
| Ttem Title Mumber 8 |

= Conditions

¢ 1. Governance

&2, Insurance L]

Below is a fully expanded example of the beginning of a framework structure:
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Framework Structure
Mew Itern Mew Sub-Item  Delete

Item Titde Mumber i |
i Conditions

4 1, Governace Ij

i a ¥

= vl

------ i Wl

il vl

b, :J

...... g ¥

Y
Gl
=
5

g g-
c
o
3
o
J [

r
[

10. Select the Save/OK tick to save your work!

Activating and Deactivating Your Framework

In the image below you will notice the green and red Play and Stop buttons beside the frameworks.
Play button - Indicates that a framework is active.
Stop button - Indicates that the framework is inactive.

To deactivate a framework click on the Play button beside the framework and it will become a Stop button.
To activate a framework click on the Stop button and it will became a Play button.

4 AQTF

----- Essential Standards for Initial Registra [
‘... Essential Standards for Continuing Fe

4 CASR

> Part 145 Continuing airwarthiness - Pz [ 3

..Part 145 Manual of Standards {MOs) [ 3

4 CRICOS
i L.PartC of the ES05 framework ik}
4 Demo Group
i.Demo 8
..... FLICOS
4 ELICOS Course Standards
- ELICOS Provider Standards H
L GTO Clauses )
GTO
4 HSQHS
E D Hospital Accreditation Workbook [ 3
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Another way to activate or deactivate frameworks is to tick/untick the Active check box in the Framework
Group Details section or the Framework Details section:

| Framework Group Details

[ Active
Mame: SRTO 2015 | Framework Details
Description:  Mational Vet Regulator Standards dsfs sdf sd sd ;gi\;ctve Bl bkt

” Description & Overview | Framework Structure

Note

If a framework is not active it will not be displayed in the Framework Selection Menu when you hover
your mouse over the Framework Selection ButtonD® .

Your New Framework in the Traffic Light System

Below is an image of what the example framework in the section above (Developing a Framework Structure)
looks like in the Traffic Light SystemB59.

e On the left-hand side you can see the sample structure created in the section above.

e The attention symbol is beside all the items that were ticked when the framework was created. You will
need to link documents to these items! (See Using the Traffic Light Syste m062 J)

e The item description is shown to the right of the Framework Structure and you can see Explanatory
Notes by click on the Explanatory Notes tab as shown below.

| Compliance Files ‘ a

i i. The applicant must be able to demonstrate to its registering body what its intended objectives as an RTO are, that it has undertaken business planning,
i and demonstrates the continuing viability including financial viability, of its proposed operations.

i~ Conditians Document \

+ 1.Govemance  rgquired! Iltem description shown here
H 4 a,

0
0
@ o =
Implementation (“Explanatory Motes )
& 0] | 4
a 0 \ Intent / Key Actions / kesponsible Person
Fiy | [T— Click hore 10 con
| AT I ST O O
. &b 0
| v Explanatory Notes
. =3
4 2. Insurance 0
L) &b 0
Fram ewo rk Responsible Person(s)

Structure | | |
|oocowersts ]

|status |Document ‘Rewsion |Review Date ‘ComplianIEFramawork|
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The DMS is a repository for storing all of the documents within your organisation whether they are
compliance related or not. Its purpose is to make it easy to manage and control documents such as training
materials, assessments, finance materials, archives etc. and to enable you to keep all of you organisation’s
documents in one place. Use the DMS to impress auditors not only with your up-to-date compliance, but
with efficient management of every document within your organisation.

DMS Features include

e Detailed reporting on folder structure and all documents within that structure

e Automatic archiving

e Continuous improvement tracking

e Detailed audit trails

e Security that enables the locking down of individual folders so that specific files are only available to
certain staff members

e Document distribution via FTP or folder publishing, giving you the ability to control documents outside
of NovaCore as protected MS Office files

e Adetailed search functionD® that enables you to search all documents within the DMS and CMS using
the document name or number

e The ability to import video files of up to 500MB in size

e The ability to have one document in multiple folders so that all the folders can be updated by updating
asingle document

e The ability to link DMS documents back to standards in the compliance frameworks.

NovaCore clients use the DMS to store
e Assessments
e Training materials
e Finance materials
e Qualifications
e Units of competency
e Courseware (such as power point presentations)
¢ Validation documents
e Trainer qualifications
e Trainer profiles
e Archives

To access the Document Management System (DMS) go to the Framework Selection ButtonD® and select
DMS.

A typical example of folder structure could look like this:
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RTO GEMNERAL

e,

e ADMIM — HR — MARKETING

CONTRACTS

PDONs

Succession Planning

.|  CLIENT MAME

REPORTS
TRAIMING
RTO SPECIFIC
By
e ASQA INFO —— RTO Submission Training Admin

Financial Reports Certificate Templates

Submission Pack Skills Matrix

Trainer Profiles
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RISKE MAMNAGEMENT FINAMCE

TRAINING LIBRARY

b COURSE — COURSE COURSE

QUAL - LEVEL

- Aszessment Materials

Delivery & Assessment Strategy ‘

Training Materials ‘

Validation,/Moderation/Mapping

4.1 Creating Libraries and Folders
Library Folders

Within the DMS, folder hierarchies are very important. The top level folder is the Library level. You cannot
import documents into the DMS without library folders. You also cannot create new folders without a
library.

To create a library folder:

1. SelectNew Library.
i novacore Manage Registers Reg
i QB =
ﬁ Document Management System Mew Mew  Delete
Library Folder  Folder

Frameworks I DMS Control

2. Adialogue box will open up in which you can give your library a name and a description. You will need to
choose a foldericon from the drop-down list. It is also possible to add a custom iconD®",
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= Create New Library

Library name:

Red folder

¥

3. Click Create to complete your new library. Libraries are arranged in alphabetical order by default. To edit
afolder's name, colour and description right click on the folder and select Folder Options.

Creating Folders Inside Libraries

R I‘ Blue folder W . +
Lot [ s
Description: ‘ Blue folder \
“’GFEEH - Click here to add
_custom icon
Treate Cancel |

«MNo documents

To create a DMS folder:

1. Rightclick alibrary folder and select New then New Folder:

U:

=

b \ 30 Policies & Prncedurl
B { MNew

Ay F Mew Document

4 ‘ 4,0 Quality

& Audits Carried Out Or
Fi ‘ Internal Audit Report:
& CAE Audits

Paste

g 0o

Delete Folder

L
Copy Folder Structure L New Folder

ry very” i

v B COWARS Trbarns

OR

0
0
n

Select alibrary folder and select New Folder on the ribbon menu.

Manage Reqgisters Reports Tools/Config

T

Mew  Delete Mew
Library Folder Folder Document
DS Control

2. Adialogue box will pop up as it does when you create a Library folder and you will be prompted to name

Wiew

your folder, select an icon and give your folder a description

3. Select Create to save your library.

To create a folderinside another folder follow the same process explained above but right click on the new

folderinstead of the Library folder.
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Note

There is no limit to the amount of folders inside folders that you can have in the DMS.

Copying Folder Structure

Within the DMS you can copy an entire folder structure and paste it into a different folder:

1. Rightclick on a parent folder and select Copy Folder Structure

& Safety Meeting Agendas =
& August 2013 New '

4§ 1uly 2013 < _Copy Folder Structure__—>
4 @ uly 2013

4 & uly 2013 [ Paste folder(s)

% uly 201 L3 Delete Folder
‘ September 2013

2013 i1 Folder Options
e ~ 0 s - . 1 — .

-

2. Right click on the folder into which you want the structure to be pasted and select Paste Folder(s).

R 6.0 Organisational Chart's

& 2000-2009 New a8
W 2011
& 2012 LY Copy Folder Structure

F ‘ Safety Meetin [ Paste folder(s)

& August 2 [ Delete Folder
4 % 1uly 201

4 O uly ] Folder Options

4 ‘ T T =

3. Adialogue box like the one below will open up and you can specify which details of the structure you
want to included when pasting.

Folder Paste Options x|

P

Which of the following detail do you want induded
Y whenpasting?

[ ] Parent folder: 2011
|| Folder icons
[ Security settings

[ ] Publishing settings

4. Select Paste and the structure will be pasted into the folder you selected.

User Manual © 2025 NovaCore Pty Ltd



BIVIS

Note

Only the Folder Structure is copied, not the document links within the folders.

Importing Folders

Folders containing sub-folders and documents can be created by drag-and-drop from the Windows File
Explorer. A drag-and-drop action will begin the import process via the Import Wizard. For more detail see
Importing DocumentsD%.

4.2 Editing Folders
To edit the name, icon and description of a folder:
1. Selectthe folder.
2. Gotothe Properties tab.

3. Editthe properties as you need to. Note that you can add a custom icon using the plus button to the right
of the icon selector. (See Customise Folder IconsD®" for more information.)

1.0 Archives
Documents{ @ Properties I; Security | E] Publishing |
Mame: 1.0 Archives
s ~ Blue folder |V ‘ -+ ‘
| (|
Description: |

4.3 Customise Folder Icons

The DMS has a wide variety of library and folder icons you can use when setting up your folder structure but
itis also possible to create your own.

To create your own folder or library icon:

1. Either:
a. SelectNew Library orNew Folder onthe Ribbon Menu under the Manage tab.
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4 novacore Manage

y ﬁ DMS g
Mew

Registers
Mew | Delete

Folder | Folder

ﬁ Document Management System
Library

Frameworks = DhAS Control

Reg

In the dialogue box that pops up select the '+ button:

= Create New Library %]
Library name: | —— I
iy ‘ Blue folder W +
Description:
Create Cancel

b. Selectthe Properties tab of a selected Library or Folder and then select the '+' button next to the Icon

selection field.

1.0 Archives

Documen &8 Properties & Security | l._.] Publishing |

e S
Mame: (1.0 Archives
G ‘ Blue folder
Description: |
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2. This dialogue box will pop up:

Add a Custom Icon

T

Description:

Select Image

The recommended size for an icon
image is 32x32 pixels, Other
images sizes will be resized.

Cancel |

3. Type aname for your new icon into the Description field.

4. SelectSelect Image and choose the image you want to upload. The recommended size for an icon
image is 32x32px. However, you can use larger images and NovaCore will resize them automatically.
Most image formats are supported however we recommend you use a PNG image with a transparent

background.
Add a Custom Icon E3
Description: Mew Custom Icon |

< Select Image

The recommended size for an icon
image is 32x32 pixels. Other
images sizes will be resized,

Create Cancel

5. In NovaCore, your image will be displayed in three different sizes depending that are determined by
whether the icon is being used as a Library or Folder icon. Once your image has been uploaded, you will
see what the image will look like in the these three different sizes:
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Description: ENEW Custom Icon

| Select Image I

Preview of icon
i at different
sizes:
L o

64ue4 332 16x16

Cancel

Create

6. When you are happy with your new icon click Create.

Add a Custom Icon

Description: ENEW Custom Icon

| Select Image |

o4ua4 332

Preview of icon
i at different
sizes:
H o

1616

( Create

Cancel

7. Your new icon will be added to the list of ready-made icons and can be applied when creating a new
library or folder. By default, the newest icon is at the bottom of the list.

Note

Folder.

To create a Library icon you must select New Library and to create a Folder icon you must select New

4.4 Library and Folder Security

The NovaCore DMS enables you to assign permissions to users and groups for individual folders. This means
that even if a user has a certain permission by default, this can be overridden for certain folders.
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Documents | G Properties £ Security - Publishing
@ G |

]
Show: - Al users and aroups | W

User/Group Name |User Email
2 GECRGE (George Brown) george @gmail.com
; JACK (John Fisher) jack@yahoo.com.au
2 JAMES (James Cabala) rossi@gmail.com
,: JEMMA (Jenna Dale) jenna@gmail.com
2 JOHM (John Black) marko@gmail.com
; LUKE {Luke Matthews) Iuke@gmail.com
2 MARKQ (Marko Western) marko@gmail.com
,: MATT {Matthew C) matt@gmail.com
% New v

Permissions for: 3.0 Policies & Procedures

Folder Permissions Allow Deny [ Document Permissions Allow
View v ] View [m] O
Create sub-folders v 1 Create [m] O
Edit vl | Edit [m] |
Move [w] | Cheds Out/In L] O
Delete vl | Approve O vl
Publishing settings vl 1 Revise |__'| v
Move !?! Ij
General Permissions Allow  Deny Delete vl O
Change Permissions vl il Print Controlled vl {a1]
Export/Email [w] |

Setting Folder Permissions

To set the permissions of a folder for users or groups:
1. Selectthe folder.

2. Select the Security tab as shown in the image below:

1.0 Archives

e ——

™ Documents rﬁ. Propertie G Security = Publishing

3. Selectauserto see the user's permissions for the folder.The permissions of the selected user will be
displayed below the list of users.
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Permissions for: 2.0 Policies & Procedures

Folder Permissions Allow  Deny W Document Permissions Allow  Deny
View 2 View L] =
Create sub-folders v ] Create (m] L]
Edit wl L] Edit m| L]
Move vl L] Check Out/In (m] (]
Delete vl L] Approve (m] L]
Publishing settings [] v Revise [m] L]

Move i :

General Permissions  Allow  Deny Delete m ]

Change Permissions (m] [] Print Controlled [m] L]
Export/Email [m] L]

The name of the folder you selected will display on the bar at the top of the user permissions section.

Tip
When you enter the security tab, you may notice an icon that
appears to the left of some libraries or folders:

i @ ’ 1.0 Archives a3l

4 @ ‘ 6.0 Organisational Chart's 836
3 @ W Al Departments 3

This same icon shows beside certain user or group names:

Users and Groups

@ % Finance Group

@ & LUKE (Luke West)

The icon beside a library or folder indicates that user
permissions have been specifically set for that folder. The icon
beside the user or group names indicates which users have had
their permissions specifically set for the selected library or
folder. Note that if the permissions have not been specifically
set at that level but are only being inherited, the icon will not
show. Therefore, if there is no icon beside a folder, this does
NOT mean that there are no permission settings enforced for
that folder but that the permissions .

4. To override default orinherited user permissions simply change those permissions in the DMS by ticking
the Allow or Deny boxes.

5. Select Apply.
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Note

¢ |f a user is part of one or more groups, and the allow and deny fields are blank, the sum of the default
permissions of the group and default permissions of the user will be used.

¢ |f a user is part of multiple groups which have been assigned both allow and deny for a particular
permission, then the deny permission will always override the allow permission.

Understanding Permission Rules and Enforcement Hierarchy

Permission Rules

e The DMS introduces the ability to Deny and Allow permissions that differs from other system and
default permissions in NovaCore in that Deny and Allow are only in force when selected. Thisis in
contrast to default user permissions (see User PermissionsD”7) where a selected permission gives a
user permission to perform the action and an unselected permission does not.

e Folder permissions override default user permissions.

e Folder permissions can be inherited from various places including parent folders, default user
permissions and group permissions.

e When selected, a DMS folder's Allow and Deny permission will explicitly override an inherited
permission from a parent folder or the default user permission. However, if neither Allow nor Deny
is selected for a folder then a parent folder's permission is enforced if it exists and if not the default
user permission is used.

o If auser whois part of a group is assigned certain permissions for a folder that are different to the
group's permissions for that same folder, the Deny option will always take presidency. For example,
if Userlisin Group A and Group A is denied the View permission while Userl allows the View
Permission, then the user's View Permission will be denied.

Tips for Working With Permissions

e Hover your cursor over a permission to see who set it, where it is being inherited from or which
group is enforcing a Deny permission. This information will also display on the status bar (see
Understanding Screen LayoutD9 ).

Document Permissions Allow  Deny

View =-i_: |

Create %ment Edit' permission inherits from Default Permissiuns]
Edit m L]

Check Out/in — % ]

Approve [m]

e Remember that when a permission option box is filled in (as in the image above) this means that
the permission is being inherited.

User Manual © 2025 NovaCore Pty Ltd



BIVIS 88

4.5 Copying Documents

When copying a document, it is important to remember that what is being copied is a link to the document
and not the document itself. When you copy a document, you will notice that the document number
remains the same because the 'copy'is just a link to the original document. Because of this, when
revising/editing a document or when the document status changes over time, all of its links will be affected
and reflect the change throughout the system.

From Framework to DMS folder

To link a document that resides in a Framework to a DMS folder:

1. Right-click the document and select Copy :

®]  #= SRTO... Appeals Policy

W] #* SpTO.., Assessment Policy |
W] #= sRTO... Audit Policy
#] g spTO... Client Information| [ Copy
@j k IO, CamylomisBolley: 'g_f,‘_J Copy this documents' hyperlink
-@j m SRTO... Continuous Improwver|

) @] 4 SRTO... Enrolments Policy [T4 Pasteframework links

L View

=1

(33 < <

2. Select the DMS and the folder you want the copied document to be linked to. Right click anywhere
in the document list and select Paste

AR W 1 ey - e e

JDIIC_' .......... ................'.:".“'.--..h "ﬁ"";-"lS 1.0

soic| 14 Ft s 10
| |

:'DliE E I::Dp}r 3 '15 1.0

ns 1.0
s 1.0 |

| oy Pastelink

B .@ Paste Duplicate

e Lk

OR

Paste Link:

0T : HE - VR Ny : 1.0 30/08/2024
,3’ y Edit 1.0 30/08/2024
.-4: E Copy » 1.0 30/08/2024

1.0 30/08/2024
gy Fiiw...

g
_: % Copy this document's hyperlink
Ul

._-j.| -E' Paste Paste Link J:}
=5 Print : i
= B P S (i ] i ;
&  Print Controlled 1n s Inna

Note that you can also use the Copy and Paste buttons of the main menu underthe Manage tab
or the standard Windows keyboard shortcuts CTRL+C and CTRL+V.

From DMS folder to DMS folder

A document within the DMS can be copied to a different folder within the DMS using the procedure
described above.
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Note
Documents CANNOT be copied from the DMS to a Framework.

Copying a Document's Folder Links

This feature makes it possible to copy the document's distribution across multiple folders to another
document without having to copy it to each of the folders individually. To copy all of the DMS folder

links of one document to another:
1. Rightclick on the document.

2. Hoveryour cursorover Copy and select Copy all folder links

Copy folder links

Copy all framework links

v Doco747 Y oMs B] wduty statement - training manager | T Policy 10
« Doco7s0 &) DMs ) legis | View i 0
v DoCo751 § OMs ) molﬁlr- —
v DOCo752 § DMs ] |[® Copy “LI
&, Copy this documents’ hyperlink |
i
[ Paste

3. Rightclick on the document that you want to copy the links to.

4, SelectPaste folder links.

v DOCO750 S DMs W é!sgiﬂ?fnn_lnnﬁ.
v DOCO751 8 DMs ] mouy | View
v DOCO752 § DMs %) refun 1y Ccopy X

_‘-:_2,_3 Copy this documents' hyperlink

mastefulderlinks

]

Duplicating Documents

NovaCore allows you to create documents that are exact duplicates of existing documents but that
have their own unique document number, revision date, etc. Its content can be edited independently

of the original document.
To duplicate a document:
1. Rightclick on the document and select Copy.

2. Thenright click the document list and select Paste > Paste Duplicate.
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Edit
E Copy 3 |RE‘Vi5iﬂll |Revi5iun Date
% Copy this document's hyperlink L0 2y
= - e A 2[]24
y Paste b | 0y Pastelink 024
(‘;‘;i Print E Paste Duplicate N _'2[]24
_ : 1.0 30/08,2024
= Print Controlled 1.0 30,08/2024
/" Revise L0 30/08/2024
1.0 30/08/2024

3. Your document will be duplicated with the word "copy" added to its name. It's status by default
will be "Waiting to be Edited." If you duplicate the document multiple times, a number will be

added after "copy" ("copy 1," "copy 2," etc.)
w  DOCO04%s W] Assessment Policy | T Policy 42 SRTO 2015 1t &8/08/2024
- T
E DOC4a47 W] Assessment Policy copy T Policy I @ SRTO 2015 1.0 30/05/2024
M 4458 m [ — + Dnlic Fams 1 Dirlics & nmc in minR i

You can also access the Paste Duplicate option by clicking on the drop down of the Paste icon in the
Ribbon Menu and select Paste Duplicate .

4 Manage Registers Reports Tocls/Cenfi Hel
novacore 9 | Reg p g Help

Qovs W

New Mew

Document Management System Librar_',r Eolitar
Frameworks DMS Centrol

e L4 ™

Delete Mew Edit Approve Revise Review Cancel
Folder Document Revision

\ "‘é Paste Duplicate v

Crcre g

Tl -

4.6 Sharihg Folders

To share a DMS folder with anyone via a link
1. Rightclick the folder you wish to share.

2. SelectCopy Folder Hyperlink.

()] ‘ 2 Quality
{ Mew

§ Audits (
S) @ Internal 2 Copy Folder Structure

~ B I
© B IRQ123 @ Copy Folder Hyperlink J|

- ‘ Munﬂﬁl}!l".._
% 3Admin|
S B -

i |

Paste

Delete Folder

3. A pop-up window will open up. For security reasons, you may want the link to expire after a period of
time. Once the link has expired, no one will be able to access the folder through that link. In this pop-up,
you can enable link expiration and set the expiration period. If you do not want the link to expire, leave

Expire this Folder's Hyperlink unticke

d.
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Copy Folder Hyperlink “

You are about to share folder "2 Quality”™ with anyone who has the following hyperlink ...
hitp:f/192.168.0.21/folder?100774EE-E242-4800-BCA7-ES8082B85786

|| Expire thiz Folder Hyperlink

! [v]
lin 1day S
lin 2 days

in 3 days

Share & Copy I Cancel J

I
lin 2 weeks !! _

in 3 weeks

L

4. Click Share & Copy and the link will be copied. To share the link, simply paste it into an email, message,
or website.

Note

Only documents that are approved, not past their review date and that are ticked as PublicD® will be
visible in the shared folder.

Note

If the folder has already been shared, the pop-up window will notify you of this and will give you the
option to update the link's properties or to create an additional link.

~ W

Copy Folder Hyperlink “

Folder “Jandakot Airpart Land Lease Contract 19890801-20140731" is already shared, Update the
sharing properties below for hyperlink:

https://albany.novacore.com.au/folder?DBDCA35A-1F82-45EE-9ES0-0B967F22DCFS

[ ] Expire this Folder Hyperlink;

in 1 day |

The hyperlink will no longer work after 16/05/2025

Create Additional Hyperlink Update & Copy

g L

Cancel

4.7 DMS Publishing

The NovaCore DMS enables you to manage the publishing settings of specific folders for documents marked
for publishing (see PublishingD91 ).

Set Publishing Settings

To set afolder's publishing settings:
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1. Gointothe DMS and select a folder.

2. Select the folder's Publishing tab.

.

4,0 Quality

|_|__°| Documents rﬁ. Properties | G Security r:: Publishing

3. Use the tick-boxes and fields to enable or disable publishing and specify how to publish documents for
each of the Private and Public sections of your folder. (See below for more detail.)

Publishing Options

Publish Documents Privately

Under Private documents there are 4 options:

Documnents | @ Properties | G Security | Ea Publishing |

Private documents

@ [w| Publish in Document Portal
Publishas: | "~ PDF [v

[ Upload to Web site folder via FTP

Mot Published
No documents in this folder will be published wia FTF

[ Publish to Folder

Publish as: '.@%-Driginal document i v

‘ [m] Publish to Google Drive (Inherited from > 1 General):

Mot Published
MNo documerds in this folder will be published fo Google Drive

1. Publish in Document Portal - Documents in the folder will be published to your NovaCore
Document Portal and will be password protected by NovaCore. This means that you can log into
the Document Portal as a management user with your existing password, or as a Document Portal
user that has been created by a management user (see Create a UserDm). When users access
documents in the Private section of the Document Portal their activity will be logged. This log is
available via the Document Portal Log ReportD™.

You can choose whether to publish the documents in their original format or as a PDF.

2. Upload to Website folder via FTP - Documents in the folder will be uploaded to your website
via FTP. In this case choosing to publish documents privately simply helps to differentiate between
private and public document destinations. The privacy of the documents depends on their
location/destination on your website and your site's security settings. Novacore cannot manage
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security for your website. Go to FTP Publishing Settingst to find out how to configure and enable
FTP Publishing. You can choose whether to publish the documents in their original format oras a
PDF.

3. Publish to Folder - Documents in the folder will be exported to a specified server folder. (See
Folder Publishing Settingst .) The privacy of the documents depends on their location on the
server and on server security settings. You can choose whether to publish the documents in their
original format or as a PDF.

4. Publish to Google Drive - This option enables you to publish documents to Google Drive. Note
that you must first connect Google Drive to NovacoreP™ before you can use this option. If you

have &HCVSUOUC', we do not recommend using Google Drive because the Document
PortalD™ is an efficient replacement for Google Drive and Sharepoint, making document sharing
much more convenient.

Each of the tick-boxes can be in one of 3 possible states: ticked, un-ticked and solid
! ticked: Publish the selected folder regardless of parent folder settings.
un-ticked: Do not publish the selected folder regardless of parent folder settings.

= solid: Inherit the parent folder's setting. If the parent folder tick-box is also solid, then inherit the
grandparent's folder setting, and so on.

Tip

1. Inheritance must be turned on for the DMS under
Application Options - PublisherD™ for the solid tick-box
option to be available.

2. Note thatif the folderis alibrary folder, the tick-boxes can
only be blank or ticked. This is because library folders are
the starting point of folder structures and so do not have
any parent folders to inherit settings from.

Publish Documents Publicly

Under Public documents we have the same 4 options as above.
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[m] Publish in Document Portal {Inherited from = All Departments):

Mot Published
No documents in this folder will be published in the Document Portal

[w] Upload to Web site folder via FTP

Publish as: ‘Q@_E} Original document | ¥

[m] Publish to Folder {Inherlted from = All Departments = 6.0 Organisational Chart’s}

5.0 Cir |_.—|'~ cational Chart's) WAl C iepart ments '_i":!-jfl' 10

Publish as: J__E? Criginal document , ™

‘ || Publish to Google Drive;
Not Published

Mo documents in this folder will be published fo Google Drive

1. Publish in Document Portal - Documents in the folder will be published to your NovaCore
Document Portal, however unlike the Private documents section they can be accessed without a
username and password. You can choose whether to publish the documents in their original
format or as a PDF.

2. Upload to Website folder via FTP - Documents in the folder will be uploaded to your website
via FTP. In this case choosing to publish documents publicly simply helps to differentiate between
private and public document destinations. The publicity of the documents depends on their
location/destination on your website and your site's security settings. NovaCore cannot manage
security for your website. Go to FTP Publishing Settingst to find out how to configure and enable
FTP Publishing. You can choose whether to publish the documents in their original format or as a
PDF.

3. Publish to Folder - Documents in the folder will be exported to a specified server folder. (See
Folder Publishing Settmgs *.) The publicity of the documents depends on their location on the
server and on server security settings. You can choose whether to publish the documents in their
original format or as a PDF.

4. Publish to Google Drive - This option enables you to publish documents to Google Drive. Note
that you must first connect Google Drive to NovacoreP™ before you can use this option. If you

have &Pm /acloud, we do not recommend using Google Drive because the Document
PortalD” is an efficient replacement for Google Drive and Sharepoint, making document sharing
much more convenient.

Each of the tick-boxes can be in one of 3 possible states: ticked, un-ticked and solid
v ticked: Publish the selected folder regardless of parent folder settings.
un-ticked: Do not publish the selected folder regardless of parent folder settings.

= solid: Inherit the parent folder's setting. If the parent folder tick-box is also solid, then inherit the
grandparent's folder setting, and so on.

Note

When publishing documents via FTP or when exporting them to a folder, it can take up to an hour for the
document to be seen in the new location as the system only checks for updates hourly.
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Setting the Publishing Destination when Publishing via FTP, to a Folder or to Google Drive

There are multiple ways to set the publishing destination when publishing documents via FTP, to
folders or to Google Drive.

1. Click onthe foldericon at the far right of the text field to open up a dialogue box that lists your
folders. Select a folder.

[w#| Publish to Folder

Publish as: ﬁ% Original decument I |

‘ || Publish to Google Drive
[ =)

publsh as: [ orignal document [

2. OR: Type the folder name directly into the text field. If you type the name of a folder that does not
exist, NovaCore will automatically create a new folder with that name inside the Root Folder that
was defined under Application Options.

e || Upload to Web site folder via FTP
Earganisatﬂ I
Publish as: % drigi_nal l:incumen.t v

[ Publish to Folder

Publish as: % Original document | ¥

Publish as: @_@-QE‘.' Original document ! v
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5 Searching

Note
This is a DMS specific feature and is only available if the DMS is installed.

NovaCore has a detailed search function that searches for documents, folders and framework items
(standards). The search also searches the descriptions of documents and folders as well as framework
Metadata such as explanatory notes, intent, key actions and responsible persons.

To perform a search, type your search into the Search Bar located just below the Ribbon Menu and press
Enter or select the search icon. See the sections below for more information on refining your search.

a novacacore Manage
Q AQTF [:Fg

ﬁ AQTF Standards & Conditions View
Framework

Frameworks =

Search |policy] jo,

note that any framework specific security settings are taken into account

Default Search Settings

The search bar is visible for all documents lists or framework overviews and can be accessed from any
framework.

If you search from a framework overview (Traffic Light System), by default only the framework items and
documents within that specific framework will be searched.

If you search from a framework document list, by default only the documents within the selected
framework will be searched.

If you search from the DMS, by default all documents and folders will be searched.

If you search from the Dashboard, the entire system will be searched i.e. documents, folders and
frameworks.

Advanced Search Options

Next to the search bar there is a Search options drop down menu.
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Search options -

ID Search Documents

Search Folders

| i__,j Search Frameworks

| Additional Options

; Include document history
Include revision notes

Include framework explanatory notes

You can use these options to override the default search settings described above. You can also specify
whether to include document history or revision notes, and framework explanatory notes. Including
document history enables you to find documents even if they have been renamed.

Search Rules

The search is a powerful tool that enables you to find a document, framework clause or folder easily.

Logical operators
You can also further refine your search to find the document more easily using logical operators. The
following standard mathematical logical operators are supported:

¢ + & and the keyword AND - tell the search engine that the word that follows must be presentin the
search results

e | (pipe) and the keyword OR - tell the search engine that any of the words searched can be presentin
the results

e - (minus), A (caret), ! and the keyword NOT - tells the search engine to exclude the word that follows the
operator

The examples below show how to search for a document using logical operators.
Examples:

Search 'policy map' (which is the same as 'policy and map' or 'policy +map') if you only want documents
that contain both words in the document name e.g. 'Policy Mapping'.

Search 'policy or map' to find all documents that either contain the word 'policy' or a word beginning with
'map’ or both.

Search 'policy not map' (which is the same as 'policy -map' or 'policy *map') if you only want documents
named with the word policy but do not contain a word beginning with map e.g. 'Policy Mapping' will be
excluded.

Wildcards
An advanced search technique that can be used to maximize your search results known as Wildcard is also
supported. Wildcards are used in search terms to represent one or more other characters. The two
supported wildcards are:
e An asterisk (¥*) may be used to specify any number of characters. It is typically used to find a word or
part of a word that is contained in another. e.g. to find all items containing the word 'book' simply type
"*book' and the results might include 'Staff book', 'Student Handbook', 'handbook07'
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e Anunderscore (_) may be used to represent a single character, anywhere in the word. It is most useful
when there are variable spellings for a word, and you want to search for all variants at once. e.g. to find
items containing any of these 3 words [car, cat, can], you simply enter 'ca_' as the search

Document Types

Itis possible to include the document type in your search e.g. Word or Excel or Video files. Simply use the
file extension used by Windows preceded by a period e.g. '.doc' for Word documents, or '.xIs' for Excel
spreadsheets, or .mp4' for videos and '.pdf' for PDF (Portable Document Format) files.

Document Numbers
To search for adocument by its document number, either enter the full document number (e.g. 'DOC0123")
or just the numerical part (e.g '0123').

Special Keywords

If alibrary, folder or document is accidentally deleted from the DMS you can do an ORPHANED search.
Simply type the keyword 'ORPHANED' into the search box using upper-case letters. When you select the
search button all documents that are not linked to folders will be shown and you can recover these
documents by dragging and dropping them, or copying and pasting them, to existing folders.

Note

Any framework-specific security settings are taken into account when a search is made. If a user does not
have permissions to access certain frameworks or documents, those frameworks or documents will not
be listed in the search results.

Search Features

When you perform a search, your search results will be a organised into documents, folders and framework
items found. Select the tabs along the top of the list of search items to see the different items found.

You will also be able to return to the previous screen from the search results screen using the Return
button.

Return to Documents
[@ } Organisational tabs

292 Documents found | 2 Folders found | 84 Framework items found

When a document appears in a search result, it will have one or more links below it to the document's
location/s. Select the link to go to the document's location.

¥ access and equity policy
DM541.0 Archives\s.0 Froanisational Chart's'y

W lazenina and sccaccns ctvataniar nnlimr

For Framework Items, the item will be displayed with a link to that item and a description of the standard.
Selecting the link will take you to that particular standard in the Traffic Light System.Ds9 By default,
framework items are listed by framework and then alphabetically.
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J 292 Documents found | 2 Folders found | 48 Framework items found

| Framework « | Framework Item 4 | Description

- : Where the registered ELICOS provider offers courses of preparation for entry to Australian state or territory sec
@ . StandArd PO Teseling lafl 56 state or territory primary or secondary system as determined by state or territory legislation or policy.
@ ELICOS Sl = S s Ol 14 The GTO shall document in a publidy available code of practice or similar document the service level requirements

policy on complaints handling and resolution, and shall keep records of each complaint and its resolution and revie

The GTO has effective documented management procedures in place to:
s ensure that the GTO's finandal management policy andfor procedures are maintained and reflect actual practio
@ ELICOS chridands = Shindard 3= Claiigs .4 %ensgre staff and membnlzrs of board or other go\terlninlg bod}r of the GTO receilvle any necessary professional de
TR S i ST RO S S DA nancial management policy, procedures and reporting induding income recognition procedures, debt manageme
« monitor and report on compliance with its fi nandal management policy and/or procedures, for review as a basis
» ensure probity is maintained for all finandal matters.

@ ELICOS Standards — Standard 6 — Clause 6.1 The GTO's polidies andor procedures shall incorporate a statement on how access and equity principles or legisla
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b Web Forms

Web Forms are essentially forms but are displayed as a web page in your browser. This enables you to let
users fill in and submit forms online. The filled in fields are then automatically stored in an Associated
Register, eliminating the problem of repetitive data entry and thus reducing error and saving time.

Creating a Web Form

To create aweb form:
1. Create anew document as explained in Creating DocumentsD'® and create a regular form in Word.

2. In the NovaCore ToolboxD'? select the Forms tab and select 'Publish this document as a web form' as
shown below.

MovaCore Toolbox L3

Properties | Web Farm | Tagaging

7l Publish this document as a web formi

ey
Tnsert Web Fields

3. Insert web fields.(Explained in Inserting Web Fields below.) Fields must be inserted into the cells of a
table otherwise the form will stretch across the webpage because fields will take up all available space.

Converting a Word Document into a Web Form

To convert an MS Word form into a web form:

1. Find the form you want to convert using the Forms button under the manage tab. Open the form.

MManage Registers Reports Tools/Config Help

@ B Bk L 8§ Q2o

Wiew Policies  Procedures  Farms  Manuals  Others All
Framework -

AQTF Cukrnl

2. Follow steps 2-3 of Creating a Web Form (above).

Inserting Web Fields

Web fields are fields that can operate online. When creating or converting a web form, replace Word fields
with Web fields because Word fields cannot work as Web fields.

Toinsert a web field:

1. Position your cursor where you want the field to be inserted.
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2. Use the drop down menu under Insert Web Fields to select a field.

MovaCore Toolbox =

Properties | Web Form | Tagging

" | Publish this document as a web form

| Insert Web Fields

Text (single line text)

Text (single line text |
Date Selector
Chedk Box
Whole Mumber
t Decmal Mumber

Form Auto Mumber e
Sawve Button

3. SelectInsert and the Web fields will be inserted into your document:

MovaCore Toolbox 4

Properties | Web Form | Tagging

| Publish this document as a web form

| Insert Web Fields

Memo (multiline text) -

| Assodated Register

In MS Word, a web field inserted into a form will look something like this:

{%MEMO2%]}

Tip
Remember to insert a Save Button so that people filling out the
form will be able to save it!

To see what your form will look like online click the Preview button located at the bottom of the
NovaCore Toolbox to open the formin your browser.

Field Settings

To make it easier to read the Associated Register (see below) you can create Friendly Names for
your fields.
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Under Field Settings click on the empty space beside the field that you want to name and type in the
name.

; E'Iil-.'ﬁeings

|Field

| auTono
| CHECK1
| cHECK2
| CHECK3
| CHECK4
| CHECKS
| CHECKS

m

Associated Registers

When you create a Web Form, NovaCore automatically generates a register that associates with the form.

For example, if you create a Corrective Action Form, NovaCore will generate a Corrective Action Register.
Note that by default the name of the register will be the same as the name of the form. You can edit this
name in the field shown in the Forms tab of the NovaCore Toolbox.

MovaCore Toolbox “

Properties | Web Form | Tagging

" | Publish this document as a web form

| Insert Web Fields

Memo (multiine text) -

Insert

Associated Reqister

Mame Corrective Action Register

To view an Associated Register go to the Registers tab in NovaCore and select the register you want to

open.
onfig Help
Corrective Corrective actic

action Register note templat
/

Corrective action Register !

The register will show you a list of all the forms that have been submitted and you will be able to see the
information that was filled in.
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\ Corrective action Register X

#[FormNo = [Date Created |Complete Date Compieted [DATEL oate2 loaTE3 [CHECKT [ CHECK2 [CHECKS | CHECKICHECKS [CHECKS [CHECK7 [Name:
M

Lspe00 | W 70920 2408200 12/08/2010 v v v ¥ ¥ rko
3spo0 | [ 24082010 240872010 0 [m] O & 00 m ¢
413ps0w0 | [ 24/08/2010 24/08/2010 = v J (0[O0 0] =

5 13/08/2010 24/08/2010 24/08/2010 v [m] ] M W M2
7130820 Myl 24082010 24/08/2010 I [m] v W ko2
5140320105 032010 14/09/2010 [m] u ooy
10/29/09/2010 1 20972010 29003200 1 i =
uyos: [ 11172010 O [m] 0 ] O asdbadt
2 41202 412010 v v W TEST2

13 12/1y20108 12/11/2010 [m] ] W Chris Bake
14 12/13/2001 121172000 v 7] ] W sfdffedf
1525/11/2010 /12010 v %] v 1 W merko

16/ 0/1272003 [ 10/12/2010 v =] v ® coin

7/ 2oy 2py011 12012011 = 2] v ] W st

18 13/0y2011 1 13oY21L s/01/2011 v 1 W pad

21 0py211 ¢ 100032011 10/03/2011 v v v ] W Marko

If you form has text fields, select the arrow indicated in the image below.

#|FormNo 4 |Date Created |Complete |Date Completed |DATE1 IDATE2 [
() 1sps;ow | W 7/03/2010 24/08/2010 12/08/2010 .
_i b 3 11/08/2010 24/08/2010 24/08/2010
] b 4 13/08/2010 24/08/2010 24/08/2010

A list of the MEMO fields in the form will be shown with the information that was filled in.

10/29/09/200 1 [ ] 29/09/2010 29/09/2010

N C T

Iszue:
Cause:
MEMO3:
MEMO4:

Thisis where Friendly Names (explained in the section above) are useful. In the example image above,
instead of the field names 'MEMO1' and 'MEMOZ2', there are the Friendly Names 'Issue' and 'Cause’'. Having
field names like these makes it much easier to read submitted forms.

Note

When a webform is submitted an email alert will be sent. The settings of the webform email template
will determine who the alert is sent to.(See Email SettingsD'™™.)

To view forms that have been submitted Double click the form and the form will be shown to the right of
the register list. You will be able to edit the information in the form fields, print the form and/or save the
form.
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J Refund Request Register Staff Feedback Register
Preview Print ———— &
%[ FormMo | Date Create | Complel | Date Complatec | C | Name
» 2 24/08/20116
i Refund Request Form ave
) P 1 12/01/2011 1 Details Refund Type Tick
‘ | | sano 1 Fields ¢an be edited Withdrawal =
Date: Transfer
Mame: John Smith Cancellation
Student 23453425 Other
Course:
Course Intake:
Section 1
| request a refund for the following:
Invoice Number:
Amount:
Reason: (Please attach any supporting documentatian)
Acknowledgement
| understand that my request for a refund will be processed in accordance with test Refund Policy
1 also understand that I shall have access to the Complaints and Appeals process, should | not agree with the outcome or
decision.
< 2 Brint Nams: Signatira:

User Manual © 2025 NovaCore Pty Ltd




[Reports

/ [Reports

NovaCore makes reporting easy by enabling you to generate Summary Packs and Document Registers. You
can also create your own reports using the Screen Printing and Copying functions.

7.1 Summary Pack

The NovaCore Summary Pack report is a detailed overview of a Framework and its state of compliance. It
breaks down the framework standards with a definition of each one and shows the documents linked to
each standard. The documents are listed with their statusmg, revision numberD?® and last revision dateD?.

To generate aSummary Pack:

1. Make sure that you are in the Framework you want to report on. (Go to Understanding Screen Layouth
to see how to select a framework).

2. Goto the Reports tab on the Ribbon Menul? .

nﬁvacore Manage Registers Tools/Config Help

! K CRICOS == 7 k i j F
£ m B Ik U § 2L
CRICOS Standards View Policies  Procedures  Forms Manuals  Others All
ﬁ Framework d
Frameworks IF] CRICOS Control

3. Select Summary Pack.

Manage Registers Reports Tools/Config Help

& 2
Summary Document DMS
Pack Register Register
I}) Reports

7.2 Document Register

The Document Register allows you to report on documents of a framework, documents in a DMS folder or all
sub-folders. the entire DMS or documents across the entire system. Included are options to show revision
history and revision notes which can be used to show continuous improvement. Additionally

Generating a Document Register Report

To generate a Document Register report for a framework or the DMS:

1. Firstselect the framework of interest or the DMS. If selecting the DMS and you want to limit the report to
a specificfolder then also select the folder of interest.

2. Gotothe Reports tab on the Ribbon MenuD? .
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3. SelectDocument Register.

Manage Registers Reports Tools/Config Help

P = = p =
Summary Document Document
Pack Register h Portal Log
Reports

4. Once you have selected Document Register, a dialogue box will open up.
5. Use the drop down field at the top of the dialogue box to select a type of report.

If you selected a Framework in step 1. then the options will look something like this:

Document Register Report Options E3
Report on: AQTF | q
Report on: AQTE
Report on all Frameworks k

|Report on entire system
x
_ - _ - '] | Forms | [SpedalDocs | | qwertys
|| Needs Review || Chedked Out [ ] Manuals [ ] Test Classifica| | sdfasfsafs
[ ] Past Review [ Mewly Imported [] others [
Filter documents Edited [ Reviewed or Approved by ...
[] user: |
[ Date |ast7 days i
Filter documents Due for Review | : W
[ ] Indude Revision History (@ Show Latest Documents
[] Incude Revision Notes " Show Current Documents

|v| Group Documents by Classification

[ ] Only indude documents LINKED to the AQTF framewark

Wiew | Cancel

Otherwise if you had selected the DMS in step 1. then it might look like this:
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-| Document Register Report Options
b

ERepnrt on folder: Safety Meeting Agendas

e e e e T

|Report on folder: Saﬁatl,r Meeting Agendas
|Report on all subfolders beginning with: Safety Meeting Agendas N

-ReEnrt an all of DMS -
X

| [ Needs Review [ | Chedked Out [ I:' Manuals I_I Test Classifica

| <

[ ] Past Review [ ] Mewly Imported (| Others

Filter documents Edited [ Reviewed or Approved by ...
[ ] User: |

[ ] Date |last 7 days
Filter documents Due for Review w

[ Indude Revision History ‘® Show Latest Documents

[ ] Indude Revision Motes ") Show Current Documents

|| Group Documents by Classification
[ ] Start a new page for each Classification

Yiew i Cancel i

6. With the top two groups of options you can limit the reported documents based on Status and/or
Classification. If you want all document then ignore these check-box options and leave them all
unchecked.

7. Nextyou have the option to filter documents by User or Date.

8. Use the Filter Documents Due for Review option to generate a report that only includes documents
that are due for review within a specific time frame.

9. Setwhetheror not you want revision history and revision notes to be included. (See section below for
more information on report options.)

10.Select View and NovaCore will create your Document Register.

Report Options

When you generate a Document or DMS Register, there are a variety of specifications you can make to filter
the documents included on your report.

Status Options

NovaCore allows you to filter documents by status. This means that you can choose to only include
certain documents that have a certain status. This is useful if, for example, you only want to include
approved documents on your report. If you leave the option blank, all documents will be included.
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Classification Options

You can also choose to only include documents under certain classifications.

Document Revision Options

You have the option of specifying whether to include revision history and/or revision notes on your
report. Including revision history is useful for showing continuous improvement.

Latest vs Current Options

Select whether to include latest or current documents on your report. Current documents are
documents that are currently being used for compliance and distribution. Latest documents include
current documents as well documents in revision that have not yet been marked as current.

Grouping Documents by Classification

When generating a report, it is helpful to group documents by classification. This makes the report
easier toread. You also have the option to start a new page for each Classification.

Linked Document Options

For Document Registers you can specify whether or not to only include documents that are linked to
the framework you are using. If you enable this option, only documents that are linked to the
framework standards will be included on the report. Documents that have not been linked will not be
included.

7.3 Screen Printing

With NovaCore, it is easy to create your own reports using the Print Screen function. The Print Screen
button is located to the far right of the Ribbon MenuD® . Select it to print any document list in NovaCore.

novacore
() AT

@ AQTF Standards & Conditons v

ffffffff s

uuuuuuuu

Screen Printing in Frameworks

To take a screenshot of a document list in NovaCore, select Print Screen.

Note

When you select Print Screen from within the Traffic Light System, NovaCore automatically generates a
Summary Pack report. (See Summary PackD™ for more information on Summary Pack reports.)

Screen Printing in the DMS

To print the visible document list in the DMS select the icon of the Print Screen button. Note that if
no document list is visible, the documents in the selected folder will be included in the screen print.
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To print a list of your DMS folder structure, select the bottom half of the Print Screen button and
select an option from the drop down list. The Print Entire Folder Structure option generates a list
that shows each folder in your folder structure. Select Print Visible Folder Structure to only printa
list of the folders that are visible on your screen.

\:@l |.|_ X
Print c— -
_ SCIEf,'_nv _ i =

Revision Motes

Print Entire Folder Structure

Print Visible Folder Structure Ié

Grouping Documents by Column

When using Print Screen it is helpful to utilise the NovaCore feature that enables you to group
documents by column. This enables you to use document lists to show something specific. In the
example below, this tool is used to show the number of compliant documents in the list.

1. To group documents by column click and drag any column header in a document list to the space
above the list as indicated below:

M #"‘
s | (i

Status | Type |Framework |Document Mame a |Doc # EF'.EVisiu:u

T B (O AQTF  AQTF Organisational Chart DOC0376 1.4
ﬂ -EI-] L) AQTF  Assessment Policy DOC0120 3.14

2. The documents will be grouped according to the column header:

Status nype EFramework :D-:n:urnentName - fD-:u: = fRevisinn;CompIia 4 |Revision Date |Review Interval

b Compliant : False

4 Compliant : True

@] O aQTF Complaints & Appeals Policy DOC0152 2.10 v 25/07/2017 4 months
v @] O aQTF Continuous Improvement Policy DOC0121 4.2 [w]  21/08/2017  Default
v @] O AQTF  Refund Policy DOCO150 2.2 lw|  13/03/2017  Default
v @] O aQTF  Risk Management Policy DOC0127 1.2 [w] 21/05/2015  Default
« ®] O aQlF  RTO Staff Policy DOCO128 2.0 M 120042012 Default
W] O aQTF  Staff Handbook checkout DOC1292 1.0 W  13/10/2014  Default

7.4 Document Portal Log

The Document Portal Log is a report that lists all of the users and documents who have logged in to the
private sector of the web document portal and shows which documents they have accessed. The purpose of

User Manual © 2025 NovaCore Pty Ltd



[Reports Nno

the logis to enable you to see who has been accessing which documents and when they did so. It is a tool
that you can use to check that users are accessing documents when they are supposed to.

To generate a document portal log:

1. SelectDocument Portal Log underReports.

Manage Registers Reports Tools/Config Help

e 2 ol
Summary  Document DS Document
Pack Register Register Portal Log
Reports

2. Inthe option box that opens up, select what time frame you want the log to cover. For example, if you
only want to see the activity of the last week, select" last 7 days". Select "custom date range" to create a
date range between specific dates.

Report Options Edl

Indude data for ilast & months

lzst 7 days
last 30 days
last 3 months
last & maonths

£

beginning of [3af week
beginning of the month
beginning of last month
beqinning of the year
beginning of last year

Custom date range
3. Select View and NovaCore will generate the log.

The log lists users with the documents they have accessed. To view the detail for each document, select the
document name to expand it.

Ruth Evans {ruth@novacore.com.au) acce ssed the following Documents :

DOCO045  Audit Policy (Revision 2.0) 16-06-2019 — SRTO 2015
DoC0152 Complaints & Appeals Policy (Revision 210) 17-06-2019 — AQTF
= Downloaded in origional format on: 174 199:03.44 AM
= Downloaded in origicnal format on: 15/06/20159 9:26:00 AN
= Downloaded in origional format on: 15/06/20199:24:25 AN
= Downloaded in origicnal format on: 15/06/20199:04:44 AN
= Downloaded in origicnal format on: 13/06/20195:05:31 AN
DOC0122  Issuing & Qualifications Policy (Revision 2.2) 25-06-2019 — AQTF
DOCO150 RefundPolicy (Revision 2.2) 23-06-2019 — AQTF
» Downloaded in origional format on: 23/06/20195:25:06 AN
DOC0157  RiskManagementProcedure (Revision 1.1) 18-06-2018 — AQTF
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8 Manage Users & Groups

8.1 Create a User

To create a new user:

1. Gotothe Tools/Config tab of the ribbon menu:

Manage Registers Reports Toolse‘Co[igg Help

MNew Edit Approve FRevise Check Undo Check Copy
Document OQut  Check Out In x

Document Control

2. Clickthe Manage Users and Groups button and then the New User button:

Manage Registers Reports Tools/Config Help

i e 1'@ F @&

Import Change Clear Manage Users Who's Framework T
Documents ~ Password  History & Groups ~ Logged in Setup M
Tools Users
(| New User M Edit User || Delete User
R
‘ .: Users @ Groups |

Note

You will not be able to enter the Mange User & Groups section if you do not have the 'User & Permission
management' or 'Administrator' permission.

3. Whenyou select New User this dialogue box will open up:
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= New User [ x|

This user will require a management licence.

Mo VD @ Management User []
Username: !|
Password! [ ] Auto generate

Confirm Password:

Surname:

Given Mame:

Email Address:

CK | | Cancel

4, Selectthe usertype. There are three types of users:

o Management Users: Users that have access to the NovaCore system and can manage aspects such as
create, edit, import, approve and revise documents as well as work with Frameworks and Libraries, run
reports and manage users - to mention a few. (depending on their permissionst)

o Document Portal Users: Users that only have access to NovaCore via the Document Portal and can
only view, print, and download documents (depending on their permissionst ).

o Document Portal Super Users: Document portal users that also have the ability to approve
documents assigned to them and also have the ability to manage and create their own users
within the portal (depending on their permissions2 ™).
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= Mew User

This user will require a management licence.

lser Type: f.ﬁ Management User i V!

.:. Management Lser
| & Document Portal User

Username:
#2 Document Portal Super User
Password: || Auto generate

Confirm Password:

Surname:

Given Mame:

Email Address:

oK | | Cancel

If you are using the NovaCloud system then not all the user types may be available to you depending on
the number of available user subscriptions your organisation has.

5. Fill in the fields and select OK.

Note

A Username must be more than 3 characters long. Remember to assign an email address to every user.

Once you have created a new user, the user will appear on your user list. You will be able to see their
username, surname, given name, email address and whether they belong to a group. (See section below on
Assigning a User to GroupsD™.) The user will be sent an email with their login details.

Below the list of users you will see the available permissions for the user and you can choose which
permissions you want the user to have by ticking the boxes beside the permissions. For a detailed
description of the permissions go to User Permissionsd " .

8.2 Create a Group

If you have multiple users with the same permissions, such as multiple admin users, you can create a group.
To create a group:

1. Selectthe Groups tab under Manage Users & Groups :

% | Mew Group ‘ ‘ Edit User ‘ ‘ Delets Group
& Users |® eruws‘D

MName

@ Approvers

New

Web Group - Private
C
s
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2. SelectNew Group:

| New Group I EditUser || Delete Group |

sers | 82 Groups

|Approvers
[new

|Web Group - Private
lc
laaze

3. Give your new group a name and select the permissions you want the group to have.

4. Assign a usertoagroupD™.
8.3 Assign a User to Groups

To assign a user to a group:

1. Selectthe Users tabinthe Manage Users & Groups section.

% | New Group || Edtuser | Delete Group |
e

| Name:

@ | Approvers

lNaw

|Web Group - Private
le
s

2. This tab will take you to your list of users described in Create a UserD™ . If your user is assigned to a
group, the name of the group will be displayed in the 'Member of Group' column. To assign a userto a
group or to change the group a useris assigned to select the arrow on the right side of the column to
reveal a drop down menu. The menu will look something like this:

...... Approvers
L]
™ Approvers

e Click to reveal
! | Web Group -cP{ivate

rop down menu

Ol |

cciclccciclciel

o

3. Tick the box next to the name of the group/s you want to assign your user to. Remember to use the
Save/OK tick to save changes.

Note

You can assign users to more than one group!

If users are assigned to a group, their final set of permissions will be the sum of their personal
permissions and the permissions of the group. For example, if the user does not personally have
Administrator rights but is part of a group that does have Administrator rights, the user will have
Administrator rights.
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8.4 Edit a User or Group
Edit User Details

To edit a user's name or email address select the user and then select the field you want to edit. This will
put it into edit mode showing a blinking cursor waiting for text input. Alternatively double click the user
name or select the user and select Edit User which will also provide a means to change the user password.

25

| NewGroup | ' | Delete Group |
= B . i ]

[ ; Users | @ Groups .

5
| Mame

@ Approvers
Mew
Mew Group
® Users
Web Group - Private

Note

You cannot edit a user's login name.

Edit User/Group Permissions

To edit the permissions of a user or group select the name of the user or group. This will enable you to see
their permissions and you can change their permissions by ticking and unticking the relevant User
Permissions2 ™.

Assign a User's Responsibilities to a Different User

If a user leaves the company or changes their position, you can assign the responsibilities of that userto a
new user. If the user had approval responsibilities, was in the process of editing a document or had been
assigned as a default user for some action, those responsibilities can all be transferred to the new user.

There are two ways of doing this:

1. Rightclick auserand select Transfer responsibilities to another user.

@ ALBERT ——
& CHRIS Trﬁsﬁar responsibilities to another user

& FRANS

- CoAY Convert to MovaCore

)

& GEORGE Brown

In the window that opens up, select which user you want that responsibilities to be transferred to. Select
Transfer.

User Manual © 2025 NovaCore Pty Ltd



Manage Users & Groups

Transfer Responsibilities

Select a user to transfer JENMA's responsibilities to:

o iLu:ugin iSurnamE lGi'-xen Mames Email Address |"'*'
2 AJESH gjesh@novacore. com.au

& ALBERT Smith Albert albert®novacore. com.au |
:, CHRIS chris @novacore. com.au

; FRAMS Jones Frans frans @novacore, com. au

2 GARY gary@novacore, com.au

:, GEORGE Brown George george {@novacore.,com.au

:, JAMES Rossi James james@novacore, com.au

; JENMNA Dale Jenna jenna@novacore. com.au

_; JOHM Black John john@novacore. com.au |

| Transfer d Cancel

2. Delete a user who has responsibilities and select Yes when asked whether you want to assign the user's
responsibilities to another user. Select who you want to transfer the responsibilities to and select
Transfer. Note that you will only be asked to transfer responsibilities if the user being deleted had any.

Delete a User

To delete a user or group select the user/group and select Delete UserorDelete Group.

| Mew Group | | Edit User H Delete Group i
J 1 | e
I- 2 Users % Groups ‘

MName

Approvers

Mew

Mew Group

Users

Web Group - Private

® ©
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8.5 User Permissions

2 ! New User | | Edit User | [ Delete User
= a & Users [ @ Groups
%] |Login |Surname |Given Names |Email Address | Member of Group | A
; FRAMS Jones Frans frans @novacore.com.au | w
g ; GARY gary@novacore, com.au | v
GJ ; GEORGE Erown George george@novacore, com. au W
o 2 Fisher John jack@novacore.com.au v
; JAMES Rossi James Jjames@novacore. com.au w
% ; JENNA Dale Jenna jenna@novacore, com.au | w
; JOHN Black John john@novacore.com.au Web Group - Private W
vl : LISA Matthews Lisa lisz@novacore. com.au Wi
% 2 LUKE West Luke luke @novacore.com.au Dev Team;Finance Group W
o |
MARKO ko * * W
O - marko @novacore,com.au I
| . = e i : S S = z i
o Default Permissions » General Permissions Default Document Permissions Default Folder Permissions
[ Administrator [w] View
= AQTF M
(73] ["] Framework management || Create
E CRICOS ["] Template management [ Edit
W) |__| Permission management El Move
D CRICOS 2018 [] Library management [ pelete
[ publishing settings
[¢D] ELICOS
‘U HSQHS
= | i
S |1509001:2015 [ Export/Email
E [
| New Group

Permissions enable you to configure the system and document management rights of individuals or groups.
NovaCore also allows you to set permissions that are framework-specific. Below is a detailed description of
the different types of permissions.

Note

If users are assigned to a group their final set of permissions will be the sum of their personal
permissions and the permissions of the group. For example, if the user does not personally have
Administrator rights but is part of a group that does have Administrator rights, the user will have
Administrator rights.

Default Permissions

To set default permissions, select the Default Permissions tab and tick or untick user permissions to allow
or deny them.

'Defa“;t e )b General Permissions Default Document Permissions Default Folder Permissions
i [w] Administrator ] view [w] view
|AQTF | @ A ————— | Create .
CRICOS | |:: emplate management _' Edit
| || Permission management | Chedk Out/In
CRICOS 2018 | [ Library management [w] Approve v Delete
T 1 [v| Revise [ Publishing settings
iELICOS |
! |
|HsQHs |
|
|1509001:2015 | v/| Export/Email
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Note

Default permissions always apply unless framework or folder permissions have been set. Framework and
folder permissions override default permissions.

General Permissions

General Permissions are permissions for the management of the system. They are usually only
enabled for management staff.

e Administrator: If this is selected, the user will be allowed complete access to the system. This
overrides all other user permission settings and the user will have full permissions.

e Framework management: This enables users to create and edit frameworks under Framework
Setup. (See Creating a FrameworkD67).

e Template management: This gives users full access to template management features. If this
permission is disabled, the user will not be able to create global and framework templates,
convert documents to templates or use the template manager. To create new templates the user
will also require the Create Document permission.

e Permission management: This gives a user the ability to manage their permissions and the
permissions of other users.

e Library management: (DMS specific) If this is selected, a user will be able to create new libraries
in the DMS.

Document Permissions

Document permissions are specific to document management.
e View: User can view documents.
e Create: User can create documents.
e Edit: User can edit documents.
e Check Out/In: User has the ability to check documents in and out of the system.

e Approve: User can approve documents. (It is recommended that only management staff have
approval rights.)

e Revise: User can revise documents.
e Move: (DMS specific) User can move a document from one folder or library to another.

e Delete: User can delete documents. (See Document List Viewing OptionsD55 forinformation on
restoring deleted documents.)

e Print Controlled: User has the ability to print a document without its watermark.

e Export/Email: User can export and/or email documents.
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Folder Permissions

Folder permissions are specific to the Document Management System. Folders can have permissions
of their own that override these permissions at each Folder or Library level. See Library and Folder
SecurityD® for more detail.

e View: Users can view folders in the DMS.

Create: Users can create folders (not library folders) in the DMS.

Edit: Users have ability to edit DMS folders.

Move: Users can move folders from one library to another or can change the folder's level.

Delete: Users can delete folders.

Framework Permissions

To configure a user's permissions for a specific framework, select one of the framework tabs.

Permissions for: AQTF

Default Permissions

f": -'-;; Document Permissions Allow  Deny Framework Permissions
QTF 4 View o, = | view
.'CR_ICDS Create 1 H [ Edit
;. Edit L1

|CRICOS 2018 Chedk Out/In

T il Approve

|ELICOS 1

:_ ! Revise

'HSQHS Bene

L = Delete

:.ISDQUU 1:2015 il Print Controlled

‘QE‘.TD S __) Export/Email

Document Permissions

The purpose of framework specific document permissions is to enable you to set document
permissions for a specific framework that are different to a user's default document permissions.
Framework specific permissions override default permissions.

Framework specific document permissions are the same as default document permissions except that
you have the option to Allow or Deny them. If framework specific permissions are not set, NovaCore

will automatically use the default permissions.

Framework Permissions

There are only two framework permissions:

e View: Users can view the framework in the Traffic Light System.
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e Edit: Users can edit the framework in the Traffic Light System (ie. edit the intent, key actions and
responsible person of documents and link and unlink documents to standards.)

Bulk Assign Permissions to Multiple Frameworks and Users

You can set framework permissions for more than one framework and user at a time by holding down
your Ctrl key and selecting multiple framework tabs and/or multiple users.

Default Permissions

AQTF 2

CRICOS 4
.CR_ICDS 2018 .
ELICOS 4
=.H5QHS

1509001:2015 4
:ISF'.TD 2015 .

The permissions of the last tab you select will be displayed. If you deselect that tab, the permissions
of the first tab you select will be displayed. Set the permission by selecting the allow or deny boxes
and select Apply to All. If you have previously set the permissions of a framework and wish to apply
those settings to other frameworks, select the other frameworks using the Ctrl and select the first
framework last. Select Apply to All to apply the settings of the first framework to the other
frameworks.

Permissions for Portal Users

There are two types of portal users:

e Document Portal Users: Users that only have access to NovaCore via a web user interface on the local
network and can only view, print, and download documents (depending on their permissions).

e Document Portal Super Users: Document portal users that have the ability to approve document
assigned to them and also have the ability to manage and create their own users within the portal.

Document Portal User Permissions

Document Portal Users may have the following permissions:
e Document Permissions
o View
o Print Controlled
o Export
e Folder Permissions
o View
e Framework Permissions
o View
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Default Permissions (3 Default Document Permissions Default Folder Permicsions
:.l-;."_,-: ll'rIE"r"I EE wEU\'

o [ ] Print Controlled

CRICOS 2018 [ Export/Email

ELICOS

!HSQHS

I

|1509001:2015

L

!SF‘.TID 2015

|

| TEQSA HES

Super User Permissions

Document Portal Super Users may have the following permissions:
e General Permissions

o User & Permission Management
e Document Permissions

o View

o Approve

o Print Controlled

o Export
e Folder Permissions

o View
e Framework Permissions

o View

Note
If you want a Super User to be able to create and manage users in the Document Portal, make sure
that the User & Permission management permission is enabled.

Default Permissions » Default Document Permissions Default Folder Permissions

=

|| Lser & Permission management; [w#] View [w] View
|AQTF [ Approve
I T g
|CR_IC05 2018 L Print Controlled
[ | ExportfEmail
ELICOS
HSQHS

|1509001:ZJ15

|SRTO 2015

| TEQSA HES

8.6 Change Password

Change Password

To change your password:
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1. GotoTools/Config and select Change Password:

Registers Reports Tools/Config Help

G%;J » T

ge | Clear Manage Users Who's
'Passwmd%His.tDr}r & Groups - Logged in
Users

2. Once you have selected Change Password this dialogue box will open up:

Change Password E3

You are logged in as: RTOADM

My Profile | Change Password | Two-Factor Authentication .

[ Auto generate

Mew Password

Confirm Password

3. Type inyour new password, confirm the password by re-typing it in the field below and select OK.

Two Factor Authentication

To adjust your Two Factor Authentication (2FA) settings:

1. Selectthe Two-Factor Authentication tab.
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Change Password

You are logged in as: RTOADM

— '
My Profile | Change Password { Two-Factor Authentication

| | Auto generate

Mew Password

Confirm Passward

2. Select Reset Two-Factor Auth to reset your authentication settings. (This is useful if you have changed
which authenticator app you use.) After resetting, your old credentials will no longer work.

3. SelectDisable to disable 2FA. (Note that you cannot disable 2FA if you don't have administrator

permissions orif Enable and enforce two-factor authentication is enabled under Application
Options. See Security SettingsD'™ in chapter 10 for more information.
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9 Manage Subscribers

To manage subscribers that have been subscribed to documents (see WorkflowD?7 for how to subscribe an
email address), goto Manage Subscribers under Tools/Config.

‘Wiew information grouped by

Status Type | D t Name |F | Revisi “ ision Date|Rev| Review Date .;StatusTlmest,amistatus By EAm;Appmved Da*;Appmved B\.iCreated By Ea & |

| » I % W rscuing & Qualificatic ) AQTI v 2.2 28/05/2013 2:5 None 11f05/2019 6:56:06 RTOADM RTC 11/05/2019 6:5 RTOADM NOVACORE

b % ] Access Authorisatior £) AQTF 1.3 11/06/2019 3:1 Defar 11/07/2021  11/06/2019 3:11:06 RTOADM JOF 11/06/2019 3:1 RTOADM NOVACORE
4 & B AQTF Organisationa §) AQTF 1.3 19/08/2015 7:2' 17 mi 5/11/2020 5/06/2019 9:32:02/ RTOADM 5/08/2019 9:32 RTOADM RTOADM
|Email sent TimestaEmax JewEn_naves [suRnaME
:5;’06;’2019 9:33:29 someone@somwhere.com Subscriber Ullrich |
4 % B craosis-reLkt- @IOMs L0 7/12/20186:49 12m 7/12/2019  7/12/2015 7:13:14) RTOADM 7/12/2018 7:13 RTOADM  NOVACORE |/ [m] |
:‘Ema\IVSEVthV'I'lrrnerst@;\;lErMAIL ‘EE;I\VI'VEN_NAMEVSV “:.VSURNAMEi 4
10/05,/2019 8:00:3 subscriber 2@novacore.com.au Subscriber Three
.19;'06!2019 10:17: someone@somewhere, com Subscriber Ullrich |

wv
e
[}
He)
=
(&)
wv
LY
=]
W
-
[
@
=
=
| &)
O
O
L)
(@)}
[{v]
=
D
=

Viewing Subscribers and Documents

In the Manage Document Subscribers panel, a list of subscribers and documents is displayed. You can
choose to group this list by subscriber or by document by selecting the Subscriber or Document
buttons as shown below. Grouping the list by subscriber means listing the subscribers at parent level
with the documents that they are subscribed to being displayed at child level. This is reversed when
the list is grouped by document - the documents are listed as parent levels with the subscribers that
are subscribed to them being displayed at child level.

View information grouped by

Subscriber Document

Use the expansion arrows beside the names of the subscribers/documents to reveal the subscribers
or documents relevant to your selection.

= S e

..| Status | Doc # :-:l"pri-DO-CIJI'I‘IEIItT'laI'I‘IE;Class.iﬁcatiﬂl;-;FramEWG;i
| {7 DOC0122 W Issuing & Qualificati 0 ACTF

b & DOCO130 M Access Authorisatior ) aQTF

». % DOC1623 M 1CT30515-RPL Kit - & oms

Editing Subscribers

To edit a subscriber's details, simply select the name or email address you want to edit and type in the
adjustments. Note that if a subscriber is a NovaCore user, you will not be able to edit the subscriber's
information from Manage Document Subscribers but must do it under Manage Users and Groups.
(See Edit a User or GroupD”S .) You can tell if a subscriberis a NovaCore user if their username is
displayed beside their surname
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e To delete a subscriber from the system:
1. Group the documents by subscriber.

2. Right click the subscriber and select Delete Subscriber.

Note

This deletes the subscriber from system and therefore all of the documents that the subscriber was
subscribed to will no longer be subscribed.

E;_I;I_mail S !G'nren Hames ESurnamE
[ » frans@novacore.com.au Frans Jones (FRANS)
¥ : iE
genrge@nouac »  Delete Subscriber E
b james@novacol i [ﬁ
i e E-a Unsubscribe from all documents )
|

e To unsubscribe a subscriber from all the documents to which the subscriber is subscribed:
1. Ensure that documents are grouped by subscriber.

2. Right click the subscriber and select Unsubscribe from all documents.

IEmaiI - !Giuren Hames iSurname
ifrape s o = 1anes (FRANS)

b

[ » xge » Delete Subscriber owin (GEORGE)
b Jam g Unsubscribe from all documents [ DSSi
F ma s, PTATED Senirich (MARKD)

e |f you have subscribers that are no longer subscribed to any documents and are no longer in use,
select Delete Unused Addresses to remove all unused subscribers from the list.

View information grouped by

—
| Subscriber Document d:_Delete unused addresses )
1 -
il___Statuf! _;_[_)ﬂ-_c_#__ |T\rpe | Document Name Classification
| » & DOCO152 ¥ Complaints & Appeals Policy
» | w DOC1623 M 1CT30515 - RPL Kit - Student ¢

Tip
In the view that is grouped by document, you can select
multiple subscribers and can unsubscribe them in bulk.

Unsubscribing Documents

To unsubscribe a document from a subscriber, right-click the document and select Unsubscribe.
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1 Subscribe address
Lﬁ Unsubscribe

Convert to Template

. 4

Tip
In both views, you can select multiple documents and
unsubscribe them in bulk.
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10 Application Options

To configure, set system defaults and customise NovaCore select Tools/Config and then select
Application Options.

Manage Registers Reports Tools/Config Help

h L/ B ® @ % 00l

ma I:Iil R @O0 =B

Import Change Clear Manage Users Who's Framework  Template Application | @s oo u [] u | :
Documents Password  History & Groups - Logged in Setup Manager Options sl b |
Teools Users Config

10.1 Organisation Settings

Underthe Organisation tabin Application Options you can set the name and logo of your company. This
information will appear on all the reports and can be used inside of documents. See Custom fieldsD™ and
Revision fieldsD

= Custom Fields
test@novacore.com.au

I Set Logo |

=] Revision Fields
&

w

Ce
=] il Mame: N Trai

tion ame: ovacore Trainers

o Organisa >

O | Logo: Main Contact:
- Global Settings Jason Edwards

Tel:

O _g Framework Settings BHOVGCOFE £

-': 2

8 =l i Email:

o

Corporate Colours

Corporate colours defined here will map to report styles.
Eg.: When designing/editing a report, Stylel is defined by Colour 1 Main and Stylelb by Colour 1 Pale.

.J:.d Document Classifications

e g Email Notifications

Colour 1., Colour 2... Colour 3...

Publisher S —————
o | Main |qh Green [w e i Main [ | White| w |- I:.VJI Main [ | White| v [« ':_fjl

MediumSlateBlue A . .
§ scan ra =smmue S o = T
-
[ lLavender k
[ |Ghosthite
|

I =diumElue
| EEvidnightBlue v

x

‘:\(: Advanced Maintenance

Organisation Details

The company name and logo saved under Organisation are available as custom fields when editing
documents. See the NovaCore ToolboxP'® in Editing Documents.

Corporate Colours

In the Corporate Colours section of the Organisation tab you can customise the colours that are used on
reports. Corporate colours defined here will map to report styles.
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10.2 Global Settings

Underthe Global Settings tabin Application Options you can adjust many of the default settings in
NovaCore.

B I""_ Mote that Global Settings are used as default settings for all frameworks unless
alE < specifically overridden for individual frameworks.

‘:&jlobal Settings
e e | Review frequency: [12 months ‘v.

—
Framewoark Settings [ T——
L‘S < Review alert: 114 | & | days before due date

[w| Allow documents to be reviewed without being revised

P Review & Revision

[‘i']J Custom Fields

| First revision: « |efto [2] 2|

[:]J Revision Figlds [ Allow changing the revision of individual decuments when importing

[ Do not change the revision date or the next review date for minor revisions

Application Options

IE‘ Document Classifications
|| Allow manually setting revision date when revising with an external document

:.,:g Email Settings Workflow

| Defautapprovalby: | | v
o Publishing
Document Numbering
Security
| |w Enable Document Numbering
\:: Advanced Maintenance Mumbering template: DOC#4

Begin numbering at: ;4615 } :

["] Reset numbering of existing documents

Document Importing

|wl Automatically assign document dassification

Note

Global Settings are used as the default for all frameworks unless they are specifically overridden for
individual frameworks in Framework SettingsD"™ .

Review & Revision

Under Review & Revision you can change the default review frequency, review alert and first revision.

Review Frequency

Review frequency is the number of months that elapse between a document's approval date and the
next review date. In NovaCore the review frequency is 12 months by default. To change the default
review frequency, enter the number of months into the Review frequency box or select it from the
drop down menu as shown below.

Review & Revision

Review frequency: | b
R T |5 months o

Note that this system default review frequency can be overridden for individual documents.See
Document Review IntervalB®'.

Review Alert

User Manual © 2025 NovaCore Pty Ltd




Application Options

When a document is due for its revision NovaCore alerts you in three ways.
1. The document's status will be set as needing review.0?°

2. The Dashboard tileB? labelled 'Documents Needing Review' will count up. Select the tile to see a
list of the documents needing review.

3. If you have email notifications enabled the designated reviewer (if none is specified the system
administrator will be used) will be sent an email notification.

By default, NovaCore alerts you to a document's revision date 14 days before the review date. Review
alertis specified as the number of days before a documentis due for review. To adjust the review

alert enter the number of days into the Review alert box or set it using the arrow buttons as shown
below.

Review alert: ﬁH{ w: ﬁ‘l}days before due date

First Revision

When a document is created or importedD36 it is automatically given the 'First revision' value which is
1.0 by default. You can change this 'First revision' number in Global Settings as shown below.

First revision: € [£(1.1 (2] > |

[+*] &llow changing the revision %indiuidual documents when imparting

The large arrow buttons on the outside change the number by whole numbers (i.e. 1.0 moves up to
2.0). The small arrows on the inside change the number by decimals (i.e. 1.0 changes to 1.1).

By ticking the box below the First revision setting you allow the revision of individual documents to
be defined during the importD® process.

Do not change the revision date or the next review date for minor revisions

Sometimes, a minor revision may be made to a document without the document's next review date
being changed. If this is the case for your organisation, enable the Do not change the revision date
or the nextreview date for minor revisions option under Application Options.

To find out more about how this feature works, check out Revising Documentst?’,

w*| Allow changing the revision of individual documents when imparang

| Do not change the revision date or the next review date for minor revisions

J“\§1IID'A' manually setting revision date when revising with an external document

Default approval by: (¥

Allow manually setting revision date when revising with an external document

When a document is created outside of NovaCore and then used to revise an internal document, it
sometimes happens that the date the external document was revised is earlier than the date thatitis
imported into NovaCore.
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To keep your dates accurate, NovaCore allows you to edit the revision date when revising with an
external document.

Enable this option under Application Options. To find out more about how it works, see Revising
Docume_nts.

- - ' -

Do not change the revision date or the next review date for minor revisions

Allow manually setting revision date when revising with an external document

Workflow

In the Workflow section of Global Settings you can select which user is the default approver. NovaCore
automatically sets the RTO Administrator as the approver but this can be changed under Workflow.

Waorkflow

Default approval by: IF‘.TCI Administrator | b I
EJ" Mame |Login Mame |Email
Check Out RTO Administrator [~ RTOADM marko @na
: b

Check Out

Under Check Out you can set whether checked out documents can be edited by anyone including non
system users or whether they can only be edited by the user who checked them out. For information about
checking documents in and out go to Document ControllingD”.

Check Out

Allow checked out documents to be edited by anyone induding non system users:
Checked out documents may only be edited by the user who chedked it out: .

X

Note

Check out has been deprecated and is no longer available in the latest versions of NovaCore.

Document Numbering

Document numbering is a way of giving each document throughout your system a unique ID.

o If you are a small organisation you may not need document numbering and can disable it by disabling
the Enable Document Numbering option.
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Document Mumbering

nal:ule Document Mumbering

Mumbering template:

Begin numbering at:

x|

e Document numbering can be formatted in the Numbering template field to suit your organisation's

needs. Use the following guidelines:

o Include a hash(#) symbol which is the number place holder in the template. The # will be replaced
by a sequential number. For example: DOC# will produce Number: DOC1, DOC2, etc.
e Add a number directly after the #to set the number of digits displayed. Allowed values are 2-7. For

example: DOC#3 will produce numbers: DOC001, DOC002

e Setthe number you want your document numbering to begin atin the Begin numbering at field.

Common practice is to set this numberto '1'.

e To reset document numbering enable Reset numbering of existing documents. Note that this resets
the document numbering throughout your system and should be used with caution!

10.3 Framework Settings

Under Framework Settings in Application Options you can override the Global Settingst for specific

frameworks.

ﬁ; Organisation DMs | AQTF | CRICOS | CRICOS 2018 | Delegation Requirements | ELICOS l HSQHS ! IS09001:2015 | SRTO 2015

‘ [] Use Global Defaults
Global Settings

@ 3 Bl R cyicw & Revision
—r
[“@ Framework Settings
! Review frequency: 12 months | w
Review alert: 4 | 2| days before due date

[=

o) Custom Fields
b=l Revision Fields | Workflow
= :

Default approval by: | v

E‘-? Document Classifications
—_— S Check Out
Ol

iallow checked out documents to be edited by anyone induding non system users::

)

Application Options

_ '3 Email Settings
Checked out documents may only be edited by the user who checked it out:

o Publisher

ﬁ Security

L=
“\ Advanced Maintenance

1. Select aframework using the tabs across the top of the Framework Settings panel.

2. Disable Use Global Defaults . If itis enabled, NovaCore will apply the Global Settings to that
framework. (In the examples below the DMS is selected.)
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DMs | ACTE | CASR. I CRICOS | Demo Group

3. Once 'Use Global Defaults' has been disabled you will be able to adjust the settings as explained in

Global SettingsD™

OMS | AQTF | CASR. | CRICOS | Demao Group | ELICOS, Procedures Pals | GTo | H5QHS | I509001:2015

[ | Use Global Defaults g Dijsabled

E'.eview & Revision

12 | £ | months

Review frequency:

Review alert: (14 | o | days before due date

Workflow
Default approval by: | W

| Check Out
Allow checked out documents to be edited by anyone induding non system users:

Chedked out documents may anly be edited by the user who checked it out:

10.4 Managing Custom Fields

Under Custom Fields in Application Options custom fields can be created and edited. Custom Fields can
be inserted into a document so that information such as company phone numbers and company names can

be updated quickly and easily.

Global | AQTF | CRICOS ] CRICOS 2018 | Delegation Requirements | ELICOS I HSQHS | 1505001:2015 | SRTO 2015 | V5L |

| fFII 0S 2018 Custom Fields
Mote that Custom Fields listed here must already exist as GLOBAL Custom Fields. These duplicate Custom Fields simply
i

Global Settings
| I override the value of the equivalent GLOBAL Custom Fields in d to this fi

e Organisation
w

| value

—r
Framework Settings |_FE|_‘1_NE"“E

=1 Custom Fields >

m=]  Revision Fields

=

.E‘ Document Classifications

Application Options

g Email Settings

e Publisher

ﬁ Security

,\"'.':' Advanced Maintenance
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Global Custom Fields

Global custom fields can be applied to all the documents in your system regardless of what framework they
arein.

Creating Custom Fields

To create a custom field:

1. GotoCustom Fields under Application Options. A list of your global custom fields will show on
the screen. In the left hand column you will see the Field Name and in the right hand column you
have the Value.

- + . - , - .
Global | AQTF | CASR | CRICOS | Demo Group | ELICOS, Procedures Pols | GTO | HSQHS | IS09001:201°

| Global Custom Fields

Fedname Field Name - |vae Value
AccreditationBody TAC WA
AdminEmail < Admin Email =
AdminEmail 2

2. Select the plus button on the bottom left-hand corner of the panel. (The minus button functions as
a delete button.)

| AdminEmail
|| AccreditationBady

R

3. The new field will appear above whichever field is selected. Highlight the new blank field and type
in the name of your field. Give it a value in the value column. In the example below the Field
Name is PhoneNumber and the Value is +08 1234 1234.

[;PhoneMumber +03 1234 1234 T

Select the OK/Save TickD® to save your new field.

All documents with a custom field can be updated simply by changing the Value of the field under
Application Options. For example, if the phone number +08 1234 1234 is inserted into documents as a
field, it can be changed in all those documents simply by changing the value under Custom Fields in
Application Options. If you change the value to +08 4321 4321 for example, and save the change, all
documents with the PhoneNumber field inserted into them will automatically change from +08 1234
1234 to +08 4321 4321. (See Custom FieldsP?® for more information on inserting fields.)

Note

Information can only be updated automatically if itis inserted as a field.

Framework Specific Custom Fields

Framework Specific Custom Fields are fields whose values are only applied to specific frameworks.
Framework Specific fields must already exist as Global Fields.
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To create a Framework Specific Custom Field:

1. Select aframework using the tabs across the top of the Custom Fields panel.

| Gobal | AQTF ' CASR [ CRICO

| P

2. Select the button located in the bottom left-hand corner of the panel as shown below:

@

3. A window like this will open up:

Confirm u1

A
2

-

Duplicate GLOBAL Custom Fields for this framework?
W Doing so will override the GLOBAL Custom Field values
when used in documents belonging to this framework,

I Yes 1 [ Mo ] [ Cancel

.

4. Choose Yes and your Global Custom Fields will be duplicated for the framework you selected. Change
the values of the fields as explained in the section above.

When applied to documents within a specific framework, the value of the Framework Specific Custom Fields
will override the values of the Global Custom Fields.

10.5 Revision Field Settings

UnderRevision Fields in Application Options you assign labels to revision fields and you can adjust the
format of user name and date fields.

User Manual © 2025 NovaCore Pty Ltd



Application Options

wu
c
5 @ Organisation Field labels:
O . | | Field Name [ Label ~ | User name fields format:  |Full name [w
i iRevision Revision: :
@ ERh Bl i : : Location field prefix: NovaCore
= | |MNext Review Date Next Review:
= A d Date Date A d: : » T
O L@ Framewark Settings pproved Da ate Approves Date fields format: dd-mm-yyyy | v
'; . |Approved by Approved by: Example: 04-03-2019
[{n] Created By
L&) [?_]J R Document Location
el //— Document Name
D— II:ZI_J Revision Fields > |Document Number
Q_ \\ Revised By
<J T Revision Date
'g‘? Document Classifications (AN b

'TJ Email Settings

o Publisher

ﬁ Security

v
";\" Advanced Maintenance

Field Labels

When a Field Name has a label, that label will be shown when the field is inserted into a document. For
example, if arevision date is inserted into a document and that revision date field has no label, the date will
simply be inserted. (01/01/2030) If the Revision Date field does have a label such as "Revision date:", that
label will be inserted before the revision date. (Revision date: 01/01/2030)

To label a revision field, type in the field label in the Label column of Field labels as shown below.

Field labels:

| Figld Mame | Label -
Revision Revision:

Mext Review Date Mext Review:
Approved Date Date Approved:
Approved by Approved by:
iCreated By | T

Document Location

Document Name

Document Mumber

Revised By

Revision Date

Field Formatting

User name fields format

Select the format of the user name displayed in revision fields that insert a name (such as Created by,
Approved by etc.). You can select whether the user's login name, full name, given names or surname
are displayed.
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User name fields format: E,Fu" name :i
Login name (Default
Location field prefix: Fuﬁ BT b )

Date fields format: SuUrname

Location field prefix

The Location field prefix is for the Document Location field. Note that this is not necessarily the actual
folder location of a document but it is simply a reference to that location. Some examples of location
field prefixes are QMS, CMS, NovaCore, Doc Store etc.

Date fields format

Select the format of the date by selecting one of the ready-made combinations using the drop-down
list or create your own using the guide below.

Date fields format: Edd MMM Yyyy @
|dd-mm-
Emmﬁ%qr
mm-yyyy
{mmm yyyy

A preview of the date formatting will be shown below the field.

[dddd, dd mmmm
Example: Friday,01 March 2019

Date fields format:

Date Formatting Guide

d - single digit date (1)

dd - two digit date (01)

ddd - abbreviated day (Fri)
dddd - full name of day (Friday)

m - single digit month (3)

mm - two digit month (03)

mmm - abbreviated month (Mar)
mmmm - full name of month (March)

yy - last two digits of year ( 19)
yyyy - all four digits of year (2019)

Example: "dddd, dd mmmm yyy" = Friday, 01 March 2019
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10.6 Document Classifications

Global and Framework Specific Classifications can be created under Document Classifications in
Application Options. (See Document Propertiesng for more information on assigning classifications to

documents).

e Global Classification®™ - Classifications that can be applied to documents throughout your NovaCore

system regardless of the document's framework.
e Framework Specific ClassificationD™ - Classifications that can only be applied to documents within

specific frameworks.

A
- Global Classifications
@ Organisation f n
LH _Lﬁg_\mgisﬂlngular) Mame (plural)
ialobal Global
ﬁ Global Settings Special Doc Spedial Docs
| Test Classification Test Classifications

—
® L\@ Framework Settings

['_:'JJ Custom Fields

[:]J Revision Fields Classifications specific to |
) — i i — T EEEEE———————
| Name (olural)

< | Name (singuiar)
.L? Document Classifications

q Email Settings

Application Options

e Publisher

ﬁ Security

“; Advanced Maintenance

Note

You can also select the arrow button on the bottom right corner of Manage > Templates to get to the
document classifications editor.

Help
N2 B
Others Al Templates Mew View Approve Revi

Document

ianage custem document classifications I

Creating Global Classifications

To create a Global Classification:

1. Select the Plus button in the Global Classification section in Document Classifications under
Application Options as show below.
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| Name (singular)
|| Global

2. Anew classification will be added to your list of classifications. Type in a name for your classification.
Note that NovaCore will automatically generate a plural form of the name you give your classification.
This plural version of the name is used on reports when documents are grouped by classification, on
menus that list classifications and when document lists are sorted by classification.

Il Global Classifications
[ Mame (singular)
Test Classification] T
Spedial Doc

3. Selectthe OK Tick to save your new classification. The classification can be found by clicking on Others
inthe Manage tab of the Ribbon Menu:

(RN

o B

Others Al Templates

-

n! Unclassified

#—  Templates

'| - Special Docs
| »— Test Classifications

Framework Specific Classifications

To create a Framework Specific Classification:

1. Specify aframework in the 'Classifications specific to' section using the drop down list as shown below. If
you do not specify a framework, NovaCore will automatically select the framework that you are currently
in.

| Classifications specificto | | v _
| Name (singular) () AQTF AL

Fiicricos

£ CRICOS 2013

2. Select the Plus button.

Classifications specific to

!-__Name (singular) )

3. Typeinaname for your new classification and select the OK Tick to save the classification. The
classification can be found by clicking on Others in the Manage tab of the Ribbon Menu.
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Note
You will only be able to access the new Framework Specific Classification from within the specified
framework.

10.7 Email Settings

Under Email Settings in Application Options you can adjust the settings of your email alerts.

W) 3
e 1
O =
I @ Organisation | Alerts | Templates | Delivery Options
O EV# [ || Allow users to send documents via Outlook as attachments
| Global Settings
= () Deliver emails cfo NovaCore
— e
. 9 - Framework Settings ‘@) Use custom SMTP server ...
et
8 EZIJJ Custom Fields Cutgoing Mail Server (SMTP): novacore @nc.email
= Outgoing Server (SMTF) port: 587
O [:EJ Revision Fields UUse the following type of enaypted connection: LS I w
<1: 'JJ") Document Classifications [w| Mail Server requires authentication
:-.i
"y | User Name: novacore @nc. email
( ‘<] Email Settings il s
o Publisher

Test SMTP Settings ...

ﬁ Security

B
“{ Advanced Maintenance

NovaCore sends an email alert when:

e adocumentrequires review

e adocument has been revised
e adocumentis waiting approval
® anew useraccountis created
e auser password is reset

a Webform is submitted

The email settings page is arranged into 3 parts: Alerts, Templates, Delivery Options

Alerts

Alerts are email notifications generated by the system based on various events.

By default, NovaCore sends an email alert 14 days before a document needs to be actioned. You can adjust
this under Alerts in Email Settings or you can completely disable email alerts. NovaCore will also send
additional reminder notifications every 7 days by default, until the document is actioned. To disable
reminder notifications set the value in the field to 0.
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| Templates I Delivery Options |

|| Enable email alerts

Send document review notification |13 . 5o | days before itis due

Send reminder notification every 0| o | days (a value of 0 disables reminder notifications)

Templates

Under Templates you can adjust the content and appearance of email alerts. You can set the default sender
and receiver for system generated emails. The email editor includes standard formatted text editing tools
along with the ability to insert custom and email fields

| Alerts | Templates l Delivery Options |

Template name: Document Requir-es Réview - w
[ save ,v |v BIUSX, X EE=E = := | = | = Insert Custom Field = [&] Insert Email Field =
Ta: I | v_;
CC: | w
From: {"ﬁ’nDoc.ﬂ\pproverEméil‘ﬁ} | Y]

Subject: .E.)locument Requi.res Review

Dear {%GivenMName%%],

The following document needs to he reviewed as its current revision expires on [%MNextReviewDate%}:
{%DocumentMame%]
It can be found in: %DocumentLocation¥}

Kind Regards
% Company%s}

Choose a Template

To view or edit an email alert template, select a template from the Template name drop-down list as
shown below.

i'l."'.n'el:uform Sul:umitteu:l" | W ]

5 Dacument Reguires Review

i=

‘Document Fevised P
Document Waiting Approval el
Mew User Account

_Llser Password Reset
Wehbform Submitted

(R P e ) S ar—

To/CC/From

Type in recipient/sender's email address or use drop-down arrow to select a user.You can set the
sender/recipient to be someone who actioned the document in a particular way. For example, if the
document was created by a certain person and you want the email to go to them, select Document Creator
and the email will be sent to the person who created that particular document.
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Template name:  |Document Requires Review | v

[ save viz [vM|BITUSX X EEEE
To: [ ) - v
CeC: Admin user marko@tgsys.com %
Eeim Document Approver (User designated to approve the docume
S Document Creator {Original creator of the document)

ubject:

; Diocument Editor (Last user that made a change)
Note
The options for the receiver and sender will depend on who is sending the email and on what type of
alertitis
Subject

By default the Subject is the same as the Template Name but you can change this by typing in a different
subject line. You can even use Custom or Email fields in the subject line (see more detail on fields below)
but you will need to type these yourself.

Editing Tools

To format the email content use the standard editing tools provided.

| Alerts | Templates | Delivery Options |

Template name: Document Requires Review | w
[ save (viz (vMIBTUSX, X*|=E==E|E:=| == |= || nset CustomField~ (@] Insert Email Field =
To! Document Editor ™
CLC:
From: Document Approver W

Subject: Document Requires Review

Tip

NovaCore email notifications are not limited to text only. You
can paste most HTML content including tables, images and
hyperlinks. But please be aware that adding hyperlinks may
cause the generated email alerts to be tagged as spam by the
recipient system and may thus not reach the intended
destination!

Custom Field

An email fields is special text that is replaced with information when the email is generated by the system.
Afield is defined using a special notation in the form of starting and ending tags. Each field must start with
{% and end with %} and may not contain spaces.

Custom fields can be used for email alerts too. These are the same as the custom fields that can be inserted
into a document. See Custom Fields2? or Creating Custom FieldsD™ for more information.

Emails fields can be User Specific or Document Specific. Document Specific fields are the same as the
standard revision fields that can be inserted into documents. For example you could include the document
name in the email that is generated for that document.
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User Specific Fields are fields such as the user's given name, surname, etc. When the email is sent, these
fields will be automatically updated with the recipient and senders' details. At the start of this section
above, you can see an example of an email template that has fields inserted into it.

| Alerts | Templates ] Delivery Options |
1 | | |

Template name: Document Requires Review . L
[ save vz [v|BTUSX, X*|=E= == |=:=|:=i= | =| = Insert Custom Field ~ (@] Insert Email Field =
[ To: Document Editor iv
CC: | v
From: Docurnent Approver | s

Subject: Document Requires Review

Delivery Options

Note

The option to allow users to send documents via Outlook as attachments is not available in the Cloud
version of NovaCore.

Under Delivery Options you can choose how email is sent. By default email is delivered via the NovaCore
cloud infrastructure i.e. Deliver emails c/o (care of) NovaCore but you also have the optionto Use a
custom SMTP server.

I Alerts | Templates |

[ ] allow users to send documents via Outlock as attachments
(@ Deliver emails ¢fo MovaCore

1 Use custom SMTP server ...

To set your SMTP server
1. SelectUse custom SMTP server.
2. Fill in the fields with the relevant information.

3. Test your SMTP settings by selecting the button shown in the image below.

User Manual © 2025 NovaCore Pty Ltd



Application Options

Alerts | Templates | Delivery Options

[ ] Allow users to send decuments via Cutlook as attachments

i) Deliver emails cfo MovaCore

(@) Use custom SMTP server ...}

COutgoing Mail Server (SMTE): hovacore @nc,email
Cutgoing Server (SMTP) port: _'58}'

LUse the following type of encrypted connection: s [w]

Mail Server reguires authentication
IJser Mame; |novacore @nc. email
[Pee——

Password:

e
Test SMTP Settings ...

Once you have selected Test SMTP Settings a dialogue box will open up. Type in the email address you
want the test email to be sent to and select OK.

10.8 Publisher Settings

Under Publisherin Application Options you can configure your publishing settings.

ﬁ Organisation Document Portal Settings
bR

Document Options Home Page

ﬁ Global Settings Default document hyperlink action: ~ [view [v [] Hide Public Documents button

Allow viewing lapsed documents via hyperfinks [ Hide Private Documents button

e

[Qg Framework Settings
j| FTP Publishing Settings

[T]-J Custom Fields Allow publishing documents to FTP

Application Options

Host: 110.232.143.147 Part: 21
| Revision Fields Protocol: FTP - File Transfer Protocal [v
TJ— l Encryption: Require explicit FTP over TLS | v
'ﬂ Document Classifications Username: docsbunb Password: ~ |FEEEEEEEEEEE
= — PRIVATE -Root folder: \/public_html/novacore fprivate
L] i settres PUBLIC - Root folder: [/public_htmijnovacore/public

° Publishing Folder Publishing Settings

[] Allow publishing documents to Server Folders

ﬂ Security FRIVATE -Root folder: 'plPublic\Publisher \Private
PUBLIC - Root folder: '\WNAS 1\Public\Publisher Public

Google Drive Publishing Settings

Allow publishing documents to Google Drive

}{: Advanced Maintenance

| Change/Reconnect Google Drive Account |

PRIVATE - Root folder: My Drive\Private [=]
PUBLIC - Root folder: My Drive\Public &

Framework Specific Publishing Settings

| NDIS Practice Standards | New Group Company 2 | OLD SRTO 2015 | SRTO | SRTO 2015 | STUDENT JOURMEY

‘ DMS | AQTF | CASR | CRICOS 2018 | Child Safe Standards | Demao | ELICOS | HSQHS

4 Document Portal Settings

Under Document Portal Settings, you can:
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e Set the default document hyperlink action. If you set it to View, documents shared via a hyperlink will
openin the viewer's browser. If you set it to Download, the shared document will automatically download
onto the viewer's device.

e By enabling Allow viewing lapsed documents via hyperlinks, you override the default setting which
prevents documents past their review date from being viewed via hyperlinks.

e Hide the Public Documents button or the Private Documents button on the Document Portal Home Page.

FTP Publishing Settings

To publish to your Website/FTP server:

1. Enable Allow publishing documents to FTP.

2. Fillin/change all the details according to your FTP account

3. Setyour Publicand Private Root folders to reflect your website's folder structure. Root folders contain all
your folders and files in the NovaCore system including folders published from the DMS. NovaCore will

neither publish anything above the root folder nor allow a DMS user to select a publishing destination
outside of the root folder.

Folder Publishing Settings

To specify the server folder to which documents will be published:
1. Enable Allow publishing documents to Server Folders.
2. Specify your Public and Private Root folders. Root folders contain all your folders and files in the

NovaCore system including folders published from the DMS. NovaCore will neither publish anything
above the root folder nor allow a DMS user to select a publishing destination outside of the root folder.

Google Drive Publishing Settings

Note

If you have énG‘V'BdOUd, we don't usually recommend using Google Drive because the
Document PortalD™ is an efficient replacement for Google Drive and Sharepoint, making document
sharing much more convenient.

To allow publishing documents to Google Drive:

1. Enable Allow publishing documents to Google Drive.
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Gor-la Drive Publishing Settings

@ ; publishing documents to Google Drive

Connect a Google Drive Account [:} |

PRIVATE - Root folder: Hyﬁrive 'n,F‘rl'uate i‘j
PUBLIC - Root folder: 'i"«"iyﬁrive 'nPubIlc ig

2. SelectConnecta Google Drive Account.

Google Drive Publishing Settings
[ Allow publizhing documents to Google Drive

| Connect a Google Drive Account [k |

PRIVATE - Root folder: My Drive\Private ia
FUBLIC - Root folder: My Crive \Public iﬂ

3. The following page will open up in your browser. Select which Google account you want the documents
to be published to.

o

& Sign in with Google

Choose an account

to continue to CData Google Drive Connector

. -

(@ Use another account

Y

To continue, Google will share your name, email address,
language preference, and profile picture with CData Google
Drive Connector. Before using this app, you can review

CData Google Drive Connector's privacy policy and
terms of service.

English (United States) - Help Privacy Terms

4. Select Allow. You will then get a "Successfully Connected" message. Close the page and return to
NovaCore.
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G sign in with Google

coloto

CData Google Drive Connector
wants to access your Google
Account

This will allow CData Google Drive Connector to:

L See, edit, create, and delete all of your Google @
Drive files

@ Manage your data in Cloud Storage and see the @
email address of your Google Account

Make sure you trust CData Google Drive
Connector

You may be sharing sensitive info with this site or app. You
can always see or remove access in your Google Account.

Learn how Google helps you share data safely.

See CData Google Drive Connector's Privacy Policy and
Terms of Service.

Cancel Allow @

5. Select the root folders to which you will publish Public and Private documents by clicking on the folder
icon as shown below:

PRIVATE - Root folder:

PUBLIC - Root folder: {My DrivePublic |§

6. NovaCore will automatically retrieve your Google Drive information and will present you with a list of
you Google Drive folders:
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= Select Google Drive Folder E3
(=) L My Drive
EgPrivate
{53 Public
] Takeout
‘ Select ‘ ‘ Cancel

7. Select the relevant folder and then click Select.

8. You are now ready to publish documents to Google DriveDo'

Framework Specific Publishing Settings

From the Publisher under Application Options one can set all the publishing settings for all frameworks in
the system.

DMS

Framework Specific Publishing Settings

t DMS J AQTF I CRICOS | CRICOS 2018 | Delegation Reguirements I ELICOS | HSQHS | 1509001:2015 | SRTO 2015 | V5L |

[ Allow DMS subfolders to inherit parent folder publishing settings

L

|@ Mote that all other DM5 publishing settings are configurable within each DMS Library or Folder.

Because the DMS publishing settings are configurable within each DMS and Library folderR®! the only
option for DMS publishing under Application Options is to enable or disable subfolders to inherit
parent folder publishing settings. If this is disabled DMS folders will be published without their child
folders. If this is enabled it can still be disabled within the DMS for individual folders.

Other Frameworks

To configure a framework's settings:
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1. Select aframework using one of the Framework Tabs.

Framewo

]
DM5 | AQTF I CRICOS | CRICOS 2018 | Delegation Requirements I ELICOS | HSQHS | I509001:2015 | SRTO 2015 | W5L L

[w#] Allow DMS subfolders to inherit parent folder publishing settings

L

I@ Hote that all other DMS publishing settings are configurable within each DMS Library or Folder.

2. Use the tick boxes and fields to specify and enable or disable Private and Public settings for your
framework. The available settings are the same as they are in the DMS Publishing Optionngz.

10.9 Security Settings

Under Security in Application Options there a few general security settings for the application. (See
Library and Folder SecurityD84 to find out more about DMS related security.)

Note

Only users with administrator permissions can access Security settings.

%]
2 -
l PE'-'iE rganeaton [w] Allow login remembrance for users
O | ["] Make passwords case insensitive {mostly used for PowerPro compatibility)
@ Global Settings
C — [] Enforce password complexity
O L{Q Framework Settings
. - Minimum password length: |4 | -
— L v
8 | custom Fields [] Enable and enforce two-factor authentication {2FA) for management logins
— [] Enable two-factor authentication (2FA) for Document Portal users
(o Revision Fields
{ Document Classifications
Email Settings
o Publisher
Security

:’\': Advanced Maintenance

&

Allow login remembrance for users - When this is disabled, users will not be able to choose 'Remember
me' when logging into the system.

Make passwords case insensitive - This is especially useful for PowerPro compatibility as PowerPro
passwords are not case sensitive.
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Enforce password complexity - Use this option to ensure that users have complex, secure passwords.
Enabling this will require that passwords are a minimum of 8 characters long and contain upper case letters,
lower case letters, numbers and at least one of the following special characters:~! @#S% 2 & * () _-+=[]
{}1?<>,.:;

Note that the following character are not permitted: ' " \ / |

Minimum password length - Set the minimum password length to be enforced for user passwords. When
Enforce password complexity is turned on the minimum password length is 8 otherwise it is 4 characters.

Enable and enforce two-factor authentication (2FA) for management logins - See below

Enable two-factor authentication (2FA) for Document Portal users - See below

4 Enabling Two-Factor Authentication (2FA) for Management Users

What is Two-Factor authentication?

Definition: Two-factor authentication (2FA) is an identity and access management security method that
requires two forms of identification to access resources and data. 2FA gives businesses the ability to
monitor and help safeguard their most vulnerable information and networks.

In NovaCore, enabling 2FA adds an extra step to the login process, making user accounts more secure.

Enabling and Enforcing Two-Factor Authentication for All Management Users

To enable two-factor authentication for management logins:

1. SelectApplication Options >Security >Enable and enforce two-factor authentication (2FA) for
managementlogins.
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Organisation [] Allow login remembrance for users

Make passwords case insensitive {mostly used for PowerPro compatibility)
Global Settings

[7] Enforce password complexity
Framework Settings

Minimum password length: |4 i: '

Custom Fields P_gnable and enforce two-factor authentication (2FA) for management logins

[ *Enable two-factor authentication (2FA) for Document Portal users
Revision Fields

Document Classifications

W
=
o
=
o
@)
=
o
=
©
A
et
o)
<

Email Settings

Publisher

ﬁ Security

\f. Advanced Maintenance
"

2. A 2FA setup window will pop up, prompting you to set up 2FA for yourself. (This is so that you don't get
locked out of the application once 2FA is enforced.) Follow the prompts to set up 2FA with your favourite
authenticator app.
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Two-Factor Authentication Setup

£\ To turn on two-factor authentication enforcement, you must first enable two-factor
authentication for yourself.

(1 Download an authentication app to your mobile device or computer

Mote: We recommend Google Authenticator on mobile devices. You can
download Google Authenticator for I0S or Android devices.

-__2' ' Scan this barcode using your app

Alternatively, manually enter this
code:

‘ VSEKIRNEV4IPEK/I

(3) Enter the authentication code sent to your app

Authenitcation code: ! Verify code | Cancel

3. Once your 2FA is set up, you're good to go! Save your work.

Enabling 2FA for Yourself Only

To set up two-factor authentication for yourself:

1. GotoTool/Config >Change Password.
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2. Selectthe Two-Factor Authentication tab.

Change Password

You are logged in as: RTOADM

—— .
My Profile | Change Password { Two-Factor Authentication

| Auto generate

Mew Passward

Confirm Password

3. SelectSet up Two-Factor Authentication.

Change Password n

You are logged inas: | RTOADM

My Profile | Change Password | Two-Factor Authentication

Two-factor authentication (2FA) is currently optional.
Use it to further secure your account.

| Disable

oK | cancel |

4. The 2FA Setup window will pop up. Follow the prompts and Verify Code.

5. When setup is complete, this message will pop up. Select OK. You will now be prompted to enter a 2FA
code every time you log in to NovaCore.

Information “

Great!
0 Your Two Factor Authentication setup was successful,

Logging in with 2FA enabled
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Once 2FA has been enabled, users will be prompted to enter a 2FA code after entering their username and
password.

Two-factor Authentication n

Your account is secured using two-factor authentication (2FA). To complete
your login, turn on or view your 2FA device and enter the 6-digit authentication
code below.

Account: NovaCore (RTOADM)

Authentication code: EL wi Submit I Cancel |

If a user has not yet set up 2FA, they will be presented with the 2FA setup window (see image at 2. above)
and will not be able to log in to NovaCore until they have set up their 2FA.

4 Resetting and Disabling 2FA for Management Users

Resetting Your Two-Factor Authentication Settings

If you have changed your authenticator app or need to reset you 2FA settings for any reason:
1. GotoTool/Config >Change Password.

2. Selectthe Two-Factor Authentication tab.

Change Password =2

You are logged in as: RTOADM

My Profile | Change Password { Two-Factor Authentication |

[] Auto generate

Mew Password

Confirm Password

Ok | Cancel

3. SelectReset Two-Factor Authentication to reset your authentication settings. (This is useful if you
have changed which authenticator app you use.) After resetting, your old credentials will no longer work.
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Change Password

You are logged in as: . RTOADM

| My Profile | Change Password | Two-Factor Authentication |

g[ﬂFnr securihr reasons NovaCore Pty Ltd has chosen to enforce
{two-factor authentication. You can not disable it.

Disabling Two-Factor Authentication

Note: If 2FA has been enforced (see section above) by you or your NovaCore administrator, you will not be
able to disable it.

Change Password E3

You are logged in as: RTOADM

My Praofie I Change Password | Two-Factor Authentication .

(éhFor securi-t}r reasons NovaCore Pty Ltd has chosen to enforce
two-factor authentication. You can not disable it.

Set up Two-Factor Authentication | Disable J

| ok I

To disable 2FA:
1. GotoTool/Config >Change Password.

2. Selectthe Two-Factor Authentication tab.
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Change Password

You are logged in as: RTOADM

| MyProfile | Change Password  Two-Factor Authentication

| | Auto generate

Mew Password

Confirm Passward

]
1]
=
il

Ok

3. SelectDisable to disable 2FA. (Note that you cannot disable 2FA if Enable and enforce two-factor
authentication is enabled under Application Options.

Change Password [ % |

You are logged inas: | RTOADM

l My Profile | Change Password | Two-Factor Authentication |

| S

Two-factor authentication (2FA) is currently optional.
Use it to further secure your account.

Reset Two-Factor Authentication | [ Disable| ]
|

Note

If Enable and enforce two-factor authentication is disabled after previously being enabled, 2FA
will continue to be enabled for individual users until they disable it themselves using the process
described above.

A Two-Factor Authentication for Document Portal Users

To enable two-factor authentication for document portal users:

1. SelectApplication Options >Security >Enable and enforce two-factor authentication (2FA) for
managementlogins.
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Organisation T "
g [ ] Allow login remembrance for users

[ ] Make passwords case insensitive {mostly used for PowerPro compatibility)
Global Settings

[] Enforce password complexity

Framework Settings
Minimum password length: |4 | o

Custom Fields [] Enable and enforce two-factor authentication (2FA) for management logins

|| Enable two-factor authentication (2FA) for Document Portal users
Revision Fields

Document Classifications

Email Settings

Publisher

Security

" Advanced Maintenance

2. The next time a document portal user logs in to the portal they will be prompted to set up 2FA:

A\ For security reasons NovaCore Pty Ltd has chosen to enforce
Two-factor authentication. You must therefore configure two-factor
authentication for yourself before continuing.

1) Download an authenticator app to your mobile device or computer

ices. You can download

Note: We
Google Authent

(2) Scan this QR code using your app

Altematively, manually enter this code:

3JK2V7ACNKKXAVIY

3. Once they have set up 2FA, they will be required to enter their 2FA code every time they log in, after
entering their username and password.

10.1Advanced Maintenance

Under Advanced Maintenance in Application Options you can see any email alerts that did not send due
to an error.
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—r
@ Framework Settings Email | Database |

|| The emails listed below have not been sent. See the error message below for each message and edit the detai causing the problem. You may also
delete the message or try resending it.

[-.D,_{J Custom Fields
||| Delete [7]|Resend [ [ Subject | To | cc | From | Created |
O O Document Waiting Approyv RTO Administrato "RTO Administrator™ 15/02/2019 1
[:EJ Revision Fields ] 0 Document Reguires Revie Someane "RTO Administrator” 15/02/2019 1
- | 1 1 Document Waiting Approv Jonny Walker "RTO Administrator™ 15/02/2019 1
'ﬁd Document Classifications O ] Document Waiting Approv Jim Bean "RTO Administrator™ 15/02/2019 1

ﬂ Email Settings

Application Options

e Publisher

ﬁ Security
|| Error preventing the selected email from being sent:

(ﬂvanced Maintenance ,_Invalid RCPT TO address provided
— __...-—/‘

Apply

To see the error that prevented the email from being sent:
1. Select the email.
2. Read the error description at the bottom of the panel.If the error can be resolved (such as an invalid TO

address), you can edit the email directly from the list by selecting the errant field and typingin the
correct information. Once the error is corrected the email can be resent. (See below.)

—
[‘.g Framework Settings Email | Database |

|| The emails listed below have not been sent. See the error message below for each message and edit the detail causing the problem. You may also
delete the message or try resending it.

[?_]J Custom Fields

||| Delete [7][Resend [ [ Subject | To | cc | From | Created |

O O Document Waiting Approv RTO Administrato "RTO Administrator”™ 15/02/2019 1

[:]J Revision Fields ] 0 Document Requires Revie Someane "RTO Administrator™ 15/02/2019 1
| 0 O Document Waiting Approv Jonny Walker "RTO Administrator” 15/02/2019 1
'ﬁ? Document Classifications 0 | Document Waiting Approv Jim Bean "RTO Administrator” 15/02/2013 1

g Email Settings

Application Options

e Publisher

ﬁ Security /

|| Error preventing the selected email from being sent:
|Invalid RCPT TO address provided

X Advanced Maintenance

To delete or resend an email:

1. Use the tick boxes in the Delete or Resend column to select which documents to delete/resend. You can
use the tick box in the column heading to select the entire column:
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Email | Database

| | The emails isted below have not been sent. See the error message below for each message and edit the detail causing the problem. You may also delete the message or try resending it.

| | Delete ol | Resend | | Subject | To | cc
@ —l’\? D Document Requires Review Someone
IE Ij Document Waiting Approval Jonny Walker
vl [ | Document Waiting Approval Jim Bean

2. SelectApply.
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11 Document Portal

The inbuilt NovaCore Document Portal is a powerful tool that allows users to access framework and DMS
documents online.

To go to the NovaCore online portal select the green Web Publisher tile on your Dashboard or type the
URL that is on the tile into your browser's address field.

http://publisher.ourcompary.com.au: BZ.I"_

A home web page will open up that looks similar to this but will have your company's logo and theme
colours.

Welcome to the Document Portal

E’ Public Documents
rm

Private Documents

4 Public Documents

To view approved documents that have been published as public documents, select the link to Public
Documents from the home page. This will take you into the public document area.

See the image below for an explanation of the different sections of the area.

To view a document, simply selectit. Ifitis a PDF document it will open in NovaCore's feature-
enhanced PDF ViewerD™
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& NOVAcore [(a seae |<4—— Search Function
A . .
I®AQTF - Policies
~{mPolici
£ i HOme/BaCk Document Name Revision Revision Date Next Review
‘procedures By ton AQTF Organisational Chart 1.4 14 Jan 2015 29 Sep 2024
I Forms
| Manuals Induction Checklist Download 1 11 Jun 2015
12 Others Issuing & Qualifications Policy BUﬁOnS 2.2 28 May 2013
(2 Templates ~—— List of Marketing Policy 159} 07 Sep 2019 07 Sep 2024
2 Ar
Omyn frameWOrkS NC_Insurance Policy 1.9 25 Aug 2023
1? Special Docs and folders
- Test Classifications Con‘laining Recognition Policy 4.1 28 May 2021 08 Jul 2025
E{ficricos 2018 :
SR published
_ ‘i‘;“"“'? documents List of documents contained in
! rocedures
the selected folder
i Forms
¥ Manuals
7 others Note that
12 Templates published
2amys DMS
112 Special Docs documents
=117 Test Classifications will alse ba
E{@iELicos :
e included
irPolicies h
{&Procedures are:
I Forms il
- Powered by 'ﬁu 10VECOME - @ 2023 NovaCore Pty Ltc

Private Documents

To view approved documents that have been published as private documents, select the link to
Private Documents.

Note that this area of the portal is password protected and you will have to login. See the image
below for a detailed breakdown of the area. You will not necessarily see all the features as shown
here as that depends on the permissions you have been assigned.

a NoOvVacore (o search J Manage Users ' E

Welcome to the Document Port:
A T Button
AQTF - Policies /
impolicies HOmMe/Back BAQ .
aprocedures  BUHOR Documents Account Settings Button
1 Forms Doc.ument Na.me : Secu rlty Tab Doc # Revision Revision Date Next Review
#l Manuals n Issuing & Qualifications Policy * DOC0122 2.2 28 May 2013
j : Download
17 others List of h Marketing Policy Butt X bocoizs4 1.2 07 Sep 2019 07 Sep 2024
utions
|2 Templates frameworks NC_Insurance Policy & bocoir? 1.9 25 Aug 2023
g
3 e and fOIderS h Recognition Policy * DOC0126 3.1 28 May 2021 08 Jul 2025
|2 special Docs containing
"[? Test Classifications )
EqitTD i published List of documents in the
ppoiicies documents selected folder
&Procedures
1 Forms
I Manuals Note that Note: The Documents/Security
2 others published tabs and the Manage Users
id P %
:;Tem"‘ates DMS button are only visible if the
1 Amys ~
B 5ol 0 documents user is a Management User or
7 Special Docs 5 5
"[? Test Classifications WI” also be Super U_Ser with User &
FE1 General included Permission Management
B33 Flight Operations here. enabled.
34 Fun Stuff
54 5 Training Library
v
Powered by ﬁ\ 10VACore - @ 2023 NovaCore Pty Ltd

Account Settings
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If you have access to Private Documents, you have the option of changing your details including
resetting your password under Account Settings. You can also enable two-factor authentication
(2FA) for yourself if it has not already been enforced by your organisation.

1. Hover overthe Account Settings Button at the top right of your screen and select Security
credentials.

& Security credentials

NV

# Sign out

2. Edit any of your personal details in the section under your username (AMYJ in the example below).
Note that your username can nit be changed. To reset your password under Security, type and
confirm your new password. If you do not enter a new password your existing password will
remain

My User Profile

Given Names

Amy

Surname

Johnson

Email Address

amy@novacore.com.au

To change your password enter a new password below and confirm it.

New Password
Confirm New Password

Two-Factor Authentication

I:’ Enable

3. To enable Two-Factor Authentication, tick the Enable check-box under Two-Factor
Authentication. Follow the prompts to set up 2FA with your favourite authenticator app.
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4. When you have made all the necessary changes to your user profile, click Save.

Downloading & Viewing Documents

If you have download permissions, you can download documents directly from the document portal
by selecting the Download Button:

EWAQTF - Policies

Documents Security

Document Name Doc #

Revision Revision Date MNe>
m Issuing & Qualifications Policy CIC0122 2.2 28 May 2013
h Marketing Policy X opocoiz4 ) 07 Sep 2019 07 €
NC_Insurance Policy X Dpoco177 1.9 25 Aug 2023

If you do not have permission to download documents, the Download Button will be greyed out:

|#®SRTO 2015 - Policies

‘ Documents Security

Document Name Doc # Revision Revision Date Next Rev
Access and Equity Policy OOCDO48 2.2 10 Aug 2023 10 Aug 200
Appeals Policy DOC0047 4.3 01 Sep 2023 08 Sep 20.
Assessment Policy DOCOo046 1.10 08 Sep 2023 08 Sep 200
Complaints Policy DOCO043 2.1 01 Aug 2023 01 Jan 202

If you do not have permission to download documents, you can still view them. To view a document,
click on the document name and it will open in the NovaCore's PDF Viewerd™

Publishing to the Document Portal

To publish documents to the Document Portal the frameworks and/or folders that you want published
need to be configured.

To configure the system to publish documents to the portal see:
e Framework Specific Publishing SettingsDw
e DMS Publishing Settings2®’

Once everything has been configured be sure to enable individual documents to be published (see

PuinshingD35 for detail). These documents will then appear in the Document Portal once they are in
the approved state.

Sharing Links to the Document Portal on Your Website

To share a link to the entire document portal on your website, simply insert your portal URL as shown
above.
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To share a link that sends viewers directly to Public Documents or Private Documents use:
e yourportalURL/publicdocs OR
e yourportalURL/privatedocs

Searching for Documents

Use the search function located at the top left of your screen to search for documents.

€ N novacore (a_sercr

See Search RulesB” under SearchingDge for more detail on how to get the most out of the search

function.

Document Portal Super Users

If you are a user who has been assigned the User & Permission Management permission by an
administrator, you have the ability to create and manage your own users from within the Document Portal.

Managing Users

To manage users:

1. Clickthe Manage Users button.

23
&

i. Tocreate anew user, select New User.

Username {Login) [Name Surname Email

MY ] Ay ohnson amy@nova
MATT Matthew D info@nowvac
DORTAL 1 rnrtal rartal marknmnng

Note: You will only be able to see and manage the users you create.

ii. ANew Userwindow will open up. Fill in the fields and set the user's permissions. By default, a
user created here can access all frameworks. You can either enter a password for the user or
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select the Generate Password option which will generate a random one for you.

Username (Login)

' Given Names
Surname

Email Address

Default Permissions

View Frameworks View Documents
D View Folders Print Documents
Export Documents

Enter a password and confirm it below or Generate one. Note that after
selecting Save the new user will receive an email notification with their login
details.

Mew Password

Generate Password

Confirm New Password

Sawve Cancel

iii. Save your work.

Note:

Passwords must comply to your organisation's password complexity rules as defined by a system
administrator. These include password length and character combination. If your entered password
does not conform you will be prompted and you will not be able to save the new user until this has
been corrected.

2. To editauser, select the user, then select Edit User.

EII'I'I'ft_'IjH'IDVECDrE.CDITI.EIJ

|inf0@n0vac0re.c0m.au
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3. Todelete a user, select the user, then select Delete User.

Security

If you are a user who has the User & Permission Management permission enabled, you have the
ability to edit users folder and document permissions.

1. Select the Security Tab.

W®AQTF - Policies

Documents Security

Document Name @
h Issuing & Qualifications Policy

n BA-rlrmtima Daliour

2. Select the user whose permissions you wish to edit.

3. Use the tick boxes to Allow or Deny user's access to folder and their ability to view, print and
download (export) documents.

®AQTF - Policies

Documents Security

Users

#2 AMY] (Amy Johnson)

|Gy MATT (Matthew D)

@& PORTAL1 (portall portal1)
| &/ PORTALZ (Marko Portal)

| @ ROBYN (Robyn West)

| & RUTH (Ruth Evans)

Permissions on: AQTF for AMY]

Folder Permissions Allow Deny Document Permissions Allow Deny

Note: Permissions can only be applied to the whole
Apply framework and not individual document classifications!

4. Click Apply to save your work.

Note

Permissions can only be applied to the whole framework and not to individual document
classifications! However, they can be applied to individual folders within the DMS.

11.1 PDF Viewer

NovaCore has its own PDF viewer.

The option in the viewer change depending on the permissions of the user viewing the document.
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If the user does not have permission to print and/or download documents, the print and/or download
button will not be visible.

ancf\facore ET Q A|V 1 of 160 —‘-I- Automatic Zoom v (O] ﬁ *| I g = | »

-

Back Button
Print DPownload
Button DButton

(=il

GIO BUSINESS PROTECT

PRODUCT DISCLOSURE STATEMENT AND
POLICY WORDING
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12 1T Tasks & Information

12.1 Installing NovaCore

The latest install file can be downloaded from here.

Please note that installing NovaCore will require that you have administrator privileges on the machine!

The installation will not require a machine reboot if these instructions are followed.

There are the two possible install types depending on your infrastructure:

Installing NovaCore on a single PC or Server

1.

2.

8.

Run the setup.exe file that you've downloaded from the link above.
Accept the Software Licence Agreement once it has been read and you are happy with it. Select Next

We recommend installing the software into the default destination location as suggested by
Setup.Select Next

When prompted to select components, please choose Full installation including Server components.
Select Next

We recommend using the default Database path and Database file name as suggested by Setup. If you
prefer to locate the database on an alternative drive for backup management or space reasons please
note that it MUST be a drive that is permanently attached to the machine and not a network drive or
share! Select Next

Enter you licence name supplied by the NovaCore support staff (after your purchase was confirmed).
Select Next

Setup will list the Available Frameworks if any were purchased. We recommend you leave them all
selected. Select Next

Select whether you would like a NovaCore desktop icon created. Select Next

Setup will perform the installation including setting up the necessary Windows Services, opening required
UDP and TCP ports on the Windows Firewall and creating the database which includes the default
administrator user. Please see additional information below.

Installing NovaCore as a Workstation with Pre-Existing NovaCore Server

Workstation Install

Run the setup.exe file that you've downloaded from the link above.

Accept the Software Licence Agreement once it has been read and you are happy with it. Select Next

We recommend installing the software into the default destination location as suggested by Setup.
Select Next
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4. VERY IMPORTANT!!! When prompted to select components, please choose Workstation only. Select
Next

5. Select whether you would like a NovaCore desktop icon created. Select Next

Additional Information

Login Details

The default username is RTOADM and the password is MANAGER
Please note that passwords are case sensitive and the default password is all uppercase!

Firewall

Setup will add firewall rules, when installing on the server, to allow workstations to perform DB auto
discovery and communicate with the DB. If your server uses third-party firewall software or anti-virus
software that includes a software firewall such as (McAfee Total Protection, Sophos Endpoint Protection,
BitDefender Total Security, Norton Security or others) then you will need to add rules in the relevant
security software. Please see Firewall SettingsD1Bg for more information.

12.2 Updating NovaCore

The latest update file can be downloaded from here.

Server Update

First of all you need to update the Server. Please download the latest update file form the link above.
When running the update on the server (or computer you are using as the NovaCore Server), please make
sure that all staff are logged out of NovaCore and that no instances of Microsoft Office applications (in

particular Word, Excel, PowerPoint or Publisher) are running. You must run the install as administrator.

When prompted for the install type, please choose Full Server Install, Including Components.

Workstation Update

The next step is to update all the other machines in your office that have NovaCore on them. Please
download the latest update file form the link above or use the file you downloaded to perform the server
update.

When running the update on all machines that already have NovaCore on them (Except the Server, because
you have updated that already), please make sure that all staff are logged out of NovaCore, you have exited
all Microsoft office documents on the Machine you are installing the Client update on and that you are
running the install as administrator.

Very important!!! When prompted for the install type, please choose “Workstation Only”. If you install the
Full Server Install on a workstation it will cause confusion and connection problems for users.

12.3 Migrating NovaCore

The steps to performing a NovaCore server migration:
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Make sure you have a copy of the old database file usually novacore3.fdb. Although not essential it will
make the transition for users more seamless if a copy of security2.fdb from the old serveris taken. The file is
usually located under c: \Program Files (x86)\Firebird\Firebird 2 1\ or c:\Program
Files (x86)\Firebird\Firebird 2 5\

If the database file is large it would be more efficient to create a folder like ¢c: \novacore\ from where it
will be used for production. Install NovaCore on the new server by using the following setup file
www.novacore.com.au/cms/install/setup.exe

Very important!!! Choose ‘Server Migration” when prompted:

o Setup - MovaCore - by

Select Components
Which companents should be installed? g
B

Select the components you want to install; dear the components you do not want to
install. Click Mext when you are ready to continue.

Server Migration ([ have the old DB fie) b

Follow the rest of the prompts which will include selecting the old database file and defining whether to
copy it to a new location or use it from where it is (especially if it is a large file).

If you have a copy of the security2.fdb file, after the installation is complete stop both the NovaCore Data
Server and the NovaCore Publisher services and replace the security2.fdb file which would now be located
in

c:\Program Files (x86)\Firebird\Firebird 2 5\ on32bitsystem or
c:\Program Files\Firebird\Firebird 2 5\ ona64bitsystem, withthe old one.

Now restart the NovaCore Publisher and NovaCore Data Server services. The installer will attempt to reset
the licence but note that the very next login attempt will tie the licence to the server hardware that is being
logged into! Therefore it is safer to turn off the following services on the old server and set the start-up
mode to disabled: NovaCore Publisher and NovaCore Data Server

Note:
o if you do not copy security2.fdb then all user passwords will need to be reset using the main
administrator account.
e When using a firewall or anti-virus software check the following...

Firewall

Setup will add firewall rules, when installing on the server, to allow workstations to perform DB auto
discovery and communicate with the DB. If your server uses third-party firewall software or anti-virus
software that includes a software firewall such as (McAfee Total Protection, Sophos Endpoint Protection,
BitDefender Total Security, Norton Security or others) then you will need to add rules in the relevant
security software. For more information please see Firewall Settingst.

12.4 Firewall Settings
Server
Setup will add firewall rules, when installing on the server, to allow workstations to perform DB auto

discovery and communicate with the DB. If your server uses third-party firewall software or anti-virus
software that includes a software firewall such as (McAfee Total Protection, Sophos Endpoint Protection,
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BitDefender Total Security, Norton Security or others) then you will need to add rules in the relevant
security software to allow the following:

e inward and outward bound traffic on both UDP and TCP port 96 (this is the default but may be
configured, see Configuring the Data Server2 ™)

e inward bound traffic on TCP port 3050 (used for interaction with for the Firebird Database engine)

Workstation

Windows firewall does not prevent outbound traffic and thus the following is ONLY required if you use third
party security software on your workstations. Allow the following:

e outward bound trafficon TCP port 96
¢ inward and outward bound traffic on UDP port 49201-49220
e outward bound traffic on TCP port 3050

12.5 The Data Server Service

The Data Server service manages all communication between each of the NovaCore client applications
including providing Auto DB Discovery responses. Data Server settings are defined in the NovaCoreDS.ini
file.

Port Configutation

By default port 96 is used on the server for client-server communication. This is defined by the setting

Use Port=1underthe [CONNECTION SETTINGS] section of the ini file. Alternative ports can be used
if port 96is not available; values forUse Port are:

1=port96

2 =port 3048

3 =port 49200

Under normal circumstances, a client applications will automatically use the set port which is provided by
the Data Server via the Auto DB Discovery mechanism. However in cases where a firewall is either blocking
the server outbound UDP traffic on the server set port or inbound traffic on the client listening port range
(by default between 49201 and 49250) or the client machine is on a different subnet (where the router is not
configured to forward network broadcast messages from the server subnet to the client subnet) Database
Auto Discovery will not work and you must manually set the DataServer address on the client machine in
NovaCore.ini.

Example NovaCore.ini file with settings related to working with the Data Server:

[CONNECTION SETTINGS]
; Set PortRange for inter-workstation
communication - leave commented out for default
range

PortRange=49201-49260

,; Set NovaCore to request login profiles from a
specific server.

; It is only required to set this if Auto DB Discovery
does not work on your network (due to

; subnet boundaries) or to limit communication with
data servers running at this address.

,; Either an IP address or DNS name may be used.
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DataServer=192.168.0.1

12.6 The Document Portal Service

The Document Portal Service is a stand-alone web server that allows document and file sharing.
In this section we will discuss various settings and configuration options for the Portal.

Note
The settings.ini file used to configure the Portal is itself documented with comments
explaining most settings if you do not have this manual at hand.

Port Configutation

By default the server listens on port 81 unless changed in the settings.ini file in the
\NovaCore\Portal folderor . .\NovaCore\Publisher folderfor olderinstalls.

If the machine that the NovaCore server components are installed on does not have an instance of IIS
running then it is advisable to change the Port option underthe [Web Serwver] section of the ini file to
80 (standard HTTP port). This makes accessing the Portal easier for users who then do not have to add the
port number with the URL.

Secure connections with HTTPS

Itis possible to configure the Portal web server to use HTTPS with TLS1.2 encryption by installing an SSL
certificate, setting SSLEnabled to true and as with the HTTP port above you can define the listening port
by setting the HTTPS Port option. Setting this to 443 as the industry standard HTTPS port, if it is available
on the server machine, is preferable but otherwise any available port number may be used.

For the server to respond to HTTPS requests you will need to install an SSL certificate for the domain or sub-
domain you want the Portal to service. This therefor also means that you will need to setup a DNS record on
your DNS server for your LAN to point to this server's IP address.

If the Portal is to service requests from the internet then you will need to setup a sub-domain on your
domain's DNS host to point to you internet IP address of your router and setup port forwarding on your
router to forward the traffic to your Portal server. How to do this is outside the scope of this manual but
there is ample information on the web about how to do this.

Once you have a sub-domain and have purchased an SSL certificate for that sun-domain you need to save
the certificate, root certificate and private key all in .pem format to the

. .NovaCore\Portal\Certificate folder. You can name the 3 files as you like and declare those file
names in the ini file or name the files by their default names as shown in the example below.

Itis also important to note that the certificate's Private Key file must not have a password.

Tip

If you have already generated the certificate with a password
protected Private Key then you can extract a key file without
password protection using the well known OpenSSLtool. To
do this use then following in a command prompt from the

folder that you've extracted the OpenSSL tool into:
openssl rsa -in original.key -out new.key
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IMPORTANT: You must restart the NovaCore Portal service after making changes to the settings. ini file
for the changes to take effect.

Example settings.ini file:

[WEB SERVER]
Port=80
URL=portal.mydomain.com

SSLEnabled=true
HTTPS_Port=4 43

SSLCertificateFile=cert.pem
SSLCertificateKeyFile=key.pem
SSLCertificateRootFile=root.pem

12.7 NovaCloud Single Sign-On (SSO)

NovaCloud provides Sign Sign-On (SSO) integration for user authentication via OpenID Connect (OIDC) on
the Microsoft identity platform also known as Azure Active Directory or Entra ID.

OpenlD Connect (OIDC) extends the OAuth 2.0 authorization protocol for use as an authentication protocol.
OIDC enables single sign-on (SSO) into NovaCloud by using a security token called an ID token.

The full specification for OIDC is available on the OpenlID Foundation's website at OpenID Connect Core 1.0
specification.

Protocol flow: Sign-in

The following diagram shows the OpenlD Connect sign-in flow used to authenticate a user and log them into
NovaCloud using the email address returned in the ID token if it exists in NovaCloud.

Microsoft identity platform

https://login.microsoftonline.com/common

/oauth2/v2.0/authorize NovaCloud
Browser 5 Gateway

. &S

User navigates to web application

v

Web app redirects user to Azure AD, providing client_id, etc.

User enters credentials

LIV, A

r
User consents to permissions
[N

Returns id_token to browser

Redirects id_token to NovaCloud

Validates id_token

Logs user into NévaCIoud account
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