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1. Logging In

LIF

H

1. Open your web browser and navigate to Lifespan Housing Web:
www. pt-lifespan.com/LifespanWeb

2. 9y GSNIJ 82dzNJ dzaSNY I YS

FYR LI aag2NR

Login

Username

Password

more info

/f)\@i]

LIFENZ:N

HOUSING

Enter your login
4> | credentials

2. Navigati on

Figurel: logging in

A INY
OUSING

YR Of A 01

Property Attributes Documents Decent Momes WHQS Appliances Water Radon 993 RJSAP2012994 Surveys ECO Stock Profile Fire Stock Profile Energy Dash Calendar Notifications -
A & Cle: N EFEdt (& Groups | p ) R D Reports » @ Heo
ravi .| o | S ME B B oo @i
LIF AN\ | Defaut Quick Custom Sort i Property Detail | New X Deete eport o ¢ o Ticing
HOUSING i
Edit ~ -
P S 1. Menu bar ]
OOORB3 ' 38 Balton Road, SWiterm—rrereresrer—m=/ 8UX
W 9123456 ) M) Pagesze 100 ~
1091 kems in 1 pages | Address Property Detal Modules
X
26, 3620 % Year Built 1964 @ Decent Homes
b . Number of Bedrooms 3 @ Water
. 2. Address list navigatior Heating Individual heating system, Gas @ Asbesos
) Garden Yes @FRA
42 Meadow Lane
Conservatory No
367 buion moad, Garage No @ RdSAP 5]
os LR ] >
) 16 Birch Drive . Car Parking Yes @ WHQS pliant
) s Ve 00 meaiRH ¥ RASAP Total Floor Area
26 Botton Road iz |
) os VRe0O meAERn =
29 Botton Road. -
5 “:s e UPRN ooorgz  Archetype
- 28 c -
) 39 Boton Road | Street/Road 38 BoltonRoad  Block Type Property Performance Data
& 205
Sl # =06 A6R5 = Town Swinton Construction
General Condition
I Coun
) ¥ a 4 £64,808.00
Postcode M27 8UX 5 — H
alis & o . ) Disabled Facilities 4 Deta”s pane £0.00
ocal authority "
B v 'S New Kitchen Date
) Fiy 02 o Boad iz

Figure2: navigating Lifespan
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http://www.pt-lifespan.com/LifespanWeb

2.1 The Menu Bar

hh
HOUSING

The menu bar allowsoy to navigate teeachmodule,select optionswithin the module and use the

filters to narrow down the properties contained the address listSome of the function buttons are
available in every module, whereas others change dependent on what information and tools are

required.

Selet a module by clicking on the applicable heading at the top ofitbau bar The modules
displayed are linketb your account permissions.

A Copy

to navigate to the module

¥ Delete

~grt Detail New Report Model Component Audit
Cost

Click on the required headingf-- i Open

Property Attributes  Documents Decent Homes WHQS Appliances Water Radon Asbestos Fire RdSAP 2012993 RdSAP 2012994 Surveys ECO  Stock Profile Fire Stock Profile Energy Dash

f ﬂ F :}‘? K Clear o (5 Edit (& Groups .p‘/: Eﬁ;{? Qﬁ i—

71 Open

Reparts~ ) Help
23 Print Survey Form | () IT & Data Support
© Request Training

Static Reports Help

/

Filters areavailable in each module, alloyv[nqyou to narrow down your address list and access the
82dz YSSR® ¢KS FAfGSNI odzidi2ya

AYF2NXYIEGAZ2Y

¢tKS WORAGQ aSOilAzy 27

Figure3: module tabs

r ﬂ J7 %? :;\Clear

| Open
Default Quick Custom Sort 2
- K Clear

Address List

Figure4: filter options

the tools required to create new, edit and delete existing data.

2.2  The Address List

Theaddress list shows all the properties that satisfy the current filter. If no filter has been selected,

[ Edit & Groups
=3 Copy

New
X Dalete

Edit

Figure5: summary module editbuttons

all properties will appear in the address list.

GKS YSydz 61 NJ OKIFy3Sa

The current property is the one highlighted in orange. To select a single proglezkyon the

address.

8| Page
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Each address has a tick box to the left of the property name used for filtering purppodlesipdates
and reporting Tick the box next to any individl property to sele¢tdeselect it or click the tick box
at the top of the list to select all properties in the current filter.

1) 4,1 23 456 .. ) H Page size: 100 ~

1091 items in 11 pages

[ PrOPERTY v
~7
Tick to select 0 DS Ve o0 medRH Y -
all properties 26 Bolton Road B
v/ oS $abo0 WO GRE

29 Bolton Road

0 Tick to select/deselec@ wedlRN =
individual properties J

Figure6: selecting properties

Each property has a set of icons to the right of the UPRN. Icon meanings are given below:

' Appliances

Rn Radon

Water

Asset Liability Register

Ecohomes XB

Fire

B}é&.

Asbestos

Energy

SQHS

WHQS

Decent Homes

Tasks

Documents

Planned Maintenance

TEEOR

Property Attributes

Asbestos Risk

[if| €

Calendar

Figure 7: icon descriptions
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The icon will balisplayed in colouif there is existing data within this module for the selected
property orgreyed outif no datais present

2.3  The Details Pane

Like the menu bar, thiasreachanges according to which module is seledtedhow all relevant
information forthe currently selected propertypepending on the module selected, there may also
be additional tabs, function buttons or interactive elementishin the dispay.

RDSAP 2012 V9.94 100BRO2S
29 Bolton Road, Swinton, Manchester, Greater Manchester, M27 8UX

Energy Efiiciency Ratings 9.94 (Local) Last Lodged EPG (9.94)

Current Lodgement Date

SAP Rating 59 73 Report Reference (RRN)

El Rating 56 70 DEA Name

CO; Emissions (tonnes/year) 39 27 DEA Certification No.

Energy Cost (£/year) £974 £583 e

Improvement Measures

el- Measure Status Indicative Saving Al 1 Green Deal Reason

ctod Cost (Elyear) Change Change Finance NOT Selected
A Increase Loft Insulatio 70! SAP Improvement Too 0 0 0

Small

fiall insuiation
nternal or External Wall Insulation

W1. Floor Insulation (for Suspended Floor
2. Floor Insulation (for Solid Ground Floor)
(Main Property)

£4,000 - £6,000

&

r Insulation

£20

Hot Water Cylinder Thermos

ontrols (fo
g Controls (fo

ing System)

ih Boiler Not Appiicabie
Already Installed

Figure8Y WwRQ ! Y 2 dewdfs fane

= E
S

e cle oo el ooal o ool
o
&

lelcicialalal alalal Llal sals
o
E

[
L
W
[
D. ighip ze ows
E. Low Energy Lights for all Fixed Outlets
5
[
H
J
K
L

2.4  Address List Navigation

If there are many properties in the current filter, they are split into pages. The navigation bar allows
you to navigate through thpages

Select the number of properties
Go to previous page I Go tonextpage I you wart to see per page
V

[Gotofirst page M) 41 2 3 456 _ ) M Page size: 100 ~

/ 1091 items in 11 pages
S~

[ Go to last pa@ Total number of addresses and pag
Select a page being displayed in the current filter

Figure9: address list navigation
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Navigate through the pages by using the previous, first, next or last page buttons or by clicking on a
page number directly.

3. Filters and Groupings

There are two ways to uddters in Lifespan: quick filters and custom filters.

3.1  Quick Filters

Touse a quick filte©Of A O1 2y WvdzA 01 Q 2y GKS YSydz o6 N

7 ﬂ r é—? & Clear

z.| Open

Default| Quick |Custom Sort 2,
v Wi Clear

Address List

Figurel0: quick filter button

The following windowvill appear

Filter
m Exclusions Paste UPRNs Special
Search for part of an Address or
Postcode
Search for Part of/Whole UPRN
7 Select... v
Search for a Property Grouping:
Search for a Property Attribute and Select... v
Value: -
Search by Properties selection status: Select... v
Search for properties containing: Select... -
Search for properties NOT containing:  Select he
Go J Cancel J

Figurell: quick filters window
Filters:
Search for part of an address or postcode

You can type part of an address or postcode in here and all properties containing the text will be
returned.
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Search for part of/whole UPRN
Type part obr a full UPRN in this box and all properties containing the text will be returned.

Search for a property grouping
Select a property grouping from the first drop down followed by a value from the second.

= Filter

m Exclusions Paste UPRNs Special

Search for part of an Address or
Postcode

Search for Part of/Whole UPRN

Asset Type -
Search for a Property Grouping:
Dwelling v
[ Jprock
Search for a Property Attribute and DCommuna\
Value: Dwelling

. DEstate
Search by Properties selection status:

DGarages

Search for properties containing: DTent

Search for properties NOT containing:  Select v

Go J Cancel J

Figurel2: filter by property grouping

Search for a property attribute and value:

Select a property attribute from the first drop down followed either by selecting a value from the
second drop down or by entering a value in the secorxl bo

= Filter

m Exclusions Paste UPRNs Special

Search for part of an Address or
Postcode

Search for Part of/Whole UPRN

Select -

Search for a Property Grouping:
Search for a Property Attribute and Disabled Facilities v
Value: Bathroom, Kitchen -

Bath room
Search by Properties selection status:

DFuII Adaptation
Search for properties containing: Kilchen

) . Dnone
Search for properties NOT containing:
[ Jstairiift

Go J Cancel J

Figurel3: filter by property attribute and value
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Search by properties selection status:

S

0KAA&

be active if properties arselected in the address list.

Search for properties containing/not containing:

RNRLI R2gy 102 OK22asS SA
& Filter
m Exclusions Paste UPRNs Special
Search for part of an Address or
Postcode
Search for Part of/Whole UPRN
Select... v
Search for a Property Grouping:
Search for a Property Attribute and Select v
Value: -
Search by Properties selection status: -
Selected
5 h fi rti taining:
earch for properties containing Unselected
Search for properties NOT containing:  Select .. v
Go J Cancel J

Figurel4: filter by property selection status

Click on the drop down and tick the boxes relating to the data you wish to filter on. In the below

example, only properties with a Decent Homes assessment will be shown.

= Filter

m Exclusions

Search for part of an Address or
Postcode

Search for Part of/Whole UPRN

Search for a Property Grouping:

Search for a Property Attribute and

Value;

Search by Properties selection status:

Search for properties containing:

Search for properties NOT containing:

[ ]

Paste UPRNs

Special
| i -

E}Asbestos
Decent Homes
DDocuments
E}stet Survey
DFWE

DProperty Attribute
DRdSAP 2012 9.94

E]Waler
DRadon
Dwnqs =

Decent Homes v

Select... v

Cancel J

Figurel5: filter by containing/not containing

i KS

LILINRLINA F 0SS FAf GSNE

aAyYLId

13| Page

w

e

e



LIF ~A INY

HOUSING
Exclusions:

By default, all asset types and survey types will be included and all sold, demolished, lease expired
etc. properties will be excluded from your address list.

Untick any of the boxes under“the asset types or survey types drop dovexshadethem from the
FAE GOSN C2NJ SEF YL ST dzyGAOlAYy3 GKS W. £201Q 2LIA?Z

Filter
Filters " Paste UPRNs Special
Asset Types Included: 5 items checked v
[ |Block
Survey Types Included: Cemmunal
Excluded: Dwelling
Estate
C Garages J

Figurel6: filter exclusions

Use the last drop down to select other options to exclude. For examaptekingW{ 2 f RQ | y R
2

W5 S Y 2R Q& adelisle thesepropertiesin your address list / £ A O] WD2 Q yOS @&2dz K
required options.

& Filter

Filters '. Paste UPRNs Special

Asset Types Included: All items checked v

Survey Types Included: All items checked v

Excluded: 5 items checked A
DSoId -

C DDemohshed J

Lease Expired
uTransferred
Exp\rem
Exp\redQ

Figurel?: other exclusions

Paste UPRNS:

Use this tab to pasti a list of UPRNs from, for example, a spreadsheet or word document. Paste in
2NJ GeLlS GKS !'twba SIFIOK 2y | ySg tAyS FyR Of A0

14| Page
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Filter

Filters Exclusions Paste UPRNs Special

Paste in a list of: | UPRNs -

101015
101017
101033
101253

4 UPRNs have been entered

Go Cancel

Figurel8: pasting UPRNs

Special:

This tab holds permanent filters that can be written into Lifespan by the developers. Often these are
commonly requested filteringptionsd { St SOG GKS FAEGSNI G2 FLLXe& |yR

= Filter
Filters Exclusions Paste UPRNs Special

Select filter to apply:

I~
'\!;'None

N
\__Mn-calculated RdSAP 2009 9.91 surveys

N
\__Mn-calculated RdSAP 2012 9.92 surveys

Y
\__JMn-calculated RdSAP 2012 9.93 surveys

Y
\_Mn-calculated RASAP 2012 9.94 surveys

Y
\__/Decent Homes - Non-Compliant

N
\__/Decent Homes - Compliant

) .
\__JFra Not Validated

Go J Cancel J

Figurel9: special filters

3.2 Custom Filters
1. ¢2 &0F NI dzaAy3d Odzad2yY FAECtGSNARXZ Ot A01 2y W/ dza

This example will show how to filter for properties with a SAP ratir&@@of higherand CG
emissions oft tonnes or less per year.
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f && _( %? K Clear

7./ Open
Default Quick |Custom| Sort

VW Clear

Address List

Figure20: location of the custom filter button

Ayili2 GKS o02E lftft2¢6a e2dz (2 &l O
AAYy D

2. ¢ & LA
fd

¢ e
CA

W<

3 byl
ND G2

YS
D 0S3

& custom Filter

Name:lSAP Rating Filtel] Save | M|

CONDITION DESCRIPTION
No Filters have been defined

Add Quick Filter J

| AddCustom Fiter |

Apply Filter| | Cancel |

Figure21: naming the filter

3. Set the criteria of the filter by selecting from tdeop-down menus.

Custom Filter

Name:‘ SAP Rating Filter

CONDITION DESCRIPTION

No Filters have been defined

Operator Dataset Field Condition
And ﬂ RdSAP2012_994_1 /\' CDQenussmns ¥ Less Than orEquaITo&

1. To begin, select 2. Select the datase’ 3. Choose the fuelD 4. Selgect_a condition.
an operator. For containing the data to filter on (the For this filter we want
the first condition you want to use for conditions for the CQG emissions of 4 or
wegAff &8 the filter. In this filter). For this filter less, so we choose
case the datadds the firstfield will Y[ Saa ¢KIY
0S W/ huS Y) T

WwWwR{! tHAM
N A i

Figure22: custom filters
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Filter
Pick Filter values from List?

pd 'asS GKS GAO01 ¢
choose the values from a list. You ca
38 choose more than one. Alternatively,
enter a single value in the text box

35

L
[
]
4
[
]
[

39

44 N
cd /tAO] W

45 the first part of the filter
6.8

Figure23: custom filters 2

4. Add further conditions in the same way. In this example, another condition from the same
datasethas been added

CONDITION DESCRIPTION
And CO2emissions Less Than or Equal To: '4' Delete

And SAPrating Greater Than or Equal To: '62" Delete

Figure24: filter conditions

Additional custom pquick filters may be addeid the same way.

z

5. LT 82dz ¢grAaK (G2 al @S GKS FAE{GSNE Of A0l 2V
CAfdSNDO®

[@mtN
A
(s}

(& Custom Filter

Name:| SAP Rating Filter I Save | vI

CONDITION DESCRIPTION

And CO2emissions Less Than or Equal To: '4' Delete

And SAPrating Greater Than or Equal To: ‘62 Delete
Add Quick Filter
Add Custom Filter

Apply Filter Cancel

Figure25: saving and running a filter

Toopenaprevidzi f @ al @SR FA{ GSNE Of A0l 2y WhLISyQ 2y
WI LJLJX e Qb

17| Page



LA TN
HOUSING

rFra v =

7./ Open

Default Quick Custom Sort .
v VK Clear

Address List

Figure26: opening a saved filter

¢2 OfSIFENII FAECGSNE OftAO1l 2y W tSINR Ay (GKS YSydz

rad vort=—

7.1 Open

Default Quick Custom Sort p
v i Clear

Address List

Figure27: clearing a filter

3.3  Groupings

Groupings are a way of categorising certain elements of data so you can then search and report via
the grouping rather than having to specify a number of criteria to achieve the same result.

GQa y2a YIYyRFGIG2NE (2 Kre@dantsgaidheizhdd gor autpétSwillbe K2 6 SPS |
dependent on the information provided so the more data you can provide, the more accurate these
will be.

There are three types of data which can be groupétthiw the software, these arproperties,
attributesandworks

Groupings are customer defined and form part of the system administration set yotor
companyaccount using import/export sheets. For guidance on how to set up groupings, please refer
to section6.2 Analysis Groups

3.3.1 Property Groups

t NELISNIie@ 3INRdzLJA OFy o6S F00SaaSR @Al (KS W{dzyvYl NE
properties to a group.
1. If you want to assign the same group information to multiple properties, first either apply a

filter or tick the addresses you want to include. For an individual address, select it from the
property list on the left of the screen.

7

2. Clickoni KS WDNRdzLJAQ o0dzid2y dzy RSNJ 6 KS WORAGQ &S00
18| Page
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j [ Edit | | & Groups
=3 Copy
e )( Delete
Edit

Figure28: property groups

LA TN
HOUSING

This will open a new display including all groups assigned tedlleeted property. If existing
groups are assigned these will be displayed, enabling you to either edit those existing or add

in a new grouping.

Select the relevant option from the dregiown lists

3. The group headings are displayed on the é&ftl a pick list of values is available for each.

Wal gSQ A02y gAft 0SS RA&ALI I @SR yStisistai2z | ye
indicate which values will be updated once the imfiation is savedAll existing values will
remain unchanged for any property you are saving against.
= Edit Property Groupings
Property Groupings Select a value from
the drop down list
Property Groupings for 000RE3, 37 Bolton Road, Swinton, M
Block | /
Communal Area
wl Detachment Type
Diictrict hlama Wiorde HA s
Figure29: edit property groupings
4. There are three save methotts choose from, depending on if you want to update thew
groupingvaluesfor one or multiple properties. £ A 01 W{ I @dSQ | yR aSt SO

- For current property

This will only update the changed values for the current (highlighted) property.

- For all properties irfilter
This will update the changed values for all properties in the cuffitet.

- For selected properties

This will update the changed values for all selected (ticked) properties.

19| Page
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7

-J Cance|J Select one of the
options to save

Save...

For current Property

For all properties in filt

For 5 selected properties

Figure30: save options

3.3.2 Attribute Groups

The attribute group headers and associated attributes are set using the import/export sheets as part

of the system design so there is no further actioguieed within the user interface to create these

groups. Once an attribute is assigned to a property, if it forms one of the groups, it will appear in the
applicable section withinth’t N2 LISNIié ! ( d\RENAI S EE YR REAISNI & Ly T2

In the example below, we have 5 separate groups which cover all attribute types. The number of
attributes within each group is listed to the righuhd can be selected to filter to the applicable
attributes.

Attribute Groups
ALR (5 ]
Electrical Testing e
FRA Background data o
Gas Safety 0
Property Information

Figure31: attribute groups
Some of the property groupings also influence how data is displayed in other moduléstriteites
KIS G2 0S AyOfdzRSR Ay (GKS wcCcw! . I O13INRdzyR RIGFC
LYT2NXIGA2YQ aSOGA2Yy Ay GKS CANB a2RdzZ S WCANB wA
For further guidance on using attributes within the software, please refeettion5. Property
Attributes.

3.3.3 Work Groups

Work groupsare used to assign the rate classification links which influence the maintenance data
collection on the mobile software.

There is no visibility for work groups within the Lifespan Web user interface, they are used in the

background tayroup rates of a specific typee., Kitchen, Bathroom, External Fabric, Roof Space etc.
under the relevant heading for easier inputting during surveys.
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For guidance on setting up work groups via the import/export sheets, please refer to s@gtian

Analysis GroupsAlternatively, please refer to the Lifespan Mobile manual for information

on the mobile software data collection process.

4.  The Summary Screen

I £t A0l 2y W{ dzviubarNIBe&BSUNMAry SCi€eh prisviiles an ovenaétine selected

(ETIEER] froperty Attributes  Documents  Decent Homes  SHQS WHQS  Appliances Water Asbestos Fire EcoHomes XB RASAP 2005 RASAP 2009 RdSAP 2009991 RdSAP 2012992 RJSAP 2012993 ALR Hol
f f A? & Clear CFedit (& Groups | p f@‘P FiF " Reports+ O Help
ﬂ { | 74 WL
T & open o 33 Copy - O E (23 Print Survey Form | ) IT & Data Support
LIF PANN Default Quick Cus'lom Sort o Clear Property Detail|  New X Delete Report Model Corr&%z?ent Audit 0 Request Training
HOUSING
Address List Address Edit Open Static Reports Help

Figure32: summary button

Information is displayed within separate sections including the address, location, property details,
survey, modules androperty performance data. There is also an area containing links to direct you

to alternative Lifespan software products.

Flat 7 Grebe Court Leacroft Close, Staines

Proper
Year Bullt

Number of Bedrooms

Heating Individual heating system, Gas

Garden No

Conservatory No

Garage No

Car Parking Yes ister
Archetype at - Gro or  Property Performance Data
Block Type Block - Low rise

Construction Cavity

UPRN ——

General Condition

Disabled Facilities

New Kitchen Date

Good Condition

© Major Works
@ Cyclical

2019
Street/Road Flat 7 Grebe Court Leacroft Close
New Bathroom Date 2029 Rental Income per week
Town
ECO Fundin No nding Loan 0
County Staines 8 Outstanding Loas P
Postcode W18 4NP Outstanding Loan in years
P 267
Local authority spelthorne Net Present Value 6722.5
Social & Other Non-Financial Assessment Score 0.0000
Location
Lifespan Links
Lifespas Hom ent >
Lifespan Projects >

Figure33: Summary screen overview

To download a report of the data contained within the summdrg Rdzf S~ Of A O1

t NELISNII@ wSLERNIQ odzidz2y +dG GKS o2dG2Y 27

h Standard Property Report

Figure34: standard property report button

There is a Property Detail button on the summary screen, which once predséiieihe main
display and instead show data within widget format.
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mF_rmymmbutes Documents Decent Homes SHQS WHQS Appliances Water Asbestos Fire EcoHemes XB RdSAP 2005 RdSAP 2009 RdSAH

7 Lﬁ 7 g‘? ‘f\C\ear o j iz::i;y & Groups W\’é E? @

7. Open -
Property Detaill New x Delete Report Model Con&;;c;tnent Audit

LIF PA NN Default Quick Cus'mm Sort
HOUSING

K Clear

Address List Address Edit Open

Figure35: Property detail button

Widgets may be moved around by clicking and dragging the title bar. The dotted line shows the
placement of thewidget. They can also be collapgexpandedor closed by pressing the relevant

buttons.

i Photographs

Click and drag
the title bar to
move the widget

[ |

Close a widget by
clicking on the cross

ST

Figure36: widget controls

To add new widgets or to replace a closed widget, selectiéis&ed widget from the drop down,
Of A0l 2y W!'RR 2AR3IS0HaQ FYR RNI3I GKS gAR3ISH Ayihz

Property Audit H¥

=

Add Widgets

Figure37: adding a widget

You may notice some of the widgets have hyperlinks in their title bar. Clicking theseilinks
R2¢oyf 2R GKS $AR3ISGQat RIFGF Ay &aLINBFRaKSSG F2NY
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 Background Information
Attribute Value

o Click to download No

&) the data Gas Full Wet System

’.} Construction Type Traditional Solid Construction

’.} Consultant Name Property Tectonics Ltd

Y Pronsrty Motec Pronerty held for develonment

Figure38: click the link to download the data

5. Property Attributes

I fTAO1 2y Wt NRLISNIE& ! adNRo6dz2iSaQ 2y GKS YSydz ol N

SdmmaryDocuments Decent Homes SHQS WHQS Appliances Water Asbestos Fire EcoHomesXB RdSAP 2005 RdSA
B

ravi:. e k OO 0

LIF DA A Default Quick Custom Sort e Property Detail | Work Completion New New Sub File
EALN - VK Clear Attribute Attribute
HOUSING
Address List Address Edit At

Figure39: property attributes button

The property attributes module contains a number of tabs windtude survey data, HHSRS,
property information attributes, planned maintenance and service charges relevant for the selected
address.

Retrofit Assessment Asset Survey HHSRS Property Information Planned Maintenance Service Charges

Tabs are greyed out where no data is present or shown in blue if data is available. Click on the
heading toreview the information on the main display.

51 Retrofit Assessment

If a retrofit assessment has been completed for a property, the survey data will be present within
this tab.
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w
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PROPERTY ATTRIBUTES

ton, Manchester, M27 8U

Bolton Road, Swin

Asset Survey HHSRS

Reports

Click to display 100BRO31

attached photos at the
bottom of the page

INTERNAL - Are there un = -
internal doors?

Property Information Planned Mainten

House Ventilation

Survey Informati

a copy of the
survey report

Property Details

Click to download

Unki - GAS safe t
“Nentilation INTERNAL - Is there adequate combustible air to gas appliances, etc? c;nfrl‘:’:“ il
Entilation INTERNAL - Is there any condensation or mould growth present? No
Entilation INTERNAL - Where is the condensation and mould growth located? N/A

Entilation INTERNAL - Is the roof space adequately lated2,

ntilation INTERNAL - Are there trickle vents to to all habi

Hover over the speech

Property Risk

Resident Information (15 ]

INTERNAL - Does the Kitchen have a window?

icon to view comments

House Ventilation INTERNAL - Is there background (trickle) ventila|

House Ventilation INTERNAL - Is there an extract fan to the kitche!

I INIERNAL . Kitchan Eytrace £ ndition

Living Room and Other Rooms (1-24)
Planning Constraints
Site Constraints

Construction Details

Select one or morélters
to choose what survey
information is displayed

C - Average

V Reading (I/s

Building Condition (General) o

House Ventilation 24

Figure40: retrofit assessment

2. Use the filters on the left to customise whatirvey information is displayed. You can click to
highlight one omultiple sections to limit the questions you see or select all/none to show

the full dataset.

3. The photo icon appears next to any question containing an image. Click on this icon to
display the photographs at the bottom of the page underneath the quedisbn

4. The speech icon appears next to any question containing a comment. Hover over the icon to
see the comment details.

5. ¢ 2
classifications.

R26YyE 2L

R I O02L® 2F (GKS NBLR2NI:= Of A0

NOTE Any comments are storeid the background, so although they are available via the user
interface, they will not be included in the report output.

Please refer to sectioid.

5.2  Asset Survey

Surveydor guidance on inputting and editing survey data.

If an asset survey has been completed for a property, the survey data will be present within this tab.

GKS W 3a8i

{ dZNBSeQ KSIRAy3 (2
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PROPERTY ATTRIBUTES _"
31 Bolton Road, Swinton, Manchester, M27 8UX
s | Select one or more filters ...
to choose what survey _—_ 2
Sutvey Classification information is displayed s
; 3 )
Survey Information
Construction Details EXTERNAL WALLS - External wall construction Cavity
Property Details 0 Construction Details ~ EXTERNAL WALLS - Mean external wall thickness (mm) 300
Construction Detaile 2 Construction Details EXTERNAL WALLS - Is there a cavity present Yes
Construction Details EXTERNAL WALLS - Has the cavity been insulated? No
Construction Details ROOFS - Roof (1) Type Pitched
Construction Details ROOFS - Roof (1) Construction
Construction Details ROOFS - Roof (1) Covering C“Ck On a phOtO Icon tO
Construction Details WINDOWS - Windows (1) Frame type . .
Construction Details  WINDOWS - Windows (1 Glazina voe| Ol ISpIay attached Images her| -
Figure4l: asset survey
2. Use the filters on the left to customise whatirvey information is displayed. You can click to

highlight one or multiple sections to limit the questions you see or select all/none to show
the full dataset.

3. The photo icon appears next to any question containing an image. Click on this icon to
displaythe photographs at the bottom of the page underneath the question list.
4. The chain icon appears next to any questidgrich is linked to an existing property attribute.
Please refer to sectioib. Surveydor guidance on inputting and editing survey data.
5.3 HHSRS

If the selected address contains HHSRS information, the data will be present within tidadhb.
element of the HHSRS assessment is staea separate property information attribute and there is
alsoalinkwitmi KS W5SOSy{d | 2YSaQ Y2Rdz S G2 dzLRFGS

1.

(St800 GKS wii1{w{Q KSIRAYTI (2 RA&LIEI & G(KS
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PROPERTY ATTRIBUTES 100BRO26

26 Bolton Road, Salford, Manchester, M27 8UX

Retrofit Assessment Asset Survey Property Information Planned Maintenance Service Charges
ASSESSMENT TYPE  CATEGORY 1 HAZARDS

Dweling 0

Edit HHSRS Physiological Requirements
Hyg Condit
. . . 1. Damp and Mould Growth Moderate
Risk Levels Click to edit the se
. Excess Cold Moderate
Typical assessment 3. Excess Heat Moderate
(Non-Microbial)
Slight

4. Asbestos and Manufactured Mineral Fibre Typical

5. Biocides Typical

Moderate

Typical

Select one or more filters|
to choose what survey
information is displayed

4

Hazard Categories Typical

Typical

Physiological Requirements
¥ 9 d = Typical

Psychological Requirements Typical

Protection Against Infection
Falls

Protection Against Accidents 1 P

Figure42: HHSRS

2. Use the filters on the left to customise what survey informatiodisplayed. You can click to
highlight one or multiple sections to limit the questions you see or select all/none to show
the full dataset. You can choose whether to filter on risk level, hazard category or a
combination of both.

3. Toeditthe assessmenticlO|1 GKS WORAG |1 {w{Q odziti2y RAALX
will appear in a new window, allowing you to make any changes as required.

4. The assessment type and date are displayed at the top, followed by each hazard category.
Use the dropdown menus2 &St SO0 GKS T LILINBLINAIF OGS 2LIA2Yy |
changes.

5. Next to the top value in each category are arrow buttons which can be used to aid the

inputting process. The first arrow will apply the value selected to all questions in the current
category and the second arrow will apply this value to the full assessment.
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& Modify HHSRS

HHSRS

Assessment Type

)
27/07/2021

Physiological Requirements

Date of Assessment

Hygrothermal Conditions

1. Damp and Mould Growth
2. Excess Cold

3. Excess Heat

Use the dropdown
menus to select the
appropriate option

Pollutants (Non-Micro

4. Asbestos and Manufa

5. Biocides

Use the arrows to apply the
top value to the category
only or full assessment

Moderate Vv

=

e v

L, L ol A Do

| mi

Figure43:

Property Information

modify HHSRS

LYTF2NXIGA2YQ

01 o fodehe/sélected/alidress f

This area should be used to store all static elements of a property i.e. an attribute that does not
require a work schedule e.g. age band, number of bedrooms etc.

1. { St SO

0KS Wt NRBLISNJI &

LYF2NXIGA2YQ KSIRAY3

PROPER

Retrofit Assessment

2 ton Road, Salforc

TY ATTRIBUTES

Manchester, M

HHSRS Planned Maintenance

Asset Survey

Click to hide the
group filters

Attribute

Group

100BR0O26

Service Charges

Value Location Sub-Location

Property Information Asbestos Suivey

FRA Background data
*  HHSRS

LRH Training

RB Test

RB Test 1

RB Test 3
Salma Training

Salma Training 1

Windons

Property Information 9

Undertaken

Property Information Central Heating

Property Information Construction Type

O Property Information Consultant Name

Property Information

Property Information Property Notes

Select one or more group
filters to choose what survey
information is displayed

Use the free text attribute filters
to search under each heading

Number of Bedrooms

2

Property held for
development

Figure44: property information
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2. Use thegroupfilters on the left to customise which attributes are displayed. You can click to
highlight one or maltiple sections to limit thettributesyou see or select all/none to show
the full dataset.

3. Click on the filter icon in the top left of the screen to either hide or show the group filters
list.

4. Additional filter options are available under each headmghe elements of the attribute.
Thesearefredl SEG FASt RaX GelLlS Ay | QI fodiSvall yR LINBaa
applicable attributes.

55 Planned Maintenance

CKS WttlIyySR YFIAYyGSylyOSQ (l osel&geddidrgssmmichl f £ LINE LIS
require a maintenance schedule and associated work costs stored against them.

NOTE As soon as you assign a work rate to an existing property information attribute, it becomes a
planned maintenance item and the record will automatica @ 6S Y2 @SR FNBY (KS
LYF2NXIGA2YQ G106 Ayild2 WtflyySR alAyidSylryoSao

1. { St SOG GKS WtflyySR alAyiSyIlTd@B8e@th& SI RAy3 G2 |
maintenance details for an attribute, select it from the list and the schedule will be displayed
at the bottom of the screen.

PROPERTY

31 Bollon Road, Swinto

ATTRIBUTES —

Manchi

Use the free text attribute filters

etrofit Assessmen! sset Surve: HHSRS rope: nformation Service Cl H
S e R to search under each heading

b 4

Rate Typ!

Click to hide the ‘Rale Type Attribute Value L |/-n/ Sub-Location
group filters

Asbestos Installation Deor (Side) Metal

%% %

0 for the selected attribute

m Planned Maintenance Schedule

Radon

Energy e Installation Boiler Gas Condensing Combi Kitchen

Equipment 0 Installation € Insuffucient staff

el 0 Click to display the associate

maintenance schedule }

Medium Plan 0 Maintenance schedule

WATER

ion Priority Condition Quantity Date Cost Completed Status
Select one or more group Condensing Combi 0 - Not Prioritised B - Good 1 03/03/2023 3450 Yes L 4
ﬁlterS to Choose What Survey Condensing Combi 0 - Not Prioritised A - Very Good 1 03/03/2038 3500 No :
information is displayed )

[Condensing Combi 1 03/03/2053 3500 No

Figure45: planned maintenance

2. Use the group filters on the left to customise which attributes are displayed. You can click to
highlight one or multiple sections to limit the attributes you see or select all/none to show
the full dataset.
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3. Click on the filter icon in the top left of the screen to either hide or show the group filters
list.

4. Additional filter options are available under each heading for the elements of the attribute.
These are fredext fields, typeinavdkS | YR LINB&da WOYyGiSND 2y @2 dzNJ
applicable attributes.

5. Icons are displayed to the right of each attribute to provide further information about the
component. The spanner and hammer icon show that works are present and module icons
will be present if the component is linked with another moduila compliance linkie., fire,
asbestos etc. (please refer to sectid2 The Address Lidbr the full list of module
icons).

6. Once you have selected a property attribute, the maintenance schedule will be displayed
below. This provides details of the rateat has been applied to the attribute, along with
associated condition, quantitpction date and cost.

7. When a work item has been completed, the applicable schedule will be displayed in green

YR @2dz gAff 4SS W, SaQ dzyRSNJ 6KS O2YLX SGSR 0O
NOTE The maintenance schedule displays future maintenance items spanning a 50 year period.

This is based on the design life for the applied rate, If your component has a 1 year

lifecycle, you will see 50 records in your schedule. If your component has a 25 year lifecycle,

you will see 2 records in your schedulene for each renewal requéd within the next 50
years.

5.6  Service Charges

If the selected address contains service charge information, the data will be present within this tab.
The service charge information is generally stored under the block and providpseritentage and
costings of applicable maintenance dag&imilar to the planned maintenansehedule, the data you
see here includes the next 50 years of work renewals for the applicable components.
1. { St SO0 GKS W{SNBAOS / KmdidsaQ KSIFRAYy3a (2 RAA&LX

The total number of units and leasehold count per block is displayed at the top of the
screen, followed by the maintenance data.
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50 - 55 Bolton Road, Swinton, Manchester, M27 8UX
Retrofit Assessment Asset Survey HHSRS Property Information Planned Maintenance
TOTALUNITS  LEASEHOLD COUNT Recalculate

10 10
DATE

Fire Alarm Panel ) 01/08/2021 100.0%
Fire Alarm Panel Unit data 0110612022 100.0%
Fire Alarm Panel 0110612023 100.0% Click to recalculate
Fire Al Panel per bIOCk 01:'06‘2024 100 0"/:

resem e " the service charges
Fire Alarm Panel Service Charge 01/06/2025 100.0% g
Fire Alarm Panel Service Charge 01/06/2026 100.0%
Fire Alarm Panel Service Charge 01/06/2027 100.0% £285 False
Fire Alarm Panel Service Charge 01/06/2028 100.0%
Fire Alarm Panel Service Charge 01/06/2029 100.0%
Fire Alarm Panel Service Charge 01/06/2030 100.0% 8
Fire Alarm Panel Service Charge 01/0672031 100.0% 25
Fire Alarm Panel Service Charge 01/06/2032 100.0% 1 Se rViCG C h arge
Fire Alarm Panel Service Charge 01/06/2033 100.0% 9 - f t-
Fire Alarm Panel Service Charge 01/06/2034 100.0% £24 In O rm a‘ IO n
Fire Alarm Panel Service Charge 01/06/2035 100.0%

Figure46: service charges
2.'aS GKS WYwSOIf OdzZt I 1SQ 0 dzil G gaypaseéddn tieS OF £ Odzf | G S
maintenance information.
5.7 Adding Property Attributes and Works
1.  AFKEAIKE | LINPLISNI & ¥FNRiribuigd XS | RRNSaa fAad
Documents Decent Homes SHQS WHQS Appliances Water Asbestos Fire EcoHomes XB RdSAP 2005
f ?% ? A—l‘? & Clear | ﬁ j j (&5 Edit
Z 7. Open o b/ X Delete
Default Quick Custom Sort » Property Detail | Work Completiory New [New Sub
v VK Clear AttributefAttribute
Address List Address Edit

Figure47. new property attribute button

2. Select an attribute anglalue from the dropdown menus. Type in a location and a sub
location if required.

NOTE The location and sublocation fields are not mandatory, howdvey allow you to include

further details for the attribute. They can also be used to create a uniquibatie in cases
where multiples of the same attribute name is required.
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& Property Attributes o

Attribute Complete Bathroom -

Value Fittings and Floor Finish v

*Location Ground Floor M

*Sub-Location Bathroom/WC v

Add a Maintenance Schedule J

| Save... vl Cancel J

Figure48: adding a new property attribute
3.LT 82dz 6A3K (2 FTRR I YIAYdSylyOdS a0KSRdz S5 Of
button. If not, simplypréa & W{ I dSQ®

4. 2 KSy @2dz Ot A01 W' RR | alAyiaSylyo0oS { OKSRdz SQ=

& Property Attributes

Schedule 1

Attribute Complete Bathroom
Value Fittings and Floor Finish
*Location Ground Floor

*Sub-Location Bathroom/WC

Add a Maintenance Schedule J

Save... | ~|  Cancel |

Figure49: adding a maintenance schedule

5. Slect a rate from the drop down. Start typing in the box to search the doyn and

return matches.

= Property Attributes
PN | schedule 1
Remove this work |
Select Rate: -
bathroom| -
Reference Collection Description Type Life Life Unit Cost UOM
672 Additional BathroonFittings and Floor Finish Installation 10 Years 3000
673 Additional BathroonWalk in Shower Installation 16 Years 1000
928 Communal BathrooFittings & Finishes Installation 30 Years 7000
«
cb1 Complete BathroonFittings and Floor Finish Installation 10 Years 5000
l SD2 stu test 2 bathroom Installation 20 Years 4500
(
.........
Completion Date Pick a date E
Is the Initial Scheduled Maintenance to be marked Complete? O
Design Life E
Generate a Future Maintenance Schedule based on the Design Life? O
Add any srheduled maintenance tn the management calendar? M

Figure50: selecting a rate
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6. Select a condition and priority from the drop downs.

7. Type in a quantity and the total cost will be automatically generated based on the quantity
multiplied by the unitrate cost.

& Property Attributes

Aftribute r
Remove this work
Select Rate:
Fittings and Floor Finish A
Condition

You have selected the Condition 'B - Good'. This means that the additional years for this Waorks Schedule is a percentage of 70%
from the Design Life of 10 years. This will result in 7 remaining years giving a Completion Date of 06/04/2030. Please click on the
Set button next to the Completion Date if you wish to set it to this date.

Priority [ 0 - Not Prioritised  + |

Quantity D Item
Total Cost 5000

Figure51: maintenance schedule options

8. /ftAO0l WwW{SiQ G2 3ASYSNIGS I &adza3SadGSR O02YLX SGA:
different date by clicking on the calendar icon.

Completion Date B

Figure52: suggested completion date

9. Tick the box to generate a future maintenance schedule based on the design life.
10. Choose to add scheduled maintenance to the calendar by ticking the box.

11.t NBaa W{lI #8Q (2 FTAYAAKOD

Is the Initial Scheduled Maintenance to be marked Complete?

Design Life 30 Years

Generate a Future Maintenance Schedule based on the Design Life? 4

Add any scheduled maintenance to the management calendar?

Add a Maintenance Schedule

Save.. |« Cancel

Figure53: further maintenance schedule options
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12. A spanner icon % ) now appears to theight of the property attribute to indicate the
presence of a works schedule.

5.8  Editing Property Attributes and Works

1. Highlight an attribute and 8101 W9 RA G Q@

1QS WHQS Appliances Water Asbestos Fire EcoHomes XB RdSAP 20

& Clear Z? j j (&7 Edit
7. Open 0 £ X Delete
Property Detail | Work Completion New New Sub

A
VA Clear Attribute Attribute
Address Edit

Figure54: edit attribute button

2. Make the required changes and save.

Property Attributes O

Attribute Schedule 1
Attribute Complete Bathroom x
Value Fittings & Floor Finish v
*Location Bathroom/Wc v
*Sub-Location Bathroom/Wc v

Add a Maintenance Schedule

Save Cancel

Figure55: editing a property attribute

5.9 Deleting Property Attributes

(¥p))
~—n
w»
i
(V)
Q

©

1. Select the attribute youwantt® St SGS ' yR Of AO0] W5

3 . j _j [y Edit

£ X Delete

Work Completion New New Sub
Attribute Attribute

Edit

Figure56: delete property attribute button

2./ 2y FANY GKS | Delete®dy o0& LINBaaiaAy3da w
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= -

Delete Property Attribute

Please confirm removal of ‘Complete Bathroom-Fittings
and Floor Finish’

| Delete |

Figure57: confirm the removal

Cancel J

5.10 Deleting Maintenance Schedules

1. Choose an attribwg with works. At the bottom of the screen, right click the schedule and
Ot A O SeH&dG@ S (i S

Retrofit Assessment Asset Survey HHSRS Property Information Planned Maintenance Service Charges

Y 0 filters selected

Installation Communal Kitchen Fittings & Finishes

Installation Complete Bathroom Fittings and Floor Finish Ground Floor

Installation FRA B

Installation FRA C I
Installation FRA A 1
Installation General Needs Kitchen Fittings & Finishes

Installation Rewire (House) Full rewire

Installation Shower & Tiling shower and tiles over bath

Planned Maintenance Schedule

Collection Action Priority Condition Quantity Date
Complete Bathroomm R Fittings and Floor Finish 0 - Not Prioritised B - Good 11/04/20
Complete Bathroomm 5? Fittings and Floor Finig™ 1 11/04/204
Mark Complete
Complete Bathroomm » Fittings and Floor Finis 1 11/04/209
Complete Bathroomm b o Fittings and Floor Finis é:‘date %R:a‘.us 1 11/04/204
ange Rate
Complete Bathroomm * Fittings and Floor Finis 1 11/04/207

Work Programmes

Figure58: deleting a schedule

2. Tick the box if you want to remove all completed work records forahisponent oruntick
if you just want to remove any futuneork schedulesagainst the selected attribute.

3./ 2y FANY

iKS NBY2QFt o8

Ot AOlAYy3 W5StSGSQo
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Delete Work Schedules 0

Are you sure you wish to delete the following work schedule?

Rate: Complete Bathroomm - Fittings and Floor Finish
Life: 10

Delete completed works

Delete | Cancel J

Figure59: confirm the removal

5.11 Copying Property Attributes

1. hy GKS UYgbdrighightbe Qroperty you wish to copy attributes from by clicking on
it in the address list.

M) (1|2 34 56 ») M) Pagesize: 100 ~
1086 items in 11 pages

(O PROPERTY v
@ o ~
. 15 Bolton Road t
R
O 47 Bolton Road
0 DS Ve A meaiRH ¥
26 Bolton Road 1, N M2 _‘ﬁ
DS Vbl oA IRMN .
. 29 Bolton Road ¢ 1 g
0 Ds PmdA e RN

3N Raltan Rnad
Figure60: highlighting a property

2. Use the tick boxeto select the properties you wish the attributes to be copied to.
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PROPERTY

8|0

15 Bolton Road

47 Bolton Road

DS
26 Bolton Road

O O

DS
29 Bolton Road

8

DS
30 Bolton Road

8

DS

)

¥ HA

L I WY a

snb A

$md i

weZIiRn ¥

Page size: 100 ~
1086 items in 11 pages

v
(I’h -~

R

wediRn o

WD ORS o

&0 R e

Figure61: selecting properties by ticking them

3. /A0l 2y W/ 2LRQ®

[Property Detail

Address

_-] L7 Edit (& Groups

=3 Copy

New

X Delete

Edit

Figure62: location of the copy button
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4. You can choose to comyer data to just the ticked properties, or to all properties in the

OdzNNBy il FAEUSNWY {Sf SO

WeAOl SR LINELISNIASAQ

= Copy Facility

Copy/Clone Facility

Property being copied from

® Ticked properties

26 Bolton Road, Salford, Manchester, M27 8UX

3 ticked properties within current filter

All properties in current filter
1079 properties within current filter

Figure63: copy facility

5. Select the attributes to copy acrds  y R Of A 01 WbSEGQ®
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O

B 000

4]

0000

= Copy Facility

Copy/Clone Facility

MODULE
Property Attributes And Work
Documents

Whags

Decent Homes

Asbestos

Fire

RASAP 2012 9.92

ECO Survey

RASAP 2012 § 94

6. ¢KA A

Figure64: copying the attributes

gAff ONRY3I dzLJ I aONBSy

& Copy Facility

Copy/Clone Facility

Property being copied from

¢= Back

26 Bolton Road, Salford, Manchester, M27 8UX
The number of properties being copied to:

The following modules will be copied

s Decent Homes
s Asbestos

Cancel

Figure65: copy facility confirmation screen

5.12 Marking Works as Complete

1. Choose an attribute and then select the works schedule at the bottom of the screen.
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Retrofit Assessment Asset Survey HHSRS Property Information Service Charges
(W 0 fitters selected
Rate Type Attribute Value Location Sub-Location
Installation Boiler Gas Condensing Combi Kitchen *
Installation Additional Bathroom Walk in Shower * ’:l\
Installation Communal Kitchen Fittings & Finishes R
Installation Complete Bathroom Fittings and Floor Finish Ground Floor Bathroom/WC *
Installation ERA B Combustible in common P
areas

Installation FRA c Insuffucient staff R
Installation FRA A Test » &
Installation General Needs Kitchen Fittings & Finishes 5?

Planned Maintenance Schedule

Collection Action Priority Condition Quantity Date Cost Completed Status

Complete Bathroomm * Fittings and Floor Finish 0 - Not Prioritised B - Good 1 08/04/2023 5000

Complete Bathroomm » Fittings and Floor Finish 1 08/04/2033 5000

2. 1 £ A0

Figure66: choosing a works schedule

2y W2 2 NJ

] 2YLX SliAaz2yQ 2V

Ny

Work Completion

P

New

Edit

Attribute Attribute

5 Edit

X Delete

F

New Sub

Figure67: work completion button

lj

KS

YSydz

3. Enter the actual cost of completiontHis differs from the current work rate assignékhe
OK I y 3 S en@bkes yibu tF changedh8 t SO SR
cost of future work schedules to this sama&uec leave unticked to retain theate cost for
future works.

tick boxW5 2

4. Enter the dates of completion using the calendar tool and tick the box to regenerate the

82dz 61 yi

02

future maintenance schedul&.ou are also given the option to select whether or not you

want to update the linkednaintenancetaskg 2 dza

i eR|

SI OK

02E
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& Work Completion

Complete Bathroom - Fittings and Floor Finish

Actual Cost of Completion Work ‘ 5250 ‘

Date Completed 08/04/2023 B

Regenerate the Future Maintenance Schedule
based on the Design Life?

Rescheduled linked maintenance tasks in the D
management calendar?

ﬂ Cancel

Figure68: work completion options

Once a work item has been markedcasnplete, the schedule will be displayed in green and
@2dz sAff asSS W, SaQ NBO2NRSR Ay (GKS 0O2YLX SGSR

Planned Maintenance Schedule

Collection Action Priority Condition Quantity Date Cost Completed
Complete Bathroom 5? Fittings and Floor Finish 0 - Not Prioritised B - Good 1 08/04/2023 5250 Yes
Complete Bathroom 5? Fittings and Floor Finish 0 - Not Prioritised A - Very Good 1 08/04/2033 5000 No
Comnplete Bathronm » Eittinas and Flnar Finich 1 02/04/204 5000 No

Figure69: completed work schedule

NOTE Once a work item has been completed, this action cannot be undomarked as complete
in error, the schedule will need to be deleted andimeerted against the address.

6 Import/Export Sheets

lff AYLRNIkSELRNI aKSSda I NB 00SaarotsS @Al GKS
individualexcel spreadshestwhich can baisedto insert new data or update existing information in
bulk.

1. On the property attributes page, click tme WL Y LJ2 NJibkt®rewitginNte O
housekeeping sectiaon

RASAP 2009 RdSAP 2009 9.91 RdSAP 20129.92 Rd

‘ =3 | Reports+
0 bal| oF s

File  Photo ||ImportExport|Mobile

Attach Housekeeping Static Reports

Figure70: import/export button
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2. The sheets@ grouped into four different sectionsLookups, Analysis Groups, Core
Information and Module Information.

Lookups Analysis Groups

Attributes Lookup Attribute Groups

Add Values to Attributes Group Attributes under an Attribute Group
Rates Lookup Work Group Headers

Work Status Lookup Work Groups

FRA Action Priorities Group Rates under a Work Group

Lookup Fire Door Risk Property Group Headers

Lookup Fire Door Assessment Property Groups

Group Properties under 3 Property Group
Module Information

Assets & Servicing Core Information

Assets & Servicing Histories Properties

Asbestos Benchmark Property Attributes
Decent Homes Property Detail

go_cl;;;; = Property Attributes

ERA Property Sub Attributes

FRA (PAS 79:2012) Works

FRA (PAS 79:2020) Work Status

FRA Comments & Actions Calendar Items

FRA PAS+ Questions Checklist Tasks

FRA PAS+ Answers Property Checks

FRA Action Maintenance Sompliance Links

FRA - High Rise External Building_Inspections

Fire Door Assessment
Fire Door Actions
HHSRS

Radon

Figure71: choosing the data

Lookups

CKS Wf221dzLJQ A4KSSda | NB dza S Ress@ndaNd didstSseta @ 3 G SY
up the background informatiowhichis thenused within therelevant modules throughout
the software.

- Attributes Lookup set up new or amend existing attribige

- Add Values to Attributeg assign pick list values to existing attributes.

- Rates Lookup set up or amend existing work rates.

- Work Status Lookug set upnewor amend existing work status descriptions.

- FRA Action Prioritiesset upnew or amend exisiig FRA priorities and timescales.

- Lookup Fire Door Rigkset up new or amend existing risk criteria and assign timescales
to fire door types.

- Lookup Fire Door Assessmerdget up new or amend existing fire door assessment
categories and questions.
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Analysis Groups

The analysis group section contains all import/export sheets you will need to set up
attribute, work and property groups for use within the software. Groupings are beneficial
when filtering and reporting as they can help define your searitbria and offer value
when reporting on various data sets.

- Attribute Groups; set up new or amend existing attribute groups.

- Group Attributes under an Attribute Groupassign attributes to a specific group.

- Work Group Headersset up new or amend exiag work groupheaders

- Work Groupsg; set up new or amend existing work groups under the group headings.

- Group Rates under a Work Grogjassign rates to an existing work group.

- Property Group Headersset up new or amend existing property grobpaders.

- Property Groups set up new or amend existing property groups under the group
headings.

- Group properties under a Property Grougssign properties to an existing property

group.

Core Information

The core information section contains alldgort/export sheets to enable new data to be
added or existing data amended in relation to properties and associated records for
attributes, works and tasks.

- Propertiesg set up new or amend existing addresses for the account.

- Benchmark Property Attribute set up new or amend existing benchmark properties.

- Property Detaik, assign details to a property or update existing information.

- Property Attributes; insert new or update existing property attributes.

- Property Sub Attributesinsert new or update d@sting property sub attributes.

- Worksg insert new, update or mark existing works as complete.

- Work Statug; assign a new or update an existing work status for one or multiple
properties/work items.

- Calendar Itemsg set up new or amend existir@alendar taks.

- Checklist Tasksset up new or amend existing checklist tasks

- Property Checks (linked with existing checklist tasks) assign a new or update an
existing property check item.

- Compliance Linkslink ratesto existing compliance items for module datpdates.

Module Information

The module information section contains all import/export sheets required to insert new or
amend existing data for each module within the software.

- Assets & Servicinginsert new or amend existing property assgfiormation.
- Assets & Servicing Historiessert new or amend existing property asset servicing
information.
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- Asbestog; insert new or amend existing asbestos data and samples.

- Decent Homes insert new or amend existing decent homessessment data (Efigh
users only).

- Documentg; insert new or amend existingitachmentdata.

- FRA/FRA (PAS 79:2012)/FRA (PAS 79:20®rt new or amend existing FRA data.

- FRA Comments & Actiogsnsert new or amend existing FRA comments and actions.

- FRA PAS+ Questiondefine new or update existing FRA PAS+ questions.

- FRA PAS+ Answerdefine new or update existing FRA PAS+ answers.

- FRA Action Maintenangginsert new, update or mark existing FRA works as complete.

- Fire Door Assessmeqtinsert new or amend existing& door assessment data.

- Fire Door Actions insert new or amend existing fire door works.

- HHSRE&insert new or amend existing HHSRS assessment data.

- Radong insert new or amend existing radon assessment, measure and sample data.

- Waterc insert new or amad existing water assessment, measure and sample data.

- WHQS; insert new or amend existing WHQS assessment data (Welsh users only).

6.5 Import/Export Commands

ltf AYLRNIKkSELRNI aKSSGa gratt AyOf deeStoidekifp W/ 2YYl!
what action needs to be carried out.

There are four commandmd these remain the same throughout the software, no matter which
import sheet is being used. The commands are Insert, Update, Delete and ¢geach of their
purposes are outlined belo.

- Insert: Used to add in new data

- Update:Used to update existing data
- Delete:Used to delete existing data

- Ignore:Used to ignore existing data

A command must be added for every rawyour spreadsheetf left blank you will receive an error
message on import and no data will be updated in your account.

NOTE You will notice that some export sheets are4u@ LJdzf F § SR A GK GKS O2YYIl Yy

these instances, you will only need to change the command for any of the rows you are
either adding(Insert), editing (Update) or removing (Delete).

6.6  Exporting data

1. Click on any of the descriptions to open tgplicableimport/export function

NOTE Theexport options remain consistent for the majority of descriptions, however tlaeee
some variants on the format of the expa@treendependent on which ption is selected
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2. Choose what data you want to expott 9 E Ll BidiviSload alexistinginformation,
enabling you to either amend current records or add new datdW ¢ SY LJ | §S 9 ELJ2 NI Q
download a blank template for you to insert new data only.

Export

Export ‘ ‘ Template Export

Figure72: export options (general)
Some of the alternative export screeae shown below, with a description of their use.

1 Work Status Lookup

This export sheet enables you to choose whether you want to include retired work statuses
in the export or just active ones. To include retired, tick this box priexfmorting the data.

Export

(J Include Retired Statuses in Export?

‘ Export | ‘ Template Export

Figure73: export options (work status lookup)

91 Property Filters

In each instance where the export relates to property level information, the following export

sheet will be displayedtoinclude gnLJGi A 2y (2 W2yf & SELRNI LINE LIS NI
This is a useful tool for when you only want to view records for specific properties rather

than the full housing stock.

To enable this function, you will need to apply a filter to your addrespriisr to selecting
the import sheet. The tick box will be ticked by default if you have a filter applied, untick to
export data for all properties in the account.

Export

Export ‘ ‘ Template Export

Only export properties in the current filter.

Figure74: export options (property filter)
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1 Property Attributes

This export sheet allows you teply an additional filter to the data prior to exporting. You

F'NBE IAGSY GKS 2LIA2y G2 aStSOG SAGKSNI W! (0N«
choosing one or more attributes (attribute name) or one or more grougtiibutes

(attribute template).

| K22a4S @2dzNJ LINBFSNNBR FFGdONROdzGS FAECGSNI FyR G
filters required.

NOTELF Wb2ySQ A& &4StSOGSR a G4KS FGUONROdzGS FAE GSI

attributes.
Export
Attribute Filter: Attribute Name -
Filter By: -

Export || Template Export

Only export properties in the current filter.

Figure75: export options (property attributes)
1 Property Maintenance

Thew2 2 NJ & Q SrsthiephfieryOvaiyfiténanke datandyou will be able to apply
additional filters before exporting the information.

NOTE The maintenance data export will not include any completed works as you are unable to
make any changes to a work item once it is markewhplete. If you want to view the
completed work records, you will be able to access the information and export data via the
reports wizard. For further guidance please refer to sec#idr2 Custom Reports
,2dz NB IAGSY (KS 2LIA2y (G2 aStSOG SAGKSNI w2
choosing one or morevork items(work collectior) or attributes (attributename).

Choose your preferrediorkfili SNJ ' YR GKSy dzaS GKS WCATtGSNI . &Q
filters required.

NOTE IfG KS W2 2 N] CA, foiur®hpdtedisheet il iliclude@ibrk iteis.
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Export
Work Filter: Work Collection
Filter By:

Export H Template Export
Only export properties in the current filter.

Figure76: export options (plannedanaintenance)

9 Calendar

The calendar export allows you to filter by task type and date range before exporting the
details. The task type options include Asbestos, FRA, Maintenance, Water and None.

Choose the required task type and update the start and date fields by either typing in a

date or selecting via the calendar icon.

Export
Select calendar task type | Asbestos v
Start Date  01/03/2023 [ End Date  28/04/2023 B
Export H Template Export ‘
Figure77: export options (calendar)
T FRA
¢tKS wcw! 1 0iA2ya g9 [/2YYSyiaQ aONBSgectdkz g a

as you are require to select the applicable FRA templabeenable the software to generate
the applicable data exporSelect from thedrop downlist and export as normal

FRA Template

Select FRA Template

[ PAS 79-2:2020

Export

‘ Export H Template Export

Only export properties in the current filter.

Figure78: export options (FRA comments and actions)
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f Radon

Theradon module contains information relating to the assessments, measures and samples.
Each of these data sets requires a separate import/export sheet so the software can
determine where any new or amended data should be implemented within Lifespan.

Above he export section you will need to select the radon category to choose what data or
template you want to export, either assessment data or the radon measures or samples.
Select from the drop down list and export as normal.

Import/Export - Radon

Select Radon Category ‘ Select Radon Category v
Export
Export H Template Export

Only export properties in the current filter.

Figure79: export options (radon)

1 Water

The water module contains information relating to the assessments, measures and samples.
Each of these data sets requires a separate import/export sheet so the software can
determine where any new or amended data shob&limplemented within Lifespan.

Above the export section you will need to select the water type to choose what data or
template you want to export, either assessment data or the water measures or samples.
Select from the drop down list and export as nam

Import/Export - Water

Select Water type | Select Water Type v

Export

Only export properties in the current filter.

Figure80: export options (water)
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The import/export facility is available for a wide range of datasets, however there are similarities
between many of the export sheets and thditing process is consistent for each.

1. Once you have selected the applicable section emuseneither the fullor template export,
an excel file download will be generated. Open the file on your computer.

The spreadsheet will contain a number of colismalating to the dataset you have chosen.

If a template export has been chosen, this is the only information you will see allowing you
SSG oAGK ySg RIEGED ! £ GSNYI
below will display all existg data held in Lifespan for your chosen criteria, allowing you to
edit existing data in addition to populating with new data.

G2 LkRLMzZ | S

iKS

aK

2.al 1S @&2dz2NJ OKI y3Sa
and save your spreadsheet ready to imioack to Lifespan.
For further guidance on commands, please refer to sedién Import/Export Commands

2 GKS

AKSSGz Sy &dNA

NOTE You will notice that some export sheets are fud LJdzf | G SR
these instances, you will only need to change the command for any of the rows you are
either addng (Insert), editing (Update) or removing (Delete).

3.1 02YY2y FASEtR ¢KSyYy dzaAy3
W LRFGS¢2bSsbl YSQod

=N
A
w

y 3

gAGK GKS O02YYLlLYy

G§KS AYLR2NIk SELI NI

Throughout the export sheets, the software uses a column or combination of columns in
some instances ake unique identifier to determine what dataset or property information
needs to be updated when it is imported back into Lifespan.

¢ KS LJzN1J2 as$s
without causing the softwar

i.e. if you want taechange the name of an existing attribite f S+ @S
LJ2 LJdzt | G S
I & @ 2 tiag dalB

OdZNNBY i I t dz

2T XOKO2 WHzZVIRI 8¢ 28BSGKI U

e terror.

§ IyR
scenario, the command being usisd¥ ! LIRI (G S Q

{ New attribute nar\E]i

IsSubAttributeOnly

CnmmdiateTﬂNewName

e.g.
Existing attribte name ] Attributes Lookup
J
Name oatalype |]sP\clest Illsl[)lder IsCloneable [IsMobile |CanBeSubAttribute
Boundary 4 FreeText  TRUE 11 TRUE TRUE TRUE
2. o T: ErocTout IDIIC 412 _ Touc IDLIC TDIIC

FALSE

Alcg

Update Boundary Type 1
N

82dz Ol y |

Figure81: attributes lookup example

6.7.1 Lookups

CKB29dzZLJQ aKSSGa

- NB

dza SR FT2NJ (KS

p
«

\

0KS VWil YSQ 072
0KS W' LIRFGS¢2bSébl
' YSYRAY 3

aeaiasSy O2y FAddz
background information which is then used within the relevant modules throughout the software.
This group of import/export sheet are unlike others as the coligr®F RSNA R2y Qi
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to specific fields in Lifespan, the data here is used to tell the software how you want the information
to be presented.

Below are aouple ofexamples of Lookup sheets
9 Attributes Lookup
¢ KS W! 0N o dzii 8s&d tgcrea@ehaizbi@meqdidsl&eaxistingattributes. An

attribute has to be created before it will be available in the softwaras®rtat property
level.

Attributes Lookup

Name DataType IsPickList | ListOrder |IsCloneable | IsMobile | CanBeSubAttribute |IsSubAttributeOnly |Command |UpdateToNewName

Figure82: attributes lookup
The column headensclude.

Name Text field toassign a name for your attribute.
DataTyp¥ OK22aS FTNRBY SAGKSNI WCNBS¢SEGQ>S WbdzYo S

- IsPickLis&t We¢w! 9Q 2N WC!I[{9Qd LF YIN]JSR Ia &NHzS
users to select from.

- ListOrder the orderyou see the atibutes displayed once assigned to a property. Each
FGGNROdziS OFry o©0S FaaAaySR | ydzYoSNI 2N wnQ C
alphabetical order.

- IsCloneabl¥ WY¢ w| 9 QChdddéd whéthel ypuanant to be able to clone data across
different properties.

- IsMobiley W¢ w| 9 QWRethér &t G@dt the[ afiriQute is displayed within the mobile
software (this can be modified prior to a survey being carried out to update the survey
design).

- CanBeSubAttributé W¢ w| 9 Q WRethér 8ot tHe atBilfite can be used as a
sub-attribute.

- IsSubAttributeOnly W¢ w| 9 QWRethér &t @dt the{ afiriQute should only be
assigned as a stadtribute.

- Comman¥ WLY&aSNIQ> W LIRFGSQY WwW5StSGSQ 2N WL3Iy:

- UpdaeToNewNamgeText field b change the name of an existing attribute

1 Rates Lookup

In order to create work items at property level, you need to ensure the rate information has
beensetugi KAa A& R2YS @Al GKS Wwl 0Sa [221dz2JQ &K S

Rates Lookup

ServiceCharge |Servi:eChargeRe:DverihleRite |CDmmind |UpditeTDNewReferen:e |

LifeUnit | IsArchived

Collection |Des:riptinn |RiteType |cm |Life Uom

Figure83: rates lookup

The column headers include.
- ReferenceA unique identifier for each rate. It can be numbers/text or
alphanumeric.
- Collection Text field.Ideally this matches up with an existing attribute nagne
provides a collection for thevork.
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- Description Text field.Ideally this matches up withn existingattribute value
associated with the work collectionprovides a description of the work.

- RateTyp¥ ¢SEG FASER (2 RSFTAyS GKS GeLis
Y/ a0t A0 QX W9ySNHeéQ SiGoOo

- Cost Number field to define the average expected cost of the rate (this can be
updated at property level where required to show exact costs on cotiople@f
work).

- Life Number field to define the estimated lifecycle of the component.

- Uomy¥ ¢SEG FTASER (2 RSTAYS GRS &y vy@z2wLWSKA
- LifeUnity W, Q 2NJ WaQ (2 O2yFANNXY G4KSUKSN) GKS

Months.
- IsArchived We¢w,] 9Q 2NJ WC!'[{9Qd LT YI NJ SR

new work items. It will be stored in the software so you can still have visibility of

completed works using the rate.

- ServiceCharge W¢ w! 9 Q 2 NJ Yservide ¢harge agphes té tie2rate. A T

- ServiceChargeRecoverableRat@mber field to show the percentage of rate
recoverable amount i.e.,-000.

t A

- & 0 NX

- Comman¥ WLY&aSNIQ>X W LIRIFGESQX w5StSGiSQ 2N wL3

import.
- UpdateToNewReferencdext field to change the reference of an existing rate.

6.7.2 Analysis Groups

¢t KS W! yI f gedianionBiNsEntzbd#etport sheets in relation to groupings within the
software.

There are three types of data which can be grouped within the softwhese are attributes, works
and properties.

1 Attribute Groups

There are two stps for creating attribute groups, first you create the group and second you

assign the attributes to that group.
1. ¢KS W!I JGNROGdz0S DNRdJzZLJAQ SELRNI O2y il Aya

Attribute Templates

Name Command |UpdateToNewName

Figure84: attribute templates

The column headers include.
- Name Text field to define the name of the group as you want it to appear in
Lifespan.

2yt e

l.:.l

- Comman¥ WLY&aSNIQ> W LIRIFGSQS YWo&ss&bs Q 2 NJ WL 3

import.
- UpdateToNewNameText field to change theame of an existing group
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2. ¢KS WDNRdzL) ! GiUNAOdzISa dzy RSNJ Iy ! GiUNAROGdziS DNERd
attributes should be within each group.

Template Attribute Links

Template Attribute Command

Figure85: template attribute links

Again, there are three column headers.

- Template Textfieldci KA a ySSRa G2 YFHGOK SEIOGt e ’)\uK
ANRdzL) aSG dzLd Ay GKS W! GGNXOdzG S NER dzLJa SE

many attributes are requed.
- Attribute: Text fieldg one attribute per row. The attributes listed need to already
exist in the account and the name needs to match exadlif can be identified by
the software on import.
- Comman¥ WLY&SNI QX W! LRI i S&dataigpddés®eddQ 2 NJ WL 3
import.

T Work Groups

There are three import sheets required to set wygork groups The first sheet enables you to
create the group header, second the group names and third assigpéewufic rateso your
selected group.

1. ¢ KS W2 2 MbadeBSNRSIH 0J2 daditaing ¢0i$ Brée columrsnd allows you to define
a heading for each work group

Work Group Headers

Name Command |UpdateToNewName

Figure86: work group headers

The column headers include.
- Name¥y ¢SEG FASEtR (2 RSTAYS (ESWYHMNBS2T ¢aKISC
- Command WLyaSMQﬂJSQISJRSC'DS2NJ WLIY2NBQd | 26
import.

- UpdateToNewNameText field to change the name of an existing grbepder.

JF2N) GKS i2 65 akKz2sy O2NNBOGfe& |

2dz2 R 0SS dz

NOTE 2

N
LIS Q

<,

RS
a

p.)< ;U(

N N
K >

;U<C

L
I S

2. ¢KS W22N)] DNRdAZJAQ aKSSG Syl ofSa 82dz 2 RSEFAYS
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Work Groups

GroupHeader |Name |Command |UpdateToNewName

Figure87: work groups

Thecolumn headers include.

- GroupHeaderTextfiellci KA & ySSR& (2 YIFGOK SEIFOQGte& 6Ai
IANRdzL) aSG dzZL) Ay GKS W2 2N] DNRdzZLJ | SIF RSNEQ
as many groups are required under each heading.

- Name Text fieldg one work group name per row i.Kitchen, Bathroom, External
Fabric, Roof Fabric etc.

- Command WL YIIBNGIRDOS W5St SGSQ 2N WLAY2NBQd | 2
import.

- UpdateToNewNameText field to change the name of an existing group.

3. ¢KS WDNRdzL) wl 4S& dzy RSNJ I 22N)] DNRdAzZLIQ &aKSSi Aa
collection of these maintenamcitems on the mobile software.

Rate Classification Links

GroupHeader |ClassificationName Reference |Collection Description Command

Figure88: rate classification links

The column headers include.

- GroupHeaderTextfieldfi KA & Yy SSR& (2 YIFGOK SEIFOQGfe& GAi
IANRdzL) aSiG dzZLd Ay (KS WhiRiskpeabetdndzch ronSor R S NE Q
as many groups are required under each heading.

- ClassificationNameText fieldg one work group name per row i.e. Kitchen,

Bathroom, External Fabric, Roof Fabric etc.

- ReferenceUnique rate reference must already exish the rates lookup.

- Collection Text field¢ this needs to match the collection field in the rates lookup for
the selected rate.

- Description Text fieldg this needs to match the description field in the rates lookup
for the selected rate.

- CommandWLyaSNI QX W LIRFGSQ: Ww5StSGSQ 2N WL3IY:
import.

1 Property Groups

The property groupimport/export sheets follow a similar formab the work groupsas

there are three import sheets required to set up the groups

The first sheet enables you to create the group header, second the group names and third
assigningpropertiesto your selected group.

1. ¢ KS Wt NPLISNI& DNRdzL) | SI RS NE énd Slawsipoid deink $ S 02y
heading for each property grpu
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Property Group Headers

Name IsMobile | Command |UpdateToNewMName

Figure89: property group headers

The column headers include.

- Name Text field to define the name of the group as you want it to appear in
[ATFSALI Y AdSd W a3aShi ¢2LISQI Wt NPLISNI & ¢ &L

- IsMobiley We¢wdI g {20 (12 O2YyFANY AT (GKS ANRBdAzZLAY
mobile software for data to be added/updated during surveys.

- Comman¥ WLY&aSNIQ> W LIRIFGSQ: w5StSGiSQ 2N wL3
import.

- UpdateToNewNameText field to change the nagof an existing groupeader.

2. ¢KS Wt NPLISNIIé& DNRdAzLJAQ SELRZNI aKSS{Gi Aa dzasSR (2
account.

Property Groups

GroupHeader |[Name [Command |UpdateToNewName

Figure90: property groups

The column headers include.

- GroupHeaderText fieldg this needstoy | 4 OK SEl Odfé& gA0GK G(KS Wb
LINR LISNII & 3aANRdzL) aSd dzldJ Ay GKS Wt NPLISNI & DN.
each row for as many groups are required under each heading.

- Name Text fieldg one property group name per row i.Bwelling/Block (Asse
Type), Surveyed/Cloned/Partial Survey (Survey Type) etc.

- Comman¥ WLY&aSNIQ>X W LIRFGSQ:Z w5StSGiSQ 2N wL3
import.

- UpdateToNewNameText field to change the name of an existing group.

3. TheWDNZ dzLJ t NP LIS NJi ACSNi2 day)CR SANK &S (t NPyLBSoNISa @ 2dz (G2 |
specific groups in bulk.

NOTE You cannot assign a property to more than one group within the same group heading i.e. a
LINR LISNII e ¢g2dAZ R y20 06S OfldaaSR | a 020K f 201 ¢
only one grouping applies.

Property Groupings

GroupHeader | Group |UPRN |Addressl |Command

Figure91l: property groupings
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The column headers include.

- GroupHeaderTextfieldci KA & ySSRa (G2 YIGOK SEIFOGfe& Al
LINE LISNII & 3ANRdzLJ a S{ 1d3 RSYNEIK S5 ERI2NEIILAS NI & D N.

- Group Textfieldgi KA & ySSRa (2 YIFIGOK SEFOGte sAGK
INRdzL) 4SG dzZLlJ Ay (GKS Wt NPLISNIié DNRdAzZLAQ SEL

- UPRNText field to define the UPRN of the property you want to agsighe group.

- AddressiText field to defie address line 1 of the property you want to assign to
the group. This address should match the UPRN provided in the previous column.

- Comman¥ WLY&aSNIQ> W LIRIFGSQ: w5StSGiSQ 2N wL3
import.

6.7.3 Core Information

CKS SW/L2AMNI2NXIF A2y Q aKSSda FNB dz&aSR G2 RSFTAYS | yR
updating theproperty address details through to adding/updating attributes and work information.

Any changes applied using these import/export sheets can also e da the user interface,
however the import sheets enable you to insert or amend data in father than individually.

Below are dew examples of Core Information sheets
1 Properties

The properties import sheet is used to create new and edit exigtiogerties in your
Lifespan account.

Properties

|UPRN |Addressl

Address2

Address3

Addressd

IsValidated

Postcode |Longitude |Latitude | GovernmentUPRN Command |UpdateToNewReference

Figure92: properties

The column headers include.

- UPRNUsedi2 RSTAYS (KS W!' yAljdzS t NPLISNIe& wSTSN
numbers/text or alphanumeric.

- Addresd - Postcode Text field to define the property address. You must have as a
minimum a UPRN, Address1 and Postcgittee remaining address fields are not
mandatory.

- Longitude/Latitude Number fields to define the location of the property. If
dzy 1 y2 6y > Wncthis @il e adofatidatly Sitlated by the software once
imported based on the postcode of the address.

- GovernmentUPRNJsed to define the asso¢ed Government UPRN for the
addressThis field is not mandatory arwhn be left blank (there is an address match
facility within the RASAP module which can be used to upttesefield where

required).

- IsvalidatedW¢ w! 9Q 2NJ WC! [ { 9étyshauldBeamarkedl b A F (G KS
validated.

- Comman¥ WLY&aSNIQs W LRIFGSQs w5StSGSQ 2NJ wL13
import.
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- UpdateToNewReferencd&ext field to change thePRNof an existingproperty.

Property Attributes

The property attributes importtseet is used to assign attributes to specific properties.

Property Attributes

UPRN |Address1 |Location |Sublocation | Attribute |Value |Command

Figure93: property attributes

The column headers include.

- UPRMAddressYY ! aSR G2 RSTAYS GKS W! yakdj dzS t NRB LIS N
address line 1 of the property you are updating. The chosen address must already
exist and details provided here need to match exactly to those in your Lifespan
account.

- Location/SublocationText fields to defina location and/or sublocation to the
attribute. Thesdields are not mandatorythey can be used to provide additional
details or should be used if there is more than one attribute of the same name at the
address to avoid duplication i.e Attribute: Bathroom, Location: Bathroom (2)

- Attribute: Text field to define the attribute being allocated to the address. The name
needs to match exactly with an existing attribute in your Lifespan account.

- Value Text field to define the attribute value being allocated to the address. The
name needs to matchxactly with an existing value in your Lifespan account,
associated with the selected attribute.

- Comman¥ WLY&aSNIQ> W LIRIFGSQ> WwW5StSGSQ 2NJ wL3
import.

A unique attribute is made up of the combined valteég 2 OF G A2y > { dzot 2O GA
YSIya &2dz gAfft y2G 6S lFofS G2 W LRIFIGSQ GKS
import/export function as the combination of values would no longer be recognised by the
software to know what needs to hgpdated. To change the location/sublocation of an

existing attribute it would either need to be deleted andinserted as new or updated

manually via the user interface.

2y
t

z

Works
The works import sheet is used to assign a maintenance schedule to angeaistibute for

a property.

Before a maintenance schedule can be added to a property via the works import export you
must ensure that the attribute you are assigning the work to already exists. If not, it will
YSSR (2 0S AyaSNIUSROHSAQKSE YW NBLIEKSE U 0

Property Maintenance

|uvnu |Addressi |WorkRelerence |localmn |5nblocamn |Attnl7nle |Va\ue |R&|er&nce |CDHedmn [ |RaleType| i B |Condmon |Primity |uua.mty |Cosl |AmonDat& |MarkaksA=.Cnmp\ele |Command |LlpdaleToNewRaleRelerence

Figure94: property maintenance
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The column headers include.
- UPRN/Addrest ! aSR G2 RSTFAYS GKS W!' yAaldzS t NBLISN
address line 1 of the property you are updating. The ch@sliress must already
exist and details provided here need to match exactly to those in your Lifespan
account.
- WorkReferenceNo action requiredThis reference igenerated automatically by
the software on import. This field can be left blank for new witekns and will be
pre-populated for existing work.
- Location/Sublocatioffttribute/Value: Text fields to definéhe location,
sublocation, attribute and value. The combination of values recorded here need to
match an existing attribute for the selected pey.
- Reference/Collection/Description/Rate Typeext field to define thereference,
collection, description and rate type of the work you want to assidnis
information needs to match exactly with an existirgje in your Lifespan account.
- RecoveredSeiceChargePercenumber field to define the percentage of the cost
being recovered by a service charge
- Conditiory ¢¥!SNE D2RRDRQIAIMI FSDDNERET SNE td 2 2 N
confirm the current condition of the component.
- PriorityY ¢W2 G t NRA 2qNIREME S2ROX IYBE K ( BB NWR d2lo WA & 1 ¢
2NXBIny 3SNRPdzaQ (2 O2yFANY GKS LINA2NRAGe &Gl
- Quantity: Number field to define the quantity of work required. You should consider
the unit of measure of the assigned rate when calculating the quantity needed i.e. if
the rate cost is per dwelling, gty is usually 1, whereag amm unit of measure
would impl a higher quantity is needed.
- Cost Number field to define the cost of the work required. You can refer to the
rates table to determine théase cost or assign alternative if known.
- ActionDate Date field to define the next replacement date for the comeon
- MarkWorksAsComplete# ¢ w! 9Q 2NJ WC! [ {9Q (42 O2yFANX AT
or still outstanding.
- Comman¥ WLY&SNI Q> W!' LIRHovEhedata ¥ précesSed hQ 2 NJ WL 3
import.
- UpdateToNewReferenc&ext field to change the rate of anigting work item.

6.7.4 Module Information

¢tKS Wa2RdzZ S LYTFT2NXIFIGA2yQ aKSSda FINB dzaSR (2 RSTA
separate import/export sheets to enable updating of module data, with the exception of energy data
whichneeds to be edited on an individual property basis via the user interface.

Any changes applied using these import/export sheets can also be done via the user interface,
however the import sheets enable you to insert or amend data in bulk rather tharidodily.

Below are aouple ofexamples of Module Information sheets.
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Each row of data in the exported sheet refers backndndividual asbestos assessment in
Lifespan. The fields in the sheet match those collected via the user intevfaeadding a

new or editing an existingsaessmenk y  AiskeStoS¥ Y 2 Rdzf S @

The software is expecting specific data on imporlils®some of the other module sheets,
the asbestos exportontainsa second tab to provide some key module informatiahis

/| 2y ai NI A JheseQ
should be used as reference when populating the sheet to ensure the correct values are
recorded and prevent errors when-4mporting.

iy Of dzR S &

Y L\2 NID SGAIRER &

Iy R

Asbestos Import Fields and Constraints

Field Name Required Note Data Format Default Value  Fixed Values
UPRN Yes Text, 20
SurveyType Yes String
SampleType Text, 50 Discounted Sampled
SamplelD Yes Text, 50
SampleResults Yes Defaults if Discounted Sample Text, 50 Discounted
Location1 Yes Text, 50
Location2 Yes Text, 50
ElementType Yes Text, 50
ActionRequired Yes Defaults if Discounted Sample Text, 50 Not Applicable
Date,
Date Yes DD/MM/YYYY
ConsultantName Yes Text, 50
SurveyorName Yes Text, 50
ActionTaken Defaults if Discounted Sample Text, 50
Date,
LastReviewDate Defaults if Discounted Sample DD/MM/YYYY
Date,
lavtRouiounar Dafal if D d L nn/nang

Figure95: asbestos import fields and constraints

Combinations
Management Presumed 0|MADescriptionl Discounted suspect material PADescriyf
Discounted 1|MADescriptionl Plastics PADescrif)
Management Sampled 1|MADescriptionl Resins PADescrif
Management Presumed 1|MADescription1 Mastics PADescrif
Management Discounted 1|MADescription1 Roofing felts PADescri]
Re-Inspection Presumed 1|MADescriptionl Vinyl floor tiles PADescrif)
Re-Inspection Discounted 1|MADescriptionl Semi rigid paints PADescrif
Re-Inspection sampled 1|MADescriptionl Decorative finishes PADescrifl
Re-Inspection Presumed 1|MADescription1 Cement product PADescrif
Re-Inspection Discounted 1|MADescriptionl Ashestos cement PADescriyf
Demolition and Refurbishment Sampled 2|MADescriptionl Insulating board PADescrif)
Demolition and Refurbishment Presumed 2|MADescriptionl Asbestos insulating board PADescrifl
Demolition and Refurbishment Discounted 2|MADescription1  Mill boards PADescri]
2|MADescriptionl Other low density insulation boards PADescri]
2|MADescription1 Textiles PADescrif
Discounted Discounted 2|MADescriptionl Asbestos textiles PADescrifl
Presumed No Access Discounted 2|MADescription]  Gaskats PADescri
Mo Suspect Material Discounted 2|MADescription1 Ropes PADescrif
Sampled Pending 2|MADescriptionl Waoven textiles PADescrif}
Sampled Positive 2|MADescriptionl Paper PADescriff
Sampled Negative 2|MADescription1 Ashestos paper PADescriy)
Presumed Presumed 2|MADescriptionl  Felt PADescri]
Presumed Positive 2|MADescriptionl Asbestos felt PADescrif
Presumed Negative 3|MADescriptionl Pipe lagging PADescrif)
MAD ionl Aniler laggin BANacrr

f Documents

Each row of data in the exported sheet refers back to an individual attachment in Lifespan.

Figure96: combinations

al

The fields in the sheehatch those collected yia the user interface in Lifespan when adding a
Fy SEA&GAY3

ySg

2NJ SRAGAY 3

FGdE OKYSY
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Property Attachments

UPRN |FileName | DocReference |FileType | Description | DateCreated |Show | AttachmentType [Command |UpdateToNewFileName

Figure97: property attachments

The column headers include.

- UPRN ! SR (2 RSTANBLSEBKSBE YWEFEHENBYOS bdzyo SND
are updating. The chosen address must already exist and details provided here need
to match exactly to those in your Lifespan account.

- Filename Text field to define the filename (including extension) of dttachment.

- DocReferenceText field to define a reference for the attachment. This field is not
mandatory and can be left blank if no reference is required.

- FileTyp¥ WLYI3SQX W520dzYSyidQ 2N Wl w[Q (2 O02yT¥

- Description Text field to povide a description of the attachment.

- DateCreatedDate field to confirm the date to be displayed in Lifespan.

- ShowWe¢w! 9Q 2NJ WC! [{9Q (2 O2YFANNBRAFA(IHEKSI &
L Y I EeSte photograph displayed on the summary screen for the selected

address.

- AttachmentTypeW! &6 Sa i 2 aQxr WCw! Q> W2 GSNDI WYwl R2y
FdaGr OKYSyid Aa tAy1S G2 2yS 2F GKSaS Y2Rd:

- Comman¥ WLYy&aSNIQifiS®! NRJI YSDF2NBESH®SI 26 GKS RI
import.

- UpdateToNewFileNamd&ext field to change the file name of an existing
attachment.

NOTE Once the sheet has beenfeY LJ2 NIi SR @2dz gAff 4SS I NBO2NR O

module for theapplicable address. In order for the attachment to appear, you will need to
provide the Lifespan team with the physical attachment files (via FTP or other). These can
then be uploaded to the server to link up by the relevant file names so it is impodant t
make sure the filename recorded on the import sheet matches the file exautbluding

the extension name.

6.8 Import ing Data

Once you have made the necessary changes and saved your excel sheet, return to Lifespan to import
into your account.

lfyour NB adAff G6AGKAY GKS LYLRNIKkOELERZNI | NBI Ay [ A
screenW.  O1 G2 [Ayl1aQ Aa dzaSR (2 NBOdaNYy G2 G§KS 7Fd f
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Import/Export - Result

Export Template Property Attribute - Result

/| £t A01 wD2 .|
the Import/Export screen
for the selected category

Export Successful! Template was exported s

Your results should begin to download shortly, if n

Back to Links Go Back Close

Figure98: export result

LEfGSNY I GAGSE e NERILASNW &i 2 (LN dAiAS e Qi KR RidzE ST WL Y LI

the relevant category from the list.

NOTE The import options remain consistent for the majority of descriptions, however there are
some variants on the format of the import scredependent on which option is selected.

1. 1 £ A0l W/ K22aS CAtSQ FyR aStSO0 0KS FTAES &2dz K

Import
Select file to import | Choose File | No file chosen

Import

Figure99: import
Some of the alternative import screens are shown below, with a description of their use.
1 Rates Lookup
By default, the software will not update any rate information linked to existing works when
importing changes to the rates lookuwhich means that the changes will only impact on

any new maintenance schedules added after the updates.

CKSLIRFGS tfFryySR alAyuSylryoOoSQ 2LIiA2y Fff2g6a
update existing works and if so, which elements of the rate you want to update.
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Import

Don't Update v ‘

Update Planned Maintenance

Select file to import ‘ Choose File ‘ No file chosen

Figure100: import options (ookup rateg

Import

You can select from thiellowing options.

- 52y Qi :ThedhandeSvill not impact on any existingorks;they apply only to
new maintenance schedules added after the updates

- Costs in Existing Dat@ihis will update the costs for all existing and future
maintenance schedules.

- Lifecycles in Existing DatBhis will update the lifecycles of all existing and future
maintenance schedules.

- Costs & Lifecycles in Existing Ddathis will update both costs and lifecycles of all
existing and future maintenance schedules.

- Service Rechaeg This will update the service recharges for the account.

2yS 2F GKS 2LiA2ya TNRBY G(KS RNRLI R24y

1. { St SO
al AyiSylyosaqo
2./t A0l W/ K224S CAftSQ IyR aStS0i GUKS FAtS &2dz |
Import
Update Planned Maintenance | Don't Update V‘

Don't Update

Select file to import | Choose | Costs in Existing Data

Lifecycles in Existing Data

Costs & Lifecycles in Existing Data
Import ‘ Service Recharges

Figure1l0L import options (ookup rateg(2)

NOTE Once a selection has been made and the data sheet imported it will be implemented
immediately and can only be used once per impbet, if the data sheet is importedith
0KS WSRAIWVICRIQ 121000 A2y X GKS NI GSa KI Gigposrdith OKIF y3aS
an alternative update selection it will no longer impact on any previous. data

1 Works

¢CKS W22N]laQ AYLRNI KFa Iy FTRRAGAZ2YIE 2LIGA2Y
F2NI SAGKSNI W21 v{ QI W5SOSyid 12YSaQ 2N Wi I {w{
associated module will be updated in Lifespan for any applicable works.

Q
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Import

Select file to import | Choose file | No file chosen

Update Compliance Links
J wHas

(J Decent Homes

HHSRS

’ Import

1. / fA01 W/ K22aS CA{tSQ IyR aStSOd GKS FTA{S @&2dz K
2. Use the tick boxes agquired to confirm which compliance links you want to update.

3./t A0] WLYLENIQO®

6.8.1 Import Errors

If there are anyssues with thedata youare trying to import i.e., missing fields/invalid values

present the software will reject the import sheet. B dzOK Ay adl yoSazr GKS WwSad
WLYLR2NIG CFEAfSRQ FYyR | ALINBIFRaKSSG gAftft 6S 3ISYSNI
further details of the error.

NOTE No changes will be implemented in Lifespan until the impostiscessful. If the import fails,
you can update the software generated sheet with corrections as required aimajpa@rt.
(There is no requirement to return to your initial spreadsheet to make the changes).

& Import/Export - Result

Import Property Maintenance - Result

Import Failed!

A total of 108 rows were found and 94 could be processed successfully.

Your results should begin to download shortly, if not, please dlick here.

Go Back Close

Back to Links H

Figure102 import failed
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1. Open thesoftware generategpreadsheet and go to the outcome column. The descriptions
here will vary dependent on the problem with the dathe example below shows errors
NBIFNRAY3I (GKS W22N] a4Q AYLRNI &aKSSio

w

Outcome

A work schedule with this rate already exists under this property attribute.
No property attribute with this combination of location, sublocation and attribute exists under this property.

Figure103 outcome spreadsheet

a) A work schedule with this rate already exists under this property attribute.

- ¢KA& SNNRBNI AYRAOIGSaEa GKFG | dzASNI Aa GNBAY

against the selected attribute. Thefsware does not allow duplicates, so in this
Ayaill yOSy @2dz ¢g2dzZ R ySSR G2 OKIy3aS (KS
work schedule. Alternatively, make sure the new work item you are adding in is

0SAY3 WLYaAaSNISRQ I3lFrAyad GKS O2NNBOG I aidN.

b) Noproperty attribute with this combination of location, sublocation and attribute exists
under this property.

- ¢CKAA SNNBNI AYRAOIFIGSa dGKFG F dzaSNJ Aa (GNEBA
A0KSRdz S F3FAyad | LINE LGS iNdiseleclediadldi®sd dzi S G K
this instance you would need to ensure that the attribute is present by first assigning
the attribute to the address before trying to insert the new work schedule, or if
already present, ensure the combination of location/sadation/attribute in your
import sheet matches the existing records in Lifespan.

2. Refer to the outcome columfor guidance on howo correct any invalid rowand make the
necessary changes to the she8ave the spreadsheet and return to Lifespan tonport
your data.

3. Repeat the steps above until the import is successful.

& Import/Export - Result

Import Property Maintenance - Result

Import Successful!

A total of 108 rows imported successfully.

Back to Links

Go Back ‘ ‘ Close

Figure104: import successful
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6.9 Creating a Survey List

Another use of the import/export function is to create survey listhese are used tassign one or
more properties to a surveyors accoynthich can then be downloaded to the Lifespan mobile
softwarein preparation ofsurveys being undertakemhis can save time for surveyors and also
ensures the correct addresses aewnloadedto the mobile device.

1. Ly (rdpSty AtributesGmodulez Of A O] 62yl KRa/2 AiKISS W1 2.dza S1 SSLIAY

' Rep
| @F |Lad

hoto | ImportExport] Mobile

h Housekeeping Static Rg

Figurel05: location of the mobile button

2. There are two stagesir$tly you will needo set up the survey lisecord® ! Yy RS NJ W{ dzZNIBS &
[AdadaQr OtAO0] 2y W{SO QzJ I {dzNBSe [Aad F2NJ I

=] Mobile

Survey Lists
Set up a Survey List for a User Account

Add Properties to a user's Survey List

Figurel06: set up a survey list

3. This will bring up the survey lists optishs / EEABRINIY  { b exBepfdryfat 2 | R

Mobile

Back to Links

Survey Lists
Import Location: = Choose File No file chosen

| Import | | Export |

FigurelQ7: exporting the survey list

NOTE¢ KSNB A& y2 WiSYLXIGS SELRNIQ 2LIA2ys a2 (KS
can either delete all existing rows before adding I- ySg fAalG 2NJ dzaS (KS
F2NJ Iye NRga &2dz R2y Qi Fyd G2 OKIFy3aSo

4. You will need to input the following information.
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Username The usernaméor the user account you want t@ssign the survey list.
Name Text field to define he name ofthe list This will be the name visible to the

surveyor on their tablet.
Commany WLYASNI QX W!'LIRIFGISQT w5StSGiSQ 2N wL3

import.

UpdateToNewNameText field to change the name of an existing survey list.

LIF

A INY
HOUSING

Username Name Command |UpdateToNewName

Figurel08: survey list

5. Complete the fields as needed and save the spreadsheet.

NOTE You can creatanultiple survey liss on the same sheetach list should be on a separate row

and you need to ensure that there are no duplicatiores, the same name cannot be
assigned more than once to the same user account.

6. Go back to Lifespan and this time in survey lists choose the file you have just saved and click
WAYLRNIQ gKAOK ¢gAff al @S @&2dzNJ asmeds e

message will appear saying it has not uploaded properly and a further spreadsheet
explaining the issue for each invalid row will download. You camdheend and reupload

your list.

N ©
< R

(V)

XUy

=) Mobile

Back to Links

Survey Lists

Import Location: | Choose File | No file chosen

| Import || Export |

Figurel09: importing the survey list

Ed adsSL) Aa (G2 FRR LINPLISNIASa G2
R t NP LISNJI A Sandekgort. |  dza SNDR& { dzZNBSe@
=] Mobile

Survey Lists
Set up a Survey List for a User Account

Add Properties to a user's Survey List

Figurel10: add properties to a survey list
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NOTE ¢ KSNB Aa y2 WiSYLXIGS SELRNIQ 2LIWGA2YyS &2 (G(KS
by default. You can either delete all existing rows before adding in the properties for your
new listoruse thecomman®L 3y 2 NBQ F2NJ I y@ NRga &2dz R2y Qi

8. You will need to input the following information.
- UsernaméName: Text fields to define e sameusernameand name assigned to
the survey listyou want to assign the properties to. These fields are repeated o
each row for every address being assigned.
- UPRN/AddressTrext fields to define the UPRN and address line 1 of the property
you want to assign to the list. These details need to match an existing address in

Lifespan.
- Comman¥ WLYaASNIDSt ISR ZMQBLIAY2NBQDd | 29 GKS
import.
LIFEN N
Username MName UPRN Address1 Command

Figurelll add properties to survey list
9. Complete the fields as needed and save the spreadsheet.
NOTE You can add properties to multiple survey lists on the sametskaeh property should be

on a separate row and you need to ensure that there are no duplications. i.e., the same
property cannot be assigned more than once to the same survey list.

10.D2 6101 (2 [AFTSaLly |yR KAa yoduYide jost/sBRENI W! RR
YR FLROT QW 6 KA OK @A f f rRR iKS I RRNBaasda AyoOf
= Mobile
Back to Links

Add Properties
Import Location: | Choose File | No file chosen
[opor]

Figurell2 import properties to survey list

NOTE In the Lifespan mobile softwar¢éhe surveyor will need teefresh theirsurvey liss and
choose the listto downloadA RSY GAFALF 6t S 06& GKS Wbl YSQ dza
done, all the properties will appear in tmeddress list, ready for the survey to be
completed.

U'J)
pul
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7. Documents

J£A0] 2y W520d2vySyi&aQ 2y GKS YSydz of N» !ys R2Odzyé
GraAGES 2y (KS W520d2v¥SyidaQ aONBSy®
Summary Property Attributes JBLISTINISIEN Decent Homes WHQS  Assets & Servicing Water Radon Asbestos Fire EcoHomesXB RdSAP 2012994 S|
( }} ? ¥ Clear o (&7 Edit @ EEEE & Help
7. Open X Delete &) IT & Data Support
LIF PA NN Default Quick Cus}om Sort o Clear Property Detail| New ‘Global PDF | Schedule ORequestTraining
HOUSING
Address List Address Edit Import View Help

Figurel13 Documents tab

7.1  Adding Documents

1./t A OH S 2yd W

j [y Edit
){ Delete

etail New

5 Edit Ir
Flgurell4 new document button

2. LYy GKS W! RRk 9 RA leledtdltyipd (10&g¥, Hotinment &r OREBdSSE the &
W{StSOGQ odziti2zy G2 OK22aS | FAt{S (2 dz) 2 R®

a) LT WLYI3ISQO Aa aStSOGSR Fa (GKS (elL)lSx &2dz oAff
Tick the box to confirm if you want the uploaded attachment to be displayed as the main
photographc this is the image displayed against the property on the surgrsareen and

property report. Ideally this should only be ticked for the front elevation image.

Attachments

Add/Edit Attachment
T - . i i
ype Image Description Fire Risk
Select file
Select Doc.Ref. Enter document reference
Date Created 11/20/2018 i)

Show as Main Photo?

Attachment Type | None

Figure115 adding a new document

3. Add a description.
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4. Add adocument reference if required (thfgeld is notmandatory).

5. W5 8% /SWWQ oAttt lftoglea akKz2e¢g G2RFe&Qa RFGS o0& R
required. Type in the relevant date or select via the jogpcalendar.

6. W G0 OKYSy(G ¢28LSQ Aa dzaSR (2 RSTAYS 6KSUKSNI i
for further gudancepleaserefer to section7.2 Linking Documents t&pecific Modules

7./ ftA01 W{I@SQ (2 dX 2R &82dNJ GG+ OKYSydo

7.2  Linking Documents to Specific Modules

1. If the attachment being uploaded relates to a specific module, you can utilise the
W GO OKYSyYy G ¢eldsSQ G2 asStSOd GKS | LILX AOFo6ES Y
selected by default.

Attachment Type | None v

Asbestos
FRA
Water
Radon
Appliance

MNone

Figurell6: linking a document

2. When selected, an icon ftatsbestosﬁ]), fire 1\@), water \‘), radon \ET') orappliance(')
will appear to the left of the attachment to show which module it is linked to.

3. LT W! 265 &éhava Bellbked, the attachment will also show under the
attachments section in the selected module tab.

: Asbestos Attachments

DESCRIPTIOL DATE LINKED

Image artex 15/03/2023 00:00:00

Image Sample1 12/05/2022 12:07:07

1K

Basement - Store
Figurell7: asbestos attachments

I
.}

4. Toremoveanexistng Ay1 2 SRAG GKS FddGFrOKYSyidsx OKFy3aS i
save.
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Attachment Type | Ashestos i

Asbestos
FRA
Water
Radon
Appliance

MNone

Figurel18 removing the link

7.3  Linking Documents to Property Attributes

1. If the attachment being uploaded relates to a specific attribute, you can utilise the
WL GaFr OKYSY G [ X BEBDG0 2! IRRR yISgf Ayilie OKYSy G Ay

Add/Delete Attachment link(s)

| €D Add new attachment link

ATTACHMENT LINKS LINK TYPE

Attachment does not link to anything

Cancel Save
—

Figure119 add an attachment link

¢ & LIS Q uté khensalesthelikRaniGiNibiutefrom thél didp 6
/] £t A01 WLYASNIQ FyR (KSYy W{IlI @SQo

Link Type
Property Attribute h

Attachment Links

Year Built Date I

FRA--

Bailer - Kitchen -

Water Measure - N/A - No action required

Figure120: choose an attachment link

3. The house icor@) then appears to the left of the document to indicate it has been

successllly linked. Similarly, a paperclip icc@,XwiII now be seen to theght of the
attribute name in the property attributes tab.

4. To removean existindink, edit the attachment in the documents tab and press lireicon
next to the attachmentClickW { § (WP
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5. Alternatively@ 2dz OF'y ONXBI 4GS

Add/Delete Attachment link(s)

€ Add new attachment link

ATTACHMENT LINKS

Boiler - Kitchen

Figurel2l delete an attachment link

LIF PANY
HOUSING
LINK TYPE
PropertyAttribute
Cancel
AY1 OAL

Fy Fadl OKYSyd f

selectng an existingttribute and clicking on either théle or photo button to linkan

attachment.

JUTVEyS

Ay

Edit

Delete

NGO

TUTE T+7

File  Photo || ImportE

Attach Hou

Figurel22 attach afile or photo

6. Similarly selecing anassessment from the asbestos or fire module alicking on either
the file or photo button will create a link to treessessment and module.

7.4

Editing Documents

1. Select therecord of the existinglocument youvant to edit.

2. /A0 WORAGQO®

etail

Edit

Figurel23 edit button

3. This will open the add/edit attachments scredhiakeany changes as required and click

Wil @SQo
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& Attachments

Add/Edit Attachment
Type Image i Boiler - Kitchen

Description

Select file

&J Doc.Ref.
Show as Main Photo? (J Date Created 24/05/2023 a

Attachment Type  None >

Add/Delete Attachment link(s)

© Add new attachment link
TTACHMENT LINKS LINK TYPE

T Boiler - Kitchen PropertyAttribute

Figurel24: edit an existingdocument

7.5 Deleting Documents

1. Sdect the record of the existing document you want to delete.

2. 1 tA01 w5S8tSGisSQe

j (L Edit
X Delete

Jetail New

is Edit Ir]
Figurel25: deletebutton

3./t A01 WwwSY2@SQ (2 O2yFANNO®

=

Please confirm removal of 'Boiler - Kitchen'

| Remove | Cancel J

Figurel26: confirmremoval

8.  Housing Standards

Depending on which area of the country you reside in, you will hataltw the relevant housing

Al yRIFINRa® Ly 9y3aAflFryRTI GKA& A& W5SOSyid 12YSaqQs 7
FYR F2NJ {O020tFyR W{O2G0A&K |1 2dzaAy3 vdz tAdGe {GF yF
module in Lifespan to store the assenent data at property level.
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8.1 Decent Homes Assessments

/| ftAO01 2y W5SOSyid 12YSaQ 2y GKS YSydz 6 N®

SHQS WHQS Assets & Servicing Water Radon Asbestos Fire EcoHomesXB RdSAP 2012 9.4

( r ( ' k? i Clear j (&5 Edit (&7 Edit | Reports~
) /A L]

Summary Property Attributes Documents !Decenﬂ-lomes

7. Open X Delete X Delete
I Y H P il WV >
LIF a7\ a\ | Default Quick Custom Decent Homes Sort o Clear roperty Detail|  New @ Calculste | 2 sync
HOUSING
Address List Address Edit HHSRS Static Reports

Figurel27: location ofthe 'Decent Homesmodule

Decent Homes compliance information is presented in widget formureoe informationon how to
use widgets, please refer to sectidn The Summary Screen

In addition to the standard filtering options, there is an additional filter in this module which can be
used to select all properties either containimgt containing decent homes data or to show
compliant/noncompliant properties Click on the arrow below thdecent homescon to selecthe
relevant optionfrom the drop down list.

nents SHQS WHQS  Assets & Servicing
! ‘% Clear
AT w3

z Open

t Quick Custom [Decent Homes Sort P Proy
- - 5, Clear
Contains
.
— Does Not Contain

Training ] )
Compliant E[\

M) Page siz Non-Compliant

oorton Ro
Figure128: decent homes filter

8.1.1 Adding Decent Homes Assessments

1. 1 £ A01 wb8sQ

j L_j Edit
)( Delete

New

¥ Calculate

Edit

Figurel29 new decent homes assessment

2. Select the dwelling type and enter the survey date. Select the compliance overridden status
YR SYGSNJIF NBlFazy AT LRaaAroftSod® 9yiSNI Iye
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Decent Homes

Dwelling Type | Flat (Less than 6 Storeys) v |
Survey Date 22/05/2023 8
Dwelling Compliance Overridden | Not Applicable v |

Dwelling Compliance Override ‘ ‘
Reason

Comments

Save ‘ Cancel 1

Figurel30: newassessment details

CKS AYT2NXIGA2Yy SYGSNBR a2 FIFENI gAff RAALI I &S|

3. Back on the Decent Homes screemrk through the assessmenteditingeach component
GAGKAY (GKS WwW5SOSyd 12YSa LUSYXAQSKHARINIIDK $ 2W A
WO RA G LfdulYo®he fight\flth@ attribute name.

Decent Homes ltems
O Ignore poor condition in year of failure calculation?
Item Compliant  Age/ Poor Cost Year Update
Description Condition of Link
Failure
HHSRS - Severe Risk
Yes 0 atributes)
State of Repair - Key Components
Wall Structure Yes 25 No Edit ltem
Wall Finish | Not Set Edit Item |
Roof Structure Not Set Edit Item
Roof Covering Not Set Edit Item
Chimneys Not Set Edit Item
Windows & Lintels Not Set Edit ltem
External Doors Not Set Edit Item
Gas Boilers/Fires Not Set Edit ltem
Storage Heaters Not Set Edit Item
Electrics Not Set Edit Item
Gas System Not Set Edit Item
Yes
State of Repair - Other Components
Kitchen Not Set Edit Item
Bathroom Not Set Edit ltem
Central Heatina/Boiler Distribiition hot Spt Edit Item

Figure131 decent homes items

4. Populate the age of the componedta A y 3 G KS RNRBLI R24y f A
tick box shoud be used only when applicable for the selected compon@ntA O W
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Decent Homes - Component
Item: Wall Finish

Age |25—v|
Item is in poor condition? [J

Cost to make decent

Cancel

Figure132 decent homes component

5. Repeat steps 3 and 4 until the assessment is complete.

If you have existing maintenance data in your account against the selected property, you

may notice when working through the assessment that some of the components auto

L2 LJdzf F 6 S 'ye AyaidlyOS 2F GKAA Aa R2gey (2 GK!
ANAOdzi SAaQ YR W5S0OSyid 12YSaQ Y2RdzZ Sad C2NI F
refer to sectionb.5 Planned Maintenance

[AY1SR 62Nyl a oAttt o0S[RNAaORBEAGROREBANI 1§ KS W! LJI
description to open the work schedule details.

Decent Homes ltems
! lgnore poor condition in year of failure calculation?
Item Compliant Age! Poor Cost Year Update
Description Condition of Link
Failure
HHSRS - Severe Risk
No 0 rutas)

State of Repair - Key Components
Wall Structure Yes g Mo Edit Item
Wall Finizh Yes & Mo Edit Item
Roof Structure Yes B Mo Edit ltem
Roof Covering Yeg ] Mo Edit ltem
Chimneys Yes 4 No Edit Item
Windows & Lintels Yes g Mo Edit Item
External Doors Yes g Mo Edit Item

Gas Condensing
Gas Boilers/Fires Yes 2 No Combi

£ 3500
Storage Heaters Yes 8 No Edit Item
Electrics Yes g Mo Edit ltem

ac Candancinn

Figure133 decent homes compliance links

8.1.2 Editing Decent Homes Assessments

1. To edit thegeneralassessmeninformations Of A O] 2y WORAUQO®

j [ Edit
>( Delete

New

¥ Calculate

Edit
Figurel34: edit assessment button
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2. Enteri KS dzLJRIF G§SR RSQFAf &

Dwelling Type

Survey Date

Reason
Comments

Dwelling Compliance Overridden ‘
Dwelling Compliance Override |

Save ‘ Cancel ’

=) Decent Homes

-

]

Flat (Less than 6 Storeys) v |

Not Applicable v |

22/05/2023 8

None.|

Figurel35: editing a decent homes assessment

FYR Of A 0]

LIF ~A NY
HOUSING
Wil @S

z

3. To edit any of theomponentsé 2 dz Oy Of AO1 2y SAGKSNI GKS Wb2i

to the right of the attribute name.

- Decent Homes Iltems

O Ignore poor condition in year of failure calculation?

Item Compliant Age/ Poor Cost Year Update

Description Condition of Link
Failure
HHSRS - Severe Risk
(see HHSRS
Yes 0 attributes)

State of Repair - Key Components

Wall Structure Yes 25 No Edit ltem

Wall Finish Yes 25 No Edit Item |

Roof Structure Yes 25 No Edit Item

Roof Covering Yes 25 No Edit ltem

) Not )
Chimneys Yes Applicable Edit Item
Figurel36: editing decent homes attributes

4, 9YGSNI GKS dzLRFGSR RSGFAf A YR LINBaa W{Il gSQo

Iltem:

Age

| Cancel |

Cost to make decent

Decent Homes - Component =

Wall Finish

|28

v)

ltem is in poor condition? (]

Figue 137: saving the changes
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8.1.3 Deleting Decent Homes Assessments

1. Toremove an existing decent homes assessméng © |

2. 1 £ A0

vicing Water Radon Asbestos Fire EcoHomes

0 j [ Edit (& Edit
X oete
Property Detail| New & Calculate 2 Sync

Address Edit HHSRS

Figure138 the delete button

YywdY208Q (12 02y TFANNO

=] Decent Homes

Please confirm removal of Decent Homes Assessment

| Remove | Cancel J

Figure139 confirm the removal

8.1.4 Calculating Decent Homes Assessments

LIF ~A NV

HOUSING

w538t SGSQo

You can calculate assessments individually or for multiple properties by using the function button in
the ribbon pane. This will refresh the compliancatss based on any changes made to the data
(whether this be after importing assessment data in bulk or making changes to the planned

maintenance data i.e., completing works that use compliance links).

1. ¢2 OFftOdA GS 2yS 2N Y208 | aa

2./ K22as

vicing Water Radon Asbestos Fire EcoHomeg

o (&5 Edit (& Edit
X Delete X Dele
Property Detail| New & Calculate 2 Sync

Address Edit HHSRS|

g2

Figure140 decent homesalculate button

S

a

a

v

dzLJRI 4GS SAGKSNI KAIKE AIK

G§SRZ

Syiazr OtAO]

z

[@=N
>
O
—
(V)]
¢
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Calculate Decent Homes

Select which properties a Decent Homes calculation should be run on.
.

(@ Highlighted property

The current highlighted property only

Ticked properties
The ticked properties within the current filter

Y .
\__/All properties
All of the properties within the current filter

| Calculate | Close J

Figurel4l calculate decent homes

~A INY
HOUSING

3. A confirmation screen widppear once calculated. An email will also be generated and sent
to the address linked to the user account with the same confirmation details.

8.2  Welsh Housing Quality Standards Assessments (WHQS)

I £A0] 2y

w2l v{Q 2y GKS YSydz ol NI

A 1N
HOUSING

Summary Property Attributes Documents Decent Homes SHQS [l

S Assets & Servicing Water

Radon

Asbestos Fire

f Lﬁ f H l;? & Clear o (57 Assessment | [ Edit

z. Open
Default Quick Custom WHQS Sort

P 2
o Clear roperty Detail

Address List Address

X Delete
W Calculate

Edit

X Delete
« Sync

HHSRS

EcoHomes XB F|

' Reports »

| Static Reports

Figurel42 location ofthe "WHQSmodule

In addition to the standard filtering options, there is an additional filter in this module which can be
used to select all properties either containing or not currently containing WHQS datao@lihe

asStsSoi

I NNR g oSt

26 GKS NI} R2y A02y (2

Documents Decent Homes SHOS m Assets & Servicin

r ﬁ 7 'H 5 i Clear o

7 Open

Default Quick Custom WHQS  Sort » Property [
- - 5 Clear

Contains
Add

_— Does Not Contain
Training

Addre!

WET Sk

Figure143 WHQSilter

The information is presented separate windows, each containing a differelataset

SAGKSNI W/ 2y

91 Propertyg This section will display the front elevation image for the selected address.
1 General Informatiorg, This section will display some background data for the selected

address i.e. assessment version, name of surveyor and date of assgs$itis information
is pulled through from the existing survey data.
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8.2.1

NOTE

LIF
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Compliance; This section provides details on the compliance of the selected property, to

show whether or not the dwelling is compliant, whether the compliance has been

overridden and acompanying notes.

Reportsg/ £ AO1 GKS Wt NRLISNIE& tlFaalkR2NIQ tAy|l G2 R2
passport contains information relating to retrofit works on the selected address, including

energy information, completed retrofit measures and recommet medium term plans.

Assessment This section displays the assessment data for the selected address, detailing

each question and the compliance status for each.

Adding/Editing WHQS Assessments

To add a new assessment or edit existing d@tg, A O] W! aaSaavSyiaQo

arvicing  Water Radon  Asbestos Fire EcoHor

(57 Assessment || [z Edit

o X Delete X Delete

serty Detail

W Calculate @ Sync

A\ddress Edit HHSRS Staf

Figurel44: WHQS assessment button

By default, the software will open in the latest template version (2023). If there is existing

data in previous version you can access this by clicking the link in thenbtft of the

aONBSYy W2 | v{ wubnipr lyRadINBWS &z RIGF SEArAaGaz @
hySQ o6& Of.AO01AYy3 (KS Ay}

Previous Versions Previous Versions

I WHQS 2005 Assessment | No Previous Version. Create One

Figurel45: previous WHQS assessment

The guestion summary is on the left of thereen, navigate through the assessment either
08 aStSOUGAYy3a FTNRBY GKS fAad 2Nl daAiAy3d GKS WbSEi

{G0F NI (GKS aasSaavySyid oeée Sy HSNRAY IF MKISR 3w { (dENUIASS A
51 0SQ gfidthex8ed® Gah and apply a preset is required.

¢CKS LINBASG 2LIWGA2ya FNB Wbh2ySQ o60XKYal AMSRKS R
WwCt I G -abitanéd). Bepdndent on the preset selected, some of the questions will

automatically populates A § K Wb 24 ! LI AOFof SQ G KSNB | LILINE L

Work through the remainder of the assessment, using the drop down fields to select the

relevantvaluesl & @2dz O2YLJX SGS aSOlAz2yar GKAa gAff 0S8
on the left next to the applicdb part.
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Assessment

Part 1 ®
Part 2 ®
Part 3

Dot A

Figure146: WHQS progress indicator

Some questions in the assessment are linked to the HHSRS data. In these instances, if a
HHSRS assessment has been completed for the property, the applicable valugulikte
through giving you an dication of which value should be selected from the ddmvn list.

Once the assessment has been fully populated, the completion status will be updated to
AaK2g SAOGKSNI W/ 2WLH R Wwili@d2 NJ Wb 2y

Non-Compliant

‘ Compliant

Figure147. compliance status

8. / tA01 W{I@SQ 2y0S 02YLX SGSR® ¢KS W/ f2a8Q

WHQS module.

& Welsh Housing Quality Standards 2023

Welsh Housing Quality Standards Assessment

Assessment Assessment
Part 1
Part 2
Part 3
Part 4
Part 5
Part 6
Part 7
Part 8

Summary

N Access previougersion data or create Save and Close
05 205 sz new assessmenh the previous

Surveyor Name

Completion
status

Select an assessment pari
to populate the questions

Figure148 Welsh housing quality standards 2023

8.2.2 Deleting WHQS Assessments

1.

0 dzii

¢t2 NBY2@S +y SEAalGAY3 21v{ laaSaayvySyiaz Ot A0}
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berty Detail

u Assessment
X Delete
W Calculate

Edit

ervicing Water Radon Asbestos Fire

25 Edit
X Delete

e Sync

HHSRS

EcoHo

Sta

Figure149 the delete button

2. | f DO8teQWii2 O2y FANNXOD

= Delete WHQS

Delete WHQS assessment record

—_—J

The action will delete the WHQS assessment record permanently
for the selected property. Are you sure?

Figure150: confirm the removal

8.2.3 Calculating WHQS Assessments

LIF

~A INY
HOUSING

You can calculate assessments individually or for multiple properties by using the function button in
the ribbon pane. This will refresh the compliance status based on any changes made to the data
(whether this be after importing assessment data in bulknaking changes to thdHSRS or energy
datai.e.,updating itemghat use compliance links).

1. ¢2 OFfOdA S 2yS 2NJ Y2NB

I aa

srvicing  Water Radon  Asbestos  Fire
[ Assessment | [ Edit
ﬂ X Delete X Delete
herty Detail
y " | 9% Calculate = Sync
Address Edit HHSRS

EcoHo

Figurel51 WHQSalculate button

2. Choose to update eithe¢ A I Kf A IK{iSRX

GAO1T SR 2NJ I ff LINRLISNI.
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= WHQS Batch Calculation =

WHQS Batch Calculation

@® Highlighted property
26 Bolton Road, Salford, Manchester, M27 8UX

Ticked properties
0 ticked properties within current filter

O All properties in current filter
1076 properties within current filter

| Calculate ” Cancel |

Figure152 WHQS batch calculation

3. Aresultsscreen will appear once calculatedtlining the success rate for the selected
properties. If there are any calculatiomrers, an outcomes sheet will be generated
providing further details.

9.  Assets & Servicing

/| £ AOpsetd &Selitiy 2y (KS iyndoyutizisddedtiforetagsetdetails andall
corresponding service histoigformation.

Summary Property Attributes Documents Decent Homes SHQS WHQS -ances Water Asbestos Fire EcoHomes XB RdSAP 2005 RdSAP 2009
F Default  §p Sort ~& Clear [ Edit | Reports~ & Help
# Quick & Clear n X Delete &) IT & Data Support
D A . Property Detail |  New ;
LI F 2 N N jCustom~ z] Open Pery o Request Training
HOUSING
Address List Address Edit Static Reports Help

Figurel53 assets & servicing module

The module data is split into three sections. At the top of the screen each asset will be listed on a

new row and underneath you will firttie details and service history information for the selected
asset.

9.1 Adding a New Asset Record

1. To create a newassetrecord, click new.

HQS Water Radon Asl
Br j (&5 Edit
En G X Delete

Property Detail New

Address Edit S
Figurel54 adding a newasset
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