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1. Logging In
1. Open your web browser and navigate to Lifespan Housing Web:
www.pt-lifespan.com/LifespanWeb
2. Enter your username and password and click ‘Login’.
LIF DA NN more info
HOUSING
Username
Password Click ‘Login’
Enter your login
NorReaicrereds credentials
Figure 1: logging in
2. Navigation
Property Attributes Documents Decent Homes WHQS Appliances Water Radon Asbestos 3 RJSAP20129.94 Surveys ECO StockProfile Fire Stock Profile Energy Dash Calendar Notifications - a
ravwiseo D% ~|wd @ a0
LlF o7 \N\ | Defautt Quick Custom Sort of Clear Property Detail  New ¥ Training
e S 1. Menu bar
K 123458 ») M) Pagesze 100 ~ T TS S =
tatmmeiitose: | | 0GEE Property Detol Modules
v
o /\ SeRn % Year Built 1964 @ DecentHomes — [E
- Number of Bedrooms 3 @ Water
7 w{ 2. Address list navigation Heating Individual heating system, Gas @ Asbesos
e Garden Yes @FRA
Conservatory No
347 buon oad _ Garage No @ RdSAP 5]
ity sy . Car Parking Yes @ WHQS fiant
y 0s Ve 40 meiRH W RASAP Total Floor Area
26 Botton Road iz |
) oS VRO mEAIRH =
29 Botton Road z % UPRN 000RB3 Archetype
jgeaecs/ |iEsesouenta g S 28 BoltonRoad  Block Type Property Performance Data
w) iy AER5 e Town Swinton Construction
General Condition
) A 8 County £64,898.00
o 8 n o MZ78UX Disabled Faclties 4. Details pane £0.00
Local authority "
- v 'S B New Kitchen Date

Figure 2: navigating Lifespan

7|1Page



http://www.pt-lifespan.com/LifespanWeb

hh
HOUSING

2.1 The Menu Bar

The menu bar allows you to navigate to each module, select options within the module and use the
filters to narrow down the properties contained in the address list. Some of the function buttons are
available in every module, whereas others change dependent on what information and tools are
required.

Select a module by clicking on the applicable heading at the top of the menu bar. The modules
displayed are linked to your account permissions.

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 ﬁ F ﬁ? % Clear o j (&5 Edit (& Groups f{ E?? @ 5

Reports~ @ Help

7 Open ) 3 Copy 143 Print Survey Form | () IT & Data Support
~grt Detail New % Delete Report Model Curnc;:g;:went Audit o Requast Training
C||Ck on the requ'red headlng dress Edit Open Static Reports Help

to navigate to the module

Figure 3: module tabs

Filters are available in each module, allowing you to narrow down your address list and access the
information you need. The filter buttons are within the ‘Address List’ section of the menu bar.

J7 }3 J7 ﬁ? ‘& Clear

7| Open
Default Quick Custom Sort

“f Clear

Address List

Figure 4: filter options

The ‘Edit’ section of the menu bar changes dependent on which module you are in. It provides all
the tools required to create new, edit and delete existing data.

[ Edit & Groups
=3 Copy

New
X Dalete

Edit

Figure 5: summary module edit buttons

2.2 The Address List

The address list shows all the properties that satisfy the current filter. If no filter has been selected,
all properties will appear in the address list.

The current property is the one highlighted in orange. To select a single property, click on the
address.
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Each address has a tick box to the left of the property name used for filtering purposes, bulk updates
and reporting. Tick the box next to any individual property to select/ deselect it or click the tick box
at the top of the list to select all properties in the current filter.

Tick to select
all properties

Y

1,12 3 456 . » ]
PROPERTY

DS Pm AHA
26 Bolton Road

DS $mdAA

29 Bolton Road

1091 items in 11 pages

Page size: 100

el Rn

-

A

b

Tick to select/deselect P

individual properties J

Figure 6: selecting properties

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

' Appliances
E.; Radon
Water

Asset Liability Register

Ecohomes XB

Fire

] ':»é&t

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 be displayed in colour if there is existing data within this module for the selected
property or greyed out if no data is present.

2.3 The Details Pane

Like the menu bar, this area changes according to which module is selected to show all relevant
information for the currently selected property. Depending on the module selected, there may also
be additional tabs, function buttons or interactive elements within the display.

RDSAP 2012 V9.94 100BRO2S

29 Bolton Road, Swinton, Manchester, Greater Manchester, M27 8UX

Energy Efficiency 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 ©

Improvement Measures

el- Measure Status Indicative Saving Green Deal  Reason

1
cted Cost (Efyear) Change Change Finance NOT Selected
A Increase Loft Insulation to 270mm SAP Improvement Too 0 0 0
Small
¥ Not 0
A Not 0 [] [)
B, insta ia Not ) ] [}
Q. Add Intemal or External Wall Insulation Not 0 0 0
Wi Fioor insulation (for Suspended Foor Not Appiicabie 0 0 0
W2. Floor Insulation (for Solid Ground Fioor) Recommended £4,000 - £6,000 39.05 159 196 No
(Main Property)
€. Instailincrease Hot Water Cylinder insulation Not Appiicabie ) [] [}
. Braughtproof Single Glazed Windows. Already Installed 0 [ [)
E. Low Energy Lights for all Fixed Outlets Recommended £20 2134 068 056
F. " instai Fot Water Cylinder Thermostat Not Appiicable ) [ [}
G._Upgrade H Central Heating System) Already Installed 0 [] [)
. Upgrade Heating Controls (for A em) Not Applicable 0 0 0
J.Replace Solid Fuel Boiler with B p 0 [ [)
K. "Repiace Soiid Fuel Heating with Bio with Boiier Not Appiicabie ) [] [}
L Reolace Boiler with Band A Condensing Boiler Already Installed 0 0 [

Figure 8: ‘RASAP 2012’ module details pane

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 the pages.

Select the number of properties
Go to previous page I Go to next page I you want to see per page
V

[Gotofirst page M) 4)1 2 3 456 _ ¥ M Page size: 100 ~

/ 1091 items in 11 pages
S~

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

Figure 9: 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 use filters in Lifespan: quick filters and custom filters.

3.1 QuickFilters

To use a quick filter, click on ‘Quick’ on the menu bar.

7 3& f %7 & Clear

7. Open

Default| Quick JCustom Sort

& Clear

Address List

Figure 10: quick filter button

The following window will 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

Figure 11: 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.

11| Page



LIF ~A NV

HOUSING
Search for part of/whole UPRN

Type part of or 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

Figure 12: 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 second box.

= 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

Figure 13: filter by property attribute and value
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Search by properties selection status:
Use this drop down to choose either ‘selected’ or ‘unselected’ properties. The drop down will only
be active if properties are selected in the address list.

& 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

Figure 14: filter by property selection status

Search for properties containing/not containing:
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 Paste UPRNs Special
(B ‘ -
Search for part of an Address or E}Asbestos
Postcode
Decent Homes
Search for Part of/Whole UPRN Dnocumems
Dsset Survey
Search for a Property Grouping: Dme
DProperty Attribute

Search for a Property Attribute and DRdSAP 212984
Value: D\‘Valer
[ JRadon

Search by Properties selection status:
yrep E]qus
Search for properties containing: Decent Homes -

Search for properties NOT containing:  Select .. v

| Go | Cancel ]

Figure 15: filter by containing/not containing

After selecting the appropriate filter, simply click ‘Go’.
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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 downs to exclude them from the
filter. For example, unticking the ‘Block’ option will exclude all blocks from the results.

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

Figure 16: filter exclusions

Use the last drop down to select other options to exclude. For example, unticking ‘Sold’ and

‘Demolished’ will include these properties in your address list. Click ‘Go’ once you have selected the
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
DSoId
C DDemohshed J
Lease Expired
uTransferred
Exp\rem
Exp\redQ

Figure 17: other exclusions

Paste UPRNS:

Use this tab to paste in a list of UPRNs from, for example, a spreadsheet or word document. Paste in
or type the UPRNs each on a new line and click ‘Go’.
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Filter

Filters Exclusions Paste UPRNs

Paste in a list of: | UPRNs -

Special

101015
101017
101033
101253

4 UPRNs have been entered

Go

Cancel

Figure 18: pasting UPRNs
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This tab holds permanent filters that can be written into Lifespan by the developers. Often these are

commonly requested filtering options. Select the filter to apply and click ‘Go’.

3.2

1. To start using custom filters, click on ‘Custom’ in the menu bar.

= Filter

Filters Exclusions Paste UPRNs
Select filter to apply:
P~
'\!;'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

Special

Cancel

J

Figure 19: special filters

Custom Filters

This example will show how to filter for properties with a SAP rating of 62 or higher and CO?
emissions of 4 tonnes or less per year.
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r v o

7./ Open
Default Quick |Custom| Sort

VW Clear

Address List

Figure 20: location of the custom filter button

2. Typing a name into the box allows you to save the filter for future use. Click on ‘Add Custom
Filter’ to begin.

& custom Filter

Name:lSAP Rating Filtel] Save | M|

CONDITION DESCRIPTION
No Filters have been defined

Add Quick Filter J

| AddCustom Fiter |

Apply Filter| | Cancel |

Figure 21: naming the filter

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

Custom Filter

Name:‘ SAP Rating Filter

CONDITION DESCRIPTION

No Filters have been defined

Operator Dataset Field Condition

And ﬂ RdSAP2012_994_1 /\' CD2emissionsA ¥ Less Than orEquaITo&

/ \ 4. Select a condition.

1. To begin, select 2. Select the dataset 3. Choose the fields

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 CO?% emissions of 4 or
we will select ‘And’ the filter. In this filter). For this filter less, so we choose
case the dataset is the first field will ‘Less Than or Equal To’
‘RdSAP2012 994 1’ be ‘CO2emissions’ ) T
\ A D

Figure 22: custom filters

16 |Page



LIF ~A INY

HOUSING

Filter
Pick Filter values from List?

5. Use the tick box under ‘Filter’ to
choose the values from a list. You can
3.8 choose more than one. Alternatively,
enter a single value in the text box

35

L
[
]
4
[
]
[

39

4.4
6. Click ‘Add’ to confirm

45 the first part of the filter
6.8

Figure 23: custom filters 2

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

CONDITION DESCRIPTION

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

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

Figure 24: filter conditions
Additional custom or quick filters may be added in the same way.

5. If you wish to save the filter, click on the ‘Save’ button. Run the filter by clicking ‘Apply
Filter’.

= 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

cares |

Figure 25: saving and running a filter

To open a previously saved filter, click on ‘Open’ on the menu bar, choose the filter, and click
‘Apply’.
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( L}a f ‘%? & Clear

7./ Open

Default Quick Custom Sort .
- WA Clear

Address List

Figure 26: opening a saved filter

To clear afilter, click on ‘Clear’ in the menu bar.

rad Voart—=

7.1 Open

Default Quick Custom Sort 2
i Clear

Address List

Figure 27: 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.

It's not mandatory to have groupings set, however the relevant searches and report outputs will be
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 grouped within the software, these are properties,
attributes and works.

Groupings are customer defined and form part of the system administration set up for your
company account using import/export sheets. For guidance on how to set up groupings, please refer
to section 6.2 Analysis Groups.

3.3.1 Property Groups

Property groups can be accessed via the ‘Summary’ module, where you can assign specific
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.

2. Click on the ‘Groups’ button under the ‘Edit’ section within the ‘Summary’ module.
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4.

(& Edit & Groups
=3 Copy
X Delete

New

Edit

Figure 28: property groups
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This will open a new display including all groups assigned to the selected property. If existing
groups are assigned these will be displayed, enabling you to either edit those existing or add

in a new grouping.

The group headings are displayed on the left and a pick list of values is available for each.

Select the relevant option from the drop-down lists.

A ‘save’ icon will be displayed next to any grouping where a new value is selected, this is to
indicate which values will be updated once the information is saved. All existing values will

remain unchanged for any property you are saving against.

= Edit Property Groupings

Select a value from
the drop down list

Property Groupings

Property Groupings for 000RE3, 37 Bolton Road, Swinton, M

Asset Type
Block | /
Communal Area
wl Detachment Type Semi-Detached v
Diictrict hama m‘

Figure 29: edit property groupings

There are three save methods to choose from, depending on if you want to update the new
grouping values for one or multiple properties. Click ‘Save’ and select the relevant option.

- For current property

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

- For all properties in filter

This will update the changed values for all properties in the current filter.

- For selected properties

This will update the changed values for all selected (ticked) properties.
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7

Select one of the
options to save

Save ‘vJ Cancel J

For current Property

For all properties in filt

For 5 selected properties

Figure 30: 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 action required 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 within the ‘Property Attributes’ module under the ‘Property Information’ tab.

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 right and can be selected to filter to the applicable
attributes.

Attribute Groups
ALR
Electrical Testing
FRA Background data

Gas Safety

Ooooo

Property Information 7

Figure 31: attribute groups
Some of the property groupings also influence how data is displayed in other modules. i.e. Attributes
have to be included in the ‘FRA Background data’ group in order to be displayed in the ‘General

Information’ section in the Fire Module ‘Fire Risk Management’ page.

For further guidance on using attributes within the software, please refer to section 5. Property
Attributes.

3.3.3 Work Groups

Work groups are 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 to group rates of a specific type i.e., 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 section 6.7.2
Analysis Groups. Alternatively, please refer to the Lifespan Mobile manual for information
on the mobile software data collection process.

4. The Summary Screen

Click on ‘Summary’ on the menu bar. The summary screen provides an overview of the selected
address.

roperty Attributes Documents Decent Homes SHQS WHQS Appliances Water Asbestos Fire EcoHomesXB RASAP 2005 RASAP 2009 RASAP20099.91 RASAP2012992 RASAP 2012993 ALR Hol

& Clear 5 edit & Groups | p 2

ra& v o |1 o 22 &i

. &1 Open 23 Copy B

LIF PANN Default Quick Custom Sort Property Detail Report Model Component Audit
HOUSING Cost

| Reports+ O velp

123 Print Survey Form & IT & Data Support

. Clear New X Delete 0 Request Training

Address List Address Edit Open Static Reports Help

Figure 32: summary button

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

Flat 7 Grebe Court Leacroft Close, Staines, TW18 4NP

Address Property Deto: Modules
Year Built 1989 @ RdsAP
Number of Bedrooms 2 @ Decent Homes
Heating Individual heating system, Gas @ Asbestos
Garden No
Conservatory No @ WHQS
Garage No © sHos
Car Parking Yes @ Asset Liability Register
Archetype Flat- Ground Floor  Property Performance Data
Block Type Block - Low rise
Construction Cavity
General Condition Good Condition @ Major Works

@ Cyclical

I No
UPRN Jo101y  Disabled Facilties
New Kitchen Date
Street/Road Flat 7 Grebe Court Leacroft Close
N throom D:
Town ew Bathroom Date Rental Income per week
ECO Fundin No ¢
County Staines ) Outstanding Loan P
Postcode TW18 4NP Outstanding Loan in years
P
Local authority Spelthorne Net Present Value
Social & Other Non-Financial Assessment Score
Location

Lifespan Links

Lifespan Carbon in Homes Assessment >

Lifespan Projects >

Figure 33: Summary screen overview

To download a report of the data contained within the summary module, click the ‘Standard
Property Report’ button at the bottom of the screen to generate a PDF output.

h Standard Property Report

Figure 34: standard property report button

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

? Lﬁ ? ;‘? ¢ Clear o j ﬁz::i;y & Groups % E? @

7. Open -
Property Detaill New Report Model Component Audit

- Default k Cust Sort
LIF \m) | Default Quick Custom So ~f Clear X Delete Cost
HOUSING
Address List Address Edit Open

Figure 35: Property detail button

Widgets may be moved around by clicking and dragging the title bar. The dotted line shows the
placement of the widget. They can also be collapsed/expanded or closed by pressing the relevant

buttons.

i Photographs

Click and drag
the title bar to
move the widget

L

Close a widget by
clicking on the cross

Figure 36: widget controls

To add new widgets or to replace a closed widget, select the desired widget from the drop down,
click on ‘Add Widgets’ and drag the widget into place on the screen.

Property Audit H¥

b

Add Widgets

Figure 37: adding a widget

You may notice some of the widgets have hyperlinks in their title bar. Clicking these links will
download the widget’s data in spreadsheet format.
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i Background Information
Attribute Value

()] Click to download No

&) the data Gas Full Wet System

?5_\ Construction Type Traditional Solid Construction

ﬁ? Consultant Name Property Tectonics Ltd

Y Pronsrty Motec Pronerty held for develonment

Figure 38: click the link to download the data

5. Property Attributes

Click on ‘Property Attributes’ on the menu bar.

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

raviw .. e & [ 050

LIF DA A Default Quick Custom Sort Z cl Property Detail | Work Completion New New Sub File
-1k v VK Clear Attribute Attribute
HOUSING
Address List Address Edit At

Figure 39: property attributes button

The property attributes module contains a number of tabs which include 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 to review 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.

1. Select the ‘Retrofit Assessment’ heading to display the survey data.
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PROPERTY ATTRIBUTES _ ] 100BRO31
1 Bolton Road, Swinton, Manchester, M27 8UX C||Ck to dISp|ay
attached photos at the
Asset Survey HHSRS Property Information Planned Mainten:
TR et bottom of the page
House Ventilation e Kere;un = &

internal doors?

Survey Informati

a copy of the

Property Details survey report

Click to download

“Nentilation INTERNAL -

ntilation INTERNAL

Property Risk

Resident Information

House Ventilation INTERNAL -

I INICRNIAL

Entilation INTERNAL -
pntilation INTERNAL -
Entilation INTERNAL -

INTERNAL -
House Ventilation INTERNAL -

Is there adequate combustible air to gas appliances, etc?

Is there any condensation or mould growth present?
Where is the condensation and mould growth located?

Is the roof space adequately lated2,

Unknown - GAS safe to
confirm

No
N/A

- Are there trickle vents to to all habi

Does the Kitchen have a window?
Is there background (trickle) ventilal

Is there an extract fan to the kitchel

Hover over the speech
icon to view comments

Kischan Extzact fan.Condition

NOTE

Please refer to section 16.

Living Room and Other Rooms (1-24) C - Average

V Reading (I/s

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

Planning Constraints
Site Constraints

Construction Details

Building Condition (General) o

House Ventilation 24

Figure 40: retrofit assessment
2. Use thefilters on the left to customise what survey 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
display the photographs at the bottom of the page underneath the question list.

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

5. To download a copy of the report, click the ‘Reports’ button above the list of survey
classifications.

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

Surveys for guidance on inputting and editing survey data.

Asset Survey

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

1. Select the ‘Asset Survey’ heading to display the survey data.
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PROPERTY ATTRIBUTES

31 Bolton Road, Swinton, Mancheste

Retrofit Assessment HHSRS

Survey Classification

Survey Information

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

o Construction Details

Property Details 0 Construction Details
Construction Details 24 Sonsttaction Detals
Construction Details

Construction Details

Construction Details

Construction Details

Construction Details

Construction Details

harges

EXTERNAL WALLS - External wall construction

EXTERNAL WALLS - Mean external wall thickness (mm)

EXTERNAL WALLS - Is there a cavity present

EXTERNAL WALLS - Has the cavity been insulated?

ROOFS - Roof (1) Type

ROOFS - Roof (1) Construction

ROOFS - Roof (1) Covering
WINDOWS - Windows (1) Frame type
WINDOWS - Windows (1) Glazina tvoe

03/11/2021
9

3

Cavity

300

Yes

No

Pitched

100BRO31

@

Click on a photo icon to
display attached images here -

V

Figure 41: asset survey

2. Use thefilters on the left to customise what survey 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
display the photographs at the bottom of the page underneath the question list.

4. The chain icon appears next to any question which is linked to an existing property attribute.

Please refer to section 16. Surveys for guidance on inputting and editing survey data.

5.3 HHSRS

If the selected address contains HHSRS information, the data will be present within this tab. Each
element of the HHSRS assessment is stored as a separate property information attribute and there is

also a link within the ‘Decent Homes’ module to update as part of this assessment.

1. Select the ‘HHSRS' heading to display the survey data.
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PROPERTY ATTRIBUTES R

Retrofit Assessment Asset Survey

ASSESSMENT TYPE  CATEGORY 1 HAZARDS

Dweling 0
Edit HHSRS

Risk Levels Click to edit the

Moderate

Hazard Categories
Physiological Requirements
Psychological Requirements

Protection Against Infection

Protection Against Accidents 1 —— ——

20ad, Salford, Manchester, M27 8UX

Property Information Planned Maintenance Service Charges

Physiological Requirements
[ Conditi
lyg

1. Damp and Mould Growth

Moderate

2. Excess Cold Moderate

assessment 3. Excess Heat

(Non-Microbial)

Moderate

4. Asbestos and Manufactured Mineral Fibre Typical

Typical

5. Biocides

Typical

Typical

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

Typical
Typical

Typical

Figure 42: HHSRS

Use the filters on the left to customise what survey 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. You can choose whether to filter on risk level, hazard category or a
combination of both.

To edit the assessment, click the ‘Edit HHSRS’ button displayed above the filters. The data
will appear in a new window, allowing you to make any changes as required.

The assessment type and date are displayed at the top, followed by each hazard category.
Use the drop-down menus to select the appropriate option and click ‘Save’ to apply your

changes.

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 Use the drop-down
Date of Assessment 27/07/2021 menus to select the

appropriate option

Physiological Requirements

Hygrothermal Conditions

1. Damp and Mould Growth Moderate
2. Excess Cald M7OdW/
3. Excess Heat g v

Pollutants (Nen-Micrell  Use the arrows to apply the

4. Asbestos and Manufad  top value to the category
5. Biocides only or full assessment
Lo Ad il A C 1 L e in? =l s | ! i 1

Figure 43: modify HHSRS

Property Information

The ‘Property Information’ tab contains all property information attributes for the selected address.
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. Select the ‘Property Information’ heading to display the attributes.

PROPERTY ATTRIBUTES ———
26 Bolton Road, Salford, Manchester, M27 8UX
Retrofit Assessment Asset Survey HHSRS Planned Maintenance Service Charges

C||Ck to h|de the Group Attribute Value Location Sub-Location

group filters

Asbestos Survey

P Inf
roperty Information Undertaken

FRA Background data

e Property Information Central Heating . .
Use the free text attribute filters
HHSRS @ Property Information Construction Type .
.. : to search under each heading

LRH Tralnlng o Property Information Consultant Name

Property Information Number of Bedrooms 2
Property Information 9 b o

Property Information Property Notes d:/:z;/m:m L
RB Test 0 . >
RB Test 1

Select one or more group

RB Test 3

filters to choose what survey
information is displayed

Salma Training

Salma Training 1

Window n

Figure 44: property information
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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.

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 free-text fields, type in a value and press ‘Enter’ on your keyboard to view all
applicable attributes.

5.5 Planned Maintenance

The ‘Planned maintenance’ tab contains all property attributes for the selected address which
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 automatically be moved from the ‘Property
Information’ tab into ‘Planned Maintenance’.

1. Select the ‘Planned Maintenance’ heading to display the attributes. To review the
maintenance details for an attribute, select it from the list and the schedule will be displayed
at the bottom of the screen.

PROPERTY ATTRIBUTES

31 Bolton Road, Swinton, Manchester, M27 8UX

100BRO31

Use the free text attribute filters
to search under each heading

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

RevofiAsscssment  AsclSuvey  HHSRS  Propery nformatn Senie

Rate Typ!

Asbestos Installation Deor (Side) Metal

2
Energy e Installation Boiler Gas Condensing Combi Kitchen ;
Equipment 0 Installation c Insuffucient staff »
sl 0 Click to display the associated

maintenance schedule
Medium Plan 0 Maintenance schedule

0 for the selected attribute

Radon

WATER 6 Planned Maintenance Schedule
jon 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 -
. Condensing Combi 0 - Not Prioritised A - Very Good 1 03/03/2038 3500 No v
filters to choose what survey | ... com 1 S =

information is displayed )

Figure 45: 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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Click on the filter icon in the top left of the screen to either hide or show the group filters
list.

Additional filter options are available under each heading for the elements of the attribute.
These are free-text fields, type in a value and press ‘Enter’ on your keyboard to view all
applicable attributes.

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 module via compliance links i.e., fire,
asbestos etc. (please refer to section 2.2 The Address List for the full list of module
icons).

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

When a work item has been completed, the applicable schedule will be displayed in green
and you will see ‘Yes’ under the completed column.

The maintenance schedule displays future maintenance items spanning a 50 year period.
This is based on the design life for the applied rate. i.e., 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 schedule - one for each renewal required within the next 50
years.

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 provides the percentage and
costings of applicable maintenance data. Similar to the planned maintenance schedule, the data you
see here includes the next 50 years of work renewals for the applicable components.

1.

Select the ‘Service Charges’ heading to display the information.

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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PROPERTY ATTRIBUTES {00BRS055
0 - 55 Bolton Road, Swinton, Manchester, M27 8UX
Retrofit Assessment Asset Survey HHSRS Property Information Planned Maintenance
TOTALUNITS  LEASEHOLD COUNT Recalculate

0 10
SLLECTION DATE
Fire Alarm Panel 01/08/2021 100.0%
Fire Alarm Panel Unit data 0110612022 100.0%
Fire Alarm Panel 1/06/ 100.0%
S Per block T G5 click to recalculate
. . , ; the service charges
Fire Alarm Panel Service Charge 01/06/2025 100.0%
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 01/06/2031 100.0% 5
Fire Alarm Panel Service Charge 01/06/2032 100.0% q Se rVi cec h a rge
Fire Alarm Panel Service Charge 01/06/2033 100.0% 4 . .
Fire Alarm Panel Service Charge 01/06/2034 100.0% £24 |nf0rmat|0n
Fire Alarm Panel Service Charge 01/06/2035 100.0%
Eiza Al i= /| s Lh, Q1ORION2E A00 00 £208 Eal
Figure 46: service charges
2. Use the ‘Recalculate’ button to recalculate the service charge data based on the

maintenance information.

5.7 Adding Property Attributes and Works
1. Highlight a property from the address list and click ‘New Attribute’
Documents Decent Homes SHQS WHQS Appliances Water Asbestos Fire EcoHomes XB RdSAP 2005
r 2 7 k? & Clear j (&5 Edit
Z 7. Open ° £ X Delete

Default Quick Custom Sort 2 Cl Property Detail | Work Completior] New [New Sub

v R Leear AttributefAttribute

Address List Address Edit

Figure 47: new property attribute button

2. Select an attribute and value from the drop-down menus. Type in a location and a sub-
location if required.

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

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

Attribute Complete Bathroom
Value Fittings and Floor Finish
*Location Ground Floor
*Sub-Location Bathroom/WC

Add a Maintenance Schedule J

ISave,. vI Cancel J

Figure 48: adding a new property attribute

3. If you wish to add a maintenance schedule, click on the ‘Add a Maintenance Schedule’

button. If not, simply press ‘Save’.

4. When you click ‘Add a Maintenance Schedule’, a new tab appears. Click the tab to proceed.

& 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 |

Figure 49: adding a maintenance schedule

5. Select a rate from the drop down. Start typing in the box to search the drop down 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

Figure 50: 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 unit rate cost.

& Property Attributes

AU | schedued ]

Remove this work

Select Rate:
Fittings and Floor Finish -
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

Figure 51: maintenance schedule options

8. Click ‘Set’ to generate a suggested completion date. You can change this if you'd prefer a
different date by clicking on the calendar icon.

Completion Date B

Figure 52: 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. Press ‘Save’ to finish.

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

Figure 53: further maintenance schedule options
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12. A spannericon ( 2 ) now appears to the right of the property attribute to indicate the

presence of a works schedule.

Editing Property Attributes and Works

1. Highlight an attribute and click ‘Edit’.

(&7 Edit

X Delete

1QS WHQS Appliances Water Asbestos Fire EcoHomes XB RdSAP 20
& Clear g j j
7. Open 0 £ :
Wl Property Detail | Work Completion New New Sub
ear Attribute Attribute
Address Edit

Figure 54: edit attribute button

2. Make the required changes and save.

Property Attributes

Attribute Schedule 1

Attribute ‘Complete Bathroom

Value ‘ Fittings & Floor Finish

*Location ‘ Bathroom/Wc

*Sub-Location ‘ Bathroom/Wc

Add a Maintenance Schedule

Save

Cancel

Figure 55: editing a property attribute

Deleting Property Attributes

1. Select the attribute you want to delete and click ‘Delete’.

% j j (& Edit
X Delete
Work Completion New New Sub
Attribute Attribute
Edit

Figure 56: delete property attribute button

2. Confirm the action by pressing ‘Delete’.
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-

Delete Property Attribute

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

| Delete |

Figure 57: confirm the removal

Cancel J

5.10 Deleting Maintenance Schedules

1. Choose an attribute with works. At the bottom of the screen, right click the schedule and
click ‘Delete Schedule’.

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 2 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 11/04/201
Complete Bathroomm b o Fittings and Floor Finis g:*date %R*.a‘.us 1 11/04/204
ange Rate
Complete Bathroomm R Fittings and Floor Finis 1 11/04/207

Work Programmes

Figure 58: deleting a schedule

2. Tick the box if you want to remove all completed work records for this component or untick
if you just want to remove any future work schedules against the selected attribute.

3. Confirm the removal by clicking ‘Delete’.
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Delete Work Schedules o x

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

Figure 59: confirm the removal

5.11 Copying Property Attributes

1. Onthe ‘Summary’ tab, highlight the property 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 v t 7
o R
O 47 Bolton Road
0 26 DS v e 40 meIIRGD VY
26 Bolton Road. Salford. r. M2 . 3
DS VoD medIRD
. 29 Bolton Road ) Sreater M 1 ;g
0 Ds PmdA e RN

3N Raltan Rnad
Figure 60: highlighting a property

2. Use the tick boxes to select the properties you wish the attributes to be copied to.
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M) 49123 456 ») M) Pagesize: 100 ~
1086 items in 11 pages
(O PROPERTY \ 4
¢ 2 -
15 Bolton Road
R
O 47 Bolton Road
DS ¢ a 60 IRV
O | o
26 Bolton Road , x|
Ds VoA %O AR
29 Bolton Road j
DS VRooA e iR .
30 Bolton Road -g f
— DS $abd 2 0RMD e

Figure 61: selecting properties by ticking them

3. Click on ‘Copy’.

: 0 j L7 Edit (& Groups

=3 Copy
[Property Detail New % Delete
Address Edit

Figure 62: location of the copy button

4. You can choose to copy over data to just the ticked properties, or to all properties in the
current filter. Select ‘Ticked properties’ to just copy to the three selected, then press ‘Next’.

= Copy Facility

Copy/Clone Facility
Property being copied from
26 Bolton Road, Salford, Manchester, M27 8UX

® Ticked properties

3 ticked properties within current filter

All properties in current filter
1079 properties within current filter

Figure 63: copy facility

5. Select the attributes to copy across and click ‘Next’.
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= Copy Facility

Copy/Clone Facility

[] mobuLE
Property Attributes And Work

Documents

0O 0 0O

Whags

(4

Decent Homes

4]

Asbestos
Fire
RASAP 2012 9.92

ECO Survey

0000

RASAP 2012 § 94

Figure 64: copying the attributes

6. This will bring up a screen with details of what has been selected. Press ‘Copy’ to confirm.

& Copy Facility

Copy/Clone Facility

Property being copied from
26 Bolton Road, Salford, Manchester, M27 8UX

The number of properties being copied to:

The following modules will be copied

s Decent Homes

e Asbestos
¢= Back Cancel

Figure 65: 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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(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 No
Complete Bathroomm » Fittings and Floor Finish 1 08/04/2033 5000 No

Figure 66: choosing a works schedule
. ¢ B ’
2. Click on ‘Work Completion’ on the menu bar.
[ ‘ y Edit
\é\f,
X Delete
Work Completion] New New Sub

Attribute Attribute
Edit

Figure 67: work completion button

3. Enter the actual cost of completion if this differs from the current work rate assigned. The
tick box ‘Do you want to change cost for selected properties?’ enables you to change the
cost of future work schedules to this same value — leave unticked to retain the rate cost for

future works.

4. Enter the dates of completion using the calendar tool and tick the box to regenerate the
future maintenance schedule. You are also given the option to select whether or not you
want to update the linked maintenance tasks, just tick each box as required. Press ‘Save’.
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Complete Bathroom - Fittings and Floor Finish

Actual Cost of Completion Work ‘ 5250

Date Completed 08/04/2023

Regenerate the Future Maintenance Schedule
based on the Design Life?

Rescheduled linked maintenance tasks in the D
management calendar?

ﬂ Cancel

Figure 68: work completion options
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Once a work item has been marked as complete, the schedule will be displayed in green and
you will see ‘Yes’ recorded in the completed column.

Planned Maintenance Schedule

Collection
Complete Bathroom

Complete Bathroom

5% %

Comnplete Bathronm

Action Priority Condition
Fittings and Floor Finish 0 - Not Prioritised B - Good
Fittings and Floor Finish 0 - Not Prioritised A - Very Good

Eittinas and Flnar Finich

Quantity
1
1
1

Date
08/04/2023
08/04/2033

02/04/204

Cost
5250
5000

5000

Completed
Yes
No

No

Figure 69: completed work schedule

NOTE Once a work item has been completed, this action cannot be undone. If marked as complete
in error, the schedule will need to be deleted and re-inserted against the address.

6 Import/Export Sheets

All import/export sheets are accessible via the ‘Property Attributes’ module. They take the form of
individual excel spreadsheets which can be used to insert new data or update existing information in

bulk.

1. Onthe property attributes page, click on the ‘Import/Export’ button within the
housekeeping section.

RASAP 2009 RdSAP 2009 9.91 RdSAP 20129.92 Rd

=5 | Reports+
0 bd|l o9 L

File  Photo [|ImportExport|Mobile

Attach Housekeeping Static Reports

Figure 70: import/export button
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2. The sheets are grouped into four different sections — Lookups, 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

ERA 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

Documents Property Attributes

FRA 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 roperty Checks

FRA Action Maintenance Compliance Links

FRA - High Rise External Building_Inspections

Fire Door Assessment
Fire Door Actions
HHSRS

Radon

Water

WHQS

Figure 71: choosing the data

Lookups

The ‘lookup’ sheets are used for the system configuration, they are essential in order to set
up the background information which is then used within the relevant modules throughout
the software.

- Attributes Lookup — set up new or amend existing attributes.

- Add Values to Attributes — assign pick list values to existing attributes.

- Rates Lookup — set up or amend existing work rates.

- Work Status Lookup — set up new or amend existing work status descriptions.

- FRA Action Priorities — set up new or amend existing FRA priorities and timescales.

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

- Lookup Fire Door Assessment — set 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 search criteria and offer value
when reporting on various data sets.

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

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

- Work Group Headers — set up new or amend existing work group headers.

- Work Groups — set up new or amend existing work groups under the group headings.

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

- Property Group Headers — set up new or amend existing property group headers.

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

- Group properties under a Property Group - assign properties to an existing property
group.

Core Information

The core information section contains all import/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.

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

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

- Property Detail — assign details to a property or update existing information.

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

- Property Sub Attributes - insert new or update existing property sub attributes.

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

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

- Calendar Items — set up new or amend existing calendar tasks.

- Checklist Tasks — set 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 Links — link rates to existing compliance items for module data updates.

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 & Servicing — insert new or amend existing property asset information.
- Assets & Servicing Histories — insert new or amend existing property asset servicing
information.
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- Asbestos —insert new or amend existing asbestos data and samples.

- Decent Homes — insert new or amend existing decent homes assessment data (English
users only).

- Documents —insert new or amend existing attachment data.

- FRA/FRA (PAS 79:2012)/FRA (PAS 79:2020) — insert new or amend existing FRA data.

- FRA Comments & Actions — insert new or amend existing FRA comments and actions.

- FRA PAS+ Questions — define new or update existing FRA PAS+ questions.

- FRA PAS+ Answers — define new or update existing FRA PAS+ answers.

- FRA Action Maintenance — insert new, update or mark existing FRA works as complete.

- Fire Door Assessment — insert new or amend existing fire door assessment data.

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

- HHSRS —insert new or amend existing HHSRS assessment data.

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

- Water —insert new or amend existing water assessment, measure and sample data.

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

6.5 Import/Export Commands

All import/export sheets will include the ‘Command’ column, it is what the software uses to identify
what action needs to be carried out.

There are four commands and these remain the same throughout the software, no matter which
import sheet is being used. The commands are Insert, Update, Delete and Ignore — each of their
purposes are outlined below.

- 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 row in your spreadsheet, if 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 are pre-populated with the command ‘Ignore’, in

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 the applicable import/export function.

NOTE The export options remain consistent for the majority of descriptions, however there are
some variants on the format of the export screen dependent on which option is selected.
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2. Choose what data you want to export. ‘Export’ will download all existing information,
enabling you to either amend current records or add new data and ‘Template Export’ will
download a blank template for you to insert new data only.

Export

Export ‘ ‘ Template Export

Figure 72: export options (general)
Some of the alternative export screens are shown below, with a description of their use.
e  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 prior to exporting the data.

Export

(J Include Retired Statuses in Export?

Export ‘ ‘ Template Export

Figure 73: export options (work status lookup)
e Property Filters

In each instance where the export relates to property level information, the following export
sheet will be displayed to include an option to ‘only export properties in the current filter’.
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 address list prior 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.

Figure 74: export options (property filter)
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Property Attributes

This export sheet allows you to apply an additional filter to the data prior to exporting. You
are given the option to select either ‘Attribute Name’ or ‘Attribute Template’ before
choosing one or more attributes (attribute name) or one or more group of attributes
(attribute template).

Choose your preferred attribute filter and then use the ‘Filter By’ drop down list to select the
filters required.

If ‘None’ is selected as the attribute filter, your exported sheet will include all property
attributes.

Export

Attribute Filter: Attribute Name -

Filter By: -
Export || Template Export

Only export properties in the current filter.

Figure 75: export options (property attributes)
Property Maintenance

The ‘Works’ export contains the property maintenance data and you will be able to apply
additional filters before exporting the information.

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 marked complete. 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 section 23.2 Custom Reports.

You are given the option to select either ‘Work Collection’ or ‘Attribute Name’ before
choosing one or more work items (work collection) or attributes (attribute name).

Choose your preferred work filter and then use the ‘Filter By’ drop down list to select the
filters required.

If the “‘Work Filter’ is left blank, your exported sheet will include all work items.
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Export
Work Filter: Work Collection A
Filter By: -
Export H Template Export
Only export properties in the current filter.

Figure 76: export options (planned maintenance)

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 end date fields by either typingin 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 a
Export H Template Export ‘

Figure 77: export options (calendar)

FRA

The ‘FRA Actions & Comments’ screen shows an additional option above the export section
as you are required to select the applicable FRA template to enable the software to generate
the applicable data export. Select from the drop down list and export as normal.

FRA Template

Select FRA Template
[ PAS 79-2:2020 v

Export

‘ Export H Template Export

Only export properties in the current filter.

Figure 78: export options (FRA comments and actions)
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Radon

The radon 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 the 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.

Figure 79: export options (radon)
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 should be implemented 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 normal.

Import/Export - Water

Select Water type | Select Water Type v

Export

Only export properties in the current filter.

Figure 80: export options (water)
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Editing Import/Export Sheets

The import/export facility is available for a wide range of datasets, however there are similarities
between many of the export sheets and the editing process is consistent for each.

Once you have selected the applicable section and chosen either the full or template export,
an excel file download will be generated. Open the file on your computer.

The spreadsheet will contain a number of columns relating to the dataset you have chosen.
If a template export has been chosen, this is the only information you will see allowing you
to populate the sheet with new data. Alternatively, if you have selected ‘export’ the rows
below will display all existing data held in Lifespan for your chosen criteria, allowing you to
edit existing data in addition to populating with new data.

Make your changes to the sheet, ensuring the ‘Command’ column is populated for each row
and save your spreadsheet ready to import back to Lifespan.
For further guidance on commands, please refer to section 6.5 Import/Export Commands.

You will notice that some export sheets are pre-populated with the command ‘Ignore’, in
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).

A common field when using the import/export sheets is ‘UpdateToNewReference’ or
‘UpdateToNewName’.

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

The purpose of the ‘UpdateToNew...." column is so that you can amend the existing identifier
without causing the software to error.

i.e. if you want to change the name of an existing attribute, leave the ‘Name’ column with its
current value and populate the ‘UpdateToNewName’ with the replacement name. In this
scenario, the command being used is ‘Update’ as you are amending existing data.

e.g.

{ New attribute name ii
Existing attribute name ] Attributes Lookup

J
Uatalype |]sP1ckl;stIl|lelder IsCloneable |IsMobile |CanBeSubAttribute |IsSubAttributeOnly |Comman pdateToNewName

~ FreeText TRUE ikl TRUE TRUE TRUE FALSE Update Boundary Type 1

T EroaTaut IDIIC 19 IDIIC TDIIC IO calce 1

Figure 81: attributes lookup example

6.7.1 Lookups

The ‘lookup’ sheets are used for the system configuration, they are essential in order to set up the
background information which is then used within the relevant modules throughout the software.
This group of import/export sheet are unlike others as the column headers don’t always relate back
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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 a couple of examples of Lookup sheets.

Attributes Lookup

The ‘Attributes Lookup’ sheet is used to create new or amend/delete existing attributes. An
attribute has to be created before it will be available in the software to insert at property
level.

Attributes Lookup

Name

IsPickList

ListOrder

IsMobile

DataType IsCloneable CanBeSubAttribute |IsSubAttributeOnly [Command |UpdateToNewName

Figure 82: attributes lookup

The column headers include.

- Name: Text field to assign a name for your attribute.

- DataType: choose from either ‘FreeText’, ‘Number’ or ‘Date’.

- IsPickList: “TRUE’ or ‘FALSE’. If marked as true you can add a list of preset values for
users to select from.

- ListOrder: the order you see the attributes displayed once assigned to a property. Each
attribute can be assigned a number or ‘0’ can be used for all and the list will default to
alphabetical order.

- IsCloneable: “TRUE’ or ‘FALSE’. Choose whether you want to be able to clone data across
different properties.

- IsMobile: “TRUE’ or ‘FALSE’. Whether or not the attribute is displayed within the mobile
software (this can be modified prior to a survey being carried out to update the survey
design).

- CanBeSubAttribute: ‘TRUE’ or ‘FALSE’. Whether or not the attribute can be used as a
sub-attribute.

- IsSubAttributeOnly: ‘TRUE’ or ‘FALSE’. Whether or not the attribute should only be
assigned as a sub-attribute.

- Command: ‘Insert’, ‘Update’, ‘Delete’ or ‘Ignore’. How the data is processed on import.

- UpdateToNewName: Text field to change the name of an existing attribute.

Rates Lookup

In order to create work items at property level, you need to ensure the rate information has
been set up — this is done via the ‘Rates Lookup’ sheet.

Rates Lookup

Reference

Life LifeUnit |IsArchived

Command

Cost

Collection Description RateType Uom ServiceCharge |ServiceChargeRecoverableRate UpdateToNewReference

Figure 83: rates lookup

The column headers include.
- Reference: A unique identifier for each rate. It can be numbers/text or
alphanumeric.
- Collection: Text field. Ideally this matches up with an existing attribute name —
provides a collection for the work.
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Description: Text field. Ideally this matches up with an existing attribute value
associated with the work collection — provides a description of the work.
RateType: Text field to define the type of work being carried out. i.e. ‘Installation’,
‘Cyclical’, ‘Energy’ etc.

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 completion of
work).

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

Uom: Text field to define the unit of measure per rate. i.e., ‘m?, ‘Im’, ‘Item’ etc.
LifeUnit: ‘Y’ or ‘M’ to confirm whether the lifecycle is measured in either Years or
Months.

IsArchived: “TRUE’ or ‘FALSE’. If marked as true the rate cannot be assigned to any
new work items. It will be stored in the software so you can still have visibility of
completed works using the rate.

ServiceCharge: ‘TRUE’ or ‘FALSE’ to show if a service charge applies to the rate.
ServiceChargeRecoverableRate: Number field to show the percentage of rate
recoverable amount i.e., 0-100.

Command: ‘Insert’, ‘Update’, ‘Delete’ or ‘Ignore’. How the data is processed on
import.

UpdateToNewReference: Text field to change the reference of an existing rate.

6.7.2 Analysis Groups

The ‘Analysis Groups’ section contains import/export sheets in relation to groupings within the

software.

There are three types of data which can be grouped within the software, these are attributes, works

and properties.

e Attribute Groups

There are two steps for creating attribute groups, first you create the group and second you
assign the attributes to that group.
1. The ‘Attribute Groups’ export contains only three columns.

Attribute Templates

Name Command |UpdateToNewName

Figure 84: attribute templates

The column headers include.

Name: Text field to define the name of the group as you want it to appear in
Lifespan.

Command: ‘Insert’, ‘Update’, ‘Delete’ or ‘Ignore’. How the data is processed on
import.

UpdateToNewName: Text field to change the name of an existing group.
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2. The ‘Group Attributes under an Attribute Group’ sheet enables you to then define which
attributes should be within each group.

Template Attribute Links

Template Attribute Command

Figure 85: template attribute links

Again, there are three column headers.

- Template: Text field — this needs to match exactly with the ‘Name’ of the attribute
group set up in the ‘Attribute Groups’ export. This is repeated on each row for as
many attributes are required.

- Attribute: Text field — one attribute per row. The attributes listed need to already
exist in the account and the name needs to match exactly so it can be identified by
the software on import.

- Command: ‘Insert’, ‘Update’, ‘Delete’ or ‘Ignore’. How the data is processed on
import.

e Work Groups
There are three import sheets required to set up work groups. The first sheet enables you to
create the group header, second the group names and third assigning specific rates to your

selected group.

1. The ‘Work Group Headers’ export sheet contains only three columns and allows you to define
a heading for each work group.

Work Group Headers

Name Command |UpdateToNewName

Figure 86: work group headers

The column headers include.
- Name: Text field to define the name of the group i.e. “Work Type’, ‘Survey Type’ etc.
- Command: ‘Insert’, ‘Update’, ‘Delete’ or ‘Ignore’. How the data is processed on
import.
- UpdateToNewName: Text field to change the name of an existing group header.

NOTE In order for the data to be shown correctly in the mobile software the group header ‘Work
Type’ should be used.

2. The ‘Work Groups’ sheet enables you to define the values that sit under each heading.
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Work Groups

GroupHeader |Name |Command |UpdateToNewName

Figure 87: work groups

The column headers include.

- GroupHeader: Text field — this needs to match exactly with the ‘Name’ of the work
group set up in the ‘Work Group Headers’ export. This is repeated on each row for
as many groups are required under each heading.

- Name: Text field — one work group name per row i.e. Kitchen, Bathroom, External
Fabric, Roof Fabric etc.

- Command: ‘Insert’, ‘Update’, ‘Delete’ or ‘Ignore’. How the data is processed on
import.

- UpdateToNewName: Text field to change the name of an existing group.

3. The ‘Group Rates under a Work Group’ sheet is used to assign rates to a group, to enable
collection of these maintenance items on the mobile software.

Rate Classification Links

GroupHeader |ClassificationName Reference |Collection Description Command

Figure 88: rate classification links

The column headers include.

- GroupHeader: Text field — this needs to match exactly with the ‘Name’ of the work
group set up in the ‘Work Group Headers’ export. This is repeated on each row for
as many groups are required under each heading.

- ClassificationName: Text field — one work group name per row i.e. Kitchen,
Bathroom, External Fabric, Roof Fabric etc.

- Reference: Unique rate reference — must already exist in the rates lookup.

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

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

- Command: ‘Insert’, ‘Update’, ‘Delete’ or ‘Ignore’. How the data is processed on
import.

e Property Groups

The property groups import/export sheets follow a similar format to the work groups as
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
assigning properties to your selected group.

1. The ‘Property Group Headers’ export sheet contains four columns and allows you to define a
heading for each property group.
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Property Group Headers

Name IsMobile | Command |UpdateToNewMName

Figure 89: property group headers

The column headers include.

- Name: Text field to define the name of the group as you want it to appear in
Lifespan i.e. ‘Asset Type’, ‘Property Type’, ‘Survey Type’ etc.

- IsMobile: “TRUE’ or ‘FALSE’ to confirm if the grouping should be displayed on the
mobile software for data to be added/updated during surveys.

- Command: ‘Insert’, ‘Update’, ‘Delete’ or ‘Ignore’. How the data is processed on
import.

- UpdateToNewName: Text field to change the name of an existing group header.

2. The ‘Property Groups’ export sheet is used to create or edit the property groups for the
account.

Property Groups

GroupHeader |[Name [Command |UpdateToNewName

Figure 90: property groups

The column headers include.

- GroupHeader: Text field — this needs to match exactly with the ‘Name’ of the
property group set up in the ‘Property Group Headers’ export. This is repeated on
each row for as many groups are required under each heading.

- Name: Text field — one property group name per row i.e. Dwelling/Block (Asset
Type), Surveyed/Cloned/Partial Survey (Survey Type) etc.

- Command: ‘Insert’, ‘Update’, ‘Delete’ or ‘Ignore’. How the data is processed on
import.

- UpdateToNewName: Text field to change the name of an existing group.

3. The ‘Group Properties under a Property Group’ sheet enables you to assign properties to
specific groups in bulk.

NOTE You cannot assign a property to more than one group within the same group headingi.e. a
property would not be classed as both ‘Block’ and ‘Dwelling’ under the heading ‘Asset Type’ —
only one grouping applies.

Property Groupings

GroupHeader | Group |UPRN |Addressl |Command

Figure 91: property groupings
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The column headers include.

- GroupHeader: Text field — this needs to match exactly with the ‘Name’ of the
property group set up in the ‘Property Group Headers’ export.

- Group: Text field — this needs to match exactly with the ‘Name’ of the property
group set up in the ‘Property Groups’ export.

- UPRN: Text field to define the UPRN of the property you want to assign to the group.

- Addressl: Text field to define address line 1 of the property you want to assign to
the group. This address should match the UPRN provided in the previous column.

- Command: ‘Insert’, ‘Update’, ‘Delete’ or ‘Ignore’. How the data is processed on
import.

6.7.3 Core Information

The ‘Core Information’ sheets are used to define and update data at property level. This includes
updating the property address details through to adding/updating attributes and work information.

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 than individually.

Below are a few examples of Core Information sheets.
e Properties

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

Properties

Address2 | Address3 |Address4 |Postcode |Longitude |Latitude | GovernmentUPRN |IsValidated | Command |UpdateToNewReference

|UPRN |Addressl

Figure 92: properties

The column headers include.

- UPRN: Used to define the ‘Unique Property Reference Number’. It can be
numbers/text or alphanumeric.

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

- Longitude/Latitude: Number fields to define the location of the property. If
unknown, ‘0’ can be used — this will be automatically updated by the software once
imported based on the postcode of the address.

- GovernmentUPRN: Used to define the associated Government UPRN for the
address. This field is not mandatory and can be left blank (there is an address match
facility within the RASAP module which can be used to update this field where

required).

- IsValidated: ‘TRUE’ or ‘FALSE’ to confirm if the property should be marked as
validated.

- Command: ‘Insert’, ‘Update’, ‘Delete’ or ‘Ignore’. How the data is processed on
import.
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- UpdateToNewReference: Text field to change the UPRN of an existing property.

Property Attributes

The property attributes import sheet is used to assign attributes to specific properties.

Property Attributes

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

Figure 93: property attributes

The column headers include.

- UPRN/Address1: Used to define the ‘Unique Property Reference Number’ and
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/Sublocation: Text fields to define a location and/or sublocation to the
attribute. These fields are not mandatory, they 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 match exactly with an existing value in your Lifespan account,
associated with the selected attribute.

- Command: ‘Insert’, ‘Update’, ‘Delete’ or ‘Ignore’. How the data is processed on
import.

A unique attribute is made up of the combined values ‘Location, Sublocation, Attribute’. This
means you will not be able to ‘Update’ the location or sublocation for an attribute via the
import/export function as the combination of values would no longer be recognised by the
software to know what needs to be updated. To change the location/sublocation of an
existing attribute it would either need to be deleted and re-inserted as new or updated
manually via the user interface.

Works
The works import sheet is used to assign a maintenance schedule to an existing attribute 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
need to be inserted via the ‘Property Attributes’ import sheet.

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

Figure 94: property maintenance
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The column headers include.

UPRN/Addressl: Used to define the ‘Unique Property Reference Number’ and
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.

WorkReference: No action required. This reference is generated automatically by
the software on import. This field can be left blank for new work items and will be
pre-populated for existing work.

Location/Sublocation/Attribute/Value: Text fields to define the location,
sublocation, attribute and value. The combination of values recorded here need to
match an existing attribute for the selected property.
Reference/Collection/Description/RateType: Text fields to define the reference,
collection, description and rate type of the work you want to assign. This
information needs to match exactly with an existing rate in your Lifespan account.
RecoveredServiceChargePercent: Number field to define the percentage of the cost
being recovered by a service charge.

Condition: ‘A — Very Good’, ‘B — Good’, ‘C — Average’, ‘D — Poor’ or ‘E — Very Poor’ to
confirm the current condition of the component.

Priority: ‘O — Not Prioritised’, ‘1 — Loss of Amenity’, ‘2 — High Cost’, ‘3 — Serious Risk’
or ‘4 — Dangerous’ to confirm the priority status of the work.

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, whereas a m? or Im unit of measure
would imply 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 the base cost or assign alternative if known.

ActionDate: Date field to define the next replacement date for the component.
MarkWorksAsComplete: ‘TRUE’ or ‘FALSE’ to confirm if the work item is completed
or still outstanding.

Command: ‘Insert’, ‘Update’, ‘Delete’ or ‘Ignore’. How the data is processed on
import.

UpdateToNewReference: Text field to change the rate of an existing work item.

6.7.4 Module Information

The ‘Module Information’ sheets are used to define and update data at property level. There are
separate import/export sheets to enable updating of module data, with the exception of energy data
which needs 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 than individually.

Below are a couple of examples of Module Information sheets.
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Asbestos

Each row of data in the exported sheet refers back to an individual asbestos assessment in
Lifespan. The fields in the sheet match those collected via the user interface when adding a
new or editing an existing assessment in the ‘Asbestos’ module.

The software is expecting specific data on import so like some of the other module sheets,
the asbestos export contains a second tab to provide some key module information — this
includes an ‘Asbestos Import Fields and Constraints’ table and a ‘Combinations’ table. These
should be used as reference when populating the sheet to ensure the correct values are
recorded and prevent errors when re-importing.

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,
Pouiounar Dafal if D d L nn/nang

Figure 95: 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

Figure 96: combinations
Documents

Each row of data in the exported sheet refers back to an individual attachment in Lifespan.
The fields in the sheet match those collected via the user interface in Lifespan when adding a
new or editing an existing attachment in the ‘Documents’ module.

56 |Page



(N
HOUSING

Property Attachments

UPRN |FileName

DocReference |FileType | Description | DateCreated |Show |AttachmentType |Command |UpdateToNewFileName

Figure 97: property attachments

The column headers include.

NOTE Onceth
module
provide
then be

UPRN: Used to define the ‘Unique Property Reference Number’ 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.

Filename: Text field to define the filename (including extension) of the attachment.
DocReference: Text field to define a reference for the attachment. This field is not
mandatory and can be left blank if no reference is required.

FileType: ‘Image’, ‘Document’ or ‘URL’ to confirm the type of file.

Description: Text field to provide a description of the attachment.

DateCreated: Date field to confirm the date to be displayed in Lifespan.

Show: “‘TRUE’ or ‘FALSE’ to confirm if the attachment should be marked as the ‘Main
Image’ i.e., the photograph displayed on the summary screen for the selected
address.

AttachmentType: ‘Asbestos’, ‘FRA’, “‘Water’, ‘Radon’ or ‘Appliance’ to confirm if the
attachment is linked to one of these modules or ‘None’ if not.

Command: ‘Insert’, ‘Update’, ‘Delete’ or ‘Ignore’. How the data is processed on
import.

UpdateToNewFileName: Text field to change the file name of an existing
attachment.

e sheet has been re-imported, you will see a record created within the ‘Documents’
for the applicable address. In order for the attachment to appear, you will need to
the Lifespan team with the physical attachment files (via FTP or other). These can
uploaded to the server to link up by the relevant file names so it is important to

make sure the filename recorded on the import sheet matches the file exactly — including
the extension name.

6.8 Importing Data

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

If you are still within the Import/Export area in Lifespan, click ‘Go Back’ to return to the import

screen. ‘Back to

Links’ is used to return to the full list of import/export options.
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& Import/Export - Result

Export Template Property Attribute - Result

Click ‘Go Back’ to return to
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

Figure 98: export result

Alternatively, return to page via the ‘Property Attributes’ module, ‘Import/Export’ button and select
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 screen dependent on which option is selected.

1. Click ‘Choose File’ and select the file you have saved, then click ‘Import’.

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

Import

Figure 99: import
Some of the alternative import screens are shown below, with a description of their use.

e Rates Lookup

By default, the software will not update any rate information linked to existing works when
importing changes to the rates lookup, which means that the changes will only impact on
any new maintenance schedules added after the updates.

The ‘Update Planned Maintenance’ option allows you to choose whether you want to
update existing works and if so, which elements of the rate you want to update.
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Import

Update Planned Maintenance

Don't Update v ‘

Select file to import ‘ Choose File ‘ No file chosen

Import ‘

Figure 100: import options (lookup rates)

You can select from the following options.

- Don’t Update: The changes will not impact on any existing works; they apply only to
new maintenance schedules added after the updates.

- Costs in Existing Data: This will update the costs for all existing and future
maintenance schedules.

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

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

- Service Recharges: This will update the service recharges for the account.

1. Select one of the options from the drop down list next to the heading ‘Update Planned
Maintenance’.

2. Click ‘Choose File’ and select the file you have saved, then click ‘Import’.

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

Figure 101: import options (lookup rates)(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 import. i.e., if the data sheet is imported with
the ‘Don’t Update’ option, the rates have now changed, so if you attempt to re-import with
an alternative update selection it will no longer impact on any previous data.

e Works
The ‘Works’ import has an additional option for if you want to update the compliance links
for either ‘WHQS’, ‘Decent Homes’ or ‘HHSRS’ as part of the import. This means that the

associated module will be updated in Lifespan for any applicable works.
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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. Click ‘Choose File’ and select the file you have saved.
2. Use the tick boxes as required to confirm which compliance links you want to update.

3. Click ‘Import’.

6.8.1 Import Errors

If there are any issues with the data you are trying to import i.e., missing fields/invalid values
present, the software will reject the import sheet. In such instances, the ‘Result’ screen will display
‘Import Failed’ and a spreadsheet will be generated to include an ‘Outcome’ column providing
further details of the error.

NOTE No changes will be implemented in Lifespan until the import is successful. If the import fails,
you can update the software generated sheet with corrections as required and re-import.
(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.

Back to Links

Go Back ‘ ‘ Close

Figure 102: import failed
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1. Open the software generated spreadsheet and go to the outcome column. The descriptions

here will vary dependent on the problem with the data, the example below shows errors
regarding the ‘Works’ import sheet.

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.

a) Awork

Figure 103: outcome spreadsheet

schedule with this rate already exists under this property attribute.

This error indicates that a user is trying to ‘Insert’ a work schedule that already exists
against the selected attribute. The software does not allow duplicates, so in this
instance, you would need to change the command to ‘Update’ to amend the existing
work schedule. Alternatively, make sure the new work item you are adding in is
being ‘Inserted’ against the correct attribute.

b) No property attribute with this combination of location, sublocation and attribute exists
under this property.

This error indicates that a user is trying to either ‘Insert’, ‘Update’ or ‘Delete’ a work
schedule against a property attribute that isn’t present for the selected address. In
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/sublocation/attribute in your
import sheet matches the existing records in Lifespan.

Refer to the outcome column for guidance on how to correct any invalid rows and make the

necessary changes to the sheet. Save the spreadsheet and return to Lifespan to re-import
your data.

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.

Go Back Close

Back to Links H

Figure 104: import successful
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6.9 C(Creating a Survey List

Another use of the import/export function is to create survey lists — these are used to assign one or
more properties to a surveyors account, which can then be downloaded to the Lifespan mobile
software in preparation of surveys being undertaken. This can save time for surveyors and also
ensures the correct addresses are downloaded to the mobile device.

1. Inthe ‘Property Attributes’ module, click on ‘Mobile” within the ‘Housekeeping’ section.

' Rep
al | @ (La

hoto | ImportExport] Mobile

L Housekeeping Static Rg

Figure 105: location of the mobile button

2. There are two stages, firstly you will need to set up the survey list record. Under ‘Survey
Lists’, click on ‘Set up a Survey List for a User Account’.

=] Mobile

Survey Lists

Set up a Survey List for a User Account

Add Properties to a user's Survey List

Figure 106: set up a survey list

3. This will bring up the survey lists options. Click ‘Export’ to download in excel format.

Mobile

Back to Links

Survey Lists

Import Location: = Choose File No file chosen
| Import | | Export |

Figure 107: exporting the survey list

NOTE There is no ‘template export’ option, so the sheet will include all existing lists by default. You
can either delete all existing rows before adding in a new list or use the command ‘Ignore’
for any rows you don’t want to change.

4. You will need to input the following information.
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- Username: The username for the user account you want to assign the survey list.

- Name: Text field to define the name of the list. This will be the name visible to the
surveyor on their tablet.

- Command: ‘Insert’, ‘Update’, ‘Delete’ or ‘Ignore’. How the data is processed on
import.

- UpdateToNewName: Text field to change the name of an existing survey list.

LIF A INY
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Username Name Command |UpdateToNewName

Figure 108: survey list
Complete the fields as needed and save the spreadsheet.

You can create multiple survey lists on the same sheet, each list should be on a separate row
and you need to ensure that there are no duplications. i.e., the same name cannot be
assigned more than once to the same user account.

Go back to Lifespan and this time in survey lists choose the file you have just saved and click
‘import” which will save your survey list. If there are any errors in the spreadsheet, a
message will appear saying it has not uploaded properly and a further spreadsheet
explaining the issue for each invalid row will download. You can then amend and re-upload
your list.

=) Mobile

Back to Links

Survey Lists

Import Location: | Choose File | No file chosen

| Import || Export |

Figure 109: importing the survey list

The next step is to add properties to the list you have just created. Under ‘Survey Lists’, click
on ‘Add Properties to a user’s Survey List and export.

=] Mobile

Survey Lists
Set up a Survey List for a User Account

Add Properties to a user's Survey List

Figure 110: add properties to a survey list
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There is no ‘template export’ option, so the sheet will include all properties in existing lists
by default. You can either delete all existing rows before adding in the properties for your
new list or use the command ‘Ignore’ for any rows you don’t want to change.

You will need to input the following information.

- Username/Name: Text fields to define the same username and name assigned to
the survey list you want to assign the properties to. These fields are repeated on
each row for every address being assigned.

- UPRN/Address1: Text 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.
- Command: ‘Insert’, ‘Update’, ‘Delete’ or ‘Ignore’. How the data is processed on
import.
LIF PANY
HOUSING
Username MName UPRN Address1 Command

Figure 111: add properties to survey list
Complete the fields as needed and save the spreadsheet.
You can add properties to multiple survey lists on the same sheet, each 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.

Go back to Lifespan and this time under ‘Add Properties’ choose the file you have just saved
and click ‘Import’ which will add the addresses included to your survey list.

=) Mobile

Back to Links

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

Figure 112: import properties to survey list

In the Lifespan mobile software, the surveyor will need to refresh their survey lists and
choose the list to download — identifiable by the ‘Name’ used in the list created. Once this is
done, all the properties will appear in their address list, ready for the survey to be
completed.
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7. Documents

Click on ‘Documents’ on the menu bar. Any documents or photographs attached to a property are
visible on the ‘Documents’ screen.

Ul Decent Homes WHQS Assets & Servicing Water Radon Asbestos Fire EcoHomesXB RdSAP 20129.94 S|

‘ O Hel
EEEE . 5
& IT & Data Support

Summary Property Attributes Jlials

r @ T AT [y we |
Ly
y A 7. Open o X Delete |
LlF - A NN Default Quick Cus}om Sort
HOUSING

PDF Schedule

o Request Training

& Clear Property Detail | New ‘Global

Address List Address | Edit Import View | Help

Figure 113: Documents tab

7.1 Adding Documents

1. Click on ‘New’.

j' [y Edit
)( Delete

etail New

s Edit Iy
Figure 114: new document button

2. Inthe ‘Add/Edit Attachment’ screen, select a type (Image, Document or URL) and use the
‘Select’ button to choose a file to upload.

a) If ‘Image’ is selected as the type, you will have the option below to ‘Show as Main Photo?’.
Tick the box to confirm if you want the uploaded attachment to be displayed as the main
photograph — this is the image displayed against the property on the summary screen and
property report. Ideally this should only be ticked for the front elevation image.

Attachments
Add/Edit Attachment
T v o ; ;
ype ‘ Image Description Fire Risk

Select file
Select Doc Ref. | Enter document reference |

Show as Main Photo? Date Created | 11/20/2018 | i

Attachment Type | None -

Figure 115: adding a new document
3. Add a description.
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Add a document reference if required (this field is not mandatory).

‘Date Created’ will always show today’s date by default but can be manually updated if
required. Type in the relevant date or select via the pop-up calendar.

‘Attachment Type’ is used to define whether the attachment is linked to a specific module,
for further guidance please refer to section 7.2 Linking Documents to Specific Modules.

Click ‘Save’ to upload your attachment.

Linking Documents to Specific Modules

If the attachment being uploaded relates to a specific module, you can utilise the
‘Attachment Type’ to select the applicable module from the list. If not, ‘None’ will be
selected by default.

Attachment Type | None v

Asbestos
FRA
Water
Radon
Appliance

MNone

Figure 116: linking a document

When selected, an icon for asbestos (El), fire (e), water (‘), radon ( Rn ) or appliance (’)
will appear to the left of the attachment to show which module it is linked to.

If ‘Asbestos’ or ‘Water’ have been linked, the attachment will also show under the
attachments section in the selected module tab.

: Asbestos Attachments

TYPE DESGRIPTION DATE LINKED
Image artex 15/03/2023 00:00:00 m
Image Sample1 12/05/2022 12:07:07 F
Basement - Store FE. 3 hd

Figure 117: asbestos attachments

To remove an existing link, edit the attachment, change the attachment type to ‘None’ and
save.
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Attachment Type | Ashestos i

Asbestos
FRA
Water
Radon
Appliance

MNone

Figure 118: 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
‘Attachment Links’ to add a link. Select ‘Add new attachment link’.

Add/Delete Attachment link(s)

| €D Add new attachment link

ATTACHMENT LINKS LINK TYPE

Attachment does not link to anything

Cancel Save

Figure 119: add an attachment link

2. For ‘Link Type’ choose property attribute, then select the relevant attribute from the drop-
down list. Click ‘Insert” and then ‘Save’.

Link Type
Property Attribute h

Attachment Links

Year Built Date I

FRA--

Boiler - Kitchen -

Water Measure - N/A - No action required

Figure 120: choose an attachment link

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

successfully linked. Similarly, a paperclip icon ([liJ ) will now be seen to the right of the
attribute name in the property attributes tab.

4. To remove an existing link, edit the attachment in the documents tab and press the bin icon
next to the attachment. Click ‘Save’.
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Add/Delete Attachment link(s)
€ Add new attachment link
ATTACHMENT LINKS LINK TYPE
Boiler - Kitchen PropertyAttribute
Cancel

Figure 121: delete an attachment link

5. Alternatively, you can create an attachment link via the ‘Property Attributes’ module by
selecting an existing attribute and clicking on either the file or photo button to link an

attachment.

= NOo7T SO TC T JuTvEy

Edit -~
J || @

File  Photo || ImportE

Delete

Attach Hou

Figure 122: attach a file or photo

6. Similarly, selecting an assessment from the asbestos or fire module and clicking on either
the file or photo button will create a link to the assessment and module.
7.4  Editing Documents
1. Select the record of the existing document you want to edit.

2. Click ‘Edit’.

etail New

s Edit In
Figure 123: edit button

3. This will open the add/edit attachments screen. Make any changes as required and click

‘Save’.
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& Attachments

Add/Edit Attachment
Type Image

Select file

Show as Main Photo? (J

Add/Delete Attachment link(s)

© Add new attachment link
ATTACHMENT LINKS

T Boiler - Kitchen

v D . Boiler - Kitchen
escription

Doc.Ref.

Select

Date Created 24/05/2023

Attachment Type  None

LINK TYPE

PropertyAttribute

Gance

Figure 124: edit an existing document

Deleting Documents

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

2. Click ‘Delete’.

Jetail

j L_jEdit
X Delete
New
Edit I

3. Click ‘Remove’ to confirm.

Figure 125: delete button

=

Please confirm removal of 'Boiler - Kitchen'

| Remove | Cancel J

Housing Standards

Figure 126: confirm removal

Depending on which area of the country you reside in, you will have to follow the relevant housing
standards. In England, this is ‘Decent Homes’, for Wales ‘Welsh Housing Quality Standards’ (WHQS)
and for Scotland ‘Scottish Housing Quality Standards’ (SHQS). Each standard has an applicable

module in Lifespan to store the assessment data at property level.
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8.1 Decent Homes Assessments

Click on ‘Decent Homes’ on the menu bar.

Summary Property Attributes DocumemsSHQS WHQS Assets & Servicing Water Radon Asbestos Fire EcoHomesXB RdSAP 2012 9.f

( L?a ( ' %? i Clear o j (&5 Edit (&7 Edit | Reports ~

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

Figure 127: location of the 'Decent Homes' module

Decent Homes compliance information is presented in widget form. For more information on how to
use widgets, please refer to section 4. 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 containing/not containing decent homes data or to show
compliant/non-compliant properties. Click on the arrow below the decent homes icon to select the
relevant option from the drop down list.

nents WMV SHOS  WHQS  Assets & Servicing

) Lﬁ ?Tﬁ? % Clear

7 Open
t Quick Custom [Decent Homes Sort 2 Proj]

v A i, Clear

Contains
A
— Does Not Contain
Compliant E[\
)I_- Page siz Non-Compliant

ooomon Ro
Figure 128: decent homes filter

8.1.1 Adding Decent Homes Assessments

j’ [y Edit
)( Delete

New

1. Click ‘New’

¥ Calculate

Edit

Figure 129: new decent homes assessment

2. Select the dwelling type and enter the survey date. Select the compliance overridden status
and enter a reason if possible. Enter any comments at this stage and click ‘Save’.
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Dwelling Type

Survey Date

Reason
Comments

Dwelling Compliance Overridden

Dwelling Compliance Override ‘

Save ‘ Cancel 1

Decent Homes

| Flat (Less than 6 Storeys) v |

22/05/2023

| Not Applicable v |

Figure 130: new assessment details
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The information entered so far will displayed within the ‘Decent Homes Header’ widget.

Back on the Decent Homes screen, work through the assessment - editing each component

within the ‘Decent Homes ltems’ widget. To update you can click on either the ‘Not Set’ or
‘Edit Item’ links found to the right of the attribute name.

- Decent Homes Items

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 ltem
Gas Boilers/Fires Not Set Edit ltem
Storage Heaters Not Set Edit Item
Electrics Not Set Edit Item
Gas System Not Set it ltem
Yes
State of Repair - Other Components
Kitchen Not Set Edit Item
Bathroom Not Set Edit ltem
Central Heatina/Boiler Distribiition hot Spt Edit Item

Figure 131: decent homes items

4. Populate the age of the component using the drop down list. The ‘Item is in poor condition?’
tick box should be used only when applicable for the selected component. Click ‘Save’.
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Item: Wall Finish

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

Cost to make decent

Save || Cancel

Figure 132: decent homes - component

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

LIF
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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
populate. Any instance of this is down to the compliance links between the ‘Property
Attributes’ and ‘Decent Homes’ modules. For further information on compliance links please

refer to section 5.5 Planned Maintenance.

6. Linked works will be displayed under the ‘Update Link’ column as below. Click on the

description to open the work schedule details.

Decent Homes ltems

! Ignore poor condition in year of failure calculation?

Item Compliant Age/ Poor Cost Year Update
Description Condition of Link
Failure
HHSRS - Severe Risk
No 0 Stouteg)

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 g Mo Edit ltem
Chimneys Yes 4 No Edit Item
Windows & Lintels Yes g Mo Edit Item
External Doors Yes g Mo Edit [tem

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

Figure 133: decent homes compliance links

8.1.2 Editing Decent Homes Assessments

1. To edit the general assessment information, click on ‘Edit’.

j L_j Edit
>( Delete

New

¥ Calculate

Edit

Figure 134: edit assessment button
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2. Enter the updated details and click ‘Save’.

& Decent Homes o x
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 None.|

Cancel

Figure 135: editing a decent homes assessment

3. To edit any of the components, you can click on either the ‘Not Set’ or ‘Edit Item’ links found
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

Yes 0 atiibutes)
State of Repair - Key Components
Wall Structure Yes 25 No Edit ltem
Wall Finish Yes |25 No Edit ltem |
Roof Structure Yes 25 No Edit Item
Roof Covering Yes 25 No Edit ltem
Chimneys Yes g—gﬁ icape O Edit ltem

LYY PV . S - P Py LV sy [ L 1 N T S

Figure 136: editing decent homes attributes

4. Enter the updated details and press ‘Save’.

Decent Homes - Component o
Item: Wall Finish
Age |28 v

ltem is in poor condition? (]

Cost to make decent

Cancel |

Figure 137: saving the changes
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8.1.3 Deleting Decent Homes Assessments

1. Toremove an existing decent homes assessment, click ‘Delete’.

vicing Water Radon Asbestos Fire EcoHomes

j [ Edit (& Edit
° X ose

Property Detail| New & Calculate 2 Sync

Address Edit ‘ HHSRS

Figure 138: the delete button

2. Click ‘Remove’ to confirm.

Decent Homes o

Please confirm removal of Decent Homes Assessment

| Remove | Cancel J

Figure 139: confirm the removal

8.1.4 Calculating Decent Homes Assessments

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 bulk or making changes to the planned
maintenance data i.e., completing works that use compliance links).

1. To calculate one or more assessments, click ‘Calculate’.

vicing Water Radon Asbestos Fire EcoHomeg
o D [ Edit (& Edit

X Delete X Dele

Property Detail| New & Calculate 2 Sync
Address Edit HHSRS

Figure 140: decent homes calculate button

2. Choose to update either highlighted, ticked or all properties and click ‘Calculate’.
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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

—

k)AII properties

All of the properties within the current filter

| Calculate | Close J

Figure 141: calculate decent homes

3. A confirmation screen will appear 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)

Click on “‘WHQS’ on the menu bar.

Summary Property Attributes Documents Decent Homes SHQS WHQSf Assets & Servicing Water Radon Asbestos Fire EcoHomes XB

3 & Clear (57 Assessment (& Edit ' Reports »
| z i

A

7 Open X Delete X Delete
i P i ,
NS Default Quick Cusfom Wi—iQS Sort v,( Clasi roperty Detail W Calculate 2 Sync
HOUSING
Address List Address Edit HHSRS Static Reports

Figure 142: location of the 'WHQS' module

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 data. Click on the
arrow below the radon icon to select either ‘Contains’ or ‘Does Not Contain’ from the drop down list.

Documents Decent Homes SHOS m Assets & Servicin

r ﬁ 7 'm 5 i Clear o

7 Open

Default Quick Custom WHQS  Sort » Property [
- - 5 Clear
Adq  Comains Addre]
_— Does Not Contain
Training ; \/\/F| Q}

Figure 143: WHQS filter

The information is presented in separate windows, each containing a different dataset.

Property — This section will display the front elevation image for the selected address.
General Information — This section will display some background data for the selected

address i.e. assessment version, name of surveyor and date of assessment. This information
is pulled through from the existing survey data.
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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 accompanying notes.

Reports — Click the ‘Property Passport’ link to download a pdf document. The property
passport contains information relating to retrofit works on the selected address, including
energy information, completed retrofit measures and recommended 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 data, click ‘Assessment’.

arvicing  Water Radon  Asbestos Fire EcoHor

(57 Assessment || [z Edit

o X Delete X Delete

serty Detail

W Calculate < Sync

Address Edit HHSRS Staf

Figure 144: 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 the bottom left of the
screen ‘WHQS 2005 Assessment’. If no previous data exists, you have the option to ‘Create
One’ by clicking the link.

Previous Versions Previous Versions

l WHQS 2005 Assessment I No Previous Version. Create One

Figure 145: previous WHQS assessment

The question summary is on the left of the screen, navigate through the assessment either
by selecting from the list or using the ‘Next’ button at the bottom of each section.

Start the assessment by entering the ‘Surveyor Name' in the free-text field, type in a ‘Survey
Date’ or select via the calendar icon and apply a preset is required.

The preset options are ‘None’ (this is the default option), ‘House’, ‘Flat (Self-contained)’ or
‘Flat (Not self-contained). Dependent on the preset selected, some of the questions will
automatically populate with ‘Not Applicable’ where appropriate.

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

relevant values. As you complete sections, this will be indicated by a green ‘thumbs up’ icon
on the left next to the applicable part.
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Assessment

Part 1 ®
Part 2 ®
Part 3

Dot A

Figure 146: WHQS progress indicator

6. 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 value will be pulled
through giving you an indication of which value should be selected from the drop-down list.

7. Once the assessment has been fully populated, the completion status will be updated to
show either ‘Compliant’ or ‘Non-Compliant’.

Non-Compliant

‘ Compliant

Figure 147: compliance status

8. Click ‘Save’ once completed. The ‘Close’ button can be pressed at any time to return to the
WHQS module.

& Welsh Housing Quality Standards 2023

Welsh Housing Quality Standards Assessment

Assessment Assessment

Part 1
Surveyor Name
Part 2

Part 3 Survey Date dd/mm/ yyyy

Part 4
Apply Assessment Preset None v

et Completion
Part 6 Next Part 1 status

Part 7

- Select an assessment part

to populate the questions

S Access previous version data or create Save and Close

new assessment in the previous

Validate Save Close

Figure 148: Welsh housing quality standards 2023

8.2.2 Deleting WHQS Assessments

1. Toremove an existing WHQS assessment, click ‘Delete’.
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2. Click ‘Delete’ to confirm.

Figure 149: the delete button

= Delete WHQS

Delete WHQS assessment record

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

Cancel
———

Figure 150: confirm the removal

8.2.3 Calculating WHQS Assessments
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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 bulk or making changes to the HHSRS or energy
data i.e., updating items that use compliance links).

1. To calculate one or more assessments, click ‘Calculate’.

srvicing Water Radon Asbestos Fire EcoHo
[ Assessment | [ Edit

0 X Delete X Delete

e W Calculate = Sync

A\ddress Edit HHSRS Sta

Figure 151: WHQS calculate button

2. Choose to update either highlighted, ticked or all properties and click ‘Calculate’.
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WHQS Batch Calculation o

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 ’

Figure 152: WHQS batch calculation
3. Aresults screen will appear once calculated outlining the success rate for the selected

properties. If there are any calculation errors, an outcomes sheet will be generated
providing further details.

9. Assets & Servicing

Click on ‘Assets & Servicing’ on the menu bar. This module is used to store asset details and all
corresponding service history information.

Summary Property Attributes Documents Decent Homes SHQS WHQ\‘Wator Asbestos Fire EcoHomes XB RdSAP 2005 RdSAP 2009

I Default 27 Sort K Clear [ Edit | Reports~ &) Help

# Quick & Clear ‘ o X Delete € IT & Data Support

- il

LI F A IN Y |Custom~ z] Open PropertyDetal New
HOUSING

o Request Training

Address List Address Edit Static Reports Help

Figure 153: 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 find the details and service history information for the selected
asset.

9.1 Adding a New Asset Record

1. To create a new asset record, click new.

HQS EEESRERWL Tl Water Radon Asl

Br j (&5 Edit
En 0 X Delete

Property Detail New

Br

Address Edit S

Figure 154: adding a new asset
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2. Inthe ‘Servicing & Inspection’ dialog box, complete the fields in relation to the appliance,
installation and service records by choosing from the drop-down lists or typing in the

information.

NOTE

The drop down list is custom defined as it is updated automatically each time a new value is

entered. This is to aid data consistency as each account user will have access to the same

list.

Once complete, click ‘Save’.

= Servicing & Inspection

Appliance 1D
Appliance Boailer

Appliance Type

Fuel Type |
Electric
Lecation -
>as
Manufacturer Type or 5
Brand Name | Select from the drop-
Macelhame | dOwn lists or type
_ directly into the fields
Version

Installation

Tyvpe or select appliance lype.

Serial Number

Type or select flue fype

Flue Type

Safety Valve Type
Council Gas Number
Service Frequency
Service Frequency Unit
Tenant Apphance
Status — Select Status —

Archived:

Type or select safety valh

e fyp

e

Service

Click on the Appliance,
Installation and Service tabs
to display the relevant fields

-

Save

Cancel
—)

Figure 155: new appliance details

3. Returning to the main screen you will see the new asset entry listed, click on the asset

description to display the details and service history at the bottom of the screen.
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Figure 156: appliances screen

Editing an Asset Record

1. Select the record you want to amend and click ‘Edit’.

HQS WLEESSRCRERNL N Water Radon  Asl
br j [ Edit
En 6 x Delete
Property Detail New
Address Edit 5

Figure 157: edit an asset record

2. The ‘Servicing & Inspection’ dialog box will reopen allowing you to amend the previously
saved information. Make the required changes to the data and click save.
9.3 Delete an Asset Record
1. Select the record you want to remove and click ‘Delete’.
HQS WEEESRIRITIL Water Radon  Ast
Br | j [ Edit
EN o X Delete
Property Detail| New
Address Edit St

Figure 158: delete an asset record

-
|.| F A N Y
HOUSING
ASSETS & SERVICING 100BRO37
37 Bolton Road, Swinton, Manchester, M27 8UX
100BR0O37-01 Gas Boiler Kitchen 15/07/2022 15/07/2(
Asset records for the selected
property, click to review details
and service history below
4 L
Appliance Details Next Service Details
Appliance |D: 100BR0O37-01 Contractor Name: Boiler Co.
Appliance Boiler Engineer Name:
Appliance Type rt No: CERT-00BR032
Serial Number: GC No: 406-727-599 22
Fuel Type Gas Details and service history |~
Location: Kitchen
for selected asset
BrandName: Suprima
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2. Click delete to confirm removal of the record.

Delete appliance =

Please confirm removal of Boiler (100BR037-01)

| Delete | Cancel J

Figure 159: confirm removal of asset record

9.4 Adding a New Service History Record
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1. Select the record of the asset you want to add the service history information to and go to

the ‘Service History’ tab. Click on ‘New Service’ to add a new service record.

ASSETS & SERVICING

37 Bolton Road, Swinton, Manchester, M27 8UX

FUEL APPLIANCE LOGATION LAST SERVICE

100BRO37-01 Gas Boiler Kitchen 15/07/2022

NEXT SERVICE

1D
15/07/2027

100BRO3]

1. Select the record of the asset you
want to add service history data against

2. Click the ‘Service History’
tab to display the information

Service History

Details

[ New servicg || Edit service || Delete service |

SERVICE DUE DATE FURTHER ACTION REQD ~ COST

COMPLETED

Boiler Co. 15/07/2022 15/07/2027 Maintain £150.00 Yes
Boiler Co. . ‘ . , 15/07/2027 15/07/2032 Maintain £150.00 No
3. Click ‘New service

J

Figure 160: new service history record

2. Enter the details of the service in the fields provided, then click ‘Save’.
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& Add new service history

Service History

Contractor Name: Boiler Co. h

Engineer Name| Enter the

Certificate Num{  S€rvice details a2

Date Serviced: E
Service Completed?:

Service Frequency 5

Service Frequency Unit Years -
Service Due Date: 14/06/2028 B
Further Action Required: Nane e
Action Taken: Serviced

Cost: 150

Save Cancel

Figure 161: add new service history

Your new record will now be displayed under the service history section of applicable asset.

9.5 Editing a Service History Record

1. Select the record of the service history you want to amend and click ‘Edit service’.

Details

1. Select the service
record to amend

New service ” Edit servi Delete service ‘

CONTRACTOR NAME NAME | ENGINEER CERT NO DATE SERVICED SERVICE DUE DATE FURTHER ACTION REQL\

Boiler Co Ji CERT-00BR032 15/07/2022 15/07/2027 Maintain
Boiler Co 14/08/2023 14/06/2028 None £150.00
. ‘ . . )
Boiler Co 2' Cl ICk Ed It service 14/06/2023 14/06/2033 Maintain £150.00 No

Figure 162: edit a service record

2. The ‘Edit service history’ dialog box will open allowing you to amend the previously saved
information. Make the required changes to the data and click save.

9.6 Deleting a Service History Record

1. Select the record of the service history you want to delete and click ‘Delete service’.
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Details
1. Select the service

New service ” Edit service ” Delete service record to delete

CONTRACTOR NAME ENGINEER NAME ENGINEER CERT NO DATE SERVICED SERVICE DUE DATE FURTHER ACTION REQD

Boiler Co. John Smith 15/07/2022 15/07/2027 Maintain

Boiler Co John Smi 14/06/2028 None £150.00 Yes
. ‘ . ’

Boiler Co 2. Click ‘Delete service 14/06/2033 WMaintain £150.00 No

|\ J

Figure 163: delete a service record

2. Click ‘Delete’ to confirm removal of the record.

= Delete service history

Please confirm removal of selected service histary.

I Delete | Cancel J

Figure 164: confirm removal of service record

10. Water

Click on “Water’ on the menu bar. The water module is used to store water risk assessments and
details of associated samples and measures. The data is stored in widget format, displaying each
element in a separate window.

Summary Property Attributes Documents Decent Homes WHQS Apphancesm Radon Asbestos Fire RdSAP 2012993 RdSAP20129.94 Surveys

T Lﬁ T . AT’ & Clear o j [ Edit AReports~ | “sereot Widget .
l )( Delete .

2z Open
- faul
LlF ANN Default Quick Cus’tom Wavter Sort
HOUSING

Property Detail New

X Clear A4

Address List Address Edit Static Reports Add Widgets

Figure 165: location of the water module

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 water data. Click on the
arrow below the water icon to select either ‘Contains’ or ‘Does Not Contain’ from the drop down list.

Summary Property Attributes Documents Decent Homes WHQS Appllances

r T edr i

Default Quick Custom| Water Sort Priy
[N Y . v v K Clear

HOUSING =
Add Contains

Does Not Contain

Total Stock: 1078 ]
Figure 166: water filter

T ———
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10.1 Adding a New Water Risk Assessment

1. To add a new water assessment,

click ‘New’.

& Clear
7.1 Open

X Clear

Property Detail New

ppliances Radon Asbestos Fire RdSAP 2012

j’ (&5 Edit
0 X Delete

Address Edit Stat

Figure 167: new water risk assessment

2. Populate the ‘Water Risk Assessment Details’ by completing each relevant field.

AYnh

HOUSING

The majority are free text comment boxes allowing you to follow the format of your risk
assessment. For the date fields, you can either type in manually or click on the calendar icon
to select a date. To attach a file, click ‘Choose File’ and select the document you want to

upload.

Overview:

Enter the
assessment details

Assessment Date:
Mext Review Date:
Surveyor Name:

Consultant Name:

Comments:

& Water Risk Assessment Details

This risk assessment was carried out on

15 July 2022 and considered the hot &
cold water system

The risk assessment found that the

water system is not compliant with the =

© The inspection identified some areas of

concern, the following require

attention:

+ Address the lack of management of

the legionella control process. -
15/07/2022 B

15/07/2024 B

Surveyor

Water Consultants

Site Report Filename:| Choose File | No file chosen
Other Filename:| Choose File | No file chosen

Click ‘Save’ L
L\

Figure 168: new water risk assessment details
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3. When you return to the main screen, you will see the information updated in the ‘Water Risk
Assessment’ widget.

= Water Risk Assessment

This risk assessment was carried out an 15 July 2022 and considered the hot & cold water system. The risk assessment found that the water system is not compliant
Overview with the requirements of the Health & Safety Executive ‘Legionnaires’ disease - The control of legionella bacteria in water systems — Approved Code of Practice and
qguidance on regulations’ (ACoP L8).

The inspection identified some areas of concern, the following require attention: « Address the lack of management of the legionella control process. Implement a
Summary Of Measures  written control scheme for preventing or controlling the risk from legionella in accerdance with ACoP L8 and HSG274 part 2. » Confirm whether a TMV is fitted on the
'WC wash hand basin

Date of Assessment 15/07/2022

Date of Next Review 15/07/2024

Surveyor Surveyor

Consultant Water Consultants -

Figure 169: completed water risk assessment

10.2 Editing a Water Risk Assessment

1. To amend an existing water assessment, click ‘Edit’.

ppliances@Radon Asbestos Fire RdSAP 2012

I

‘K Clear ! 2 Edit |
FL-
o X Delete

7. Open

Property Detail New
& Clear b

Address Edit Stat

Figure 170: edit a water risk assessment

2. The water risk assessment details window will appear. Make any changes as necessary and
click ‘Save’.

10.3 Deleting a Water Risk Assessment

1. Toremove an existing water assessment, click ‘Delete’.

ppliarceam Radon Asbestos Fire RASAP 2012

§ Clear j [ Edit
o X Delete

7. Open

“i Clear

Property Detail MNew

Address Edit Stat

Figure 171: delete an assessment
2. Click ‘Remove’ to confirm deletion of the assessment.
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= Water Assessment Details

Please confirr
Surveyor: RB

Figure 172: confirm deletion

10.4 Water Attachments

The water attachments widget displays all linked attachments for the selected property. This will
include all site report, certificate or other files added within the water module, as well as any
additional attachments added within the documents module. For guidance on how to add additional
attachments or edit/ delete existing water attachments, please see section 7. Documents. You
can refer to 7.2 Linking Documents to Specific Modules to link to the water module).

1. Click on the icon to the right of the description to generate a download of the attachment.

{ Water Attachments

Click on the file or image thumbnail to
download a copy of the attachment

Document Water Assessment Site Report 04/08

TYPE DES(

Image Qutdoor Tap 15/09/2022 00:00:00

Figure 173: download a water attachment

10.5 Adding a New Water Sample

The water samples widget displays a record for each sample taken for the selected property.

1. To create a new sample record, click ‘New’ within the water samples widget.

- Water Samples

_] New (& Edit )( Delete

Figure 174: new water sample

2. Populate the ‘Water Sample Details’ by completing each relevant field.

The majority are free text comment boxes however these are also automatic drop-down
fields, meaning each time you add a new value it will be remembered on your next sample
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input. This facilitates easier inputting for frequently used values and maintains data
consistency. Tick boxes are used to record the presence of coliforms, Ecoli and legionella,
simply click in the relevant box to confirm if detected in the sample collected. For the date
fields, you can either type in manually or click on the calendar icon to select a date. To
attach afile, click ‘Choose File’ and select the document you want to upload.

3. Click ‘Save’.

£ Water Sample Details

Source: Garden Tap

Enter the
Floor: Ground sample details

Location: Qutdoors

Coliforms Detected:

Ecoli Detected: () Tick relevant box the confirm

presence of coliforms, Ecoli or
legionella

Legionella Detected:

Qutcome:  Monitor Condition

Sample Date:  20/09/2022 |

Next Inspection Date:  20/09/2023 E

Certificate Filename: | Choose File | No file chosen
Other Filename: | Choose File | No file chosen

Save || Cancel

Figure 175: water sample details

10.6 Editing a Water Sample

1. To amend an existing water sample, select the sample from the list and click ‘Edit” within the
water samples widget.

2. The water samples window will appear. Make any changes as necessary and click ‘Save’.

2. Click ‘Edit’ ]

Water Samples

) New % Delete 1. Select to highlight the
SAMPLE ID SAMPLE DATE b sample you want to amend
WS00000028 20/09/2022 20/09/2023 GardenTap  Groy

Figure 176: water sample edit screen
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10.7 Deleting a Water Sample

1. Select the record of the water sample you want to remove and click on ‘Delete’.

2. Click ‘Delete’ 1

i Water Samples

1. Select to highlight the
sample you want to delete

) New | [ Edit

SAMPLE 1D SAMPLE DATE

W500000028 20/09/2022 20/09/2023 Garden Tap Gro

Figure 177: delete a water sample

2. Click ‘Remove’ to confirm deletion of the record.

= water Sample Details Click ‘Remove’ ]

Please confirm water wate —val Of: ooroorTop

Figure 178: confirm deletion

10.8 Adding a New Water Measure
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The water measures widget displays a record for each measure for the selected property. By adding
in a measure, you are creating a new work item against the address. As well as the measure being
displayed in the water module, the measure will be added as a planned maintenance item within the
‘Property Attributes’ module. Please refer to section 5. Property Attributes for further guidance on

how to view, edit and mark works as complete.

1. To add a new measure, click ‘New’ within the water measures widget.

i Water Measures

) New | [.7Edit X Delete

Figure 179: new water measure

2. Populate the ‘Water Measures Details’ by completing each relevant field.

The main input method for this window is by selecting from drop-down lists with pre-set
values. The free text comment boxes are also automatic drop-down fields, meaning each
time you add a new value it will be remembered on your next sample input. This facilitates

easier inputting for frequently used values and maintains data consistency.
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3. Click ‘Save’.
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Group Description:

Water Measures Details

Water Risk Assessment

Enter the

L measure details

Description: outlet flushing v
There is no evidence of a flushing
regime for the identified low use
Action: outlets. Any outlets used less than once
every seven days should be placed on a
weekly flushing regime to clear
Priority: Low Risk
Quantity: 1
Cost: [l
Location: External

W = o

Figure 180: water measure details

10.9 Editing a Water Measure

1. To amend an existing water measure, select the measure from the list and click ‘Edit’ within
the water measures widget.

2. The water measures window will appear. Make any changes as necessary and click ‘Save’.

1. Select to highlight the
measure you want to amend

2. Click ‘Edit’
Water Measures
_) New
AEASURE
WM00111239 Water Risk oulle.l
Assessment flushing

There is no evidence of a flushing regi
than once every seven days should be|
The outside tap should be placed on a

Figure 181: edit a water measure

10.10 Deleting a Water Measure

1. Select the record of the water measure you want to remove and click on ‘Delete’.
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2. Click ‘Delete’ )

1. Select to highlight the
sample you want to delete

There 1S no evidence of a Nushing regr
than once every seven days should be
The outside tap should be placed on a

Water Risk

1" i
WMO0111239 = C flushing

Figure 182: delete a water measure

2. Click ‘Remove’ to confirm deletion of the record.

= Water Measures Details

Please confirm removal of water measure:

There is no evidence of a flushing regime for the
identified low use outlets. Any outlets used less than
once every seven days should be placed on a weekly
flushing regime to clear standing water. The outside tap
should be~ shing regime and this
should b

Priority: Low Risk
Description: oy

Action:

| Lol . £

Click ‘Remove’

ching (Water Risk Assessment)

‘ Remove H Cancel ‘

Figure 183: confirm deletion

10.11 Adding Water Events

Each time you add or edit a risk assessment, an event is created and stored within this widget to
keep track of any changes. The software presents this data in a table format to include a start and
end date, name, description and completion status.

] New
START DATE

15/07/2022
00:00:00

15/09/2022
16:32:38

: Water Events

(25 Edit

X Delete
END DATE

15/07/2022
00:00:00

15/09/2022
16:32:38

NAME DESCRIPTION
Updated Water The Water Assessment has been changed. The following is @ summary of the changes that were made:
Assessment Original Values: New Values:
Updated Water The Water Assessment has been changed. The following is a summary of the changes that were made:
Assessment Original Values: New Values:

COMPLETED

True

True

Figure 184: water events

This widget can also be used to store any additional tasks you may have that are linked to water or
the risk assessment itself.

1. Toaddin anew event, click ‘New’ within the water events widget.

2.

Populate the ‘Task’ information by completing each relevant field.
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Use the free text boxes to type in the name and description and enter manually or choose a
date using the calendar icon provided. The tick box can be used to mark the task as
complete where applicable.

3. Click ‘Save’.

B Task

Name
Description

Type
Start Date

End Date

Completed

Enter the
event details

Water
21/09/2022 1434 B @

22/09/20221434 B @

[

Click ‘Save’

Save J

Cancel J

Figure 185: task window

10.12 Editing Water Events

1. To amend an existing water event, select the relevant item from the list and click ‘Edit

within the water events widget.

2. The task window will appear. Make any changes as necessary and click ‘Save’.

( \
2. Click ‘Edit’

- Water Events

) New | 57 Edit ¥ Delete
aRT DATE R — 1. Select to highlight the

event you want to amend

15/07/2022 15/07/2022 SSessI
00:00:00 00:00:00 Assessment Original Values: Ne
15/09/2022 15/09/2022 Updated Water The Water Assessn
AL-A% -0 AL-N-A0 F.} £ Fn i 148 il = Al

Figure 186: edit a water event

10.13 Deleting Water Events

1. Select the record of the water event you want to remove and click on ‘Delete’.

7
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2. Click ‘Delete
:: Water Even
_] New [£5 Edit )X Delete R
1. Select to highlight the
START DATE END DATE event you want to delete
156/07/2022 1510712022 pdated Wafer The Water Assessn
00:00:00 00:00:00 Assessment Onginal Values: Ne
15/09/2022 15/09/2022 Updated Water The Water Assessn
AL- A7 -0 AL DA A £ P PP W] - hi
2. Click ‘Remove’ to confirm deletion of the record.
= Task '
e Click ’Remove’J
Please confirm removal of ‘Updated
Assessment’

Remove J Cancel J

11. Radon

Click on ‘Radon’ on the menu bar. The radon module is used to store radon assessments and details
of associated samples and measures.

Summary Property Attributes Documents Decent Homes WHQS Appliances  Water Asbestos Fire RdSAP 2012993 RdSAP 2012 9.94 Survey

3 oo Clear L__;‘Assessment | Reports~ % Help
3 Rn ©

Z.| Open x Delete % IT & Data Support
LI F PA NS Default Quick Custom Radon

Property Detail
v W Clear e
HOUSING

o Request Training

Address List | Address Edit Static Reports Help

Figure 187: location of the radon module

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 radon data. Click on the
arrow below the radon icon to select either ‘Contains’ or ‘Does Not Contain’ from the drop down list.

Summary Property Attributes Documents Decent Homes WHQS Appliances  Water

3 meon | f Clear
7@ U R
z| Open o
DA Default Quick Custom |Radon Property Df
LIF (NN - - ¥ Clear perty

HOUSING . Contains ‘
Address

Does Not Contain

Total Stock: 1078 \ —

Figure 188: radon filter

The radon data is presented in separate windows on the main display. To the left of the screen, you
will find background information including property details, measure priorities and measure rates.
This data is populated from the summary, attributes and rates lookups — these need to be set up
prior to any radon survey data being inserted to Lifespan. Please refer to section 6
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Import/Export Sheets for guidance on how to update the property and system design

lookup tables via the import/export sheets.

To the right of the main screen, you will find the radon data, including windows for the assessment,

samples and measures.

11.1 Adding a new Radon Assessment

1. To add a new radon assessment, click ‘Assessment’.

liances Water 3¢

Property Detail

Address

Asbestos Fire Rd

o |[[E=—] ==

X Delete

Edit Static

Figure 189: new radon assessment

2. Populate the ‘Radon Assessment Details’ by completing each relevant field.

The majority are free text comment boxes allowing you to follow the format of your risk
assessment. For the date fields, you can either type in manually or click on the calendar icon
to select a date. To attach a file, click ‘Choose File’ and select the document you want to

upload. Click ‘Save’ once complete.

= Radon Assessment Details

Overview:

Summary of Measures:

Assessment Date:

Radon Testing

Enter the

assessment details

/%

Results of radon testing: Radon Risk = 3
to 5%, Lounge Result (Bg/m3)= 58, Bedroom
Result (Bg/m3)= 4]]

25/11/2021

Next Review Date: | 26/04,/2023

Surveyor Name: ‘ PT Surveyor

Consultant Name: ‘ PT

Comments: ‘ Below Level

Site Report: | Choose File | No file chosen

Other File: | Choose .
Click ‘Save’

{

Cancel

Figure 190: radon assessment details
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3. When you return to the main screen, you will see the information updated in the
‘Assessment’ window.

Assessment

Assessment Overview  Radon Testing

Results of radon testing: Radon Risk = 3 to 5%, Lounge Result (Bq/m3)= 50,

Summary of measures Bedroom Result (Bg/m3)= 41

Surveyor Name PT Surveyor Consultant Name PT
Assessment Date 25-11-2021 Next Review Date 26-04-2023
Comments Below Level

Figure 191: radon assessment

11.2 Editing a Radon Assessment

1. To edit an existing radon assessment, click ‘Assessment’.

liances \v‘\.’atermﬁ\sbestos Fire Rd
o L

X Delete

Property Detail

Address Edit Static

Figure 192: edit a radon assessment
2. The ‘Radon Assessment Details’ window will appear containing all existing assessment data.

Make any necessary changes by overwriting the current data and click ‘Save’ to return to the
main screen.
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Summary of Measures:

Assessment Date: | 25/11/2021
Next Review Date: | 26/04,/2023

Surveyor Name: ‘ PT Surveyor

Consultant Name: ‘ PT

= Radon Assessment Details

Overview: |Radon Testing

/%

Result (Bg/m3)= 4]]

Results of radon testing: Radon Risk = 3
to 5%, Lounge Result (Bg/m3)= 58, Bedroom

assessment details

j Edit the existing

Comments: ‘ Below Level

Site Report: | Choose File | No file chosen

Other File: Chooseﬂ Click ‘Save’

Cancel

Figure 193: radon assessment details

Deleting a Radon Assessment

To delete an existing radon assessment, click ‘Delete’.

liances Water Asbestos Fire Rd
[ Assessment | Rq
n X Delete
Property Detail
Address Edit Static

Figure 194: delete a radon assessment

~A INY
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A confirmation box will appear to ensure you want to delete the selected assessment. Click
‘Cancel’ to return to the main screen or ‘Delete’ to remove the assessment. There is an
additional query in the box asking if you also want to remove all existing measures — this is
ticked by default and if left will remove all associated maintenance data once the
assessment is deleted. Untick the box if you want to retain the work items for the address.

NOTE Once an assessment and associated measures have been deleted there is no way of retrieving
this data, you would have to re-enter the information as if it was a new assessment. With this in
mind, please ensure you double check the correct property has been selected prior to deleting any

data.
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= Delete Radon Assessment

Are you sure you want to completely remove this Radon assessment and all of its
samples?

This cannot be undone.

Click ‘Delete’

Remave all measures

Tick to remove all
associated
maintenance data

Figure 195: confirm deletion

11.4 Adding a New Radon Sample

The radon samples window displays a record for each sample taken for the selected property.

1. To create a new sample record, click ‘New Sample’.

Samples

.7 New Sample

Figure 196: new sample
2. Populate the ‘Radon Sample Details’ by completing each relevant field.

The majority are free text comment boxes however these are also automatic drop-down
fields, meaning each time you add a new value it will be remembered on your next sample
input. This facilitates easier inputting for frequently used values and maintains data
consistency. For the date fields, you can either type in manually or click on the calendar icon
to select a date. To attach a file, click ‘Choose File’ and select the document you want to
upload.

3. Click ‘Save’.
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& Radon Sample Details

Source: | Pod ID = 1586984 Enter the
sample details
Floor: | N/A %, :
Location: | External / ‘

#

Radon Level Detected: | 3 to 5%

Sample Date:| 08/06/2022
Next Inspection Date: | 08/06 /2023

Outcome: | pc+ion Required.

Certificate File:| Choose File | Mo file chosen
Other File:| Choose File | No file chosen

Click ‘Save’

Cancel

Figure 197: radon sample details

11.5 Editing a Radon Sample

1. To edit an existing radon sample, click the relevant ‘Sample ID’ from the list.

11.6

~A INY
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Samples

[ New Sample

& Export Samples

Sample ID Source CI|Ck on the Sample ID e Ir::':tection Outcome
to open the edit screen
Pod ID — - Below action
RS00000001 1120396 nge EglmB = 5021 26-04-2023 level X
iRz 25-11- Below action =)
RS00000002 N/A  Bedrcom Bg/m3= 26-04-2023 X
1 2021 level
Pod ID = 08-06- Action
RS00000009 1586984 N/A  External 3 to5% 2022 08-06-2023 Required. X

Figure 198: edit a radon sample

This will bring up the completed ‘Radon Sample Details’ window. Make any changes required

and click ‘Save’.

Deleting a Radon Sample

To delete an existing radon sample, locate the corresponding sample from the list and click

on the ‘X’ to the right of the record.
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Samples
[Z New Sample E Export Samples
SamplelD  Source Floor Location ﬁ::;n . or
Click on the ‘X" icon
_ Result
rso0000001 "9 \/A Lounge  Bo/m3- to delete a sample n %
1120396
50
Pod ID = Result 2511- Beld E
RS00000002 oo N/A Bedroom Eiims = N 26-04-2023 | - X
Pod ID = 08-06- Action
00! 009 0 X -
RS00000009 1586984 N/A  External 3 to5% 2022 08-06-2023 Required. X

Figure 199: samples

2. A confirmation window will appear before any data is removed. At this point you can click
‘Cancel’ to return to the main screen or click ‘Delete’ to remove the selected sample record.
Also on this screen is a tick box option which should be used if you want to delete any
attachments associated with the sample.

B Delete Radon Sample

Are you sure you want to remaove this Radon sample?

This cannot be undone. .
Click ’DeIete’J

Delete Sample Attachments?

Tick to delete sample  Delete || Cancel |

attachments J Figure 200: delete radon sample

NOTE Once a sample is deleted the data cannot be restored, you would have to re-enter the sample
details under a new sample ID.

Sample IDs are unique, once a sample is created an ID is assigned and not used in the account again,
even if the sample is later removed.

11.7 Adding a New Radon Measure

The radon measures window displays a record for each measure for the selected property. By adding
in a measure, you are creating a new work item against the address. As well as the measure being
displayed in the radon module, the measure will be added as a planned maintenance item within the
‘Property Attributes’ module. Please refer to section 5. Property Attributes and Planned
Maintenance of the Lifespan Web manual for further guidance on how to view, edit and mark works
as complete.

NOTE Priorities and rates need to be set up in your account before any Radon Measures can be

added to a property. These are managed via your system administrator and once added are
displayed in the ‘Measure Priorities’ and ‘Measure Rates’ windows within the radon module.
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1. To add a new measure, click ‘New Measure’ within the ‘Measures’ window on the main

screen.

Measures

= New Measure

Figure 201: new measure

2. Populate the ‘Radon Measures Details’ by completing each relevant field.

The main input method for this window is by selecting from drop-down lists with pre-set
values. The free text comment boxes are also automatic drop-down fields, meaning each
time you add a new value it will be remembered on your next sample input. This facilitates
easier inputting for frequently used values and maintains data consistency.

3. Click ‘Save’.

= Radon Measure Details

Location: | External

Description Group: ‘ Radon

M ‘

~
Description:‘ PIV & Retest v|
Priority:‘ A Enter the
Delivery Date: L measure details
Quantity: ‘ 1
Cost: |0
Action: | Remedial Works ‘

o ,
Click ‘Save Save Cancel

Figure 202: radon measure details

11.8 Editing a Radon Measure

1. Toamend an existing radon measure, click the relevant ‘Measure ID’ from the list.
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Measures

Click on the measure ID
to open the edit screen

.7 New Measure

Cost

Measure ID Location Group Description

RMO00111242 External Radon PIV & Retest £0.00

& | Export Measures

Delivery Date

25-12-2021

Figure 203: edit a radon measure

The radon measures window will appear. Make any changes as necessary and click ‘Save’.

2.
11.9 Deleting a Radon Measure
1. To delete an existing radon measure, locate the corresponding sample from the list and click
on the ‘X’ to the right of the record.
Measures
Click on the X’ icon
[£5 New Measure to delete a measure  |ort Measures
Measure ID Priority Location Group Description Cost De
RMO0111242 A External Radon PIV & Retest £0.00 25-12-2021 X
Figure 204: measures
2. A confirmation window will appear before any data is removed. At this point you can click

‘Cancel’ to return to the main screen or click ‘Delete’ to remove the selected measure
record. Also on this screen is a tick box option which should be used if you want to delete

any attachments associated with the sample.

= Delete Radon Sample

Are you sure you want to remove this Radon measure?

This cannot be undone.

[ Click ‘Delete’

Figure 205: delete radon sample

NOTE Once a measure is deleted the data cannot be restored, you
measure details under a new measure ID.

would have to re-enter the

Measure IDs are unique, once a measure is created an ID is assigned and not used in the account

again, even if the measure is later removed.

11.10 Radon Attachments
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Radon certificates and other files can be attached either alongside the assessment or against specific
samples. In each instance there is a ‘choose file’ button against the title of ‘Site Report’ or ‘Other
File’ enabling you to select and upload your attachments.

1. Click ‘Assessment’ to access the radon assessment details screen or ‘New Sample’ to create
a new sample, then click ‘Choose File’ to select the file you want to upload against the
relevant section.

‘ [ 1. Select a file to upload
—~

Certificate File:| Choose File | No file chosen
Other File:| Choose File | Mo file chosen

—[ 2. Click ‘Save’

J

Figure 206: attach a file

NOTE You can add a file to an existing sample by clicking on the specific sample ID under ‘Samples’
to access the applicable edit screen.

2. Once an attachment has been uploaded, you will see a small icon within the section it was
added against.

In the assessment window you will see the attachments listed as either ‘Site Report’ or

‘Other’.
Assessment
Assessment Overview  Radon Testing
SUMMART oF thedsiires Results of radon testing: Radon Risk = 3 to 5%, Lounge Result Site
i (Bg/m3)= 50, Bedroom Result (Bq/m3)= 41 Report
Surveyor Name PT Surveyor Consultant Name PT
Assessment Date 25-11-2021 Next Review Date 26-04-2023
Other
Comments Below Level

Figure 207: assessment attachments

In the samples window you will see a ‘Certificate’ and/or ‘Other’ icon, hover the icon to
display the description.
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Samples
(.7 New Sample & Export Samples
Sample ID Source Floor Location Radon Sample Next " Outcome
Level Date Inspection

PodID = Resalt 25-11- Below action
RS0000000 1120396 N/A  Lounge Eg/m3 = 2021 26-04-2023 level X

Pod ID = Sl 25-11- Below action | [£J

0000002 = -04-

RS00000 1120507 N/A  Bedroom 3?/m3 2021 26-04-2023 fovel X
: PodID = 08-06- Action
RS0000000¢ o -06-. g
RS00000009 1586984 N/A  External 3to5% 2022 08-06-2023 Required. A

Figure 208: samples
3. Click on the icon to generate a download of the attachment.

NOTE Any attachments uploaded will also display in the documents module of Lifespan Housing.
From here you will be able to upload further attachments, as well as edit or remove existing files.

For guidance on how to add additional attachments or edit/ delete existing radon attachments,
please refer to section 7. Documents of the Lifespan Housing Web manual. You can refer to
7.2 Linking Documents to Specific Modules within the same manual for guidance on how to link
attachments to the radon module).

12. Asbestos Risk Assessments

Click on ‘Asbestos’ on the menu bar. This screen holds information on asbestos risks in widget form.
For more information on how to use widgets, please refer to section 4. The Summary Screen.

Summary Property Attributes Documents Decent Homes SHQS WHQS Assets & Servicing Water Radon LG e

( Lﬁ f %? fCIear o = (& Edit @ ;.l | Reports~

Open X Delete
LIF PA NN Default Quick Custom Sort Property Detail | New File  Photo
HOUSING

Fire EcoHomes XB Rd

% Clear

Address List Address Tasks Documents Static Reports

Figure 209: location of the asbestos module

12.1 Adding Asbestos Risk Assessments

1. From the asbestos tab, click ‘New’ in the ‘Risk Assessments’ widget.
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: Risk Assessment

[EFEdit = X Delete

10 YPE

M-127087 - 001

Sampled

) »

RESULT LOCATION
Positive 001:2nd Floor:Kitchen
Page 10f3

ELEMENT

Textured coating

RISK

Low
»

ltem 1to 50f 15

Figure 210: creating a new assessment

can be entered manually or use the calendar pop up to select a date.

Fill in the details, working through each tab. The majority of fields are pick list values, dates

The panel at the top of the screen will update as you populate the information, applying the
relevant risk scores from the data inputted.

3. Click ‘Save’ to finish.

Asbestos Risk Assessment

Material Assessment 1 Priority Assessment 0

Risk Assessment 1 Risk Factor Low

Material Assessment

Priority Assessment

Other Details ]

Survey Type Management
Sample Type Sampled
Sample ID 100BR0O37-5-1

Laboratory Results Pending

Location 1 Ground Floor
Location 2 Kitchen
Element Type Floor Tile

Action Required Monitor condition

Assessment Date 09/06/2023
Consultant Name Property Tectonics
Surveyor Name Assessori
*Action Taken Monitor condition
*Last Review Date

*Next Review Date

Work through each tab to
complete the assessment

E Add to Calendar
B Add to Calendar

I Save I

Cancel |

Figure 211: asbestos risk assessment

12.2 Editing Asbestos Risk Assessments

1.

Choose a risk assessment from the ‘Risk Assessments’ widget and click ‘Edit’.
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“ Risk Assessment

) New X Delete

M;l%?UST - 001 Sampled Positive

4

V) b, Page1of3

1D TYPE RESULT LOCATION

001:2nd Floor:Kitchen

ELEMENT RISK
Textured coating Low ¥
13

Iltem 1to 5 of 15

Figure 212: editing a risk assessment

2. Make any changes and click ‘Save’.

3 Asbestos Risk Assessment

Survey Type
Sample Type
Sample ID
Laboratory Results
Location 1
Location 2
Element Type
Action Required
Assessment Date
Consultant Name
Surveyor Name
*Action Taken
*Last Review Date

*Next Review Date

Material Assessment 1 Priority Assessment 0 Risk Assessment 1

Material Assessment Priority Assessment Other Details

Management
Sampled
1008R0O37-5-1
Pending

Ground Floor
Kitchen

Floor Tile
Monitor condition

09/06/2023

Property Tectonics
Assessort

Monitor condition

E v Add to Calendar
Add to Calendar

I Save I Cancel J

Figure 213: edit an existing risk assessment

12.3 Deleting Asbestos Risk Assessments

1. Select a risk assessment and click ‘Delete’.

* Risk Assessment

) New | [&FEdit

M;l%?OST - 001 Sampled Positive

4

1) ¥, Page1of3

10 TYPE RESULT LOCATION

001:2nd Floor:Kitchen

ELEMENT RISK
Textured coating Low ¥
»

Iltem 1to 50f 15

Figure 214: deleting a risk assessment

2. Click ‘Remove’ to complete.
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B

Please confirm removal of 'M-127087 - 001 - S02'

I Remove H Cancel I

Figure 215: confirm the removal

13. Fire Risk Assessments

Click on ‘Fire’ on the menu bar. The fire risk management screen is displayed over separate
windows, each containing a different dataset. From this area you have visibility of photographs,
general fire information attributes, reports and risk management information.

Summary Property Attributes Documents Decent Homes SHQS WHQS Assets & Servicing Water Radon Asbestos [Fie\] EcoHomes XB RdSAP 2012 9.

7 ﬂ 7 A W  Clear o X Delete #¥ Assessment @
\ 4 A ;

Open & Review Dates #¥ FRA Maintenance
LIF PA NN Default Quick Custom FRA  Sort Property Detail | New/Edit File
HOUSING

K Clear
Address List Address Summary Edit Spreadsheet Interface Dox

Figure 216: location of the fire tab

Property

Under the ‘Property’ heading you will see a window containing photographs for the selected
address, this displays only photographs relevant to the fire module.

NOTE For photographs to be displayed in this window, you need to ensure they are linked to the
fire module, i.e. have the attachment type ‘FRA’.

1. Review the photographs using the scroll bar underneath the smaller images, click to select
one of these and update the main photograph above.

2. Tap onthe larger image to expand to full screen. You can also right click to save or copy the
image.
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Property

Click to enlarge.
Right click to save
or copy the photo

Scroll through the
available images,

select one to show
as the main photo

Figure 217: property photographs
General Information

The ‘General Information’ section displays all background information on the property, relevant to
the fire safety. This is linked with the property attributes for the selected address.

NOTE For data to be displayed in this section, your account will need to be set up with an ‘FRA
Background data’ attribute group. All relevant property attributes can then be assigned to
the group and will be shown in the FRA module under this heading if present for the
selected address.

General Information

Number of Storeys 4
Communal Area Type

Yes - Has Internal Communal Area
FRA Inspection Frequency 1-yearly
Property Designation Low
Building Height 11m
Cladding Present No
Evacuation Policy Stay Put
Fire Fighting Lift Present No
Sprinklers Installed No
Tenant balconies, or terraces present No

Figure 218: general information
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Please see section 3.3.2 Attribute Groups for guidance on attribute groupings and section 6.7.2
Analysis Groups for guidance on how to set up a new group via the import/export sheets.
Reports

If the selected property has a fire risk assessment, you will be able to download a copy of the latest
report in this section.

1. Click on the ‘Latest Fire Risk Assessment’ description to generate the PDF download.

e
Reports Click to download

a copy of the FRA

B Latest Fire Risk Assessment

Figure 219: FRA report
Risk Management

There are multiple tabs within the ‘Risk Management’ section, all looking at different aspects of the
fire data. These tabs are listed below.

e Summary - Providing an overview of the fire assessment details, number of days remaining
until the next assessment is due and a breakdown of the FRA actions.

The information here is pulled through from the current fire risk assessment.

Risk Management
Summary Fire Action Implgmemt
Doors Plan Actions
-
Risk Summary TRIVIAL
FRA Type Type 4
FRA Inspection Frequency 1 Yearly
Assessment Template PAS 78-2:2020 (Part 2)
Assessor Name Assessor3
Consultant Name PT
Last Assessment Date 2022-06-01 Days Remaining a1
Next Assessment Date 2023-06-01
Delivery Responsibility FRA Actions Actions Completed Actions Open Actions Overdue
Intolerable (SID A%) ) ) 0 0
High Risk (A) 1] 0 0 0
Medium Risk (B) 8 0 8 8
Low Risk (C) 2 0 2 1

Figure 220: risk management: summary

e Fire Doors — Displaying all existing fire door assessments including the action details, current
risk and target dates. An ‘Export’ function is present to enable you to download the actions
into an excel format.
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Risk Management

Summar Fire Action Implement
y Doors Plan Actions
v
xport
Reference | Collection Action Text Delivery Ris Target
Team Date
Fire Door Remedial
FDs1 Works - Door leaf EXport to excel |[z301/2023

Fre Door Remedial The Door leaf is dropped and

FDS2 Works - Door leaf scrapes on the floor not shutting High 24/11/2022

properly
Fire Door Remedial The Door leaf has a hole at the
Fos1 Works - Door leaf bottom High 18/02/2023
Fire Door Remedial R F
s Works - Door leaf Low Review existing Low 19/01/2024
fire door actions
Fire Door Remedial !
FDS8 Works - Door Frame Medium 19/04/2023
Fire D Ri dial
FDS1 e Door Remec|a the door is damaged Medium 07/06/2023

Works - Door leaf

Figure 221: risk management: fire doors

For guidance on how to add a new or edit existing fire door assessments, please refer to
section 13.5  Fire Doors.

Action Plan — Displaying all existing action plan items taken from the fire risk assessment.
Details include the delivery team, category, action description, risk category, target date and
status for each action listed. These can also be filtered on risk level or completion status by
using the ‘Show:’ bar tick boxes above the actions. An ‘Export’ function is present to enable
you to download the actions into an excel format.
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Fire Action Implement . .
summary | | o | A actions selected action items
-
show: High [@Medium [@Llow FAOnTime [QOverdue [ Complete [ Pending Export
. Delive Assignment . Risk Target
Action ID g e Action '8
Team Category Category = Date tus
The flats throughout should be corfirmed as having har
Remedial wired smoke detection to the hallway and heat detectio N
FRAL2102305 the kirchen. An option to progress this wauld b to eng; (o]
esm et b e Export to excel
gas safety inspection.
All fire doors to the flat entrances, refuse rooms and electric
Tteoerel Assessmentof Fire | cupboards including their closers should be routinely checked ~
FRATS_1_A004 WE”“: e Protectian and inspected by 5 suitably quslified professional and B 18/06/2020 | Mot Set o]
arks Measures residents should be made aware of the importance of 8
orking self-closer on their flat entrance door,
Review existing
letcerboxes that
Rermedisl AssessmentofFire | | ool Autherity ti it
FRATE1ADIS (o Progection o o action items B 1806/2020  Complets
Measures
certified to inclui
competence of fitters, maintenance information, expected
lifespan and correct installation.
Tteoerel Assessmentof Fire | The entrance doors to flats 77 and 78 do not appear to meet ~
FRA18_1_A007 | omedia Protection current standards. The doors should be inspected and ) 1806/2020 Mot Set o]
Works i . S
Measures upgraded to current standards if required.
Timber cladding has being used on the ground floor abave
Remedial Assessmentof Fire | the entry/exit door and on the ceiling at second floor level _

Figure 222: risk management: action plan

Implement Actions — To review/assign budget and actual costs to existing action items.
Action plan items are listed alongside the plan, execute and complete columns, presenting
costs once inputted. Below is a cost breakdown showing the budget, committed and spent
costs for the selected property.

The ‘Action Book’ can be exported here, then amended and re-imported to update the
details displayed in Lifespan.

Risk Management
Summary Fire: Agiion Implement
- Doers Plan Actions
H Action Book
Action Reference
Plan
Nurnber Action Code Delivery
1 H £000
2 H £000
3 H £0.0
4 RW £0.00 £0.00 £0.00
5 RW £0.0! £0.00 £0.00
5 RW £0.00 £0.00 £0.00
7 RW £000 £0.00 £0.00
3 RW £0.00 £0.00 £0.00
9 0 £0.00 £0.00
1 RATZ1.00 £0.00 £0.00
Cost Breakdown Budget Committed Spent
Cost £0.00 £0.00 £0.00
VAT H
Import to Lifespan
Tots
Select 2n Action Sheer or Book To Impart [ Choose Fiie | Ne file chasen & Impon

Figure 223: risk management: implement actions
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13.1 Adding or Editing Fire Risk Assessments

Please be aware that there are multiple templates within Lifespan for the collection of fire
assessment data. Some of the older assessments may be using the PAS 79:2012 template, while the
latest assessments should be collected using the PAS 79:2020 template (part 1 for commercial
buildings and part 2 for residential).

1. Inthe ‘Fire’ tab, click on ‘New/Edit’.

If there is no prior data, this will bring up a blank assessment using the latest template for

you to populate. If you have selected a property that currently has FRA data stored against
it, you will be viewing the most recent assessment records in the same template version it
was completed in.

Asbestos

j X Delete
¥ Review Dates

ail | [INew/Edit

Summary Edit

Figure 224: location of the new/edit button
2. Select the applicable template from the list in the top left of the screen.

If there is existing data using the old template, you will need to update to the correct
template by selecting from the list.

NOTE Any relevant data from the old template will be transferred to the new version when you
switch the template. i.e., if the question is the same in both versions you will not lose the
information when you update the template.

PAS 79-1:2020 TemDIate Choose the relevant

template by selecting
from the list

PAS 79:2012 Template
PAS 79-1:2020 Template
PAS 79-2:2020 Template

Figure 225: assessment template

The FRA shows the different sections of the report in list format on the left of the screen. There are
separate items under each heading, which when you click into them will open a set of questions to
complete. Once you have completed the fields on the current screen, you can either press ‘next’ to
move on or click on a section heading from the list to display the associated questions.

Throughout the assessment, questions are answered via free-text fields or pick list selections. The
only exception to this being the date fields in the initial ‘Details’ section.
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e For date values, click into the answer box to type in a date manually or click on the icon to
the right to open the calendar and select one.

4) DECEMBER 202

MoT W .
s 09 3 Click to select
from the calendar
5 5] 7

12 13 14 15 16 17 18

22 23 24 25
29 30 1
7 8
| :

Figure 226: date values

Click to type in a date
via the free-text box

o
[%]

e For free-text fields, click anywhere in the box and type in the relevant value.

Assessor Qualifications:

|

Click in the field and type ]
in the relevant value

State whic

Figure 227: free-text values

e For pick list values, click into the field and select one of the pre-set answers.

Click in the field and
choose the relevant value
from the list provided

W

Not Applicable

NO |

Figure 228: pick list values

3. Work through the assessment populating each field as required. Once completed, the fire
risk level will be updated at the bottom of the screen.
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Fire Risk Assessment

Fire Risk Assessment ASSESSMENT

000RBS 50 - 55 Bokton Road, Swinton, Manchester Details Enter the information USing the

PAS 792020 Part2 Tompiate . input fields, working through

ire Risk Assessment is Required: Yes v
ASSESSMENT each section of the assessment
Details FRA Type Type 1 v

GENERAL INFORMATION

1. The Premises Assessor Name:

2. The Occupants

3. Occupants Especially At Risk From Fire
Consultant Name:

4. Fire Loss Experience

5. Other Relevant Information

6. Relevant Fire Safety Legislation onsible Person

FIRE HAZARDS AND THEIR ELIMINATION OR
CONTROL

7. Electrical Sources OF Ignition

Select a section from the
left to display the questions
on the main screen

8. Smoking
9. Arson

10. Portable Heaters And Heating Installations

Save Close

Fire Risk Level:  ASSESSMENT INCOMPLETE Show Question Summary

Figure 229: fire risk assessment

4. Click ‘Save’ once completed.

( Fire risk level will be displayed
L once the assessment is complete

‘ Save ‘ Close ‘

Fire Risk Level: ~ MODERATE

Figure 230: save the assessment

13.2 Additional Comments/ Action Plan

For some questions you may need to include a comment in addition to the answer being inputted.
To the right of each relevant answer field you will see a pencil icon which is where any comments,
action plan items and photographs are added to the assessment.

Click to provide additional
comments, add an action
item or upload a photograph

Figure 231: additional comments

1. Click on the pencil icon. A new window will open, giving you the option to add a new
comment.

2. Use the free-text field to add in your comments. If the comment needs to be marked as an
action plan item, use the tick box below to show it requires action.

You can add multiple comments to a question. Click ‘Add Another Comment’ to display
another free-text box.
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14.2 Comments and hazards observed

Use the tick box to mark
as an action plan item

( Use the free-text box
to add a comment

(J Requires Action?

Click to add another comment ]

\

B
Add Another Comment H Close H Save Assessment & Close

Figure 232: new comments

3. Any comments you have indicated as requiring an action within the assessment will appear
in the action plan section. Select ‘Actions’ from the list to display the information on the

main screen.

T I =TT T TSI TE T TRIITy

ACTION PLAN

Actions

Figure 233: actions

4. Use the input fields to set the priority, quantity, cost and category for each action. Once
these are updated and saved, a new maintenance item will be created and displayed in the
property attributes module of Lifespan.

Ref  Action Priority Qty Cost Category Date
The residents are aware s not permitted within the
shared common lobby. . . the familiarity of the - o] e

& dangers of smoking and Update the prlorlty; nage is not deemed to ‘1 | £| 0 ‘ ‘ Housekeeping | 2022 i
b i . .

@ readrement quantity, cost and

82D  Not being observed Category for each ‘1 | £| 250 ‘ ‘ Remedial Works v| J2u0|23 o
The letterbox to the fro act|0n |tem I|Sted |

91 provided with a fire rate 1 | d7s | | Remedial wiorks | Jzuozz =
introduction of fuel sources.

The need for a lightning protection system is not considered a requirement a low rise street property Tl

121 dwelling, however, for Local Authority to be fully satisfied there is no requirement, a specialist should ‘ 1 | £| 0 ‘ ‘ Housekeeping V| 2%23 i ]
carry out a risk assessment in accordance with BS EN 62305-2.

13.2A  Combustibles found in electrical cupboard. ‘1 | £|0 ‘ ‘Housekeepmg v| ';;292 it |
It was noted, however, general waste and a significant number of tenant belongings were present to
communal areaq Althonioh not hiocking anv egcane rontes thew are contributina to a cionificant fire 1 | 1 11 1 )

Figure 234: action plan items
NOTE The ‘Date’ field displayed will automatically update dependent on the ‘Priority’ selected. This
uses the following timescales by default however these can be modified per customer
account if required.
e A(High Priority) = 1 Month from date of assessment
e B (Medium Priority) = 3 Months from date of assessment

114 |Page



hh
HOUSING

o C(Low Priority) = 1 Year from date of assessment

There may be instances where you need to remove a comment. To do this, you will need to return to
the question where it was added and remove each comment individually.

5. Click the pencil icon to open the comments section. To the right of each text box you will see
a bin icon, click this to remove the comment. This will clear the box allowing you to add an
alternative comment or leave it blank and click ‘Close’ to return to the assessment.

Click to delete
the comment

N

Figure 235: delete button

NOTE |If the comment you are deleting formed part of the action plan, this will also be deleted so it
will no longer appear in your ‘Actions’ section of the assessment. The action will also be
deleted automatically from your planned maintenance data in the ‘Property Attributes’
modaule of Lifespan once the assessment has been saved.

13.3 Attaching a Photograph to an Assessment

There is the option to attach one or multiple photographs throughout the assessment, via the
comments section for each applicable question.

1. Click on the pencil icon of the question you want to attach the photograph(s) to access the
comments section.

Vs

Click to open the

comments area
.
]

Figure 236: comments icon

2. Click on the camera icon underneath the comments and action item tick box.

Enter your comments here.|

Click to attach ]
a photograph J

O Requires

Add Another Comment H Close H Save Assessment & Close ‘

Figure 237: camera icon
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3. Choose either ‘Upload a new photograph’ to add a new image or ‘Select an existing
photograph attachment’ to attach an existing image to the assessment.

e Selecting ‘Upload a new photograph’ will open a browser menu, so you can select an image
from your computer.

Choose Photograph Location

Upload a new photograph

Select an existing photograph Attachment

Cancel

Figure 238: upload a new photograph

- Click ‘Select’ to choose a photograph from your computer, then click ‘Add File’. Once
selected you will be given the option to attach additional files if applicable.

Add Attachment

N
Click to choose Select
a photograph

Add File Cancel

Figure 239: add attachment

e Choosing to ‘Select an existing photograph Attachment’ will display all the images linked to
the selected property.

Choose Photograph Location

Upload a new photograph

l Select an existing_photograph Attachment

Cancel

Figure 240: select an existing photograph attachment

- Highlight the image you want to include by clicking on it, then press ‘Add Selected’.
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Select Existing Attachment

( ]
Click to highlight the image J

Add Selected ‘ Cancel

Figure 241: select existing image

13.4 Deleting Fire Risk Assessments

1. Select an assessment and click on ‘Delete’ on the menu bar.

on Asbestos m RASAP 2012 993 R¢

j X Delete o
M Review Dates | ¥ F

Detail | New/Edit

55 Summary Edit Spre]

Figure 242: delete button

2. Use the tick box if you also want to remove any associated action items and then click
‘Remove’ to confirm you want to delete the FRA.

B Tick to delete all associated FRA
actions with the assessment

Delete Fire Risk £

Please ¢ wal of Fire summary for the currently selected address

Do you want to delete 3 FRA Actions too?

oo

Click ‘Remove’ ]

)

Figure 243: confirm removal

13.5 Fire Doors

In addition to the fire risk assessment, an assessment is required for each fire door with the
premises to identify the door type, manufacturer and model, fire rating and evaluate the condition
of each element.

1. To add a new or edit an existing fire door assessment, click on ‘Edit’ under the ‘Fire Door’
section within the fire module.
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RASAP 2009 9.91 RdSAP 2012 9.92

X Delete _) Edit £ Assessmen

# Review Dates | X Delete | ¥ FRA Maint

ammary Edit Fire Door Spreadsheet In

Figure 244: fire door edit button
All existing assessments will be listed on the left of the screen.

2. To edit an existing assessment, select it from the list to display the details and make the
changes as required. Alternatively, click ‘New Fire Door’ to add a new assessment.

FIRE DOORS
101346-7 o
Select an existing
101346-9 .
assessment to edit
101346-10
Click to add a
new assessment
New Fire Door Close

Figure 245: fire doors

3. Once you click ‘New Fire Door’ a new record will appear on your fire doors list and the edit
screen will open on the right allowing you to input the details.

e Date fields — manually type in the date or click on the calendar icon to choose the date.

e Free-text fields — type in the manual entry.

o  Pick-list fields — click in the field to open the drop-down list. Choose the value to populate.
e Tick-box fields — tick to answer yes to a question or leave unticked to answer no.

The assessment is split over 4 sections.

e General —to provide the initial assessment details.

e Door Leaf —to provide condition information on all aspects of the door leaf.
e Door frame —to provide condition details on all aspects of the door frame.
e Mongery — to provide condition details on all aspects of the door mongery.

4. Work through the assessment input data into each field provided. Under the ‘General’

section, the ‘Fire Door Name’ has been populated by default with a unique ID however this
can be manually updated if an alternative format is required.
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General

Assessment
Date
Installation
Date

Organisation
Assessor
Qualifications
Fire Door
Name

Asset Door ID
Door Type
Is Accessible

Could Be

Inspected

Should Be Fire
Door

Iz Fire Door
Rating

Manufacturer

Model

Fire Door : 101346-20

21/04/2023

15/03/2022

Assessor Name RE

PT

FRA Assessor

101346-20

GF-001

Flat entrance door

FD&0 v

Populate each field
in the assessment

Add Photo Click to add a phOtO ]

Click to add an

attachment

Add Attachment

Figure 246: fire door general details

5. To add a photograph or attachment, click on the corresponding ‘+’ icon. This will open a new
window and give you the option to either upload a new attachment or select an existing

attachment. For ‘Add Attachment’ you also have the option to add a URL.

Choose Attachment Location

Upload a new Attachment

Select an existing Attachment

Cancel

Figure 247: choose attachment location

6. To upload a new attachment, choose this option and select the relevant file on your
computer before clicking ‘Add File’ to attach.

I Click ‘Add FiIe'Y]

Add Attachment

Select an
attachment

‘ Add File H Cancel ‘

Figure 248: add attachment

7. To select an existing attachment, choose this option and click on one or multiple
attachments listed. Click ‘Add Selected’ to confirm your choice and attach the files.
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Select Existing Attachment

Click ‘Add Selected’

‘ Add Selected ‘ Cancel ‘

Click to select one or
multiple attachments

Figure 249: select existing attachment

8. To add a URL, select this option and type or paste in the details. Click ‘Add URL’ to save.

Add URL

Enter the URL details

URL

Click to save

Add URL

Figure 250: add URL

9. After an attachment or URL has been added, you will be directed back to your assessment
and the attachment records and URL details will be visible on the screen. If multiple
attachments have been added, you can scroll through to view in a larger format.

To delete an attachment or URL, click on the small bin icon to the left of the item.

Fire Door : 101346-20

* General

Assessment
Date

Installation
Date

Assessor Name
Organisation

Assessor
Qualifications

Fire Door
Name

Asset Door ID
Door Type
Is Accessible

Could Be
Inspected

Should Be Fire
Door

Is Fire Door

Rating

Manufacturer

21/04/2023 [ ] Ground Floor
Appros. 6217 13 matrs (6746 0. oot
15/03/2022 a p— —
Bedroom Kitchen
R L % lne
(157" x 8%67) (107" x 1287 (717 x 123%)
— I
'm (6'8")
Add Photo 2. 08m (8'10%) max Lounge
101346-20 [—l——l I Area
F 3.79m (125")
X4.12m (137") max
- Hall
GF 001 2.73m x 6.13m

Click the image to view

(81" x204")

Total area: approx. 62.7 sg. metres (674.6 sq. feet)

in a larger format above (EF1
=1
-
2 Click to delete ]
Add Attachment . EMPS:”WWW»F&
\:I lifespan.com/UatLifespan/Housing.aspx

Figure 251: updated fire door assessment
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10. For the remaining sections of the assessment, the defects are listed under the relevant

heading.

To update, use the tick-box to confirm the defect is present and if so, use the drop-down list

to select the risk rating.

The button to the right of each defect allows you to add a comment or attachment.

Fire Door : 101346-20

General

Door Leaf

Door Frame

Door Frame Twisted

Smoke seal compromised

No smoke seal/Intumescent strip

Excessive gap at head of door

Excessive gap to the hinge side of the door

Excessive gap to the leading edge of the door

Excessive centre gap between two door leaves

Excessive gap to door threshold

Tick to show where
a defect is present

(4]
=
[
=3
c
3
< <
™ i~

Choose the risk
rating value from
the drop down list

I~

Add a new comment
or photograph

Figure 252: door frame details

11. To add a comment or photograph to a defect, click on the button to the right of the
description. All comments are free-text fields, type in your comment as required.

Click the camera icon below the comment field to add a photo and follow the same steps
from earlier in the assessment to either upload a new or select an existing attachment. Click
‘Done’ to save and return to the assessment.

Smoke seal compromised

Damage identified to smoke seal.

Click to add
a photo

ﬁ Type in comments ]

Click ‘Done’ to save ]

Figure 253: fire door comment

12. Once you have completed the assessment, click ‘Save’.
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Tl |
Door closer missing MediumV‘

Copy Save Delete ‘

Figure 254: save the assessment

14. EcoHomes XB

Click on ‘EcoHomes XB’ on the menu bar. The EcoHomes XB module is used to assess the ecological
impact of housing stock. Information on this screen is presented in widget form. For more
information on how to use widgets, please refer to section 4, ‘The Summary Screen’.

Summary Property Attributes Documents Decent Homes WHQS Assets & Servicing Water Radon Asbestos FerRdSA:’ 20129.94

ravois o |05 O |=

| Open
LlF - A NN Default Quick Cussom Sort

Property Detail New Recalculate Echomes Assesment(s|
% Clear perty )

HOUSING

Address List Address Edit Tools Stati

Figure 255: location of the EcoHomes XB tab

14.1 Adding EcoHomes XB Assessments

1. Click ‘New’ under the edit section.

g Water Radon Asbestos Fire
j 5 Edit j
X Delete

Detail New Recalculate Echomes Asg

ks Edit Tools

Figure 256: adding a new assessment
2. Complete the assessment details at the top of the screen by using the drop down fields.
There is a free-text comments box to add in any additional relevant information.
3. Work through each of the tabs and enter the information accordingly. Credits are awarded

to each element of the assessment by using the ‘Criteria Met’ tick boxes. Total credits are
displayed at the bottom of the screen. Once each section has been completed, click ‘Save’.
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2 Ecohomes

iiie Reference: * Assessment Date: 030572022 B

Fill out the
assessment
details

Property Typs: High Rize Purpose Bult FLr

age Banc: 1545 - 1954 -

Comments

Desoription of Criterla

Encrgy cid Transpon Paliption

Veater

Haalth and Well Being ‘Washe

Criteria M1 Credits Awarded

Credits Avalabie

once complete

Man 1 Erery Palicy o 2
Policy Endorsed By hanagement [m] 0
Commitmant ko CHP [/ Rensaables 0
Fossonny sy forsenenaes s o | WOk through each tab to 0
ar Feasibiity Study for CHP Caried Out complete the assessment o
Mang - Erery ERkiency Advioe o 2
werbal ard Wrsten Advice an EfMiciens Usa of Heatirg System [} 0
‘Written fAuvice on Energy EMicency Meadures and Purchasing Effcient Applisnces [m] 0
Manid - Eriranmental Policy o 2
Errsiranmental Policy Published 2 Endarssd by Managemsm 1 a
Ervdranmentally Relsted Maintensnce Policy in Place ]} o
Mars - Eoeroy Labelkd Applances a )
Ereduraie Purchase al Energy EMaerd Apphardes [ a F
Frigiges, Froezers and Fridge-Freszers hawe an A+ Rating O o
and Washing Machines and Dishwashers have an & Rating, Washer dryers and Tumble dryers have a & Bating [] ]
af  Apphances are Mot Pravided but Advice & given on Puichasing Enengy Efficient Appliances :s( . . , \
Totsl Corporate Managemen Credig CI ICk Save -}

Figure 257: adding a new Ecohomes XB assessment

14.2 Editing EcoHomes XB Assessments

1. Click ‘Edit’ under the edit section.

\g Water Radon Asbestos Fire
j 5 Edit| | j

X Delete
New Recalculate Echomes Ass

Detail

ss Edit Tools

Figure 258: editing an assessment

2. Make any changes as required and click ‘Save’.
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14.3 Deleting EcoHomes XB Assessments

1. Click ‘Delete’ under the edit section.

'\g Water Radon Asbestos Fire eelglalilztp(:]

j [ Edit j
X Delete

Detail New Recalculate Echomes Asg

SS Edit [ Tools

Figure 259: deleting an EcoHomes XB assessment

1. Click on ‘Delete’ to confirm.

o x

Please confirm removal of Ecohomes for property
'37 Bolton Road, Swinton, Manchester, M27 8UX'

I Delete I [ Cancel I

Figure 260: confirm to delete

15. RdSAP

Click on the relevant ‘RdSAP’ version from the menu bar. The RASAP tab shows the SAP rating of the
current property and the potential rating if all improvement measures were implemented.

15.1 Adding RASAP Assessments

1. To add an assessment, click ‘New’.

& Servicing Water Radon Asbestos Fird
j (5 Edit _) Oper
' X Delete X Delef

r Detail | | New O Batch Calc | [/} Send

‘ess Edit Retrof

Figure 261: location of the new button

e The pane on the left hand side summarises the sections within Lifespan RdSAP that must be
completed for each assessment.
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e Navigate through the assessment by either clicking on the section header or using the
‘Previous/Next’ buttons at the top of the screen.

NOTE The ‘Previous/Next’ buttons should be used as the preferred method of navigation as they
act as a form of validation by flagging any errors or omissions as you work through the
assessment.

e Areas on each page have been highlighted to draw your attention to changes from the
previous version of Lifespan SAP.
- Green: additional fields
- Blue: modified fields
- Yellow: relocated fields

e The ‘Calculate Energy Ratings’ button can be pressed at any time once the assessment is
complete. This will overwrite any reports previously created and also reset the
recommendations report to its default state (i.e. no user input). Data validation is run at this
point to resolve any calculation issues.

e The ‘Save Energy Data’ button should be used to save the latest assessment data inputs.

e The ‘Close’ button can be used to return to the Lifespan RASAP module (ensure the save
button is used before closing the assessment or the latest changes will not be applied).

& Lifespan RDSAP 2012 (9.94)

PRODUCTDATABASE : Version 6, Revision 513, Date 28/02/2023 EXTERNAL DEFINITIONS : Revision 5.0, Date 11/06/2014

Calculate Energy Ratings | Save Energy Data

Address and Existing EPC

Property Address Details
UPRN
Address 1

Address 2

o, ‘Calculate’ and ‘Previous’ and ‘Next’
‘Save’ buttons navigation buttons

Pasicode
Find Country and Region| \_

Regional Detaits ond Purposs of_ J

Country - G

Region Vies! Per

Furgose of Analysis EFC -

‘Close’ button
to return to the
RASAP module

Existing EPC Details
Vo MUST confim that you have checkad o the
existence of s EPC befors camying out ths energy
assassment:

Does an EPC wistat he point of canying out hs.
energy assessment:

1180 EPC does exist, pleass select why anclher snergy
assessment neecs 1o be underiaken -

t Description of the Property (OPTIONAL)

CO{tonnesiyear) .
=wcuwm|  Section headers
Potential Ratings

Assessment
data input fields

€1 Rating 4
COtonnesiyear)
Energy Cost (Elyear)

Energy Use (KWniyear)
New Data Inputs.
Modified Data Inputs
Relocated Data Inputs

Figure 262: RdSAP assessment

2. Work through the assessment using the drop-down fields to enter the appropriate data. Use
the ‘Calculate’ and ‘Save’ buttons once your assessment is complete and click ‘Close’ to
return to the Lifespan RASAP module.

For further information on RASAP assessments, please refer to the following resources.
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e The Governments Standard Assessment Procedure for Energy Rating Of Dwellings 2012

edition
e RdSAP conventions v11.3 issued March 2022

e SAP Appendix Q database (http://www.ncm-pcdb.org.uk/sap/page.jsp?id=18)

e Lifespan RASAP User Manual v9.94

15.2 Editing RASAP Assessments

1. To amend an existing assessment, click ‘Edit’.

& Servicing Water Radon Asbestos Firg

D | & Edit _) Oper
' j X Delete X Delet
'Detail|  New ) Batch Calc | [/} Send
"ess Edit Retrof

Figure 263: location of the edit button

2. Make any changes to the assessment as required. Use the ‘Calculate’ and ‘Save’ buttons and

click ‘Close’ once completed to return to the main screen.

[ Lifespan RDSAP 2012 (9.94)

PRODUCT DATABASE : Version §, Revision 513, Date 28/022023

EXTERNAL DEFINITIONS : Revision 5.0, Date 11/06/2014

ot Every Rangs || Sove Eneroy Do <prevous | et
Address and Existing EFC
Propeny Address Detals
PN T ——
Ak 1 32 Bokon Rosd
Airess2 [
Toun C—
County [
Poscode s

Find Country and Rogon from Postcode

Regional Details and Purpose of Analysis

Region W
Purpose of Anslysis B ~
Existing EPC Detaits
You MUST confim that you have checiied ot the
dstence of sn EPC bers camying out this energy |
assessment
Does an ERC exis at the point of caying oul this
assessment

130 EPC doss auist pisase sslect why anctnar energy.
assessment needs 1o be underiaken -

Short Description of the Property (OPTIONAL)
Descriplion (mazimu of 512 charactars)

€l Rating
COAtonnesiyear)
Energy Cost (Eiyear)
Energy Use (kWhiyear)
Potential Ratings

AP Ratng

€l Rating p
COAonnesiyear)
Energy Cost (Elyear)
Enorgy Use (kWhvyear)
New Data Inputs.
Modified Data Inputs
Relocated Data nguts.

Close

Figure 264: editing an RdSAP assessment

15.3 Deleting RASAP Assessments

1. Toremove an existing assessment, click ‘Delete’.
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& Servicing Water Radon Asbestos Fir

' j [y Edit _) Oper
X Delete X Delef

¢ Detail New

) Batch Calc | [/} Send

ess Edit ‘ Retrof

Figure 265: location of the delete button

2. Click ‘Remove’ to delete.

=]

Please confirm removal of all RASAP 2012 9.92 Retrofit Assessment data
for property "26 Bolton Road, Salford, Manchester, M27 8UX'

| Remove | Cancel J

Figure 266: confirm the removal

15.4 Occupancy Assessments

As part of the PAS 2035 retrofit works, an occupancy assessment is required alongside the energy
data as part of the submission pack to TrustMark. The data can be collected as part of a survey
carried out using the mobile software or entered directly into Lifespan Housing.

To access the occupancy assessment data, navigate to the energy module and click ‘Open’ within the
Retrofit section of the menu bar.

RASAP 2009 991 RdSAP 2012 9.92 RdSAP20129.93
Edit _] Open | Reports » j _;QJAddress Match
Delete X Delete Outputs » 3 Post to Accout
Manual <
Batch Calc [/} Send EPC g g Synchronise
Retrofit Reports & Outputy Lodgements

Figure 267: retrofit ‘open’ button

This will open the ‘Lifespan OA-SAP’ area to include both energy and occupancy data for the selected
property. In a similar format to the RASAP edit pages, all sections of the assessments will be listed on
the left, leaving the main screen to show the data fields and inputs.

The RASAP data is grouped together and below is the occupancy data, to view data for a specific
section click on the heading from the list or use the ‘Previous’ and ‘Next’ buttons at the top of the
screen. You can make any necessary changes to the data by updating fields as required, the majority
of questions use drop-down lists — click into the field to select the correct option.
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18.
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23,

ENERGTY

RdSAP ASSESSMENT (v9.94)

1. (RdSAF) Data Source and Address
2. (RASAP) Assessment Details

3. (RdSAP) Classification

4 (RdSAP) General

5. (RASAP) Flats and Maisoneites

6. (RASAP) Dimensions

7. (RASAP) Walls

8. (RASAP) Windows

9. (RASAP) Doors and Draught Proofing

(RASAP) Floors

(RASAP) Roofs

(RASAFP) Roof Rooms

(RASAP) Mon-Separated Conservatory
(RASAP) Main Heating System (1)
(RASAP) Main Heating System (2)
(RASAP) Community Heating System
(RASAP) Community Heat Network
(RASAP) Secondary Heating System
(RASAP) Water Heating System
(RASAP) Energy Saving and Generation
(RASAP) Special Features

(RASAP) Addenda to EPC

(RASAP) Hard-to-Treat Cavity Walls

OCCUPANCY ASSESSMENT (v9.92)
1. (OA) Assessment Details

2. (DA) Occupants, Showers and Baths
3. (DA) Healing Systems

4. (OA) Proportion of Heat

5. (OA) Healing Patierns

6. (OA) Appliances, Cooking, Drying

7. (OA) Fuel Bill Information

8. (0A) Improvement Measures

9. (OA) Improvement Issues

DACAD & PR Lot

Figure 268: Lifespan OA-SAP assessment headings
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To calculate and save the assessments, use the applicable button at the top of the screen.

different

Calculate || Save

|1 (RASAP) Data Source and Address |

Figure 269: calculate and save buttons

Once the assessments have been calculated, the energy ratings and household energy usage details
will be populated. This information can be found in the bottom left of the screen, underneath the

assessment headings.
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RdSAP Assessment - Energy Ratings
SAP Rating

El Rating

CO: {tonnes/year)

Energy Cost (£/vear)
Energy Use (kWhiyear)

D52
D5e

3.9
£974
22,492

Energy Cost (£/vear)
Energy Use (kWhi'year)

Occupancy Assessment - Actual Household

£1,666
20,233

Energy Cost (£/vear)
Energy Use (kWhiyear)

Occupancy Assessment - Typical Household

£1,599
18,838

Figure 270: energy ratings and household energy usage
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Click ‘Close’ to return to the RASAP module. Ensure the assessments have been saved before leaving
the editing page or you will lose any changes that have been made.

DUEFINT TTUNS - KEVISION 3.U, Udte TTiuo/ZUuT4

Close

s smes ms sne

Figure 271: close button

15.5 Lodgement Process (via Lifespan RASAP)

At the top of the RASAP module screen you will see by default the widgets ‘Energy Efficiency Ratings’
and ‘Last Lodged EPC’. In order for the ‘Last Lodged EPC’ widget to display the latest lodgement
information, the data needs to be synced with the EPC register to pull through the relevant data.

NOTE To retrieve the lodgement data, the EPC needs to have been lodged via a Lifespan RASAP

assessor account.

Once energy data is present in Lifespan, whether this has been entered by the user interface or
uploaded from the mobile software, there are three processes to follow to eventually retrieve the
lodged EPC data. These processes are address matching, posting to account and synchronising.

15.5.1 Address Match

Address matching is the process of assigning a Government UPRN to a property in order to create a
link between an address in Lifespan and the corresponding address on the Government register. This
can be done either in Lifespan Web or in an assessors RASAP account, however the benefit of doing
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this in Web is it can be done for multiple addresses in one go. You would also need to have the
information in Lifespan in order to complete the synchronise after lodgement so it reduces any
duplication of steps.

1. Search for the address(es) you want to address match.

2. For anindividual property just highlight the required address, for multiple select all required
(using the tick box selection to the left of the property).

(OJ eroeerTY v
1 HBYWUOU Road
0 DE v a v IR5
68 Bolton Road
0 DS ¥ Choose one address
26 Bolton Road (hlgh“ghted)
D5 @ &
29 Bolton Road 4
- wEAIRN
] =
0 Choose multiple
addresses (ticked) | ®#< 0286 .
31 Bolt ( ) i
. 32 Bolton Road
& 3 o
pQ 10BRe70s $réméAIM FAIRA

Figure 272: select one or multiple addresses

3. Navigate to the applicable RASAP module and click ‘Address Match’ within the lodgements

section.

YN Surveys Stock Profile C|

eports j (48 Address Match 3 Sy

utputs % Post to Account | B O

M | :
Sl @5 Synchronise

b & Outputd Lodgements | q

Figure 273: address match

4. Select either ‘highlighted property’ or ‘ticked properties’ from the options based on your
initial address selection and click ‘Continue’.

Please select which properties you want to address match

)
\__/Highlighted property
The currently highlighted property anly

C)’Ticked properties Choose the
relevant option

The ticked properties within the ¢

| Continue |

Cancel |

Figure 274: address match property selection
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The next screen will display the properties and allow you to review the match before saving,
the ‘Matched UPRN’ will be displayed in the far right column. If any of you’re selected
addresses have already been matched they will not appear on the list. If any have more than
one match, you will see a drop down selection under the ‘Matched Address’ column against
the property — choose the correct address before clicking ‘Save’. By default, the drop-down
will display ‘Skip’ and if left at this value, your address will not be matched.

If the correct address is not present in the drop-down list, please review the address details
in Lifespan to make sure they are right. The software searches by address and postcode so if
these are not recorded correctly it will not be able to find the best match until updated.

Bulk address searching allows you to assign multiple government UPRNSs at a time, it is very important to check the address returned from
Government exactly matches the address provided in lifespan. To avoid discrepancies at lodgement / synchronisation.

If more then one result is returned you must choose the correct one from the list.

Matched UPRN

If you would like to match all of your addresses in one go, we offer a batch matching ils.

ADDRESS

MATCHED
STATUS  UPRN ADDRESS N ADDRESS 3 TOWN POSTCODE ATCHED ADDRESS

UPRN

16

1 16 Galsworthy Avenue, BOOTLE, UPRN-

Match 16GAL9SQ  Galsworthy Bootle L309s8Q 130 980 000041033724
Avenue

26 30 Bolton -

Resulis 100BR030 Road Swinton Manchester M27 8UX | Skip 4 v |

Click ‘Save’ Select correct address
to confirm from the picklist if more
than one match is present

Savé | Cancel

Figure 275: assign matched UPRNs

6. Once saved, the addresses will be matched. To view the details, click the ‘Edit’ button within

B8

Address Location Property Details User Access

UPRN (Unique Property Reference Number) 100BR030

Address Line 1 30 Bolton Road
* - Swinton
Click to remove Manchester Matched
matched UPRN UPRN
Postcode M27 8UX
Government UPRN (can only b& V. |

through Address Matching screen in
RASAP)

Save Cancel

Figure 276: edit address screen

the ‘Summary’ module for a selected address. The ‘Government UPRN’ field will be
populated with the same value as shown in the address match screen.
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7. Toremove a Government UPRN (if matched in error etc.), click on the X’ symbol beneath
the UPRN. You can then repeat the steps above to re-match to the correct address.

15.5.2 Post to Account

The ‘Post to Account’ function allows you to transfer the energy data from Lifespan Web to an
assessors Lifespan RASAP account in order for them to lodge the EPC.

Before posting the energy data, it is advisable to first calculate all applicable assessments. This
reduces any potential calculation errors or corrections required at the lodgement stage. Please refer
to section 15.1 Adding RASAP Assessments for guidance on calculating energy assessments.

1. Search for the address(es) for which you want to transfer the energy data.

2. For anindividual property just highlight the required address, for multiple select all required
(using the tick box selection to the left of the property).

PROPERTY v
1 Heywood Hoad
DS i (a] v 0R5

68 Bolton Road

Ds Wi Choose one address
26 Bolton Road (hlgh“ghtEd)

DS @ &
29 Bolton Road i

- wLAIRMN o

30 Choose multiple

addresses (ticked) | ®90R %

31 Balt:

32 Bolton Road
DS @ 0xBAA W™ wIHIRE ]

B - VT G

1

Figure 277: select one or multiple addresses

3. Navigate to the applicable RASAP module and click ‘Post to Account’ within the lodgements

section.

Surveys Stock Profile C

eports j (48 Address Match 31 Sy

utputs v 3% Post to Account || B Of
Manual 3
(% Synchronise
5 & Outputs Lodgements C

Figure 278: post to account

4. Choose the applicable option for whether you want to send data for the highlighted, ticked
or filtered properties and click ‘Continue’.
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& LifspanSAP RdSAP Export

Post to company account

Select which assessments to post into Lifespan SAP account CC42257

O Highlighted property

37 Bolton Road, Swinton, Manchest| Choose the

relevant option
@® Ticked properties
7 ticked properties within current filter

O All properties in current filter
1077 properties within current filter

| Continue || Cancel

Figure 279: data export property selection

5. The next ‘LifespanSAP RASAP Export’ screen provides an overview of whether the surveys
have been matched, the surveyor name and number of assessments for each surveyor.
Review the details and if correct, click ‘Send’.

NOTE The software uses the ‘Surveyor Name’ property attribute to determine which assessor
account to transfer the data to.
- Ifthe incorrect surveyor is listed, please update the property information attribute
accordingly.
- If no attribute exists, the error ‘No surveyors have been linked to the account in RASAP.’
will be displayed. Add a new surveyor name attribute to the relevant property to
continue.

& LifspanSAP RASAP Export

Post to company account

Energy surveys can not be lodged by a company, they must be lodged by an individual
DEA with their own DCLG certification number. To enable you to lodge you must link up
a surveyor name with a lifespan SAP linked DEA, to do this select the surveyor's name
from the list below

Domestic Energy Assessor

Yes Surveyor Name 1 2

Yes Surveyor Name 2

5
[ Cancel |

Figure 280: data export match screen

NOTE The assessor account will need to be linked by PT in order for this feature to work. Please
raise a support ticket via the helpdesk to request your account to be linked, including details
of each surveyor account that needs to be updated. Please refer to section 24. IT & Data
Support for guidance on how to raise a support ticket.
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6. You will receive confirmation once the data has been posted. At this point, the assessor will
be able to access the address(es) via their RASAP account and complete the lodgement as
normal.

15.5.3 Synchronise

The ‘Synchronise’ function allows you to retrieve the lodgement information once the EPC has been
lodged. Lifespan software uses the Government UPRN as the link to locate the most recent
lodgement data so it’s essential that the address matching step has been completed in Lifespan for
each property or you will not be able to sync the data.

Please refer to section 15.5.1 Address Match for guidance on how to match an address to a
Government UPRN.

1. Search for the address(es) for which you want to retrieve the energy data.

2. For anindividual property just highlight the required address, for multiple select all required
(using the tick box selection to the left of the property).

(] PROPERTY v
1 Heywood Hoad ~
O DS (a o 0IRG
65 Bolton Road
o DS Choose one address
26 Bolton Road (hlghllghtEd)
DS
29 Bolton Road e
] U *Fﬁ j
3 Choose multiple
addresses (ticked AR g ‘
31 Bolt ( ) j

32 Bolton Road
DS W exsAB W @I 0RNG o

L

Figure 281: select one or multiple addresses

3. Navigate to the applicable RASAP module and click ‘Synchronise’ within the lodgements
section.

ys Stock Profile C|

eports ~ j (58 Address Match 37 Sy
3" Post to Account | B Of

Manual -
{5 Synchronise

b & Outputg Lodgements

utputs

m

Figure 282: synchronise

4. Choose the applicable option for whether you want to send data for the highlighted, ticked
or filtered properties. There is an additional tick box to ‘Exclude properties with an existing
lodged EPC’ which can be used if required, then click ‘Synchronise’.
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& LifspanSAP RASAP Import

Synchronise with LifespanSAP

Synchronising allows RASAP surveys lodged on LifespanSAP.com to be imported into
Lifespan.

O Highlighted property Choose the

37 Bolton Road, Swinton, Manche .
relevant option
a

@ Ticked properties
7 ticked properties within current filter

All properties in current filter
1077

Tick to exclude properties
with an existing lodged EPC

[J Exclude properties with an existing lodged EPC

| Synchronise ” Cancel

Figure 283: data import property selection

5. The software will complete the synchronise process and provide an overview screen with
the results. Review the information and repeat the steps within the section as required until
all properties are successfully imported. Click ‘Close’ to return to the RASAP module.

Errors generally occur as below:

- Properties skipped
This suggests that either the property has not been address matched or it has been
matched to an incorrect property.
(A suggestion for this is to double check the Government UPRN detail in the ‘Edit’
section on the property summary to make sure there is data present. If so, it may be
worth removing and re-assigning to make sure the correct UPRN was selected).

- Properties not found
This suggests that an energy assessment has not been lodged against the property.
(A suggestion for this is to double check the EPC register to confirm that an EPC exists for
the property, if so make sure it was lodged via a Lifespan RASAP assessors account).

B LifspanSAP RASAP Import

Synchronise with LifespanSAP
Results

Properties successfully imported: 2
Properties skipped:

Properties not found:

Properties failed to import: 0

Figure 284: RASAP import results
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16. Surveys

Click on ‘Surveys’ on the menu bar. This screen holds information on all mobile surveys collected for
a selected property.

Water Asbestos Fire RdSAP 2009991 RdSAP20129.92 RdSAP 2012993 RdSAP 2012994 4_?. ECO Stock Profile Compliang

| W Help
Ty \/?
— . & IT & Data Support
ts Validation | Validation _

Export © Request Training

Figure 285: location of the Surveys tab

The survey itself should be completed on site using the Lifespan Mobile software. Please refer to the

Lifespan Mobile manual for guidance on how to input the survey data and upload to Lifespan
Housing.

Once uploaded, the data will be transferred into the ‘Surveys’ module. On the main screen you will

see a summary of the address selected, including property details, last survey, completed surveys
and survey management information.

Surveys

Property Detals Last Survey Completed Surveys
Surveyor Name RB | Retrofit Assessment >
Survey Date 26/10/2021 | Asset Survey =
Survey Type Surveyed

Survey Management

[ Medium Term Low Carbon Plan

[3 Retrofit Assessment

B Retrofit Design
[@ RASAP Validation

Street/Road 31 Bolton Road
[® Manage Document Repository
Town Swinton
County
Postcode M27 8UX

Countns Manchester

Figure 286: review completed surveys

All available surveys will be listed within the ‘Completed Surveys’ section. To view the data, click on
the survey you want to access to open the details in a new window. The information is displayed in
an online report format, with the property photos at the top of the report and survey data following
on in the same order as captured in the survey template. Scroll down the page to review the report,
any photographs taken within the survey will be visible to the right of the associated question. Click
on any image to enlarge it, tap close to return to the survey.
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Property Photos

Front View Side View Rear View
Survey Information
Customer name Customer Name
Surveyor name Surveyor
Date of assessment 21/06/2021
Weather conditions during the survey Dry and cloudy
Company Name Property Tectonics Ltd
sanany Tal - Aumbar 0121 704,00

Figure 287: review survey data
NOTE The survey data can also be reviewed via the ‘Property Attributes’ module under the
‘Retrofit Assessment’ and ‘Asset Survey’ headers. Please refer to sections 5.1  Retrofit

Assessment and 5.2  Asset Survey for further details.

16.1 Editing a survey

To edit a survey for a specific property, select the address and open the ‘Retrofit Assessment’ within
the survey module to access the data, then click ‘Add/Edit’ at the top of the screen.

= Survey

Add/Edit || Delete |

Figure 288: add/edit survey button

You will now see the ‘Edit Survey’ screen, giving you the ability to add new or edit existing fields
within the survey. On the left, you will see all the section headings and on the right are all the
template questions. At this point the survey will have been completed on site so you will have the
majority if not all of the applicable data already answered.

To add or edit a field, go to the relevant question and update the answer — dependent on the

guestion, this will either be a date, number, free text or picklist option. Anything that shows in this
section as ‘Select option..." is currently a blank field and the question will not appear in your survey
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report. Comments can be added by using the ‘Enter Comments...” field on the right and are linked up
to the question listed on the same row. Once done, click ‘Save’ to apply the changes to the survey.

& Edit Survey

Building Condition (General)

Construction Details

Fuel Bill Information

House Ventilation

Living Room and Other Rooms (1-24)
PAS2035 - WHA (Buildirdervices)

PAS2035 - WHA /g

Scroll down to see all
of the available survey
sections. Click into any
of these headings to
show the associated
\questions on the right

PAS2035 - Whole House Assessment

< Bui

EXTERNAL
EXTERNAL

EXTERNAL

EXTERNAL
condition

EXTERNAL

What is the overall condition
of the property?

structural defects present?

Use the free text field
to add any additional
comments relating to
the question

o

x

Assessment v

B - Good v

nter Comments...

- Roof (1) condition | Select op;r

- Roof (2) condition | Select o

- Roof (3) condition | Select o .
the drop down list

- External wall

Choose the applicable
value by selecting from

B - Good ? —
Enter Comments...

- Are there any

Select option...

EXTERNAL - Are there any Yes

Major structural defects
Click ‘Save’ to apply ood w | |Enter Comments..
your changes

‘ smwuaamﬁﬁ Save I| Close I

NOTE

Figure 289: edit a survey

Any comments added into the survey at this stage will appear in the edit screen however will

not be visible in the survey view or report output. You will be able to review all comments
via the applicable tab in the ‘Property Attributes’ module.

16.2 Adding photographs

To add a new photograph into the survey for a specific property, select the address and open the
assessment within the survey module to access the data. Click ‘Add/Edit’ at the top of the screen,
then locate and click the ‘Photograph’ heading from the list on the left.

Photograph

TNSIIUTIIL g Uiy

Site Constraints

Survey Information

Figure 290: photograph button

In addition to the headings on the left, the list is duplicated on the main screen along with all
associated questions. Click on a heading on the right to expand the list and reveal the relevant

guestions below.
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1. Find the question you want to add a photograph to and click ‘Select’ on the right of the
corresponding row, choose the image file from your computer.
TP oS Tans
| » Property Details
| = Property Risk
| Click ‘Select’ to .
Does the property ha hoose an Seledt |
B Select a heading C load
[ Is there a room in th tO expand the |mage tO up Oa Setect |
: Is the building a hous queStlon IISt Setert
: Does the property have a conservatory?
| The filename is
| Is the conservatory single glazed or double glazed? displayed for a” Click ’Save' to apply
| + Resident Information k uploaded records the Changes
: » Site Constraints
Set Validated Close
Figure 291: add a new photograph
2. Repeat step one to include additional photographs as required, then click ‘Save’ to apply the
changes. The images will now appear in your survey next to the applicable question.
NOTE There are restrictions to the number of photographs you can add into the survey. This is
dependent on the individual question and has been pre-determined within the survey
template. For questions where multiple images can be added, the ‘Select’ button will remain
next to the question until the full quantity has been uploaded.
16.3 Deleting photographs

To delete an existing photograph, navigate to the ‘Photograph’ heading within the add/edit section
of the survey.

1.

Find the question you want to delete the photograph from and you should see a small
thumbnail image to the right. Click in the tick box to the right of the image you want to
remove.
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» Property Details

» Resident Information

» Site Constraints

2}

Property Risk Locate the question
with the image you
want to remove

Does the property have a basement? Select J

Is there a room in the roof Sedect

Is the building a house of multiple occupancy? Select |

Does the property have a conservatory? / | ’@ Select
’ "

A

Select

Is the conservatory single glazed or double glazed?
Click ‘Save’ to apply
the changes

Click in the tick box to
the right of the photo

Set Validated Close

Figure 292: delete a photograph

2. Repeat step one to delete further photographs as required, then click ‘Save’ to apply the
changes. The images will no longer exist within your survey when you return to the report.

NOTE For instances where you want to delete a photograph for a question with more than one

existing image, ensure you click in the correct tick box to remove it as once this is done there

is no way to retrieve the photo. It would have to either be manually added back in or the
survey re-uploaded if originally taken within Lifespan Mobile. You should always select the
tick box to the right of the image you want to delete.

16.4 Deleting a survey

There may be instances where you need to remove an entire survey for a property, if uploaded in

error or against an incorrect address. If this is the case the survey can be deleted for a property using

the ‘Delete’ button on the survey page.

1. Select the address and open the assessment within the survey module to access the data,
then click ‘Delete’ at the top of the screen.

= Survey

| Add/Edit || Delete

Figure 293: delete survey button

2. Click ‘Delete’ on the confirmation screen to remove the survey data.
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Delete PAS2035 - Whole House Assessment

This action will delete the survey record for the selected property.

| Delete I Cancel |

Figure 294: delete button confirmation

16.5 Survey data checks

You have seen in sections 5.1  Retrofit Assessment, 5.2 Asset Survey and 16.  Surveys
how to view the survey data for an individual property, however there is also an export sheet within
the ‘Surveys’ module which allows you to review data in bulk. This will enable you to review all
information collected for any properties in your account containing a survey under a specific
definition.

1. Within the ‘Surveys’ module, locate the ‘Reports’ section and click on the ‘Validation Export’
button.

Water Asbestos Fire RdASAP20099.91 RdSAP20129.92 RASAP 2012993 RdSAP2012994 ALR m

' =4 . &4 Help
j }';-rr#‘ \/;f

= W IT & Data Support
brts|Validation | Validation o
Export o Request Training

Reports Open Help

Figure 295: validation export button

2. Select the correct survey definition from the drop-down list, in this example ‘PAS 2035 —
Whole House Assessment’ and then click ‘Export’. This will generate an excel spreadsheet
download to include all the survey data.

£ ECO Survey

Export - ECO Survey Validation

Select Survey Definition

PAS2035 - Whole House Assessment v

Export Close

Figure 296: export survey data
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Each row on your spreadsheet relates to an individual property and each column represents a
different question from the survey. As below, each of the column headers displays the survey
guestion, along with details in brackets of which section of the survey this field can be found.

A B Cc D E F G

1

2

S LIF PANN

4 HOUSING

5

6

7

8 IUPRN |Addrnnl.lnal Customer name (Survey Surveyor name (Survey Company Name (Survey Company Teleph Number (Survey Company Email (|
9 00ORB 29 Bean Avenue, Swinton Customer Name Surveyor Property Tectonics Ltd 0161-794-9977 manchester@pr(
10 ACOMRDO004010 Flat 1, 40/42 Acomb Road, York Customer Name Surveyor Property Tectonics Ltd 0161-794-9977 manchester@prc|
1 ACOMRD004020 Flat 2, 40/42 Acomb Road, York Customer Name Surveyor Property Tectonics Ltd 0161-794-9977 manchester@prc|
12 ALNETCO002A0 2A Alne Terrace, York Customer Name Surveyor Property Tectonics Ltd 0161-794-9977 manchester@prc|
13 AUDEHS000100 Flat 1 Auden House, St. Anns Court Customer Name Surveyor Property Tectonics Ltd 0161-794-9977 manchester@pr(]
14 AUDEHS000200 Flat 2 Auden House, St. Anns Court Customer Name Surveyor Property Tectonics Ltd 0161-794-9977 manchester@pr(]

Figure 297: survey data

This sheet provides an easy way of cross-checking data collected across all properties and helps to
identify any anomalies or missing data from the survey which can then be passed onto the surveyor
for review. If you detect anything that needs updating, you can then use the add/edit function to

make changes as necessary — please refer to section 16.1 Editing a survey for guidance on
how to update the survey.

17. Stock Profile

Click on ‘Stock Profile’ on the menu bar. The stock profile tab shows an overview of all properties.

Information here is presented in widget form. For more information on how to use widgets, please
refer to section 4. The Summary Screen.

Summary Property Attributes Documents Decent Homes SHQS WHQS Assets & Servicing Water Radon Asbestos Fire EcoHomes XB RdSAP 2012 994 Surveys Compliar
r r A? . Clear " Report | Audit M\ Lifespan &) Help
ﬂ Z 7 Open o £ Model 7 Validation Projects &) IT 8 Data Support
LI F A INY Default Quick Cus:om sort K Clear Property Detail & Component " Q13 o Request Training
nousine Address List Address Cost Open Help

Figure 298: location of the stock profile tab

Click on any of the blue links within the widgets displayed to download an Excel spreadsheet
containing the corresponding information.
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Asbestos KPI IForth oming Works by Building (to 202 )l
Building Cost
Assessment 1 =
Assessment ot 1 £5,000
Asset Type Required Required Total -
s 1 Arbor Close £31,800
Block 98 1 100
1 Boundary Close £5,500
Communal 21 0 21 = =
1 Bretgate £12,063
Dwelling 781 1 782 gl
== A — 1Colwyn Way £1,600
OTAC 1 Danesgate £10,000
1 Fieldside Place £5,500
iH n Cl £16,000
Low N
Asset Positive Presumed Pending Removed Negative Discounted Risk 1 Heywood Road £39,820
Type Samples  Samples Samples Samples Samples  Samples Samples S: | i St s
Block 2 1 4 0 1 0 2 1 Vb W 13700 T
Communal | 105 21 42 0 0 0 21
{ »
Description Linked Property Due )
Qutstanding Asbestos Reviews (=
Next Review Date For Flat 3, 40/42
UPRN Sample Id Location Review Date ) N e P 11/01/2017  £0
SCD0001 SCD0001-5-1 Floor 1 19/07/2017 23:58:59 .
cor /07/: a gﬁn Review Date for SCO000T- . -
RS0000 RS0000-5-1 Ground Floor  05/06/2018 23:59:59
ARCLXX000022  ARCLXX000022-S-1 Floor 1 16/04/2019 23:59:59 fa) ';’e“ Review Date for RS0000-S- 4 o, el avenue  05/06/2018  £0

18. Compliance

Figure 299: stock profile page

Click on ‘Compliance’ on the menu bar. This tab provides an overview of fire, appliance and asbestos
compliance, displaying data for all stock in chart format.

LIF FAINY

HOUSING

& Help
& IT & Data Support
@ Requect Training

Help

Summary Property Attributes Documents Decent Homes SHQS WHQS Assets & Servicing Water Radon Asbestos Fire EcoHomes XB RdSAP 2012 9.94 Surveys Stockproﬁlemﬁre

Figure 300: location of the compliance module

At the top of the screen, you will see an overview bar, outlining the percentage of assessments
undertaken and overdue for each relevant module.

(@ FRAS UNDERTAKEN

© FRAS OVERDUE

| Gy ASBESTOS UNDERTAKEN © ASBESTOS OVERDUE

(

® APPLIANCES OVERDUE

Figure 301: compliance overview

Below this a number of charts are presented to show data under eight different criteria, providing
further detail on the number and specific properties associated with each. All charts are interactive,
hovering over the bars will give exact figures and you can click on each to generate a property list
which can be downloaded to an excel spreadsheet.
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FRA OVERVIEW

FRA ACTIONS

&

Blocks Required

= uion Dk

FRA RISK LEVELS

50
45
40

35
30
25

—

Assessed

Outstanding

m= [l F HW

INCOMPLETE

ASBESTOS OVERVIEW

800
700
600
500
400
ﬂ 300

Lo y /8 200

MODERATE

[ Toial [ In Date

ASBESTOS RISK LEVELS

Not In Date

"™

TOLERABLE

ciiion P pion

2

Lo

Figure 302: hover to view property count

View the data on screen or tap on the download button in the property list view to generate the
excel report for the criteria selected.

& Fire Risk Assessments o X
Fire Risk Assessments Oustanding FRA Tl
HAS DAYS
p 1
UPRN ADDRESS ADDRESS2 ~ ADDRESS3  POSTCODE ,cctccment  REMAINING
ALPHCT000200 2 Alpha Court '[“::::5 Cross  Luntington  YO329WN  No
APOLSTO0000G communal Areas, Apollo YO105AP  No
Street
ARBOCLO000200 2 Arbor Close Huntington York YO329GA  No
ARCLXX00000G Communal Areas, Arclight  Union Terrace  York Y031 7ES No
ASHFPLO00S0G glc;r:em””al e Sml Ul e York Y0244QU  No
AUDEHS0000G0 E:L”sr;’“”a' Areas. Auden o annscCourt  York YO105FD  No
| Areas, Beulah
BEULTC00050G Communal Areas, Beulah ¢ porough YO1117TZ  No
Terrace
BISMST005100 51 Bismarck Street Leeman Road York Y026 4XY No
Communal Areas,
BOUNCLO0000G York YO329GR  No
Boundary Close
BRETGTO000B1 Block 1, 116-126 Bretgate walmgate  YO19%Q  No
BRETGTO000B2 Block 2. Bretgate walmgate YO19XQ  No
BRETGTO000B3 Block 3, Bretgate Walmgate YO1 9XQ No
BRETGTO000B4 Block 4. Breteate Walmeate Y01 9X0 No v

Figure 303: outstanding FRA property list

Where the bar chart includes a key, you can tab on the description to remove the details from the

chart.
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ASBESTOS OVERVIEW

800
100
600
500
400
300
200
100

0 I I

Dwellings Blocks

I Total B G

Figure 304: modify chart display

Right click in any of the charts and select the relevant option to either save or copy the image.

FRA ACTIONS ASBE
800
700
600
i 500
400
» Save image as

[ High Risk (A) Copy image
[ LowR

] Web select Ctrl+Shift+X

Web capture Ctrl+Shift+S

Inspect

Figure 305: save or copy image

19. Fire Stock Profile

Click on ‘Fire Stock Profile’ on the menu bar. This tab provides an overview of the fire risk
assessment data for all housing stock in chart and table format.

Summary Property Attributes Documents DecentHomes SHQS WHQS Assets & Servicing Water Radon Asbestos Fire EcoHomesXB RdSAP 2012984 Surveys Stock Profile Comp\inn:e Ene
@ Hep
&2 IT & Data Support
LIF o A\kh | @ Request Training
HOUSING

Help

Figure 306: location of the fire stock profile module
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At the top of the screen, you will see a risk summary detailing the total number of blocks in the
account followed by number of assessments required, assessed, outstanding and overdue.

W BLOCKS © FRA NOT REQUIRED @ FRA REQUIRED A, ASSESSED @ QUTSTANDING (& ASSESSMENTS ® OVERDUE ® OVERDUE %
UNDERTAKEN

R 9 7 84 gy

Figure 307: fire risk summary

Below this a number of charts and tables are presented to show data under six different criteria,
looking at the access overview, risk level, delivery team, overdue assessments, risk management and
compliance. All charts are interactive, hovering over the bars will give exact figures and you can click
on each to generate a property list which can be downloaded to an excel spreadsheet.

FRA DELIVERY TEAM ACTIONS

60
50
40 Open
W Remedial Works: 49

30
20
10

0

Total Completed Open Overdue
[ 1 Housekeeping Remedial Works

Figure 308: hover to view property count

View the data on screen or tap on the download button in the property list view to generate the
excel report for the criteria selected.
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Fire Risk Actions All Actions That Are Open

(Remedial Works)

UPRN ACTIONCODE COLLECTION DESCRIPTION ACTION

Ensure that site based
staff are able to locate
and produce test
records, when required
to do so by an inspecting
officer or fire risk
assessor.

FRA Action
Plan

Remedial

BRETGTO000BS
Works

FRAL103636

The letterbox to the front
door provides a means
for arson related
incidents. The letterbox
should be provided with
a fire rated box to the
inside face of the
letterbox opening to
prevent spread of fire
and introduction of fuel
sources.

FRA Action Remedial

BRETGT0000B6 Plan Works

FRA9_1.002

It could not be confirmed
that there was
emergency lighting. Local
Authority should confirm
that there is suitable
emergency lighting fitted
throughout the escape
route If not. emergency

FRA Action
Plan

Remedial

DANEGT0000B1 Works

FRA19_1.001

RISK

CATEGORY

B

|.|F A INY
HOUSING
- .
DUE ON STATUS

21/09/2018 Overdue

06/03/2020 Overdue

01/10/2020 Overdue

Figure 309: open fire risk actions

Click on the figures within the tables to open the property list and either view the data on screen or
tap on the download button in the property list to generate the excel report for the criteria selected.

FRA RISK LEVELS
RISK LEVEL BLOCKS INDATE  NOTIN DATE
Not Assessed\Incomplete 1 1 0
Intolerable 0 0 0
Substantial 0 0 0
Moderate 2 2 0
Tolerable 5 2 3
Trivial 0 0 0

COMPLIANCE

100%

100%

100%

100%

100%

Figure 310: click to open property list

Where the bar chart includes a key, you can tab on the description to remove the details from the

chart.
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BLOCK FRA OVERVIEW

[ Outstanding

Figure 311: modify chart display

Right click in any of the charts and select the relevant option to either save or copy the image.

FRA BY RISK LEVEL

3}

Save image as
Copy image

2 Web select Ctrl+Shift+X

@
@

Web capture Ctrl+Shift+S

7]

Inspect

Figure 312: save or copy image

20. Energy Analysis Dashboard

NOTE This dashboard is linked with Lifespan Carbon in Homes and as such is only available to users
with a license for this software. In all other cases, the tab will be disabled on your account
and you will not have access to the data shown below.

Click on ‘Energy Dash’ on the menu bar to open the energy analysis dashboard. This tab provides an
overview of the energy data stored in Lifespan for all stock, displaying the information under
separate categories in chart format.

R As EcoHomesXB RJSAP 2012994 Surveys

roperty Attributes D Decent Homes SHQS WHQS 4

ENERGY ANALYSIS DASHBOARD - I

LIFESIZ.N\ RdSAP 2012 (v9.92 to v9.94) © Recuest Training

HOUSING

Figure 313: location of the energy dash module

148 |Page



LIF ~A NV

HOUSING

At the top of the screen you will see two drop-down lists, firstly the ‘Energy Chart profile’ to select
the type of charts you want to see and secondly the ‘Energy Data Filter’ to apply a filter to the data

being reviewed.

To select a chart profile, click on the drop-down list next to this heading and choose from the list.
There is an option to view all charts or standard charts, or to view charts containing statistics for

more specific elements of the energy data.

Energy Chart Profile: | All Charts -
STANDARD

Filter Name: All Charts
Standard Charts

g’;:ﬂif"‘“"" ENERGY PERFORMANCE
Energy Performance - Current

Dwellings Found: Energy Performance - Enhanced

Energy Performance - Comparison

Energy Data Filter: Dwelling Type = House, Bungalow

]

1. Energy Data Chay | o ement Measures p (46) I
ENERGY DATA
ENERGY RATING H Building Classification Y

20 Building Construction

Heating and Hot Water

Energy Saving and Generation 1)
I General Information o

berties

Flats and Maisonettes

ENERGY COST BANDS - CURRENT (£ per year)

berties

Figure 314: energy chart profile selection

The charts will be displayed on the main screen and will include data for all stock until a filter is
applied. To select a data filter, click on the drop-down list next to this heading and choose from the
list. The charts will automatically update on the main screen to reflect the filters applied.

Energy Chart Profile:  All Charts -
Filter Name: Selected Dwellings b 4

Filter Selection

Criteria:

owelings Found: [N

Energy Data Filter: | None

ALL DWELLINGS
None
ENERGY PERFORMANCE (CURRENT)

1. Energy Data Charts (22) I 2. Property Address List with Energy Data (46) T

Environmental Rating Band = Ate C

ENERGY RATING BANDS - CURRENT a6 w ¥

30

| IHD

Number of Properties

Environmental Rating Band = D to G
ENERGY COST| BUILDING CLASSIFICATION
. Dwelling Type = House, Bungalow

Dwelling Type = Flat, Maisonette

25
Detachment Type = Terraced

Age Band = A] Pre 1900

BUILDING CONSTRUCTION

Wall Construction Type = Stone

Wall Construction Type = Solid Brick
Wall Construction Type = Cavity
Glazing Type = Single Glazing

Number of Properties

& Glazing Type = Double Glazing

Energy Rating Band (Rental Compliant - Pre 2025)

Energy Rating Band (Rental Non-Compliant - Pre 2025)
Energy Rating Band (Rental Compliant - 2025 Onwards)
Energy Rating Band (Rental Non-Comphant - 2025 Onwards)

Detachment Type = Detached, Semi-Detached

Figure 315: energy data filter selection

Just below the chart profile and filter drop-down lists is the energy data filter definitions pane. This
area outlines the current filters applied, as well as showing the total number of dwellings found to
report on — there are three categories for this, displayed in different colours indicating:

1. Red - Total number of properties found (with or without energy assessments)

2. Orange — Number of dwellings found (with

energy assessments)

3. Green — Number of dwellings found (with energy assessments and improvement measures)
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NOTE The charts will display information on the total number of dwellings with both energy and
improvement measures i.e. any property containing a full energy assessment in Lifespan.

Filter Name: Selected Dwellings b 4

Filter Selection
Criteria:

Dwellings Found: “

Figure 316: energy data filter definitions

20.1 User Defined Energy Chart Profile

You can add a custom chart profile by clicking on the button to the right of the drop-down list.

Energy Chart Profile:  All Charts Ml

Filter Name: Selected Dwellings , Create, Edit and Delete User Defined Energy Chart Profiles

Figure 317: create, edit, delete user defined energy chart profiles

Energy Data Filter: None

Fill out the details as required to set up the chart profile.

1. Energy Chart Profile Name — this free text field allows you to type in a chart description, this
name will be added to the main drop-down list once saved so you can use the profile again.

2. Energy Chart Category Name — this field is preset as ‘USER DEFINED’ which is the category
the new profile will appear under in the main drop-down list once saved.

3. Energy Chart Profile List Order — this is the number of where your profile will appear in the
main drop-down list. Type in the field or click ‘Allocate Next Available Slot’ to automatically
fill this so your profile appears at the bottom of the list.

4. Select the charts you want to appear in your custom profile by clicking in the tick box next to
the relevant chart name. You can then select the order you want the charts to appear in, the
type of chart you want to use and the colours you want to be displayed using the pick-list

options available.

5. Click ‘Save’ to save your profile and add to the main drop-down list.
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ENERGY CHART PROFILES

Energy Chart Profile Name:
Energy Chart Category Name:
Energy Chart Profile List Order:

Energy Chart Name

Energy Rating Bands - Current:

Energy Cost Bands - Current (£ per year):

Energy Use Bands - Current (kWh per year):
Environmental Rating Bands - Current:

CO: Emissions Bands - Current (tonnes per year):
Heat Demand Bands - Current (kWh per year):
Energy Rating Bands - Enhanced:

Energy Cost Bands - Enhanced (£ per year):
Energy Use Bands - Enhanced (kWh per year):
Environmental Rating Bands - Enhanced:

. CO: Emissions Bands - Enhanced (tonnes per year):

Dwelling Types:
Detachment Types:

Age Bands (Main Property):
Number of Extensions:

| Oele |

Custom Chart Profile -

13 Allocate Next Available Slot

Include Order  Chart Type Color Profile Name
O

v| N

e

V| \ Paste.l Colors

0 ~ NotApplicable ~  NotApplicable

[2 v|Horizontal Bar v |[Energy Colors

0 v | Not Applicable ~ | Not App ole

Jde0@oo0o0o0oo0o0ooooo

Figure 318: energy chart profiles

To delete a chart profile, open the profiles page by clicking on the button to the right of the drop-
down list. Select your profile from the list and click delete. When you return to the energy chart
profile list, your user defined profile will no longer be displayed.

ENERGY CHART PROFILES
Energy Chart Profile Name: -
Energy Chart Category Name:
Energy Chart Profile List Order: STANDARD
All Charts
#  Energy Chart Name Standard Charts ile Name
ENERGY PERFORMANCE
Energy Performance - Current
1. Energy Rating Bands - Current: Energy Performance - Enhanced
2. Energy Cast Bands - Curvent (€ peryear} Energy Performance - Comparison
3. Energy Use Bands - Current (kWh per year): Improvement Measures
4.  Environmental Rating Bands - Current: RS T
5. CO: Emissions Bands - Current (tonnes per year): Building Classification
6. Heat Demand Bands - Current (kWh per year):
7. Energy Rating Bands - Enhanced: Building Gonstruction
8. Energy Cost Bands - Enhanced (£ per year): Heating and Hot Water
9. Energy Use Bands - Enhanced (kWh per year): Energy Saving and Generation
10. Environmental Rating Bands - Enhanced: General Information
11. CO: Emissions Bands - Enhanced (tonnes peryear): _Fats and Maisonettes
12. Dwelling Types: USER DEFINED
13. Detachment Types: Custom Chart Profile
14. Age Bands (Main Property): O 0 ~ NotApp v
15. Mumber of Extensions: O 0 + NotApplicable
: | New H Save

Figure 319: energy chart profile name
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20.2 Energy Data Charts

The first tab on the main screen contains all the energy charts, the number of charts displayed being
dependent on the profile selected (the total figure is shown in brackets after the tab heading).

| 1. Energy Data Charts (22) [ 2. Property Address List with Energy Data (46) [ ]
ENERGY RATING BANDS - CURRENT 46 « ¥ | ENERGY COST BANDS - CURRENT (£ per year) 46 v ¥ ENERGY USE BANDS - CURRENT (kWh per year) 46 & ¥
30 30 30
w2 ' w2 N ' 0
1) @ « ) 1)
k=] k=] ) k=]
2 20 TR T 5
Q ? Q ) Q ?
5] 9 5]
2 F2138 2 f 2
a a a
w15 G(1-20) w 15 ] ) [
S 5} ’ S
o . 1.1,000) o
@ v @
a 1 a8 1w 015000 | | & 10
£ E ) £
3 3 3
2 , T 2, T I 2 ,
0 — o ] ﬂ - 0 w0 |r—|
ENVIRONMENTAL RATING BANDS - CURRENT 46 & ¥ CO: EMISSIONS BANDS - CURRENT (tonnes peryear) 46 w ¥ HEAT DEMAND BANDS - CURRENT (kWh per year) a6 w Y
30 30 0
. A 921 -0
. G 2191 . . G010 ;
g - g’ 1 3
T [ DI = Do T
@ ( ) . Do
= E(39.54 e E(25 =
a .2 & F(34) g
- G e 15 G (461 - (12
S = =] S

Figure 320: energy data charts

Each chart is interactive, hover over the bar to see the total number of associated properties or click
on it to either select or unselect.

ENERGY RATING BANDS - CURRENT 46 | W || A 4
30
B A (92-100)
B B (81-91)

25
Number of Properties I C(69-80)

|B (81-91): 26 _ | D (55-68)
B E (39-54)
B F(21-38)
I G (1-20)

Click on an Individual Bar Chart Element to Select or Unselect

Number of Properties

Figure 321: select/deselect and filter buttons

There are two function buttons in the top right of each chart, tap on the ticks symbol to either select
or deselect all properties and tap on the filter symbol to apply a filter using the selected bar chart
elements. Any deselected elements of the chart will be faded and once the filter button is pressed,
your new total will be displayed next to the chart heading.
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ENERGY RATING BANDS - CURRENT

30

25

20

15

Number of Properties

/1

13wy

B A (92-100)
WA B (81-91)

S

B C (69-80)

D (55-68)
B E (39-54)
B F(21-38)
. G(1-20)

Figure 322: selected/deselected bar chart elements

This filtered dataset can be viewed in the second tab of the dashboard, property address list with

energy data.

20.3 Property Address List with Energy Data

The second tab on the main screen contains energy data, listed by property, the number of
properties displayed being dependent on the charts selected and filters applied within the energy
data charts tab (the total number of properties is shown in brackets after the tab heading).

1. Energy Data Charts (6) | 2. Property Address List with Energy Data (13)

et (None perty | ApplyFiter | Remove Filter |4 €4 owelingsround=13 P P| Excel
“ UPRN Property Address Assessment  EPC Energy Environ- Energy Energy co Heat Dweling  Detachment  Age
Date Lodged Rating mental Cost Use Emissions  Demand  Type Type Band
Status Rating (Eyear) (KWh/year)  (tonnes/year) (kWhiyear) (Main Property)

| Remove (none) ~ (none) (none) * (none) v Asc A * (none) ¥ (none) ¥ (none) (none) ¥ (none) * (none) * (none) (none) -
1 BRETGT001700 17 Bretgate, Walmgate, York, YO1 9XQ 04/03/2020  Yes 45 29173 68 26,116 House Semi-Detached €] 1967-1975

2 20000abc 29 Ashbourne Grove, Whitefield, M45 7NL 08/07/2020  Yes 19,144 33 17,168 House Semi-Detached D] 1950-1966

3 Z000001M 2 Pandy Road, CF83 8EH 08/07/2020 No 19,807 35 18,036 House Semi-Detached D] 1950-1966

4 00001000LRH1 1 Heywood Road, Swinton, Manchester, M278UX  08/07/2020  Yes 18,964 33 16932 House Semi-Detached D] 1950-1966

5 Z0000000012345678 432 High Street, DEY9 6HE 0810772020 No 19,239 34 17,292 House Semi-Detached D] 1950-1966

6 20000002552 80 Duke Street Abertillery, NP13 188 08/07/2020 Yes 21,673 38 22332 House Semi-Detached D) 1950-1966

7 Z0000000087654321 342 High Street, Burnley, DE13 SHQ 080772020 No 18,122 32 17,682 House Semi-Detached D] 1950-1966

8 2000000023 23 Court crescent, bassaleg, newport, np108nh 08/07/2020 No 16,550 29 15,622 House Semi-Detached D) 1950-1966

9 20000002345 Rose cottage, Lower emstrey, Shrewsbury, 08/07/2020  No 16,550 29 15,622 House Semi-Detached D] 1950-1966

Shropshire, Sy5 6qr
10 ZOODDOGADWALLI1 11 Gadwall Way, SE28 008 08/07/2020  No le)s 74 £730 16,091 28 15,022 House Semi-Detached D] 1950-1966
Figure 323: property address list with energy data

Each row in the table represents an individual address. There are a number of columns, the data for
each being taken from the energy data stored in Lifespan against the selected address.
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You can apply an additional filter within this tab, to narrow down further by UPRN or address. For
either filter, tap in the box and type in the UPRN/address before clicking ‘Apply Filter’ to update your

list. Tap ‘Remove Filter’ to return to your full list.

[ 1. Energy Data Charts (6) ] 2. Property Address List with Energy Data (13) [

Apply Filter Remove Filter |
# UPRN Property Address Assessment EPC i
Date Lodged i
Status
Remove (none) * (none) * (none) ¥ (none) hd ]

Figure 324: property address list filters

To the right of the filters there are previous/next arrows to search through your property list. There
is also a scroll bar to the right of the screen which can be used to navigate on the page.

You can export the data via the excel/word buttons at the top of the screen. Click on the button to
view the list of exports available. Click to select the required output and generate the document.

l‘ ‘ Dwellings Found =13 ’ bl Excel
1erey EQViton EferRy Enerzy Energy Charts, Property Addresses and Energy Data
hting mental Cost Use
Energy Charts
Rating (E/year) (kWh/year)
Property Addresses and Energy Data
SC A * (none) ¥ (none) * (none) v
Property Addresses
10 =R £1,305 39,173 L

Figure 325: next/previous and export functions

Below each column header you will see a drop-down list which enables you to modify the order your
properties are listed in. Tap on the drop down under the relevant heading and select either
ascending or descending depending on how you want the data to be displayed. Tap on ‘Remove’ on
the left of the screen to revert to the default order.

# UPRN Property Address

Remove(none) * l(none)

1 (none) 17 Bretgate, Walmgate, York, ¥O1 9XQ
Asc &

2 Desc ¥

29 Ashbourne Grove, Whitefield, M45 7NL

Assessment
Date

- (none)
04/03/2020

08/07/2020

EPC
Lodged
Status

Energy Environ-

Rating

CO:
Emissiof
(tonnes]

Energy
Cost
(Efyear)

Energy
Use
(kWh/year)

mental
Rating
{none) - (none) * (none)

£1,305

* (none) A
39,173

(none)
6.8

Asc & M

Yes

(=5

i

Yes 19,144 33

V5]

Figure 326: list order

Each column displayed provides details from the energy assessment, however not all fields are
captured within the analysis. Click on any of the UPRNs to view or edit the full assessment, you will
be taken directly to the RASAP data. Click ‘Close’ at any time to return to the dashboard.
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# UPRN Property Address Assessment EPC Energy Environ-

Date Lodged Rating mental

Status Rating
Remove |(none) * (none) * (none) * (none) v Asc A (none) v
BRETGT001700 3 2 . E4G =8

1 17 Bretgate, Walmgate, York, YO1 9XQ 04/03/2020 Yes 49 38
2 Z0000abc 29 Ashbourne Grove, Whitefield, M45 7NL 08/07/2020 Yes o/} c72
3 Zoo0001CIM 2 Pandy Road, CF83 8EH 08/07/2020  No 7
4 1 H1 1 Heywood Road, Swinton, Manchester, M27 8UX ~ 08/07/2020  Yes 7
5 20000000012345678 |432 High Street, DE99 6HE 08/07/2020 No (/3] G722
& 2000000255 J30 Duke Street Abertillery NP13 1RA 0R07/2020  Ye s [= 7

Figure 327: view or edit the selected energy assessment

The energy dashboard settings are available via the main screen, on the energy data charts tab. Tap
on the cog symbol in the top right of the page to open the settings.

-

‘ Excel

Figure 328: settings

You can configure specific elements within the dashboard relating to the energy version, data
filtering, data charts and property address list.

Amend the applicable drop down lists or tick boxes to make your adjustments or click ‘Restore
Default settings’ to remove the custom changes and revert to default.

Energy Data Version:

ENERGY DATA FILTERING

Combine Energy Data Filters Using:
Show Energy Data Filter Definitions:
ENERGY DATA CHARTS (TAB)
Number of Chart Columns:

Chart Legend Position:

Chart Elements Border Thickness:
Bar Chart Elements Width:

Show Bar Chart Grid Lines:

Show Wide Bar Charts:

Show Chart Elements with Zero Values:
Show Chart Total Sums:

Show Chart Averages:

PROPERTY ADDRESS LIST (TAB)

Include Energy Data with Property Address
List:

ENERGY DASHBOARD SETTINGS

AND

Selected

<]

RASAP 2012 (v9.94)

-

Restore Default Settings ||

Figure 329: energy dashboard settings
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21. Calendar

Click on ‘Calendar’ on the menu bar. The calendar contains an overview of any upcoming tasks or
risk assessments. Like the notifications tab, it is fully integrated with the other modules.

r Radon Asbestos Fire EcoHomesXB RdSAP20129.4 Surveys Stock Profile Compliance Fire Stock Profile Energy Dash = "1)

HOUSING

Figure 330: location of the calendar module
1. By default, the calendar module will display the current Month. This can be updated by
selecting from the calendar view to the left of the screen, you can also switch the view to

show by either Day, Week or Month in the top right of the screen.

2. All tasks are displayed within the chosen view, a brief description is highlighted in the
corresponding day, double click to open the task, edit or mark as complete.

3. Afilter option is available in the bottom left of the screen. Select to filter either by property

or task type.
CALENDAR
IO EEICIT] | O G s . Tasks are displayed in the

i , , | highlighted date fields

6

Choose the calendar
Day, Month or Year

Filter by task type:
Al

2 23 2 25

Switch to view by
Filter by property or task type ] e o1 Day, Week or Month

Figure 331: calendar page

21.1 Adding a Task

1. To add a new task, click ‘New’ from the menu bar.
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butes Documents Decent Homes S
j (& Edit %) Help

X Delete | & IT&
El dbesio o Requ

G

Edit ;L

Figure 332: location of the new task button

2. Fillin the details on the popup box and click ‘Save’.

- ‘Name’ and ‘Description’ are free text fields.

- You can choose either ‘FRA’, ‘Asbestos’ or ‘Water’ if applicable to one of these modules,
or ‘None’ can be used for general tasks.

- By default, the start date will display todays date and time, this can be manually
overwritten or an alternative date/time selected by using the calendar and clock pop-
ups to the right of the field. Amend the ‘End Date’ in the same way.

- The ‘Completed’ tick box should be used if the task is finished, leave unticked for an
outstanding task.

= Task
Name Survey

Asset Survey
Description
Type None v
Start Date 18/06/202313.00 E] @
End Date 18/06/202313:00 ] @
Completed D

| Save | Cancel J

Figure 333: adding a new task

21.2 Editing a Task

1. Select the task to edit from the calendar and click ‘Edit’ or alternatively double-click on the
task.
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butes Documents Decent Homes S
j’ (&5 Edit & Help

X Delete | € IT&IL
El hiew o Requ

G

Edit f

Figure 334: location of the edit task button

2. Update the details and click ‘Save’.

21.3 Deleting a Task

1. Select the task you want to remove from the calendar and click ‘Delete’.

butes Documents Decent Homes S

:l E3Edit | @ Help
X Delete | € IT&L

El e o Reque

G

Edit H
Figure 335: location of the delete task button

2. Complete by clicking ‘Remove’.

Task o X

Please confirm removal of 'Survey’

| Remove I Cancel J

Figure 336: confirm the removal

21.4 Marking a Task as Complete

1. Select the task from the calendar and click ‘Edit’ or alternatively double-click on the task.
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butes Documents Decent Homes S
j (&5 Edit & Help

X Delete | € IT&IL
El hiew o Requ

G

Edit f

Figure 337: location of the edit task button

2. Check the box ‘Completed’ and click ‘Save’.

Task o X
Name Survey

Asset Survey

Description

Type None v
Start Date 18/06/2023 13:00 ] @
End Date 18/06/2023 13:00 B @

Completed

| Save I Cancel J

Figure 338: marking a task as completed

21.5 Linking Tasks to Fire, Asbestos or Water Risk Assessments

Tasks can be linked to fire, asbestos or water risk assessments either when adding a new or editing
an existing task.

1. Choose a value from the ‘Type’ drop down to link to either the fire, asbestos or water risk
assessment for the selected property.

2. Click ‘Save’ to confirm.
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Task o
Name Water Risk Assessment

Samples Review
Description
Type Water v
Start Date 19/06/2023 10:00 ] @
End Date 19/06/2023 10:30 [E @

Completed D

Task is Linked to an Water Entry!

Property:
100BRO26

26 Bolton Road
M27 8UX

| Save | Cancel J

Figure 339: linking a task to a water risk assessment

22. Notifications

Click on ‘Notifications’ on the menu bar, or alternatively use the ‘Click here to view all notifications’
link that appears when you first log in to Lifespan. The notifications page displays information on
outstanding tasks and works in widget form. For more information on how to use widgets, please
refer to section 4. The Summary Screen.

Summary Property Attributes  Documents Decent Homes SHQS WHQS Assets & Servicing Water Radon Asbestos Fire EcoHomesXB RdSAP 2012994 Surveys Stock Profile Compliance Fire Stock Profile Energy Dash Cilnndar

Select widget . = | & Help
© 17 & Data suppor{

LIF PA NN Q © Request Training
HOUSING

Add Widgets Help

Figure 340: location of the notifications tab

Items for review:

¢ You have 3495 Outstanding Tasks
¢ You have 3483 Qutstanding Fire Reviews
* You have 20679 Qutstanding Works

Click here to view all notifications

Figure 341: alternative to using the notifications tab
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1. Click on any of the blue links to download an Excel spreadsheet containing that information.

NOTIFICATIONS

1 Arbor Close

1 Boundary Close

1Bretoate

1Danesgate
1 Fieidside Plag:

1 Haddon Close

ood Road

PIV & Ratest

External solid wall insulation (EWI)
Intermittent extract ventilation
Intermittent extract ventilation
Intermittent extract ventilation

PIV & Ratest

PIV & Retest

Continuous Merhanical Vendilation

£2500
£5.000
£31,800
£5,500
£12,063
£1,600
£10,000
£5,500
£16,000
£39820
£2500

Property
20 Bolton Road
10 Hilton Court
10 Hiltan Court
10 Hilton Court
10 Hilton Court
26 Bolten Road
26 Bolton Road

23 Patterdale Court

ue

16/08/2019
0171172021
017117202

0171172021
0171172021

Review Date

@) Next Review Date For ACOMRDO004030-8-1
) MextReview Date for SCDO00-5-1

B Next Review Date for RS0000-5-1

fa Next Review Date for ARCLXX000022-5-1
) Next Review Date for 000MR-S-1

@  Review FRA and update in Lifespan

#  Review FRA and update in Lifespan
: Lifespan Projects - Completed Warks

Work Address

No completed warks

—00-5-1

ARCLO(000022

ARCLI000022-5-1

ACOMRDO04040 ACOMRDO04040-P-2

ACOMRDOO4040 ACON

004040-5-1

ALNETC000240 ALNETC000240-5-1

Linked Praperty

Flat 3, 40/42 Acomb Road

Simons House

1 Rachel Avenue
Room 22 Arclight
4 Mercaston Lane:

26 Bolton Road

26 Bolton Road
Actual Cost
Ground Fioor
Floor 1
Kitchen

kitchen ceiling

Floor 2

Due Linked Cost
110172017 £0
19/07/2017 £0
05/06/2018 £0
16/04/2019  £0
31/01/2020 £0
08/03/2020 £0

08/03/2020  £0

Project

11/10/2020 23:59:59

23.

Figure 342: notifications page

Reporting, Auditing and Modelling

In the property summary module, you will see a section on reports.

EEIE Froverty Atioutes
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Documents Decent Homes SHQS

réd ¥ or

Default Quick Custom Sort

Address L

st

§ Clear
¢ Open

& Clear

WHQS Assets &

Property Detail

Address

Servicing

Stock Profile (|

Water Radon Asbestos Fire EcoHomesXB RdSAP 2012994 Surveys
[ Edit (& Groups i =
. Y B &3
=3 Copy T
New Report Model Component
X Delete Cost
Edit Open

Audit

Reports »

(23 Print Survey Form

Static Reports

23.1 Static Reports

Figure 343: location of the reports section

Static reports are set reports which can be easily generated at the click of a button, for either
individual or multiple properties. The reports contain pre-determined datasets so cannot be
modified other than choosing what properties you want to extract the information from.

1. From the address list, select which properties you would like to be included. For a single
address, highlight the property or for multiple addresses use the tick box to the left of each
relevant property.

2. Click on the ‘Reports’ button under ‘Static Reports’ and choose the report you wish to
generate from the drop-down list.
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3. Select the suitable file type and click ‘Generate’, either for the current property or multiple

selected.

Static Report

Property List

Select Report Format

(@)Excel Spreadsheet 1997-2003 (xis)

Generate. ..

h

OExcel Spreadsheet 2007 (xlsx)
OCSV (comma-separated)

(Drtab-delimited

Close J

For current Property

For 10 selected properties

Figure 345: generating the report

23.1.1 Module Specific Reports

In addition to the reports available through the list outlined in section 23.1
are also some instances where reports can be generated directly within the module itself. These are
also static reports, meaning the dataset is pre-determined so you are just extracting the information

for the chosen address(es).

Fire

Static Reports there

1. To download a copy of the latest fire risk assessment for an address, select the property and

navigate to the ‘Fire’ Module.

2. Under the ‘Reports’ heading, click the link to download the latest fire risk assessment. This

will generate a PDF copy of the fire risk assessment.
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Reports

Latest Fire Risk Assessment

Figure 346: fire reports

Retrofit Assessment

1. To download a copy of the retrofit assessment for an address, select the property and
navigate to the ‘Property Attributes’ module.

2. Click on the ‘Retrofit Assessment’ tab, followed by the ‘Reports’ button.

PROPERTY ATTRIBUTES

26 Bolton Road, Salford, Manchester, M27 8UX

Asset Survey HHSRS Proper

- Reports Survey
Survey

Survey Classification surve)

Survey

Figure 347: retrofit assessment reports

3. Inthe ‘Reports’ window, select ‘Retrofit Assessment’ from the survey/report drop-down list.
This will automatically update the template type to ‘Dynamic Report’.

4. Select whether you want to download the report for just the highlighted property or the
ticked properties within the current filter (you will have to make sure you have a filter
applied with all applicable addresses ticked to use this second option effectively).

5. Select a report format, you can choose from either word or PDF.

6. Click ‘Export’ to download a copy of the survey report for your selected address/es.
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Reports

Survey / Report

Retrofit Assessment v
Template
Dynamic Report v

Select which properties you want to include with the report

@® Highlighted property

26 Bolton Road, Salford, Manchester, M27 8UX

O Ticked properties
10 ticked properties within current filter

Select a report format

Adobe PDF (PDF) v

Figure 348: report export
You can also access the retrofit assessment report through the ‘Surveys’ module.
1. Highlight an address or select multiple addresses, then navigate to the ‘Surveys’ module.

2. Click on the ‘Reports’ button within the reports section on the menu bar.

WHQS Assets & Servicing Water Radon

|| B | | o

Reports|Validation | Validation
Clear Export o

Reports Open

Figure 349: reports button

3. Follow steps 3-6 as above to export a copy of the survey report for your selected
address(es).

NOTE Static reports always extract the current data from Lifespan. Any reports exported after the
assessments are updated will reflect the most recent changes.

RASAP
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There are a number of report outputs available for the energy and occupancy assessment data
collected for a property.

1. To access the information for an address, select the property and navigate to the relevant
‘RASAP’ module.

2. Under the ‘Reports & Outputs’ heading, click on the ‘Outputs’ button.

Fire EcoHomes XB Stock Profile

Dpen | Reports « Click ‘Outputs’ ]Match 3’_‘1
Delete | Outputs'» ] % Post to Account | P
bend EPC Reduced Input Data
L trofit | Improvement Measures
EPC Data
Energy Performanc Choose a report
) Occupancy Assessment| from the list
M27 8UX

Occupancy Assessment Report

Figure 350: RASAP outputs

3. The drop-down will display the full list of report options, click on the heading to generate the
PDF download for the information selected.

NOTE You will need to ensure the RASAP and occupancy assessments have been calculated in
order for some of the exports to be enabled. The report heading will be greyed out until the

information is available.

23.2 Custom Reports

The report wizard allows you to create a custom report to include any data stored within Lifespan
from across multiple modules.

1. From the ‘Summary’ module, click on the ‘Report’ button under the ‘Open’ section.

Fire EcoHomes XB RdSAP 2012 9.94 Surv

4™

ey —:J
Report | Model Component Audit
Cost
Open

Figure 351: location of the custom report button
The custom report wizard will open in a new window, allowing you to return to Lifespan at any point
without having to close the reporting area.
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Like with all modules within Lifespan, the ribbon pane contains all the relevant function buttons

allowing you to carry out the necessary actions.

N

Open the report
editing area

Open a
saved report

\ ‘3{ £ Manager

== | Clear

Switch to the previous
reporting version

Export the current
generated report

-3 Details

Switch

Reporting Version

Open the report details

Click for help
on reporting

Schedule
a report

Clear or refresh the
existing report data

Open the chart view

Figure 352: report wizard ribbon pane

23.2.1 Creating a new custom report

1. To create a new report, click ‘Wizard’ within the ‘Report’ section of the ribbon pane.

b\j gManager

=== | ) Clear

LIF o AN\ | [Wizard % Refresh
HOUSING
Reporting Report

Figure 353: location of the report wizard button

2. Select a ‘Report Template’ from the drop-down list.
When creating a new report, you will need to choose a template from the available options.

Each template includes some default columns for specific data sets. The templates can be
used as they are, or as a base to build up a more complex report.
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Report Catego

General

Prepared By

Prepared For
i

DecentHomes

" Fire Risk

HHSRS

Maintenace Count

Planned Maintenance
Project Management
Property Count

Property Sub Attribute
RASAP 2012 9.94 Averages
SHQS

Validation: Attached Surveys
Validation: Components
Validation: Property

WHQS

WHQS - Acceptable Failures

Figure 354: report templates
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Once a template has been selected, you can start to build your report by working along each of the
tabs listed. These will vary depending on which template is selected, however the layout and way of

compiling the report stays the same.

Details

This section is not mandatory, however is required if you plan to save the report for future use, so
you can search using the criteria entered. Some of this information will also be included on the
exported report so is useful to include for reference purposes.

3. Update the ‘Details’ section as required using the free text fields. The ‘Created On’ and ‘Last
Revised On’ fields update automatically, however you can amend these if needed by clicking
on the date and either manually typing or selecting a date from the pop-up calendar.

4. The ‘Purpose’ field is free text and enables you to add in a bit more information as to what
the report is for. This can be useful when creating a report on behalf of someone else or if
referring back to a previously saved report.

5. The ‘Is Report Private’ tick box at the bottom of the screen will restrict access of the report
to just your account. Leave unticked if you want other users to have access to the report.
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B Custom Reparts Wizard
Report Wizard

Repart Template | Planned Maintenance w |

T Reon Columre Filers  Excusions

Report Title
Flanned Maintenance Report
Report Category
Ganeral -

Prepared By
® Enter the

Frepared For .
e report details

Created On
21006/2023
Last Revised On
21/06/2023

Purpose

fepart o show kitchen and 2l 11CK tO keep the ars.
report private .

15 report privirte

Run Savi

hdvanced

Caneal

Figure 355: details

Report

This tab is only available within specific templates and is used to include further
categories/works/timeframes/criteria depending on which template is chosen.

e.g. Using the planned maintenance report, you can select the date range (30 years is the
standard default) along with the choice of including overdue works and to see outstanding,

completed or all works by using the drop-down lists provided.

Populate the report information by selecting the applicable values from the drop-down list.

[ Custom Reports Wizard

Repart Wizard

Fpart Template | Planned Maintensncs v

Dtaile Colymne Filtars Exthiziong

From Year

2023 w
Tor Yeor

2063 -

Bring Owerdue works into currest year?
‘fes ~

Works to include

Qutstanding

Completed
BEoth

Use the drop down lists to
customise the report options

Run Save

Advameed

Caneal

Figure 356: report
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Columns
The columns tab is where you define the data you want to include in the report, this is in
addition to any of the default information that will be provided from the chosen template.

Choose from the drop-down list on the left to select a category. All associated data fields are
listed beneath enabling you to select the ones you want to include in the report.

Report Wizard ssic | Adeanced
Report Temglate | Planned Maintenarcs |

Destaiis repart ([T Fie= Exclusions

Search Fields... Columns

Double click or drag and drop columnz from the aptions on the left ta add them t your repart,

Property w

Favourites

Appliznces
Asbasios
Asset Liability
Assel Survey
Attachment
Classifications
Decent Homes
Fire

Fire (2020)

FRA Comments
FRi Photographs
FRA Work Actions
HHSRS

HREBI - Elevaticns & Matarials
HREBI - Information

HREBI - Survay

Planned Maintenance

Property Altribule

Select a category from the
drop down list to display the
associated data fields below

Run. Save Cancel

Figure 357: select a category

You can add as many columns as are needed into your report and choose from any
combination of drop down categories. Once you have selected a category, either drag across
or double click on the fields to add in the columns. Each column header selected in this tab
will appear in your report in the order that it is shown on screen — click and drag a column
header to reorder the display where needed.

Report Wizard aric | Advanced

Regart Template| Plannsd Maintenance v

Details repert (T Fites Exclusions

Search Fields... Columns

Diouble dick ar drag and drap colsmns from the options on the left 1o add them to your rpoet
Property -
UPRM  Addresst
Adidress]

Address2

Address3

Addressd

GovemnmentLIFRN Haln

Double click or click and drag
a field from the list on the
left into your columns area

Latitude
Longitude

Posteade

LIPEM

Run Save Cancel

Figure 358: columns
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Filters

You can apply a number of filters to your report to narrow down your dataset. You can use
quick filters similar to those used in Lifespan Housing (Please see section 3.1 Quick
Filters for more information), apply the current filter from Lifespan Housing or filter on
specific criteria/components.

Report Wizard

Click to narrow down your
search criteria by address, UPRN,
Detals  Repot  Columns | selection status or module

| Quick Filters Filters

| Add Current Address Filter

Report Temp\ate| Planned Maintenance V‘ (7]

Double click or drag and drop filters from the aptions on the left to apply them to your report. Yo

| Search Fields | Postcode E eneral Needs Kitchen Equals Fittings &F...

‘ Property N Click to use your current
Favourites A Lifespan Housing filter
Appliances
Asbestos

Asset Liability
Asset Survey

Attachment Help Click to apply

Classifications a data filter
Decent Homes

Fire
Fire (2020)
FRA Comments

FRA Photographs
ERA Work Actinn

Figure 359: Filters
Apply one or more filters to your report using the methods below.

Quick Filters

The quick filters in the reports wizard have the same options as some of those used within
Lifespan Housing, please refer to section 3.1  Quick Filters for guidance on using this type
of filter.

Current Address Filter

The ‘Add Current Address Filter’ allows you to apply the same filter to your report as the one
currently being used within Lifespan Housing. This option will be greyed out if no filter has
been applied to your address list in Lifespan Housing.

Data Filters

Filters can also be applied based on the same categories and data fields as used in the
columns tab which enables you to filter on a specific criteria or component. Select the field
from the list and drag or double click to include in the report. A dialog box will appear as
below, use the drop down lists to choose how you want to filter i.e. Is Equal To/Is One
Of/Contains and what you want to filter on i.e. the chosen component. Click apply to add
the filter.
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= Add Filter

Add Filter General Needs Kitchen
1. Choose how you want to filter
Is Equal To A

2. Enter or select what you want to filter on

Fittings & Finishes Select a field to filter on and
choose the relevant criteria
Apply J Cancel

Figure 360: add filter

Advanced Filters

Multiple filters can be added to your report by repeating the step above, however you can
also add in scenarios via the ‘Add, Or, (, )’ buttons to build up your filter and narrow down
the amount of data in your final report. Click ‘Advanced’ in the top right of the screen to
enable these buttons in the filters tab, then click and drag to where you want to apply them.

Report Wizard Basic

Report Template | Planned Maintenance v @

Details Report Columns A  Exclusions

[ Quick Fillers | Filters

Double click or drag and drop filters from the optians on the left to apply them to your report. You will be prompted on how you want to filter automatically.

|Sﬂarch Fields ‘ General Needs Kitchen Equals Fittings & F..  And  Complete Bathroom Equals ‘Fittings and Fl.

Property v‘

Address1

Click ‘Advanced’ to enable
the additional features

Address2

Address3

Address4

GovernmentUPRN

Double click or click and
drag to where you want
to apply the constraint

Latitude

Longif

rid  Use these buttons to add
v further constraints to the filter

Run | [ save || Canoel

Figure 361: filter buttons

Exclusions — Similar to the exclusions set in Lifespan Housing, here you can choose to
include/exclude specific asset, survey or property types within your report.

By default, all asset and survey types are included and all sold, demolished etc. properties

are excluded. To change this, use the drop downs to expand each list and untick the required
asset, survey or property type.
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Report Wizard

Report Template| Planned hMaintenance v @

Details Report Columns Fiters  [[IEED

Asset Types to be included
All items checked

Survey Types to be Included
Surveyed

Properties to be Excluded

Sold, Demolished, Transferred, Expired 1, Expired 2, Benchmark Property
[ Check All

) Lease Expired
Sold
Demolished
Transferred

Expired 1

e Use the drop down to
expand the list and untick
the asset, survey type or
property type as required

Run

Basic | Advanced

Save Cancsl

Figure 362: exclusions

10. Once you are happy with all options selected, click ‘Run’ to run the report. Click ‘Save’ to run

the report and save for future use.

Report Wizard

Report Template | Planned Maintenance v @
m Report Columns Filters Exclusions
Report Title

Planned Maintenance Report

Report Category
General

Prepared By
RB

Prepared For

Click ‘Run’ to load the
report or ‘Save’ to load
and save to the report
manager for future use

Created On
22/06/2023

Last Revised On
29/06/2023

Purpose

Report to show kitchen and bathroom replacement costs over the next 5 years.

Is report private

(o

Advanced

Figure 363: completing the report

23.2.2 Export report data

Once your report data has loaded, you can review the details on screen using the navigation buttons
and page options at the bottom of the screen to view the information. Alternatively, you can export
the data which allows you to review and investigate the data further in excel format.

1. Click ‘Export’ from the ribbon bar to extract the current report data in excel format.
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ASHFPL000920

Planned Maintenance Report

% 4 \:‘ Manager

23 Details

Click ‘Export’

S

to

© Help

== Clear £ History &P Chart
LIF PN | W2 o e | [ Log Report Manage | Switch
HOUSING
Reporting Report Tools Schedule| Version Help

UPRN ADDRESS1 oM
download a copy of the
100BR026 26 Bolton Road report in excel format inis|
100BR0O30 30 Bolton Road o Finis]
ACOMRD004020 Flat 2, 40/42 Acomb Road Fittings and Floor Finisl
ACOMRD004030 Flat 3, 40/42 Acomb Road Fittings and Floor Finis|
ACOMRDO004040 Flat 4, 40/42 Acomb Road Fittings and Floor Finis|
ACOMRDO004050 Flat 5, 40/42 Acomb Road Fittings and Floor Finis|
ACOMRD004060 Flat 6, 40/42 Acomb Road Fittings and Floor Finis|
ALBERDO17900 179 Albemarle Road Fittings and Floor Finis|
Flat 2, 9 Ashford Place Fittings and Floor Finis|

Figure 364: export
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2. The downloaded file will be generated, open to review the data. The spreadsheet will
contain all columns outlined in the reports wizard, at the top of the sheet you will see the

report title followed by the details (where these have been defined in Lifespan).

A B © D E F G H 1

1

2

5 LIF

4 Wous

=

? Planned Maintenance Report

8

9 Report Type Planned Maintenance

10 |PreparedBy R

11 Prepared For

12 Crested On 22 June 2023

13 |LastRevised 20 June 2023

14

15 [uprn |Address1 |complete Bathroom | General Needs Kitchen [2023 [2024 [2025 f2026 |
16 100BRO26 26 Bolton Road Fittings and Floor Finish _ Fittings & Finishes 3050.00 0.00 000 3000.00
17 100BRO30 30 Bolton Road Fittings and Floor Finish  Fittings & Finishes 0.00 0.00 0.00 0.00
18 ACOMRDOD4020 Flat 2, 40/42 Acomb Road  Fittings and Floor Finish  Fittings & Finishes 3350.00 000  2800.00 0.00
19 ACOMRDO04030 Flat 3, 40/42 Acomb Road  Fittings and Floor Finish  Fittings & Finishes 10000.00 0.00 0.00 0.00
20 ACOMRDO04040 Flat 4, 40/42 Acomb Road  Fittings and Floor Finish  Fittings & Finishes 10500.00 0.00 0.00 0.00
21 ACOMRDOD40SO Flat 5, 40/42 AcombRoad  Fittings and Floor Finish  Fittings & Finishes 5500.00 0.00 0.00 0.00
22 ACOMRDOD40GO Flat 6, 40/42 AcombRoad  Fittings and Floor Finish ~ Fittings & Finishes 5500.00 0.00 0.00 0.00
23 ALBERDD17900 179 Albemarle Road Fittings and Floor Finish  Fittings & Finishes 2500.00 0.00 0.00 0.00
24 ASHFPLO00920  Flat 2,9 Ashford Place Fittings and Floor Finish  Fittings & Finishes 10000.00 0.00 0.00 0.00
25 ASHFPLD00S30  Flat 3,9 Ashford Place Fittings and Floor Finish _ Fittings & Finishes 1000000  3500.00 0.00 0.00
26 ASHFPLDO04D  Flat 4,9 Ashford Place Fittings and Floor Finish  Fittings & Finishes 10000.00  3500.00 0.00 0.00
27 ASHFPLOOOSAQ  9a Ashford Place Fittings and Floor Finish  Fittings & Finishes 10000.00 0.00 0.00 0.00
28 BKG2ABGA 62A-62B Green Avenue Fittings and Floor Finish  Fittings & Finishes 2500.00 0.00 0.00 0.00
20l mOUNconnInn 4 Baundans Clace Eirtinac and Elnne Einich _ Cirtinac & Einichac s50n an non ann non

Figure 365: report excel output

As well as being able to export data to excel in a tabular form, it is also possible to export data as a

chart for some reports.

3. Load a report and select ‘Chart’ from the ribbon pane.

R d Manager | [  Export =3 Details
=== | ] Clear &) History
LI F o \nh | Wizard % Refresh &) Log Report M
HOUSING
Reporting Report Tools View Sche

Figure 366: chart tool button
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The exporting of data as charts is limited by the effective number of fields in the ‘X’ and ‘Y’ column
that can be displayed. Where it is possible the system will offer a variety of charts that are available
in the chart export tool under the Chart type drop down.

4. Select a chart type from the drop down list and click ‘Export’ to download. There are a
variety of options including column, bar, pie, doughnut, line and radar.

Report Chart - O
Report Chart ©)
Please export your chart to view it.

Preview

Chart previews are not supported for the current report.

Chart Options

This report allows the following options to be set when generating charts

Select chart type
oo |

Figure 367: Report type options

The chart will download as a picture within an excel document, allowing you to copy or save.

Asset Type
1000
800
H Blank
600
H Block
400 Communal
200 H Dwelling
0 -
Asset Type

Figure 368: example column chart

5. If your report is too complex you may be unable to download in chart format. If this is the
case, you will see the following message when you click on the ‘Chart’ button and will be
unable to use this feature without amending your report. Click ‘Close’ to return to the
reporting area.
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& Report Chart

Report Chart ©)

A chart could not be generated.

The active report does not currently support charts, or the chart cannet be displayed due to the
complexity of the report.

Close

Figure 369: report chart message

23.2.3 Open a Saved Report

1. Toretrieve a saved report, click on ‘Manager’.

b | £ Manager | [ Export =3 Details
Y

=2 [ Clear £ History @D Chart

2 TN Wieard + Refresh &) Log Report b

LIF

Reporting Report Tools View Sche

Figure 370: location of the manager button

The ‘Report Manager’ contains a full list of all saved reports. From here you can select any

report from the list and carry out the following actions.

- Load: to load the report information into the wizard to enable any changes to be made
before reviewing the data.

- Run: use the existing criteria and run the selected report. The information will also be
loaded to the wizard so you can edit the report as required.

- Cancel: to close the report manager and return to the main screen.

- Clone: to create a copy of the selected report, this will allow you to use an existing
report as a template to build on rather than creating an entirely new report.

- Delete: to remove the selected report from the manager.

NOTE Any changes made to the reports will apply to every user that has access to the report and
cannot be reverted. i.e., if you delete a report from the list, all users will no longer be able to
access it again, it would have to be recreated using the report wizard.

2. Scroll through the list of reports or search using the free-text fields at the top of the screen.

Select a report by clicking on the applicable row and choose one of the options to either
edit, view, copy or remove the information.
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& Custom Reports Manager Find a report using the

free-text search fields
Report Manager

Click to ‘Load’ or ‘Run’

PREPARED LAST REVIS
TYPE NAME CREATED ON
BY oN

Asbestos Asbestos 25.05.23 RB 25/05/2023 25/05/2022 “
Asbestos Asbestos Report . 20/01/2022

P Scroll through the list ‘
PropertyCount Asset Type . 0/06/2022

of available reports

PropertyCount Cloned - Assumed Decent
DecentHomes Decent Homes RB 26/10/2021 26/10/2021
RASAPY! Eneray RB 2611072021 26/10/2021
RdSA RB 12/07/2022 12/07/2022

05.23 .
Click to ‘Clone’ or ‘Delete’

the selected report

the selected report

Maintenanc Gas Servicing

12 Page 1 of 2, ite 25 of 47.
Load J Run || Cancel | Clone | Delete

Figure 371: report manager

23.2.4 Schedule a Report

You can schedule any saved report to run at regular intervals and automatically deliver the report

data to a single email or multiple email addresses.

1. Click ‘Manage’ from the Report Wizard ribbon bar.

£5) Manager | B Export = Details 4
V4 j " E
=== ] Clear £ History o Chart
izard 2 Refresh & Log Report Manage | S

Report Tools View | Schedule| Vo

Figure 372: location of the manage button

2. The ‘Report Schedule’ will open to display all existing scheduled reports, click ‘Schedule New

Report’ to create a new schedule.
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= Report Schedule

Report Schedule

Scheduled Reports

Report Scheduled for  Last Run on

You have no reports scheduled yet

Schedule New Report

Figure 373: report schedule

3. Select a report from the drop-down list. The report type, purpose and prepared by/for

details will be pre-populated if these were defined within the report.

Set the schedule by selecting either Weekly, Fortnightly or Monthly from the list.

= Report Schedule

Report Schedule

New Schedule

Select the report to run ‘ Planned Maintenance Report
Report Type PlannedMaintenance
Purpose Report to show kitchen and bathroo Selecta report from
the drop-down list
Prepared by RB

Prepared for

Set the schedule ‘

Choose how
¥ Advanced Weekl),r (Specific day of week) often you want
Fortnightly (Specific day of week) to run the report

Schedule Report H cancel ‘ Monthly (Specific day of month)

Figure 374: report schedule criteria

4. Once a schedule has been set you will need to select either the day of the Week or Month
the report is to run on, dependant on the timeframe selected. Choose a day from the drop

down list.

Set the schedule ‘ Meonthly (Specific day of

Select the applicable
Select day of month m%\ day from the list

"If a month has fewer days than what is selected here, the report will be run on the last day of that month.

Figure 375: select a day
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Click ‘Advanced’ to display the additional fields where you can define where the report

should be sent.
By default, the software will pre-populate the email address linked with your account. Use
the free-text field to add any additional emails as required.

The tick box can be used to schedule the report to run once, if left unticked a copy of the
report will be sent to the emails provided as regularly as specified in the schedule.

Click ‘Schedule Report’ to save.

4 Advanced Provide an email for each

intended recipient of the report
Report to be emameoto R /—reewrfcs.co.uk

|
Additional emails (1 per line) [

Schedule this report to run once only U Tick if the report is

only required once

Schedule Report || Cancel

Figure 376: advanced report details

Once saved you will be directed to the previous screen and a record of the new schedule will
be displayed.

Follow steps 2-6 to create another schedule or close to return to the reporting area. If you
need to remove an existing schedule, click ‘Cancel’ to the right of the record.

= Report Schedule

Click to delete
the schedule

Report Schedule | ¢jick to create a

Scheduled Reports new schedule

Report Scheduled for  Last Run on
Planned Maintenance Repert 20/07/2023 Cancel
‘ A new custom report%n scheduled. Click to return to

I 4 .
the reporting area

Schedule New Report L

Figure 377: scheduled reports

23.3 Auditing

Changes made in the software are tracked though the change audit.

Click on the ‘Audit’ button under ‘Open’. The tool will open in a new window.
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Fire RdSAP 2009 9.91 RdSAP20129.92 RdSAH

G v i :
roups @,Z _%‘_62.) ~ g

SSCMRALLA) |

Report Model Component| Audit
Cost

Open

Figure 201: location of the audit button

The screen is split so your search criteria is displayed on the left and results will appear on the right.
You will have to apply some search criteria before any data is displayed.

2. Use the options on the left of the screen to filter to the data you want to view.
- UPRN: to search for audit history details of a specific property.
- Date Range: to search for audit history details within a specific timeframe.
- Property: to search for audit history details based on address information.
- Property Details: to search for audit history details based on property details.
- Property Attributes: to search for audit history details based on property attributes.

In each of the property, property details and property attributes sections you can also apply
an additional filter based on the action taken, either ‘Insert’, ‘Update’ or ‘Delete’.

UPRN

Enter a date range cal

. Property

. Property Details

. Property Attributes

Figure 378: audit search criteria

NOTE The audit tool displays the information on the main screen over separate tabs to distinguish
between the datasets from the list on the left. In order for any information to be displayed
you need to ensure that at least one of the tick boxes has been selected.

3. Tosearch by UPRN, use the free-text field to type in the details.
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Enter a date range if required by either manually typing in the field or selecting via the
calendar pop-up.

By default the audit tool will complete a full search up to and including todays date.

Use the tick box to the side of ‘Property’, ‘Property Details’ and/or ‘Property Attributes’ to
include this information in the search.

Once a tick box is selected, further options will be available which enable you to add
additional filters to your search results.

“  Property

~  Property Attributes

Search by address
line or postcode

Address 1

Attribute

Address 2 Search by property attribute,
value, location or sublocation

Address 3 Value

Search by action

Address 4 Location

~ Property Details

Postcode bt Sub Location

Figure 379: audit property filters
You can search by action within each heading which allows you to filter to audit items based

on whether the record has been inserted, updated or deleted. Use the drop-down lists to
select an action or use the free-text fields to enter the applicable search criteria.

Click ‘Search’ in the top left of the screen to apply the chosen criteria and display the results.

Review the data on the main screen, clicking on the relevant tab to display the results under
each category.

The navigation arrows in the top right of the screen can be used to scroll through the pages

depending on the number of results and the number of records displayed per page can be
updated using the drop-down to the right of ‘Iltems per page’.
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01-03-2023 - 30-06-2023
~ Property
« Property Details

~ Property Attributes

Type in a UPRN ] within each tab

View the audit details
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Update the number of
records displayed per
page and navigate

Property Property Attributes /

Property

:! Enter the date range ] 1

100BR03234 | 3234 BoktonRoad | Pendlebury | Manchester M27 8UX

by Mook

Use the tick boxes to select

through the data

30/06/2023 14:30:01 | Rebecca Bootman

nnnnnn

Review the audit data

L the property search criteria

Figure 380: audit results

24. IT & Data Support

Our helpdesk includes a knowledge base with access to our software user manuals and a list of
frequently asked questions and guidance notes, as well as enabling users to raise a support ticket for
technical queries.

You can either access the helpdesk via a separate website or directly through the IT & Data Support
button within the ‘Help’ section of Lifespan Housing.

You will be prompted to create an account when first accessing the area from either location.

To access the helpdesk via website search

1. Click the following link or paste URL https://property-tectonics.kayako.com/en-us/login into
your browser.

To access the helpdesk Lifespan

1. The IT & Data Support button is available within the help section of each module and
provides a direct link to our helpdesk.
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0 Help
brm L? IT & Data Support
0 Request Training

Help

Figure 381: IT & Data Support button

2. The helpdesk will open in a new tab on your browser.

24.1 LoggingIn

Once you have opened the helpdesk via the website or through Lifespan, you will be directed to the
login page. Enter your credentials to log in or click the ‘Need an account? Sign up.’ link at the bottom
of the screen to create a new account.

How can we help you? English (United States) : Start a conversation  Signin

Sign in to Property Tectonics

Enter your login details ]

Your email address

Your password
OR 'F Sign in with Facebook

G sign in with Google

[ Or set up a new account ]

If you've contacted us before, you'll probably already be regis, e your password.

\

Need an account? Sign up.

Figure 382: sign in or create an account

24.2 Knowledgebase

The helpdesk is split into different sections to cover the different Lifespan software products.

At the top of the screen, the search bar can be used to look for guidance on a specific topic.

182 |Page



ah
HOUSING

1. Use the free text field to start typing in a query. Matching topics will appear as you are
typing or a full list of results will be displayed once you click ‘Search’.

I need help with...

How can we help you?

Search

Figure 383: search for help

2. The ‘Getting started’ and ‘Lifespan Housing’ sections provide some general guidance and
links, as well as some frequently asked questions. Click on any of the blue headings to be
directed to the relevant information page.

Getting started

Welcome

Welcome to your new helpdesk. You will have
received an email from Property Tectonics

Lifespan Training Programme Reimagined
We have reimagined how we deliver our software
training to provide a more cost effective and time

New EPC Register link
https://find-energy-
certificate.digital.communities.gov.uk/

Important Notifications
Please read as it contains important updates
regarding Lifespan Housing

Technical Bulletins

Popular in Getting started
How to raise a support ticket
Where are my old tickets?
Verify your Kayako account
Knowledge Bank Information

Lifespan Training Programme Reimagined

Figure 384: getting started

Lifespan Housing

Administrator access to create new users
and reset passwords

Each orgnisation has a system administrator to

Duplicate Errors found in import sheet

When uploading an import sheet, if you get an error

saying duplicate errors found, it is likely that your

How to Add a Property Attribute
Highlight a property from the address list and click
‘New Attribute Select an attribute and value from

How to synchronise any lodged EPCs into
Lifespan Housing

To synchronise any lodged EPCs into Lifespan

How to use the import / export interface.
Part 1 - Lookups.

Updated Asbestos sheet

Lifespan mobile - country & region error
rdsap
FAQ - In the “Regional details & purpose for

Old Blocks within Lifespan
Exclusion filters to use when running a report. The
following are the attributes that get picked up by

Popular in Lifespan Housing
Updated Asbestos Data Sheet

How to use the import / export interface
part 1 - Lookups.

Address Matching - Synchronising Rdsap
assessments

Flats & Maisonettes - Storey Level
indication

If customer need to edit data in the old
version of WHQS

Figure 385: lifespan housing
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3. Manuals are available to download for each Lifespan software product. For the Lifespan web
manual, navigate to the ‘Lifespan Software Manuals’ section and select ‘Lifespan Housing’'.

Lifespan Projects
User manuals for Lifespan Projects and Projects

Mobile

Lifespan Housing
User manuals for Lifespan Housing, Mobile, Carbon

in Homes and PPT

Lifespan Software Manuals

Lifespan Energy
User manuals for Lifespan RASAP & SBEM

Webinars

Homelife

Popular in Lifespan Software Manuals
Lifespan RASAP 9.94

Lifespan PPT

Lifespan Projects Mobile Manual

Lifespan Projects Manual

Lifespan Carbon in Homes

Figure 386: lifespan software manuals

Choose ‘Lifespan Web User Manual’ from the list and click to either ‘View’ or ‘Download’.

Property Tectonics / Lifespan Software Manuals / Lifespan Housing

Lifespan Web Useptianiial

Click to view or
download a copy

User Manual

) of the manual
Lifespan_Web_U

16548 KB View Download

Figure 387: view or download

24.3 Raise a Support Ticket

If you have any software queries, you can raise a support ticket which will send a message directly to

the software team.

1. Atthe top of the screen, click ‘Start a conversation’.

Start a conversation

Figure 388: raise a support ticket

2. Select a software type from the list i.e. Lifespan Housing and Mobile before filling in the
form. Please provide as much detail as possible including screenshots or attachments where
possible before clicking ‘Send’. This will come through to us for internal review and one of
the team will be in touch with a response (you will receive all responses via email).

184 |Page




Subject

Error subje section of s

Address

Message

Choose files

Priority

Send us a message

Upload files [Optional. Max Size: 200

Complete the form providing as
much information as possible
using the free text fields

Click ‘Send’
to confirm

25.

Figure 389: raise a support ticket

Lifespan Web Administration

LIF
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Lifespan web administration is a webpage, linked with Lifespan Housing, which facilitates the
administrator to carry out the following tasks for Lifespan user accounts;

e Create user accounts

e Reset user passwords

e Amend user permissions
e Update user settings

1. Follow the link below to navigate to the Lifespan web administration page.

https://www.pt-lifespan.com/LifespanWebClientAdmin/Login.aspx

2. Login with your Lifespan credentials. The ‘Remember Me’ tick box can be used to save your

details for future logins.

NOTE

Only users with administrative access can login and use this facility.
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Click to save
your login details
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Welcome to pt Lifespan Web Administration

pt Lifespan Web is a web based asset management software solution that was developed base

pt Lifespan Web Administration facilitates the administration of user accounts providing the

Administering user accounts
Resetting user passwords
Administering user permissions
Administering user settings

Enter your Lifespan
credentials and click ‘Login’

Password:

=
(T %

Username: [ ]
|

25.1

Figure 390: administration page login

Navigation

The page is set out in a similar style to Lifespan. Across the top of the screen is the menu bar which
contains all of the function buttons enabling you to create new and update existing user accounts.
On the left side of the screen is a full list of existing users for the account and the details pane
contains information for the selected user including user details, permissions and user settings.

r

New

User 1
User 2
User3
User 4
User 5
User 7
User 8
User 9
User 10
User 11
User 12
User 13
User 14
User 6

User 15

User 16

Administration

User Registrations

~ X Delste
O Reset Password
Edit ™ Unlock Account Edit Permissions New

5 Edit J
¥ Delete

Edit Widgets

User Accounts - User Permissiorg ser Settings  ~ User Widgefs

User Settings

ontrol Name

s Appliances

- Asbestos

s Calendar
Compliance Analysis

#- Decent Homes

#- Documents

#- Ecohomes XB

Energy Dash

Energy Dash

4 Multi-Purpose Surveys

Invite  Re-send
User  Invites

Invitations

Control Type
Module
Module
Module
Module
Module
Module
Module
Module
Module
Module
Module
Module

Menultem
Menultem

Module

Rebecca Bootman is currently logged in.  Logout

Permission
ReadWrite
ReadWrite
ReadWrite
ReadWrite
Readwrite
ReadWrite
ReadWrite
ReadWrite
ReadWrite
Readwrite
Readwrite
ReadWrite

Details pane | reawre

ReadWrite

ReadWrite

Figure 391: navigating the administration page

25.2 Creating a New User Account

1. From the menu bar, click ‘New’ within the ‘User Accounts’ section.
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Administration User Registraticns

j ~ X Delete ~
(™ Reset Password -

New Edit

Edit Permissions Nl

(™ Unlock Account

User Accounts | \User Permissiors U

Figure 392: new button

Enter the details of the new user and click ‘Save’. The user list will be updated to include the new
account.

- Forename/Surname: Free text fields to assign the name of the new user.

- Username: Free text field to define a username for the account. You can choose any
username however it must be unique. Once the account has been created, the password is
set automatically to ‘Lifespan’. The user will be required to change this when first logging in.

- Email: Free text field to define the users email address. Please ensure this is entered
correctly as it will be required for two factor authentication when logging into the software.

- Copy User: This is not mandatory however can be used as a quick way of setting permissions.
Select an existing user from the drop-down list and their permissions will be automatically
applied to the new account.

- Add User to Role: Depending on what type of role the user has in the company, you can set
them to either an administrator, contractor or user.

- Select User Type: Tick box to be used only for accounts you want to set as a ‘Template User’.

(=) Add/Edit User o X

Add New User Account .
Enter the details for

Forename the new user account

Surname

User Name

Select an existing user from
the list to copy permissions

Email

Copy User Select User to cop v

Add User to Role ! Assign a roIe ]
O Administrator [ contractor O User

Select User Type

U Template User Tick to save as a
template user

Click to ‘Save’

IH Save ||A Cancel

Figure 393: creating a new user account
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25.3 Editing a User Account

1. Select a user from the list on the left and click ‘Edit” within the ‘User Accounts’ section of the
menu bar.

Administration User Registrations

j ~| X Delete ~
/| % Reset Password Viss/

New Edit

% Unlock Account Edit Permissions N4

User Accounts I« \User Permissionis U

Figure 394: edit button

2. The ‘Add/Edit User’ screen will appear allowing you to make any changes to the selected
user account. Amend the user details as required, then press save.

25.4 Deleting a User Account

1. Toremove an account, select the applicable user from the list and click ‘Delete’ from the
menu bar within the ‘User Accounts’ section.

Administration = User Registrations

j ~ | X Delete ~
/" (% Reset Password —

New Edit

(% Unlock Account Edit Permissions | Ng

User Accounts f“ | \User Permissioris Uy
Figure 395: delete button

2. Afurther dialog box will appear, to confirm the removal click ‘Delete’. The account will now
have been removed and the user will no longer have access to Lifespan.

Delete User Account o X

Delete User Account

Please confirm the removal of user User 1

|~ Cancel |

Figure 396: delete user account

NOTE Unless created in error, you would be advised to disable a user account rather than deleting
it fully from the software, to ensure all auditing records remain intact.
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25.5 Resetting a Password

1. Toreset the password for an account, select the applicable user from the list and click ‘Reset
Password’ from the menu bar within the ‘User Accounts’ section.

Administration

User Registrations

X Delete ~

e

(™ Reset Password = o

(% Unlock Account Edit Permissions | N¢

New Edit

User Accounts I« \User Permissioris U4

Figure 397: reset password button
2. Afurther dialog box will appear, to confirm the reset click ‘Reset Password’.

This will update the user account and revert the settings back to the default password of
‘Lifespan’. When the user next logs in they will be prompted to change it.

(Z) Reset User Password o X

Reset User Password

Please confirm password reset for User 1

Reset Password || Cancel |

Figure 398: reset user password

25.6 Unlocking an Account

If a user fails to login after repeated attempts, the account will become locked preventing them to
access it.

1. To unlock an account, select the applicable user from the list and click ‘Unlock Account’ from
the menu bar within the ‘User Accounts’ section.

Administration

i
New Edit

User Registrations

X Delete ~
(™ Reset Password

% Unlock Account Edit Permissions

User Accounts

I

User Permissiors

N¢

u

Figure 399: unlock account button

2. Afurther dialog box will appear, to confirm click “‘Unlock User Account’. This will release the
account and the user will be able to login.
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{Z] Unlock User Account o X
Unlock User Account

Please confirm unlock account for User 1

Unlock User Account || Cancel

Figure 400: unlock user account

25.7 User Permissions

Permissions are used to restrict access to certain areas or functions within Lifespan. They can be set
differently for each user, depending on the level of access they require.

To view the existing permissions for a user you can select the ‘Permissions’ tab on the details pane
and review the information below.

User Details User Settings

Control Name

Appliances

{+

+— Asbestos

Calendar

i+

Compliance Analysis

Decent Homes

i+

Documents

i+

Ecohomes XB

i+

Energy Dash
Energy Dash

+— Fire

1. To update permissions for a user account, select the user from the list on the left and go to
‘Edit Permissions’ within the ‘User Permissions’ section.

Administration | User Registrations
j ~ X Delete ~ (7 Edit
" (™ Reset Password / X Delete
New Edit % Unlock Account Edit Permissions| New Ed
User Accounts i ||User Permissioris User Settings ™ | Usq

Figure 401: edit permissions button

2. The dialog box will show a list of all the modules within the company database along with
listing the current permissions for the user. You can expand each module to show the
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functions within each section and have the facility to change permissions for the entire

module or just certain components of it.

% User Permissions

User Permission Section

AND += +5 X
Current permissions

feel of selected user

Control Name ‘ Cor}?\ \ Permission

+ 7 Fire Moduld ReadWrite -
_/. Fire Stock Profile Module ReadWrite
+ _f. HCA Asset Liphilis Module ReadWrite
A _/‘ Menus Menultem ReadWrite
,f‘ Menus Expand or COI Ia pse Menultem ReadWrite
4t _/' Multi-Pur mOdUIeS to ShOW or Module ReadWrite
Notifig hide the functions Madule ReadWrite
4 W|th|n each Section RibbonBarTabltem ReadWrite
RibbonBarTabltem ReadWrite
3 _/‘ Property Attributes Module ReadWrite
_/' Property Attributes Add Sub Attribute RibbonBarTabltem ReadWrite
_/‘ Property Attributes Attach File Button RibbonBarTabltem ReadWrite
_/‘ Property Attributes Attach Photo Button RibbonBarTabltem ReadWrite
_/‘ Property Attributes Classify Rates Button RibbonBarTabltem ReadWrite
_/. Property Attributes Clear Filter Button RibbonBarTabltem ReadWrite
_/‘ Property Attributes Clear the current RibbonBarTabltem ReadWrite

property selections

| Save || Cancel |

Figure 402: user permission section

»
Click on the pencil icon ( ) next to the row you want to edit. Choose which permission is
required from the drop-down list next to ‘User Permissions’ and then click ‘Update’.

The permission options are outlined below.

ReadWrite: The user will be able to view and edit the data.

ReadOnly: The user will be able to view the data but has no editing capability.
NoAccess: The user will not have visibility of the module/function on their account.

If you are on a module permission, you will also see the cascade changes tick box. If this is
ticked, the access level chosen will apply to each component of the module. You can go back

into each row to amend this where needed.
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Property Attributes

Change User Permissions

User Permissions | ReadWrite v

(X Cancel |

Cascade changes

Property Attrib
Property Attrib

Tick to apply the permission to
all functions within the module

2z Dranarty Attrilistace Attarh Dhnts Doddan

Figure 403: change user permissions

~A INY
HOUSING

4. Once you have amended the permissions as required, click ‘Save’ to apply the changes. All
permissions will be updated on the details pane and applied to the users account.

25.8 User Settings

This function enables you to configure user-level settings within Housing. There is ability to store
details for the RASAP and CiHA modules along with setting and storing links to other Lifespan

software such as Lifespan Projects.

1. To create a new setting, select the user from the list on the left and then go to the menu bar

and click ‘New’ within the ‘User Settings’ section.

Administration

e

New Edit

User Registrations

X Delete ~ j
(™ Reset Password 24

Edit Permissions | | New

(3 Edit
X Delete

(™ Unlock Account

User Accounts I« \User Permissioris

User Settings

Ed

Usg

Figure 404: new button

2. Enter a name and value, then press ‘Save’.
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Organisation Settings
Add New Organisation Setting

Name:

Value: | User1

Save || Cancel |

ProjectManagementUsername

Figure 405: organisation settings

3. The setting will now appear in the user’s account on the main screen. Select the user and go
to the ‘User Settings’ tab, all saved settings will appear in the list.

User Details Permissions

Name

User Settings

Value

ProjectManagementUsername

User1

Figure 406: user settings

4. To edit an existing setting, select it from within the user account page and go to ‘Edit’.

Administration

_

Edit

User Registrations

X Delete
(™ Reset Password

New (™ Unlock Account

User Accounts

Edit Permissions

I+ \User Permissions

X Delete

New

Ed

User Settings ™ | Us{

Figure 407:

edit button

5. The current setting details will appear in a new window. Amend as necessary and click

‘Save’.

% Organisation Settings
Edit User Setting

Name: @ ProjectManagementUsername

Value: | User1

Save || Cancel |

Figure 408: edit user settings

The updated setting will now show under user settings in the user account details page.

6. To delete an existing setting, select it from within the user account page and go to ‘Delete’.
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Administration | User Registrations
j ~ X Delete ~ j (£ Edit
o/ (™ Reset Password __/
New Edit ~ Unlock Account Edit Permissions | New Ed

User Accounts  |\User Permissioris |  User Settings ™ | Us|
Figure 409: delete button

7. Click ‘Delete’ to confirm the removal.

Delete Setting o X
Delete Company Organisation Setting

Please confirm removal of User Setting 'ProjectManagementUsername’

| cancel |

Figure 410: delete setting
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Appendix One: Change Log

Date Version Changes

08/10/2013 0.1 First version written.

11/10/2013 0.2 Modified some screenshots and spacing.

17/10/2013 0.3 Added section on deleting planned maintenance schedules.

29/10/2013 0.4 Modified screenshots.

09/11/2018 0.5 Amendment to FRAs to cover version 2012.

14/11/2018 0.6 Added section on creating survey lists.

22/11/2018 0.7 Updated screenshots for use with latest version of Lifespan.

13/12/2018 0.8 Added section on lifespan web administration.

23/04/2019 0.9 Updated import/export section.

18/06/2019 0.10 Added section on appliances and updated FRA section.

23/09/2019 0.11 Updated RASAP section.

16/10/2019 0.12 Update to custom reporting section.

22/02/2021 0.13 Updated Charts Facility for the report wizard. Report scheduling and
automated emails for reports.

03/02/2022 0.14 Added sections for surveys and occupancy assessments. Updates
made to attributes and RASAP modules for uses in relation to PAS
2035 retrofit projects.

25/05/2022 0.15 Added sections for compliance, fire stock profile and energy
dashboard.

03/07/2023 0.16 Amendments throughout including screenshot review/updates.
General update/refresh to all modules for use with latest version of
Lifespan.
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