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1. Logging In   
 

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

2. 9ƴǘŜǊ ȅƻǳǊ ǳǎŜǊƴŀƳŜ ŀƴŘ ǇŀǎǎǿƻǊŘ ŀƴŘ ŎƭƛŎƪ Ψ[ƻƎƛƴΩΦ 
 

 
Figure 1: logging in 

 

2. Navigati on 
 

 
Figure 2: navigating Lifespan 

 
 

Enter your login 
credentials 

/ƭƛŎƪ Ψ[ƻƎƛƴΩ 

1. Menu bar 

2. Address list navigation 

3. Address list 4. Details pane 

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

 
 

Figure 3: module tabs 

 
 
Filters are available in each module, allowing you to narrow down your address list and access the 
ƛƴŦƻǊƳŀǘƛƻƴ ȅƻǳ ƴŜŜŘΦ ¢ƘŜ ŦƛƭǘŜǊ ōǳǘǘƻƴǎ ŀǊŜ ǿƛǘƘƛƴ ǘƘŜ Ψ!ŘŘǊŜǎǎ [ƛǎǘΩ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ƳŜƴǳ ōŀǊΦ 
 

 
Figure 4: filter options 

 
 

¢ƘŜ Ψ9ŘƛǘΩ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ƳŜƴǳ ōŀǊ ŎƘŀƴƎŜǎ ŘŜǇŜƴŘŜƴǘ ƻƴ ǿƘƛŎƘ ƳƻŘǳƭŜ ȅƻǳ ŀǊŜ ƛƴΦ Lǘ ǇǊƻǾƛŘŜǎ ŀƭƭ 
the tools required to create new, edit and delete existing data. 
 

 
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. 

Click on the required heading 
to navigate to the module 
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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. 
 

 
 

 
Figure 6: selecting properties 

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

 
Figure 7: icon descriptions 

 

Tick to select 
all properties 

Tick to select/deselect 
individual properties 
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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. 
 

 
Figure 8Υ  ΨwŘ{!t нл12Ω ƳƻŘǳƭŜ 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. 
 
 
 
 
 

 
 
 
 
 

 

Figure 9: address list navigation 

Go to previous page 

Go to first page 

Go to next page 

Go to last page 

Select the number of properties 
you want to see per page 

Total number of addresses and pages 
being displayed in the current filter Select a page 
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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 Quick Filters  

 
To use a quick filter, ŎƭƛŎƪ ƻƴ ΨvǳƛŎƪΩ ƻƴ ǘƘŜ ƳŜƴǳ ōŀǊΦ 
 

 
Figure 10: quick filter button 

 
The following window will appear. 
 

 
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. 
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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. 
 

 
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. 
 

 
Figure 13: filter by property attribute and value 
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Search by properties selection status: 
¦ǎŜ ǘƘƛǎ ŘǊƻǇ Řƻǿƴ ǘƻ ŎƘƻƻǎŜ ŜƛǘƘŜǊ ΨǎŜƭŜŎǘŜŘΩ ƻǊ ΨǳƴǎŜƭŜŎǘŜŘΩ ǇǊƻǇŜǊǘƛŜǎΦ ¢ƘŜ ŘǊƻǇ Řƻǿƴ ǿƛƭƭ ƻƴƭȅ 
be active if properties are selected in the address list. 
 

 
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. 
 

 

 
Figure 15: filter by containing/not containing 

 
!ŦǘŜǊ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ŦƛƭǘŜǊΣ ǎƛƳǇƭȅ ŎƭƛŎƪ ΨDƻΩΦ 
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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 
ŦƛƭǘŜǊΦ CƻǊ ŜȄŀƳǇƭŜΣ ǳƴǘƛŎƪƛƴƎ ǘƘŜ Ψ.ƭƻŎƪΩ ƻǇǘƛƻƴ ǿƛƭƭ ŜȄŎƭǳŘŜ ŀƭƭ ōƭƻŎƪǎ ŦǊƻƳ ǘƘŜ ǊŜǎǳƭǘǎΦ 
 

 
Figure 16: filter exclusions 

 
 
Use the last drop down to select other options to exclude. For example, unticking Ψ{ƻƭŘΩ ŀƴŘ 
Ψ5ŜƳƻƭƛǎƘŜŘΩ ǿƛƭƭ include these properties in your address listΦ /ƭƛŎƪ ΨDƻΩ ƻƴŎŜ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ǘƘŜ 
required options. 
 

 
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 
ƻǊ ǘȅǇŜ ǘƘŜ ¦twbǎ ŜŀŎƘ ƻƴ ŀ ƴŜǿ ƭƛƴŜ ŀƴŘ ŎƭƛŎƪ ΨDƻΩΦ 
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Figure 18: pasting UPRNs 

 
Special: 
 
This tab holds permanent filters that can be written into Lifespan by the developers. Often these are 
commonly requested filtering optionsΦ {ŜƭŜŎǘ ǘƘŜ ŦƛƭǘŜǊ ǘƻ ŀǇǇƭȅ ŀƴŘ ŎƭƛŎƪ ΨDƻΩΦ 
 

 
Figure 19: special filters 

 

3.2 Custom Filters  

 
1. ¢ƻ ǎǘŀǊǘ ǳǎƛƴƎ ŎǳǎǘƻƳ ŦƛƭǘŜǊǎΣ ŎƭƛŎƪ ƻƴ Ψ/ǳǎǘƻƳΩ ƛƴ ǘƘŜ ƳŜƴǳ ōŀǊΦ 

 
This example will show how to filter for properties with a SAP rating of 62 or higher and CO2 
emissions of 4 tonnes or less per year. 
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Figure 20: location of the custom filter button 

 
2. ¢ȅǇƛƴƎ ŀ ƴŀƳŜ ƛƴǘƻ ǘƘŜ ōƻȄ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǎŀǾŜ ǘƘŜ ŦƛƭǘŜǊ ŦƻǊ ŦǳǘǳǊŜ ǳǎŜΦ /ƭƛŎƪ ƻƴ Ψ!ŘŘ /ǳǎǘƻƳ 
CƛƭǘŜǊΩ ǘƻ ōŜƎƛƴΦ 

 

 
Figure 21: naming the filter 

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

 

 
 

Figure 22: custom filters 

 

1. To begin, select 
an operator. For 
the first condition 
we ǿƛƭƭ ǎŜƭŜŎǘ Ψ!ƴŘΩ 

2. Select the dataset 
containing the data 
you want to use for 
the filter. In this 
case the dataset is 
ΨwŘ{!tнлмнψффпψмΩ 

3. Choose the fields 
to filter on (the 
conditions for the 
filter). For this filter 
the first field will 
ōŜ Ψ/hнŜƳƛǎǎƛƻƴǎΩ 

4. Select a condition. 
For this filter we want 
CO² emissions of 4 or 
less, so we choose 
Ψ[Ŝǎǎ ¢Ƙŀƴ ƻǊ 9ǉǳŀƭ ¢ƻΩ 
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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. 
 

 
Figure 24: filter conditions 

 
Additional custom or quick filters may be added in the same way. 

 
5. LŦ ȅƻǳ ǿƛǎƘ ǘƻ ǎŀǾŜ ǘƘŜ ŦƛƭǘŜǊΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ{ŀǾŜΩ ōǳǘǘƻƴΦ wǳƴ ǘƘŜ ŦƛƭǘŜǊ ōȅ ŎƭƛŎƪƛƴƎ Ψ!ǇǇƭȅ 
CƛƭǘŜǊΩΦ 

 

 
Figure 25: saving and running a filter 

 
To open a previoǳǎƭȅ ǎŀǾŜŘ ŦƛƭǘŜǊΣ ŎƭƛŎƪ ƻƴ ΨhǇŜƴΩ ƻƴ ǘƘŜ ƳŜƴǳ ōŀǊΣ ŎƘƻƻǎŜ ǘƘŜ ŦƛƭǘŜǊΣ ŀƴŘ ŎƭƛŎƪ 
Ψ!ǇǇƭȅΩΦ 

рΦ ¦ǎŜ ǘƘŜ ǘƛŎƪ ōƻȄ ǳƴŘŜǊ ΨCƛƭǘŜǊΩ ǘƻ 
choose the values from a list. You can 
choose more than one. Alternatively, 
enter a single value in the text box 

сΦ /ƭƛŎƪ Ψ!ŘŘΩ ǘƻ ŎƻƴŦƛǊƳ 
the first part of the filter 
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Figure 26: opening a saved filter 

 
¢ƻ ŎƭŜŀǊ ŀ ŦƛƭǘŜǊΣ ŎƭƛŎƪ ƻƴ Ψ/ƭŜŀǊΩ ƛƴ ǘƘŜ ƳŜƴǳ ōŀǊΦ 
 

 
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. 
 
IǘΩǎ ƴƻǘ ƳŀƴŘŀǘƻǊȅ ǘƻ ƘŀǾŜ ƎǊƻǳǇƛƴƎǎ ǎŜǘΣ ƘƻǿŜǾŜǊ ǘƘŜ 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  

 
tǊƻǇŜǊǘȅ ƎǊƻǳǇǎ Ŏŀƴ ōŜ ŀŎŎŜǎǎŜŘ Ǿƛŀ ǘƘŜ Ψ{ǳƳƳŀǊȅΩ ƳƻŘǳƭŜΣ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ ŀǎǎƛƎƴ ǎǇŜŎƛŦƛŎ 
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 ǘƘŜ ΨDǊƻǳǇǎΩ ōǳǘǘƻƴ ǳƴŘŜǊ ǘƘŜ Ψ9ŘƛǘΩ ǎŜŎǘƛƻƴ ǿƛǘƘƛƴ ǘƘŜ Ψ{ǳƳƳŀǊȅΩ ƳƻŘǳƭŜΦ 
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Figure 28: property groups 

  
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. 

 
3. 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. 
 

NOTE ! ΨǎŀǾŜΩ ƛŎƻƴ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ƴŜȄǘ ǘƻ ŀƴȅ ƎǊƻǳǇƛƴƎ ǿƘŜǊŜ ŀ ƴŜǿ ǾŀƭǳŜ ƛǎ ǎŜƭŜŎǘŜŘ, 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. 

 

 
Figure 29: edit property groupings 

 
4. There are three save methods to choose from, depending on if you want to update the new 

grouping values for one or multiple properties. /ƭƛŎƪ Ψ{ŀǾŜΩ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ǊŜƭŜǾŀƴǘ ƻǇǘƛƻƴΦ 
 

- 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. 
  

Select a value from 
the drop down list 
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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 ΨtǊƻǇŜǊǘȅ !ǘǘǊƛōǳǘŜǎΩ ƳƻŘǳƭŜ ǳƴŘŜǊ ǘƘŜ ΨtǊƻǇŜǊǘȅ LƴŦƻǊƳŀǘƛƻƴΩ ǘŀōΦ 
 
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. 
 

 
Figure 31: attribute groups 

 
Some of the property groupings also influence how data is displayed in other modules. i.e. Attributes 
ƘŀǾŜ ǘƻ ōŜ ƛƴŎƭǳŘŜŘ ƛƴ ǘƘŜ ΨCw! .ŀŎƪƎǊƻǳƴŘ ŘŀǘŀΩ ƎǊƻǳǇ ƛƴ ƻǊŘŜǊ ǘƻ ōŜ ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ ΨDŜƴŜǊŀƭ 
LƴŦƻǊƳŀǘƛƻƴΩ ǎŜŎǘƛƻƴ ƛƴ ǘƘŜ CƛǊŜ aƻŘǳƭŜ ΨCƛǊŜ wƛǎƪ aŀƴŀƎŜƳŜƴǘΩ ǇŀƎŜΦ 
 
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. 

Select one of the 
options to save 
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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 

 
/ƭƛŎƪ ƻƴ Ψ{ǳƳƳŀǊȅΩ ƻƴ ǘƘŜ ƳŜnu bar. The summary screen provides an overview of the selected 
address.  
 

 
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. 
 

 
Figure 33: Summary screen overview 

 
To download a report of the data contained within the summary ƳƻŘǳƭŜΣ ŎƭƛŎƪ ǘƘŜ Ψ{ǘŀƴŘŀǊŘ 
tǊƻǇŜǊǘȅ wŜǇƻǊǘΩ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǎŎǊŜŜƴ ǘƻ ƎŜƴŜǊŀǘŜ ŀ t5C ƻǳǘǇǳǘΦ 
 

 
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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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. 
 

 
Figure 36: widget controls 

 
To add new widgets or to replace a closed widget, select the desired widget from the drop down, 
ŎƭƛŎƪ ƻƴ Ψ!ŘŘ ²ƛŘƎŜǘǎΩ ŀƴŘ ŘǊŀƎ ǘƘŜ ǿƛŘƎŜǘ ƛƴǘƻ ǇƭŀŎŜ ƻƴ ǘƘŜ ǎŎǊŜŜƴΦ 
 

 
Figure 37: adding a widget 

 
You may notice some of the widgets have hyperlinks in their title bar. Clicking these links will 
ŘƻǿƴƭƻŀŘ ǘƘŜ ǿƛŘƎŜǘΩǎ Řŀǘŀ ƛƴ ǎǇǊŜŀŘǎƘŜŜǘ ŦƻǊƳat. 
 

Click and drag 
the title bar to 
move the widget 

Collapse or expand a widget 
by clicking on the arrow 

Close a widget by 
clicking on the cross 
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Figure 38: click the link to download the data 

 

5. Property Attributes  
 
/ƭƛŎƪ ƻƴ ΨtǊƻǇŜǊǘȅ !ǘǘǊƛōǳǘŜǎΩ ƻƴ ǘƘŜ ƳŜƴǳ ōŀǊΦ 
 

 
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. 
 

 
 
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. 
 

5.1 Retrofit Assessment  

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

1. {ŜƭŜŎǘ ǘƘŜ ΨwŜǘǊƻŦƛǘ !ǎǎŜǎǎƳŜƴǘΩ ƘŜŀŘƛƴƎ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ ǎǳǊǾŜȅ ŘŀǘŀΦ 
 

Click to download 
the data 
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Figure 40: retrofit assessment 

 
2. 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. 
 

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. ¢ƻ ŘƻǿƴƭƻŀŘ ŀ ŎƻǇȅ ƻŦ ǘƘŜ ǊŜǇƻǊǘΣ ŎƭƛŎƪ ǘƘŜ ΨwŜǇƻǊǘǎΩ ōǳǘǘƻƴ ŀōƻǾŜ ǘƘŜ ƭƛǎǘ ƻŦ ǎǳǊǾŜȅ 
classifications. 

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

5.2 Asset Survey 

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

1. {ŜƭŜŎǘ ǘƘŜ Ψ!ǎǎŜǘ {ǳǊǾŜȅΩ ƘŜŀŘƛƴƎ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ ǎǳǊǾŜȅ ŘŀǘŀΦ 
 

Click to download 
a copy of the 
survey report 

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

Click to display 
attached photos at the 
bottom of the page  

Hover over the speech 
icon to view comments  
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Figure 41: asset survey 

 
2. 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. 
 

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 ǘƘŜ Ψ5ŜŎŜƴǘ IƻƳŜǎΩ ƳƻŘǳƭŜ ǘƻ ǳǇŘŀǘŜ ŀǎ ǇŀǊǘ ƻŦ ǘƘƛǎ ŀǎǎŜǎǎƳŜƴǘΦ 
 

1. {ŜƭŜŎǘ ǘƘŜ ΨII{w{Ω ƘŜŀŘƛƴƎ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ ǎǳǊǾŜȅ ŘŀǘŀΦ 
 

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

Click on a photo icon to 
display attached images here 
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Figure 42: HHSRS 

 
2. 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. 
 

3. To edit the assessment, clƛŎƪ ǘƘŜ Ψ9Řƛǘ II{w{Ω ōǳǘǘƻƴ ŘƛǎǇƭŀȅŜŘ ŀōƻǾŜ ǘƘŜ ŦƛƭǘŜǊǎΦ ¢ƘŜ Řŀǘŀ 
will appear in a new window, allowing you to make any changes as required. 

 
4. The assessment type and date are displayed at the top, followed by each hazard category. 

Use the drop-down menus tƻ ǎŜƭŜŎǘ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ƻǇǘƛƻƴ ŀƴŘ ŎƭƛŎƪ Ψ{ŀǾŜΩ ǘƻ ŀǇǇƭȅ ȅƻǳǊ 
changes. 
 

5. Next to the top value in each category are arrow buttons which can be used to aid the 
inputting process. The first arrow will apply the value selected to all questions in the current 
category and the second arrow will apply this value to the full assessment. 

Click to edit the 
assessment 

Select one or more filters 
to choose what survey 
information is displayed 
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Figure 43: modify HHSRS 

 

5.4 Property Information  

 
¢ƘŜ ΨtǊƻǇŜǊǘȅ LƴŦƻǊƳŀǘƛƻƴΩ ǘŀō Ŏƻƴǘŀƛƴǎ ŀƭƭ ǇǊƻǇŜǊǘȅ ƛƴŦƻǊƳŀǘƛƻƴ ŀǘǘǊƛōǳǘŜǎ 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. {ŜƭŜŎǘ ǘƘŜ ΨtǊƻǇŜǊǘȅ LƴŦƻǊƳŀǘƛƻƴΩ ƘŜŀŘƛƴƎ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ ŀǘǘǊƛōǳǘŜǎΦ 
 

 
Figure 44: property information 

 

Use the drop-down 
menus to select the 
appropriate option 

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

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

Click to hide the 
group filters 

Use the free text attribute filters 
to search under each heading 
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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-ǘŜȄǘ ŦƛŜƭŘǎΣ ǘȅǇŜ ƛƴ ŀ ǾŀƭǳŜ ŀƴŘ ǇǊŜǎǎ Ψ9ƴǘŜǊΩ ƻƴ ȅƻǳǊ ƪŜȅōƻŀǊŘ to view all 
applicable attributes. 

 

5.5 Planned Maintenance  

 
¢ƘŜ ΨtƭŀƴƴŜŘ ƳŀƛƴǘŜƴŀƴŎŜΩ ǘŀō Ŏƻƴǘŀƛƴǎ ŀƭƭ ǇǊƻǇŜǊǘȅ ŀǘǘǊƛōǳǘŜǎ ŦƻǊ ǘƘŜ 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 automaticaƭƭȅ ōŜ ƳƻǾŜŘ ŦǊƻƳ ǘƘŜ ΨtǊƻǇŜǊǘȅ 
LƴŦƻǊƳŀǘƛƻƴΩ ǘŀō ƛƴǘƻ ΨtƭŀƴƴŜŘ aŀƛƴǘŜƴŀƴŎŜΩΦ 

 
1. {ŜƭŜŎǘ ǘƘŜ ΨtƭŀƴƴŜŘ aŀƛƴǘŜƴŀƴŎŜΩ ƘŜŀŘƛƴƎ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ ŀǘǘǊƛōǳǘŜǎΦ 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. 

 

 
 
 

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. 

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

Click to hide the 
group filters 

Click to display the associated 
maintenance schedule 

Maintenance schedule 
for the selected attribute 

Use the free text attribute filters 
to search under each heading 
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3. Click on the filter icon in the top left of the screen to either hide or show the group filters 
list. 
 

4. Additional filter options are available under each heading for the elements of the attribute. 
These are free-text fields, type in a valǳŜ ŀƴŘ ǇǊŜǎǎ Ψ9ƴǘŜǊΩ ƻƴ ȅƻǳǊ ƪŜȅōƻŀǊŘ ǘƻ ǾƛŜǿ ŀƭƭ 
applicable attributes. 
 

5. Icons are displayed to the right of each attribute to provide further information about the 
component. The spanner and hammer icon show that works are present and module icons 
will be present if the component is linked with another 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). 
 

6. 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. 
 

7. When a work item has been completed, the applicable schedule will be displayed in green 
ŀƴŘ ȅƻǳ ǿƛƭƭ ǎŜŜ Ψ¸ŜǎΩ ǳƴŘŜǊ ǘƘŜ ŎƻƳǇƭŜǘŜŘ ŎƻƭǳƳƴΦ 

 
NOTE  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. 

 

5.6 Service Charges 

 
If the selected address contains service charge information, the data will be present within this tab. 
 
The service charge information is generally stored under the block and 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. {ŜƭŜŎǘ ǘƘŜ Ψ{ŜǊǾƛŎŜ /ƘŀǊƎŜǎΩ ƘŜŀŘƛƴƎ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ ƛƴŦƻrmation. 
 

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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Figure 46: service charges 

 
2. ¦ǎŜ ǘƘŜ ΨwŜŎŀƭŎǳƭŀǘŜΩ ōǳǘǘƻƴ ǘƻ ǊŜŎŀƭŎǳƭŀǘŜ ǘƘŜ ǎŜǊǾƛŎŜ ŎƘŀǊƎŜ Řŀta based on the 

maintenance information. 
 

5.7 Adding Property Attributes  and Works  

 
1. IƛƎƘƭƛƎƘǘ ŀ ǇǊƻǇŜǊǘȅ ŦǊƻƳ ǘƘŜ ŀŘŘǊŜǎǎ ƭƛǎǘ ŀƴŘ ŎƭƛŎƪ ΨbŜǿ AttributeΩ 

 

 
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. 

 

Click to recalculate 
the service charges 

Service charge 
information 

Unit data 
per block 
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Figure 48: adding a new property attribute 

 
3. LŦ ȅƻǳ ǿƛǎƘ ǘƻ ŀŘŘ ŀ ƳŀƛƴǘŜƴŀƴŎŜ ǎŎƘŜŘǳƭŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ!ŘŘ ŀ aŀƛƴǘŜƴŀƴŎŜ {ŎƘŜŘǳƭŜΩ 

button. If not, simply preǎǎ Ψ{ŀǾŜΩΦ 
 

4. ²ƘŜƴ ȅƻǳ ŎƭƛŎƪ Ψ!ŘŘ ŀ aŀƛƴǘŜƴŀƴŎŜ {ŎƘŜŘǳƭŜΩΣ ŀ ƴŜǿ ǘŀō ŀǇǇŜŀǊǎΦ /ƭƛŎƪ ǘƘŜ ǘŀō ǘƻ ǇǊƻŎŜŜŘΦ 
 

 
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. 
 

 
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.  
 

 
Figure 51: maintenance schedule options 

 
8. /ƭƛŎƪ Ψ{ŜǘΩ ǘƻ ƎŜƴŜǊŀǘŜ ŀ ǎǳƎƎŜǎǘŜŘ ŎƻƳǇƭŜǘƛƻƴ ŘŀǘŜΦ ¸ƻǳ Ŏŀƴ ŎƘŀƴƎŜ ǘƘƛǎ ƛŦ ȅƻǳΩŘ ǇǊŜŦŜǊ ŀ 

different date by clicking on the calendar icon. 
 

 
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. tǊŜǎǎ Ψ{ŀǾŜΩ ǘƻ ŦƛƴƛǎƘΦ 

 

 
Figure 53: further maintenance schedule options 
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12. A spanner icon ( ) now appears to the right of the property attribute to indicate the 
presence of a works schedule. 

 

5.8 Editing Property Attributes  and Works  

  
1. Highlight an attribute and clƛŎƪ Ψ9ŘƛǘΩΦ 

 

 
Figure 54: edit attribute button 

 
2. Make the required changes and save. 

 

 
Figure 55: editing a property attribute 

 

5.9 Deleting Property Attributes  

 
1. Select the attribute you want to ŘŜƭŜǘŜ ŀƴŘ ŎƭƛŎƪ Ψ5ŜƭŜǘŜΩΦ 

 

 
Figure 56: delete property attribute button 

 
2. /ƻƴŦƛǊƳ ǘƘŜ ŀŎǘƛƻƴ ōȅ ǇǊŜǎǎƛƴƎ ΨDeleteΩΦ 
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Figure 57: confirm the removal 

 

5.10 Deleting Maintenance Schedules  

 
1. Choose an attribute with works. At the bottom of the screen, right click the schedule and 
ŎƭƛŎƪ Ψ5ŜƭŜǘŜ ScheduleΩΦ 
 

 
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. /ƻƴŦƛǊƳ ǘƘŜ ǊŜƳƻǾŀƭ ōȅ ŎƭƛŎƪƛƴƎ Ψ5ŜƭŜǘŜΩΦ 
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Figure 59: confirm the removal 

 

5.11 Copying Property Attributes  

 
1. hƴ ǘƘŜ Ψ{ǳƳƳŀǊȅΩ tab, highlight the property you wish to copy attributes from by clicking on 

it in the address list.  
 

 
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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Figure 61: selecting properties by ticking them 

 
3. /ƭƛŎƪ ƻƴ Ψ/ƻǇȅΩΦ 

 

 
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 
ŎǳǊǊŜƴǘ ŦƛƭǘŜǊΦ {ŜƭŜŎǘ Ψ¢ƛŎƪŜŘ ǇǊƻǇŜǊǘƛŜǎΩ ǘƻ Ƨǳǎǘ ŎƻǇȅ ǘƻ ǘƘŜ ǘƘǊŜŜ ǎŜƭŜŎǘŜŘΣ ǘƘŜƴ ǇǊŜǎǎ ΨbŜȄǘΩΦ 

 

 
Figure 63: copy facility 

 
5. Select the attributes to copy acrosǎ ŀƴŘ ŎƭƛŎƪ ΨbŜȄǘΩΦ 
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Figure 64: copying the attributes 

 
 

6. ¢Ƙƛǎ ǿƛƭƭ ōǊƛƴƎ ǳǇ ŀ ǎŎǊŜŜƴ ǿƛǘƘ ŘŜǘŀƛƭǎ ƻŦ ǿƘŀǘ Ƙŀǎ ōŜŜƴ ǎŜƭŜŎǘŜŘΦ tǊŜǎǎ Ψ/ƻǇȅΩ ǘƻ ŎƻƴŦƛǊƳΦ 
 

 
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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Figure 66: choosing a works schedule 

 
2. /ƭƛŎƪ ƻƴ Ψ²ƻǊƪ /ƻƳǇƭŜǘƛƻƴΩ ƻƴ ǘƘŜ ƳŜƴǳ ōŀǊΦ 

 

 
Figure 67: work completion button 

 
3. Enter the actual cost of completion if this differs from the current work rate assigned. The 

tick box Ψ5ƻ ȅƻǳ ǿŀƴǘ ǘƻ ŎƘŀƴƎŜ Ŏƻǎǘ ŦƻǊ ǎŜƭŜŎǘŜŘ ǇǊƻǇŜǊǘƛŜǎΚΩ enables you to change the 
cost of future work schedules to this same value ς 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 tasksΣ Ƨǳǎǘ ǘƛŎƪ ŜŀŎƘ ōƻȄ ŀǎ ǊŜǉǳƛǊŜŘΦ tǊŜǎǎ Ψ{ŀǾŜΩΦ 
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Figure 68: work completion options 

 
Once a work item has been marked as complete, the schedule will be displayed in green and 
ȅƻǳ ǿƛƭƭ ǎŜŜ Ψ¸ŜǎΩ ǊŜŎƻǊŘŜŘ ƛƴ ǘƘŜ ŎƻƳǇƭŜǘŜŘ ŎƻƭǳƳƴΦ 

 

 
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  
 
!ƭƭ ƛƳǇƻǊǘκŜȄǇƻǊǘ ǎƘŜŜǘǎ ŀǊŜ ŀŎŎŜǎǎƛōƭŜ Ǿƛŀ ǘƘŜ ΨtǊƻǇŜǊǘȅ !ǘǘǊƛōǳǘŜǎΩ ƳƻŘǳƭŜΦ ¢ƘŜȅ ǘŀƪŜ ǘƘŜ ŦƻǊƳ ƻŦ 
individual excel spreadsheets which can be used to insert new data or update existing information in 
bulk.  
 

1. On the property attributes page, click on the ΨLƳǇƻǊǘκ9ȄǇƻǊǘΩ button within the 
housekeeping section. 
 

  
Figure 70: import/export button 
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2. The sheets are grouped into four different sections ς Lookups, Analysis Groups, Core 
Information and Module Information. 

 

  
Figure 71: choosing the data 

  

6.1 Lookups   

 
¢ƘŜ ΨƭƻƻƪǳǇΩ ǎƘŜŜǘǎ ŀǊŜ ǳǎŜŘ ŦƻǊ ǘƘŜ ǎȅǎǘŜƳ ŎƻƴŦƛƎǳǊŀǘƛƻƴΣ ǘƘŜȅ ŀǊŜ essential in order to set 
up the background information which is then used within the relevant modules throughout 
the software.  
 
- Attributes Lookup ς set up new or amend existing attributes. 
- Add Values to Attributes ς assign pick list values to existing attributes. 
- Rates Lookup ς set up or amend existing work rates. 
- Work Status Lookup ς set up new or amend existing work status descriptions. 
- FRA Action Priorities ς set up new or amend existing FRA priorities and timescales. 
- Lookup Fire Door Risk ς set up new or amend existing risk criteria and assign timescales 

to fire door types. 
- Lookup Fire Door Assessment ς set up new or amend existing fire door assessment 

categories and questions. 
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6.2 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 ς set up new or amend existing attribute groups. 
- Group Attributes under an Attribute Group ς assign attributes to a specific group. 
- Work Group Headers ς set up new or amend existing work group headers. 
- Work Groups ς set up new or amend existing work groups under the group headings. 
- Group Rates under a Work Group ς assign rates to an existing work group. 
- Property Group Headers ς 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. 
 

6.3 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 ς set up new or amend existing addresses for the account. 
- Benchmark Property Attributes ς set up new or amend existing benchmark properties. 
- Property Detail ς assign details to a property or update existing information. 
- Property Attributes ς insert new or update existing property attributes. 
- Property Sub Attributes - insert new or update existing property sub attributes. 
- Works ς insert new, update or mark existing works as complete. 
- Work Status ς assign a new or update an existing work status for one or multiple 

properties/work items. 
- Calendar Items ς set up new or amend existing calendar tasks. 
- Checklist Tasks ς set up new or amend existing checklist tasks. 
- Property Checks ς (linked with existing checklist tasks) assign a new or update an 

existing property check item. 
- Compliance Links ς link rates to existing compliance items for module data updates. 

 

6.4 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 ς insert new or amend existing property asset information. 
- Assets & Servicing Histories ς insert new or amend existing property asset servicing 

information. 
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- Asbestos ς insert new or amend existing asbestos data and samples. 
- Decent Homes ς insert new or amend existing decent homes assessment data (English 

users only). 
- Documents ς insert new or amend existing attachment data. 
- FRA/FRA (PAS 79:2012)/FRA (PAS 79:2020) ς insert new or amend existing FRA data. 
- FRA Comments & Actions ς insert new or amend existing FRA comments and actions. 
- FRA PAS+ Questions ς define new or update existing FRA PAS+ questions. 
- FRA PAS+ Answers ς define new or update existing FRA PAS+ answers. 
- FRA Action Maintenance ς insert new, update or mark existing FRA works as complete. 
- Fire Door Assessment ς insert new or amend existing fire door assessment data. 
- Fire Door Actions ς insert new or amend existing fire door works. 
- HHSRS ς insert new or amend existing HHSRS assessment data. 
- Radon ς insert new or amend existing radon assessment, measure and sample data. 
- Water ς insert new or amend existing water assessment, measure and sample data. 
- WHQS ς insert new or amend existing WHQS assessment data (Welsh users only). 

 

6.5 Import/Export Commands  

 
!ƭƭ ƛƳǇƻǊǘκŜȄǇƻǊǘ ǎƘŜŜǘǎ ǿƛƭƭ ƛƴŎƭǳŘŜ ǘƘŜ Ψ/ƻƳƳŀƴŘΩ ŎƻƭǳƳƴΣ ƛǘ ƛǎ ǿƘŀǘ ǘƘŜ ǎƻŦǘǿŀǊŜ 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 ς 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-ǇƻǇǳƭŀǘŜŘ ǿƛǘƘ ǘƘŜ ŎƻƳƳŀƴŘ ΨLƎƴƻǊŜΩΣ ƛƴ 

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. Ψ9ȄǇƻǊǘΩ will download all existing information, 
enabling you to either amend current records or add new data and Ψ¢ŜƳǇƭŀǘŜ 9ȄǇƻǊǘΩ ǿƛƭƭ 
download a blank template for you to insert new data only. 

 

 
Figure 72: export options (general) 

 
Some of the alternative export screens are shown below, with a description of their use. 
 

¶ 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. 
 

 
Figure 73: export options (work status lookup) 

 

¶ Property Filters 
 

In each instance where the export relates to property level information, the following export 
sheet will be displayed to include an ƻǇǘƛƻƴ ǘƻ Ψƻƴƭȅ ŜȄǇƻǊǘ ǇǊƻǇŜǊǘƛŜǎ ƛƴ ǘƘŜ ŎǳǊǊŜƴǘ ŦƛƭǘŜǊΩΦ 
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. 
 

 
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 
ŀǊŜ ƎƛǾŜƴ ǘƘŜ ƻǇǘƛƻƴ ǘƻ ǎŜƭŜŎǘ ŜƛǘƘŜǊ Ψ!ǘǘǊƛōǳǘŜ bŀƳŜΩ ƻǊ Ψ!ǘǘǊƛōǳǘŜ ¢ŜƳǇƭŀǘŜΩ ōŜŦƻǊŜ 
choosing one or more attributes (attribute name) or one or more group of attributes 
(attribute template). 
 
/ƘƻƻǎŜ ȅƻǳǊ ǇǊŜŦŜǊǊŜŘ ŀǘǘǊƛōǳǘŜ ŦƛƭǘŜǊ ŀƴŘ ǘƘŜƴ ǳǎŜ ǘƘŜ ΨCƛƭǘŜǊ .ȅΩ ŘǊƻǇ Řƻǿƴ ƭƛǎǘ ǘƻ ǎŜƭŜŎǘ ǘƘŜ 
filters required. 

 
NOTE LŦ ΨbƻƴŜΩ ƛǎ ǎŜƭŜŎǘŜŘ ŀǎ ǘƘŜ ŀǘǘǊƛōǳǘŜ ŦƛƭǘŜǊΣ ȅƻǳǊ ŜȄǇƻǊǘŜŘ ǎƘŜŜǘ ǿƛƭƭ ƛƴŎƭǳŘŜ ŀƭƭ ǇǊƻǇŜǊǘȅ 

attributes.  
 

 
Figure 75: export options (property attributes) 

 

¶ Property Maintenance 
 
The Ψ²ƻǊƪǎΩ ŜȄǇƻǊǘ Ŏƻƴǘŀƛns the property maintenance data and you will be able to apply 
additional filters before exporting the information. 

 
NOTE The maintenance data export will not include any completed works as you are unable to 

make any changes to a work item once it is 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. 
¸ƻǳ ŀǊŜ ƎƛǾŜƴ ǘƘŜ ƻǇǘƛƻƴ ǘƻ ǎŜƭŜŎǘ ŜƛǘƘŜǊ Ψ²ƻǊƪ /ƻƭƭŜŎǘƛƻƴΩ ƻǊ Ψ!ǘǘǊƛōǳǘŜ bŀƳŜΩ ōŜŦƻǊŜ 
choosing one or more work items (work collection) or attributes (attribute name). 
 
Choose your preferred work filǘŜǊ ŀƴŘ ǘƘŜƴ ǳǎŜ ǘƘŜ ΨCƛƭǘŜǊ .ȅΩ ŘǊƻǇ Řƻǿƴ ƭƛǎǘ ǘƻ ǎŜƭŜŎǘ ǘƘŜ 
filters required. 

 
NOTE If ǘƘŜ Ψ²ƻǊƪ CƛƭǘŜǊΩ ƛǎ ƭŜŦǘ ōƭŀƴƪ, your exported sheet will include all work items. 
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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 typing in a 
date or selecting via the calendar icon. 

 

 
Figure 77: export options (calendar) 

 

¶ FRA 
 

¢ƘŜ ΨCw! !Ŏǘƛƻƴǎ ϧ /ƻƳƳŜƴǘǎΩ ǎŎǊŜŜƴ ǎƘƻǿǎ ŀƴ ŀŘŘƛǘƛƻƴŀƭ ƻǇǘƛƻƴ ŀōƻǾŜ ǘƘŜ ŜȄǇƻǊǘ 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. 
 

 
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. 

 

 
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. 
 

 
Figure 80: export options (water) 
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6.7 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. 

 
1. 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 
ǘƻ ǇƻǇǳƭŀǘŜ ǘƘŜ ǎƘŜŜǘ ǿƛǘƘ ƴŜǿ ŘŀǘŀΦ !ƭǘŜǊƴŀǘƛǾŜƭȅΣ ƛŦ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ΨŜȄǇƻǊǘΩ ǘƘŜ Ǌƻǿǎ 
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. 

 
2. aŀƪŜ ȅƻǳǊ ŎƘŀƴƎŜǎ ǘƻ ǘƘŜ ǎƘŜŜǘΣ ŜƴǎǳǊƛƴƎ ǘƘŜ Ψ/ƻƳƳŀƴŘΩ ŎƻƭǳƳƴ ƛǎ ǇƻǇǳƭŀǘŜŘ ŦƻǊ ŜŀŎƘ Ǌƻǿ 

and save your spreadsheet ready to import back to Lifespan. 
For further guidance on commands, please refer to section 6.5 Import/Export Commands. 
 

NOTE You will notice that some export sheets are pre-ǇƻǇǳƭŀǘŜŘ ǿƛǘƘ ǘƘŜ ŎƻƳƳŀƴŘ ΨLƎƴƻǊŜΩΣ ƛƴ 
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). 

 
3. ! ŎƻƳƳƻƴ ŦƛŜƭŘ ǿƘŜƴ ǳǎƛƴƎ ǘƘŜ ƛƳǇƻǊǘκŜȄǇƻǊǘ ǎƘŜŜǘǎ ƛǎ Ψ¦ǇŘŀǘŜ¢ƻbŜǿwŜŦŜǊŜƴŎŜΩ ƻǊ 
Ψ¦ǇŘŀǘŜ¢ƻbŜǿbŀƳŜΩΦ 
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.  
¢ƘŜ ǇǳǊǇƻǎŜ ƻŦ ǘƘŜ Ψ¦ǇŘŀǘŜ¢ƻbŜǿΧΦΩ ŎƻƭǳƳƴ ƛǎ ǎƻ ǘƘŀǘ ȅƻǳ Ŏŀƴ ŀƳŜƴŘ ǘƘŜ ŜȄƛǎǘƛƴƎ ƛŘŜƴǘƛŦƛŜǊ 
without causing the software to error. 
i.e. if you want to change the name of an existing attributeΣ ƭŜŀǾŜ ǘƘŜ ΨbŀƳŜΩ ŎƻƭǳƳƴ ǿƛǘƘ its 
ŎǳǊǊŜƴǘ ǾŀƭǳŜ ŀƴŘ ǇƻǇǳƭŀǘŜ ǘƘŜ Ψ¦ǇŘŀǘŜ¢ƻbŜǿbŀƳŜΩ ǿƛǘƘ ǘƘŜ ǊŜǇƭŀŎŜƳŜƴǘ ƴŀƳŜΦ Lƴ ǘƘƛǎ 
scenario, the command being used is Ψ¦ǇŘŀǘŜΩ ŀǎ ȅƻǳ ŀǊŜ ŀƳŜƴŘƛƴƎ ŜȄƛǎting data. 
 
e.g. 
  

 
Figure 81: attributes lookup example 

 

6.7.1 Lookups  

 
¢ƘŜ ΨlƻƻƪǳǇΩ ǎƘŜŜǘǎ ŀǊŜ ǳǎŜŘ ŦƻǊ ǘƘŜ ǎȅǎǘŜƳ ŎƻƴŦƛƎǳǊŀǘƛƻƴΣ ǘƘŜȅ ŀǊŜ ŜǎǎŜƴǘƛŀƭ ƛƴ ƻǊŘŜǊ ǘƻ ǎŜǘ ǳǇ ǘƘŜ 
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 ƘŜŀŘŜǊǎ ŘƻƴΩǘ ŀƭǿŀȅǎ ǊŜƭŀǘŜ ōŀŎƪ 

Existing attribute name 

New attribute name 
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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 
 
¢ƘŜ Ψ!ǘǘǊƛōǳǘŜǎ [ƻƻƪǳǇΩ ǎƘŜŜǘ ƛǎ 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. 

 

 
Figure 82: attributes lookup 

The column headers include. 
- Name: Text field to assign a name for your attribute. 
- DataTypeΥ ŎƘƻƻǎŜ ŦǊƻƳ ŜƛǘƘŜǊ ΨCǊŜŜ¢ŜȄǘΩΣ ΨbǳƳōŜǊΩ ƻǊ Ψ5ŀǘŜΩΦ 
- IsPickListΥ Ψ¢w¦9Ω ƻǊ ΨC![{9ΩΦ LŦ ƳŀǊƪŜŘ ŀǎ ǘǊǳŜ ȅƻǳ Ŏŀƴ ŀŘŘ ŀ ƭƛǎǘ ƻŦ ǇǊŜǎŜǘ ǾŀƭǳŜǎ ŦƻǊ 

users to select from. 
- ListOrder: the order you see the attributes displayed once assigned to a property. Each 
ŀǘǘǊƛōǳǘŜ Ŏŀƴ ōŜ ŀǎǎƛƎƴŜŘ ŀ ƴǳƳōŜǊ ƻǊ ΨлΩ Ŏŀƴ ōŜ ǳǎŜŘ ŦƻǊ ŀƭƭ ŀƴŘ ǘƘŜ ƭƛǎǘ ǿƛƭƭ ŘŜŦŀǳƭǘ ǘƻ 
alphabetical order. 

- IsCloneableΥ Ψ¢w¦9Ω ƻǊ ΨC![{9Ω. Choose whether you want to be able to clone data across 
different properties. 

- IsMobileΥ Ψ¢w¦9Ω ƻǊ ΨC![{9Ω. 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). 

- CanBeSubAttributeΥ Ψ¢w¦9Ω ƻǊ ΨC![{9Ω. Whether or not the attribute can be used as a 
sub-attribute. 

- IsSubAttributeOnlyΥ Ψ¢w¦9Ω ƻǊ ΨC![{9Ω. Whether or not the attribute should only be 
assigned as a sub-attribute. 

- CommandΥ ΨLƴǎŜǊǘΩΣ Ψ¦ǇŘŀǘŜΩΣ Ψ5ŜƭŜǘŜΩ ƻǊ ΨLƎƴƻǊŜΩΦ Iƻǿ ǘƘŜ Řŀǘŀ ƛǎ ǇǊƻŎŜǎǎŜŘ ƻƴ ƛƳǇƻǊǘΦ 
- 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 ς ǘƘƛǎ ƛǎ ŘƻƴŜ Ǿƛŀ ǘƘŜ ΨwŀǘŜǎ [ƻƻƪǳǇΩ ǎƘŜŜǘΦ 

 

 
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 ς 
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 ς provides a description of the work. 

- RateTypeΥ ¢ŜȄǘ ŦƛŜƭŘ ǘƻ ŘŜŦƛƴŜ ǘƘŜ ǘȅǇŜ ƻŦ ǿƻǊƪ ōŜƛƴƎ ŎŀǊǊƛŜŘ ƻǳǘΦ ƛΦŜΦ ΨLƴǎǘŀƭƭŀǘƛƻƴΩΣ 
Ψ/ȅŎƭƛŎŀƭΩΣ Ψ9ƴŜǊƎȅΩ ŜǘŎΦ 

- 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. 
- UomΥ ¢ŜȄǘ ŦƛŜƭŘ ǘƻ ŘŜŦƛƴŜ ǘƘŜ ǳƴƛǘ ƻŦ ƳŜŀǎǳǊŜ ǇŜǊ ǊŀǘŜΦ ƛΦŜΦΣ ΨƳчΩΣ ΨƭƳΩΣ ΨLǘŜƳΩ ŜǘŎΦ 
- LifeUnitΥ Ψ¸Ω ƻǊ ΨaΩ ǘƻ ŎƻƴŦƛǊƳ ǿƘŜǘƘŜǊ ǘƘŜ ƭƛŦŜŎȅŎƭŜ ƛǎ ƳŜŀǎǳǊŜŘ ƛƴ ŜƛǘƘŜǊ ¸ŜŀǊǎ ƻǊ 

Months. 
- IsArchivedΥ Ψ¢w¦9Ω ƻǊ ΨC![{9ΩΦ LŦ ƳŀǊƪŜŘ ŀǎ ǘǊǳŜ ǘƘŜ ǊŀǘŜ Ŏŀƴƴƻǘ ōŜ ŀǎǎƛƎƴŜŘ ǘƻ ŀƴȅ 

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

- ServiceChargeΥ Ψ¢w¦9Ω ƻǊ ΨC![{9Ω ǘƻ ǎƘƻǿ ƛŦ ŀ service charge applies to the rate.  
- ServiceChargeRecoverableRate: Number field to show the percentage of rate 

recoverable amount i.e., 0-100. 
- CommandΥ ΨLƴǎŜǊǘΩΣ Ψ¦ǇŘŀǘŜΩΣ Ψ5ŜƭŜǘŜΩ ƻǊ ΨLƎƴƻǊŜΩΦ Iƻǿ ǘƘŜ Řŀǘŀ ƛǎ ǇǊƻŎŜǎǎŜŘ ƻƴ 

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

 

6.7.2 Analysis Groups  

 
¢ƘŜ Ψ!ƴŀƭȅǎƛǎ DǊƻǳǇǎΩ 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. 
 

¶ 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. ¢ƘŜ Ψ!ǘǘǊƛōǳǘŜ DǊƻǳǇǎΩ ŜȄǇƻǊǘ Ŏƻƴǘŀƛƴǎ ƻƴƭȅ ǘƘǊŜŜ ŎƻƭǳƳƴǎΦ 
 

 
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. 

- CommandΥ ΨLƴǎŜǊǘΩΣ Ψ¦ǇŘŀǘŜΩΣ Ψ5ŜƭŜǘŜΩ ƻǊ ΨLƎƴƻǊŜΩΦ Iƻǿ ǘƘŜ Řŀǘŀ ƛǎ processed on 
import. 

- UpdateToNewName: Text field to change the name of an existing group. 
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2. ¢ƘŜ ΨDǊƻǳǇ !ǘǘǊƛōǳǘŜǎ ǳƴŘŜǊ ŀƴ !ǘǘǊƛōǳǘŜ DǊƻǳǇΩ ǎƘŜŜǘ ŜƴŀōƭŜǎ ȅƻǳ ǘƻ ǘƘŜƴ ŘŜŦƛƴŜ ǿƘƛŎƘ 
attributes should be within each group. 

 

 
Figure 85: template attribute links 

 
Again, there are three column headers. 

- Template: Text field ς ǘƘƛǎ ƴŜŜŘǎ ǘƻ ƳŀǘŎƘ ŜȄŀŎǘƭȅ ǿƛǘƘ ǘƘŜ ΨbŀƳŜΩ ƻŦ ǘƘŜ ŀǘǘǊƛōǳǘŜ 
ƎǊƻǳǇ ǎŜǘ ǳǇ ƛƴ ǘƘŜ Ψ!ǘǘǊƛōǳǘŜ DǊƻǳǇǎΩ ŜȄǇƻǊǘΦ ¢Ƙƛǎ ƛǎ ǊŜǇŜŀǘŜŘ ƻƴ ŜŀŎƘ Ǌƻǿ ŦƻǊ ŀǎ 
many attributes are required. 

- Attribute: Text field ς 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. 

- CommandΥ ΨLƴǎŜǊǘΩΣ Ψ¦ǇŘŀǘŜΩΣ Ψ5ŜƭŜǘŜΩ ƻǊ ΨLƎƴƻǊŜΩΦ Iƻǿ ǘƘe data is processed on 
import. 

 

¶ 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. ¢ƘŜ Ψ²ƻǊƪ DǊƻǳǇ HeadersΩ ŜȄǇƻǊǘ ǎƘŜŜǘ contains only three columns and allows you to define 
a heading for each work group. 

 

 
Figure 86: work group headers 

 
The column headers include. 

- NameΥ ¢ŜȄǘ ŦƛŜƭŘ ǘƻ ŘŜŦƛƴŜ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ƎǊƻǳǇ ƛΦŜΦ Ψ²ƻǊƪ ¢ȅǇŜΩΣ Ψ{ǳǊǾŜȅ ¢ȅǇŜΩ ŜǘŎΦ 
- CommandΥ ΨLƴǎŜǊǘΩΣ Ψ¦ǇŘŀǘŜΩΣ Ψ5ŜƭŜǘŜΩ ƻǊ ΨLƎƴƻǊŜΩΦ Iƻǿ ǘƘŜ Řŀǘŀ ƛǎ ǇǊƻŎŜǎǎŜŘ ƻƴ 

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

 
NOTE Lƴ ƻǊŘŜǊ ŦƻǊ ǘƘŜ Řŀǘŀ ǘƻ ōŜ ǎƘƻǿƴ ŎƻǊǊŜŎǘƭȅ ƛƴ ǘƘŜ ƳƻōƛƭŜ ǎƻŦǘǿŀǊŜ ǘƘŜ ƎǊƻǳǇ ƘŜŀŘŜǊ Ψ²ƻǊƪ 

¢ȅǇŜΩ ǎƘƻǳƭŘ ōŜ ǳǎŜŘΦ 
 

2. ¢ƘŜ Ψ²ƻǊƪ DǊƻǳǇǎΩ ǎƘŜŜǘ ŜƴŀōƭŜǎ ȅƻǳ ǘƻ ŘŜŦƛƴŜ ǘƘŜ ǾŀƭǳŜǎ ǘƘŀǘ ǎƛǘ ǳƴŘŜǊ ŜŀŎƘ ƘŜŀŘƛƴƎΦ 
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Figure 87: work groups 

 
The column headers include. 

- GroupHeader: Text field ς ǘƘƛǎ ƴŜŜŘǎ ǘƻ ƳŀǘŎƘ ŜȄŀŎǘƭȅ ǿƛǘƘ ǘƘŜ ΨbŀƳŜΩ ƻŦ ǘƘŜ ǿƻǊƪ 
ƎǊƻǳǇ ǎŜǘ ǳǇ ƛƴ ǘƘŜ Ψ²ƻǊƪ DǊƻǳǇ IŜŀŘŜǊǎΩ ŜȄǇƻǊǘΦ ¢Ƙƛǎ ƛǎ ǊŜǇŜŀǘŜŘ ƻƴ ŜŀŎƘ Ǌƻǿ ŦƻǊ 
as many groups are required under each heading. 

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

- CommandΥ ΨLƴǎŜǊǘΩΣ Ψ¦ǇŘŀǘŜΩΣ Ψ5ŜƭŜǘŜΩ ƻǊ ΨLƎƴƻǊŜΩΦ Iƻǿ ǘƘŜ Řŀǘŀ ƛǎ ǇǊƻŎŜǎǎŜŘ ƻƴ 
import. 

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

3. ¢ƘŜ ΨDǊƻǳǇ wŀǘŜǎ ǳƴŘŜǊ ŀ ²ƻǊƪ DǊƻǳǇΩ ǎƘŜŜǘ ƛǎ ǳǎŜŘ ǘƻ ŀǎǎƛƎƴ ǊŀǘŜǎ ǘƻ ŀ ƎǊƻǳǇΣ ǘƻ ŜƴŀōƭŜ 
collection of these maintenance items on the mobile software. 

 

 
Figure 88: rate classification links 

 
 The column headers include. 

- GroupHeader: Text field ς ǘƘƛǎ ƴŜŜŘǎ ǘƻ ƳŀǘŎƘ ŜȄŀŎǘƭȅ ǿƛǘƘ ǘƘŜ ΨbŀƳŜΩ ƻŦ ǘƘŜ ǿƻǊƪ 
ƎǊƻǳǇ ǎŜǘ ǳǇ ƛƴ ǘƘŜ Ψ²ƻǊƪ DǊƻǳǇ IŜŀŘŜǊǎΩ ŜȄǇƻǊǘ. This is repeated on each row for 
as many groups are required under each heading. 

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

- Reference: Unique rate reference ς must already exist in the rates lookup. 
- Collection: Text field ς this needs to match the collection field in the rates lookup for 

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

for the selected rate. 
- Command: ΨLƴǎŜǊǘΩΣ Ψ¦ǇŘŀǘŜΩΣ Ψ5ŜƭŜǘŜΩ ƻǊ ΨLƎƴƻǊŜΩΦ Iƻǿ ǘƘŜ Řŀǘŀ ƛǎ ǇǊƻŎŜǎǎŜŘ ƻƴ 

import. 
 

¶ 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. ¢ƘŜ ΨtǊƻǇŜǊǘȅ DǊƻǳǇ IŜŀŘŜǊǎΩ ŜȄǇƻǊǘ ǎƘŜŜǘ Ŏƻƴǘŀƛƴǎ ŦƻǳǊ ŎƻƭǳƳƴǎ and allows you to define a 

heading for each property group.  
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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 
[ƛŦŜǎǇŀƴ ƛΦŜΦ Ψ!ǎǎŜǘ ¢ȅǇŜΩΣ ΨtǊƻǇŜǊǘȅ ¢ȅǇŜΩΣ Ψ{ǳǊǾŜȅ ¢ȅǇŜΩ ŜǘŎΦ 

- IsMobileΥ Ψ¢w¦9Ω ƻǊ ΨC![{9Ω ǘƻ ŎƻƴŦƛǊƳ ƛŦ ǘƘŜ ƎǊƻǳǇƛƴƎ ǎƘƻǳƭŘ ōŜ ŘƛǎǇƭŀȅŜŘ ƻƴ ǘƘŜ 
mobile software for data to be added/updated during surveys. 

- CommandΥ ΨLƴǎŜǊǘΩΣ Ψ¦ǇŘŀǘŜΩΣ Ψ5ŜƭŜǘŜΩ ƻǊ ΨLƎƴƻǊŜΩΦ Iƻǿ ǘƘŜ Řŀǘŀ ƛǎ ǇǊƻŎŜǎǎŜŘ ƻƴ 
import. 

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

2. ¢ƘŜ ΨtǊƻǇŜǊǘȅ DǊƻǳǇǎΩ ŜȄǇƻǊǘ ǎƘŜŜǘ ƛǎ ǳǎŜŘ ǘƻ ŎǊŜŀǘŜ ƻǊ ŜŘƛǘ ǘƘŜ ǇǊƻǇŜǊǘȅ ƎǊƻǳǇǎ ŦƻǊ ǘƘŜ 
account. 
 

 
Figure 90: property groups 

 
The column headers include. 

- GroupHeader: Text field ς this needs to ƳŀǘŎƘ ŜȄŀŎǘƭȅ ǿƛǘƘ ǘƘŜ ΨbŀƳŜΩ ƻŦ ǘƘŜ 
ǇǊƻǇŜǊǘȅ ƎǊƻǳǇ ǎŜǘ ǳǇ ƛƴ ǘƘŜ ΨtǊƻǇŜǊǘȅ DǊƻǳǇ IŜŀŘŜǊǎΩ ŜȄǇƻǊǘΦ ¢Ƙƛǎ ƛǎ ǊŜǇŜŀǘŜŘ ƻƴ 
each row for as many groups are required under each heading. 

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

- CommandΥ ΨLƴǎŜǊǘΩΣ Ψ¦ǇŘŀǘŜΩΣ Ψ5ŜƭŜǘŜΩ ƻǊ ΨLƎƴƻǊŜΩΦ Iƻǿ ǘƘŜ Řŀǘŀ ƛǎ ǇǊƻŎŜǎǎŜŘ ƻƴ 
import. 

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

3. The ΨDǊƻǳǇ tǊƻǇŜǊǘƛŜǎ ǳƴŘŜǊ ŀ tǊƻǇŜǊǘȅ DǊƻǳǇΩ ǎƘŜŜǘ ŜƴŀōƭŜǎ ȅƻǳ ǘƻ ŀǎǎƛƎƴ ǇǊƻǇŜǊǘƛŜǎ ǘƻ 
specific groups in bulk. 

 
NOTE You cannot assign a property to more than one group within the same group heading i.e. a 

ǇǊƻǇŜǊǘȅ ǿƻǳƭŘ ƴƻǘ ōŜ ŎƭŀǎǎŜŘ ŀǎ ōƻǘƘ Ψ.ƭƻŎƪΩ ŀƴŘ Ψ5ǿŜƭƭƛƴƎΩ ǳƴŘŜǊ ǘƘŜ ƘŜŀŘƛƴƎ Ψ!ǎǎŜǘ ¢ȅǇŜΩ ς 
only one grouping applies. 

 

 
Figure 91: property groupings 
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The column headers include. 
- GroupHeader: Text field ς ǘƘƛǎ ƴŜŜŘǎ ǘƻ ƳŀǘŎƘ ŜȄŀŎǘƭȅ ǿƛǘƘ ǘƘŜ ΨbŀƳŜΩ ƻŦ ǘƘŜ 
ǇǊƻǇŜǊǘȅ ƎǊƻǳǇ ǎŜǘ ǳǇ ƛƴ ǘƘŜ ΨtǊƻǇŜǊǘȅ DǊƻǳǇ IŜŀŘŜǊǎΩ ŜȄǇƻǊǘΦ 

- Group: Text field ς ǘƘƛǎ ƴŜŜŘǎ ǘƻ ƳŀǘŎƘ ŜȄŀŎǘƭȅ ǿƛǘƘ ǘƘŜ ΨbŀƳŜΩ ƻŦ ǘƘŜ ǇǊƻǇŜǊǘȅ 
ƎǊƻǳǇ ǎŜǘ ǳǇ ƛƴ ǘƘŜ ΨtǊƻǇŜǊǘȅ DǊƻǳǇǎΩ ŜȄǇƻǊǘΦ 

- UPRN: Text field to define the UPRN of the property you want to assign to the group. 
- Address1: 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. 
- CommandΥ ΨLƴǎŜǊǘΩΣ Ψ¦ǇŘŀǘŜΩΣ Ψ5ŜƭŜǘŜΩ ƻǊ ΨLƎƴƻǊŜΩΦ Iƻǿ ǘƘŜ Řŀǘŀ ƛǎ ǇǊƻŎŜǎǎŜŘ ƻƴ 

import. 
 

6.7.3 Core Information  

 
¢ƘŜ Ψ/ƻǊŜ LƴŦƻǊƳŀǘƛƻƴΩ ǎƘŜŜǘǎ ŀǊŜ ǳǎŜŘ ǘƻ ŘŜŦƛƴŜ ŀƴŘ ǳǇŘŀǘŜ Řŀǘŀ ŀǘ ǇǊƻǇŜǊǘȅ ƭŜǾŜƭΦ ¢Ƙƛǎ ƛƴŎƭǳŘŜǎ 
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. 
 

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

 

 
Figure 92: properties 

 
The column headers include. 

- UPRN: Used ǘƻ ŘŜŦƛƴŜ ǘƘŜ Ψ¦ƴƛǉǳŜ tǊƻǇŜǊǘȅ wŜŦŜǊŜƴŎŜ bǳƳōŜǊΩΦ Lǘ Ŏŀƴ ōŜ 
numbers/text or alphanumeric. 

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

- Longitude/Latitude: Number fields to define the location of the property. If 
ǳƴƪƴƻǿƴΣ ΨлΩ Ŏŀƴ ōŜ ǳǎŜŘ ς 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 RdSAP module which can be used to update this field where 
required). 

- IsValidated: Ψ¢w¦9Ω ƻǊ ΨC![{9Ω ǘƻ ŎƻƴŦƛǊƳ ƛŦ ǘƘŜ ǇǊƻǇerty should be marked as 
validated. 

- CommandΥ ΨLƴǎŜǊǘΩΣ Ψ¦ǇŘŀǘŜΩΣ Ψ5ŜƭŜǘŜΩ ƻǊ ΨLƎƴƻǊŜΩΦ Iƻǿ ǘƘŜ Řŀǘŀ ƛǎ ǇǊƻŎŜǎǎŜŘ ƻƴ 
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. 

 

 
Figure 93: property attributes 

 
The column headers include. 

- UPRN/Address1Υ ¦ǎŜŘ ǘƻ ŘŜŦƛƴŜ ǘƘŜ Ψ¦ƴƛǉǳŜ tǊƻǇŜǊǘȅ wŜŦŜǊŜƴŎŜ bǳƳōŜǊΩ 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. 

- CommandΥ ΨLƴǎŜǊǘΩΣ Ψ¦ǇŘŀǘŜΩΣ Ψ5ŜƭŜǘŜΩ ƻǊ ΨLƎƴƻǊŜΩΦ Iƻǿ ǘƘŜ Řŀǘŀ ƛǎ ǇǊƻŎŜǎǎŜŘ ƻƴ 
import. 

 
NOTE A unique attribute is made up of the combined values Ψ[ƻŎŀǘƛƻƴΣ {ǳōƭƻŎŀǘƛƻƴΣ !ǘǘǊƛōǳǘŜΩΦ ¢Ƙƛǎ 

ƳŜŀƴǎ ȅƻǳ ǿƛƭƭ ƴƻǘ ōŜ ŀōƭŜ ǘƻ Ψ¦ǇŘŀǘŜΩ ǘƘŜ ƭƻŎŀǘƛƻƴ ƻǊ ǎǳōƭƻŎŀǘƛƻƴ ŦƻǊ ŀƴ ŀǘǘǊƛōǳǘŜ Ǿƛŀ ǘƘŜ 
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. 

 
NOTE 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 
ƴŜŜŘ ǘƻ ōŜ ƛƴǎŜǊǘŜŘ Ǿƛŀ ǘƘŜ ΨtǊƻǇŜǊǘȅ !ǘǘǊƛōǳǘŜǎΩ ƛƳǇƻǊǘ ǎƘŜŜǘΦ 

 

 
Figure 94: property maintenance 
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The column headers include. 
- UPRN/Address1Υ ¦ǎŜŘ ǘƻ ŘŜŦƛƴŜ ǘƘŜ Ψ¦ƴƛǉǳŜ tǊƻǇŜǊǘȅ wŜŦŜǊŜƴŎŜ bǳƳōŜǊΩ ŀƴŘ 

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. 

- ConditionΥ Ψ! ς ±ŜǊȅ DƻƻŘΩΣ Ψ. ς DƻƻŘΩΣ Ψ/ ς !ǾŜǊŀƎŜΩΣ Ψ5 ς tƻƻǊΩ or Ψ9 ς ±ŜǊȅ tƻƻǊΩ to 
confirm the current condition of the component. 

- PriorityΥ Ψл ς bƻǘ tǊƛƻǊƛǘƛǎŜŘΩΣ Ψм ς [ƻǎǎ ƻŦ !ƳŜƴƛǘȅΩΣ Ψн ς IƛƎƘ /ƻǎǘΩΣ Ψо ς {ŜǊƛƻǳǎ wƛǎƪΩ 
ƻǊ Ψп ς 5ŀƴƎŜǊƻǳǎΩ ǘƻ ŎƻƴŦƛǊƳ ǘƘŜ ǇǊƛƻǊƛǘȅ ǎǘŀǘǳǎ ƻŦ ǘƘŜ ǿƻǊƪΦ 

- 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, qty is usually 1, whereas a m² or lm 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:  Ψ¢w¦9Ω ƻǊ ΨC![{9Ω ǘƻ ŎƻƴŦƛǊƳ ƛŦ ǘƘŜ ǿƻǊƪ ƛǘŜƳ ƛǎ ŎƻƳǇƭŜǘŜŘ 

or still outstanding. 
- CommandΥ ΨLƴǎŜǊǘΩΣ Ψ¦ǇŘŀǘŜΩΣ Ψ5ŜƭŜǘŜΩ ƻǊ ΨLƎƴƻǊŜΩΦ How the data is processed on 

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

6.7.4 Module Information  

 
¢ƘŜ ΨaƻŘǳƭŜ LƴŦƻǊƳŀǘƛƻƴΩ ǎƘŜŜǘǎ ŀǊŜ ǳǎŜŘ ǘƻ ŘŜŦƛƴŜ ŀƴŘ ǳǇŘŀǘŜ Řŀǘŀ ŀǘ ǇǊƻǇŜǊǘȅ ƭŜǾŜƭΦ ¢ƘŜǊŜ ŀǊŜ 
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 ƛƴ ǘƘŜ ΨAsbestosΩ ƳƻŘǳƭŜΦ 
 
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 ς this 
iƴŎƭǳŘŜǎ ŀƴ Ψ!ǎōŜǎǘƻǎ LƳǇƻǊǘ CƛŜƭŘǎ ŀƴŘ /ƻƴǎǘǊŀƛƴǘǎΩ ǘŀōƭŜ ŀƴŘ ŀ Ψ/ƻƳōƛƴŀǘƛƻƴǎΩ ǘŀōƭŜΦ These 
should be used as reference when populating the sheet to ensure the correct values are 
recorded and prevent errors when re-importing. 

 

 
Figure 95: asbestos import fields and constraints 

 

 
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 
ƴŜǿ ƻǊ ŜŘƛǘƛƴƎ ŀƴ ŜȄƛǎǘƛƴƎ ŀǘǘŀŎƘƳŜƴǘ ƛƴ ǘƘŜ Ψ5ƻŎǳƳŜƴǘǎΩ ƳƻŘǳƭŜΦ 
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Figure 97: property attachments 

 
The column headers include. 

- UPRNΥ ¦ǎŜŘ ǘƻ ŘŜŦƛƴŜ ǘƘŜ Ψ¦ƴƛǉǳŜ tǊƻǇŜǊǘȅ wŜŦŜǊŜƴŎŜ bǳƳōŜǊΩ ƻŦ ǘƘŜ ǇǊƻǇŜǊǘȅ ȅƻǳ 
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. 
- FileTypeΥ ΨLƳŀƎŜΩΣ Ψ5ƻŎǳƳŜƴǘΩ ƻǊ Ψ¦w[Ω ǘƻ ŎƻƴŦƛǊƳ ǘƘŜ ǘȅǇŜ ƻŦ ŦƛƭŜΦ 
- Description: Text field to provide a description of the attachment. 
- DateCreated: Date field to confirm the date to be displayed in Lifespan. 
- Show: Ψ¢w¦9Ω ƻǊ ΨC![{9Ω ǘƻ ŎƻƴŦƛǊƳ ƛŦ ǘƘŜ ŀǘǘŀŎƘƳŜƴǘ ǎƘƻǳƭŘ ōŜ ƳŀǊƪŜŘ ŀǎ ǘƘŜ Ψaŀƛƴ 
LƳŀƎŜΩ i.e., the photograph displayed on the summary screen for the selected 
address. 

- AttachmentType: Ψ!ǎōŜǎǘƻǎΩΣ ΨCw!ΩΣ Ψ²ŀǘŜǊΩΣ ΨwŀŘƻƴΩ ƻǊ Ψ!ǇǇƭƛŀƴŎŜΩ ǘƻ ŎƻƴŦƛǊƳ ƛŦ ǘƘŜ 
ŀǘǘŀŎƘƳŜƴǘ ƛǎ ƭƛƴƪŜŘ ǘƻ ƻƴŜ ƻŦ ǘƘŜǎŜ ƳƻŘǳƭŜǎ ƻǊ ΨbƻƴŜΩ ƛŦ ƴƻǘΦ 

- CommandΥ ΨLƴǎŜǊǘΩΣ Ψ¦ǇŘŀǘŜΩΣ Ψ5ŜƭŜǘŜΩ ƻǊ ΨLƎƴƻǊŜΩΦ Iƻǿ ǘƘŜ Řŀǘŀ ƛǎ ǇǊƻŎŜǎǎŜŘ ƻƴ 
import. 

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

 
 
NOTE Once the sheet has been re-ƛƳǇƻǊǘŜŘΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀ ǊŜŎƻǊŘ ŎǊŜŀǘŜŘ ǿƛǘƘƛƴ ǘƘŜ Ψ5ƻŎǳƳŜƴǘǎΩ 

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

 

6.8 Import ing Data 

 
Once you have made the necessary changes and saved your excel sheet, return to Lifespan to import 
into your account. 
 
If you ŀǊŜ ǎǘƛƭƭ ǿƛǘƘƛƴ ǘƘŜ LƳǇƻǊǘκ9ȄǇƻǊǘ ŀǊŜŀ ƛƴ [ƛŦŜǎǇŀƴΣ ŎƭƛŎƪ ΨDƻ .ŀŎƪΩ ǘƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ ƛƳǇƻǊǘ 
screen. Ψ.ŀŎƪ ǘƻ [ƛƴƪǎΩ ƛǎ ǳǎŜŘ ǘƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ Ŧǳƭƭ ƭƛǎǘ ƻŦ ƛƳǇƻǊǘκŜȄǇƻǊǘ ƻǇǘƛƻƴǎΦ 
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Figure 98: export result 

 
!ƭǘŜǊƴŀǘƛǾŜƭȅΣ ǊŜǘǳǊƴ ǘƻ ǇŀƎŜ Ǿƛŀ ǘƘŜ ΨtǊƻǇŜǊǘȅ !ǘǘǊƛōǳǘŜǎΩ ƳƻŘǳƭŜΣ ΨLƳǇƻǊǘκ9ȄǇƻǊǘΩ ōǳǘǘƻƴ ŀƴŘ ǎŜƭŜŎǘ 
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. /ƭƛŎƪ Ψ/ƘƻƻǎŜ CƛƭŜΩ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ŦƛƭŜ ȅƻǳ ƘŀǾŜ ǎŀǾŜŘΣ ǘƘŜƴ ŎƭƛŎƪ ΨLƳǇƻǊǘΩΦ 
 

 
Figure 99: import 

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

¶ 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.  
 
¢ƘŜ Ψ¦ǇŘŀǘŜ tƭŀƴƴŜŘ aŀƛƴǘŜƴŀƴŎŜΩ ƻǇǘƛƻƴ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ŎƘƻƻǎŜ ǿƘŜǘƘŜǊ ȅƻǳ ǿŀƴǘ ǘƻ 
update existing works and if so, which elements of the rate you want to update. 

 

/ƭƛŎƪ ΨDƻ .ŀŎƪΩ ǘƻ ǊŜǘǳǊƴ ǘƻ 
the Import/Export screen 
for the selected category  
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Figure 100: import options (lookup rates) 

 
 You can select from the following options. 

- 5ƻƴΩǘ ¦ǇŘŀǘŜ: 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. {ŜƭŜŎǘ ƻƴŜ ƻŦ ǘƘŜ ƻǇǘƛƻƴǎ ŦǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƭƛǎǘ ƴŜȄǘ ǘƻ ǘƘŜ ƘŜŀŘƛƴƎ Ψ¦ǇŘŀǘŜ tƭŀƴƴŜŘ 
aŀƛƴǘŜƴŀƴŎŜΩΦ 
 

2. /ƭƛŎƪ Ψ/ƘƻƻǎŜ CƛƭŜΩ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ŦƛƭŜ ȅƻǳ ƘŀǾŜ ǎŀǾŜŘΣ ǘƘŜƴ ŎƭƛŎƪ ΨLƳǇƻǊǘΩΦ 
 

 
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 
ǘƘŜ Ψ5ƻƴΩǘ ¦ǇŘŀǘŜΩ ƻǇǘƛƻƴΣ ǘƘŜ ǊŀǘŜǎ ƘŀǾŜ ƴƻǿ ŎƘŀƴƎŜŘΣ ǎƻ ƛŦ ȅƻǳ ŀǘǘŜƳǇǘ ǘƻ ǊŜ-import with 
an alternative update selection it will no longer impact on any previous data. 

 
 

¶ Works 
 
¢ƘŜ Ψ²ƻǊƪǎΩ ƛƳǇƻǊǘ Ƙŀǎ ŀƴ ŀŘŘƛǘƛƻƴŀƭ ƻǇǘƛƻƴ ŦƻǊ ƛŦ ȅƻǳ ǿŀƴǘ ǘƻ ǳǇŘŀǘŜ ǘƘŜ ŎƻƳǇƭƛŀƴŎŜ ƭƛƴƪǎ 
ŦƻǊ ŜƛǘƘŜǊ Ψ²Iv{ΩΣ Ψ5ŜŎŜƴǘ IƻƳŜǎΩ ƻǊ ΨII{w{Ω ŀǎ ǇŀǊǘ ƻŦ ǘƘŜ ƛƳǇƻǊǘΦ ¢Ƙƛǎ ƳŜŀƴǎ ǘƘŀǘ ǘƘŜ 
associated module will be updated in Lifespan for any applicable works. 
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1. /ƭƛŎƪ Ψ/ƘƻƻǎŜ CƛƭŜΩ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ŦƛƭŜ ȅƻǳ ƘŀǾŜ ǎŀǾŜŘΦ 
 

2. Use the tick boxes as required to confirm which compliance links you want to update. 
 

3. /ƭƛŎƪ ΨLƳǇƻǊǘΩΦ 
 

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 ǎǳŎƘ ƛƴǎǘŀƴŎŜǎΣ ǘƘŜ ΨwŜǎǳƭǘΩ ǎŎǊŜŜƴ ǿƛƭƭ ŘƛǎǇƭŀȅ 
ΨLƳǇƻǊǘ CŀƛƭŜŘΩ ŀƴŘ ŀ ǎǇǊŜŀŘǎƘŜŜǘ ǿƛƭƭ ōŜ ƎŜƴŜǊŀǘŜŘ ǘƻ ƛƴŎƭǳŘŜ ŀƴ ΨhǳǘŎƻƳŜΩ ŎƻƭǳƳƴ ǇǊƻǾƛŘƛƴƎ 
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). 

 

 
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 
ǊŜƎŀǊŘƛƴƎ ǘƘŜ Ψ²ƻǊƪǎΩ ƛƳǇƻǊǘ ǎƘŜŜǘΦ 
 

 
Figure 103: outcome spreadsheet 

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

- ¢Ƙƛǎ ŜǊǊƻǊ ƛƴŘƛŎŀǘŜǎ ǘƘŀǘ ŀ ǳǎŜǊ ƛǎ ǘǊȅƛƴƎ ǘƻ ΨLƴǎŜǊǘΩ ŀ ǿƻǊƪ ǎŎƘŜŘǳƭŜ ǘƘŀǘ ŀƭǊŜŀŘȅ ŜȄƛǎǘǎ 
against the selected attribute. The software does not allow duplicates, so in this 
ƛƴǎǘŀƴŎŜΣ ȅƻǳ ǿƻǳƭŘ ƴŜŜŘ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ŎƻƳƳŀƴŘ ǘƻ Ψ¦ǇŘŀǘŜΩ ǘƻ ŀƳŜƴŘ ǘƘŜ ŜȄƛǎǘƛƴƎ 
work schedule. Alternatively, make sure the new work item you are adding in is 
ōŜƛƴƎ ΨLƴǎŜǊǘŜŘΩ ŀƎŀƛƴǎǘ ǘƘŜ ŎƻǊǊŜŎǘ ŀǘǘǊƛōǳǘŜΦ 

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

- ¢Ƙƛǎ ŜǊǊƻǊ ƛƴŘƛŎŀǘŜǎ ǘƘŀǘ ŀ ǳǎŜǊ ƛǎ ǘǊȅƛƴƎ ǘƻ ŜƛǘƘŜǊ ΨLƴǎŜǊǘΩΣ Ψ¦ǇŘŀǘŜΩ ƻǊ Ψ5ŜƭŜǘŜΩ ŀ ǿƻǊƪ 
ǎŎƘŜŘǳƭŜ ŀƎŀƛƴǎǘ ŀ ǇǊƻǇŜǊǘȅ ŀǘǘǊƛōǳǘŜ ǘƘŀǘ ƛǎƴΩǘ ǇǊŜǎŜƴǘ 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. 
 

2. 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. 
 

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

 
Figure 104: import successful 
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6.9 Creating a Survey List  

 
Another use of the import/export function is to create survey lists ς 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. Lƴ ǘƘŜ Ψtroperty AttributesΩ moduleΣ ŎƭƛŎƪ ƻƴ ΨaƻōƛƭŜΩ ǿƛǘƘƛƴ ǘƘŜ ΨIƻǳǎŜƪŜŜǇƛƴƎΩ ǎŜŎǘƛƻƴ. 
 

 
Figure 105: location of the mobile button 

 
2. There are two stages, firstly you will need to set up the survey list recordΦ ¦ƴŘŜǊ Ψ{ǳǊǾŜȅ 
[ƛǎǘǎΩΣ ŎƭƛŎƪ ƻƴ Ψ{Ŝǘ ǳǇ ŀ {ǳǊǾŜȅ [ƛǎǘ ŦƻǊ ŀ ¦ǎŜǊ !ŎŎƻǳƴǘΩ. 
 

 
Figure 106: set up a survey list 

 
3. This will bring up the survey lists optionsΦ /ƭƛŎƪ ΨEȄǇƻǊǘΩ ǘƻ ŘƻǿƴƭƻŀŘ in excel format. 

 

 
Figure 107: exporting the survey list 

 
NOTE ¢ƘŜǊŜ ƛǎ ƴƻ ΨǘŜƳǇƭŀǘŜ ŜȄǇƻǊǘΩ ƻǇǘƛƻƴΣ ǎƻ ǘƘŜ ǎƘŜŜǘ ǿƛƭƭ ƛƴŎƭǳŘŜ ŀƭƭ ŜȄƛǎǘƛƴƎ ƭƛǎǘǎ ōȅ ŘŜŦŀǳƭǘΦ ¸ƻǳ 

can either delete all existing rows before adding ƛƴ ŀ ƴŜǿ ƭƛǎǘ ƻǊ ǳǎŜ ǘƘŜ ŎƻƳƳŀƴŘ ΨLƎƴƻǊŜΩ 
ŦƻǊ ŀƴȅ Ǌƻǿǎ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ǘƻ ŎƘŀƴƎŜΦ 

 
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. 
- CommandΥ ΨLƴǎŜǊǘΩΣ Ψ¦ǇŘŀǘŜΩΣ Ψ5ŜƭŜǘŜΩ ƻǊ ΨLƎƴƻǊŜΩΦ Iƻǿ ǘƘŜ Řŀǘŀ ƛǎ ǇǊƻŎŜǎǎŜŘ ƻƴ 

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

 

 
Figure 108: survey list 

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

 
NOTE 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. 
 

6. Go back to Lifespan and this time in survey lists choose the file you have just saved and click 
ΨƛƳǇƻǊǘΩ ǿƘƛŎƘ ǿƛƭƭ ǎŀǾŜ ȅƻǳǊ ǎǳǊǾŜȅ ƭƛǎǘΦ LŦ ǘƘŜǊŜ ŀǊŜ ŀƴȅ ŜǊǊƻǊǎ ƛƴ ǘƘŜ ǎǇǊŜŀŘsheet, 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. 
 

 
Figure 109: importing the survey list 

 
7. ¢ƘŜ ƴŜȄǘ ǎǘŜǇ ƛǎ ǘƻ ŀŘŘ ǇǊƻǇŜǊǘƛŜǎ ǘƻ ǘƘŜ ƭƛǎǘ ȅƻǳ ƘŀǾŜ Ƨǳǎǘ ŎǊŜŀǘŜŘΦ ¦ƴŘŜǊ Ψ{ǳǊǾŜȅ [ƛǎǘǎΩΣ ŎƭƛŎƪ 
ƻƴ Ψ!ŘŘ tǊƻǇŜǊǘƛŜǎ ǘƻ ŀ ǳǎŜǊΩǎ {ǳǊǾŜȅ [ƛǎǘ and export. 

 

 
Figure 110: add properties to a survey list 
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NOTE ¢ƘŜǊŜ ƛǎ ƴƻ ΨǘŜƳǇƭŀǘŜ ŜȄǇƻǊǘΩ ƻǇǘƛƻƴΣ ǎƻ ǘƘŜ ǎƘŜŜǘ ǿƛƭƭ ƛƴŎƭǳŘŜ ŀƭƭ ǇǊƻǇŜǊǘƛŜǎ ƛƴ ŜȄƛǎǘƛƴƎ ƭƛǎǘǎ 
by default. You can either delete all existing rows before adding in the properties for your 
new list or use the command ΨLƎƴƻǊŜΩ ŦƻǊ ŀƴȅ Ǌƻǿǎ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ǘƻ ŎƘŀƴƎŜΦ 

 
8. 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. 

- CommandΥ ΨLƴǎŜǊǘΩΣ Ψ¦ǇŘŀǘŜΩΣ Ψ5ŜƭŜǘŜΩ ƻǊ ΨLƎƴƻǊŜΩΦ Iƻǿ ǘƘŜ Řŀǘŀ ƛǎ ǇǊƻŎŜǎǎŜŘ ƻƴ 
import. 

 

 
Figure 111: add properties to survey list 

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

 
NOTE You can add properties to multiple survey lists on the 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. 

 
10. Dƻ ōŀŎƪ ǘƻ [ƛŦŜǎǇŀƴ ŀƴŘ ǘƘƛǎ ǘƛƳŜ ǳƴŘŜǊ Ψ!ŘŘ tǊƻǇŜǊǘƛŜǎΩ ŎƘƻƻǎŜ ǘƘŜ ŦƛƭŜ you have just saved 
ŀƴŘ ŎƭƛŎƪ ΨIƳǇƻǊǘΩ ǿƘƛŎƘ ǿƛƭƭ ŀŘŘ ǘƘŜ ŀŘŘǊŜǎǎŜǎ ƛƴŎƭǳŘŜŘ ǘƻ ȅƻǳǊ ǎǳǊǾŜȅ ƭƛǎǘΦ 
 

 
Figure 112: import properties to survey list 

 
NOTE In the Lifespan mobile software, the surveyor will need to refresh their survey lists and 

choose the list to download ς ƛŘŜƴǘƛŦƛŀōƭŜ ōȅ ǘƘŜ ΨbŀƳŜΩ ǳǎŜŘ ƛƴ ǘƘŜ ƭƛǎǘ ŎǊŜŀǘŜŘΦ hƴŎŜ ǘƘƛǎ ƛǎ 
done, all the properties will appear in their address list, ready for the survey to be 
completed.  
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7. Documents  

 
/ƭƛŎƪ ƻƴ Ψ5ƻŎǳƳŜƴǘǎΩ ƻƴ ǘƘŜ ƳŜƴǳ ōŀǊΦ !ƴȅ ŘƻŎǳƳŜƴǘǎ ƻǊ ǇƘƻǘƻƎǊŀǇƘǎ ŀǘǘŀŎƘŜŘ ǘƻ ŀ ǇǊƻǇŜǊǘȅ ŀǊŜ 
ǾƛǎƛōƭŜ ƻƴ ǘƘŜ Ψ5ƻŎǳƳŜƴǘǎΩ ǎŎǊŜŜƴΦ 
 

 
Figure 113: Documents tab 

 

7.1 Adding Documents  

 
1. /ƭƛŎƪ ƻƴ ΨbŜǿΩΦ 

 

 
Figure 114: new document button 

 
2. Lƴ ǘƘŜ Ψ!ŘŘκ9Řƛǘ !ǘǘŀŎƘƳŜƴǘΩ ǎŎǊŜŜƴΣ ǎelect a type (Image, Document or URL) and use the 
Ψ{ŜƭŜŎǘΩ ōǳǘǘƻƴ ǘƻ ŎƘƻƻǎŜ ŀ ŦƛƭŜ ǘƻ ǳǇƭƻŀŘΦ  
 

a) LŦ ΨLƳŀƎŜΩ ƛǎ ǎŜƭŜŎǘŜŘ ŀǎ ǘƘŜ ǘȅǇŜΣ ȅƻǳ ǿƛƭƭ ƘŀǾŜ ǘƘŜ ƻǇǘƛƻƴ ōŜƭƻǿ ǘƻ Ψ{Ƙƻǿ ŀǎ aŀƛƴ tƘƻǘƻΚΩΦ 
Tick the box to confirm if you want the uploaded attachment to be displayed as the main 
photograph ς 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.  
 

 
Figure 115: adding a new document 

 
3. Add a description. 
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4. Add a document reference if required (this field is not mandatory). 
 

5. Ψ5ŀǘŜ /ǊŜŀǘŜŘΩ ǿƛƭƭ ŀƭǿŀȅǎ ǎƘƻǿ ǘƻŘŀȅΩǎ ŘŀǘŜ ōȅ ŘŜŦŀǳƭǘ ōǳǘ Ŏŀƴ ōŜ Ƴŀƴǳŀƭƭȅ ǳǇŘŀǘŜŘ ƛŦ 
required. Type in the relevant date or select via the pop-up calendar. 
 

6. Ψ!ǘǘŀŎƘƳŜƴǘ ¢ȅǇŜΩ ƛǎ ǳǎŜŘ ǘƻ ŘŜŦƛƴŜ ǿƘŜǘƘŜǊ ǘƘŜ ŀǘǘŀŎƘƳŜƴǘ ƛǎ ƭƛƴƪŜŘ ǘƻ ŀ ǎǇŜŎƛŦƛŎ ƳƻŘǳƭŜΣ 
for further guidance please refer to section 7.2 Linking Documents to Specific Modules. 
 

7. /ƭƛŎƪ Ψ{ŀǾŜΩ ǘƻ ǳǇƭƻŀŘ ȅƻǳǊ ŀǘǘŀŎƘƳŜƴǘΦ 
 

7.2 Linking Documents to Specific Modules 

 
1. If the attachment being uploaded relates to a specific module, you can utilise the 
Ψ!ǘǘŀŎƘƳŜƴǘ ¢ȅǇŜΩ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ŀǇǇƭƛŎŀōƭŜ ƳƻŘǳƭŜ ŦǊƻƳ ǘƘŜ ƭƛǎǘΦ LŦ ƴƻǘΣ ΨbƻƴŜΩ ǿƛƭƭ ōŜ 
selected by default. 
 

 
Figure 116: linking a document 

 

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

3. LŦ Ψ!ǎōŜǎǘƻǎΩ ƻǊ Ψ²ŀǘŜǊΩ have been linked, the attachment will also show under the 
attachments section in the selected module tab. 

 

 
Figure 117: asbestos attachments 

 
4. To remove an existing ƭƛƴƪΣ ŜŘƛǘ ǘƘŜ ŀǘǘŀŎƘƳŜƴǘΣ ŎƘŀƴƎŜ ǘƘŜ ŀǘǘŀŎƘƳŜƴǘ ǘȅǇŜ ǘƻ ΨbƻƴŜΩ ŀƴŘ 

save. 
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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 
Ψ!ǘǘŀŎƘƳŜƴǘ [ƛƴƪǎΩ ǘƻ ŀŘŘ ŀ ƭƛƴƪΦ {ŜƭŜŎǘ Ψ!ŘŘ ƴŜǿ ŀǘǘŀŎƘƳŜƴǘ ƭƛƴƪΩΦ 

 

 
Figure 119: add an attachment link 

 
2. CƻǊ Ψ[ƛƴƪ ¢ȅǇŜΩ ŎƘƻƻǎŜ ǇǊƻǇŜǊǘȅ ŀǘǘǊƛōute, then select the relevant attribute from the drop-
Řƻǿƴ ƭƛǎǘΦ /ƭƛŎƪ ΨLƴǎŜǊǘΩ ŀƴŘ ǘƘŜƴ Ψ{ŀǾŜΩΦ 

 

 
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 () 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 Ψ{ŀǾŜΩΦ 
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Figure 121: delete an attachment link 

 
5. Alternatively, ȅƻǳ Ŏŀƴ ŎǊŜŀǘŜ ŀƴ ŀǘǘŀŎƘƳŜƴǘ ƭƛƴƪ Ǿƛŀ ǘƘŜ ΨtǊƻǇŜǊǘȅ !ǘǘǊƛōǳǘŜǎΩ ƳƻŘǳƭŜ ōȅ 

selecting an existing attribute and clicking on either the file or photo button to link an 
attachment. 

 

 
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. /ƭƛŎƪ Ψ9ŘƛǘΩΦ 

 

 
Figure 123: edit button 

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



 
 

69 | P a g e 
 
 

 
Figure 124: edit an existing document 

 

7.5 Deleting Documents  

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

 
2. /ƭƛŎƪ Ψ5ŜƭŜǘŜΩΦ 

 

 
Figure 125: delete button 

 
3. /ƭƛŎƪ ΨwŜƳƻǾŜΩ ǘƻ ŎƻƴŦƛǊƳΦ 

 

 
Figure 126: confirm removal 

 

8. Housing Standards  
 
Depending on which area of the country you reside in, you will have to follow the relevant housing 
ǎǘŀƴŘŀǊŘǎΦ Lƴ 9ƴƎƭŀƴŘΣ ǘƘƛǎ ƛǎ Ψ5ŜŎŜƴǘ IƻƳŜǎΩΣ ŦƻǊ ²ŀƭŜǎ Ψ²ŜƭǎƘ IƻǳǎƛƴƎ vǳŀƭƛǘȅ {ǘŀƴŘŀǊŘǎΩ ό²Iv{ύ 
ŀƴŘ ŦƻǊ {ŎƻǘƭŀƴŘ Ψ{ŎƻǘǘƛǎƘ IƻǳǎƛƴƎ vǳŀƭƛǘȅ {ǘŀƴŘŀǊŘǎΩ ό{Iv{ύΦ 9ŀŎƘ ǎǘŀƴŘŀǊŘ Ƙŀǎ ŀƴ ŀǇǇƭƛŎŀōƭŜ 
module in Lifespan to store the assessment data at property level. 



 
 

70 | P a g e 
 
 

8.1 Decent Homes Assessments 

 
 
/ƭƛŎƪ ƻƴ Ψ5ŜŎŜƴǘ IƻƳŜǎΩ ƻƴ ǘƘŜ ƳŜƴǳ ōŀǊΦ 
 

 
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. 
 

 
Figure 128: decent homes filter 

8.1.1 Adding Decent Homes Assessments 

 
1. /ƭƛŎƪ ΨbŜǿΩ 

 
Figure 129: new decent homes assessment 

 
2. Select the dwelling type and enter the survey date. Select the compliance overridden status 
ŀƴŘ ŜƴǘŜǊ ŀ ǊŜŀǎƻƴ ƛŦ ǇƻǎǎƛōƭŜΦ 9ƴǘŜǊ ŀƴȅ ŎƻƳƳŜƴǘǎ ŀǘ ǘƘƛǎ ǎǘŀƎŜ ŀƴŘ ŎƭƛŎƪ Ψ{ŀǾŜΩΦ 
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Figure 130: new assessment details 

 ¢ƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŜƴǘŜǊŜŘ ǎƻ ŦŀǊ ǿƛƭƭ ŘƛǎǇƭŀȅŜŘ ǿƛǘƘƛƴ ǘƘŜ Ψ5ŜŎŜƴǘ IƻƳŜǎ IŜŀŘŜǊΩ ǿƛŘƎŜǘΦ 
 

3. Back on the Decent Homes screen, work through the assessment - editing each component 
ǿƛǘƘƛƴ ǘƘŜ Ψ5ŜŎŜƴǘ IƻƳŜǎ LǘŜƳǎΩ ǿƛŘƎŜǘΦ ¢ƻ ǳǇŘŀǘŜ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ ŜƛǘƘŜǊ ǘƘŜ Ψbƻǘ {ŜǘΩ ƻǊ 
Ψ9Řƛǘ LǘŜƳΩ ƭƛƴƪǎ found to the right of the attribute name. 
 

 
Figure 131: decent homes items 

 
4. Populate the age of the component ǳǎƛƴƎ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƭƛǎǘΦ ¢ƘŜ ΨLǘŜƳ ƛǎ ƛƴ ǇƻƻǊ ŎƻƴŘƛǘƛƻƴΚΩ 

tick box should be used only when applicable for the selected component. CƭƛŎƪ Ψ{ŀǾŜΩΦ  
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Figure 132: decent homes - component 

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

 
If you have existing maintenance data in your account against the selected property, you 
may notice when working through the assessment that some of the components auto 
ǇƻǇǳƭŀǘŜΦ !ƴȅ ƛƴǎǘŀƴŎŜ ƻŦ ǘƘƛǎ ƛǎ Řƻǿƴ ǘƻ ǘƘŜ ŎƻƳǇƭƛŀƴŎŜ ƭƛƴƪǎ ōŜǘǿŜŜƴ ǘƘŜ ΨtǊƻǇŜǊǘȅ 
AtǘǊƛōǳǘŜǎΩ ŀƴŘ Ψ5ŜŎŜƴǘ IƻƳŜǎΩ ƳƻŘǳƭŜǎΦ CƻǊ ŦǳǊǘƘŜǊ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ŎƻƳǇƭƛŀƴŎŜ ƭƛƴƪǎ ǇƭŜŀǎŜ 
refer to section 5.5 Planned Maintenance. 

 
6. [ƛƴƪŜŘ ǿƻǊƪǎ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ǳƴŘŜǊ ǘƘŜ Ψ¦ǇŘŀǘŜ [ƛƴƪΩ ŎƻƭǳƳƴ as below. Click on the 

description to open the work schedule details. 
 

 
Figure 133: decent homes compliance links 

 

8.1.2 Editing Decent Homes Assessments 

 
1. To edit the general assessment informationΣ ŎƭƛŎƪ ƻƴ Ψ9ŘƛǘΩΦ 

 

 
Figure 134: edit assessment button 
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2. Enter ǘƘŜ ǳǇŘŀǘŜŘ ŘŜǘŀƛƭǎ ŀƴŘ ŎƭƛŎƪ Ψ{ŀǾŜΩ. 
 

 
Figure 135: editing a decent homes assessment 

 
3. To edit any of the components, ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ ŜƛǘƘŜǊ ǘƘŜ Ψbƻǘ {ŜǘΩ ƻǊ Ψ9Řƛǘ LǘŜƳΩ ƭƛƴƪǎ ŦƻǳƴŘ 

to the right of the attribute name. 
 

 
Figure 136: editing decent homes attributes 

 
4. 9ƴǘŜǊ ǘƘŜ ǳǇŘŀǘŜŘ ŘŜǘŀƛƭǎ ŀƴŘ ǇǊŜǎǎ Ψ{ŀǾŜΩΦ 
 

 
Figure 137: saving the changes 
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8.1.3 Deleting Decent Homes Assessments 

 
1. To remove an existing decent homes assessment, cƭƛŎƪ Ψ5ŜƭŜǘŜΩΦ 

 

 
Figure 138: the delete button 

 
2. /ƭƛŎƪ ΨwŜƳƻǾŜΩ ǘƻ ŎƻƴŦƛǊƳΦ 
 

 
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. ¢ƻ ŎŀƭŎǳƭŀǘŜ ƻƴŜ ƻǊ ƳƻǊŜ ŀǎǎŜǎǎƳŜƴǘǎΣ ŎƭƛŎƪ Ψ/ŀƭŎǳƭŀǘŜΩΦ 
 

 
Figure 140: decent homes calculate button 

 
2. /ƘƻƻǎŜ ǘƻ ǳǇŘŀǘŜ ŜƛǘƘŜǊ ƘƛƎƘƭƛƎƘǘŜŘΣ ǘƛŎƪŜŘ ƻǊ ŀƭƭ ǇǊƻǇŜǊǘƛŜǎ ŀƴŘ ŎƭƛŎƪ Ψ/ŀƭŎǳƭŀǘŜΩΦ 
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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) 

 
/ƭƛŎƪ ƻƴ Ψ²Iv{Ω ƻƴ ǘƘŜ ƳŜƴǳ ōŀǊΦ 
 

 
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 
ŀǊǊƻǿ ōŜƭƻǿ ǘƘŜ ǊŀŘƻƴ ƛŎƻƴ ǘƻ ǎŜƭŜŎǘ ŜƛǘƘŜǊ Ψ/ƻƴǘŀƛƴǎΩ ƻǊ Ψ5ƻŜǎ bƻǘ /ƻƴǘŀƛƴΩ ŦǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƭƛǎǘΦ 
 

 
Figure 143: WHQS filter  

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

¶ Property ς This section will display the front elevation image for the selected address. 

¶ General Information ς 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 ς 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 ς /ƭƛŎƪ ǘƘŜ ΨtǊƻǇŜǊǘȅ tŀǎǎǇƻǊǘΩ ƭƛƴƪ ǘƻ ŘƻǿƴƭƻŀŘ ŀ ǇŘŦ ŘƻŎǳƳŜƴǘΦ ¢ƘŜ ǇǊƻǇŜǊǘȅ 
passport contains information relating to retrofit works on the selected address, including 
energy information, completed retrofit measures and recommended medium term plans. 

¶ Assessment ς This section displays the assessment data for the selected address, detailing 
each question and the compliance status for each. 

8.2.1 Adding /Editing  WHQS Assessments 

 
1. To add a new assessment or edit existing data, ŎƭƛŎƪ Ψ!ǎǎŜǎǎƳŜƴǘΩΦ 

 

 
Figure 144: WHQS assessment button 

 
2. 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 
ǎŎǊŜŜƴ Ψ²Iv{ нллр !ǎǎŜǎǎƳŜƴǘΩΦ LŦ ƴƻ ǇǊŜǾƛƻǳǎ Řŀǘŀ ŜȄƛǎǘǎΣ ȅƻǳ ƘŀǾŜ ǘƘŜ ƻǇǘƛƻƴ ǘƻ Ψ/ǊŜŀǘŜ 
hƴŜΩ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ƭƛƴƪ. 

 

    
Figure 145: previous WHQS assessment 

 
3. The question summary is on the left of the screen, navigate through the assessment either 
ōȅ ǎŜƭŜŎǘƛƴƎ ŦǊƻƳ ǘƘŜ ƭƛǎǘ ƻǊ ǳǎƛƴƎ ǘƘŜ ΨbŜȄǘΩ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ŜŀŎƘ ǎŜŎǘƛƻƴΦ 
 

4. {ǘŀǊǘ ǘƘŜ ŀǎǎŜǎǎƳŜƴǘ ōȅ ŜƴǘŜǊƛƴƎ ǘƘŜ Ψ{ǳǊǾŜȅƻǊ bŀƳŜΩ ƛƴ ǘƘŜ ŦǊŜŜ-ǘŜȄǘ ŦƛŜƭŘΣ ǘȅǇŜ ƛƴ ŀ Ψ{ǳǊǾŜȅ 
5ŀǘŜΩ ƻǊ ǎŜƭŜŎǘ via the calendar icon and apply a preset is required. 

 
NOTE ¢ƘŜ ǇǊŜǎŜǘ ƻǇǘƛƻƴǎ ŀǊŜ ΨbƻƴŜΩ όǘƘƛǎ ƛǎ ǘƘŜ ŘŜŦŀǳƭǘ ƻǇǘƛƻƴύΣ ΨIƻǳǎŜΩΣ ΨCƭŀǘ ό{ŜƭŦ-ŎƻƴǘŀƛƴŜŘύΩ ƻǊ 

ΨCƭŀǘ όbƻǘ ǎŜƭŦ-contained). Dependent on the preset selected, some of the questions will 
automatically populate ǿƛǘƘ Ψbƻǘ !ǇǇƭƛŎŀōƭŜΩ  ǿƘŜǊŜ ŀǇǇǊƻǇǊƛŀǘŜΦ 

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

relevant values. !ǎ ȅƻǳ ŎƻƳǇƭŜǘŜ ǎŜŎǘƛƻƴǎΣ ǘƘƛǎ ǿƛƭƭ ōŜ ƛƴŘƛŎŀǘŜŘ ōȅ ŀ ƎǊŜŜƴ ΨǘƘǳƳōǎ ǳǇΩ ƛŎƻƴ 
on the left next to the applicable part.  
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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 
ǎƘƻǿ ŜƛǘƘŜǊ Ψ/ƻƳǇƭƛŀƴǘΩ ƻǊ Ψbƻƴ-/ƻƳǇƭƛŀƴǘΩΦ 

 

 
Figure 147: compliance status 

 
8. /ƭƛŎƪ Ψ{ŀǾŜΩ ƻƴŎŜ ŎƻƳǇƭŜǘŜŘΦ ¢ƘŜ Ψ/ƭƻǎŜΩ ōǳǘǘƻƴ Ŏŀƴ ōŜ ǇǊŜǎǎŜŘ ŀǘ ŀƴȅ ǘƛƳŜ ǘƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ 

WHQS module. 
 

 
Figure 148: Welsh housing quality standards 2023 

 

8.2.2 Deleting WHQS Assessments 

 
1. ¢ƻ ǊŜƳƻǾŜ ŀƴ ŜȄƛǎǘƛƴƎ ²Iv{ ŀǎǎŜǎǎƳŜƴǘΣ ŎƭƛŎƪ Ψ5ŜƭŜǘŜΩΦ 

 

Select an assessment part 
to populate the questions  

Access previous version data or create 
new assessment in the previous 
template 

Input fields 

Next part 

Save and Close 

Completion 
status 
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Figure 149: the delete button 

 
2. /ƭƛŎƪ ΨDeleteΩ ǘƻ ŎƻƴŦƛǊƳΦ 
 

 
Figure 150: confirm the removal 

 

8.2.3 Calculating WHQS 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 HHSRS or energy 
data i.e., updating items that use compliance links). 
 

1. ¢ƻ ŎŀƭŎǳƭŀǘŜ ƻƴŜ ƻǊ ƳƻǊŜ ŀǎǎŜǎǎƳŜƴǘǎΣ ŎƭƛŎƪ Ψ/ŀƭŎǳƭŀǘŜΩΦ 
 

 
Figure 151: WHQS calculate button 

 
2. Choose to update either ƘƛƎƘƭƛƎƘǘŜŘΣ ǘƛŎƪŜŘ ƻǊ ŀƭƭ ǇǊƻǇŜǊǘƛŜǎ ŀƴŘ ŎƭƛŎƪ Ψ/ŀƭŎǳƭŀǘŜΩΦ 
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Figure 152: WHQS batch calculation 

 
3. A results 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 
 
/ƭƛŎƪ ƻƴ Ψ!ssets & ServicingΩ ƻƴ ǘƘŜ ƳŜƴǳ ōŀǊΦ ¢Ƙis module is used to store asset details and all 
corresponding service history information. 
 

 
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. 

 

 
Figure 154: adding a new asset 










































































































































































































































