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1. [bookmark: _Toc521939610][bookmark: _Toc521939883][bookmark: _Toc522027206][bookmark: _GoBack]Accessing your IAS Online Performance Report

When you are required to perform your online performance report, your Organisation will receive an email similar to the one below. This email is important, as it contains the weblink to the online performance report and an Access Code (underlined in red in the screenshot below) that you will need to access your report for the first time.
[bookmark: _Toc521924454][bookmark: _Toc521939611][bookmark: _Toc521939884][bookmark: _Toc521940216][image: H:\Current Work\How to Guide - IAS\email sent to provider.png]


2. [bookmark: _Toc521939612][bookmark: _Toc521939885][bookmark: _Toc522027207]Entering Your Access Code

[image: C:\Users\pmc10061\AppData\Local\Microsoft\Windows\INetCache\Content.Word\User Verification - Access Code Page.png]When you access your Online Performance Report for the first time, you will be asked to enter your Access Code. Remember, your Access Code is contained in the email text you will receive from the Department. Please see the screenshot below for an example of the access code screen.





3. [bookmark: _Toc521939613][bookmark: _Toc521939886][bookmark: _Toc522027208]Entering your Password

[image: C:\Users\pmc10061\AppData\Local\Microsoft\Windows\INetCache\Content.Word\User Verification - Password Page.png]After you have used the Access Code to begin your report for the first time, you will also be asked to provide your Organisation ID/Party ID as your password. This Organisation ID/Party ID is listed on the front page of your PMC Project Schedule, and is referred to on the Project Schedule as your Provider reference number (System ID).  Please see screenshots below and over page for further information.


[image: H:\Current Work\How to Guide - IAS\Project schedule front page.png]Please note – if you cannot find your Provider reference number (System ID) or do not have a copy of your Project Schedule, you can contact your Agreement Manager for further assistance.

4. [bookmark: _Toc521939614][bookmark: _Toc521939887][bookmark: _Toc522027209]Resetting Your Password

You can reset your password by ticking the box in the “I would like to reset my password” option.
[image: C:\Users\pmc10061\AppData\Local\Microsoft\Windows\INetCache\Content.Word\User Verification - Password Page.png]
If you wish to change your password, you will be asked to verify your email. This must be the same email that your access code was emailed to.
[image: C:\Users\pmc10061\AppData\Local\Microsoft\Windows\INetCache\Content.Word\User Verification - Verify Email Page.png]
An email will be sent to you with a reset token. You will need to verify this token. You can cut and paste the reset token into the required field (see screen shot below).
[image: C:\Users\pmc10061\AppData\Local\Microsoft\Windows\INetCache\Content.Word\User Verification - Verify Reset Token Page.png]
When changing your password you will need to ensure it meets the security requirements set out in the screenshot below.
[image: C:\Users\pmc10061\AppData\Local\Microsoft\Windows\INetCache\Content.Word\User Verification - Set Up Password Page.png]


5. [bookmark: _Toc521939615][bookmark: _Toc521939888][bookmark: _Toc522027210]Saving and Navigation of the IAS Online Performance Report

Your online performance report will be ‘auto saved’ as you progress through the screens, each time you select the [image: H:\Current Work\How to Guide - IAS\Next button.PNG] button. 
Please note - if you choose to ‘Exit’ your online performance report before you have completed the section (or screen), you may risk losing any unsaved work. Therefore, it is recommended that you complete each screen and press the [image: H:\Current Work\How to Guide - IAS\Next button.PNG] button, before selecting the “Exit” option.
If you need to make any changes to any of the information you have submitted (once it has been saved), you can click the [image: ] button. You can then perform any necessary changes, before selecting the [image: H:\Current Work\How to Guide - IAS\Next button.PNG] button once again to save your changes.


6. [bookmark: _Toc521939616][bookmark: _Toc521939889][bookmark: _Toc522027211]The IAS Online Performance Report Welcome Screen

[image: ]When you first enter the IAS Online Performance Report, you will be presented with a Welcome Screen (see below), which will list the details of your project and instructions on how to complete and submit your IAS Online Performance Report. You will also find instructions on where to go if you require any help of further assistance in completing your IAS Online Performance Report.


7. [bookmark: _Toc521939617][bookmark: _Toc521939890][bookmark: _Toc522027212]Step 1 of 5 – Your Progress and Performance against the Project

[image: C:\Users\pmc10061\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Step 1 of 5 - Your Progress and Performance against the Project.png]In this step, you are required to provide details about the progress your Organisation has made towards achieving the agreed outcomes and objectives of the project. 
It is also important to share any success stories that your organisation may have. These could be used as good news stories to highlight the success of your project. Any content to be published will be confirmed with your organisation prior to publication. 
Please note that the limit to provide information is 2,000 character or approximately 300 words. If you have any supporting documentation, you can upload it by clicking the [image: ]  button. 
When you have completed this step, click the [image: H:\Current Work\How to Guide - IAS\Next button.PNG] button to save your changes and move on. 


8. [bookmark: _Toc521939618][bookmark: _Toc521939891][bookmark: _Toc522027213]Step 2 of 5 – Performance Measures

[image: C:\Users\pmc10061\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Step 2 of 5 - Performance Measures.png]In this step you are required to provide information against the Key Performance Indicators (KPIs) and Key Data Items (KDIs) listed in your Project Schedule.
You will first be required to answer questions against the mandatory Indigenous employment indicator MKPI.M1 (and associated MKDIs), and input the number of Indigenous and non-Indigenous staff that have been employed to implement your project.
You will also be required to provide information on the hours worked by Indigenous and non-Indigenous staff employed to implement your project. 
You will then be asked to input information against any other KPIs or KDIs that appear in your Project Schedule.

[bookmark: _Toc521939619][bookmark: _Toc521939892][bookmark: _Toc521940224][image: ]Please note –the question MKPI.M2 – Core Service Provision has been ‘greyed out’ in the IAS Online Performance Report, and you will not be required to provide any information in the corresponding answer box. This KPI will be answered by your IAS Agreement Manager.
When you have completed inputting all the required information for your project’s performance indicators, click the [image: H:\Current Work\How to Guide - IAS\Next button.PNG] button to save your changes.


9. [bookmark: _Toc521939620][bookmark: _Toc521939893][bookmark: _Toc522027214]Further Information on IAS KPIs that require Surveys, Feedback Forms or Questionnaires

As you may be aware, a small number of the new IAS KPIs require a Survey, Client Feedback Form or Questionnaire as part of their reporting requirements.
With the exception of Program 2.2 Children and Schooling Activities, you will not be required to answer against these Survey/Client Feedback/Questionnaire KPIs for the July – December 2018 performance reporting cycle.
As such, the first time you complete this form, these questions will be ‘greyed out’, and you will not be required to answer them (please see screenshot below).
[image: cid:image002.jpg@01D432F7.4931FA30]

However, please note - the Department will expect you to answer against these KPIs for subsequent reporting periods (for example from the January to June 2019 reporting cycle).
For a full list of the Survey, Client Feedback Forms or Questionnaires KPIs that are required to be answered in the July – December 2018 performance reporting cycle, please refer to Table 1 (over page). 


Table 1 - Survey, Client Feedback Forms or Questionnaires KPIs that are not required to be answered in the January – July 2018 performance reporting cycle
	KPI Code
	KPI Description

	P201.10
	Parent / carer feedback – 80 per cent of parents or carers whose children attend the service agree the service has improved their child’s language skills, social skills, confidence, health and/or learning outcomes

	P202.04
	Parent / carer / training recipient confidence – 80 per cent of parents, carers or training recipients receiving services feel confident in their ability to provide a safe, nurturing and educational environment for their children

	P203.01
	Community satisfaction – 80 per cent of clients agree that services were delivered by the right people, at the right time, in the right place and using the right language

	P205.03
	Service quality – 80 per cent of participants receiving the services are satisfied they were useful and well-delivered

	P205.04
	Participant job confidence – 80 per cent of participants agree they feel more adequately prepared to perform their job as a result of the services received

	P208.03
	Parent / carer feedback – x* per cent of serviced parents or carers agree the service was useful and beneficial

	P210.06
	Successful pathways to further education – x* per cent of participating students who are due to graduate Year 10 or Year 12 and exit secondary school in that year, intend to enrol in tertiary education within the next 6 months.

	P213.04
	Successful pathway to further education – x* per cent of pre-tertiary people receiving any services say they intend to enrol in tertiary education with the next 6 months

	P214.04
	Client satisfaction with services received – 90 per cent of tertiary students receiving services are satisfied that the services provided met their immediate needs and were well-delivered

	P214.05
	Clients have fewer practical barriers to study – No more than 20 per cent of tertiary students receiving services report practical barriers to tertiary attendance





10. [bookmark: _Toc521939621][bookmark: _Toc521939894][bookmark: _Toc522027215] Step 3 of 5 – Additional Documentation and Location Data

[image: C:\Users\pmc7517\Desktop\locations screen.PNG]In this step you can upload additional documentation for your Project (if required), as well as to update the address details of the current locations where the Project is being delivered.
To upload attachment click the [image: ] button and select the file you wish to upload. 
Once you have uploaded all attachments click the [image: H:\Current Work\How to Guide - IAS\Save attachments button.PNG] button.
When you have completed this step, click the [image: H:\Current Work\How to Guide - IAS\Next button.PNG] button to save your changes.



11. [bookmark: _Toc521939622][bookmark: _Toc521939895][bookmark: _Toc522027216] Step 4 of 5 – Project Contact Information

[bookmark: _Toc521924463][bookmark: _Toc521939623][bookmark: _Toc521939896][bookmark: _Toc521940228][image: C:\Users\pmc10061\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Step 4 of 5 - Project Contact Information.png]In this step you are required to confirm the Primary Contact Person for the project. 
If this information is correct click the [image: ] button. 
If this information is incorrect click the [image: ] button. If you click this option you will need to provide the details of the Primary Contact Person for the project.
When entering in your phone number you will need to ensure it contains 10 digits including your area code (if using a land line) and nine digits if using a mobile number. Do not include any spaces.
Please also ensure that you are using a valid email address.
When you have completed this step, click the [image: H:\Current Work\How to Guide - IAS\Next button.PNG] button to save your changes.



12. [bookmark: _Toc521939624][bookmark: _Toc521939897][bookmark: _Toc522027217] Step 5 of 5 – Declaration 

[image: C:\Users\pmc10061\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Step 5 of 5 - Declaration.png]In this step, you need to provide the details of the officer authorised to be contacted regarding information in this report.
If this is the same as the Primary Contact Person then check this box [image: ]
If not you will need to complete the details of the officer authorised to be contacted regarding the information in this report. 
Do not forget to check this box [image: ]once you have read and understood the terms listed below it.
Complete the name and position of the authorised officer and please take care to ensure all information is correct.
Once you are satisfied that you have included everything and all the information is correct click the [image: ] button.

[bookmark: _Toc521939625]

13. [bookmark: _Toc521939898][bookmark: _Toc522027218] Successful Confirmation Page

Once you have clicked the [image: ] button you will be greeted with the following screen. If you do not receive an email within 24 hours, please contact your Agreement Manager. 
[image: C:\Users\pmc11017\AppData\Local\Microsoft\Windows\INetCache\Content.Word\New - confirmation page.PNG]
2

image1.png
Dear Provider

Your Organisation s due to complete a Performance Report (the Report) with the Department of the Prime Minister and Cabinet. This is a requirement as specified in the Project
Schedule of your Head Agreement with the Department.

If your Organisation has multiple projects with the Department you will receive separate emails with a link to the Report for each project. Details of the project will be displayed on the
cover page of the Report together with a unique identifier known as the Review ID.

I you have been asked to provide additional information or documentation in support of your project, this may be attached to the Report before submitting.

The due date for the return of the Report and the reporting period are located on the cover page of the Report. Please carefully follow the instructions provided in the Report to
successfully return it to the Department.

Please use the following URL and Access Code to access your report
OPA URL: https://opa-sit.dss gov.au/opa/web-determinations/startsession/FormAccess
Access Code: 016d31dc-2a8c-dela-b123-863314649bbd

Please note - after you have used the above Access Code to begin your report for the first time, you will also be asked to provide an Organisation ID as a Password. This D is the Provider
Reference number (System ID) which can be found on the front page of your PMC Project Schedule.

If you require assistance in completing your review, please contact your Agreement Manager on 1800 079 098 and quote your Review ID and/or Activity ID.
Alternatively, you can refer to the IS Performance Report Information available on the PMC website.

Please do not reply to this email as it has been automatically generated.

Thank you

‘The Department of the Prime Minister and Cabinet
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Enter Your Access Code
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Please enter your password.

This password, by default, will be your Organisation ID/Party ID that
your Grant Agreement with the Department.

Please be advised, i you have reset your password using the option below, then
your password will not be your Organisation ID/Party ID but will instead be the
password you have specified for this form.

If you are unable to determine your Organsation ID/Party ID or have forgotten your
password, please select the 'l would like to reset my password checkbox below.

[]1 would like to reset my password.
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Australian Government

Department of the Prime Minister and Cabinet

PROJECT SCHEDULE -
GENERAL GRANTS
CHILDREN AND SCHOOLING PROGRAMME

Executed by

the Commonwealth of Australia as represented by the Department of the Prime Minister and
Cabinet (ABN 18 108 001 191)

AND

John Citizen Aboriginal Corporation (ABN XX XXX XXX XXX)

Grant System Agreement number (System ID) X-XXXXXX
Project Schedule reference number (System ID) X-XXXXXX
Provider reference number (System ID) X-XXXXXX

© Commonwealth of Australia 2015

This work is licenced under a Creative Commons Attribution Non-commercial No Derivative Works licence (CC BY-NC-
ND), the full terms of which are available at: http://creativecommons.org/licenses/by-nc-nd/3.0/au/legalcode.
Requests for other licence rights to this work should be directed to the Department of the Prime Minister and Cabinet.

Version: 3.0, 10/03/2017
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Verify Your Email
Please enter the email address from which you received your access code
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Verify Your Reset Token

A Reset Token has been sent to your email address.

Please enter the Reset Token in the email.

Next
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Australian Government

Setup Your Password

Your password must be at least 8 characters in length and consist of at least three of
the following character sets:

* Lowercase characters (a-2)

* Uppercase characters (A-Z)

+ Numeric characters (a-2)

+ Special characters (eg. &%#)

Password A

Your passphrase does not meet the security
requirements.

Confirm your password

Please ensure that your passwords are the same.
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IAS Performance Report

09/08/2018

Your Organisation is due to complete the following IAS Performance Report (the Report):

Activity for GovGps Variation DSS-
NUvyUPf4

Programme Name:

Building Community Capacity and
Engagement

Reporting timeframes:
Reporting Period:
01/01/2018 10 30/06/2018

Completing and submitting the Report:

1. Complete all questions as instructed in the Report. Help is available throughout the Report to assist you.
2. Complete the Declaration and follow the steps to send your completed Report as instructed on the last page.
3. Please take care not to include personal information in the Report.

Need help?

f you require further information or assistance in completing the Report, please call the contact officer for the project as specified in the Project Schedule on
1800 079 098 and quote Review ID 4-3VC89ILV.

For further instructions on how to complete the Report, please refer to the IAS Performance Report information available on the PMEC website.
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Step 1 of 5: Your Progress and Performance against the Project
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Step 2 of 5: Performance measures

Fields marked with * are required

In this step you are required to provide information about the performance of the activity during the reporting period.

4. MKDID1 - Employment Numbers

Total number of females employed 39

Total number of males employed )

Total number of 789
indeterminate/intersex/unspecified
employed

Total number of indigenous females. 689
employed

Total number of Indigenous males 69
employed

Total number of Indigenous 780
indeterminate/intersex/unspecified
employed

5. MKDLD2 - Hours Worked - Indigenous Staff

Number of hours worked in the 789
reporting period by all Indigenous
people employed under the activity.

6. MKDL.D3 - Hours Worked - All Staff

Number of hours worked in the 689
reporting period by all people employed
under the activity

Back Next

Exit
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7. MKPI.M2 - Core Service Provision
Cor S Prvii e e
or exceed requirements.

8. D201.04 - Participation Numbers - Early Childhood
Number of female children participating |:|
in early childhood activities (excluding
preschool) *

Number of male children participating |:|

in early childhood activities (excluding
preschool) *

Hmbero —
indeterminate/intersex/unspecified

children participating i early childhood

activities (excluding preschool) *

9. P201.09 - Participation

Proportion of funded places filled |:|

across the 6-month reporting period*




image15.jpeg
10, P201.10 - Parentor Carer Feedback

Proportion of parents/carers thatagree NA-to b ansvered by Depaiment
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outcomes
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Step 3 of 5: Additional documentation and Location Data

Fields marked with * are required

15, Attach additional documentation in support of the Report if required, or as specified in the Project Schedule.

f your Project Delivery Location details have changed, please attach a st of the current locations (full physical address details) where the project is being
delivered, including a breakdown of the grant funding for each lacation by financial year.

Add Attachment§

File name Type  Size Upload Date: Comment Actions.

Exit
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Save Attachments
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Step 4 of 5: Project Contact Information

Fields marked with * are required

Primary Contact Person
Tite e
Full name James Ravicci
Phone 026234 5678
Emai James Ravicci@examplecom
5. Are the details of the primary OYes@No
contact person, as listed above,
Correct for the project?*

I No, provide updated primary contact details for the project below:

Title

First name*
Lastname*
Position
Phone*

Emall address*
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Step 5 of 5: Declaration

Fields marked with * are required

6. Provide details of the (] same as primary contact person for the project
officer authorised to be
contacted regarding
information provided in
this Report:
Title Captain v
First Name* Authorised
Last Name* Contact
Position Accountant v
Phone* 02 1234 5678
Email Address* Email@address. com

Disclaimer:

Although all care is taken, the Australian Government accepts no responsibility for the accuracy or completeness of this document.

Completed documents remain confidential to the Australian Government Department of the Prime Minister and Cabinet. The commercial and personal
information of services and participants will not be released outside the terms of the advice provided.

[[] 1, the authorised officer

+ understand and agree to the Disclaimer,
+ agree that the information | have provided in this document s true and correct, and
+ acknowledge that giving false or misleading information is a serious offence under Section 137.1 of the Criminal Code Act 1995 (Cth)

Authorised officer:*

Position: v

Date: 26/07/2018

Exit
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[[] 1, the authorised officer *
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IAS Performance  Step 1 of 5: Your Step 2 of 5 Step3of5  Step 4 of 5: Project
Report Progress and Performance Additional  Contact Information
Performance Measures  Documentation and
against the Project Location Data

Successful Confirmation Page

Your form has been submitted

Step 5 0f 5
Declaration

(]

Submission

Screen 10f 1 W

An email will soon be sent to your organisation to confirm the information provided is ready for assessment. If you do not hear from us within the next 24 hours,

please contact your Funding Arrangement Manager.

Please click this link to download a submitted copy of this form.

Back

Exit





