FOREST PRACTICES AUTHORITY

Notifications System

User Manual — Forest Practices Officers

March 2021
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Definitions
The following terms are used within the Footprints system and this document:-

Administrator — the FPA staff member or contractor who is the Notifications System administrator -
currently the FPA’s Business Manager.

Agent — An FPA staff member. For example a Specialist or Admin staff person.
Assignee — the FPA staff members assigned to deal with a notification

Customer — Anyone external (e.g. FPOs) submitting a notification. These users are setup in the
Notification system by an Administrator. Customers are also called “Notifiers” in this documentation

Footprints — this refers to BMC Footprints, which is the software on which the notifications system is
based.

Notification — The notification cover sheet along with associated electronic documents such as
evaluation sheets, maps etc.

Team — a group of FPA specialists who work in the same discipline eg. Biodiversity team, earth
sciences team, etc

Background

The Notifications System encompasses the following elements:-

e The receipt of notifications from authorised Customers. This includes the receipt of data and
documents that will allow evaluation and reporting.

e Afull, date & time stamped record of the communication between a Customer and an Agent
leading to the resolution of the notification. The system replaces current email and paper
mail correspondence.

e A “container” to safely store the electronic documents produced for a notification. For
example, evaluation sheets and maps. All authorised FPA staff can access all notifications.

e A database that can be used to report statistics such as number of notifications completed
per time period.

e Data that can be linked to a GIS or other database orientated systems.

Using the System
The system can be accessed from anywhere you have an internet connection. It should work in any
modern web browser.

Publicly accessible secure web site (authorised users only):
https://notifications.stategrowth.tas.gov.au

The system email address is: notifications@fpa.tas.gov.au
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When you go to the web address above you will see a standard login screen. Your User ID and
password can be supplied by the system Administrator after contacting the FPA. Note that the forest
practices plan CoverPage system is not linked to the Notifications system in any way so your User ID
and password may be different for each system.

Configuring the System

After logging in you see the following screen (note that some identifying information has been
redacted in the example below):

BE | /) ‘ ” SEARCH‘v|
1 ) 7‘ Advanced

You must enable pop-up windows in your browser. Click here for instructiens. Click here to disable this waming (after you have enabled pop-ups).

Welcome, FPAA Preferences Sign-out Help

You are in the FPA Notifications workspace.

) on | ¢ | | | rton |
@ Home ‘ L New Notification @ Reports. 25 Address Book @ Administration | More w
[Actions v| @ [AllNotifications ~]| G 1-200f 30830 #
I 3207 FPA Advice With Biodiversity 18 hrs ago DB1
— e ring pine v g s on. Required Team Team ’ -
northern boundary of the harvest area | [more. ]
O & 3206 Seeking advice on the Burnie Burrowing Crayfish. Prescriptions have been -nad FPA Advice With Biodiversity 1 day 10 hrs ago RWA
f— ciuded for the Hydrobiid snail that will protect the Bumie Burrowing Crayfish. In Required Team eam
addition, any Class 4 streams [more...]
O G 3205 i & Adrian, | have reviewed the FPP and changed the salvage - Self Assessed  With Earth 3 days 16 hrs ago JVW
rding to the following: - To enable plantation harvesting in res| (No FPA Team Sciences
urse [more...] Advice Team
Required)

0 & 3204 MThanks forthe notfication and the addiionel work you have put into ! FPAAdvice Wih  SteveCasey 4days19hmage  TOG [Forestn]
is With ra; to tha Azura kinafishar the mainr imnact on braading hahitat is el Reauirad Taam

You may receive a browser warning asking you to enable pop-up windows, which you must do for
the system to work correctly.

Preferences (Menu top right)
You have the ability to change:

e Your password
e Various other user settings

You need to save any changed preferences using your password.

Search (Top middle)

I SEARCH |~ |

Advanced

You can choose to search by “Coupe” or by “Keyword” using the down arrow. “Keyword” finds a text
string within any of the notification fields. If you need to search on the contents of more than one
field at a time, choose “Advanced”

Help (Menu top right)
Standard Footprints help is available. This may be useful if you want to understand the broader

concepts associated with the operation of Footprints, but may not help you with the FPA’s
customisation of the software.
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Main Menu Bar

Home ‘ Takes you to your notifications grid.

‘ ‘ \ New Notification ‘
- Press this to enter a new notification.

This gives you the option of writing your own
reports from the database. Reports include an
| | & Reports ‘ ability to select subsets of data based on queries
as well as specifying a report’s output format.
E.g. export data to a CSV file. You can report on
your own or your Company’s records.

Working from the Home Screen
The home screen gives you access to important system functionality:-

Welcome to the FPA Motifications System. If you experience any problems

My Motifications j G

My Active Motifications
My Closed Matifications ail 1 You have asked me for this information Test Email 1
Company Notifications m[es heﬁ:ur]e Please dont do it again Thanks

=TT I-l-ll:lrE

69 Customer 1 hello - this is new [more. ] Customer 1

70 - SR o - -

1. An ability to display all or a subset of the FPA’s notifications based on pre-defined filters.
2. Access to the Notification “grid” that allows you to sort notifications by any of the fields
displayed in the grid.

Note: Upon request any system user can be assigned a Company code. Notifiers have access to
another Notifier’s records if they share a common “Company” code. It is not possible for a
Notifier to be a member of more than one “Company”. However, notification information can
readily shared with anybody by email at the time of notification creation or editing.
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Notification Creation, Edit & Closure Workflow

Customer submits a notification via the Web

p

If the notification is directed to more than one Team the system copies it and allocates a copy (including attachments) to each relevant Team
(Eg Biodiversity, Landscape).

Note that if the notification is directed to more than one Team, the Customer will be requested to add any attachments not common to all
Teams AFTER the initial notification has been submitted. This workflow will ensure that each notification record only stores the attachments
relevant to the Team.

The system sets the notification's "Assigned To" field automatically to the appropriate Team name and its "Status" is set to "With Team".

N /

If the notification was copied to different Teams, the Customer edits each record to add the appropriate attachments.

4 |

A member of the Team "edits" the notification and manually makes (at least) the following updates:-

1) Changes the "Status" to "With Specialist" or alternatively "With Notifier" if the notification is to be sent back to the Customer for more
information.

2) Updates the "Evaluation type" field.

3) Assigns a member of the Team to work on the notification.

4) Updates the "Comments" Field.

5) Saves the record which causes an email to be sent to the customer AND the Agent detailing these changes.

- /

The Team member and the customer communicate via the web interface or the system email address until a satisfactory outcome is
reached

It is critical that the notification's "Status" field is updated by the Team member throughout this process

The Team member "closes" the notification using the "Actions" dropdown on the Home Screen.
If the Customer does not consider it is finalised, they can request that it be re-opened.
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Notification Creation
Creation occurs via the web interface.

When a notification is submitted (by clicking the SAVE button B SAVE in the pop-up notification
entry form), an email is sent to the submitter. This email contains submitted attachments and a
formatted report of the completed fields in a form that is suitable for printing or storing in a
document management system such as the FPA’s Records Management System (known as ‘Content
Manager’). If the Customer submits a notification to more than one Team they will get a reply email
for EACH copied (Team) notification (including all attachments).

The system also sends an email to the FPA Assignee with the same information described above.

The fields are very similar to those used on the old paper notification facing sheet. Some of these
have been adjusted to be the same as the CoverPage database application.

Fields are ordered in “Tabs” that can be expanded or collapsed using a “+” or “-“ button to the left of
the tab descriptor.

Contact Information

82 Contact Information

"' Update your persanal information @

Last Name* |Wa|ker First Name* |E|ernard
Email Address® |bernard.walker@internode Contact Phone Number* |123456?
User ID* Cust1 Company FPA changed?

The Contact Information fields gives you the option of updating your name, email address and
phone number. You need to click the check box for this to be saved for future use. Note: These
details are ONLY changed in this application. Any changes to these details should always be advised
to the FPA so that other systems can be updated also.
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Notification Information

B HNotification Information (Red * fields are mandatory)

Specialist Area Advice Required From (Select one or many):

Biodiversity r Earth Sciences r

Cultural Heritage [~ Landscape [l

Location* Applicant

Area ha* PIDs

Easting (6 GDA)" Northing (7 GDAY

Mapsheet® Make a Selection 52 Tenure® |Make a Selection j
Predominant Land Use & Operation Type:

Current Land Make a Selection 'I Proposed Land Make a Selection i

Use* Use*

Proposed |Make a Selection j

operation type*

Predominant Oy y & Und y Vi
Overstorey |Make a Selection j Main Understorey
Vegetation* Veg*

The
Notification information fields are similar to those used on the existing paper facing sheet. Some
have been changed to single select, dropdown lists. In this case just select the option that applies to
the predominant part of the coupe. If this doesn’t adequately explain the situation state this in the
Comments field further down.

Red fields are mandatory.

An Applicant field has been added. This has the same definition as is used for the CoverPage system.
This field is useful to the FPA when the notification is being prepared by a Contractor on behalf of a
third party.

If you select more than one specialist area your notification will automatically be copied to create
one notification per specialist area.

Note: If you want to add a specialist after the initial notification submission, please contact the

system Administrator.

Follow Up Fields

B Follow Up Fields

Fimal Actions From Evaluation Sheet. To be completed by Notifier:
Final Actions
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The Final Actions field must be completed at the end of the Notification process and be equivalent to
the prescriptions used in the Forest Practices Plan (where relevant).

Biodiversity Fields
D e ——

Number of External Parties Consulted. Names & Species Consulted About:
Evaluation type External Consultations
| FPAAdvice Required ~| |2 ~]

CTRL Click to Select Multiple:
Consultants & Species Threatened Fauna Advice Required”
No species requiring advice
Acanthiza pusilla archibaldi - Brown Thombill (King Island)
Acanthornis magnus greenianus - Scrubtit (King Island)
Accipiter novaehollandiae - Grey Goshawk A

P

v

Threatened Flora Advice Required®

-

P ki )

Acacia axillaris - midlands wattle
Acacia pataczekii - wallys wattle
Acacia siculiformis - dagger wattle

Acaria ulicifolia - iuninar wattl

The Biodiversity fields only need to be completed if advice is requested from the Biodiversity Team.
The Evaluation type refers to the type of notification:

FPA Advice required — Standard notification where Biodiversity specialists are being asked
for advice

Self Assessed (No FPA Advice Required) — Notifications that have been completed by
authorised Biodiversity “experts”. In this case no communication between the FPA and the
Notifier is required. The FPA just requires the submission of the Notification fields,
Biodiversity fields, relevant attachments and final Actions.

The number of External Parties Consulted dropdown is important for the FPA to allow it to meet its
external reporting obligations. If for example, 2 External Consultations are selected, please then list
2 Consultants and Species in the ‘Consultants & Species’ text field.

The Threatened Fauna and Flora Advice Required fields are “picklists” where you can continue to
select extra species by holding down the “CTRL” key. It can be difficult to see what entries have been
selected when in “edit” mode but they are listed and readily seen when viewing in “details” mode.

Landscape Fields
LMO Origin
[Mo Choice ¥ 0 Coupe includes skyline

Complete for Predominantly Native Coupes:

LMO Recommended Native LMO Current Native

|Nc Choice vl ‘ No Chaice hd
Complete for Predominantly Plantation Coup

LMO Adopted Native LMO Recommended Plantation

[No Choice ~|  [No Choice ~]

LMQ Current Plantation LMO Adopted Plantation

[ No Choice ~| [Mo Choice ~]

Long Term Impacts (FPA Use Only):

Year 1 Impact Native Year 3-5 Impact Native
[MNe Choice ~|  [No Choice ~]
Year 1 Impact Plantation Year 3-5 Impact Plantn
[MNe Choice ~|  [No Choice ~]
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If the coupe consists of both native forest and plantation you could choose to complete both sets of
fields. Otherwise just select the predominant type.

Comments, Attachments & Assignees and Notifications

Comment*
h Search Knowledge Base
,_1|x;=@ﬂ ‘Fam:famlly ~ Font size -\ﬁ-i-“}!g EE=E == §§\J—Q ¥ 03
A
v
If Notification applies to more than one specialist please add attachments later
[l Attach Files
Last Attachment ‘ [No files currently attached] |
= Assignees and Notifications
Assignees g Check Availability Send Email To @
Workspace Members Assignees Assignees
S [FodvestyTeam -
e”w - Pril ol Contact
ssign Team
Phil Bell il Angela Gardner cc ‘
Steve Casey -
Angela Gardner
Kirsty Kay M
DA | LEY.TY -

[ SAVE
The Comments field is very important in the Notification System as it is the field where two way
communication occurs between FPA staff and the Notifier. It can be edited via the website or via
email by writing responses at the top of the e-mail you are responding to (“reply above the line”).

Attachments include Evaluation Sheets, photos, maps etc and other critical documents can be added
anytime. There are limitations on file types and sizes that can be attached. Please see Appendix 1 —
Guidelines for Attachment of Documents and Photos in the Footprint System.

Three attachments can be attached at a time totally 10MB. You can continually add “batches” if
more than three attachments are required. At this time, only FPA staff can delete attachments so if
you want something deleted, please request this in the notification comments field. To avoid the
risk of data loss from the form itself, the notification should be submitted first (by clicking SAVE),
then edited to attach large files.

The ‘Send Email To’ field allows you to specify email addresses (separated by spaces to which all
notification information (including attachments) will be sent.
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Viewing & Editing Notifications
Once created, notifications can be updated using one of two workflows: by “Email” or “Web”.

Both workflows only allow the change of the Comments or Final Actions fields or the management of
attachments. If any other fields need to be changed after initial submission you need to request this
via the Comments field.

An automatic system email is sent to both the customer and the Assignee (Should by now be an
individual Team member) any time any field in the notification is changed.

Updating by Email
From: notifications @fpa. tas.gov.au Sent: Thu17/03/2011 3:L
To: Walker, Bernard (DIER)
]
Subject: Test Email 1 ISSUE=67 PROI=1

| Message | |:‘]fpa_l0g0_201.1.031.?15001.1..F‘r\l(3 (6 KB}

When replying, type your text above this line.

Notification of Notification Change

The following changes have been made to this Notification: Changed Status to With Notifier from With Team, Set Evaluation
type to Office ,Set FPA Comments, Added Attachment, Appended 2 Comment., Added Assignee : Biodiversity Person.
Workspace: FPA Motifications

Notification: Test Email 1

MNotification Number:67

The email can be sent from any mail client (eg Outlook) but MUST always be sent to
notifications@fpa.tas.gov.au and MUST have a subject line that relates to the notification concerned

ie. the subject line must not be changed in ‘reply to’ e-mails

The text “above the line” is appended to the existing notification as a new comment and any
attachments are added as new attachments to the web based notification. See above screenshot for
an example. When replying to an email, please delete email signatures etc that get automatically
added “above the line” by the email client.
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Updating by Web
Access to notifications whilst working in the web environment is via the Home Screen “Grid”

From the web interface you press the [...more] link in the coupe field and you are presented with
three options:-

85 BRWO005 Testd [._less)
Comments | Details | Lpdate
84 BRWO01 Test6 [more...]

Comments

T T e S S Co eSS S SRS ey

Notification 67 Comments

Switch to Full Details

n Entered on 22/03/2011 at 10:18:36 EST (GMT+1100) by Biodiversity Person:

fou have asked me for this information many times before, Please dont do it again
T Thanks
Bernard

Entered on 17/03/2011 at 15:00:45 EST (GMT+1100) by Biodiversity Person:
See new attached

Entered on 17/03/2011 at 14:57:02 EST (GMT+1100) by Customer One:
Test Email 1

— T L W

This shows you a non editable, time stamped view of the correspondence that has occurred via the
Comments field.
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Details

# Home % New Notification Il Reports
& Back % Edit
Notification 85 in FPA Notifications
Coupe BRW0005
Status With Team Submitter Cust1
= Contact Information
Last Name Walker First Name Bernard
Email Address bemard walker@internode.on.net Contact Phone Number 1234567
User ID Cust1 Company FPA changed2
FPO Status Mon FPO

B MNotification Information (Red * fields are mandatory)

Specialist Area Advice Required From (5elect one or many):

Biodiversity an

Cultural Heritage off

Location Testd

Area ha 890

Northing (7 GDA) T

Tenure Commonwealth administered land

Predominant Land Use & Operation Type:

Current Land Use Plantation: Softwood

Proposed operation Areas to be reserved from harvesting

type

Earth Sciences

Landscape

Applicant

Easting (6 GDA)

Mapsheet

Proposed Land Use

off
off

Test9

BEEEE6
ARTHURS 5859

MNative Forest

This shows you a non editable view of all fields in the notification. Note that the History tab at the
bottom of the screen provides a full record of changes that have occurred since the notification was

submitted.

Edit — Takes you into edit (update) mode where Comments, Final Actions and Attachments can be

updated.
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Edit

B8 SAVE Details

Edit Notification 85 in FPA Notifications

Coupe BRWO005

Status With Team

Contact Information

Notification Information (Red * fields are
“ andatarns)

B  Follow Up Fields

Final Actions From Evaluation Sheet. To be completed by Notifier:
Final Actions

Biodiversity (If Required)

Landscape (If Required)

System
B Comment
View Complete Comment
Append New Comment
Q| %X E82a@ Font family = Fontsize Y|£Y?Y|B Iu
v

B Aftachments

This menu item provides edit access to the Comments, Final Actions and Attachments fields.
Upon pressing SAVE an email advising of an update will be sent to the FPA. The Final Actions
field should be completed at the end of the Notification process and be equivalent to the
prescriptions used in the Forest Practices Plan (Where relevant).
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Closing Notifications
Closure of a notification will be initiated by the FPA specialist once they consider that the
notification is finalised. This would generally mark the point where:

1. All required advice has been supplied.
2. The Notifier has completed the Final Actions field
3. OR-—the Notifier has advised that the coupe will not proceed to the FPP stage.

All communication on these points is via the Comments field. Once these conditions are met, the
FPA specialist will close the notification. It can be reopened at any stage at the request of the
Notifier.

Queries
If you have any queries about the system please direct them to info@fpa.tas.gov.au or phone (03)
6165 4090
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Appendix 1 - Guidelines for Attachment of Documents and Photos in the

Footprint System

The Notifications system can be used as a “container” for electronic documents including PDFs,
Word and Excel documents, photos etc. However there are limits to the size of attachments that can
be uploaded. The limits impact on two aspects of the system.

1) Upload via web browser. No individual attachment, or batch of attachments, can be greater
than 10 MB in size. However any one notification can have a greater total size of
attachments than this.

2) Email. Each time a notification record is created or updated, a copy of the record, including
relevant attachments, is emailed to the notifier and the FPA. As such, the capacity of the
Notifier and FPA’s email server to cope with large attachments becomes relevant. If the
attachments are too large the email will simply be rejected by the sending or receiving mail
server.

Reducing Document Sizes
To cater for likely lowest common denominator for system and email server limits, keeping the total
size of attachments to less than 10Mb is desirable.

Generally the best was to minimise the size of documents is to ensure that any images included in
them are reduced to a sensible resolution and image quality.

Images include photos, scans from a scanner and “print screens” from a computer. Prior to inserting
images in documents or sending them as independent attachments, they should be reduced to the
minimum size possible as per the following guidelines:-

Image type — Jpg format only
Image Resolution — No greater than 150 DPI (Dots Per Inch)

Maximum size — Horizontal measurement no longer than 1024 pixels. Vertical size no greater than
768 pixels

Image Quality — Use say 8.5 out of 10 or 85% or “Good” depending on your image or PDF creation
software

Other documents such as the completed Evaluation Sheets can be sent as native Word documents
or converted to PDFs using the image compression guidelines listed above.
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Document Control Log Table

Document summary information

Document name

Notifications System User Manual — FPOs

Version 3.2

Trim record 2011/75839

Owner Daniel Livingston

Author(s) Bernard Walker & Angus MacNeil

Release date

22 Sep 2011

Release Approved by

Angus MacNeil

Release status

Approved for release 22 Sep 2011

Version control

Version | Date

Author(s) Summary of changes

2.0 12 Aug 2011

Bernard Walker | Document finalisation at end of testing phase

3.0 22 Sep 2011 | Angus MacNeil Added FPA logo, document control log, made many textual
& Daniel amendments and minor formatting changes
Livingston
3.1 29 Aug 2014 | Angus MacNeil Added comments about submitting notification text first, then go
& Daniel back in, attach files then resubmit
Livingston
3.2 30/3/21 Angus MacNeil Updated text and some screenshots to reflect current operation

and screens.

Stages required for release outside FPA

Category of advice (A1, A2, B1, B2, B3 or C):

C

Stages Required/not Completed (date)
required

Specialist Required 22 Sep 2011

Line Manager Required 22 Sep 2011
Peer/FPO/stakeholder review (FPA staff) Required 12 Aug 2011
CFPO Not Required

FPAC Not required

Board Not required
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