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Step Inside your Home Renovation

User Guide for Home

Introduction

We've transformed Home into a personalised hub where you can stay informed, and get
up-to-date on your tasks, actions and activities, fast!

In this guide, we take a tour of the different components that make up Home and share how Home
is different to the legacy My Dashboard - giving you the confidence to find your way around!
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1. An Overview: Putting the Heart into Home

Home provides you with an overview of, and quick access to, what matters most to you-putting

the heart back into Home.

What you see on Home is unique to you, and has been designed to let you:

e Efficiently access your most-used forms, outstanding tasks & actions, comments, active
pages, and what’s coming soon all from one central hub;

e Enjoy greater control over the to-dos and coming soon items you see on screen with filters
that let you modify views to suit your needs;

e Stay informed like never before with visibility into the progress of pages you’ve created as
they move through each stage (while sticking to all permissions);

e Quickly process the information on screen with a modern layout and visual cues that direct

your focus to your most pressing to-dos.

ﬁcoPgnal‘_H&S Demo . [T @ @
Incident Report Health & Safety Induction Quiz A “TTM Site Condition Audit - ‘Obligation
O I oo B ginductions & ° E Akt Oblagtan1 more
To do list
Tasks Altime v Actions Al v
Al FillIn Review Revise Comment 3 Allopen 0 Overdue 0 DueToday || 2 NoDueD.
Stndaione
@ incidentregoring + Lmere Nez1s21 @ incidentReporting -1 more We2is2s @) incdent eporting Lmere 21528 Auits & Cheekists comaisos
Injuryillness - Sprained my shoulder Near Miss - Incident in the hotel kit... Injuryiliness - Ratio counting day .. Auckland - Workplace Compliance ... [Gopen
Stndalone UID#: ACTION-0260
bdjdj
@ tncident Reporting + L more NC21530 @) Incident Reporting +1more NC21531 @) Incident Reporting + Lmore e 21561 @ incient Feporting +1more ne21529
Injuryfillness - sore back Injury/lliness - Incident in car parki... Near Miss - Near Miss in canteen area Near Miss - No no noit's in incident -
[ P [+ - .
Standaione
dude got hit by a chicken
e (oD TrETTIE (D e (TEED T E T CRTEERG gothitby
Jason McGeorge Jason McGeorge Jason McGeorge Jason McGeorge [Qopen
Created 06 Mar 024 - CreatedosMarans - Created 06 Mar 202 - Createdvg Nar 2024 -
@ NoDueDate W Due @ Overdue
. >
Updates
Comments Active Pages
Al ssignedtome [ InProgress  Completed
B New Comment on page Oxford 5 - Approved @ incident Reporting + L more
@ Jason McGeorge Fri, 12pr 2024 (03:21pm nzsT) Injury/iliness - Hurt Sholder
jasenssauldurand@ecoportal.co.nz Please begin here
© @ Created: 10ADr 2024  Last updated: 15 Apr 2021
3 New Comment on page Injury/Illness - Test
@ Jason McGeorge vied. 10 Jan 2024 (03:07pm HZ0T) W contactor Company CONTHAHDOL7L
demo+aura@ecoportal.com Hey | changed this Oxford 5 - Approved
©a Created: 12 4pr 2024 Last updated: 12 3pr 2024

.l ecoPortal | Health and Safety Engagement Software.




2. Home Components

Let’s dive into each of Home’'s components and outline what you can expect.

2.1. Create New
It all starts with the smart ‘Create New’ component, giving you quick access to the forms you've

used the most. You can also access all your available forms via the vertical ellipsis (three dots).

Create new
o Incident Report... o Assets & Equip... o Audits & Inspect... o Injury & Claims a Site Inductions
Design mock-up: Create new component
u ,asw i
You'll see the form name, as well as the Incident Report

Incident Reporting + 1 more

Module/Register(s) it belongs to.

The order of forms in the Create New component is organised by what you, as an individual, have
used in the past. If you haven'’t yet created any pages in ecoPortal before, you will instead see the

forms used most by your organisation as a whole.

Note: If you are a brand new ecoPortal customer, the Create New component will not show until you, or
others in your organisation, start creating pages.

2.2. To-do list > Tasks

The Tasks component is found in your To do list. It outlines your Tasks

outstanding in-system tasks and gives you quick access to your

Task Manager (by clicking on the Tasks heading). '.2 1

2.2.1. Modifying the task view

Filters provide flexibility so you can enjoy greater control over the tasks you see on screen. For
example, use the filter in the top right corner to narrow down your tasks from All time to those
created in the last 7, 14, or 30 days.

ecoPortal will remember the last setting you chose the next time you visit.

>
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To do list

Tasks All time
All Fall Ir Review Rewise I g
Audits & Chechlists SOPR-00314 Audits & Chechlists SOPA-00314
Standard Operating Procedure Audit Standard Operating Procedure Audit
Created 20 Jan 2024 | Due 2 March 2024 n (2 Review Created X Mar 2021 Due 4 March 2024 n-
Audits & Checklists SOPA-00314 Audits & Chechlists
Standard Operating Procedure Audit Standard Operating Procedure Audit
M23  Dhae 12 March 2024 H- Cragted 1 May 2023 | Duse 26 Maach 2024 n D Comment
Audits & Chechlists SOPA-00314 Audits & Checklists
Standard Operating Procedure Audit Standard Operating Procedure Audit
reated 1 May 2023 | Duse 4 May 2024 n O Comment Created  May 2023 | Due 24 May 1024 2 Review
L »

Design mock-up: Tasks component

You can also click on the task type indicators to drill down to tasks of a specific type, so you can
have only your Fill in, Review, Revise or Comment tasks displayed.

2.2.2. Overdue and escalation icons

Individual tasks that are overdue, escalated, or both will display red icons that draw your attention
to your most pressing tasks. Simply hover over the icon for more information, or click on the task
(or Go to page — on the hover pop-up) to go directly to the task itself.

Icon Meaning

n Overd ue ° Incident Reporting + 1 more INC-21489

Injury/Illness - Strained neck

Created 23 Jan 2024 -
Escalated
3

S Task was escalated on 27 Jan 2024
o Incident Reporting INC-21525

NearMissol Go to page >
ear MiIss - Inc
E Overdue & Escalated

Example of hover pop-up for an escalated task
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2.3. To-do list > Actions

The Actions component is found in your To do list as well* providing you with an overview of your
open actions that are not system-related (like Tasks are) and their status. Here you also get quick
access to the Actions Manager (by clicking on the Actions heading).

2.3.1. Modifying the Actions view

Filters let you decide what actions you see on Actions =OAl v

screen. For example, you can use the filter in

the top right corner to narrow down your

actions from All time to those due in the next 7,
14, or 30 days.

You can also switch between a chart or list view
of actions. You can also click on a chart
segment to jump to a filtered list view, which is
especially helpful for keeping on top of actions
that are overdue or finding actions where no
due date has been assigned.

2.3.2. Overdue Actions Due @ Overdue @ NoDueDate
Similar to tasks, if an action is overdue a red

icon status is used to help draw your attention Design mock-up: Actions component (chart view)
to your most urgent actions.

¢ Actions C auv
2 AllOpen 1 overdue (O Due Today (0 NoDueDate
Standalone UID#: ACTION-0306 Standalone UID#: ACTION-0305-001
Update Driver Fatigue Policy Review Falls from Height Control

Due date 19 Apr 2024 o Qverdue Due date 26 Apr 2024 -

Screenshot: Actions (list view) with overdue status in red

* If your organisation is not using ecoPortal’s next-generation Actions Module, you may see a Coming
Soon notice where Actions is, or you may not see the Actions component at all.
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2.4. Updates > Comments

For the first time, you can see all your open comment tasks and threads you're involved in
together, in one place. The Comments component under Updates lets you read the latest
comment in a thread, and navigate straight to the page the comment is on with one click-so
nothing slips through the cracks.

Updates

Comments

B New comment task on page Page Name

@ Billie Joe Armstrong Thu, 24 Dec 2023 (9:24am NZST)

I noticed our checklist doesn't explicitly mention COVID-19 precautions.
Can we add guidelines for social distancing and mask-wearing?

B New comment task on page Page Name

e Cassandra Everwhite Thu, 24 Dec 2023 (8:32am NZST)

| think we need to check if the chosen venue has proper ventilation.
It's crucial for preventing the spread of airborne illnesses.

F New reply on page Page Name

° Cassandra Everwhite Thu, 24 Dec 2023 (8:32am NZST)

The agenda looks packed. We should include regular breaks to prevent attendee fatigue and
ensure they can follow safety protocols without feeling rushed.

e Alexander Arnold Fri, 25 Dec 2023 (3:22pm BRT)
@Marcia, can you help me find those codes inside our system? Thanks in advance.

Design mock-up: Comments Component

The total number of open comments assigned to you is displayed on the Assigned to me tab.

2.5. Updates > Active Pages

The new Active Pages component gives you an overview of pages you're involved in, meaning
those you have either created yourself or completed a fill-in or review task on.

2.5.1 Get greater visibility into page progress

Keeping you in the loop on your entries to ecoPortal is one of the best ways for you to see that
your efforts make a difference! That's why the Active Pages component lets you see the progress
of pages you've created as they move through each stage (while adhering to all permissions and
privacy settings). See recently completed pages you've created under the Completed tab- in the
order of last updated.
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Active Pages

In Progress Completed

@ 1ncident Reporting + 1 more INC-21543

Near Miss - aggressive community member

G) 3 Created: 15 Mar 2024 Last updated: 19 Mar 2024

o Incident Reporting + 1 more INC-21531

Injury/Illness - Occupational violence

G) 3 Created: 07 Mar 2024 Last updated: 07 Mar 2024

o Incident Reporting + 1 more

Near Miss - Manual handling issue

@

INC-21526

Created: 06 Mar 2024 Last updated: 06 Mar 2024

o Incident Reporting + 1 more

Near Miss - Incident in the hotel kitchen

)@

INC-21525

Created: 06 Mar 2024 Last updated: 06 Mar 2024

o Incident Reporting + 1 more

INC-21526

Near Miss - Manual handling issue

(v) @3

©

O

3

Created: 06 Mar 2024 Last updated: 06 Mar 2024

Report
INC-21525
2 Filled in by ® You .
L kitchen
Assessment
ar2024 Last updated: 06 Mar 2024
Investigation
Z Fillin [ In Progress |
Assigned to ® You
- 2 more
Close OQut

Screenshots: Active Pages component and visibility of stage progression of an active page

2.6. Updates > Upcoming Dates

The Upcoming Dates component gives
you an overview of upcoming events on
pages you have access to.

This is areplica of the Coming Soon
component of the legacy My Dashboard,
with the exception that you can now also
filter items to only show those taking
place in the Next 7, 14, or 30 days.

Note: This component was not available
during the opt-in period.
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Upcoming Dates

Next 30 days v

@ Contractor Prequalification ‘ Page name

Date of next review

9 2 May 2024

@ Contractor Prequalification ‘Company XYZ

Insurance Expiry

@ Training | First Aid Course

Next due date

@ Hazard | Falling at height

Annual hazard review

@ Training | First Aid Course

Next due date

B9 12 May 2024

B9 12 Jun 2024

B9 22 Jul 2024

£ 6 Aug 2024




3. What'’s Changing?
3.1 How Home differs from the legacy My Dashboard?

With innovation comes change, so here we'll highlight areas that are different to the legacy My
Dashboard so you know what to expect.

3.2 Shortcut to Forms

The new Home does not provide a direct replacement to the Shortcut to Forms component found
on the legacy My Dashboard.

Home’s Create New component gives you quick access to your most-used forms, while recent
improvements to the sidebar allow you to navigate to your Modules/Registers fast. If you haven't
already, use the new pinning functionality to put your favourite Modules/Registers at the top of
the Modules list in the order you want to see them in!

=
” ecoPortal H&SDemo . [N, @ &
<1’ Master Demo Site

Q Q Create new Go to legacy "home"
Home
ﬁ D Meetings
Shortcuts o Incident Report . Risk l,a_. Contractor Prequalification
@ Incident Reporting m Incident Reporting + 1 more Risk Contractor Company
ToDo Audits & Checklists
To do list
@ Al incident & Emergency Management
Modules
<7 Report Something 16 Tasks Alltime v
’
X
. . All Fillln Review Revise Comment
o Incident Reporting ————— ————————
@ @ Customer Conflict & Aggression 3 1 27 2 0 2
Settings
Injury & Claims Management @ ncident Reporting + 1 more INC-21489 @ Incident Reporting + 1 more INC-21514
_ Injury/Illness - Strained neck Near Miss - slipped on wet floor
Injury & Claims Management n
..‘, Return to Work Plan
@ Incident Reporting + 1 more INC-21525 © ncident Reporting + 1 more INC-21526
Hazard & Risk Management Near Miss - Incident in the hotel kitchen Near Miss - Manual handling issue
Created 06 Mar 2024 m Created 06 Mar 2024 2 Fillin
4 Hazard Reporting B
@ risk @ ncident Reporting + 1 more INC-21543 @ Incident Reporting + 1 more EVENT08115
Near Miss - aggressive community member Accident - Knife cut in the processing facility
J Enterprise Risk Created 19 Mar 2024 m Created 16 Jun 2023 B Comment
° >

= Controls Library

Screenshot of new Home with Sidebar open on Modules, with pinned Modules showing
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3.3 Recently Viewed

The new Home does not provide a direct replacement to the Recently Viewed component found
on the legacy My Dashboard. Instead, we've focused on surfacing your open tasks, actions,
comments and active pages to help you quickly navigate to what’s most relevant to you.

Stark Industries o
‘ Jess M Sand 5 My Dashboard ®

dpit

2 oie &3

Our new-look Home screen ! Want to be among the first to give it a try? Trynew "home"now I
Shancus
Shortcuts to Forms To Do List Recently Visited
Tz
B Tasks v B Actions Jess Medforth - First Aid Course
O wtens
B € oo
. Auckland
Due 29th Aug 2022
ji New . . .
2) mjuryManagement MR T estremindenfeminderlorcheckist sk e otnug 222 gomotiance, Envir Fast moving vehicles
; olltslr.le hllhs services, client homes
_______ RISK-00337
segs i New
©  safety Observation Chiistchureh || Riccartan
m Central - Property Damage (Investigation) North Shore - Near Miss - Yard - - t
i New Started Tth Jun 2022
Auekland || North Share
¢ Central - Near Miss (Repert)
- Started 8th Jun 2022
Coming Seon 10
¢!
ini New
< roining . Dateatnetr
B3 onn shore- pictu 5)
[Fiuin]
NEW tarted 26th Auy i
A urdousSbstances e R
B3 iccarton- in elis Nulla ne. (in 12 days)
Template 1 Incident Report (Report]
COVID-19 Management + .
* 3 . Date of next review:
B9 soutnounedin - Lorem auctor P (in 13 days)
Report (Repor
B bctons A
. Date of next review:
st oot e B fuons. s e o (21
o m Started 27th Feb 2023
8% contractor Management +

Screenshot of the legacy My Dashboard

4. What’s Next?

4.1 Upcoming Functionality

Our team is currently working on a Home variation specifically for Supervisors/Team
Leaders-providing those with direct reports greater visibility into the activity, tasks, and actions of
their team members!

The way the new Home design is built using components allows us to add more components based
on your feedback-paving the road for even greater individualisation options on Home ahead.

Keep your eye out for our in-app surveys regarding the new Home design and be sure to share
your thoughts, ideas and feedback!
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5. Notes for Administrators

Read on for important points ecoPortal administrators should be aware of.

e The new Home design is static, meaning at this stage, it will not be possible to determine
which components are displayed to your users as you have done in the past via People
Manager > My Dashboard Setup. We intend to build options like this into Home in the
future.

e With thisin mind, the below My Dashboard Setup, currently found in the People Manager

will no longer be there for accounts other than kiosk accounts.

“¢ My Dashboard Setup

Sidebar open on wide screens by Link to Registers Coming Soon list
default
Recently Visited Forms list Tasks list Task count bubbles

e The new Home design will not be supported on kiosks. Kiosks will retain the legacy ‘My
Dashboard’ design for now.

e If you have configured a landing page (instead of the default ‘My Dashboard’) to be the
first screen you, and those in your organisation, see after logging into ecoPortal - this will
remain unchanged. You will still have quick access to Home via the sidebar.

6. Have Feedback?

We rely on your feedback to continuously improve ecoPortal and your user experience. If you have
an idea, suggestion for improvement, or other feedback, let us know about it here!

+ ecoPortal | Health and Safety Engagement Software.



https://forms.gle/qb8WtTr8Aq1qgGbh6

