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Manager To-Do List:  
Keep on top of the important tasks Managers need to action. The to-do list 
will give you easy access to complete the following: 

1. Mark a user’s answers to a text question, including the ability to mark ‘Not 
Yet Competent’ and give feedback before sending back to the user to complete

2. Sight documents a user attaches to the competency, check the expiry date and approve

3. Check over, complete and approve electronic forms a user has submitted. You may also send a 
message to the user if they need to supply you with more information 
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Manager To-Do List Continued:  
The platform will notify the manager by email when an item is added to 
their To-Do List and will notify the user if they need to action again. It’s 
now so simple for managers to keep up to date with their tasks!
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Multiple Positions:

Each staff member can now be assigned more than one position. This expands on the 
release of assigning users to multiple departments. 

For example, a staff member can be listed as Swim Teacher and also be appointed 
as a Lifeguard. 
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Administrator Tab:

A filter has been added to the Administrators tab to separate current administrators to 
past administrators.

Benefit: Streamlining and simplifying the admin view, making the navigation of the page 
more user friendly and flexible.
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Group Tab: View Standard Admins with access to the group

An additional action has been added where you can view the standard administrators 
that have access to a group and its users.

Benefit: Ensure that the right administrators are gaining access to your user groups. 
With this information, in a simple step, you can add and remove administrators to a group.
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Group Tab: View Standard Admins with access to the group
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Organisation Tab – Adding Addresses:

Add both a physical and mailing address for your organisation.

Benefit: Organisations can now add and update their physical and mailing 
address when this changes.
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Additional Featured Enhancements:

Updated Browser Compatibility: Now works across multiple browsers 
including Internet Explorer 11.
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Teams:

Through your “Organisation” nav, click actions to create a new Team. Add a Team leader 
and link as a child or parent to other organisation Teams.

Benefit: As many companies group their staff into teams with team leaders, this feature 
provides a better way of monitoring staff by mirroring your organisation’s structure.
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Assign Users to Multiple Roles:
When creating a new user or editing a users details an administrator can now add the 
user to multiple “Positions”, “Departments” and “Teams”, just like “Groups”.

Benefit: Staff now days wear multiple hats. This new feature allows you to understand 
all of the staff members’ needs and appropriately provide access to training material, 
compliance, eForms and resource libraries.
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Admin and Date Time Stamp:
Now see when you created and updated your Organisational structure, via the 
Organisations Tab, when looking at departments, locations, positions and teams, you 
can see who created and updated, as well as the date and time it was done.

Benefit: When you have a number of administrators managing the system, you now 
can track who and when new structural additions or changes are made. You can go 
straight to the source to understand the changes being implemented.
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New Automated Reports:
For Supervisors and Administrators – Competency Users Not Compliant

Through the Administrators tab, when you click on Actions and choose Reports, there is 
now a new automated report called Competency Users Not Compliant that can be set up.

Benefit: Some compliance is not mandatory or does not require a complete by date. This new 
report allows you to understand which employees are not compliant to specific competencies.
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Start & Finish of Employment Dates:
When setting up a new user, you can now add their start date and when you edit a 
user via the actions button, you can also set their Finish date.

Benefit: To ensure that a staff member has completed all the relevant compliance for 

their employment history, we now track their employment start and finish dates. 


