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AUTOMATED & MANUAL NOTIFICATIONS

CCS APP

DASHBOARD
The dashboard is a high level report on all activities within the system. All data is live. All boxes are hyperlinked to the relevant sections with the
filter applied



Member Types

● Members - active members within the system



● Spouse - active spouses within the system

● Dependent - active dependents within the system

● Trustee - added member type to record specific information

Login Status

● Active - number of members that have logged into the system

● Inactive - number of members that do not have access or not logged into the system

Application Statuses

● Approved - number of applications that have approved status

● Pending - number of applications that have pending status

● Incomplete - number of applications that have incomplete status*

● Cancelled - number of applications that have cancelled status

● Unsuccessful - number of applications that have unsuccessful status

● Completed - number of applications that have completed status

*Notes on Incomplete Status

A Member can start a new application and choose to FINISH LATER. This essentially changes the status in the admin to be Incomplete. The
member has 20 days from the last edited date to complete the Incomplete Application otherwise the status changed to Unsuccessful.

As an example, if the member started the application on the 1st of Jan and then added some more information on the 15th of Jan, then the 20
days would start again from the 15th of Jan as this would be the last edited date. If they did not change anything on the application then on the
21st the application would be automatically changed to Unsuccessful.



If you want to change the status of an Unsuccessful Application to be open again for editing, you need to change the Application status from
Unsuccessful to Pending first and then to Incomplete. You cannot change it directly from Unsuccessful to Incomplete.

TAP Statuses

● Pending

● Approved

● On Account

● Task Set

● Pending Supplier Quote

● Pending Supplier Invoice

● Pending Supplier Payment

● Pending Booking Date

● Paid - Awaiting Supplier Receipt

● Pending Member Portion to be Paid

● Pay Member

● Closed

Supplier Statuses

● Approved

● Pending

● Completed

● Pending Supplier Refund

● Closed



MEMBERS

The members view has the following characteristics and functionality:



● Default view is all active members, spouses and dependents.

● Search works across - First Name and or Last Name

● Member Type filters by members, spouses, dependents and trustees. You don't need to click enter, once an option is chosen from the

drop down it refreshes the list. To reset the list click the X

● To search by DOB, use the Date of Birth Filter at the top. Need to type in the exact format DD/MM/YYYY

● Status is automatically set to Active when you arrive at this page. You can toggle between Active and Inactive. To reset click the X

● Sorting can be done on the following columns by clicking the heading of the column:

○ DOB

○ Member ID

○ Last Logged In

● Action buttons are:

○ Send SMS

○ View Member

○ Edit Member

○ Delete Member

Note if some buttons are missing then you do not have the correct access privileges to see those buttons - contact your administrator

Export will allow you to export all member data. When the export button is clicked the CSV file is created behind the scenes and sent to the
email address of the user that requested the export. Takes around 5 minutes to compile and send.

Screen Notes:



● The name is automatically created by first name last name alphabetical order on the first name

● Age is automatically calculated

● Associates indicates how many spouses or dependents a member is associated with. This is managed in the member profile

● Last logged in records the last date/time (WST) the member has logged into the App

● On the footer of the page is the Pagination, there are 100 records per page -

Send SMS Function

When the action icon Send SMS is clicked a pop up appears with the members mobile number automatically populated. This can be edited.

If the Send SMS icon is clicked for a spouse or dependent record, the associated members mobile appears in the To: section as messages
cannot be sent to spouses or dependents.

A manual message can be typed in or you can choose from a template (set up under Configuration/Templates). Once the template has been
chosen the text can be edited.



Sending a message from the member record:





If you choose a template the system will automatically populate the content area with the content that has been set up from the chosen
template.



If content codes are used then the system automatically replaces these with the data related to the member.

Clicking send sends the message instantly and is recorded under the notes section of the Member, Spouse or Dependent record.

Sending a message from Application Management:

Application codes based on the template that has been set up will automatically populate with the data from the application.



Once the message is sent, the message content, date and time is recorded in Notes automatically.



Note: If a template is used that has Content codes and the section you are sending the message from does not have related codes, then the
system cannot pre-populate the data. For instance if you were to send a message from the member record and the template had an application
ID used, this would not appear when sent and look like the below and this is how the message would be received by the recipient.

View Member Record



When the action icon View is clicked it brings up the member, spouse or dependent record.



Tabs appear that break down the information into sections:

● Details - overview of the profile information from the record

● Applications - list of all applications associated with the member, spouse or dependent

● Associates - list of all associates of a member which can be either other members, spouses or dependents

● Tasks - tasks that have been created from the tasks module and associated with a member, spouse or dependent

● Notes - the following information is recorded in the notes section: (the system records the user, date and time of record. If it says

“System” then its an automated note that has been added

○ Manually entered notes

○ SMS Communication either manually or automated

○ Sending of the link to the App view the button at the top of the screen

● The Meta information on the right records the Last Updated date/time the member, spouse or dependents record was updated.

● The Created At is the date/time the record was created.

Top Bar Functionality

Send App Link - sends the App link to the members mobile phone number via SMS. The member can click this and it opens the App ready for

them to log in. This is the message the member receives:



Send Support Code is the 6 digit code that is needed to log into the App. This is sent to the members mobile phone number. The message

looks like the below:

The support code is also published in the admin (right hand side) which can be used as verification that the member has the phone where the

code was sent.



● Edit - Edits the member, spouse or dependent record

● Close - closes the record

The downward arrow provides two extra functions:

● Impersonate - this opens up a TAB with the members view on their App which is how they see the application. You can perform all

functions like the member can but this feature has been developed only for support purposes.

● Delete - this deletes the member, spouse or dependent record - be careful. Only a high level administrator has access to this

functionality.

Details

● Contact Details - This information is a summary from the full profile. There is further information recorded in the profile that is not seen

here.



● Custom Fields - this information comes from the custom data fields that were added from CONFIGURATION/CUSTOM FIELDS. These

are extra fields that were created to store more information about members, spouses and dependents. These fields are global for all

members, spouses and dependents.

● Cards - This is where images can be uploaded to display on the App for the member to see when they are viewing their own profile.

Applications



The application's view is specific to that member, spouse or dependent.

● All applications regardless of status are listed here.



● The limit, Used, Remaining and Pending amounts are only calculated when a specific Application form is chosen from the Application

Form drop down.

● Application Status filters by the different statuses of all applications.

● The action buttons link off directly to the form to view or edit. See Application Management

● You can send SMS messages directly from this section using the Send SMS icon The message will automatically be stored against

the application form.

Financial Information

● Limit is the total amount allocated for the application from Application Forms. This limit is the same for all members, spouses and

dependents that have been given access to this application form.

● Used is the amount that has a Status of Approved.

● Remaining is the calculation of Limit minus the Used

● Pending is the total amount that has an Application Status of Pending.

● Calculations are live



Associates

The associates TAB lists all the associates that are managed by the Member.

● A member can manage other members, spouses and dependents.

● There is no limit to how many associates a member has.

● Associates are added when editing the member record.

When an associate is created, the member now has permission to:

● Edit the profile of the Member, Spouse or Dependent

● Access to view their past applications

● Lodge new applications on their behalf

● When a message is sent to a Spouse or Dependent, the mobile number of the member that is associated with these pops up. This

number can be edited before the message is sent.

● The system does not allow messages to be sent directly to either a Spouse or Dependent.

● When an application is created on behalf of a Spouse or Dependent, all notifications go to the Members mobile number.

● All correspondence by the messaging system is recorded against the Spouse or Dependent regardless of the mobile number the

message is sent to.



Tasks

Tasks that have been created from the tasks module or directly from this TAB appear here.

● New tasks opens the pop up to add a new task.

● When a task is added from the Member Tasks TAB, it also appears in the Global Tasks section.





New Member Record



When adding a new member record, the member ID is automatically greyed out. This number ID is created automatically based on the next
numeric number in the sequence when the new record is saved.



The code and sequence is hard coded:

● M is for Member

● S is for Spouse

● D is for Dependent

The format is as follows with 4 digits proceeding the prefix code:

● M0001

● S0001

● D0001

All fields that have a asterix * are mandatory and the record cannot be saved unless these are filled out.

The right hand side has two main functions:

● Active - this controls if the Member has access to the CCS App system. They can still have an active record with this inactive.
● Other Name Preferred - this function toggles between their First Name, Last Name and Other First Name, Last Name. When this is

marked as yes, the CCS App welcomes and addresses the Member using their Other names.

Bank Account

The members' bank account details are recorded under the member profile.



If this record is edited either by Admin or the member themselves in the CCS App, a notification is sent to info@fasperth.com.au

Password

This functionality is not currently being used in the system. It has been reserved for future ideas and access.

Custom Fields

The custom fields functionality allows extra fields to be added to the Member, Spouse or Dependents records. It is a global function that is for

all and cannot be for a specific person.

To access the Custom Fields, edit the member record. The fields are stored under a TAB under the member record.

Notes:

● The custom fields are not visible to the members

● If you add or edit any of the custom fields in the Configuration, these do not affect the historical records against these fields.

● You cannot delete or edit a custom field that has data recorded against it.

mailto:info@fasperth.com.au




APPLICATION MANAGEMENT



Application management is the core of the system for all applications that are created either by the Admin or by a Member using TAP.

The filters across the top all work together. You can choose specific filters and then use the x the selection to reset that particular filter.

The columns can be sorted by:

● ID

● Amount

● Created

● Created By

The Created by column records the Admin personal name using their initials to record who created the form. For instance David Wolf would be
DW.

Where it indicates App, the Member has created the form using CCS..

The Action buttons are:

● Send SMS

● View Application

● Edit Application

● Delete Application



Send SMS

When the action icon Send SMS is clicked a pop up appears with the members mobile number automatically populated. This can be edited.

If the Send SMS icon is clicked for a spouse or dependent record, the associated members mobile appears in the To: section as messages
cannot be sent to spouses or dependents.

A manual message can be typed in or you can choose from a template (set up under Configuration/Templates). Once the template has been
chosen the text can be edited.



Clicking SEND sends the message instantly and is recorded under the notes section of the Application.



Application Details



When an application is viewed, details of the application are shown. All of the application information is shown from the form settings and
other related information.

The Application Details are:

● ID - a unique sequential ID starting with the Application code, eg EH22 which represents Emergency Hardship 2022

● Form - Name of the form



● Limit - Application Limit set up in Application Forms

● Remaining - the amount of funds remaining based on current and historical successful applications

● Supplier - the supplier chosen when the form was filled out either by Admin or the Member via the TAP App

● Amount - the amount being claimed

● Supplier Order Confirmation Link - this is the link that the Supplier receives to upload their invoice/receipt or any other related

information. This also confirms that the Member has been supplied the requested goods/services/ See Supplier Confirmation

Member Details

Key information is shown for the member:

● Name

● Other Name

● Email

● Mobile

● Address

Note that the Name and Other Name is hyperlinked directly to the full Member, Spouse or Dependents profile.



Meta Information

The meta information shows an overview of all the information related to the Application.



Form

When the application form has been completed, all form field headings are on the left and the data entered is on the right hand side.

Supporting documents are clickable to download the files associated with the application.

Once the supplier has uploaded their invoice or receipt it is automatically associated with the application and can be downloaded from this
section. See Supplier Confirmation



Header Functionality

The header functionality is as follows:



Send to MYOB - this sends the information about the application to MYOB and is a manual process. Once it is sent the date and time is
recorded in the meta information.

● Send Supplier Email - this sends an email to the supplier with the order information. See Template Here

● Edit - allows you to edit the application

● Cancel - returns to the Application Management List

● Delete - deletes the application

Notes:

● MYOB is updated immediately once the button is clicked

● The information is recorded as a purchase order in MYOB

● The information can be sent multiple times yet creates a new purchase order each time

● The Member ID and Supplier information is sent

● If the Supplier does not exist in MYOB a new supplier is created. CCS is the point of truth for all suppliers

● No information comes back from MYOB into TAP apart confirmation the data has been transferred

New Application



When adding a new application from the Admin, specific mandatory fields need to be filled in. These are represented by *

● ID - a unique sequential ID starting with the Application code will be created when the record is saved, eg EH22 which represents

Emergency Hardship 2022, next sequential code could be EH22-1056

● Member - start typing the letters of the first or surname to filter the drop down list to choose a Member, Spouse or Dependent

● Application Form - The application form drop down option will be populated based on whether the Member, Spouse or Dependent has

been assigned to the form in the Application Forms module under the TAB Members. Once this is clicked the fields related to the form

appear under the Form heading as per the below:





● Application Date - The date automatically defaults to the current day.

● Supplier Type - All suppliers are categorised into groups. Selecting type filters the next option of selecting a Supplier into a shorter list. It

is not mandatory to choose a Supplier Type, just easier if there are large lists of suppliers.

● Supplier - this is the list of suppliers in the database. It is mandatory to select a supplier.

● Other Supplier - this is used if you cannot find the supplier in the list and is a free text field. Note that a Member can also fill out Other

Supplier when submitting an application via the CCS App. If they choose Other Supplier a new free text field appears where they can

manually enter the name of a supplier. The process in admin is to then Add this new supplier to the Supplier List in

CONFIGURATION/SUPPLIERS and then go back to the application and select this supplier from the list which will remove the record

under Other Supplier. It is a field only used if a supplier is not in the master list so that the application can still be completed as Supplier

is a mandatory field.

● Amount - this is a mandatory field yet you can enter 0 if there is no $ value associated with the type of application.

● Limit, Remaining and Pending is updated live based on the Member, Spouse or Dependent chosen and the Application Form. The

system allows you to override the Limit and still add an application if there is no remaining budget.

● Custom Supplier Message - this is the message that gets sent as part of the Supplier Notification. You can either type this information in

manually or choose from a template.

● The default statuses on the right hand side is Pending. You can edit these according to the status of the application.

● Once the application is saved the extra TABS and Actions at the top appear to manage the application and other information.



SUPPLIER PROCESSING



The supplier processing is a running list of associated suppliers with all applications.



All of the action buttons link through to the specific application.

The filters allow the supplier list to be filtered by:

● Supplier

● Member

● Application Form

● Status

TASKS



The tasks module is a high level project management tool that is integrated right across the system with Members, Spouses, Dependents,
Applications and Suppliers. It can also be used for independent tasks that are not related to any of the aforementioned.



New Task

When adding a new task from the Tasks module, the following information below is required.

On the right hand side there is the option to link the task to a record. Select the Record type first and then another option will allow you to select
the specific record related to the Type.



If a task is linked to a record then it will automatically appear in the relevant sections.

Member Details



Application Submission

Suppliers

Projects

Projects are managed from Configuration/Types - choose the group Projects. You can add and remove projects from here.

Projects will only appear in the Tasks drop down list if they are active.



APPLICATION FORMS



The landing page provides an overview of every active application. All information here is live.



New Application Form

Details

● Application Name - mandatory field. This is what the members will see when they see the application on their TAP App

● Prefix - this is the information that goes before the automated numerical sequence. For instance you may put a prefix of AB. The system

would then create the first number of EB-0001. All numerical sequences start from 0001



● Limit - this is the maximum value that can be used against this application

● Allocated Budget - this is the global limit for this application based on all Members that have access. This does not have any

functionality behind it, more so just a number that can be seen on the Application Form landing page to show the Allocated Budget,

Total Used and Remaining

● Open Date - this is when the application starts from and is visible in CCS App

● Close Date - this is the end date of the application and removes the application visibility from CCS App

● Account Code - This is the code that is attached to the export to MYOB so that the applications that are sent to MYOB are associated

with a particular category in MYOB

Meta

● Active - This determines if the application is active and visible in the Admin panel under Application Management

● Instant Approval - this triggers the automated SMS message and also the status is automatically set to Approved

● Suppliers Visible - this controls whether the supplier option is visible for Members. Some forms do not require the member to choose a
supplier so we hide this

● Amount Visible - this controls whether the member needs to enter a value into the form. This is a hard coded field that we use for other

functionality like remaining amounts, reporting etc. If this is not clicked then the value is not required

● Single Application - this allows the member to only apply once for the a particular application

● Background Colour - this determines the colour of the background tile colour of the Application on the member CCS App - see here

● Birth Year From/To - this controls at a global member status who can see the application form in the CCS App

● Icon - this is the icon that appears with the application on CCS App  - see here



SMS





The SMS TAB manages all of the automated SMS Messages based on triggers within the application forms based on status settings. The
details area can have either generic text or you can use the Codes to pull data automatically from the database of information captured from the
hard coded fields like Member First Name, Member Last Name, Supplier Name etc.

● Instant Approval - this SMS is triggered if the Instant Approval Toggle is on -

● Pending Approval - If the instant approval toggle is not on then all other applications will default to Pending Approval and this SMS

message will be sent

● Changed to Approved - this SMS is triggered if the status is changed from from any status to Approved

● Changed to Unsuccessful - this SMS is triggered if any status is changed to Unsuccessful. If a Incomplete Status is not completed within

20 days from the last edited date the status is automatically changed to Unsuccessful and this SMS sent

● Changed to Completed - this SMS is triggered if any status is changed to Completed

● Incomplete Reminder - this SMS is triggered if an application is marked as Finish Later

Application Forms





The forms module allows you to create new application form. There are hard coded fields that you can choose to create the form.

Click and drag one of the elements on the right hand side onto the left form field area and release. This puts that field type there and opens up
the properties on the right hand side.

Once an Element is dragged to the left, clicking this will open the Properties and options for each field that can be edited.

Generic Functionality Across all the Elements

● Label - is the heading for the field which is seen on the form.

● Placeholder - is text that is placed in the field and replaced when the user starts to type. This is used as a guide to what sort of content

can be put into the field.

● Input Mask - is a set of characters which determine how the data can be entered, eg. (XX) XXXX XXXX which will look like this for a

phone number when entered (08) 9383 3432

● Help Block - this is a tool tip that provides more information when you hover over the field.

● Required - must be filled in to be able to complete the form.

● Admin Field - if this is turned on then this field is only available to admin to use and is not shown on the CCS App.

● Width - this determines the width of the field. The design of the App is set to 100% so if you want to have two fields on each line you

would set each one to 50%.



Text Field

This is a text field in the form where anything can be entered, letters, numbers, syntax.



Long Text

This field allows for more than one line of inputted text. The field will automatically expand as more content is added.



Number

This field only allows numeric characters to be added.

Select (Drop Down) Field

This field allows you to create a drop down field with options. Once the standard parameters are set you have the option to add Labels and

Values as per the below. Use the label to populate the option.

Radio

This field allows you to create options where the user can only select one option. You can add as many options as you want from the properties

section.



Checkbox

This field allows you to create options where the user can select multiple options. You can add as many options as you want from the properties

section.



File Upload

This field allows the user upload single or multiple files to an application form. We allow the following formats:

● PNG

● JPG

● PDF

● TIFF

● BMP



Date

This field allows the user to input a date from a pop up.

Heading

This field allows you to add a heading so that you can group fields under one or multiple headings. There is no input field when adding a

heading.

Notes:

● The properties vary slightly for each field.

● You can change the order of fields by click, hold and drag up and down.

● It is recommended to save on a regular basis not to lose work while creating the forms.



Suppliers





Each form can have a set group of suppliers available as an option to Members when completing the application form. Select from the check
box on the left hand side and save.

You can either select a Type which automatically selects all Suppliers associated with that type, or scroll down and choose specific suppliers.

Members



The members selection will allow you to choose what Members can see the Application form in the CCS App.



● You can search for specific members

● There is a filter for Members, Dependents or Spouses

● You can enter a Birth Year from and To to allow a age range to see the Application form

FAQ’s

The FAQ’s appear in the CCS App associated with a specific application. You can have unlimited FAQ’s

Completion Screen



The completion screen is the view that the Member sees once they have lodged the application. This is used to inform the Member of the next
steps of what might occur.

Re-Order



The reorder functionality allows you to change the order of the applications in the drop down list when adding a new one in Application
Management.

COMMUNICATIONS



The communications module is used to send bulk messages to members based on specific filters.



When creating a bulk SMS the following functionality is available:

Details
● Subject - This is the subject line of the SMS message. This is not sent to the recipients and only used to recognise the name of the bulk

message

● Type - this should be set to SMS.

● Message - this is where the message can be typed in



Recipients

● The recipients are  updated based on the filters chosen on the right hand side. As you choose one of the filters it automatically updates

the number of recipients that are associated with a filter.

Recipient Filters

● The filters can all be used in conjunction with each other.

● If you choose more than one filter, it will add the extra recipients to the list.

● The toggle Send to Member (if Spouse/Dependent) is clicked then if there is a recipient in the system that is associated with a member

then the member will receive the message.

You can Save & Close a message and continue working on it later or you can send directly from this screen.

NEWS



The news module is used to post news to the Members News section in the TAP App.

● Title is the Heading of the News Article in CCS NEWS



● Created by is who created the News item

● Members - indicates if they can see it in the CCS App or not

● Public - does not require a member to log in to see the News article

● Edit ? Delete Action buttons.



New News



When adding new news the following functionality is available:

● The title is the heading of the News article in the CCS App

● The body of the News is where you can paste the text, images, links etc.

● If you want to upload a PDF to be viewed, upload first, then click the button on the bottom called Copy Link. Then highlight the text you

want to be clickable to the uploaded PDF and click the Attach File Icon

● Paste the link in and click the tick.

● Clicking Clear Link removes the link so you can start again to upload a new document.

● There are two options on publishing the news, Members and Public. If these are both unticked no one can see the news. Members rely

on a member to be logged in to see the news, Public does not.

CONFIGURATION



SUPPLIERS

The suppliers module drives the applications that require to be processed using a supplier. This section of the system manages the supplier
contact details and rules surrounding payments.

Under actions if you click the VIEW icon , you will be taken to the Supplier record.



The various tabs show Tasks that are related to a Supplier and Notes that are recorded against the supplier record.

If you have access privileges  you will see the Delete Supplier button under the downward arrow on the top right.

Edit supplier button opens the record for editing.





If the Supplier is Active it can be chosen by a member when submitting an application. If inactive is hidden from the application as an option.
Full functionality of the Supplier record is still available even when Inactive.

Account type:

● Account - This option is chosen when an account based payment system has been set up  with the supplier. Following approval of an
application FAS admin send a Custom Supplier Email as the PO. Once the item/s have been provided to the member the Supplier uploads an
invoice. The invoice is then paid by the due date or via statement at end of month.

● Credit Card - This option is currently not used against any Supplier.
● Invoice - Suppliers may allow payment of invoices for applications by credit card - however this is done over the phone by FAS admin and the

Supplier is requested NOT to retain the credit card details for future use. The account type for all Suppliers that are not on Account is Invoice.

Supplier Types

Supplier types are used to filter suppliers on the Application form. A supplier can belong to more than one Type.





This is what the Type filter looks like on the App.

Supplier Confirmation

When a supplier is chosen on an application form, and the application is approved, FAS admin send a Custom Supplier Email as the PO. The Supplier
can then upload their invoice for payment via the link provided in the Custom Supplier Email.

Supplier Notification Rules

● Supplier Payment Status - On Account
● Supplier Payment Status - Credit Card
● Supplier Payment Status - On Invoice



Supplier Notification Template





TYPES



Types drive all of the options within the system for fields, drop downs, status etc. All of the types are grouped.

For instance if you choose the group Supplier Status’s you can see the filtered group below:



As an example, the above is is reflected under Application Management:

Each type has a number of different options.



Details show the main information of the Type. You can select a group, Choose hard coded options and other information related to advanced
functionality which are required by programmers to achieve specific functionality.

The meta information allows for further functionality like colours etc. This area is also used by programmers for advanced functionality.

If a type is locked, this is done on purpose to maintain the integrity of the data. Once there is data behind a status it cannot be hard deleted.

The reorder function allows the administrator to set the order of the types under  a group. As per the below, you can drag and drop the types
into the order you require and then click Apply top right to save.



Ordering takes time to appear in the different areas due to caching. You can clear the cache using the function top right under the profile for the
updated settings to appear immediately.

USERS



Users control the access to the administration. Each user record has a number of different tabs to manage the groups, access (menu buttons)
and permissions.

The active and inactive toggle turns on and off access.



Details - fields are required to add a user. Adding a new user does not send them a notification that they have been added. This needs to be
done manually by an administrator with a higher level of access that allows them to add users.

We also do not allow forgot password for any of the users that access the Administration.

You can assign a user to a group which is a template that has been created based on a specific role and access granted.



GROUPS

A group is a combination of Access and Permissions that can be assigned to a new user to save adding individual settings.



A user can belong to more than one group. The highest level of access privileges is applied to the user based on the permissions of each
individual group.

Access determines what buttons you can see on the left hand side of the administration panel. If you edit these, even if a group is chosen, it
overrides the access privileges of a group for that particular user. This feature allows you to easily create a specific set of access privileges and
permissions for a user after using the starting point of a Group.





Permissions determine granular level access to functionality within the system. Once again this works in combination with the permissions set
up for a group but any change here overrides the group permission settings.

Note that “Destro” means “Delete”



PERMISSIONS

This section is part of the system management and should not be touched or edited.

SECTIONS

This access privilege allows the control of what buttons on the left hand menu can be seen by a group. For instance most access privileges
should not be able to access the configuration.

There is a lot of functionality tied into this section so I would request support if any changes need to be made.





TEMPLATES

This section manages the templates for SMS messages & Supplier Custom Email messages.



When creating a new template the following information needs to be added.

The content codes will automatically put data related to the member or the application depending upon where the message is being sent from.



AUTOMATED AND MANUAL NOTIFICATIONS

Bank Details - When the bank details of a member, spouse or dependent are changed either in the App or by Admin, a  notification is sent out
to info@fasperth.com.au This email address is hard coded and needs to be changed by the programmer.

mailto:info@fasperth.com.au


The member can request a change of mobile which is sent to info@fasperth.com.au A member cannot edit their own mobile number in the
system. Once requested, an administrator can change the number under the member record.

Automated SMS messages

Automated SMS messages are sent based on all applications that are submitted or when the option Finish Later is selected by the member.

If a status is changed by Admin, the relevant message will also be sent automatically.

CCS APP

Log In

The log in screen for the Member App can be accessed via ynpt.app

To log in the member enters their mobile phone number and clicks Send Code to Phone. This triggers a SMS with a 6 digit code for single use
access. The code must be used within 5 minutes to access the system.

mailto:info@fasperth.com.au
http://ynpt.app


The other options are CALL which calls the 1800 001 260 phone number and EMAIL which opens a email program on the members phone and
populates the To: field with the email address info@fasperth.com.au

A member cannot update their own mobile phone number but can request this to be actioned by an administrator by filling in the form on the
login screen. Once this is filled in the details are emailed to info@fasperth.com.au

mailto:info@fasperth.com.au
mailto:info@fasperth.com.au




Dashboard

The dashboard shows the different statuses of the applications that a member has lodged. You can access these directly by clicking the
magnifying glass.

Start New Application links to the Application Landing page.





Menu Drop Down





Start New Application

Start New Application displays all the applications that are available to that member.

FAQ’s opens the screen with information pertaining to the application that has been set up by Admin when creating a new application.

GO takes the member to the next screen.





Step 1

This is the first step when starting a new application. This step is essentially to confirm that the contact details are correct for the member
before progressing through to the application.





Step 2

This step contains all the fields that have been set up in the Application Form by admin.

The red asterix (*) indicates if the field is mandatory.







The member has the option to either complete the application all at once or Finish Later if they do not have all the documentation/information
available at the time of starting the application. If the member decides to Finish Later, the application is moved to the Incomplete section on the
dashboard. They can click this to go back and complete the application at any time.

Note: An incomplete application automatically closes after 21 days if it has not been completed by the member.

The Submit Form button will only be highlighted if the member has completed all the mandatory fields of the application.

Incomplete Application Form

Completed Application Form - can be submitted

Step 3 - Final Screen

Once the application form is submitted the member is taken to a completion screen that summarises the application and also has information
about “What happens next?” This information comes from the Completion Screen section in the Application Form.







Application Status

The application status screen shows all historical and current application form statuses. The member can filter using the radio buttons.

The magnifying glass pops up for all applications, however only those applications with a status of Incomplete can be edited..





My Profile

The member can edit their profile at any time. The only fields that cannot be edited are the members First and Last Name and their mobile
phone number as this is being used to log in and requires an administrator to update this. The member can notify CCS of a new mobile number
from the login screen.

If the member has spouses or dependents under their record a drop down will appear allowing the member to edit the profiles of the associates.





News

The news that members can see is driven by the News section created by Admin. By clicking the news item, the screen refreshes to the News
item.






