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A Few Things to Note:

This session is being recorded.

The recording will be automatically Emailed to all registrants of this session, as soon
as it becomes available.

You can and should download a copy of this presentation from the Handouts section
of the GoToWebinar sidebar.

You can type in your guestions any time within the questions field of GoToWebinar
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After This Session, You Will Be Able To:

v Access your tasks

v Add an attachment

v Label and map an attachment
v Highlight the attachment

v Setastatus

v Clear tasks
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Terminology across accrediting bodies may vary but are typically the
same thing.

Assessor

Auditor

Surveyor

Regulator /

y



How to Access Tasks

Navigates to
the TASKS

To Do

tab at Root
level of the
assessment

== Acquire Webinali

]]_’ﬁ Assess 4 tasks as Accreditation Team Member in'Webinar Assessment 9/2018-9/2021

for accessing tasks

PowerDMS
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Mavigates to
the Summary
tab at Root
level of the
assessment



https://success.powerdms.com/success/s/article/Participating-in-Assessment-Tasks?language=en_US
https://success.powerdms.com/success/s/article/participating-in-assessments
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Inbox

Messages (0)

Documents (0) Or use your Inbox

Certificates (1)

Courses (D)

Tests (0)

Surveys (D)

Standards (2)
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Inbox
Messages (0) Documents (o)  Certificates (1)
Current History
[
Assessment Standard

Webinar Assessment 9/20

Webinar Assessment 9/20
Needs Status

Courses (0)

Tests (0) Surveys (0) Standards (2)

Click on the link to go
directly to the task within the
assessment
74 Refresh

Attach policy #001-003. Highlight section D. Attach a signed form #2F-01 for new recruit that establishes acknowledgement for breaking the oath.

@AW

Hover over
this link to
snapshat the
task

© 2022 NEOGOV Proprietary and Confidential



Summary 0

€ » Sample Standar

Standard

Agency policy establishes procedures for administering the Oath of Office for new recruits. The proced must

1. Absolution of past crimes

2 Training

jce [/ Mew Recruits

Use the

Task #1

Tasks (2) Statuses:

@ Task
&« Current
O Needs Status

@ attach palicy #001-0(4

& v

drop
down

Tasks (2)

« = Accreditation Team Me

Expires:

menu to
selecta
status

Statuses

Use the
calendar
pop-up to
expire the
status

Tasks (2)

© add New Attachment

* Filters: None Applied

Statuses

Attachments

To attach
your proof or
evidence of
compliance

POWERDMS.COM

Attachments




PowerDMS Tip PowerDI%
Use the Inbox to:

[alalst

hlnsaaines i3 Documants i Cenilicales v Courees [ esks (o) SurvyEs i Sranduns i _

Canmgrt Historg
S
e of
yan
dssELEmEn T ] BRI
e b LI - 50 prnute Standee Manusl + Dalh ol (o « Eew Rem

bl SaseiEsesl WG Sl Ll Fa bl Fadtiial GRS EFtiuiin e Wil Acireilialiin Tirdes LWk

v' Seethe assessment name v° Seeasnapshot of the task

v Seethe number of tasks for v' Navigate directly to the task
each standard

POWERDMS. COM
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Attachment Types

Documents
that

PowerDMS
manages

or as a proof or
evidence of compliance

For
hyperlinking
and
embedding

PowerDMS Document
Simple Note

s, B = = T . -
Jew Rich Text

PowerDMS

Files
from an
external

Allows you to
communicate
with your
auditor

by NEOGOV



https://success.powerdms.com/success/s/article/Recorded-Webinar-Assessment-Attachments-Everything-You-Need-to-Know
https://success.powerdms.com/success/s/article/using-links-as-proof-in-assessments
https://success.powerdms.com/success/s/article/Using-Embedded-Video-as-Proofs-in-Assessments

Adding Your Attachment

Power

1. Abhsokitson of pas) crimes

1 Training

Agency policy establishes proceifures for adminstening the Osth of Office for new recruits. The prodedures must mclsde

ior =

Remove the defaull 9
map if approprahe

b

Map Lo the
appropriate
level ol the
standard

NE N W N N N e v e

Fasks [T}

~,  Haslead

¥ oyt pebected

bl
* Uplossl F ffwu

“w Fillera: Mane A

Siatusey Attachments

Lanel ihe
afachmean

© 2022 NEOGOV Proprietary and Confidential
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Attachment Menu

© Add New Attachment

v Filters: None Applied

 Expand All Highlights Edit Delete
Attachment | | Attachment

= 2021 Proof: PowerDMS Accreditation V

|
r ¥ & 4 i)

\

Download Copy
Attachment Attachment

Accreditation Team

Highlight
Tool

© 2022 NEOGOV Proprietary and Confidential



Highlights
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I Webinar Asse_ss_mﬁnt 9/2018-9/2021

R T

agency palicy establishes procedures for administenng the Qath qF Qffice for nesw recrunts. The procedunes mimsd include

1. Absohfion of past crimes

1 Traimng

Page A e 1 a1

Zvam 100%

ADMINISTRATIVE POLICIES

1! Mectweg Dule 1 ammary

AND PROCEDLRES
LAW ENFORUCEMENT ACGEML™Y

¥ou do NOT need
1 save balwesn

pereedes

St

CRATH CFF (T TICT

You can make
hiem ALL befiore

© 2022 NEOGOV Proprietary and Confidential

Tasks (2 A ST Attgctuman

& Ard New Artaciment

=  Filters: Nane Applied
[ WO Py e Prpiesdes
dezcawiigien Tewm Membe

e g Pt e b ek s R

Pobcy ners srd e2téctor daie e

Labsd or titie
woir highlight




Clearing Tas ks POWERDMS.COM

Tasks (2) Statuses Attachments

@ New Task

Pro-Tip: Don’t mark the task ~ Current
complete until ALL aspects of

Meeds Siatus
the task are accounted for. o =

@ sttach policy #001-003. 4 & | v &

Role: .Exccredlta'tmn Team Hemher
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Tasks (2) Statuses Attachments

 Accreditation Team Member

In-Progress

Select your
compliance
level

Tasks (2) Statuses Attachments

C nliant o
Dm_lan - Accreditation Team Member
Mon-Compliant

Mot Applicable Compliant M

Expires: m

Setan
expiration
date if
appropriate

POWERDMS.COM


https://success.powerdms.com/success/s/article/Part-6-of-8-Standards-Series-Setting-Statuses-and-Running-Reports
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PowerDMS Tip Build this consistenc

y

» | Highlight

Add
Attachment

Map to appropriate level
of standard

Label using Best
Practice Guide or
consistency

Save

muscle memory.

Clear

Drag around material to
highlight and map to
standard

Label using Best Practice
Guide or consistency

Save

POWERDMS.COM

y into your process flow so it because

Set

Task

Navigate to the task tab

Click the “check mark”
from the pull-out menu

Status

Navigate to the status tab

Select the appropriate
status from the drop-
down menu

Enter an expiration date

Save



What if.... -

PowerDMS

by NEOGOV

attachmentis updated?

Inbox
Messages o)  Documents gy Certificates 1) Colrses (o)
Current History
[ ——
Azsepwnen Standai)

Webinar Assessmsent 920

Tests (o)

Surhﬁys r':n T _

Hexle

; st xS0 3. Hiuhlink wechion (1 Atich o sived koo S0 bor e eecid ihad eslabilalies ackoomiurmeeigns fon brsaksng i oath.
Vebinar Assessment §/20 r“lvﬂ"null Furmirie = i AllaPwnend g i ulimoast! R Dot Mag]ed Dist i & o Dhges Mgl 01 caimemd polidalice. ! Aaeks

e e e e e e

@ Please Review - an attachment on this 4
standard has been flagged because it no
longer represents its current publication.

Date: 3/24/2019 315 PM
Role: Accreditation Team Member

© 2022 NEOGOV Proprietary and Confidential

@ Please Review-ansid @ v

standard has been flag

longer represents its

attachment

fent publicatio

Member

Clear the
task



https://success.powerdms.com/success/s/article/maintaining-assessment-attachments

Click the flag
to adjust
highlights

LA =
Y/ Bcy and Procedures

n Team Member
¥ name and effective date

+ Procedures for breaking the Oath of Office

POWERDMS.COM

Required
to Update!

PobwerDMS

— byNEOGOV

The PowerDMS Document used for this attachment has been changed.

There is a new active file for the document.

‘ Compare files H View active file ‘

Please select your deszred action with hlghhghts specmc to this document
o kEE'.

15 on the page

® Keep all Highlights
Delete all Highlights

* | | understand and want to update this attachment to the PowerDMS Document's active file
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PowerDMS Tip

Check periodically for
FLAGS!

POWERDMS.COM

= WD Policy and Procedures
Accreditation Team Member

> Policy name and effective date

> Procedures for breaking the Oath of Office
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You Should Now Be Able To:

v Access your tasks

v Add an attachment

v Label and map an attachment
v Highlight the attachment

v Setastatus

v Clear tasks
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