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1 Introduction
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Background

The Management and Reporting System (WARS) was developed by the
Queensland Reconstruction Authority (QRA) to support councils and state
agencieswithdisasterfunding applications. MARS is used for requestingand
activating disasterfunding,aswell aslodging and assessing funding
submissions fordisasterevents occurringfrom 1 November2018.

Purpose

The purpose of this documentis to guide the user through key activities for
activationand submission preparationin the MARS Portal.

Audience

This user guide is intended for MARS Portalusers in an applicant organisation,
i.e. the resources most likely to build or lodge a DisasterRecovery Funding
Arrangements (DRFA) submission.

Pre-requisites

This user guide has been designed with a focus on system functionality, and
assumesthat users have:

e basicPC skills
e basicknowledge of Microsoftapplications
¢ anunderstandingof the Disaster Recovery Funding Arrangements (DRFA)

e alreadybeensetup with accesstothe MARS Portal, with the user profile
types of eitherActivation Officer, Submission Builder, or both.

Support

For MARS Portaltechnicalissues or queries please contact support:
support@qra.qld.gov.au
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2 Loginand navigate around MARS
2.1 Loginto MARS

Open the Chrome browser. MARS works bestin Chrome but can also be used in Internet Explorer (IE).
‘I
To navigate tothe MARS Portal, type www.qra.gld.gov.au into the browserwindow. The link to MARS can

be located on the QRA website and will also be provided to newly registered users. If you are not a
registered user, please refertothe QRAwebsite to accessa MARS Portal useraccess form.

Registered

MARS login

Enterlogindetails, then click login.

k@ Queensland Government

Queensland Reconstruction Authority

\:‘ \

Management and Reporting System (MARS) Portal

Enter your email address and password to login.

E-mail address *

qi FORGOT MY PASSWORD

ContactUs | Help | Copyright | Disclaimer | Privacy | Rightto Information | Accessibility | Jobs in Qu

If this is your first time accessing the MARS Portal, it is recommended you follow the prompt to take a
tour of MARS.

6
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2.2 Navigate around MARS

The landing page displays a dashboard of current activity, news, generalresourcesand linksto common
tasks.

Home Applications Queensland Reconstruction Authority M A R s =2 G uide d wa lk_
° throughs and other
Pending queries Popular tasks ‘ News feed h H
elp options.
Request activation > No news
O ‘ No queries require your attention right now.
Create new submission S
View submissions in development >
Activafgesiests In gielopment T — QRA news and
0 e Manage unassned netems > updates.
deieorat View digital road network >
Submissions in development Resources ®
Commonwealth DRFA . .
0 1 o . Quick links to
— - QDRFA new guidelines B
popular tasks.
DRFA fact sheets
Submissions under assessment EETA G
O ‘ There are no submissions under asssessment.
Support . .
‘ Quick links to
@ surrort@aradid.govau =] l d
commonly use
e resources.
M Queensland Government

. Link to QRA support forany system enquiries.

Clicking applications on the navigation barwill display the tabs shown below.

Home Applications% Isaac Regional Council M A R S i
Activation requests Unassigned line items Submissions @
° —
A viewof allactivationsyour A centrallocationtoadd line ‘ Draftand lodge submissions
organisation hasrequested. itemsin preparation for to apply forfunding.

building submissions.

Clicking the organisation name on the navigation barwill display the tabs shown below.

Home Applications Isaac Regional Council h Need Help? M A R S i

Organisation

T Trigger paints @

Organisation ‘ Digitalroad network(DRN)‘ Currentand past . Currentand historical
details. with interactive map activatedeventsand triggerpoints.
displaying selected assets. relief measures.

To update organisation details, please contact support@qra.gld.gov.au.

The DRN is the most recent data provided to QRA by each organisation.
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3 Activations and events

3.1 Createan activationrequest

Organisations can create activationrequestsforrelief measuresinrelationtoa disasterevent. Theimage
below shows how to request andview activations foryourorganisation. Navigate to the
applications section.

Home Applications % Isaac Regional Council Need Help? M A R S i

Activation requests Unassigned line items Submissions

Activation requests o T

Click on the activation requests tabto displayall Clicktocreate anew activation
your activationrequests. request.

Creating a new activation request will display a form. Complete allfieldsinthe form,as shown below.

Activation requests » New (bt ] asee |

Event details Supporting documents (0) l

Event type * l Seveare storm Weather impact **

On the evening of 3 July, severe weather warnings were issued for the area
Subsequently, the region sustained winds in excess of 150km/h, with rainfall in
excess of 150mm within 2 hours. Large hail was also reported during this time

Start date * 03/07/2018 x B

End date ° 03/07/2018 x E

Organisation impact and response **
Accountable officer ** Andy Activate v As a result of the storm, Council respended by closing floeded roads and roads -

with fallen powerlines across the region. Council has also commenced clearing
up debris on roads. Due to power outages, Council set up a generator to ensure o
Accountable officer rale **  CEO continued operations of the water treatment plant P

Contact officer ** Chrig Crikey, Disaster Management Officer. 4846 1111 Community impact =
15 houses were damaged by fallen trees, with the residents requiring emergency  +
accommedation. Approximately 2000 residents were without power for 36 hours

Estimated eligible 1200000 . . N
while Ergon restored power. 20 houses were isolated due to damage of their local
expenditure bridge
4
Relief measures Counter Disaster Operations

Agencies responded to event
ration sential B sets
Restoration of Essential Public Assets The LDMG has stood up in response to the event. Ergon and Telstra mobilised to
restore services. State Emergency Service responded with tarping damaged
houses. QPS closed roads with DTMR undertaking emergency works to reapen the
damaged bridge. QHealth/QAS treated 2 residents injured during the storm

Other

4

Additional information

The local mine was also damaged by the event. Primary producers in the sector

experienced significant crop losses due to the hail
i

" Fields marked with * are ‘ Supporting documentation can . Clicktosavethe
requiredto save.Fields marked be uploaded aftersave. request.

with ** are requiredto lodge.
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3.2 Update an activation request
Oncean activationrequest hasbeen saved, it will be displayed in the list on the activation requests tab.

Activation reguests Unassigned line items Submissions

Activation requests
@ Thisy f ¢ation request for the Event, yoL
l Request event type Event start date + Ewent en d date Request status
Severe storm Jul 3, 2018 Jul 3, 2018 T Draft
Click toview, edit, lodge or withdraw request ‘ Current status of the activation
details. request.

The image below shows available options once the activationrequest has been saved in draft.

'—. Update required fieldsand

clickto lodge the activation
request.

Supporting documents (1)

Ex ¢
Click towithdraw the

# : activationrequest.An
activationrequest canstill
be withdrawn afterbeing

Description
Supporting documents lodged.

File name Activation Request Isaac June 18.docx (1NKB

Uploaded date 22-08-2018 _‘ Oncein draft, supporting
Actions documents can be attached
& DowWNLoAD l I WDELETE l to the activationrequest.

Changescanbe madeto an activationrequest after lodgement to provide additionalinformation or
request additionalrelief measures. Click the lodged activation request toviewit.

Activation requests Unassigned line items Submissions

Activation requests » #39

Click on the activationrequest headerto ‘ Click the edit buttonto update the
returnto the activation list page. request.
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Update detailsas requiredand click the re-lodge buttonto sendthe updatedactivation request to QRA.
Alternatively, click the cancel editing buttonto cancel changes made.

Activation requests Unassigned line items Submissicns

Activation requests » #39 CANCEL EDITING

& RE-LODGE

Table 1 Activation request status definitions

3 D e O
Draft The request is being developed by the organisation and has not been lodged to QRA.
Lodged The request is lodged and under assessment by QRA.
Awaiting additional QRA requires additional information in order to complete the assessment and has
information requested the information from the organisation.
Withdrawn The request has been withdrawn by the organisation.
Declined The request has been declined by QRA.

For additional guidance, refer to my activations inthe need help menuin MARS.

3.3 Viewactivated events

Oncean eventhas beenactivated, allrelated requests and their status will be available in MARS. They
canbe viewed in the organisation section onthe activated events tabwhere the status of all activations

is listed by relief measure and grouped by financialyear.

Home Applications Isaac Regional CounciI% M A Rs ,%

Registers Activated events rigger points

ACtIVated eventS ' GRA Website - Latest Activations

Events v Relief measures v Status -

2017-2018
Event Activated area Relief measure Activation status Activated date Funding program

R DRFA

Sally Storm saac Regional Council Reconstruction of Essential Public Assets Activated

Table 2 Relief measure activation status

Status Definition

. Relief measure has been activated for the requested local government area for the
Activated - .
eligible disaster event.
Under review Request to activate is currently being reviewed and assessed by QRA.
Declined Request to activate the relief measure has been declined.

10
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4 Prepare a submission

4.1 Createasubmission

Navigate to applications on the navigation bar,and thenthe submissions tabtoviewall submissions
that have been created by your organisation. Click new submission, as shown below.

Home Applications Isaac Regional Council
Activation requests Unassigned line items Submissions
Submissions
Events Submission types All phases All progressions
L ' J
Searchfora submissionin the ‘ Click the drop-down arrow to filter
searchfield by submission number. submission list by selection.

For demonstration purposes only, a Reconstruction of Essential Public Asset submission is illustrated in this
user guide.

Creatinganew submission will display the following pop—up window. Complete allrequiredfields as
shown below and click save.

New submission @ ~ufields markedwith a *
arerequired tosave.

Event * Sally Storm -

Submission type * Reconstruction of Essential Public Assets i

Organisation reference *  South East Sub 1

Expenditure type Estimates

Description

Gravel Road damage|

Required fields. @

For submissions created by Department of Transport and Main Roads or organisations with more than one
benchmark region, an additional field will display to capture the benchmark region/district related to that
submission.

11
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Onceyour new draft submission has been saved, the submission details will display on the details page,

as shown below.

Unassigned line items Submissions

Submissions » DRAFT: 000001

Previous recommended
value:

Activation requests

DRAFT: 000001

Details Version Number 1

Line items (0)

Phase Pre-approval
Validation check @ Previous approved date:
Lodgement
Submission history -
S —— Details
Event * Sally Storm

Submission type Reconstruction of Essential Public Assets

Organisation reference ©  South East Sub 1

Expenditure type E e

Construction start date

Submission deseription

Gravel Road damage

Market price

Required on save

alavigate betweenthe details,
line items, validation check,

lodgement and submission
history pages.

In development

$0.00

Tick to allow market
price lines to be

included.

Option to print, sign and attachthe
submission if the authorised person
wishes to sign a hard copy.

—

B PRINT | BSAVE

$0.00

$0.00 Revised recommended

N/A

Submission value

Submission date lodged:

Revised recommended N/A
date

Supporting documents (0) @

e 1 7] + ADD DOCUMENTS

. Attach supporting
documents.

For submissions created by Department of Transport and Main Roads an additional field will display to
capture the local government areas included in the submission.

12
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4.1.1 Add supporting documents at the submission level

Supporting documents that relate to the whole submission can be addedto a draft submission. Non- jpeg
lineitem evidence should be uploaded on the submission details page, clearly referencing the relevant

lineiteme.g. videos, inspectionreports and geotechnicalreports. Add supporting documents by clicking
the add documents button, as shown below.

Submissions » DRAFT: 000001 (indevsiopment BFRINT | @SAVE
Version Number 1 Previous recommended $0.00 Submission value $0.00 Revised recommended $0.00
value: value
Phase Pre-approval Submission date lodged: N/A
Previous approved date:  N/A Revised recommended N/A
date:
Details Supporting documents (0) @
[2] + ADD DOCUMENTS
Event * Sally Storm v
Submission type * Reconstruction of Essential Public Assets -
Organisation reference *  South East Sub 1 (i ]

Expenditure type Estimates

Please note, all photo evidence relating to a specific location should be attached to the relevant line item
on the line items page.

Selectandattachthe supporting documentas per standard Microsoft application.

€ Open >
< v » ThisPC » Desktop » Training » v Search Training o
Organize + New folder ==~ [ @
A~

[ Desktop ~ Name Date modified Type 3

&5 Documents Pictures /201812:41 .. Filefolder

& Downloads "L Engineering Report 201810:22 ...  Adobe Acrobat ...

D Music 5 Submission Form - REPA - IRC Microsoft Excel W...

&=/ Pictures

m Videos

Click 1 agreeto confirmyourunderstanding of the advisory message.

Acknowledgement

| understand that all documents attached to this submission will be remaoved from

the portal after lodgement and stored within QRA's Record Management System.

13
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Furtherdetails are required before the supporting documentis uploaded, as shown below.

Document details

document from the

. Selectthe type of
l drop-down menu.

Engineering Report.PDF

Business Case

Certification

Cover Letter and Submission Documents
Description
¢ Damage repor] General Ledger
Other

Tax Invoice
Video

TMR photo report
Schedule-of-rates

PROCEED ..
- Type a description of
the documentand click

proceed to continue.

Document type Engineering report

Oncethe fileis uploaded, adocument summary is displayedas shown below.

Supporting documents (1) @

(2] + ADD DOCUMENTS

# 1

File name Engineering report. POF(234 KB)
Document type Engineering Report
Description

Damage report

Uploaded date 29-11-2018
Actions _
o L DOWNLOAD ‘ ‘ W DELETE ‘T
Click download to viewdocument. Click delete to remove document.

14
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Click save, as shown below.

& PRINT

For additional guidance, refer to my submissions inthe need help menuin MARS.

4.2 Populate a submission

The image belowshows aview of the line items page and basic navigation options.

Submission views.
Applications s: unci M A R S
A requests Unassigned line items Submissions
oo SUDMISSions » DRAFT: 000001 fideieiiert [ & rrnr [ asave |
Details
Vi ) (-] oo | [ wore~ [}
\ J

Submission history 0

@
Validation check @ -
Photos b 4 S .
Lodgement — fHackay G = . P o
i i ; s °
i ; j ¢

Queensland

Rockhampton

b T 5 R T, TPk R QN €5 HERE. Garmin | Earthstar Geoaraphics

2 REPA - Default View v
References Bulk upload Asset details Damage details
g
] Notifications Validations Comment: id T #Phot.. Pree.. Post.. Type Name Number Road width (m) Site name Description §
No Rows To Show §
. Commandbar. . Interactive map. Lineitemgrid. ‘ Map widgets.

Table 3 Submission view options

| Submission views Definition

Split screen between photos, map and line items.

Full screen display of photos and map.

Full screen display of line items.

Pop-out screen of photos and map.

15
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Table 4 Map widget options

Map widgets Definition
o

Photo toggle — past photos uploaded in MARS can be toggled on/off (show/hide).

Photo filter - filter photos by photo type e.g. pre-event, post-event.
e
Map layers — show/hide a map layer e.g. chainage, suburbs, fishways.
me
EE
Base maps - change the base map e.g. satellite imagery, topography.
G Measurement tools — measure distance or area between points, select a point on

the map and see its coordinates.

Map legend - displays the symbols and detail about the information displayed on
the map.

4.2.1 Importlineitems

Organisations canimport line itemsinto MARS using an Excel submission form that has already been
populated. This is the most appropriate optionif you already use software that automatically populates
the Excel submission form, or if you preferto build your submission offline.

The following submissionforms can be directlyimportedinto MARS:
e Reconstruction of Essential Public Assets (REPA)
e Immediate Reconstruction Works (IRW)
e EmergencyWorks (EW)
e CounterDisasterOperations (CDO).

Excel submission forms and an overview of submission types can be found on the QRA website, or
requested from your Regional Liaison Officer. Please ensure you are accessing the latest versions.

The images below show how to importan Excel submission form.

Home Applications Isaac Regional Council Need help? M A R S “7‘

Activation requests Unassigned line items Submissions

Submissions » DRAFT: 000001 (indeveispmen

Details
Line items (0) o[l [ wore~ [+
Validation check @
Lodgement

Photos

Submission history (-]

16
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During the import, four key data quality checks automatically occur:
1. The Excelformbeingimportedis correctforthe submission type.
2. The organisationnameonthe importformis the same as the organisation selected.
3. Treatmentsinthe Excelformarethe same as the treatmentsinthe system.
4. The assetlistedon the formis a registeredasset forthat organisation.

Clicktoattacha document
as per standard Microsoft
applications.

Import line items from Excel

Choose a file from your computer:

L CHOOSE FILE ( XLSX) [

4 line items were found. Would you like to proceed? l—‘ C“Ck to import‘

CANCEL IMPORT LINE ITEMS

Afterimport, the line item grid should look similarto the image below.

Asset details Damage details S

5

@

Notificatio... | Validations # Phot... Pree... Post ... Com... Type Name Number Road width (m) Site name Descripti
(m Validations 8.700j * Road - gravel Barmeunt Read 70 600 1 Road
Incomplete pg|8.900. 6m, L
ipg|9.171

Validations 8.700.f Road - gravel Barmount Road 70 600 2 Erosic
Incomplete pg|8.900. roads,

ipgl9.111§

Lineitemsare displayedin bold and italicstoillustratethat a change has been made and must be
saved.

[ The grid has an auto-save function that is triggered every 15 seconds. ]

Click the save buttoninthe command barto manually save updates.

orartoconr SUDMISSioNs » DRAFT: 000001 finseveiopment m
Details
T | o .-.ov | ==e N - [ = [ « )

4.2.2 Manually add a line item

To manuallyadd a lineitem to a submission, click on the new button,as shown below.

orartoooosr | SUDMISsioNs » DRAFT: 000001 (indevelopment
Details
ne tems(cy © K qman Ol - [ = [ & ]

17
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A new line will be visible at the bottom of the line item grid, as shown below.

Notificatio... | Validations Id # Phot... Pree.. |Post.. |Type Name Number Road width (m)
Validations
Incomplete l .
. Red fieldsare required to save the ‘ Blue fields are recommended. If not completed,
submission. itis likelythat QRA will request this information
during assessment.
When adding a new line for an Immediate Reconstruction Works submission, a standard lineanda
project management line option is available.

To populate a required field with a drop-down menu, double click and selectanasset as shown below.
Alternatively, start typingin the field to filter options.

Notificatio... | Validations Id # Phot... Pree... Post.. | Type = B Road width (m)
Bovey Street
[] Validations Road - gravel Arthur Street
Incomplete Reef Court k
Murphy Street
0 00002 700, - i {
VoK 000002 3 £700jp Road - grave Kellowsy Strest .00
g|8.900.jp Talbot C
g0.111p albot Court

Onceallrequiredfields are entered, click save to update changes, as shown below.

orerrzoooor | SUDMISSIONS » DRAFT: 000001 (ndeveispient ﬁ
s o e I - | = [ o)
[ All line items have a unique ID and are displayed in ascending order. ]

4.2.3 Bulkphotoupload

Photos can be automaticallyassignedto lineitemsin MARS based on the information providedin the
photo reference columnson the Excel submission form. Afterupload, photos are available toviewon the
map. The requirements for the bulk photo upload are as follows:
e Photo names must be capturedin the photo reference fields (pre/post/completion) onthe
relevantlineitemin the Excel submissionform before the formis imported.
e The cellmay contain several photo names, with eachname separated by the | (pipe) symbol
within the cell (@any spaces betweenthe pipes are treated as part of the file name).
e Photos mustbe in jpg format.
e Photos mustbe uniquely namedi.e. one unique file name per photo.
e Eachfilename mustbe less than 100 characters.

If using software that automatically populates the Excel submission form, ensure the software can insert
@ photo names in the relevant cell as described above. If populating an Excel submission form manually,

talk to your RLO about minimising manual effort by just inserting a folder name per line. QRA has

developed a photo name conversion plug-in to convert a folder name into the required format.

18
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The followingimage displays the process of uploading multiple photos using the bulk photo upload
button. This functionis only available when no line items are selected.

Unassigned line items Submissions

Submissions » DRAFT: OOQ001 (indevelopment

Bulk upload requires the following in the photo reference cells:

s photos are uniquely named

* photos are _jpg format with meta data o
e photo and folder names are no more than 100 characters

* photo names are separated by a pipe '|"

[ & )
T

<

[ BULK PHOTO UPLOAD o

| Select Folder to Upload

: “ e i oy X!
e L S oy S
Browse For Folder X B! t
¥ -

Desktop ~
& Cheryl Harrison
§ |« o ThispC
v [ Desktop
v Training
Pictures @——————— ;
Training Documentation .I Rockhampt on )
WalkMe i

| Documents
CHPE

L EsriEF‘E Garmin | Earthitar Geographics

<

# Submission details v

Folder; | Pictures

Make New Folder Cancel

References 5
El
El
5
@
] | Notifications Validations Comments Id # Phot.... Pree... Post ... Type Name Number Road width
O Validations @000001 & 0 & @8.700p Road - gravel Barmount Road 70
incomplete 918.900,jp
g[e111p
O Validations 000002 & 0 & &8.700,p Road - gravel Barmount Road 70
incomplete g|8.900jp
g8.111.jp

Ensure no individualline ‘ Selectthe bulk photo ‘ Selectthe parent folderthat
itemsare selected. upload button. storesthe photo files.

Bulk photo upload in batches

Bulk photo upload can be impacted by browser capacity if uploading large amounts of photos. One
option to alleviate thisissue isto divide the photos into smallerbatches, reducing the number of photos
uploadedat one time. Separate the photosinto multiple folders.

w [ Desktop
v Barmount Rd
Photos 1
Photos 2
Photos 3
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Using the bulk upload button, select one of the folders as shown below.

Bulk upload requires the following In the photo reference cells:
* photos are uniguely named

+ photos are .|pg format with meta data

+ photo and folder names are no more than 100 characters

» photo names are separated by a pipe '|".

[#] BULK PHOTO UPLOAD

Browse For Folder

Select Folder to Upload

v E This PC
~ [ Desktop
v Barmount Rd
Photos 1
Photos 2
Photos 3

Selectone of the folders with reduced photos.

Repeat bulk upload for eachfolderthat contains photos for the submission.

Internet Explorer browser

MARS works bestin Google Chrome but is also supported by Internet Explorer (IE). When selecting bulk
uploadin IE, the below image will be shown. If multiple folders exist, open the parentfolder, type *.jpg
into the searchfield, selectallthe photos (Ctrl A) and click openas shown below.

& Choose File to Upload X
< v 4 [l > Search Results in Pictures v &  *jpg X
Organize ¥ T =~ 1 @
Training A 24
{ ] Pictures o
Training Doc ﬂ“
Ao 9.763 - Copy 9.763
EJ Documents
¥ Downloads
} Music 8.700 9.111
| Pictures v v
File name; I"9.111" "9.470" "9.261" "9.763 - Copy" "9.7 vl Image Files (*.bmp;*.gif;* jfif,*] v
Cancel

6 Selectthe parent 9 Type *.jpginto the searchfield é Selectall(CtrlA) and
folder. to extractallfolders/files. clickopen.

[ If all photos are in the parent folder, the search step is not required. ]
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Once the photo file has been selected, the below pop-up will provide a summary of the photos to be
uploaded. Only photos with a known reference (from the Excel submission form)will be imported.

Bulk photo upload summary

Photos selected Valid photos against line items Files with errors
7 @ 12 0
!
Number of photos Number of photo references ‘ Clicktoupload selected
uploading. in columns. photos.

Photos are uploadedand assignedto their referencedlineitems. Selectinganindividual line item will
display furtherinformation. The interactive photo display zoomsin to the selected asset andthe damage
area being claimedwill display in orange on the map, along with the photos, as shown below.

Submissions » DRAFT: 000001 (indeveiopment
-] o vaosre | [ wore ~ [

Photos

[€] UPLOAD TO LINE ITEMS (1)

3 photos

8.700.jpg

Post-event (§)
(I IRC - Lotus Creek
®

@® 28/06/2018 10:07:34

8.900.jpg
Post-event (§)
(U IRC - Lotus Creek ) : i :
® 1B ML S Esri, © OpenStreetMap contributors, HERE, Garmin | D
% REPA - Default View v }
=
References Bulk gpload Asset details
11}
g
[ Notifications Validations IComments Id 7 #Phot... Pree.. Post..  Type Name Number Road width g
\, Validations 000001 & 3 A #28.700jp Road - gravel Barmount Roa 70 = ;
incomplete 9|8.900jp §
gloitip "
 Validations 8000002 & 3 8 @8.700jp Road - gravel Barmount Roa 70
incomplete 9|8.900,jp
99.111jp -
Selectedline ‘ Photos uploadedfor . Filter photosand . Photos are placed on the
item. the selectedlineitem. photo view. map using the metadata

storedin the photo.
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Table 5 Photo category legend

Photo level icon Definition

o L1 — Photo has metadata and coordinates are within specified boundaries.

L2 L2 - Photo has metadata but coordinates place the photo outside of the specified
boundaries.

= L3 - Photo does not contain metadata and cannot be placed accurately on the map.

4.2.4 Manually add photos to line item

Photos canbe manuallyadded toa line item, eitherafterimporting an Excel submission form or after
creatinganew lineitem. Select one ormore line items to upload the photo(s).

Naotifications Validations Comments Id # Photos | Pre event photos | Post event photos Type Name
= Validations 000001 3 8.700,jpg|8.900,jpg|? Road - gravel Barmount Road
incomplete 11jpg

Oncea line item(s) has been selected, the upload to line items button will be available. Click to attach
photos as per standard Microsoft applications. Use the Ctrlkeyto select more than one photo.

0 & VALIDATE + NEW MORE ~ 9 LINE ITEMS (1} ~

FPhotos

5] UPLOAD TO LINE ITEMS (1)

Non jpeg line item evidence should be uploaded on the submission details page, clearly referencing the
relevant line item e.g. videos, inspection reports and geotechnical reports. Refer to section 4.1.1 Add
supporting documents at the submission level.

Selectaphoto type.

Choose type of photo

Please select the type of photo(s) you are uploading to this line item.

PRE-EVENT

POST-EVENT

COMPLETION

|
|
| L3
|

[ UNDER CONSTRUCTION

CANCEL
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Table 6 Photo upload types

Code Definition

Pre-event Evidence demonstrating the pre-disaster condition of the asset.

Post-event Evidence demonstrating the post-disaster damage of the asset, captured after the event.
Under construction Evidence demonstrating approved works underway, at any stage prior to completion.
Completion Evidence demonstrating completed approved works.

Once photo(s) have been uploaded to the line item(s), select a photo and click the photos button for
additional options, as shown below. Referto section 4.3.6 Copy/move photos in this document for more
information.

(2] @ VALIDATE + NEW MORE v [?] LINE ITEMS (1) v

Photos
[81 UPLOAD TO LINE ITEMS (1) PHOTOS (1)~

3 photos Copy photo to another line item

Move photo to another line item

8.700.jpg
u

[T IRC - Lotus Creek
@

Remove photo from line item

@© 28/06/2018 10:07:34

4.2.5 Order photo panel by filename or date taken

The photo panelcanbe ordered by filename ordate taken. Once the required line item(s) have been
selected, click the sort drop-down icon to display the sort by filename and sort by date taken options.

Photos

8] UPLOAD TO LINE ITEMS (1) °

3 photos ‘ = ka BB ~

8.700.pg AZ Sort by filename
Postevent (@)

I IRC - Lotus Creek E Sort by date taken
;1]

© 05/02/2019 14:22:34

8.900.jpg

Postevent (@
[(I0 IRC - Lotus Creek

1]

(D 05/02/201914:22:33

@ Manually uploading photos will not update the photo reference columns in the grid. The photo reference
columns are populated from an imported Excel submission form only. Please ensure the correct photos are

added to the associated line item.
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4.3 Manage lineitem data

MARS offers various functionality for managing datain the submission grid such as:
e grid keyboard shortcuts

modify views and

move line items
cloneline items

columns

highlight line items

copy and move photos.

4.3.1 Grid keyboard shortcuts

Table 7 Keyboard shortcuts

‘ Keyboard keys ‘ Explanation

Any Active cellis highlighted (blue).

Single-click Clickingona cellgivesthe cellfocus.If thereis a valuein the celland
you begin typing the original data will be replaced.

Double-click If thereis a valuein the cellthat needs to be updated.

Arrow keys To move focusto the selected cell up, down, leftand right.

Ctrl + left/right To move to startor end of the line.

Home orEnd To move to the first or last row.

PgUp or PgDn Scrollone page up or down.

F2 key Changesthe cellto be editable.

Enter key Will put the cell into edit mode if it is an editable cell.

Space bar Will selectthe cellsrow or deselectthe row if already selected.

Tab key In edit mode: To move focus from editable cellto editable cell across
the grid. The cellwill be in edit mode once tabbedinto the cell.

Ctrl+D Use Ctrl+D on the keyboardto copy down the value in the top cellof a
selectedrange.
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4.3.2 Modify views and columns

The line item grid structure can be easily customised for betterviews.

Pivot Mode e gr. On the right-hand side
Indirect costs x -~ g Of the grld’ ClICk
= columns.
Project manage... Escalation Contingency Sub total 'E'
I $2,909.10 $1,454.56 $7,298.52 s11, P Notifications
[] Validations
) $1,971.00 §935.50 $4,730.40 (] i References . .
=T Pivot mode displays
(2 1 # Photos totalsforthe
€200, €1« £0.( — . .
] s i e [-] ## Pre event photos 7 submission.
Row Groups
] §458.59 $229.30 $1,284.06
De-selectthe checkbox
- beside the column
] £458 5 £220.3 §£1 2840 /alues
[ 343852 322820 $.28400 headerto remove from
i sum(Rate)

- view.

Columnsand rows can also be grouped by dragging and dropping the headerinto the drag here to set
row groups row, as shown below.

References R

MNotifications Validations Id # Photos Pre event photos Post event photos

Columnsand rows can be groupedand filtered as shown below.

‘ Rows are grouped by column

P S © ° headers. Click “»” to expand
_ E] or collapse the group.
Direct costs ® @ )
Rate Value (excl GST) @
$20,001.04 IEI \Ilo-tifictat'o"s ) )
590 1971000 L) i Validations Begintyping to narrowdown
= == ®> [ iR f
T e the column list.
[+] Aszet details
o eTE [~ Damage details
$2002 $209.20 [+ Geo codina v
Row Groups @
$27.20 $4,585.92 irect costs
- K - Columnsand rows can be
= T —— grouped. Dragand drop a
column header here.
S sum(Rate)
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Individualcolumns and rows can be further customised, as shown below.

e . Hoverover the column
header until the menu
option is displayed. Click
to viewthe drop-down

Type = T

= menu.
57 Pin Column [ 3 Din Lef

Road - gravel o Use filtertabto filter data

Autosize This Column Pin Right in that column.
Road - formead Autosize All Calumns Mo Pin

Group by Type Pin columnsfora more

customised experience.

Road - gravel

Reset Columns

Tool Panel

Headers and views will revert to the default view once the submission is exited or the page is reloaded.

4.3.3 Highlight line items
Lineitemscan be highlighted for various purposes such as:
e markinglinesthat need furtherattention
e tracking progressofinternalreview.

Selectone or more line items, and select highlight selected line items from the line items button, as
shown below.

Y ovsonre Jnew I vone . DR cne revs o |

T REPA - Default View ~ - Line ftem editing -
M Clone
== W Delete
& Populate cha nage from coordinates
€} Populate coordinates from chainage
EI Motifications Validations Comments
— Line itermn assignment --
HElEEEErE B Copy to submission
° incomplete
B Move to submission
] : validations M Move to unassigned
ncomplete
s ghlight selected line items
D . Valications ¥ Demove highlight from selected line items
ncomplete
® Selectone or more Selecttohighlight selected line items
lineitems. fromthe line items button.
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Selectedlineitemsare highlightedin the grid. Continue asyou progressthough the submission per line
item.

(2] © VALIDATE MORE ~ [z LINEITEMS (1) v

2 REPA - Default View ~

References Bulk upload Asset details
E] Motifications Validations Comments Id 4 # Phot... Pre e... Post ... Type
NHETRY v OK 000008 & 38 {Redcliff Road - gravel
e Vale
Road -
O — v OK @000010 & 2 & @Redcliff Road - culvertflocdway
e Vale
Road -

4.3.3.1 Filter highlighted lines

To change views of highlighted line items, select the filter highlighted line items from the more buttonas
shown below.

% REPA - Default View v [ Import form [ ]
E Drag here to set ro groups @E}(port ine tems o
A Dafr i
= Refresh fields Bulk upload Asset details
validation report
Y Filter highlighted line items >
(] Motifications Validation o & Show highlighted line items
M Hide highlighted line items
v OK 000009 & 1 = Show all line items
Road -
@ Selecttoonly show line ® Selecttoonly show line Selecttoshowall line
itemsthat have been itemsthat have notbeen items.
highlighted. highlighted.

4.3.4 Copy/move lineitems to a submission

To copy/move lineitemsto a new or draft submission, select line item(s) to be moved.

[=] | Notifications Validations Comments Id # Photos | Pre event photos | Post event photos Type Name
[] Validations 000001 & 3 8 #8.700)pg|8.900pg|9 Road - gravel Barmount Road
incomplete 111,jpg
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Oncethe lineitem(s) are selected, click onthe line items button and select copy/move to submission
from the pull-down menu, as shown below.

(] © vaLDATE mo LINE ITEMS (1) ~

& REPA - Default View ~

E Crag here to set row groups

(=] Motifications Validations Comments
Validations
incomplete
| Validations
incomplete
O Validations
incomplete

-- Line item editing --

M Clone
W Delete
& Populate chainage from coordinates

€ Populate coordinates from cha nage

-- Line item assignment --
W Copy to submission
& Move to submission
I Move to unassigned ‘
& ghlight selected line items

H Remove highlight from selected line items

To move line items to the unassigned line items tab select move to unassigned (forReconstruction of
Essential Public Assets submissions only).

Line items can be movedto a new submission or a draft submission. Lineitems (including photos) canbe
copiedfrom a lodged, withdraw and approved submission to another draft submission of the same type.

Move
Submission Org Reference Event
) DRAFT: 008286 Gravel Roads Sub 1 Severe Tropical Cyclone Debbie and Associated Rainfall and Flooding, 28 March - 6 April 2017
) DRAFT: 008287 South East Sub 1 Sally Storm
° DRAFT: 008288 South East Sub 2 Sally Storm

Selectdraft submissionto move line

itemsto, then click moveto

submission.

+ NEW SUBMISSION CANCEL MOVE TO SUBMISSION

Clicktomove line itemsto a new submission.

Oncea line item has been moved, it will be removed fromthe original submissionand movedto the new

specified location.

28

V2.8



MARS | Portal user guide - Activation and submission preparation

4.3.5 Clonelineitems

Lineitemscan be clonedto help copya line itemwith similar data. Selectaline itemto clone.

[=] | Notifications Validations Comments Id # Photos | Pre event photos | Post event photos Type Name
(] Validations 000001 & 3 & £8.700)pg|8.900,pg|9 Road - gravel Barmount Road
incomplete J11.pg

Oncethe lineitemis selected, click on the line items button and select move to submission from the pull-
down menu, as shown below.

(-] © vaLipate mo LINE ITEMS (1) ~

Z REPA - Default View v — Line item editing —
® Clone
s W Delete
& Populate cha nage from coordinates

© Populate coordinates from chainage

(=] Motifications Validations Comments
-- Line item assignment --
Valications W Copy to submission
incomplete
& Move to submission
D ' alatons I Move to unassigned
ncomplete
& Highlight selectad line items
Validations - .
D ) # Remove highlight from selected line items
ncomplete

Scrollto the bottom of the grid or Ctl+End to viewnew cloned line item. Update line as required.

7 REPA - Default View ~

BB Drag here to set ro
References Bulk upload Asset details
E] Motifications Validations Comments Id P # Photos Pre ... Post event... Type Name
D Validations 000008 & 0 & 8.700jpg|8.90 Road - gravel Barmount Road
incomplete Ojpal2.1711.jpg
New cloned line item. Gridis sorted by id and allnew lines or cloned

linesare addedto the bottom of the grid.

Photos are not cloned with the new line and must be added manually or in bulk.
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4.3.6 Copy/move photos

MARS has the flexibility to copy/move photos from one line to anotherwithin the current submission or
to a lineitemin anotherdraft submission.

To move/copy a photo, select line item(s) to be moved.

=] | Notifications Validations Comments Id T # Photos | Pre event photos | Post event photos Type Name
\Validations @&000001 & 3 &8 8.700,jpg|8.900,jpg|9 Road - gravel Barmount Road
incomplete A11.pg

Oncethe lineitemis selected, select the photo to copy/move from the photos section. Click on the
photos button and select copy photo/move photo from the pull-down menu, as shown below.

Photos
[6] UPLOAD TO LINE ITEMS (1) o

3 photos Copy photo to another line item
Move photo to another line item

Application 7 Remove photo from line item
{IT IRC - Lotus Creek

®

® 13/11/2019 09:04:46

8.900.jpg
Postevent @

I IRC - Lotus Creek
®
© 13/11/2019 09:04:48

“ Select phototo ‘ Selectto copy/move phototo another
copy/move. lineitem from the photos button.
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Selectthe current submission or anotherdraft submission from the drop-down listas shown below.

Assign photos to line item

1. Choose line item 2. Choose photo type 3. Review & Confirm

Select a submission and line item l

Filter line items by submission

DRAFT: 000003 | south East Sub 3 | $7054.6 | Reconstruction of Essential Public Assets

DRAFT: 000005 | South East Sub 1| $40177.76 | Reconstruction of Essential Public Assets

—‘ Clicktoview list of ‘ Select current submission or a draft submission
submission. to move/copy phototo fromthe list.

Selectline itemto copy/move the photo to and click next.

Assign photos to line item

1. Choose line item 2. Choose photo type 3. Review & Co m . . .

o e Teen e Click toview list of
lineitemswithin the
selected submission.

Select a submission and line item
DRAFT: 000005 | South East Sub 1 | $40177.76 | Reconstruction of Essential Public Assets v
Line item name Aszset name
000001 Barmount Road
000002 Barmount Road
000003 Barmount Road
R Selectlineitemto
copy/move photo to

and click next.

31

V2.8



Selectthe photo type and click next to continue.

Assign photos to line item

1. Choose line item

s
(9]
I
w
I
=
I
151
T
@

l PRE-EVENT

POST-EVENT

l UNDER CONSTRUCTION I

l COMPLETION

Please inform the type of photo you are assigning to this line item.

MARS | Portal user guide - Activation and submission preparation

Select phototype and click next.

[ | )

View summary of which photo is being movedto which locationand click assign # photos to select line

item button.

Assign photos to line item

1. Choose line item 2. Choose photo type 3. Review

The following 1 photos...

=W

...will be assigned to the following line item...

Asset name

Line item name

000004

..under the Photo Type Post-event

Barmount Road

Reviewsummary before
continuingand clickassign #
photos to selected line item.

<{BACK ASSIGN 1 PHOTOS TO SELECTED LINE ITEM
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4.3.7 Exportinglineitems

Lineitemscan be exported fromthe grid. Only the datain the currentview on the grid will be exportedto
an Exceldocument. To export data select export line items from the more button as shown below.

(] @ vaLiDate MORE ~ [ 7] LINE ITEMS (1) v

Photos [ Import form

[61 UPLOAD TO LINE ITEMS (1) [3) Export line items N

8 Refresh fields

4 photos Validation report
1=

® 16/07/2019 11119:38 ¥ Filter highlighted line items

Only information displayed in the grid will be exported. Referto 4.3.2 Modify view and columns for more
information.

Click OK to confirmyourunderstanding of the advisory message.

Disclaimer

Please note, MARS operates as QRA's controlled data source. Once exported all

The export can be viewed by clicking the Exceldocument downloaded at the bottom of the browser
window.

data is considered uncontrolled.

B DRAFTOD0005_Pre-.xls -

h

Exported line items do not include any hidden columns or filtered information. Refresh browser to clear all
the filters on the grid.

4.4 Include market price before lodgement

If the awarded schedule of rates has beenreceived before the submission has been lodged, the
organisation canupdate the ratein accordance with the schedule of rates.
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4.4.1 Enable market price update

On the line items page, the rate column has been defaulted to benchmark rate and locked as shown
below.

Z REPA - Default View~

Treatment details Cost breakdown

Direct costs

suwnED

Estimate method Treatment Unit Length (m) Width (m) Depth (m} ‘Quantity Rate Value (excl GST)
$23,503.00
Market price Gravel/material supply m3 562.00 6.00 0.050 $30.00 $5058.00 |«
T
@
$10.00 §5,620.00

Market price Heavy formatien grading m 562.00

—‘ Rate for estimate

methodis locked.

If one or more lineitems has an estimate method of market price andanawardedtenderofratesfora
REPA submission has been obtained before lodgement, returnto the details page to unlock the grid. Tick
the market priceboxtounlock the rate columnin the grid as shown below.

Market price Where tender has been awarded prior to lodgement, check this box to enable the rate on

market price lines to be updated as per the schedule of rates. The schedule of rates must

be attached as a supporting document in excel format

Ticking this box will unlock all line items with an estimate method
of market price.

Save before continuing.

8 PRINT m

The line itemswith estimate method of market price have been unlockedand the awardedrate can be
enteredintothe grid.

@ Refer to section 4.1.1 Add supporting documents at the submission level to attach the schedule of rates to
the submission.

4.4.2 Filtermarket price lines

On the line items page, hoveroverthe notifications headerinthe grid to viewthe menuand click to
expand options.

Motifications

!

‘ Hoverand click to view
filter options.
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To filter notifications column, select market price not provided. This will display only line items with the

selectedoptionin the grid.

-
L]

[=] selact Al

RMarket price not provided
P line
Pending response quUeres

Responded gueries

Allmarket price not provided line items are filtered to the top of the grid.

i REPA - Default View ~

Motifications

MARKET PRICE NOT PROVIDED

MARKET PRICE NOT PROVIDED

4.4.3 Update market price

Scrollright to the rate column. Double-clickinthe rate field and enterthe awarded market price as per
the schedule of rates for each line item with a market price not provided.

& REPA - Default View ~

Treatment details

Estimate method Treatment Unit

Width (m) Depth (m) Quantity Rate

Cost breakdown
Direct costs

Value (excl GST)
$23,503.00

Market price Gravel/material supply m3

600 0.050 168.600 E §5,058.00

Market price Heavy formation grading  @m

562,000 §10.00 $5,620.00

MARS can accept rates for market price updates to two decimal places. Ensure the schedule of rates values
match the values provided in MARS before lodgement.
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4.5 Validate dataquality

Validations are automated checks of the submission data against the submission requirements and/or
the DRN data. This is initiated manually by clicking the validate button. Avalidation check must be
completed before a submission can be lodgedto QRA.

The status of the validation check s visible through a traffic light symbol on the side bar beside the
validation checkpage (refertotable belowfor status detail).

DRAFT. G000

Details

Line items (4)
Validation check @
Lodgement

Submission history

Table 7 Validation check status types

Code | Definition

A validation check is required. A submission cannot be lodged until the validation
\alidation check @ | check has been completed. When a change is made to a line item a new validation
check is required.

Validation check has been completed but messages on line items must be

Validation check addressed ora reason entered as to why it cannot be cleared in the comments field
on the line.

validation check @ | Avalidation check was completed successfully with no messages to address.

Anincomplete validation messageisvisible on eachlineitem as shown below.

Motifications Validations Comments Id # Phot... Pre e...

Validations 000002 3
incomplete

To run the validation check, click the validate button onthe line items page.

Details

Line items (4) -] @vauoare [l +new M wmore- [
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During the validation check, the system will display the following pop-up.

Validation check

Validation check in progress (O of 4 line items complete)

0%
Submission is locked until validation check is complete.
If you need to work on this submission, click "Cancel™. By cancelling the validation check the
submission will remain in a state of “validation check pending”. The submission cannot be lodged unti
the validation check is complete.
CANCEL
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The system will continue to show the progress of the check. The submissionis locked until the validation
checkis complete, orif the checkis cancelled.

Validation check

Validation check in progress (3 of 4 line items complete)
] 75%

Submission is locked until validation check is complete

f you need to work on this submission, click *Cancel”. By cancelling the validation check the

subrmission will re

ain in a state of “validation check pending™. The submission cannot be lod

the validation Chedk |5 complete

CANCEL

Please note:
» when avalidation check is cancelled and restarted it will continue where it left off
» subsequent validation checks will only review line items that have been changed since the last
check.

While the check s in progress, you can navigate to other sections/tabsinthe portalor to another
submission.

Applications egional Counc: M A R S

Activation requests Unassigned line items Submis

.

When thevalidation checkis complete,a summary will display as shown below:

Validation check

Validation result:

Lines tota

Lines validated

Lines awaiting validation
Lines validated - messages

Lines validated - no messages

4
Q
CLOSE VIEW VALIDATION DETAILS

Click on the view validation details buttonto navigate to the
validation checkpage.
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If there are no validation message to address the validation check page willappearas shown below.

Home Applications Isaac Regional Council Need help? M A R s ,E,

Activation requests Unassig line items Submissions

brarrooocer | SUDMISSiONS » DRAFT: 00000 (indeveispment
Details
Line items (4)
validation check @ Status Lines total: 4 Lines validated: 4 Lines awaiting Lines validated - Lines validated - no
Lodgement validation: O messages: messages: 4

No validation messages

The outcome of the validation check canalso be viewed on the line items page.

Validations Comments Id # Photos Pre event photos Post event photos
v OK 000001 3 8.700.jpg|8.900,jpg|8.1
Mjpg

If the validation check has failed, the validation result will display error. The following message will be

@ displayed in relation to the error: An unexpected error has occurred during validation. Please contact QRA
support. Thiscan be done by emailing support@gra.gld.gov.au

4.5.1 Address validation messages

Allvalidation messages should be addressed prior to lodgement either by amending the information or
providing acomment that explains the discrepancy.

Validation check —‘ Number of validation
messageson
Validation result: | Complete - review messages submission.
Lines total 4
Lines validated 4
Lines awaiting validation 0
Lines validated - messages [}

Lines validated - no messages

CLOSE VIEW VALIDATION DETAILS

Click on view validation details buttonto navigate tothe
validation checkpage.
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On the validations check page, all validation messages will be displayed. Validation messages canbe
addressedon the line items page (see below) or on the validation check page. There are two ways to

address messages on the validation check page:
1. Bulkedit - message entered will be populatedin the commentsfield onall line items with the

same message.
2. Lineitemedit - message enteredwillbe populatedon a single line item.

Home Applications Isaac Regional Council Need help? M A R s 2
Activation requests Unassigned line items Submissions.
orartiooccer | SUDMISsioNs » DRAFT: 000001 (deisiopment
Details
Line items (5)
validation check Status: Lines total: 5 Lines validated: 5 Lines awaiting validation Lines validated - Lines validated - no
(o} messages: messages: 3

Complete - review messages
Lodgement = g

Submission history
Line items validation message summary Duplicate in submission - This line item is duplicated within this submission. (2 line items)

Duplicate in submission - This 57137240 ® psset Crainage  Cnainage
lne item 1s duplicated within D name Description start ena Vvalue Comment
this submission

000001 mount 8700 9262

Ba
Road

000005 Barmount
Road

Eachmessage must be é Clicktoaddress ‘ Lineitem Clicktoaddress
addressed prior to validation message reference. validation message

lodgementi.e.clearedor in bulk. by line item.
explainedwith a comment.

8700 9262

On the line items page, filtermessages as shown below.

¢

Motifications Validations Comments Id

01 Meszace/s 000001

—. Clickthefiltericonbeside the
column header.

To filtervalidation messages, select the validation message from the filterlist. This will display only line
itemswith the selected message(s)inthe grid.

% Submission details ~

References Asset details 8
=
=
=
w

Notifications Validations — # Phot... Pree.. |Post.. | Type Name
Q1) Messag (=) Select An 4 8.700,jp Road - gravel Barmount Road
No value g|8.900,p
gl9.111,jp
Duplicate in submission
Hplicate in submissio 0 8.700jp FRoad - grave Barmount Road
Duplicate in another submission g|8.900,p
gl9.111,jp

Work before event
Work after expiry

No photo
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Validation messageswill display when selecting the message link invalidations column as shown below.

Validations Comments Id # Photos Pre event photos Post event photos
©(1) Message/s Table drain RHS &000001 & 1 & #2.700,jpg|2.900,pg|2.1
ey
Clicktoview If the validation message cannot be cleared through
validation message. adjusting submission data, use the comments columnto
recordthe reasonthe validation message cannot be
cleared.

An example of avalidation message is shown below.

Validation messages

This line item is duplicated within this

CLOSE

submission.

For additional guidance, refer to my submissionsinthe need help menuin MARS.

4.5.2 Validation report

A validationreport canbe generatedand emailedto the user to help addressvalidation messages. Click
the more buttonand select validation report from the listas shown below.

Details
e ems oy © KNS Chore - [
Walidation check @
Photos Import form [ i ] -
Lodgement

Submission history BRI eaisiilz] A~ validation report will be emalled to you with all the missing
components In the submission

M validation report

L3
Y Filter highlighted line items >
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The validationreportis emailedtothe person who is loggedinto MARS. Click onthe PDF attachment to
download the validationreport.

4 Favorites N Search Current Mailbox (Ctrl<E) J | Current Mailbox ~ L:(‘_ Reply fi:(l Reply All L:_‘) Forward ‘:S IrA
Inbox Al Unread ByDate - Newest b - Thu 23/08/2018 %41 AM
Sent lrems 4 Today Queensland Reconstruction Authority <noreply@qldra.org.au>
Eesidine Queensland Reconstructi... U]

= Submission - DRAFT: 000001 - Validation report
Submission - DRAFT: 008817 - ... 9:41 AM

Please find attached a copy of

To
4

- - A
Inbox 1 Message - Submission-DRAFT 008817-ValidationReport.pdf (13 KB} k
Drafts
[ Sent ltems Please find attached a copy of the submission validation report.
4 Yesterday
Deleted Items

Please note, any missing information or validation messages may result in requests for information
from QRA as part of the assessment process.

4.6 Digitalroad network (DRN) update

When the DRN for your organisation has beenupdatedin MARS, some asset records may be impacted.
Impactedlinesarevisiblein two ways:

e Onthe lodgement page afterrunningavalidation check.

e Within the notification column of each affected line item.

4.6.1 View the DRN change on the submission lodgement page

Afteravalidation check (referto section 4.5 Validate data quality), navigate to the submission lodgement

pageto view lodgementrestriction relating to DRN.

Home Applications Isaac Regional Council

Activation reguests Unassigned lin Submissions Deliver ns
DRAFT: 000001 Submissions » DRAFT: QQQQQ1 (indeveiopment
Details
Line items (4)
validation check @ Submission lodgement @
Lodgement

Submission history

Lodgement restrictions

Lodgement restriction pertainingtoa DRN
update.
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4.6.2 Address impacted lineitems

To addressthe impacted lines, the asset(s) need to be re-selected. Navigateto the line items page and
filterthe notifications column by asset requires re-selection.

% REPA - Default View v

References
D Notifications Market price not provided - id P # Phot...
PM line
O Pending response queries 000001 3

Responded gueries

O Unverified asset 000002 3
Aszet - no chainage
Asset requires re-selection

O 000003 3
Reqguired information missing

Infield

Select asset requires re-selectiontofilter
lineitems.

Impactedlineitemswill display the below notification message.

E] Motifications Validations Comments Id
[:] ASSET REQUIRES RE.SELECTION | Validations 000007
incomplete

Notification message indicatingthe line
itemsimpacted.

To re-selectthe asset, double click the asset name to edit the field.

E] Notifications Validations Comments id # Phot... Pree... Post ... Type Name I

Validations 000001 2 8.700jp Road - gravel Barmount Road
incomplete g|8.900,p
glo-111jp
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Delete the asset name.Begintyping asset name and select it from the drop-down menuas shown below.
Oncethe asset has beenre-selected, the notificationand lodgement restriction willbe removed.

References Bulk upload Asset details
® BarI
Bar Plains Road
E] Notifications Validations Comments id T # Phot... Pre e... Post ... Type Barbours Road
Barcoo Drive |
Validations 000001 3 8.700jp Road - gravel
incomplete g|8.500,p Barker Road
gl9.111ip @ Barmount Road |
[:] Validations 000002 3 8.700jp Road - grave 5 ¢ St Fond
@ Deleteandbegin typing the asset @ sclecttheassetname
name to narrow down the selection. fromthe drop-down list.

4.7 Deletea submission

Deletinga submission is a permanentaction. Submissions should only be deletedif the user does not
intendto lodge that submission atallin future.Analternative to deleting may be to only delete data from
the lineitems page and add new data. To delete a submission, navigate to the submission details page
and scrollto the bottom of the page. Click delete submission as shown below.

‘ QRA COM. Home Applications Isaac Regional Council Need help? M A R S o
Activation reqguests Una d line items Submissicns Delivery programs
Description &
DRAFT:: Q000m Uploaded date
Constructi tart dat Ac —_—
Details onstruction start date =] tions & DOWNLOAD ‘ | WDELETE ‘
Line items (4) ——
Validation check @ bm
d = Submission description Gravel Road damage
Lodgement

Submission history

Market price [ ] Where tender has been awarded prior

to lodgement, chi this box to enable

the rate onm

t price lines t

updated as per the schedul rates.

The schedule of rates must be

attached as a supporting document in

excel format

Required on save

DELETE SUBMISSION

A submission’s unique sequential number (for example: IRC.0001.1718G.REC) will not be regenerated
once the submission has been deleted.
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On the advisory message, MARS requires the user to manually input the draft submission number to
avoidaccidentaldeletion. Enter submission numberand click delete as shown below (this action cannot

be reversed).

Delete Submission - DRAFT: 000001 ?

Are you sure you wish to delete submission DRAFT: 000001 ?

Warning:

+ Allline items, documents and photos related to this submission will also be

deleted.

If you wish to continue, please type the submission to confirm:

DRAFT: 000001 |

Enter submission number.

@ If the submission number is not entered correctly in the above advisory message, the delete option will be
greyed out and unavailable for selection.

4.8 Lodgement

In order to proceed with lodgement, all required information must be provided. Lodgement restrictions
and warning messages will display. Lodgement restrictions must be addressedto lodge the submission.
Lodgementwarnings will not restrict submission lodgement, but missing information mayresultin
requests from QRA during the assessment process.

DRAFT: 000001 Submissions » DRAFT: OO0O0OQOT ' indevelopment

Details . Clickon the

Line items (4)
validation check @ Submission lodgement lOdgement page.

Lodgement

Submission history
Lodgement restrictions

A A submission contact has not been chosen.

Lodgement warnings

Please note that the s ssiol y not meet the minimum requirements for

t addit:

may still be able tc
which may imp-

Please confirm all supporting evidence has been included in the
submission, or advise of the alternate method for providing.

‘ If submissionrequirements have Warning messages will not restrict submission
not beenmet,a message will lodgement, but additionalinformation may be
displayin red. requested by QRA.
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On the lodgement pageadd submission contact and details, as shown below.

© Submission lodgement

Lodgement restrictions Any lodgement restrictions identified must be resolved before you can lodge this
submission.

A A submission contact has not been chosen l Lodgement details EDIT SUBMISSION DETAILS

Submission contact Select contact v

Lodgement warnings

All evidence to support this claim has been provided

Please confirm all supporting evidence has been included in Supporting evidence
the submission, or advise of the alternate method for alternate lodgement
providing method
—. Ensureall *fieldsare Tick to confirmall evidence to If the above is not ticked, the
enteredin orderto support this claim has been systemrequiresthatthe alternate
lodge a submission. provided within this MARS methodfor supplying information
submission. isrecordede.g. USB.

When alllodgement restrictions have been addressed, the submission canbe lodged. The submission
should be lodged by the CEO (or accountable officer witha MARS accessrole of Organisation Executive),
to certifythatinformation has beenreviewedand approved.

Submission lodgement

Lodgement restrictions Lodgement detalls EDIT SUEMISSION DETAILS
+ No lodgement restrictions identified. Submission contact Eric Engineer
— o
Lodgement warnings Supporting evidence All evidence to support this claim has been provided
+ No lod nt warnings identified ; .
o lodgement warnings identified Acknowleagement 1, certify that:
« the funding approved will only be used for the spec
restoration of eligible essential public assets in acco C
with the Commenwealth Determination and the Gueensland
Disaster Relief and Recovery Arrangemants
+ the proposed/completed restoration works are requirsd
cified location(s) as a direct result of an activated
true and accurate record
of the event related ets
+ the submission excludss ¢ gible under the
NDRRA arrangements and all the amounts claimed are
exclusive of GST
- the submission is a true and accurate record of the works
required to repair event related damage
« a3 tne delivery agent, we are aware that the treatments  +
@ 4 1 AGREE
. Allrestrictionand The legaldisclaimerrequires the person Clicktolodge
warnings have been lodging the submission to certify that all submission.
addressed. informationistrue and correct.

Refer to MARS validations underadditional resourcesonthe need helpmenuin MARS for more
information.
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Afterlodgement, the submissionis assigneda unique reference number. Inthis example the reference
numberis IRC.0051.1718. The status of the submission has been changedto lodged, as shown below
and is now with QRA for action.

Activation requests Unassigned line items Submissions
IRC.0051.1718F.REC Submissions » IRC.0051.1718F.REC 2B

Table 8 Submission progression status definitions

Approved QRA CEO has approved following assessment.
Lodged Submission has been lodged and is awaiting approval.
In development A lodged or draft submission is with council for review.

Initiated by QRA in consultation with the organisation. Organisation does not intend to
re-lodge under the same event. If event name needs to be changed, a submission is 100

Returned per cent ineligible or there is a superseded error, the submission will be returned rather
than withdrawn.

Withdrawn Initiated by QRA. Organisation intends to amend and re-lodge.

In-field Submission is part of an in-field assessment.

For additional guidance, refer to my submissionsinthe need help menuin MARS.

4.8.1 Re-lodge a withdrawn submission

When an amendment to a submission is required, QRA can withdraw a submission to enable the
organisationto make changes. Contact support@qra.qld.gov.auto request the submissionto be
withdrawn, or alternatively you may be contacted if QRA requires a submissionto be updated.

To begin updating a withdrawn submission click to open the withdrawn submission from the submission
list, then click re-lodge as shown below.

Activation requests Unassigned line items Submissions Delivery programs

reoosimerree SUPMIssions » [RC.0051.1718F REC CE===d

Clickyes to confirmyourunderstanding of the advisory message.

Re-lodge Submission

Do you wish to re-lodge this submission?
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The submissionwill be returnedto in development to update. Click ok tothe advisory message as shown
below.

Submission under construction.

Your submission is still under construction and will be ready shortly. Please come back in a few minutes.

[ Click refresh in the browser window to update data. ]

The submission displays the newversion and is ready to be updated.

Submissions »IIRC.OOH.W92OCIREC: DRAFT (dssisnes [ & pent | asave |

Version number: 2 ‘ Previous recgmmended value:$0.00

Submission value: $40,177.76 Revised recommended value: $0.00

Phase: re-approva Previous appyoved date: N/A Submission date lodged: MN/A Revised recommended date: N/A

Submission displays Submission number is Withdrawn submission s
a newyversion retainedforthe life of returnedto in development.
number. the submission.

New assets cannot be introduced to a withdrawn submission. Please create a new submission forany new
assets. New line items can be added to a withdrawn submission if the asset already exists in the
submission.
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5 Respond to assessment queries

Aftera submission has beenlodged, anew page is createdto respond to assessment queries raised by
QRA. The nominated submission contact will receive an email notificationthat there are queriesto
address. Queriesrequiring a response canbe accessedonthe pending queries page as shown below.

IRC.0018.1819L.REC . .
i Submissions » IRC.0018.1819L.REC o
Line items (4)
validation check @ Line item queries
Lodgement
g T =) —® Barmount Road - 8700 to 9262 (Id: 000001)

Submission history

Please provide further evidence (i.e. maintenance
records), to support the claimed road width of 6m. [ ]

Barmount Road - 9262 to 9937 (Id: 000003)

Please confirm treatment required - description states
bulk fill but treatment requested is heavy formation

grading

-. Clicktoview} Assetname, 6 Type a descriptive Buttonsto upload a document

pending chainageandline  responseto the and photo, save progress or
queriespage. itemlocation. query. lodge individually.

Bold italicised text (withablack border around query answer box) indicates a change was made but not yet
saved.
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5.1 Filteringline item queries

To viewline itemswith queries, return to the line items page andfilter line items. Hover over notification
headerand click on the menuicon.

Details

—® Line items (4)
Validation check @
Lodgement
Pending queries (2)

Submission history

—‘ Clicktoview line

itemspage.

Selectfilteroption fromthe list. The selected optionfilters the grid to display selection.

E] Notifications ‘l.

(D‘%mm

MORE v LINE ITEMS (1) ~

Photos Queries

% REPA - Default View ~
B

[E] Notifications = Validations Comments

|

Hoverover notifications
headerand click menu.

Pending response queries
Responded gueries
Unverified asset

Asset - no chainage

fromthe list.

‘. Selectfilteroption ‘ Selectiondisplays

in the grid.

[ Submission queries do not require aline item to be selected.
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5.2 Viewing queryresponses

Once query responses are lodged to QRA, they will no longerappearon the pending queries page.
Responses can be viewed on the line items page inthe queriestab. Referto section 5.1 Filtering line item
queries for more informationand select responded queries from the list.

Line items (4) l
Validation check @
Lodgement
Pending gueries (1)

Submission history

m LINE ITEMS (1) v

Photos Queries| @

0000071 e
Compliance - Nov 13, 2019

Please provide further evidence (i.e
maintenance records), to support the
claimed road width of 6m

% REPA - Default View v

®_

!

=
B Notifications Validations Comments
‘# 1 RESPONDED. v OK

Clicktoview line
items page.

Clickthe queries
tab.

Selectlineitem
with the query
notification.

Viewquery and
response.

For additional guidance, refer to my queries inthe need help menuin MARS.
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6 Assessmentoutcome

Following assessment QRA sends a detailed assessment outcome report. Once the submission has been

approvedthe assessment outcomeisavailable toview. On the line items page, scrollto the right of the

grid to viewthe assessment outcome (blue headings).

& REPA - Final Outcome View - Default v

B
Assessment outcome
Assessed area Recommended treatment
Start X Start ¥ End X End ¥ Chainage Start Chainage End Treatment Unit
148.225114 -21.99608 148.225191 -21.99629 7,150 7,180 @ Heavy formation grading @im3
incorporating 50mm of
imported material
148325114 -21.99608 148325191 -21.99629 7,150 7,180 @Gravel/material supply m3

Lineitemscan be exportedto excelas needed.

Approved values

Rate

$95.00

$30.00

Length...

30,00

30.00

Width ...

7.00

7.00

Depth ...

0050

0.030

Quantity

10.500

10,500

Total value
$8.482.50

$997.50

$315.00

F m
suwnjoy jit

sy -4

Refer to sections 4.3.2 Modify views and columns and 4.3.7 Export line items for more information.
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7 Estimate updates

The term estimate updates refersto changesto the estimated reconstruction costs of Reconstruction of

Essential Public Assets (REPA) submissions under Disaster Recovery Funding Arrangements (DRFA).
Estimate updatesinclude:

market price update (@pproved submission)
scope change

estimate method change
reprosecutionrequested by council.

AlLREPA submissions and estimate updates must be lodged with QRA within nine (9) months (by 31
March) following the financial year of the disaster. Applicants should seek advice from their QRA
RegionalLiaison Officer priorto requestingandlodging an estimate update.

Please referto MARS Portal user guide — Estimate updates on the QRA website for steps to complete an
estimate update.
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8 Manage submission data in unassigned line items

The unassigned lineitemstabisa designatedarea to sort and group line items for REPA submissions
prior to creatinga submission.

Creatingunassignedline items may be a suitable option if:
e the eventhasnot yetbeen activated but the organisation would like to start capturing
submission data
e the organisation has not yet decided how to group line items fora submission.

Navigate tothe unassigned line items tab. Select submissiontype as shown below.

Home Applications Isaac Regional Council M A R S .":i.
Activation requests Unassigned line items Submissions
Unassigned line items Select a suomission type R

Select a submission type

Reconstruction of Essential Public Assets

The stepsto add line items tothe unassigned lineitemstab are the same as the submission process.
Unassignedline items do not have any rates or values. This information will be available when data is
movedto a draft submissionand the event has beenselected.

Referto the following sections when using the unassignedline itemsarea:
e 4.2.1 Import lineitems

4.2.2 Manuallyadd a lineitem

4.2.3 Bulk photo upload

4.2.4 Manually add photos to line item

4.3 Manage lineitem data

For additional guidance, refer to my unassigned line itemsin the need help menuin MARS.

54

V2.8



