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1. Prepare a Progress Report

A monthly progress report for each delivery program is required by QRA during the delivery phase of
approved estimates-based submissions (including those where a payment is not being claimed).

Table 1 Progress report progression

Progression Definition
Draft The progress report has been created and is in draft until lodged.

The progress report has been certified and lodged by an accountable
Lodged . ) .

officer and is under assessment until approved.
A The assessment of the progress report has been completed and the

pproved

outcome approved.

The assessment of the progress report has been stopped and the
Returned o : .

organisation can resolve any issue in the next progress report.
Deleted The draft progress report has been deleted prior to lodgment.

Note the following in relation to exporting and importing a progress report:

there are no limits to the number of times a draft progress report can be exported and/or
imported.

the most recent import is saved in MARS.
subsequent exports will retain the most recently imported information.

if more than one person is working on a progress report, manage versions outside of MARS so
as to not overwrite someone else’s work.

A submission approved after a progress report is created will be added to the next progress
report.

Before lodging, export the draft Progress Report, update it, then import it. This triggers MARS to run
validation checks on the data in the report.

Recommendations:

Ensure pop ups are enabled in your internet browser (Google Chrome is recommended)
Use a new export template for each Progress Report
When lodging a new progress report, ensure the previous progress report has been approved

The progress report number on the import summary sheet must matches the progress report
number on the portal

Asset names in the Progress report are part of the submission in MARS
The Treatments sheet on the Progress Report excel file is up to date
Actual expenditure to date has been entered

The Physically complete % has been entered

Only % values have been entered into a % column

For any questions or technical issues please contact support on 3035 6994 or support@gqra.qld.gov.au). -5-
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e Only whole number percentages (%) are used
e Each delivery line item (assets and tasks) has forecast start and end dates
e The forecast start and end dates are after the actual event start date

e The estimated cost to complete has a value for each delivery line item (if there are no more
costs to complete for a line item, enter 0)

e All approved assets are included in the progress report

e Evidence of any expenditure is included in the supporting documentations as, .xIs, .xIsx or .txt
format

e When lodging, select the checkbox to indicate all evidence has been provided

o |f a Briefing Note is to be created, ensure that a payment claim has been set

1.1. Review Delivery Programs

Select Delivery Programs from the left side menu to view the list of all delivery programs. Select the
delivery program.

Need help

Delivery Programs

Croydon Shire Council

Organisation ‘ | Submission types Current/Active programs

raiiadicscipstiotc Name Submission type Financial year

Activated events 2018-2019

Applications

Program progress

Expressions of interest
Unassigned line items
Submissions

Delivery programs

Transaction register

The delivery program is displayed with two information tabs:
e Progress Reports — all progress reports created to date and their status

¢ Submissions — all approved submissions included within the delivery program

Select the Submissions tab, then select a submission from the list:

Need help

\ AUTHORITY

Organisation Delivery program CrSC - REC - 1819

Submission type n of Essential Public Assets
Digital road network Financial year 2018-201¢
Activated events R
Applications CrSC.0046.1819MREC [ra) s $86,493.94 $81,30431 $0.00 $0.00 s913
Program progress 1BIOMREC  (iragrese netterment sub 3 - EU $1146.2 $0.00 $0.00 $0.00 $
Expressions of interest In Progress repa betterment - regression v $26,646.12 $0.00 $0.00 $0.00 $
Unassigned line items test Maree - pluging $27,078.69 $0.00 $0.00 $
Submissions e MARARA $516.66 $0.00 $0.00 $
Delivery programs In Progy 8 $0.00 $0.00 $
Transaction register @ DOT .1 final $158.010.63 $124,263.18 $0.00 $000  $124.2
§2,338,294.38 $1,900,206.98 $0.00 $199,18.24 $2,099.3:

»

For any questions or technical issues please contact support on 3035 6994 or support@qra.gld.gov.au). -6 -
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The approved values are grouped by asset (except the project management percentage, which is

displayed separately for reporting progress).

Wl Need help J

Delivery Programs » CrSC - REC - 1819 > Submissions » CrSC.0053.1819M.REC

Appiications

1.2. Create a Progress Report

To create a progress report, select + Create Progress Report from the Progress Reports tab (you

can only create a new progress report when there are no progress reports in draft).

QRA & Need help J
Delivery Programs » CrSC - REC - 1819 o

Delivery program

Croydon Shire Council

Organisation
Submission type

Digital road network
Financial year

Activated events

Applications Date lodged Payment claim

Program progress

ressions of interest

Unassigned line items

Submissions

Delivery programs

Transaction register

50006000

The progress report consists of the following tabs:
o Details — progress report details and supporting documents

QRA ; Need help J
a| Delivery Programs » CrSC-REC-1819 > | o
CrsC - REC a19

Croydon Shire Council
Delivery program

Organisation
Submission type

Digital road network Financial year

Progress report

Activated events

Details Submissions Assets Treatments

Applications
Sh e ol o v
PresarakT) prodress Progress report details Supporting documents (0)

R - Mame CrSC.PR2B.1B19.REC
Expressions of interest Ma + ADD DOCUMENTS

Crsc - REC - 1819

Unassigned line items

Submissions
Delivery programs ease attac enta
progress repor

Transaction register

-

-

For any questions or technical issues please contact support on 3035 6994 or support@qra.qld.gov.au).
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¢ Submissions — all approved submissions within the selected progress report

Need help
_ ) Delivery Programs > CrSC - REC - 1819 » Pr..
Croydon Shire Council
Delivery program CrsC - REC - 1819

Organisation

Submission type ion of Essential Public Assets

Digital road network

Financial year

Progress report CrsC.PR29.1819.REC (B
Activated events 7 "

Details Assets  Treatments  Lodgement
Applications
Estimz
Program progress Actual Accrued cost
QRA submission Rec i comp
number Progression Organisation reference value (RV) to date to date (ECY
Activation requests
Cr5C.0006.1819M REC @ 6-1f3e-42ca-b493-fb. $171570.06 $0.00 $
Expressions of interest
CrsC.0007.1819M REC @ 3-4478-bf52-68... $0.00 $
Unassigned line items
Cr5C.0009.1819M REC @ test $146,225.73 §146,225.73 $0.00 $
Submissions
CrsC.0012.1819M.REC @ test $37,670.91 $0.00 $
Delivery programs
Cr5C.0013.1819M.REC @ test $37,039.24 $0.00 $
Transaction register
CrsC.0014.1819M.REC In Progress test $90,838.40 $81,754.56 $0.00

e Assets — a list of assets from the selected submission within the progress report

Need help
, , Delivery Programs > CrSC - REC - 1819 > Pr.. & ExpoRT
Croydon Shire Council -
Delivery program Crsc - REC - 1819

Organisation

Submission type Reconstruction of Essential Publi ts
Digital road network Financial year 2012-2019
Progress report CrsC.PR29.1819.REC (B

Activated events

Details Submissions Assets Treatments Lodgement

Applications
Submission

Program progress CrSCOO131819MRE]  +

Activation requests

Project
funding Estimated
Expressions of interest amount Actual Accrued cost to Estimated
Asset Project  (incl trigger  expenditure  expenditure  complete final cost
number Asset name title point) to date to date (ECC) (EFC) Cost variance

Unassigned line items

$427.75 $0.00 $0.00 $427.75
Submissions
$7,2341 $5.787.29 $0.00 $0.00  $578729  -$1.446.82
Delivery programs
$62879 $503.03 $0.00 $0.00 $503.03 -$125.76
Transaction register
$12,580.83  $10,064.66 $0.00 $0.00 $10.06466  -$2,516.17

o Treatments — a list of treatments from submissions in the progress report (Reconstruction of
Essential Public Assets only). This can be filtered by submission and asset.

Need help
_ ] Delivery Programs > CrSC - REC - 1819 > Pr.. & EXPORT
Croydon Shire Council
Organisation Delivery program CrsC -REC -1819
Submission type Reconstruction of Essential Public Assets

Digital road network Financial year

Progress report
Activated events “ "

Details Submissions Assets Treatments Lodgement
Applications
Submission Asset
ERgrmEiogress CrSCOOI41819MREC  +  Golden Gate Road| v
Activation requests
QRA submission Line item Asset Chainage  Chainage
Expressioms of interest number reference Asset name number start end Treatment Quantity
. CrsC.O014.1819MREC 000009  Golden Gate Road  R21 1 51 Bitumen spray seal, 2-coat 375
Unassigned line items
CrSC.OO0M4.1819MREC 000010  Golden Gate Road ~ R21 1 51 Bitumen spray seal, 2-coat 375
Submissions
CrsC.O0M.1819MREC 00001 R21 1 51 Light formation grading 50
Delivery programs
CrsC.OOM4.1819MREC 000012  Golden Gate Road  R21 1 51 Heavy formation grading 50
Transaction register
CrSC.O0M4.1819MREC 000013  Golden Gate R21 1 51 Repair road signage 50

For any questions or technical issues please contact support on 3035 6994 or support@qra.gld.gov.au). -8-
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¢ Lodgement — validation restrictions and warnings to address before lodging progress report to
QRA.

'l Need help

Delivery Programs » CrSC- REC - 1819 » Progress reports » CrSC.PR29.1819.REC em
‘Organisation -
Digits! 10ad networ

Activated svents

Applcations
Program progress
Actation requests
Expressions of interest
Unassigned iine tems.
Submissions
Oeiivery programs

Transaction register

1.3. Export a Progress Report

To update the progress report, you must export it as an excel file by selecting Export. You can
choose to have a link of the progress report emailed to you, by selecting Email Report and Close on
the export popup or you can choose to wait for the report to be created.

3

Exporting progress report

Sending to server

@ If you select to email the report before this process has completed an email
containing the download link will be sent to you on completion.

EMAIL REPORT AND CLOSE

For any questions or technical issues please contact support on 3035 6994 or support@gqra.qld.gov.au). -9-
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1.4. Update Progress Report

Updates to the progress report are completed in the exported file. The exported Progress Report
includes a summary sheet tab with values per submission, a tab for each submission and a treatment
tab consisting of all treatments included in the progress report.

The filename should not be changed as changing the filename will impact progress report import and

validation checks.

Summary sheet

Croydon Shire Council

[North & Far North Queensiand Wonsoon Trough, 25 January - 14 February 2019

Submission details [ —— Program
Prolect MMdN ¢y pongitureto  ACCUSd | ESEMAled Cost poinatoq final Costvariance  Costvariance Forecast Actual Per cent
QRA submission number Organisation reference Progression S ate | SXPendiieto focomplete  Toogiprc)  againstRV  againstRy | FCecosstart Acalsrt - conenon  completion  complete
trigger point) date (ECC) d aate et et
s $ $ $ $ $ %
1 - - - - - - - - - - - - - - -
1 CrSC.0006.18191.REC 98280060 113e-42Ca-D493-03BCD3436 Final 57450568 | 58578503 5000 5000 58578503 | $11,18935 |  15.00% | 01-Jan-2020 | 01-Jan-2020 | 08-Jan2022 | 08-Jan2021 0%
s CISC0007.1819M.REC ~45c51010-3003-448-0152-688301 55026 Final 56503538 | $127.790.01 5000 5000 $12779001 | 54275453 | 5028% | 01-Jan2020 | 01-Jan2020 | 04-Jan2022 | 05-Feb-2020 73%
= C1SC.0009.1819HREC test Final 14622573 | 14622573 | 000 5000 14622573 | 000 000% | 17-Aug2021 | 17-Aug:2021 | 19-Aug2021 | 19-Aug2021 100%
- CrSC.0012 18191 REC test Final 53767081 | 53390382 5000 5000 5390382 | 5376709 | 1000% | 01Jan2020 | 01Jan2020 | 06-Jan2020 | 06-Jan2020 |  100%
1 CISC0012.1819M.REC test Final 53702024 | 52053138 5000 5000 52063138 | 5740785 | -2000% | 01Jan2020 | 01Jan2020 | 06-Jan2020 | 06-Jan2020 |  100%
N CISCO014.1819MREC st In progress 59083840 | 58175456 5000 5200000 | $13574456 | 54400616 | 49.44% | 01an2020 | 01-Jan2020 | 04-Jan2024 o ||
» Summary sheet | CrSC0006.1819MREC | CrSCODOT.IBISMREC | CrSC.0009.1819MREC | CrSCOD12IBISMREC | CrSCODI3IBISMREC | CrSC0014.1819 .. [« ] ]

Grey cells are locked because these are automatically updated or the progression has been set to
final, and white cells can be populated to reflect the current progress. The following columns in a
submission sheet require mandatory inputs prior to the first import for all draft progress reports:

e estimated cost to complete (ECC)

o forecast start date

o forecast completion date

¢ confirmation when a treatment is complete

Line items with zero value (not recommended during assessment) will not appear in the progress

report.

Submission: CrSC.0014.1819M.REC
Event: Norih & Far North Queensfand Monsoon Trough, 25 January - 14 February 2019
in progress

Progression:

Submission details Expenditure

Projectfunding  Actual Accrued  Estimated cost

Forecast start

Actualstart  Forecast

Actual

Physically

Changein

Estimated final Costvariance ~Costvariance completion  completion  complete. scope? Additional or supporting commé
pa— Assetname amowt(ncl | expentitireto expentitreto weompete | =0y CIGtl® Cgineny  dale date = =
trigger point) e dats )
$ $ $ $ $ $ % YIN
o R Beacn Road Ssarata | ooz | soon | sarooo | srasiaoz | steasmes | zaesw | ovderzo | ooz | ordsnzoze ) N
13 R21 Golden Gate Road $8,008.09 $7,20728 $0.00 $123.00 $733028 -8677.81 -8.46% 02-Jan-2020 02-Jan-2020 02-Jan-2024 43% N
1 R39 Tabletop Road $17,573.45 $15,816.11 $0.00 $123.00 $15,939.11 5163434 -9.30% 03-Jan-2020 03-Jan-2020 03-Jan-2024 43% N
= RIBEE T ROt 57,1239 5640115 000 $3243200 | $3383315 | $3172076 445.99% 04-Jan-2020 | 04-Jan-2020 | 04-Jan-2024 43% N
16 $90,838.40 $81,754.56 $0.00 $53,990.00 $135,744.56 $44,906.16 49.44% 01-Jan-2020 01-Jan-2020 04-Jan-2024 43%
o
4
19
»
2 -l
« . | Crsc.0006.1819M.REC €rSC.0007.1819MREC CrSC.0009.1819M.REC CrsSC.0012.1819M.REC CrsC.0013.1819M.REC CrSC.0014.1819M.REC CrsC.001! ... [ ]

For any questions or technical issues please contact support on 3035 6994 or support@qra.gld.gov.au).

-10 -
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1.5. Import Progress Report

To import the progress report, select Import and when the import is complete, select Close.

Import complete

Progress report has imported successfully

(D If you close this window before the
import has finished an email
containing the results will be sent to

you on completion.
CLOSE

After a progress report has been imported, MARS will automatically populate and display the percent
complete and comments provided in the imported progress report on the Treatments tab.

Validation Issues on Import

If MARS encounters any issues on import, a validation advisory message displays. Select Download
Form to open the new version of export from your downloads. The validation sheet summarises the
issues with a hyperlink to address each message. Continue until all messages have been addressed.

Importing error

Import form has validation issues. Please download form to resclve each error on the validation
sheet and re-import the form

@ If you close this window before the import has finished an email
containing the results will be sent to you on completion.

DOWMNLOAD FORM ‘ CLOSE

For any questions or technical issues please contact support on 3035 6994 or support@gqra.qld.gov.au). -11-
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1.6. Add Supporting Documents

When a payment is required, a general ledger document must be added to the progress report. Select
Add Documents from the Supporting documents tile on the Details tab.

QRA

Croydon Shire Council

Delivery Programs » CrSC - REC - 1819 > Progress rep... & EXPOR

Defivery program CrSC - REC - 1818
Reconstruction of Essential Pubiic Assets

Orgarisation

Digital road network 2018-2019

CrSC PR22 1819 REC @il

Activated events
Details  Submissions  Assets  Treatments  Lodgement
Applications
Bl proaTen Progress report details Supporting decuments (0)
Expesssans af lerest Name CrSCPR2E1BI9REC
Deivery program CrSC - REC - 1819
Unassigned line items
Date lodged
Submissions Contact
s s Please attach any documentation to support the progress
report

Transaction register

Navigate to the file and select Open, then select | Agree on the Acknowledgement popup to confirm
your understanding of the advisory message.

Acknowledgement

I understand that all documents attached to this Progress report will b removed
from the portal after lodgement and stored within QRA's Record Management

System.

Complete the Document details form (ensure to select General Ledger for payment evidence)

Document details

submission_form_-
_repa_pre_approval_7_june_2021_version_1_2 xisx

Decument type

Business Case

Centfication

Cover Letter and Submission Documents
Enginesring Report

Genel edger

Description

Gene:
Other

Tax Invoice

Video

TMR photo report
Schedule-of-rates
Expression Of Interest
New Document Type

Select Proceed to add the document.

For any questions or technical issues please contact support on 3035 6994 or support@gqra.qld.gov.au). -12-



OFFICIAL

1.7. Lodge Progress Report

The Lodgement tab displays any restrictions and warning messages. These must be addressed prior
to lodging the progress report. Lodgement warnings will not prevent the progress report from being
lodged, but missing information may result in requests from QRA during the assessment process.

On the lodgement tab, select a Lodgement details contact, payment claim and supporting evidence
details.

When payment claim is set to no, it is acknowledging that Queensland Reconstruction Authority will
not:

* issue a payment as a result of this progress report
» provide any further correspondence in relation to this progress report

When all lodgement restrictions have been addressed, the progress report can be lodged. The
progress report should be lodged by the CEO (or accountable officer with the permission to lodge) to
certify that information has been reviewed and approved.

Select Lodge Progress Report to lodge the progress report.

Details Submissions Assets Treatments Lodgement

Progress report lodgement

Lodgement restrictions Lodgement details
+ No lodgement restrictions identified. Contact Denise Knudsen
Payment claim This progress report includes a payment claim

odgement wamings o\r’es (:) No

Supporting evidence All evidence to support this claim has been
provided
Acknowledgement I, Jo Ransome certify that:

st time, expenditure and

payment claim to No.

] LODGE PROGRESS REPORT

Required on lodgement.

After lodgement another draft progress report can be created, but it cannot be lodged until the
previous progress report is approved.

For any questions or technical issues please contact support on 3035 6994 or support@qra.gld.gov.au). -13 -
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1.8. Mark Submission as Final

Recommendations
e The estimated cost to complete and the accrued expenditure to date for all line items is $0.00
¢ Any line items that have a change of scope have a reason for change included

e On the lodgement page, the checkbox to confirm that this report contains one or more
submission that are final has been selected

To upload completion photos during the closeout submission process, use photo references in
submission line items. The photo file name or folder name must be populated in the completion photo
reference column in the Treatments tab of the progress report. The requirements for photo references
are:

+ the cell may contain several photo names, with each name separated by the | (pipe) symbol within
the cell (any spaces between the pipes are treated as part of the file name)

» photos must be uniquely named i.e. one unique file name per photo

» each file name must be less than 100 characters

2
3
4
5
6 Progress

Per cent Completion

Length Quantity complete Comment photo
7 reference
8 %
o = = = = = = = =
10 d material 50 2 1 100 0%
- 50 15 75 0%
B 50 50 0%
- 50 0%
®
4 .. | CrsC0100.1819EREC | CrSC.0113.1819EREC | CrSC.O114.1819EREC | CrSCO115.1819EREC | Treatments | Working 1 | Working2 | Working

When an asset is marked to be 100% complete on a submission worksheet, all the treatments for that
specific asset (on the Treatments worksheet), are also marked at 100%.

For Betterment, the assets on the Treatment worksheet are grouped and updated by Project Title.

Select a Submission worksheet, enter completion expenditure and date, set the Actual completion
date, set the Physically complete to 100% and change the progression to Final.

" N o 3 a R s [

" 0 @ o € G 5 H i 1 3 L
3
Submission - monthly progress reporting
3
s
Wonsoon Trough. 25 Januan - 14 February

s68751 588751 5000 5000 568751 5000 000% | 0tJan2024 | 154ug2023 | 01Jan2024 | 01-sep2023 | 100%

5758200 | 756200 5000 5000 5758200 5080 001% | 02uan202¢ | 154092023 | 02Jan-2024 | 01-8ep2023 | 100%
569290 550000 5000 5000 550000 519290 2784% | 03an2024 | 15-ug-2023 | 03Jan202¢ | or-sep2023 | 100%
Project 1 5358808 | 5240000 5000 5000 5240000 | 5118308 | 3341% | 04an2024 | 15hug-2023 | osan202¢ | ot-sep2023 | 100%

Project 1 5397933 | 120000 5000 5000 5120000 | 5267933 | 8907% | 05uan2024 | 15hug2023 | osan-202¢ | ot-sep2023 [ 100%

Project 1 5833150 | 51234500 5000 s0.00 s1234500 | s4013.41 4817% | 05uan2024 | 15492023 | Osan-202¢ | ot-Sep2023 [ 100%

Project 1 1363 | so0000 5000 s000 o000 | sri6a | s | ruanzoes | tsugaozs | orumaozs | ovsecom | o0
5 s2607069 | sz5a1as | s000 000 | szsarasi | stots | 293% | Oran02d | 15Au2023 | 07san2024 | Ot-sep20zs | 100%

. | CrSC.0054.1819M.REC 55.1819M.RE 53.1819MRE 1819M.RE m.mmTmeny Working2 | Working 3 « T T o

For any questions or technical issues please contact support on 3035 6994 or support@qra.gld.gov.au). -14 -
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1.9. Delete a Progress Report

A progress report may need to be deleted if it was created accidentally, or new approved submissions
become available and need to be added to the current report. To delete the current draft progress
report, click the delete button on the progress report page.

Delivery Programs »> CrSC - REC - 1819 > Progress reports » CrSC.PR30.1..

Delivery program CrSC - REC - 1819

Submission type Reconstruction of Essential Public Assets
Financial year 2018-2019

Progress report CrSC PR30.1819 REC (Sisib

Details Submissions Assets Treatments Lodgement

Progress report details Supporting documents (0)

N CrSC.PR30.1B19.REC
e ! + ADD DOCUMENTS
Delvery program CrSC -REC - 1819
Date lodged
Contact

Please attach any documentation to support the progress report.

Any progress included in this progress report will be deleted. Select Yes to confirm you understand
the advisory message.

Delete progress report

Are you sure you want to delete this progress report?

The deleted progress report is displayed in the progress report list with a Progression state of
Deleted.

Delivery Programs » CrSC - REC - 1819 o

Delivery program CrSC - REC - 1819
Submission type Reconstruction of Essential Public Assets
Financial year 2018-2019

Progress Reports Submissions

Frogress report name

Date lodged Payment claim Progression -
CrSC.PR30.1819.REC @ Yes
Cr5C.PR29.1819.REC 25/09/2023 Yes
Cr5C.PR28.1818.REC Yes
CrSC.PR27.1818.REC 09/08/2023 Yes )

For any questions or technical issues please contact support on 3035 6994 or support@qra.gld.gov.au). -15-
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2. Early Closeouts

Close out submissions are only created once all of the assets have their “physically complete” values
set to 100% on the final progress report and the submission is deemed to be completed (or Finalised).
The time taken to reach the completed stage may take a long period of time. When construction to
resolve damage to all assets takes some time to complete, it can be difficult to accumulate and
process photos and other information for it to be added to the close out submission at the end of the
process.

An early close out (EC) is a draft submission that can be generated to prepare close out lines before
an actual close out submission is created. This is useful in cases where a submission has two or
more assets and the submission might be delivered over a long period of time.

The purpose of the early close out (EC) is to show lines for those assets in the progress report that
have been set to 100% “physically complete” so that evidence like photos, comments, new lines,
changes to scope can be added for that asset’s lines.

When the close out submission is created at the end of construction, all changes and updates
(including photos) will be copied to the close out submission.

Note: Early close out functionality is only available for REPA and REPA / Betterment submission
types.

2.1. Create an Early Close Out

Early Close out drafts can only be created if one or more assets in a lodged REPA progress report
are set to 100% physically complete. Once this progress report has been lodged, go to the
Submission menu item and open the list of submissions. Select the last Approved submission for
which you would like to create an early closeout. When opened, the submission will have a button
called ‘Early Closeout’ on the top right hand side.

JESC.0008 1819E REC € |

Click the Early Closeout button and agree to creating a Close out submission.

Note: For any submission, the early close out only needs to be created once.

2.2. View and prepare an Early Close Out

Early close submissions are opened via the delivery program for which the progress report was
created. Click on Delivery Programs and then select the correct REPA funding program year

Get Read)

Click on the Closeout Preparation tab. This tab will contain all early close out drafts for the selected
program.

For any questions or technical issues please contact support on 3035 6994 or support@gqra.qld.gov.au). -16 -
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Delivery Programs > GoRC - REC - 2324 > Closeout Preparation

Click on the submission for which you would like to open the early close out. A submission draft is
opened and shows the phase of Early Close out.

Submissions > 2324CREC: DRAFT (Hesisses

Detalls  Lineltems(5)  Submission History

Details Additional

Previous approved date:  07-09-2024
Event * Western Queensland Rainfall and Flooding, 22 Mareh - 20 April 2024 v

ed  $09,811,618.40

Submission type * Reconstruction of Essental Public Assets

Organisation reference * Version number. 3 ’
o Estimate .

Phase Early Clase out

599,811 618.40

$0.00
Submission date lodged:  N/A
[ Approve d date NiA

iggers0.00

jon:  $0.00

Contribution: 30,00

4 Supporting documents (0) @

Markez price

+ ADD DOCUMENTS

* Required on save.

Documents attached here are in addition to your submissicn form a

9. general ledger, engineering report. Ge to the

ne items page to import a submi

Click on the Line Items tab. Only the lines for assets marked as 100% physically complete in the
last lodged progress report are shown.

The following functionality can be performed on the lines:
¢ All unlocked fields can be amended (e.g. treatment, chainage, length/width/depth)
e Lines can be cloned or new lines can be created
e Chainage and/or coordinates can be updated
o Newly created or cloned lines can be deleted
e Lines can be validated
e Scope change categories can be selected

The intention is to add photos and change lines so that the lines for the asset are ‘complete’. When
the Close out submission is created at the end of the process, the changes from the early close out
draft will be copied into the closeout submission and no further updates should be required for these
lines.

Note: Early close out drafts are never lodged or assessed. Their main purpose is to prepare lines for
final Close out.

Note: When the Close out is created, all changes are copied to the close out and the early close out
draft will no longer be visible.

3.Close Out Submission

A close out is initiated when a submission is marked as final on the progress report. Your organisation
can navigate to the close out submission from the delivery program submissions list and from the
submissions page list.

For any questions or technical issues please contact support on 3035 6994 or support@gqra.qld.gov.au). -17 -
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3.1. Prepare Close Out Submission

On the close out submission, the Additional section on the Details page summarises the value and
status details with the final progress report link.

Additional

Previous approved date: 11-01-2022 Previous recommended  $162,317.82

‘Version number.

[a L]

Fhase: ose out

ct funding (inc $0.00

Submission date lodged: MN/A trigger point):

Total project funding $2477523 Trigger paint deduction: $0.00
Category B $10.863.45 Contribution $0.00
Category D $1z.9n.78 Approved actual $159,07146
Final progress report: CrSC.PR19.1819.REC expenditure to date:

Actual completion date:  07-01-2020 Cost variance against RV: -$3.246.36

Select the Line Items tab to view previously approved line items.

If the close out includes new scope, the pre event photos and post event photos can be uploaded to
MARS. Every line item in a close out submission must have a completion photo.

Submissions > CrSC.0037.1819M.REC: DRAFT (indeiseanet SPRINT B SAVE
P
®
Detalls  Lineltems (41)  Validation Check Lodgement  Subrnission History
References Bulk upload @ Asset details
[ ® ® D
o
2L Wt #Photos Pre event potas Post event phatos Complstion photos Type Name Number H
v
H
000004 1 Road - gravel Beach Road a2 =
000004 ") Road - gravel Seach Road a2
000005 0 Aoad - gravel Seach Road Rz
000005 0 Aoad - gravel Seach Rozd Az
‘ »

Refer to MARS Portal User Guide - Upload photo evidence to a submission for guidelines on
uploading photos.

Those lines that were updated in an Early Close out submission will have a Notification of ‘Early
Closeout’

© Recent v Submission - Early Closeout Form
%> pinned v Submi Submis: Line it
Submissions
% Dashboards «
¥ submissions
i In Development ) Notifications Validations com
Y Draft Reviews
(@ Draft Reviews Elap.. Validations
incomplete
@ Grant Advances o
SR - Velcations
@ ERC Reported Valu. : incomplete
m]
6B Early Closeout -
& early Closeou v aosour T Lo
sequmeD incomplete
Assessments o
ICTCT - icstons
incomplete
O
ey aosour  [EEIERES
sequeD incomplete
[m]
eicators
Approvals, incomplete

For any questions or technical issues please contact support on 3035 6994 or support@qra.gld.gov.au). -18 -
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3.2. Update Scope

If there is an increase or decrease in the approved scope of work, a new line item can be created or
the following fields on a line item can be updated and saved:

¢ new line item (must be the same asset already in submission)
e geo coding (chainage and coordinates)
¢ treatment details (treatment, length, width, depth)
e scope change category (required)
e comments (validations and additional information)
Line items will be updated with two possible notifications for line items with any scope change:
1. undelivered scope, where line items have a quantity of zero

2. when a line item has a treatment change or a change in length, width, depth and or quantity,
that is different from the approval outcome values

A scope change category is mandatory, and a reason must be selected on any change of scope on
a line item. Select the cell and tick to select one or more reasons for scope change from the drop-
down list. Refer to the Glossary at the end of this document for the full list of scope change
categories.

If more than one category applies to a scope change, you can tick multiple categories.

One category will display in the cell but if more than one category was selected, a link with the
number selected is available. Double-click in the cell to update category selection and a pop up will
display the categories selected.

Details Line Items (41) validation Check Lodgement Submission History
References Bulk upload @
LI
o
=
= Group & | Motifications Validations Comments 5‘°c‘:f:g":;95 id T # Phatos Pre event photos Post event p =
v
-~z
g
COPE Cf G « OK descoped in COportal
— e .
) o000 0 segpneroemeres
D ‘ariation reguired due to ‘special circumstances’ (35 per DRFA definition)
. Auto gen comment
) 00005 [712 Massages
— - Scope removed - delivered under other funding
- Auta gen comment [ Scope removed dsimed under Emergency Works
— (012 Messages
[ ] ooooo
[ Omission of treatment dus to mitigation/betterment/capital works
o 712 Mess AUTO gen comment 5
T oocoora 712 Massages []  Deliversd under complimentary warks
Additicnal scops identified during delivery - daimed
Auto gen comment 0] i ¢ '
| aoooaT: (12 Messages
— - D Change o alternative trestment solution
-
(] coooa 713 Messages »
- T AUTO gen comment 000005 0
7 coooos 713 Messages
- REGUIRID IHFOR/AT S Auto gen comment 000002 0
) cooces T3 Messages
| sroussn urosaad PO — Annnna n T

For any questions or technical issues please contact support on 3035 6994 or support@qra.gld.gov.au). -19 -
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3.3. Amend a Final Progress Report

During preparation of a close out submission, if the submission is found to not yet be finalised or an
amendment is required to the actual expenditure to date, the close out submission can be marked as
still in progress. This allows the progress report to be exported and updated.

At the bottom of the Details tab, select Mark as still in progress. The close out submission can still
be edited but lodgement will be restricted until it has been included in a new progress report marked
Final.

Line ltems (41) Validation Check Lodgement Submission History

Details

Event North & Far North Queensland Monsoon Trough. 25 January - 14 Febr_ =

Reconstruction of Essential Public Assets

Construction start date [

Submission description

Required on save

MARK ETIL_ N PROGRESS

In the advisory message, type in the submission number to confirm you wish to proceed and select
OK (the submission number is case sensitive).

Previous approved date: 11-01-2(
r Not

A Mark as still in progress - CrSC.0037.181SM.REC:
DRAFT?

This submission was previously marked as final in a g eport. This action
will revert its status in th

submission can still be edite;

included in a new progress report marked as final

If you wish to continue, please type Cr$C.0037.1819M_REC: DRAFT to confirm:

CrSC.0037 1818M REC: DRAFT]

If a submission has been marked as Still in Progress, a badge of In delivery is added to the
submission. This badge is displayed until the progress report is marked as final and the submission
will be flagged with the In delivery badge on the submission list tab. Once the updated progress
report is marked Final, the badge will be removed and the close out submission will be updated with
the new progress report information.

Submissions » CrSC.0037.1819M.REC: DRAFT (ndesisamet

Details  Line ltems (41)  Validation Check Lodgement  Submission History

For any questions or technical issues please contact support on 3035 6994 or support@qra.gld.gov.au). -20 -
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3.4. Lodge Close Out Submission

The Lodgement tab displays any restrictions and warning messages. These must be addressed prior
to lodging the submission. Lodgement warnings will not prevent the submission from being lodged,
but missing information may result in requests from QRA during the assessment process.

When all lodgement restrictions have been addressed, the submission can be lodged. The
submission should be lodged by the CEO (or accountable officer with the permission to lodge) to
certify that information has been reviewed and approved.

On the lodgement tab, select a Lodgement details contact, read the acknowledgement and select
the | Agree checkbox and select Lodge Submission to lodge the close out submission.

Submissions » RSC.0045.1819E.REC: DRAFT (ndeusiopment

Submission lodgement @

Ledgement restrictions
+~ No lodgement restrictions identified.

Lodgement warnings
Please note that the submission may not meet the minimum

requirements for a ent. You may still be a to lodge
this submission but additional information wil ed by
QRA, which may impact assessment and approval processing
times.

Line items with blue validation messages
should have all messages addressed.

Line items missing recommended information
Please look for missing values highlighted in
blue on the line items page

Details Line Items (12) Validation Check Lodgement Submission History

Lodgement details
Contact

Acknowledgement

S PRINT B SAVE

Bart Servaas v

All evidence to suppeort this claim has

been provided

I, Jo Ransome certify that:

« thereported delivery against time, -
expenditure and approved scope is
accurately detailed in this report, andisin
accordance with requirements outlined in
the Commonwealth Disaster Recovery
Funding Arrangements, the Gueensland
Disaster Relief and Recovery Guidelines and
where applicable the relevant resilience or
betterment funding program guideline

« the organisation will follow or has
followed applicable procurement processes
for contracted works

« the reported actual expenditure has

-

| AGREE

1 LODGE SUBMISSION

* Required on lodgement.

For any questions or technical issues please contact support on 3035 6994 or support@qra.gld.gov.au). -21-
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Table 2 Excel summary sheet tab field label description

Field label

Organisation

Definition

Name of applicant organisation e.g. Isaac Regional Council.

Export date

Date of progress report export.

Event(s)

Activated disaster event relating to program.

Submission details

Reference and submission information.

QRA submission number

Unique number referencing a QRA submission.

Organisation reference

Organisation can add own internal reference when creating a
submission e.g. gravel roads package 1.

Recommended value
(RV)

Recommended value from approved submissions inclusive of
trigger point.

Expenditure to date

Actual amount spent by the organisation at the time of the
progress report (claiming). Value should have evidence to
support it e.g. general ledger, but does not need to be provided if
a payment is not requested.

Accrued expenditure to
date

Expected or forecasted expenditure at the time of the progress
report i.e. an invoice has been received but not yet paid.
Accruals are considered not reimbursable.

Estimated cost to
complete (ECC)

Estimated total remaining costs to complete the works which
should also include any accrued expenditure.

Estimated final cost
(EFC)

Auto-calculated based on the sum of expenditure and estimated
cost to complete. Estimated total cost at completion.

Cost variance against RV

(%)

Dollar value auto-calculated based on the cost (difference
between EFC and RV).

Cost variance against RV
(%)

Per cent value auto-calculated based on the cost (difference
between EFC and RV).

Forecast start date

Estimated construction start date.

Actual start date

Date construction began.

Forecast completion date

Estimated construction finish date.

Actual completion date

Date construction finished.

Per cent complete

Percentage of submission completion.

For any questions or technical issues please contact support on 3035 6994 or support@gqra.qld.gov.au).
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Table 3 Excel submission tabs columns description

Field label

Expenditure

Definition

Expenditure related to current program.

Asset number/line item
reference

Unique number per asset/line item reference (non REPA).

Asset name/description

Asset name is rolled up to include all line items for that asset.
Description is the activity description for the submission (non
REPA).

Recommended value
(RV)

Recommended value from approved submissions inclusive of
trigger point.

Actual expenditure to
date

Actual amount spent by the organisation at the time of the
progress report (claiming). Value should have evidence to
support it (e.g. general ledger) but does not need to be provided
if a payment is not requested.

Accrued expenditure to
date

Expected or forecasted expenditure at the time of the progress
report i.e. an invoice has been received but not yet paid).
Accruals are considered not reimbursable.

Estimated cost to
complete (ECC)

Estimated total remaining costs to complete the works which
should also include any accrued expenditure.

Estimated final cost
(EFC)

Auto-calculated based on the sum of expenditure and estimated
cost to complete. Estimated total cost at completion.

Cost variance against RV

(%)

Dollar value auto-calculated based on the cost (EFC v RV).

Cost variance against RV
(%)

Per cent value auto-calculated based on the cost (EFC v RV).

Forecast start date

Estimated construction start date.

Actual start date

Date construction began.

Forecast completion date

Estimated construction finish date.

Actual completion date

Date construction finished.

Physically complete

Percentage of line item completion.

Change in scope (Y/N)

Any changes to the approved scope should be indicated with a 'Y
and supported with commentary.

For any questions or technical issues please contact support on 3035 6994 or support@gqra.qld.gov.au).
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4.3. Table 4 Excel treatment tab column descriptions (REPA program only)

Field label Definition

Submission

QRA submission number for treatment progress being reported.

Line item reference

Line item ID from the submission.

Asset name

Name of the asset the treatment is being performed on.

Chainage start

Chainage start details for the treatment.

Chainage end

Chainage end details for the treatment.

Treatment

Treatment description (for Reconstruction of Essential Public Assets
program only)

Quantity

Treatment quantity.

Per cent complete

Percentage of treatment completion.

Comment

Supporting comments.

4.4. Table 5 Excel working tab descriptions

Field label

Definition

Blank

The working sheet can be used for calculations or to import financial
data from other sources (organisation systems). A formula can be
added to the submissions to read from these working tabs.

For any questions or technical issues please contact support on 3035 6994 or support@gqra.qld.gov.au). -24 -
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4.5. Table 6 Close out scope change categories

Scope change category selection

Scope removed due to re-damage by subsequent activated natural disaster

Scope removed — delivered under other funding

Scope removed - claimed under Emergency Works

Change of quantity to meet site conditions

Change to alternative treatment solution

Treatment replaced by lower construction-cost alternative

Omission of treatment due to mitigation/betterment/capital works

Variation required due to ‘special circumstances’ (as per DRFA definition)

Scope not delivered

Delivered under complementary works

For any questions or technical issues please contact support on 3035 6994 or support@gqra.qld.gov.au). -25-
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