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Logging into the Service Alert System

WELCOME TO MyRapid PORTAL

When you are added as an
administrator in Service Alert,
you will be sent an email to
register with MyRapid.

Email

Password

Confirm Password

The email will ask you to enter
and confirm a password to
register your account.

Need help? Click here to contact ug for assistance Rapi d G IO ba I ’)
SOTTWARE

WELCOME TO MyRaput PORTAL

When logging in, please select
the Administrator option in the
MyRapid Portal.

You will then be requiredto
enter your Email Address and
Password, then click Login 1
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Répid Service Alert enables you to create personalised Tasks, relevant to your
company.

Tasks could be for equipment maintenance, general administrative needs, contract
renewals or other tasks specific to your company.

o . TR

Welcome Ashiea Johnson you are in The trustee for TAPAY Family Trust (Admn) v

RapidServifs )) Audit Planner  Actons  llems  Repot  Setings  Sign out

Task

2 Show  Lasitied 30 ane
Tasks for Last/Nexi 30 days

Ovardue Rejected C Complated Closed
Task Name E] Search  More Oplions ¥ Download As Excet m
Task Assetitem Date
Sarvice hydraulic purop 426 Churehiil Ra s’::f 201072014 15 11 "
| . 4 ' o ™ % 1ol 1dems
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" The Task Dashboard is

papiaservice D B e g e displayes

Task

From here you can see a
summary of the tasks created
and their status in the system.

2 Tarks Rt Larst Mot 10 aay,

1 0 1 0 0 0 = N
e - st

To filter tasks by date,
click on the ‘Show’ filter.

This will filter by the scheduled

due date of the task.
Rapidservice -l v S e gt
Task
2 Tasks bt Larl Nuat 30 deys e .
1 0 1 0 0 0 o _
— e bl (e oo L To apply additional filters, click
e on ‘More Options’.
Zaem C} S=Ea—— Here you can filter by Category,
cann . . Location, Frequency and
ocamr . . . Responsible Worker.
S 1 Click ‘Apply’ to search using
S new filter options.
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Task Dashboard (Cont.)

MEXTY R Semch  Wom Dptons «

L= Dot Oate Completed Brte  Retppnscie

[ vevom § Mrriaeiai w b w—
Mkras Avct

sutes Dur Date Compisted D3t Respanidie
[Cerac:] [T -
Service hydraube pang

L] Due Dite Completed Date  Resporsmia
WEm HEAE N eI NI Ten

Lot Comments

Select oh {he Tbtal numbér to

- see all tasks in the system (i.e.

regardless of status)

Click on the icons to filter tasks
by their status.

Lawest Commants

26 Clewrppom Pt

Latest Comments

Click on ‘View/Edit' to view the
task.

Click on Cancel to cancél a
scheduled Task or Delete to
delete the Master Task,

Rapid Global | Suite 8, 240 Currie Street | Adelaide SA 5000 | 1800 307 595 | www.rapidglobal.com




RapidService ¥

ALERT

Adding a New Task

Vit 1 Awen bt The astes b TAPR Famiy T thasmer w

RapidService %) o [ v da e opn g

Task

2 Tasas for L axtNert 10 deyi.

To add a new task,
. click on ‘Add New Task’

Overm Rapoctad Schodulad Conena Complted
tae v S WO OpRTE
e PPy om
Sorvich parsut pump - i Vil Dwe

Add New Task
Task Name
Descriphion
Estmated Cost ) |
Asseliem v Add New Assetilem i i
You will then be required to fill
swtome 120190000 @O Enoxef]  wmmswn @O out the relevant details for the
Adomaccpse < L0 new task.
Responsible r v Acd New Worker
Repeat |
ReminderBefore 1 - days Elsend E£ma Elln
Altach Document * Procedure JSEA I Workshesl . Other Documents
Selecl thes e r

Audht Form Allach Augil Form

Comments You must supply a copy of your Task Worksheel ana Safe Work Methou Statement
Please afso atiach any Rsk Assessments Clearance Certificates and supportng -
docurnentation f appicable
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Seeienileak An asset/item can be selected

Tosk Name using the drop down list of
R § existing assets/items.

To add a new asset/item, click
on ‘Add New Asset/item’.

Estimstea Cost B

AssziRem

StariDale 1220160000 2O exoue Y ¢ 13m20150000 .10}

Respomsitie v Acd New Yeorkar

Reminder Before 1 & days \:]una emadBm
Atach Document & procedure S5EA - Workstee! Ofher Doguments

Seloct s i bomapd

Audd Form Aftach Augi Form

Comments You must supply 3 copry of your Task Workahee! and Sate ok Methad Statement
Please aiso attact any Risk Assessments Clearance Certific sles and sunpahng
G0< umentaton i appix able

| ,Mdm
1
i Add New Asset/ltem
Enter an Asset/ltem Number
Assetfitem No and Name'
Asset/tem Name - Select a Category and
Location for the Asset/item
Category v -
Location b . .
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RSN The person responsible for the
Tesk Namo task can be selected using the
Bescapiion . drop down list of existing
‘ . administrators/workers.
e H To add a new worker, click ‘Add
B e New Worker’

senpse  1¥v20a0000 @O Enapaef vt @E

Auiomalk Crose
: Responsive “
{ Repeat
! Reminder Before = gan [lsens emaa o
Allach Docment & Procesure ISEA Wonanest - Otrr Docutnents
Selectles

Audd Form Atlazh Auafl Form

|

‘ Comments Yo Must SUDply & COPy of your Task Worksheet and Sate Work Metnod Satament
Please also atach any Risk Assyisnrants Clezrance Certf ales ard suppy -t

‘ documeniation it apohc abke

|

Add New Worker

Bl Enter an Email and Name for
the new worker.

Name
Select the worker type as either

Contact Number ‘Employee’ or ‘Worker’.
Worker Type “. Employee % Worker If you select worker, you will
need to select the company the
Company “ P ] worker is employed under, _
L_fﬂ‘l New |
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Adding a New Task (Cont.)

Xl
| Add New Task
|
|

Task Name
|
Tescrption

Estimated Cost

Asseritem v AdG New Asselttem

TWI201E N 131120150000 me

(I

Select to make the tésk
reoccurring by tumning the
Repeat ‘on’.

Do eaone BT

Stant Date

Austomatic Close

v Ada New VVorkel

Respamsibie

+ Jdays Elsavu EMBN

Cancel %

Reminoer Before 1
ABazh Document @ Procenure | ISEA Worksheet Other Dozuments
Seecties . [T 1 R ST
Audh Form Auech Audd Form
Comments  YDU AuISt SUpply 3 £ODy Of YOUr sk Workehiee! and Safe Work Method Statement
Pease also aftach amy Risk Assessments Clearance Cenlinales and supporting
documentaon & appik atie
- .
Set the repeat Frequency to
Recurrence daily, weekly, monthly or yearly.
:@uenty paty  [+] Once the Frequency is set, you
can then add more specific
Every 1 Day B details for the recurrence of the
task.
@mmaw Repeat every Da

Repeat

Set an alert Reminder to be
sent to remind the worker the
audit is due to be completed.

1

days Elsend EmallE]to

Reminder Bejore
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Add New Task

Task hame

Description

Estimated Cost I
Asseitem T AddHew Assetitem

sanpata  1yr0ta000 @E Enaome[Ef . naveoswoe  @E

Attach a file to the Task

Automatc Close
Respensiote v AGS New Worker
| Repemt L]
| RemingerBefors 1 % days Bsenn mb oo : o
T ve———— - - o Add Fgmments to t:he Task for
— administrators to view (note: a
default comment has been
b AuoiForm  Alach Augh Form inserted)

Pioase also aftach amy Rrsk Assessments Clearance Ceriic ales and supportna -

| Comments YO must supply 8 copy of your Task viorksheet and Sere Work Meihod Statement s
gocumeiriation ¥ appicatie

Attach Document Select files...  drop fites “iere 16 upicad

Audit Form Attach Audit Form

Comments You must supply a copy of your Audit Worksheet and Safe Work Method Statement
Piease also attach any Risk Assessments Clearance Cerificates and supporting
documentation if applicable
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ACTIONS

Rapid Service Alert allows you to create and track corrective
actions. These actions can be stand alone or they could link
to a Task or an Audit.

Rap/dser V'E'sr >) Audi  Task  Planner flems Reporl  Seftngs  Signout

Actions

35 scier |

10 15 3 0 7

Awaiting Approval In Progress Completed Rejected Closed
Action TiteNo Search  More Options v Downlosd As Excol | Add New Action_
Action Location Responsible * Raised by Date Status
[10060] - Changes to Medication Chart o An Gold Weady Waod Cr:::;:m:"];nl::;: 1007 ST AP ViewEdt  Delots
B [10059] - Datermine minimum PAS score for salf.med... ooy 54 Wendy Darting ‘Wendy Wood Cr;a:tt:a: W :::1'1;1;:: 0928 e ViewEdit  Delsle
[10058] - Determine sultable roview p for sa... Nodouny S An Gold VYendy Wood c':ﬂ“;‘;ﬂ:::;";gl: BH e ViewEdit  Delete
= [10057]I Review process for ralldanfs with warfar... ooy 5 AR Gold Wendy Wood Crl:::a: “;:;1‘1‘120:140 1459 e ViewEdit  Delete
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Adding and Viewing Actions

RapidServiﬁg » mot s pamer [P e Repon sems Sign out
On the Actions Dashboard,
Atons the action status can be
35 tracked using the icons.
Click to Add New Action
Awating Approval in Progress
Action Teiefie Search o Options «

Click View/Edit' to view the

Action Looation Rasponsibia Ralaad by Dats Status N N
L —— R oo G @ details of the action and
make any changes.

&
(10055] . Detmrrnine miolmum PAS score for nelf-med... e Wendy Datog Wandy Wood u:;‘u:::f:: 5% ViewER - Delels
e e Moo Wt U Veuza Duas Click ‘Delete’ if the action is
g 1100S7]-Raview processfor residant with warte.. o e Wanty Woos cm‘n;‘:ﬁ: e VowEdt Delots not required..
Edit Action
Changes to Medication Chart Here, the Action Title an
Description can be viewed.
Allergy details need to be added to Medication Chari - create new template for review and signoff = - 7
o * o sk Click on either of these fields.
to enable editing.
Audr [09017-1) Aged Care Auds 2 7 - Medicahion management q
Question Piease prowide endence If tl?e action w_as created
— during an audit, refer to the
— Audit Question here.
Select files... oo filas nere (o urtasd
i Msdicaction Char.doc Ry 5
Loesn  lea S re— . . Update the Responsible
Worker(s) here
{ Responsible At Gold %
Do e Note: More than one
Action Status (I Approve  Reject 3011112044 90 00 mo responsible worker can be
assigned.

(= a

Comments Log

Submitted Comment Atachment

. View the Action Activity
~~ Log and add any
files/comments.

Select files... dioc files

.
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Filtering Actions

RapidSerVifg >) At Task Planner nems  Repot  Setngs  Sign out
Actions
35... Select ‘More Options’ to filter
the actions.
15
Awatng Approval In Progress
Acton TiteMNo Sewch  Mare Cptons
Depon A1 E‘
Comparry -
St Outs £ EraDue ® If the action is linked to an

I audit, you can view the Audit
| Task by clicking on the audit
icon next to the action.

Action Location —ed by Dt Status

[10080] - Chanagey = Created : 24 112014 1308

. Moy SA —— Viendy Wosd OO : 112014 10 00 VeaEst  Deete
] {10055] . Detarmine mintmum PAS score far sell.med. . B sy O Wiy W Crupted : 1811201 09 20 oo
i (oY TN AT B0 00
a {10956 - Determine scitabla review procena for se... P - —— cm;:&:::wu VabENT Dilets
Action Taietio Seach  More Optsons o TIP:
Dronion I Nﬁ _E'
At M o When filtering actions,
Categry . . always select the Division
e . ) i as either Task or Audit.
w" - " .
This will allow you to search
Responsivie . 3 ry
- in way that is tailored to each
s e ® division in Service Alert.

Rewl  Aggly

When filtering actions by
Audit, you can also search
via the Audit Name or
Reference Number.
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Approving Actions

Edit Actlon

Changes to Medication Chart

Allergy details need to be added to Medication Chart - create new template for review and signoff

Audrt {00017-1] Aged Care Audt 27 Tdadication management
Quastion Please provide evidence

Aztachment

Select files... oo lem e g gk s
& Medicaction Chart doc
Locaton SA

Responsibe  An Gold x

Due Date
3011172014 0000 ®

Action Status [ Approve Reject

Action Status  [CIEEERERE): Complete

Action Status Close Re-Open

Confirm

Please comment and confirm that you have completed the action

Cancel i@bﬁl-i@': T

Action Status Re-Open

Click to Approve or Reject 3B
an action.

Note: All actions need to be
approved by an administrator
before a worker can
complete them.

When the action’ is approved,
the status will change to ‘In
Progress’.

The action can then be
completed by a worker.
When completing, the worker
will be asked to provide
comments for the
administrator.

The action can then be
closed by an administrator.

Rapid Global | Suite 8, 240 Currie Street | Adelaide SA 5000 | 1800 307 595 | www.rapidglobal.com
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Rejecting Actions

Edit Action

Changes to Medication Chart

Allergy details need to be added to Medication Chart - create new template for review and signoff

Audit
Queslion

{00017-1] Aged Care Audt 2 7 - Medication management
Please pronde evdence

Atlachmernt

Select files ..

SR Pras foers 10 Jvoed

Click to Apprové o_r Reject'
an action.

Note: All actions need to be
approved by an administrator
before a worker can
complete them.

#* Medicaclion Charl doe 100% X
Location SA .
Responsile A Gold %

Ry - : Due Date
Actior Status Rl Approve Reject s a1 °
Confirm

Please confirm that your reasen for rejection and provide details what steps

If the action is rejected, the
administrator will be required
to provide details regarding
the steps the worker needs to
take.

worker need to take.

Cancel

The action can then be
closed by an administrator.

|
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Using the Planner

The Planner allows you to see a calendar view of tasks or audits that a}e scheduled.

Select Task or Audit

RapidService %
Planner

Tasa Name Saarch  Mcire Ophons v =

The planner can be viewed

Ry by Day, Week, Month or cost
Teh 28 A0 201522 3 2015 sutn by i aay i o per Month (fOf tasks)

1 1 Contmuious Improvemint

fosa Gam fom ey The status of the task can
Aged Caen Auit« 2 11 Skin Cane: [overoue ] a

s e TR also be viewed.

Aged Care A » Standard 1 T -

AQed Care Auc - Standard 1 fovemoce]

Aged Care Audt - Biandars 1.2 3.4 foverous)

Aged Care Audt - Standard 2 4 Clrucal Care ==

| o o
I Aged Care Aud - Sancen 2 8 P fovenne |

Aged Care Audst - Stacxtard 2 8 Pan fovenoue

L e Download the planner to
Audht Test .

excel for reporting purposes

Task Nams Sagrck  Wore Options »

Srevio.s 12 Manhe
L T R R e Hover over the scheduled

11 Gortinuous Improvemsnt task to view task details.

Aged Care Audl = Click on the Task name to be

Aged Care Audit - 2 11 Skih Cate redirected to the task

Aged Care Audit - Standard 1 C
Aged Care Audit - Standard 1 SCHEDULED

Aged Care Audit - Standand 1

]

Aged Care Audit - Standard 1.2.3.4
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Creating Reports in Service Alert

Creating Reports

Each of the dashboards can be exported to excel for on demand reporting.
Alternatively, the reports tab is available for reports to be sent via email at a particular

frequency (i.e. daily, weekly, monthly)

RapidService %)

Report

LN N

.-E

Select an admin account
name to view/create a report.

Select Add New Report

Add New Report

Add a Report Title

Repori Title ~ Report_Section_Frequency
Section  Task [V]
Send Frequency  Daily [v]
Category
Location
Frequency  All Frequency v
Responsible  All Responsible v

Add New

Select a section of Service
Alert that you require a report
for.

This could be Task, Action or
Planner

Select the Send Frequency.
This could be daily, weekly or
monthly

Filter the fields to allow for
only the required information
to be shown in the report.
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