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This document will provide guidance on how to:
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> Actions and AFls
> Tasks

e Exporting to Excel

e Advanced Finds
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System Views

Note: you will not have any inactive Self-Evaluations

Within the Self- Evaluations and Actions or AFI entities you will have the option of using
different system views. These are currently split by an SE, Action or AFI being active or
inactive. The table below shows the categorisation.

Status Status Reason
Inactive Archived
Inactive Removed
Active Not Started
Active In Progress
Active Completed
Active Overdue

1. You can use the dropdown beside the Active Actions or AFI to move between inactive and active
Actions and AFls:

(A Home

@ Recent

<7  Pinned

Overview

& Dashboards

B Providers

&b Favourites

¢ Notifications

Self-Evaluation

&b Self-Evaluations

Single Action Plan
I &% Actions or AFI

Tasks

€ + New C Refresh C_Lﬁ Show Chart | Visualize this view £5 Email a Link

Active Actions or AFI* -

L Search views afd.. L~ Modified On v
+ Active Actions or AFI* Default W2026... 06/08/2026 0...
Inactive Actions or AFI
J1R/2026... 04/08/2026 1...
e e t——
17/2026... 31/07/2026 1...
(& Manage and share views
I FTOVIOEer 1... Lompiance 1oy 07,/2026... 16/07/20261...
| Provider 1... Provider 08/07/2026... 08/07/2026 1...
D Provider 1... NTP Oper... 06,/07/2026... 04/08/2026 2...
D Provider 1... Compliance 06/07/2026... 07/07/2026 0...
D Provider 1... Provider 01/07/2026... 01/07/2026 1...
| Provider 1... Provider 01/07/2026... 01/07/2026 1...
| Provider 1... NTP Oper... 30/06/2026... 07/07/2026 2...

Category v

AFI

Breach

AFI

Breach

AFI

AFI

Breach

AFI

AFI

Contract...

~ f

RAG ~

Amber

Red

Red
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2. For Tasks, you will have the default of My Tasks, All Tasks are being used by internal SDS teams

31 Power Apps | SESAP

€ Task  [E] Other Activities ~ @ Show Chart & Refresh [

Home

All Tasks -~

O Search views

(R
@ Recent e
<

Pinned e

« All Tasks
Overview

My Single Action Plan Tasks Default (Linked Action or AFI) ~

(& Dashboards

[
[#X]

&l Set as default view 1

0l Providers
E Manage and share views 1

[
[#X]

Exporting to Excel

1. To select the Actions or AFIs you wish to export - use the tick boxes on the left-hand side and then click
export to excel:

= < + New O Refresh (5§ Show Chart | Visualize thisview £ Emailalink = v Run Report “  BE Excel Templates ~ | O Export to Excel & Shar
(A Home | |

® Active Actions or AFI* -~ [§ Editcolumns 57 Edit filters O Filter by keyword
Recent

B mr o ] provider v OwnerType v Created... L ¥  ModifiedOn~  Category ¥ RAG ¥ Title Description Status Re.. v Expected.. v Responsible P...~  Responsible S... ~

Overview [0 Jprovider 1.. Provider 24/07/2026...  06/08/2026 0... AFI testforownert.. test for owner Type In Pregr... 26/07/2026

& Dashboards [ [provider 1... Compliance 23/07/2026..  04/08/2026 1... Breach Amber Test 230726 Test content Not Star... @ TEST GA-DDE

B Providers [0 Jprovider 1.. Provider 16/07/2026... 31/07/2026 1... AFI 15 For AN.Other - ensure at the next re... Not Star... 23/07/2026

& Favourites [ [provider 1... Compliance 16/07/2026...  16/07/2026 1... Breach Red 15 Two QPR's were conducted outwith t.. Not Star...
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Note: if the excel option is not available click the 3 ellipses, and then the export to excel:

S t New (& Refresh (8 Show Chart ] Visualize this view ] Emailalink Run Report : [& Share -
& Excel Templates >
Active Actions or AFI T8 Editcolumns 57 Edit fil
@7 Export to Excel >
Provider ~ Owner Ty... ¥ Create... +~  Modified... ¥  Category ~ RAG ~ Title ~ Description ~
Provider ... Provider 24/07/202... 06/08/2026... AFI test for owner... test for owner Type
Provider ... Complia... 23/07/202... 04/08/2026... Breach Amber Test 230726 Test content

For A.M.Other - ensure at

e
W]

Provider ... Provider 16/07/202... 31/07/2026... AFI

2. This will create a pop out at the right-hand side of the screen which you will be able to download.

Advanced Finds

1. To export your Self Evaluation Responses to excel you are required to use the advanced find function:

Q +] = |0 =
[ Shan
T Delete v : My Notifications +  New W Delete v
ssponsible... ¥ Expect... Notification ~ Owner ~ Item Type ~  Linked AFIl ~ Notification

2. Select Self-Evaluation Question Responses and click continue:
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Select a table to search X

| ISearch tables

Actions or AFI
Activities
Comments
Contacts
Enabled Activities
Favourites
Motes
Notifications
Programmes
Providers

QA Standards

SE Template Questions

Self-Evaluation Question Responses I

Self-Evaluation Templates
Self-Evaluation Topics
Self-Evaluations

Tasks

Users

3. You will then be able to select the responses you wish to export using the tick boxes on the left-hand side and
then click export to excel:

& | O Refresh ] Visualize this view Q,Q“ Show Chart 5 Email a Link g @ RunReport “ BB Excel Templates @3 Export to Excel o

Active Self-Evaluation Questions*

[[] SERRR4f~ Question Topic v Status Reason v Describe what you do v Evaluate what you do ~ What do
[[] SERR-5q96 Eair Work First Dane 1 1

[[]  SERR-5q97 Initial Assessment & Recruit... Dane example of ‘describe what you... example of ‘evaluate what you... example ¢
[]  SERR-7Tq11 Continuous Improvement i... Update Required

4. This will create a pop out at the right-hand side of the screen which you will be able to download.
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