Ministry for the
Environment
Manatu Mo Te Taiao

Funds Management System

New Zealand Government




This document may be cited as: Ministry for the Environment. 2020. Funds Management
System client portal guide for panel members. Wellington: Ministry for the Environment.

Published in November 2020 by the

Ministry for the Environment

Manatu Mo Te Taiao

PO Box 10362, Wellington 6143, New Zealand

ISBN:  ISBN 978-1-99-003337-7
Publication number: ME 1548

© Crown copyright New Zealand 2020

This document is available on the Ministry for the Environment website: www.mfe.govt.nz.

Making Aotearoa New Zealand
the most liveable place in the world

Ministry for the

Environment

Manatia Mo Te Taiao



http://www.mfe.govt.nz/

Contents

The FMS client portal for panel members

Getting started

Finding your way around the client portal
How to register as an FMS user via RealMe
How to register as a panel member

| am not sure if | am already registered?

How to log out of client portal

Managing your account

How to check and update your contact details

How to complete an assessment
Notifications you will receive

How to start an assessment

How to save and resume an assessment
About the application step

How to score the application

How to make a recommendation

How to submit your assessment

What happens next?

Frequently asked questions (FAQs)
Who do | contact for help?

What if | forget my username or password?
If | update my contact details in RealMe, will they have updated in the FMS?
How do | confirm the internet browser and version | am using?

How do | clear my browser cache?

Funds Management System client portal guide for panel members

o O b~ b

12
12
12

13
13

14
14

15
16
17
17
19
20
20

21
21

21
21
21
25

3



The FMS client portal for panel members

This manual is designed to support panel members who use the Ministry for the Environment’s
Funds Management System (FMS) client portal to assess applications to grant funding rounds.
It covers:

1. getting started
navigation and terminology
registration via RealMe
registering an account for your organisation

applying for funding

2

3

4

5

6. how to apply for funding
7. confirming Intent to Proceed
8. reporting back to the Ministry
9. project completion reporting

10. frequently asked questions (FAQs)

Getting started

The client portal is the external facing component of the FMS. Via the client portal,
organisations can apply for open grant funding rounds.

Our approved Panel Members also use the client portal to complete an online assessment of
these applications. The information captured via these assessments is collated with the
assessments by other Panel Members and provide a cohesive view of all assessments
undertaken.

Before you can use the FMS to complete assessments, you will need to register as an FMS
client portal user and you will need to create a Panel Member account.

Client portal terminology
Some of the key terms used in the client portal are listed below.

¢ RealMe is a username and password management service provided by the Department
of Internal Affairs allows you to use one username and password across many government
digital services.

e  User profile is your own information.
e Account is the account for one Panel Member.
e  Project is any application made for grant funding, successful or unsuccessful.

e Assessment is any online form you will complete to provide an assessment of a project
(the application).

e Reportis an online form that applicant organisations need to complete to provide
progress or other information about any successful projects the Ministry is funding.
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e Key contact is the person the Ministry will contact about any application, or funded
project.

¢ Accountable Officer is the signatory for an organisation.

Colour coding

Information on the forms is colour coded to help you quickly identify what type of information
is displayed.

Section headers are shown in dark blue

SECTION A: APPLICANT DETAILS List 3-5 key health and safety responsibilities of the role described.

Help text is shown in green

Mote: this section is OPTIONAL as the relevant data information is captured in Section E.

+ If your project is successful what benefits/impacts will it contribute to New Zealand, and for New Zealanders?

« How will you demonstrate and quantify those benefits/impacts?

Read only fields are displayed with a blue background

Deed number
ABC-1234567

Questions and field hints are shown in grey

Vaste Stream impacted by your successful project * -

Selectupto 3

Funds Management System client portal guide for panel members 5



Finding your way around the client portal

Once registered, your homepage will be displayed. Wherever you are in the client portal, click
on Home to get back to your homepage.

e
onment Fublished Rounds

= ome

Upcoming Activities 3 of 2 listed Name Opens Closes

M8 Demo Training Froject (PJ-0001886)

M8 Recyce scrap timber Into fumiture (PJ-0001887) “:\-L

There are no events

My Projects

Manage your user profile by clicking on the person icon. This is the information we will use to
contact you.

sinisoy forshe
@ Environment Home  Fublished Rounds
Manatn o To Taizn

Account for Sample User

- -

[0Mme
Upcoming Activities 2 0f 2 listed Name Opens Closes
Project Assessment
B oemo Training Project (PJ-0001886)
B Recycle scrap timber into furniture (PJ-0001857) @

_
Reports There are no events
My Projects
Filter
D Header Name Name Status
tems perpage: 20 0010 K < > >
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Events, such as a grant round that applicant organisations can apply to, are displayed here.
The image below shows you how an applicant organisation will see their homepage. The links
allow them to apply to the Fund.

As a panel member, you may be shown a link in this section of your homepage where we wish
to access to information about application round events.

69|
M :
i - riome

Home  Published Rounds

Upcoming Activities 4 of 4 listed Name Opens Closes.
Project Assessment )
Waste Minimisation Fund May 2020 20/9/2020 9:31 AM 97 Days

Reports
B Scrap timber into fumiture - Progress report (CRPT-0000208)
E Scrap timber into furniture - COIP (CRPT-0000304)

Scrap timber into fumiture - Project Completion Report (CRPT-

Continue

0000307)
B Scrap timber into furiture - Milestone Report (CRPT-0000305)
My Projects
Filter

ader Name Name
PJ-0000204 Waste Minimisation Fund <Round Name> Scrap timber into furniture Submitted
o K < > >l

My Projects lists all draft applications an applicant organisation has started and the
applications they have submitted. As a panel member, this section will be blank.

<l
— S
i - rome

onment Home  Published Rounds

Upcoming Activities 40f 4 listed Name Opens Closes.
Project Assessment
Waste Minimisation Fund May 2020 20/9/2020 9:31 AM 97 Days Apply View Details
Reports.
E Scrap timber into fumiture - Progress report (CRPT-0000308)
E Scrap timber into fumiture - COIP (CRPT-0000304)
Scrap timber into fumniture - Project Completion Report (CRPT-
Continue:
0000307)
=] Scrap timber into fumiture - Milestone Report (CRPT-0000305)
My Projects
Filter
PJ-0000204 Waste Minimisation Fund <Round Name> Scrap timber into furniture Submitted
20 - K < >
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Project Assessment will list any assessment of an application that we have sent you
to complete.

Reports is for successful applicant organisations who need to periodically provide reports
about their progress and use of their grant funding.

Ministry for the
@ Environment Home  Published Rounds Account for Sample User =
Manats Mo T s

E‘ Home

i iviti of 2 lste Closes
Project Assessment
M oemo Training Project (PJ-0001886)
M Recycle scrap timber into furniture (P.J-0001887) Start &
\
Reports There are no events
My Projects

Filter

D Header Name Name Status

tems perpage: 20 00f0 1< < > 3l

How to register as an FMS user via RealMe

Before you can access the client portal, you will need to register. FMS uses RealMe to manage
your login details. In order to register for FMS, you will first need a RealMe account.

If you already have a RealMe login, go to https://fms-cp.mfe-enquire.cloud/login and enter
your RealMe username and password. Then Login.

Ministry for the
Environment

Login with RealMe®

To access Enquire, you need a RealMe login. If you've
used a RealMe login somewhere else, you can use it here

100. If you dont already have a username and password,
just select Login and choose to Create one.

< Y

What's RealMe?
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Login with RealMe Create a RealMe login

You've been redirected here so you can log in with RealMe To access this service you need a RealMe login.

Usemame ‘ You'll be able to access a range of services with a single
username and password. RealMe is designed to protect your
privacy and security.

Password

CREATE YOUR REALME LOGIN

Forgot Username or Forgot Password?

If you do not have a RealMe account, you will need to create one. Select Login, then select
Create a RealMe login.

Login with RealMe Create a RealMe login
You've been redirected here so you can log in with RealMe To access this service you need a RealMe login.
Usemame ‘ You'll be able to access a range of services with a single

username and password. RealMe is designed to protect your

privacy and security.
Password

CREATE YOUR REALME LOGIN

Forgot Username or Forgot Password?

Complete the RealMe registration form and submit.

RealMe will require you to provide a mobile number and alternative contact number in
addition to several security questions to assist you if you forget your RealMe username or
password. Optionally, you can choose to add a PIN number to your RealMe account.

If you are unsure at any stage of the RealMe process, refer to the RealMe help at:
https://www.realme.govt.nz/help/.

Completing the 2-factor authentication requirements

RealMe requires you to provide either a mobile phone number or to use the Google
Authenticator app to verify your registration. We encourage the use of the Google
Authenticator option. If you do not have Google Authenticator, but wish to use this option,
then download it to your smartphone from your app store.

Once verified, each time you log in, RealMe will send you a unique code to your mobile (by
text or the Google Authenticator app). To complete your login to FMS, you will need to enter
a valid code.

Funds Management System client portal guide for panel members
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Set up Google Authenticator

(1) Download and install the Google Authenticator app on your
smartphone or tablet. You can download it from the app
store or play store.

(2] Link Google Authenticator to your RealMe account by
scanning the QR code.

Use secret key instead

(3] Enter the six digit code from the Google Authenticator app.

726174

BACK

Authentication code ‘

Completing your FMS registration

Once you have registered with RealMe, you will be redirected back to FMS. RealMe does not
share any of your personal registration details with FMS. It manages your username and
password so that you do not need a different password for FMS than other New Zealand
Government systems that use RealMe.

When you login to FMS using your RealMe login and password for the first time, you will be
asked to complete an FMS user registration form. Please provide your contact details .

Register with FMS

Complete the FMS registration form with your contact details for grant applications/projects.
Misiitey for the
Environment

“First Name

Sampile

"Last Name

Applicant

*Primary Phone
+54 21 5777888

*Email Address

sample_applicant@gmail com

(7]
=
=
m

CANCEL
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Complete your user profile

Your user profile will ask you for a few extra details such as your title and address. If you have
any issues with the address finder, select the location icon to enter an address manually.

23 Kate Sheppard Place, Pipltea, Wellington, New Zealand
23 Katerinl Grove, Papamoa Beach, Tauranga, New Zealand
23 Kate Sheppard Avenue, Torbay, Auckland, New Zealand
23 Katelyn Place, Kinloch, New Zealand

— 23 ale Strep? Mormanby, New Zealand

Cannot find your address? L]

Line

| ")

Complete Your User Profile
Contact Details

Title
Mr -

Sample

Last Name *

User

sampleuser@lactiv.net

Primary Phone Numbe:

64 21 46475998

Primary Address

23 Kale Sheppard Place 4

Fount

New Zealand

M Acknovledgement Response *

Review and agre to this information to complete your registration

Cancel Save

The acknowledgement response must be ticked before you select Save. This will provide you
with further information about your registration.

Funds Management System client portal guide for panel members 11



Privacy statement

Read our privacy statement for informatien on this website.

This privacy statement applies to any personal and other informatien collected on the Ministry for the Environment's Funds Management System (FMS) website.
Please refer to Ministry for the Environment's privacy statement for additional information: htips:/fwww.mfe.govt.nz/about-site/privacy

Disclaimer

Read our disclaimer statement about information on this website

The information on this website is, according to the Ministry for the Environment's best efforts, accurate at the time of publication and the Ministry makes every reasonable effort to keep it current and

accurate.
Please refer to Ministry for the Environment privacy statement for additional information: https://www.mfe.govt.nz/about-site/disclaimer
If you find any information on this website that you believe may be inaccurate, please send an email to WMF@mfe.govt.nz

Ministry for the Environment transparency statement

Please refer Ministry for the Environment's Transparency statement for additiona| information: https://www.mfe govt.nz/transparency-statement

How to register as a panel member

Once you have registered as a user, you will need to create an account as a panel member.
This differentiates you in the FMS from an applicant organisation, who will complete a more
detailed account. Creating your panel member account is a one click action. You will not need
to provide any further details.

Panel Member

For authorised Waste Minimisation Fund Panel Members register here.

| am not sure if | am already registered?

Login using your RealMe details. If you have previously registered, you will be directed straight
to your homepage. If you have not registered, FMS will require you to register.

@i..ma..m. [FE— memres 23

Login with RealMe : = -
Home:
You've been redirected here so you can log in with RealMe o
L] e
» Security check » 3 e A

My Projects

Forgot Username or Forgot Password?

LOGIN

How to log out of client portal

Select the profile icon at the top right corner of the client portal then Log Out.

Minivty for the
@ Environment Home  Published Rounds RecyclelT v E
Manati Mo T Teian

B3 User Profile

HoIme -‘

12 Funds Management System client portal guide for panel members



Managing your account

How to check and update your contact details

To view or update your user profile, click on the profile icon then select your User Profile.

. B User Profile
ome
. Log Out

Select Update at the bottom of the Your User Profile card. If you are updating your email
address or phone number, use the Update Email and Update Primary Phone options.

Your User Profile
Contact Details

Title
Mr

First Name.
Demo

Middle Name

Last Name:

User

Date of Birth

Primary Ema :
Gemouser@tactivnet Update Email
el Update Primary Ph

+64 756 3895 jpdate Primary Phone

Make the necessary updates then select Save. Your User Profile will now show the updates.

Postal Address

25 Main Road

Line 2

‘aikato
2410

New Zealand

Cancel
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How to complete an assessment

Notifications you will receive

Each time you are assigned an application to assess, you will receive an email notification from
FMS advising you there is an application awaiting your assessment.

Login to the FMS by following the link in the notification and entering your RealMe username
and password. You will be directed to your homepage.

Login with RealMe

You've been redirected here so you can log in with RealMe .
Username. ‘

DemoUser

ossword » Security check » , "

My Projects.

Forgot Username or Forgot Password?

LoGIN

The assessment task will be displayed under Upcoming Activities. You may have many
assessment tasks displayed, depending upon the number of assessments you have been
assigned at any one time.

Upcoming Activities 2 of 2 listed

Project Assessment

[ oemo Training Project (PJ-00071885)

IIl Recycle scrap timber into furniture (PJ-0001887)

Reports

The assessment task will display the name and unique project ID for the application.

ﬂ! Recycle scrap timber into furniture (PJ-0001887)

This task should correspond with the list of assessments assigned to you,. If an assessment task
is unexpected, please contact the fund administrator for assistance.

AutoSave (@ Off)

export (47).xlsx - Excel

File Home Insert Draw Page Layout Formulas Data Review View Help £ Search
G11 < fe
| F G | cE CF | G | cH a | o | &K | a ™M | N
| |Project 1D Project Name
! |P)-0001887 Recycle scrap timber into furniture
i |PJ-0001886 Demo Training Project
13
3
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If you have a conflict of interest in completing the assessment, advise us following the
instructions provided with your list of applications to assess. Do not submit the assessment.

If we advise you to continue, the task will remain on your dashboard. If we advise you should
not complete the assessment, it will be reassigned to a different panel member by the fund
administrator. It will then automatically drop off your list of Project Assessment tasks.

In parallel to receiving the assessment tasks for a round, the fund administrator will
provide you with a zip file. This will contain a series of document folders, one for each
project application.

| Iﬂ = | Extract assessment_export (12).zip — ] X

Home Share View Compressed Folder Tools 0
H : <« Downloads » assessment_export (12).zip v & Search assessment_export (12... 0O
~
] Mame Type

PJ-0001886 - Demo Training Proj...  File folder
PJ-0D01887 - Recycle scrap timb...  File folder

The folders are named with the unique project ID and project name to be easily correlated
with the assessment tasks.

Project Assessment

Project ID Project Name o
PJ-0001887 Recycle scrap timber into furniture » Demo Training Project (PJ-0001856)

PJ-0001886 Demo Training Project M Recycle scrap timber into fumiture (PJ-0001887)

Select to open the corresponding document folder in the zip file to obtain a copy of:
e the application
¢ any documents provided with the application

¢ the internal review document completed our investment manager following a review of
the application

e any other relevant documentation saved to the project documents library by the time of
your assessment.

If in doubt whether a document is relevant to the assessment, contact us for help.

How to start an assessment

From Upcoming Activities, select Start on the assessment task. The assessment form
will open.

IIH Recycle scrap timber into furniture (PJ-0001887)
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The form is divided into steps. Each step corresponds to one or more sections
of the application form. The order of the steps follows the order of the sections in the
application form.

Home Publi: Roun fi mpl
@
@ Aboutthe Application Waste Minimisation Fund Panel Assessment

About the Application

]
PJ-0001887

Project Title
Recycle scrap timber into fumiture

Project Summary

The project will salvage scrap timber from 6 different suppliers with whom agreements have been reached to remove their scrap free of charge.
It wil then be recycled into fumiture for public sale. The project will establish an operating plant and hire staff from via our organisation's
community outreach programme (Fresh Start), which targets disadvantaged individuals (including long term unemployed, persons with
disabilities, homeless persons, persons with criminal records, refugees or unskilled migrants and other persons for whom obtaining
employment is difficult). The project will tilise our existing structures to support reintegration of employees to work and use our existing sales

channels for manufactured goods.

AccountName

RecyclelT

Waste Stream impacted by your successful project

Construction materials,Timber

be

Navigate through the form using the form stepper by selecting the step you wish to move to.

Problem Definition

I @ Problem Definition | Consider how well the application identifies the problem and then describes the subsequent project concept.

Does the problem described relate to addressing issues in the waste sector in response to COVID-19?

Will this project address job creation that is necessary to the COVID-19 repsonse?

Enter score here

Alternatively, use the forward and back arrows to move through the steps in sequence.

How to save and resume an assessment

At any point, you can save the assessment by selecting Save. FMS will advise you that the

assessment has been saved.

16 Funds Management System client portal guide for panel members
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To resume the assessment from your homepage, select Continue.

Upcoming Activities 2 of 2 listed

Project Assessment

IIH Demo Training Project (PJ-0001886)
lIl Recycle scrap timber into furniture (PJ-0001887)

The saved assessment form will reopen and allow you to complete your assessment. You can
save and resume as often as needed.

Upcoming Activities 2072 listed

Project Assessment

III Demo Training Project (PJ-0001886)

M Recycle scrap timber into fumiture (PJ-0001887) [Cumime]

@ Abilty o deliver

About the Application step

About the Application is a reference step. It provides some key information from the
application form and is read only. Wherever you see information with a blue background,
this indicates the information is read only reference information.

About the Application

1D
PJ-0001887

Project Title
Recycle scrap timber into fumniture

Project Summary
The project will salvage scrap timber from 6 different suppliers with whom agreements have been reached to remove their scrap free of charge.

It will then be recycled into furniture for public sale. The project will establish an operating plant and hire staff from via our organisation's
community outreach programme (Fresh Start), which targets disadvantaged individuals (including long term unemployed, persons with
disabilities, homeless persons, persons with criminal records, refugees or unskilled migrants and other persons for whom obtaining
employment is difficult). The project will utilise our existing structures to support reintegration of employees to work and use our existing sales

channels for manufactured goods

How to score the application

On each assessment step, one or more questions are presented. Enter a score for each
assessment question by selecting the down arrow and choosing your score from the
list provided.

Help text (shown in green) will provide additional information to help you understand your
scoring options.

Funds Management System client portal guide for panel members
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About the Application Problem Definition

Consider how well the application identifies the problem and then describes the subsequent project concept
Does the problem described relate to addressing issues in the waste sector in response to COVID-19?

Proposed Solutior Will this project address job creation that is necessary to the COVID-18 repsonse?

Enter score here

e Does the application adequately describe the project concept and what is to be achieved in response to COVID-197 * H : |

Provide commentary *

Enter a succinct comment to support your score in the text box provided. Comments should
provide a clear rationale for the score selected.

Enter score here

he project concept and what is to be achieved in response to COVID-197

Joes the application adequately d b
3 -

Provide commentary *

Quicomes are clearly articulated but is not entirely clear how the problems described relate to waste management. The focus in the application is on
social outcomes, which are very clearly articulated, along with the problem being addressed. However, the waste management issues appear to be a
secondary consideration. There is a clear statement of the jobs that will be created and how sustainability around those jobs will be maintained. More
information would likely strengthen its articulation of the waste management issues it is addressing as these are implied rather than stated

Please note: Comments may be used during moderation to better understand the scoring
provided by the panel. They are not shown to the applicant. However, they are stored in the
FMS and the Ministry may be required to share this information, for example, via an Official
Information Act request.

Character limits

Comment fields have a maximum character count, which is displayed at the bottom right of
the field. As you type, the character counter will keep count to help you stay under the
maximum characters allowed.

Provide commentary *

Outcomes are clearly articulated but is not entirely clear how the problems described relate to
waste management. The focus in the application is on social outcomes, which are very clearly
articulated, along with the problem being addressed. However, the waste management issues
appear to be a secondary consideration. There is a clear statement of the jobs that will be .
created and how sustainability around those jobs will be maintained. More information would P

589/2500

-
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Avoiding scrolling within fields

To extend the viewable area of the field, click on the extend icon “ and drag the corner of
the field down.

Provide commentary *

Outcomes are clearly articulated but is not entirely clear how the problems described relate to
waste management. The focus in the application is on social outcomes, which are very clearly
articulated, along with the problem being addressed. However, the waste management issues
appear to be a secondary consideration. There is a clear statement of the jobs that will be
created and how sustainability around those jobs will be maintained. More information would likely
strengthen its articulation of the waste management issues it is addressing as these are implied

rather than stated.
I A I
589/2500

How to make a recommendation

Once you have completed and reviewed your assessment of the application, the final step is to
provide your recommendation.

The first two questions and comments provide information to the Ministry that will help in
relation to contracting. They focus on how the project can be further strengthened. This is
followed by your recommendation, based on your assessment.

Select your responses and enter your commentary for all fields.

Recommendation
Consider the following when making your recommendation:

Is the nature of the problem/ocpportunity clearly identified?

Does the proposal clearly specify how waste minimisation will be promoted or achieved.

.
.
= Iz achieving the propesed sclution dependent on other external factors? If yes, has how they will be addressed been adequately stated?
= Does the proposed solution address all aspects of the identified problem?

.

Does the proposed project with its milestone schedule clearly align to successfully delivering the stated SMART project cbjectives and subsequent impacts?

o what level can the project be improved? -
Describe how the project can be improved *
—
Vhat number of conditions / changes would be required to achieve this improvement? * -
Describe the condifions or changes required fo achieve this improvement *

Enter recommendation here

Recommendation following assessment * -

Provide commentary *

Funds Management System client portal guide for panel members 19




How to submit your assessment

It is important to review your completed assessment prior to submission. Once submitted,
your assessment will automatically be removed from your task list. You will not be able to
restart/resume a submitted application.

From the navigation bar at the top of the form, select Submit. FMS will display a message that
the assessment has been successfully submitted.

- X

_________d

FMS will prevent you from submitting the assessment if any mandatory information has
not been completed. Missing information will be highlighted in the stepper and on the
individual step.

Waste disposal lavy » Errors in this section

+ How well does the project promote recommendations of the review of the waste disposal levy? : Required

+ Provide commentary: Required

Waste disposal levy

Consider how the proposal demonstrates implementing one or more of the most recently published recommendations.

5=High
nvestment 3 = Medium

1=Low

Refer to: Review of the effectiveness of the waste disposal levy 2017.pdf

Enter score here

How well does the project promote recommendations of the review of the waste disposal levy? *

Required

Provide commentary *

@® Recommendation e

Once you have resolved any errors, retry the Submit action. FMS will advise you when your
assessment has been successfully submitted.

What happens next?

When you submit your assessment form, it is captured within the FMS along with the
assessments of other panel members. The FMS allows us to easily track assessments, ensure
that they have been completed and compile the combined scores and commentary for
moderation.

We will continue to coordinate the moderation meeting and provide you with the information
required. This will include a copy of the assessment you provided for each project.

20 Funds Management System client portal guide for panel members



Frequently asked questions (FAQs)

Who do | contact for help?

For help with our assessment process, clarifications on what is required, or questions about an
application, please us.

MfE Fund Contact Details

Waste Minimisation Fund WMF@mfe.govt.nz

For technical assistance with the client portal, contact Enquire Support at
enquiresupport@tactiv.net

What if | forget my username or password?

To reset your password, go to the Login tab and select Forgotten Your Username or
Password? This will redirect you to the RealMe service where you will follow the
RealMe process for resetting your password.

Login with RealMe Create a RealMe login
You've been redirected here so you can log in with RealMe To access this service you need a RealMe login.
Usemame You'll be able to access a range of services with a single

username and password. RealMe is designed to protect your
privacy and security.
Password

CREATE YOUR REALME LOGIN
Forgot Username or Forgot Password?

LOGIN

If | update my contact details in RealMe, will they have
updated in the FMS?

RealMe does not pass any of your personal details to the FMS. If your phone number, email
address or other contact information change, please update your user profile in FMS to ensure
we have the correct contact details on file. For more details, see Error! Reference source not
found.

How do | confirm the Internet browser and version
| am using?

To assist with any queries and to diagnose problems, it may be necessary to confirm what
internet browser is being used and its version number. FMS supports the latest browser
version of Chrome, Firefox and Microsoft Edge.
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Google Chrome

Select the More menu.

New Tab
C GA

1 Apps

Gmail Images  iif

Select Settings, then select About Chrome

* O

] Mew tab Ctrl+T
Mew window Ctrl+M
Mew incognito window  Ctrl+Shift+M
Histony b
Downloads Ctrl+] Settings
Bookmarks L4
— 2 Youand Google
Zoom + La
B  Autbofill
Print... Ctrl+P
c Q Safety check
ast...
Eind CrlsF @  Privacy and security
ind... rl+
More tools L ®  appearance
Q,  search engine
Edit Copy Paste
BN Default browser
Settings
()  Onstartup
Relp L4
Advanced -
Exit
Extensions &
About Chrome

Chrome will now display the version number.

Settings

You and Google

Autofill

Safety check

Privacy and security

Appearance

Search engine

m o ® & em

Default browser

()  onstartup

Advanced

Extensions

About Chrome

About Chrome

CO‘ Google Chrome

Google Chrome is up to date
Version 85.0.4183.121 (Official Build) (64-bit)

Get help with Chrome

Report an issue

Google Chrome
Copyright 2020 Google LLC. All rights reserved

Google Chrome is made possible by the Chromium open source project and other open source software.

Terms of Service

=
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Microsoft Edge

Open Microsoft Edge and select the More menu in the top right corner.

x
o (&1 ) % @ Qures @) ]

Select Settings, then select About Microsoft Edge

= O X
kA = Not syncing z
Mew tab Ctrl+T
Setti x
B Mew window Ctrl+N @ R -
E‘g New InPrivate window  Ctrl+Shift+N < O e Edge | EdQE://Senln
Zoom — 100% +
Settings
j,AE Favourites bl
0 History > | je ISearch settings
i Downloads Ctrl+] I Profiles
B Apes > 8y Privacy, search, and services
{E Extensions Appearance
Callections d) On start-up
=y print Ctrl+p New tab page
[@ Share O3 Site permissions
[ Find on pace CrleF E] Default browser
+ Download
AY Read aloud Ctrl Shift=U = powmeass
Wore tools 5 o Family safety
€ Languages
@ Settings .
= Printers
? Help and feedback bl
8 System
Close Microsoft Edge () Reset settings
[l Phone and other devices
@@ About Microsoft Edge
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Edge will now display the version number

8% Settings

<

x |+

@) @ Edge | edge//settings/help

Settings

2 Search settings

=]

Profiles

Appearance

On start-up

Bl G & >

Mew tab page

Site permissions

o
o

Default browser

e I

Downloads
Family safety
Languages
Printers
System

Reset settings

Privacy, search, and services

Microsoft Edge is up to date.

Version 85.0.564.63 (Official build) (64-bit)

Th

i vser is made possible by the Chromium open source project and other open source software.

Microsoft Edge

© 2020 Microsoft Corporation. All rights reserved.

Terms of use - Privacy statement - Microsoft services agreement

Phore and other devices

@O0 G Do d PR

About Microsoft Edge

Firefox Browser

Select the cog on the right hand of the screen

&«

@ NewTsb X

c @ Q

Select General

ﬁ' General

G[‘ Home
Q Search

a Privacy & Security

~
K/ Sync

Search with G or enter address n O ¢ =

-

G Search the Web

Scroll down to Firefox Updates to view the version number

Firefox Updates

Keep Firefox up to date for the best performance, stability, and security.

I Version 81.0 (64-bit) What's new

I Show Update History...

+» Firefox is up to date
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How do | clear my browser cache?

You may need to clear your browser’s cache to resolve any unexpected issues on the Client
Portal. Please ensure any work is saved before proceeding with the steps below as you will

need to close the browser down to finish the process.

Google Chrome

Open the Clear Browsing Data window.

Use the Ctrl+Shift+Delete shortcut to bring up the Clear Browsing Data window. Or at the top
right of your Chrome select More tools, then Clear browsing data.

Clear browsing data

Basic Advanced

Timerange  Last hour -

Browsing history
4 items

a

Download history
None

<]

Cookies and other site data
From 15 sites

a

Cached images and files
Less than 322 MB

<]

Passwords and other sign-in data
None

O

Autofill form data

Cancel Clear data

4

2. On the Advanced tab from the Time range drop down menu, select All time.

3. Check that the following options have been selected:

e  browsing history

e download history

e cookies and other site and plug-in data

e cached images and files.

Select Clear Data. Now close all Chrome browser windows to complete the clear

cache process.

Alternatively, go to Settings and select Privacy and Security. Then select Clear

browsing history.

Settings Q, Search setlings

s You and Google

Privacy and security

Autofill

Safety check L

Clear browsing data
Clear history, cookies, cache, and more

Privacy and security &
Appearance

Search engine e

Default browser

m e~ % &€ & @

"y
Tir

&

On startup

Cookies and other site data
Third-party cockies are blocked in Incegnito mode

Security
Safe Browsing (protection from dangerous sites) and other security settings

Site Settings
Controls what information sites can use and show (location, camera, pop-ups, and more)
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Microsoft Edge

Open the Delete Browsing History window by selecting Ctrl+Shift+Delete shortcut.

Clear browsing data

Time range

| Last hour ~

Browsing history

Mone

Download history

Mone

Cookies and other site data
From 4 sites. Signs you out of most sites.

Cached images and files
Frees up less than 77.2 MB. Some sites may load more
slowly on vour next visit

This will clear your data across all your synced devices signed in to
chapman.newton@xtra.co.nz. To clear browsing data from this
device only, tumn off sync.

m ca n(EI

Check that the following options have been selected:
e  browsing history

e download history

e cookies and other site and plug-in data

e cached images and files.

Select Clear Now. Now close all Edge browser windows to complete the clear cache process.

Alternatively, go to Settings, select Privacy, search, and services. Then select Choose what

to clear.

Settings Clear browsing data

This includes history, passwords, cookies and more. Only data from this profile will be deleted. Manage your data

L Search settings

Clear browsing data now

Profiles

Choose what to clear

Choose what to clear every time you close the browser
| & Privacy, search, and services

Appearance

Firefox Browser

Open the Clear Recent History window by selecting Ctrl+Shift+Delete shortcut.

Timerange to clear: | Last Hour ~

History
Browsing & Download History Cookies
Active Logins Cache

Form & Search History

Data
[] Site Preferences [ Offline Wehbsite Data

S
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Check that the following options have been selected:

e browsing and download History
e active logins

o form and search history

e cookies

e cache

Select OK. Now close all Firefox browser windows to complete the clear cache process.

Alternatively, go to Settings, select the Privacy & Security.

- ¢ Options x B

&« c o &) Firefox  about:preferences#general
Tt General General
0 Home Startup
Restore previous session
Q Search

Warn you when quitting the browse

- (m]

w N @ ® =

Find in Options

& Privacy & Security Always check if Firefox is your default browser

c Sync

Make Default...

In the Cookies and Site Data section, select the Clear Data button.

- ¥ Options b+ - u]
< ¢ @ &) Firefox  aboutipreferences#privacy g INn @ ® =
~
Find in Options
e COTTIRCO (| G5G 0I5 OOCTR:  ETRPGTD S0 R A 2P o o ooy s o
ﬂ' General
Always
m Home ® ) Only when Firefox is set to block known trackers

q Search

Cookies and Site Data

Privacy & Security
a Y v Your stored cookies, site data, and cache are currently using 285

I} MB of disk space. Learn more
K~ Sync Manage Data...
Delete coakies and site data when Firefox is closed Manage Permissions...
Select Clear.
Clear Data X

Clearing all cookies and site data stored by Firefox may sign you out of websites and

remove offline web content. Clearing cache data will not affect your logins.

/| Cookies and Site Data (0 bytes)

You may get signed out of websites if cleared

/| Cached Web Content (285 MB)

Will require websites to reload images and data

Cancel Clear

Now close all Firefox browser windows to complete the clear cache process.
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