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Navigating the online evacuation schemes system

Introduction

When to use
Use this guide to help you navigate and set up the evacuation schemes system.

It explains how to view applications and schemes, access supporting documents as well as managing additional
recipients and use the advanced features of the system.

Contents

Viewing and editing applications

Managing additional email recipients

Also see fireandemergency.nz/businesses-and-landlords/evacuation-schemes/ > Quick reference guides
“Maintaining Approved Evacuation Schemes guide”.

Viewing and editing applications

Viewing applications and reports

1. Toview an application:
Click the Home icon on the top left corner within the blue side panel.

Evacuation Schemes
Nga Mahere Putanga

Having an approved evacuation scheme provides your building with protection for tenants and the building itself, is a competitive display of investment in
fire safety and allows for the safe, prompt, and efficient evacuation of the building.

Welcome PublicUser AHPU100! APPLY FOR A SCHEME SUBMIT A TRIAL OR TRAINING REPORT

My Evacuation Schemes My Trial / Training Activities My Templates

Pending-Resubmission New In Progress

d
(Awaiting My Action) (Not Yet Submitted) (Awaiting FENZ Review) Approve

Q = Group Fields < Density C Refresh
I e T N

21-10-2023

V-397050-1-V1 Variation Blenheim Pending-SubmitVari

10 x 20m marquee, 193,
Riversdale Hotel, 74, Ne.
Result: You will be presented with an overview of your My Evacuation Schemes page with separate tiles for

pending, new, in progress and approved applications.
Note: The tables will display relevant key information regarding the application e.g. address or due date.

EV-397055-1-V1 Variation Riversdale Pending-SubmitVvari 21-10-2023

2. To view an application form, click the corresponding application status tile and then on the EV- reference
number.


https://fireandemergency.nz/businesses-and-landlords/evacuation-schemes/
https://www.fireandemergency.nz/businesses-and-landlords/evacuation-schemes#guides
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Pending Resubmission Tile: displays applications that are pending resubmission or any variations yet to be
submitted.

New Tile: displays applications in draft status that have not yet been submitted.
In Progress Tile: displays submitted applications currently pending Fire and Emergency NZ review.
Approved Tile: displays applications that have been approved.

Note: If you have a large number of applications displayed in any of the tables, you can put the reference
number or a key search word e.g. street name in the search field to find an application more easily.

WeICOmE PubllcUSerAHPU1 00! APPLY FOR A SCHEME SUBMIT A TRIAL OR TRAINING REPORT

My Evacuation Schemes My Trial / Training Activities My Templates

Pending-Resubmission New In Progress Approved
(Awaiting My Action) (Not Yet Submitted) (Awaiting FENZ Review) PRrove

I = Group ¢ Fields = Density C Refresh
@ m et e -m flate Created
[ ] Variation 10 x 20m marquee, 193,..  Blenheim Pending-Submitvari..  21-10-2023 20-08-2024
P EV-397055-1-V1 Variation Riversdale Hotel, 74, Ne..  Riversdale Pending-Submitvari 21-10-2023 20-08-2024

Result: the application detail will be displayed.

Welcome PublicUser AHPU100! APPLY FOR A SCHEME SUBMIT A TRIAL OR TRAINING REPORT

My Evacuation Schemes My Trial / Training Activities My Templates

Pending-Resubmission New In Progress
(Awaiting My Action) (Not Yet Submitted) (Awaiting FENZ Review)

Approved

07-01-2026 Variation TEST TEST, 1820, Trigg Av..  Rotorua Resolved-Approved single floor
EV-306020-1 26-08-2026 New ES application Popeyes, 575, Te RapaRoa..  Hamilton Resolved-Approved Single floor Save as template
EV-540002-1 17-08-2026 New ES application TESTBUILDINGNAME, 12,5, Cityname Resolved-Approved single floor Save a3 template

3. Toview the details of an application, click the Application Form tab and then click the arrow icon * to expand
the sections and headings.

N
| Application Form |  Documents
Actions -
v Applicant details
Case status IN PROGRESS
~|Applicant details |
Building A new building :
structure pplicant type
Individual
Reference EV-37057-1 o
number 1.1 Building owner
Version 1 Please enter the details of the owner of the building
o o First name Last name
Application New ES application Lene

Note: Once you’'ve submitted an application or once it has been approved you will only be able to view the
application detail and you will not be able to make any changes to it by updating the application.
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4. To view the documents attached to the application as well as the approved application and approval letter (if
applicable), click on the Documents tab. To open a file, click on the file name.

Application Form
Actions -
Case status  INPROGRESS Relevant Documents:
Building A new building = Group < Fields <+ Density C Refresh
structure Upioanied
, _ Uploaded
Reference EV-37057-1 File Name Category in .
Version Y
number
Versi 1 06 TEST Fire action sign OFFICE TEST_EV-37057-1.png Fire Action N EV-37057-1 07/08/2024  PublicUser ..
ersion
02 TEST EV Evac Scheme Document_EV-37057-1.pdf Evacuation S EV-37057-1 07/08/2024  PublicUser ..

5. For an overview of maintenance (trial or training) reports that are associated with an approved application,
click the Maintain Cases tab and the applicable Maintenance Case ID to view a specific report

om a

Documents Maintain Cases

ol on Form
Evacuation scheme application Application For

This tab shows the list of MM Cases for the Scherms

SS. AFERIVIE

Cose status
Trial Evacuations

Bulldng A i billising

[ ES-51704%

Schefm 1D 004 12112028 S
Reference EV-3170491

rurribes

Version 1

Mexl maingain 12052026

6. To download a copy of the application form or a maintenance report (trial or training) in PDF format, either
download the applicable file from the Documents tab (for approved schemes) or click the Actions menu and
select ‘Download application’ to download a copy of the application or report as it currently sits in the system.

om o %

; CHIS Maintain Cases
Evacuation scheme application

Application Form Documents

> Section 1: Applicant details

> Section 2 :Building details
Manage Additional Recipients

Case status 1 > Section 3: Fire protection systems
Building A > Section 4: Preparation in case of fire

Refresh
structure . .

> Section 5: Evacuation procedure
Scheme ID ES-517049
Section 6: Special provisions

Reference  EV-517049-1 2 s
number > Section 7: Applicant responsibilities
\larsinn 1

7. To view any Additional documents that may have been uploaded with a trial or training report, or a copy of
the submitted report (only when entered online by a user) this can be viewed through the Files and
Documents box on the right by clicking on the file. If this box is not visible, click the little arrow to expand the

view

M EALI0E

Maintain Evacuation Scheme

Haws

Compliance
Type
Cusrent
activity due
date

Reference

Compieted

30-01-2026

EV-51704%-1

» Cose Info

» Bullding Owner Details

Trial Evacuations

» Buslding Details

» Compliance Details

w Corislee L

Approved Scheme Details

=

Files & documents (2=

Bubmigsion ' Wialidalion gy

Compliance Repor - Trial Evacuation

Trial Evacuations Reg

i -

158
Trial Evacuations_EV
S170459
1_20251126T 215238441
M GMITpdl
e
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Editing and resubmitting applications

1. To edit an application that is yet to be submitted (New) or resubmitted (Pending-Resubmission), click the
corresponding tile and then the EV- reference number of the application you wish to edit.

Evacuation Schemes
Nga Mahere Putanga

Having an approved evacuation scheme provides your building with protection for tenants and the building itself, is a competitive display of investment in
fire safety and allows for the safe, prompt, and efficient evacuation of the building.

Welcome PublicUser AHPU100! APPLY FOR A SCHEME SUBMIT A TRIAL OR TRAINING REPORT

My Evacuation Schemes My Trial / Training Activities My Templates

New In Progress Approved
(Not Yet Submitted) (Awaiting FENZ Review) PP

= Group @5 Fields * Density C Refresh

- New ES application US-97138 New Building, Wellington Pending - Submission  20-06-2024 Single floor

EV-451003-1 New ES application 1 of Many saved applica.  Hawke's Bay Pending - Submission  26-07-2024 Multi floors

Pending-Resubmission
(Awaiting My Action)

Result: A To Do task will be displayed with a yellow Go button on the right-hand side.

2. To start editing the application or upload additional documents, click the yellow Go button.
Note: The application details and documents are displayed below the To Do task. This is a read-only view, you
will not be able to edit the application or documents in this view.

To Do

Update Application
Please click Go button to update your application

Actions -

Case status PENDING-RESUBMISSION |Application Form Documents
Bullding An existing building » Section 1: Applicant details
structure

Reference EV-463051-2 > Section 2 :Building details
number » Section 3: Fire protection systems
Version 2

> Section 4: Preparation in case of fire

Result: The Update Application confirmation message is displayed.

3. When first editing a resubmission or variation, and after clicking the Go button, you will need to confirm that
you are updating the application by clicking the Update Application button.

© ERE &
Evacuation scheme application ° Update Application
Due 3 hours ago -
Dear Oby

Actions -

During our evaluation process we noticed your application requires more information as advised in our letter to you.

PENDING-RESUBMISSION
Case status Please update your application with the required information and resubmit it for assessment
Building An existing building Thank you,
structure Fire and Emergency New Zealand

Reference EV-463051-2
number

WHAKARATONGA IWI - SERVING OUR PEOPLE www.fireandemergency.nz
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Result: The editable application form will be displayed.
Note: The application form will either display section one or the section you last edited.

-] w
Evacuation scheme application ° Applicant details
Due 1 month ago
Actions ~
Section 1: Applicant
Case status PENDING-RESUBMISSION details
e
Building A new building
structure Update Building Structure
Reference EV-449017-2-V1 Building Structure* @
number
OA new building OAn existing OTemporary
Version 2 building structure
Next maintain 23012025 Applicant details
due date
Applicant type *
Application  Resubmission
Individual Company
i o Ocompany
1.1 Building owner
Owner PublicUserPU100 Please enter the details of the owner of the building
2 months ago
Submitted ~ 24-07-2024 02:44 PM First name* Last name *
King Stone
Application Details
Postal address * Suburb*
3 Taatahi Street Weymouth
City* Postcode *
Auckland 2103

Click here to find postcode

Contact phone number * Landline number
0214445555

4. Edit the application and upload or exchange any supporting documents as necessary, tick the Declaration box,
review the application and click the yellow Submit or Resubmit button to submit your application.

Evacuation scheme application ° Review & Update

Due 4 hours ago -

Actions ~

Section 1: Section 3: Fire  Section 4: Section 5: Section 6: Section 7:
Applicant Section 2: protection  Preparationin  Evacuation Special Manage Applicant
Case status PENDING-RESUBMISSION details Building details  systems case of fire procedure provisi r ibiliti Review
- - o O o
Building An existing building
structure > Section 1: Applicant details
Reference EV-463051-2 > Section 2 :Building details
number
Version 2 > Section 3: Fire protection systems

v

Section 4: Preparation in case of fire
Application Resubmission
type

v

Section 5: Evacuation procedure

v

Section 6: Special provisions

Owner PublicUserPU100A
28 days ago

Submitted 10-09-2024 10:21 AM

-

Section 7: Applicant responsibilities

PREVIEW APPLICATION

Application Details
BACK SAVE RESUBMIT APPLICATION

Also see fireandemergency.nz/businesses-and-landlords/evacuation-schemes/ > Quick reference guides “Evac
scheme application reference guide”, “Completing and submitting an online evacuation scheme application
guide” and “Resubmitting an Evacuation Scheme Application guide” for more information.

Viewing applications and evacuation schemes — other useful table functions

Viewing applications and schemes

e Click the Home icon to return to the homepage from any screen.
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& inPriate ) s EV-393210-1

Q FrE &

Application Form Documents Maintain Cases
Evacuation scheme application il L, L

+
N > Section 1: Applicant details

Actions ~

> Section 2 :Building details
Case status RESOLVED-APPROVED 6 > Section 3: Fire protection systems

Building A new building »> Section 4: Preparation in case of fire
structure

MPad ID MUEV-2013-001657-1
Reference EV-393210-1

» Section 6: Special provisions

> Section 7: Applicant responsibilities

e Hover your mouse cursor over an application or scheme reference number hyperlink and click Preview to
open the application Overview in a quick-view side panel. Click Application Details in the quick-view side
panel to view the application details as well as any supporting documents that are attached with the
application.

Evacuation Schemes :

Nga Mahere Putanga Evacuation scheme

Having an approved evacuation scheme provides your building with protection for tenants and the appll catlun
safety and allows for the safe, prompt, and efficient evacuation of the building.

Overview  Application Details

I Application Form I I Documentsl

> Section 1: Applicant details

Welcome PublicUser AHPU100!

> Section 2 :Building details

My Evacuation Schemes My Trial / Training Activities My Templates . .
> Section 3: Fire protection systems

Section 4: Preparation in case of fire
Pending-Resubmission New In Progre ’ P

(Awaiting My Action) (Not Yet Submitted) (Awaiting FENZ > Section 5: Evacuation procedure

> Section 6: Special provisions

> Section 7: Applicant responsibilities

Next Maintain Building
e Tt o |

New ES application Retest ISSUE-52002, Hamilton

07-04-2025 Mew ES application Retest ISSUE-52002, Hawke's B

e Right click on an application or scheme hyperlink and then select Open link in new tab or Open link in new
window to open the detail in a new browser tab or window.

O = Home

Evacuation Schemes
Nga Mahere Putanga

Having an approved evacuation scheme provides your building with protection for tenants and the building itself, is a competitive display of investment
in fire safety and allows for the safe, prompt, and efficient evacuation of the building.

Welcome APPLY FOR A SCHEME SUBMIT A TRIAL OR TRAINING REPORT
Open link in new tab
Open link in new window
My Evacuatio es My Templates
] Open link in spiit screen window
Save link a5 New In Progress
Approved
_ (Not Yet Submitted) (Awaiting FENZ Review)
3 Copy link
) Add to Collections
Q Share S Group 5 Fields <+ Density € Refresh
Get image descriptions from Microsaft  »
varld 10 x 20m marquee, 193,. Blenheim Pending-SubmitVari 21-10-2023

TS-449021-2 Resubmission Test with temporary Bui. Wellington Pending-Resubmiss..  23-07-2024 12-08-2024
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Customising tables

Rearranging columns

Click on a column header to drag and drop the column into a different place.

Q search = Group < Fields I Density C Refresh
Reference Number Application Type i ¥ Date Created Date Submitted m
TS-37056-1 New ES application DEMO3BASIC, 11,..  Paraparau.. InProgress 27-06-2024 27-06-2024 26-07-2024 Single floor
EV-37057-1 New ES application DEMO4BASIC, 11,..  Paraparau In Progress 27-06-2024 08-07-2024 05-08-2024 Single floor
EV-37060-1 New ES application DEMO1BASIC, 11,..  Paraparau.. InProgress 27-06-2024 27-06-2024 26-07-2024 Single floor

Displaying applications by group

1. Click the Group tab.
2. From the Select field dropdown menu, select the information you want to use to group the applications.

S Group < Fields + Density  Refresh

IE Group | & Fields < Density C Refresh

No fields are used to grou i =
group m Date Subm{i ISeIectﬂeId vI _

Select field
27-06-2024 Reference Number B

Application Type

08-07-2024 05-08-2024 single floor 08-07-2024 Building Address ~-gle floor
City

27-06-2024 26-07-2024 single floor 27-06-2024 Single floor
Date Created

Date Submitted

Applicant Type

Building Structure

Building Owner

Mominated Contact Person

Mominated Contact Email

Building Name

Floor

Training

Eva Timings

27-06-2024 ngle floor

Deleting an information group
1. Locate the name of the group.

2. Click on the rubbish bin icon @.

= Group (2) < Fields + Density < Refresh

g:;emm | Status ~ |D .
- | =

| Date Created Total 3

~+ Add a field to group otal 1

27-06-2024 e floor
Total 1

08-07-2024 05-08-2024 Single floor
Total 1

27-06-2024 26-07-2024 Single floor
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Choosing which columns to display

1. Click on the Fields tab.
2. On the right-hand side of the screen, check or uncheck the boxes for the columns you want to show or hide.

= Group | & Fields B Reference Number
" O Application Type
Reference Number Building Address Date Created Due Date
B Building Address
- - DEMO3BASIC, 11, Sunburst ... In Progress 27-06-2024 26-07-2024
0O city
DEMO4BASIC, 11, Sunburst ... In Progress 27-06-2024 05-08-2024
B status
DEMO1BASIC, 11, Sunburst ... In Progress 27-06-2024 26-07-2024
B Date Created
[ Date Submitted
B Due Date

Choose the amount of detail to display for table entries

1. Click the Density tab.
2. From the dropdown menu, choose the level of detail you want to display.

Q Search = Group <5 Fields Refresh
Short
Reference Apnll Date Due Applicant Building Building !
Number Created Date Type Structure Owner REdRY
EV-37055-1 Variation Paraparaumu  Pending- 27-06-2024 26-07- Company An existing DEMO; =l
SubmitVariation 2024 building Full Content Wl
Training
Programme
EV-37059-2 Resubmission Paraparaumu  Pending- 27-06-2024 26-07- Individual A new building DEMO1BASIC DEMO1BASIC  Trial
Resubmission 2024 Scheepers Evacuations

Saving a preferred view
Once a preferred view has been selected, this can be saved.
Note: This is only available for Approved schemes.

1. Click the Default view button and select Save as hew view.

My Evacuation Schemes My Trial / Training Activities My Templates

Pending-Resubmission New In Progress IArprore
(Awaiting My Action) (Not Yet Submitted) (Awaiting FENZ Review) B

Default view ~ ='Gmup <% Fields + Density C Refresh

\/ Default view

Next Maintain Due

MennnaE 2 07-01-2026 TESTTEST 18.90 Trinn Av____Datorsa Bacnlvad.Annrovad sinala finnr

2. Enter a name for the selected view and check the tick box if this should be set as a default view.
Once a view has been saved, it is possible to switch between views as well as further options to
add, delete and edit views become available.

New View~ =S Group @ Flelds = Density New View~

II Edit view I Default view
| v/ New View

Save as new view
Edit this view

- ST \
( Save )

Delete this view
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Keyword search

To search information displayed in the table, type search terms into the search field at the top left of the screen.

I Q Trial = Group 5 Fields < Density C Refresh
Reference Application Building Date Date Applicant Building

Address Created Submitted EIEiES Type Structure T |m|ngs
EV-37057-1 New ES applic.. DEMO4BA.. Parap.. InProgre.. 27-06-2024 08-07-2024 05-08-2024 Individual Anew building  Trial Evacu..  Six months single ..
EV-37060-1 New ES applic.. DEMO1BA.. Parap.. InProgre.. 27-06-2024 27-06-2024 26-07-2024 Individual Anew building  Trial Evacu..  Six months single ..

Sorting and filtering information

1. To sort the records into ascending or descending order, click in the middle of the column header and then use
the up/down arrow to change the sort order. You can use this function to sort records into alphabetical,
numerical or date order.

Q Search = Group ¢ Fields T Density C Refresh
| o e[St on e | e [ oo e e |
EV-37057-1 New ES application DEMOQA4BASIC, 11,..  Paraparau.. In Progress 27-06-2024 08-07-2024 05-08-2024 Single floor
EV-37060-1 New ES application DEMO1BASIC, 11,..  Paraparau In Progress 27-06-2024 27-06-2024 26-07-2024 single floor
TS-37056-1 New ES application DEMO3BASIC, 11,..  Paraparau..  In Progress 27-06-2024 27-06-2024 26-07-2024 single floor

2. To see more sorting, filtering, search and group options for a column:
a. hover your mouse over the right-hand side of a column header,

b. click the drop-down arrow.

Reference Number e
753 T sortascending [] ev-37060-1
[] 1s-37056-1

L Sort descending

L1 h text
E‘llja — Applyﬁrter earch tex

EV-3 = Group by this field
g?ﬁ Hide field { Apply jl |: Cancel ?‘

Note: If you change your view to another table, the system won’t save your changes.

Managing additional recipients

Overview

Managing additional recipients allows you to add, modify, or delete email contacts for evacuation schemes and
maintenance cases (Trial/Training Reports), ensuring key stakeholders automatically receive important updates
such as application acknowledgments, reminders, and report confirmations.

o A maximum of three additional recipients can be added for each scheme.
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o Additional recipients can be managed throughout the lifecycle of the application or scheme, including
modifications or deletions.

o Additional recipient information, like name and email address, will not be displayed in the application PDF or
any system generated letters.

You can select whether the recipients receive system-generated emails related to the Evacuation Scheme,
Trial/Training Reminders and/or Trial/Training Report Confirmations;

1. Evacuation Scheme Emails: recipients will receive updates and notifications related to the overall evacuation
scheme application process, from submission to approval, such as;
o Application Acknowledgment Emails: sent when a new application, resubmission, or variation is
submitted.
o Not Complete Letter Emails: sent when an application is marked as incomplete.
o Notice of Building Visit Letter Emails: Sent when a building visit is scheduled as part of the evacuation
scheme assessment.
o Approved/Not Approved Letter Emails: sent when the scheme is approved or not approved.
2. Trial/Training Reminders: to keep recipients informed of upcoming deadlines related to Trial or Training
reports for your evacuation scheme and will include notifications such as;

o First Trial/Training Reminder Emails: sent when the first reminder is due for the completion of the
Trial or Training report.

o Second Trial/Training Reminder Emails: sent as a final reminder when the Trial or Training report is
overdue.

3. Trial/Training Confirmations: recipients will receive confirmation of the submission of the report and will
include notifications such as;

o Trial/Training Report Submission Confirmation Emails: sent when the Trial or Training report is
successfully submitted.

Where to manage additional email recipients

Manage and update additional email recipients for all your approved evacuation schemes directly from various
locations withing the evacuation schemes website, ensuring relevant stakeholders are kept informed.

Accessing the Additional Recipients Functionality from the blue side pane:

1. Click on the Manage Additional Email Recipients option on the blue pane on the left.

@ FIRE Evacuation schemes
=

_1emes
itanga

tion scheme provides your building with protection for tenants and the building itself, is a competitive display of investment
the safe, prompt, and efficient evacuation of the building.

Create
lome

Manage Additional Email Recipients

APPLY FOR A SCHEME SUBMIT A TRIAL OR TRAINING REPORT

Result: A list of active schemes that you manage will be displayed, showing details like the scheme reference
number and building address.

2. Click the Manage button next to the scheme details.

WHAKARATONGA IWI - SERVING OUR PEOPLE www.fireandemergency.nz
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Manage Additional Email Recipients

Below is the list of active schemes you manage.
Click on "Manage" to modify, add, delete the additional email recipients for each type of notification.

Please note, this applies to system generated emails only.

Evacs Ref Number Status Building Address

Migrated Mary Shapley Rest Home,

y  EV-377031-1-V1 In Progress Hospital and Apartments, 4, Spence Ian

Wakatane, Whakatane

Migrated Bupa Te Puke Country Lodge
y  EV-387664-1-V1 In Progress Care Home, 1, Number One Road, Te MANAGE
Puke, Te Puke

Result: The Manage Additional Email Recipients window is displayed for the selected scheme.

Adding Additional Email Recipients in Section 1 of the application:
1. Start a new application or open a Draft Application from the My Evacuation Schemes view.

2. Inquestion 1.2 click the Add Additional Recipients button.

= Select if the building owner is the nominated contact person

Evacuation scheme application

| 1.2 Nominated contact person |

A Please enter the details of the nominated contact for the building
ctions ~

First name * Last name *
Case status PENDING - SUBMISSION

‘ Irene Sch
Building A new building . .
structure Postal address Suburb

| 12D Manners Street Wellington
Reference EV-440015-1 L
number City * Postcode *
Version 1 | Wellington 5810

Click here to find postcode

Application ~ New ES application a ;
type Contact phone number Landline number
| 0123456789
Oowner PublicUserPU100A Email address * Confirm email address *
2 months ago — ) .
! irene.sch@email.com irene.sch@email.com
Appilcation Detsils I Click here to add additional email recipients @ I ADD ADDITIONAL RECIPIENTS I

Result: The Manage Additional Recipients window is displayed for the selected scheme.
Managing Additional Email Recipients from within any application or scheme

1. Click the Actions menu on any application.

2. Select Manage Additional Recipients.
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Select if the building owner is the nominated contact person

1.2 Nominated contact person

Please enter the details of the nominated contact for the building (@
— —_— e

= = Manage Additional Email Recipients X

Manage Additional Recipients First
Case status " applicant details “rend
Building A Download Application Manage additional email recipients (Add/Modify/Delete)

Post|

structure .

Withdraw and Delete 12D Email [Required] Ev:l:ua‘tlnn Trial/Training  Trial/Training
Reference E\  Refresh = E_I"'E Remi Confirmations
number City ] smate

Version 1 Wel IIS ‘ |SCH@email‘com I |D g I D

(=T
Application New ES application
type Cont

Result: The Manage Additional Email Recipients window is displayed for the selected scheme

Managing Additional Email Recipients from within any Maintenance Case/Report
1. Within a maintenance Case/Report click the yellow Manage Additional Recipients button.

2. A one-off additional recipient for the particular report that is being submitted can be added in the
relevant field

= e u v Create Submission Validation Reaow Resolve
Maintain Evacuation Scheme
<
Actionia > [+ Trial Evacuation report form
Due 1 month from now «
Status Pending-Action Required jers Zvoso
Building description

Compliance  Trial Evacuations :
Thoe Building's name Scheme reference
» 2 EV-51704%1
Current 30-01-2026 : 7

Building’s unit number Building’s street number
activity due 4
date
Reference EV-517040-1 Building's street name Building's suburb

Ballina Drive Churton Park
Number
Evacs Resolved-Approved ;Bluul:dmxg's city 2:3-I;1|ngs postcode
Scheme —"—e
Status
Owner PublicUserPU100 z

less than a minute ago Contact person details

Contact person's first name* Contact person's last name™
Application Details Templatel Test

Phone number Mobile number*

0221576815
Email address*
random@emall com
Click here to add additional recipients I MANAGE ADDITIONAL RECIPIENTS I
IOneoﬂ Additional Recipient 1 | One-off Additional Recipient 2

Note: This feature will only be available during report submission.

Manage Additional Email Recipients Details

When managing additional email recipients you can add new recipients, modify existing ones, or delete email
recipients to receive the applicable correspondence going forward:
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a. Click the + Add button to add a new recipient and select which type of notifications you would like
them to receive.

b. Click inside the Name or Email fields to edit existing recipient name or email address and toggle the
notification type tick boxes to select the types of notifications the recipient should receive.

c. Click the Delete icon to remove an email recipient.

Manage Additional Email Recipients X

Manage additional email recipients (Add/Modify/Delete)

Evacuation
Scheme
Emails

Trial/Training  Trial/Training
Reminders Confirmations

Email [Required]

| | arna.mcg@email.com

Jrene Sch | i.sch@email.com ‘ |:| |:| E 10|

CANCEL SUBMIT

3. Click Submit to save your changes.
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