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The Enquire Client Portal for Project Partners

This guide is designed to support the Department of Conservation’s Project Partners that use the Enquire
Client portal to report back to DOC the on Jobs for Nature projects. It covers:

1. Getting started

2. Navigation and terminology

3. Registration via RealMe

4. Registering an account for your organisation
5 Regular Reporting

6. Project completion reporting

7. Frequently asked questions (FAQs)

Part A: Getting Started

The Client Portal is the external facing component of Enquire. Enquire is a specialist grants management
software solution. Information in Enquire is held in secure accounts. Information you enter into the Client
Portal can be viewed only by the Contacts for your Account. When you submit information, it can also be
viewed by relevant DOC staff. Other organisations or individuals cannot access your information.

Enquireis aweb-based tool. You will need aninternet browser and an internet connection to access the Client
Portal. Microsoft Edge, Google Chrome and Firefox are all supported browsers. Enquire will also work on a
mobile device such as an Android or Apple phone. Microsoft Internet Explorer is no longer a supported
browser.

Via the Client Portal, Project Partners can provide documents and information to DOC as needed, specifically
report on progress of Jobs for Nature projects.

Before you can use the Enquire you will first need to register as an Enquire Client Portal user. Once registered,
you will be linked to the account for your organisation. You do not need to register your organisation.

Client Portal terminology
Some of the key terms used in the Client Portal are:

e RealMeis a username and password management service provided by the Department of Internal
Affairs that allows you to use one username and password across many digital services

e User profile is your own information

e Contactis the contact details for anyone linked to your account

e Account is the account for one organisation; as a Contact, you can belong to multiple organisations
(for example, if you are a consultant or adviser)

e Projectis asingle funded Jobs for Nature project

e Project Update is an online form you need to complete when requested by DOC to provide further
information about your project

e Reportisan online form you need to complete to provide progress or other information about your
Jobs for Nature project

o Key contact is the person in your organisation that DOC will contact about your Enquire account.
This person receives a copy of all notifications sent via Enquire.

e Accountable Officer is the person who is accountable for your organisation’s use of Enquire.
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Colour coding
Information on forms is formatted to help you quickly identify what type of information is displayed.

Section Headers are shown at the top of the form step

Monthly Report

Help text is shown above a field

Please use the button below to upload your financial report. You can also use the button below to add any other documents that might support your data, and we encourage

you to upload any documents that might help us tell your Jobs for Nature story.

Note there is a 50MB limit per file.

Read only fields are displayed with a coloured background. You cannot change the information in these
fields.

Name

Sunshine Island Pest Eradication

Finding your way around the Client Portal

Once registered, your organisation’s homepage will be displayed. Wherever you are in the Client Portal, click
on Home to get back to your homepage.

© Published Rounds Wetlands Trust v S

Upcoming Activities Name Opens Closes

Reports

M sunshine Island Pest Eradication - Test Monthly (CRPT-0000116)

[ sunshine Island Pest Eradication - Test Invoice (CRPT-0000117) @ &

Sunshine Island Pest Eradication - Test monthly/quarterly (CRPT- There are no events

0000115)

M sunshine Island Pest Eradication - Test Completion (CRPT-0000118)

My Projects

Filter
[} Header Name Name Status
PJ-0000001 Kotuku Protection on the East Cape Kotuku Protection on the East Cape Open
PJ-0000059 Sunshine Island Pest Eradication Sunshine Island Pest Eradication Open
PJ-0000013 Tiri Island Wetlands Regeneration Tiri Island Wetlands Regeneration Open

femsperpage: 20 v 00f0 K < > 2

Manage your organisation account, or your own user profile here:

CONSULT | CONFIGURE | COLLABORATE 4
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Home  Published Rounds Wetlands Trust 2

Upcoming Activities Name Opens Closes

Reports

[ sunshine Island Pest Eradication - Test Monthly (CRPT-0000116)

M sunshine island Pest Eradication - Test Invoice (CRPT-0000117) @ _

Sunshine Island Pest Eradication - Test monthly/quarterly (CRPT- There are no events

0000115)

BB sunshine Island Pest Eradication - Test Completion (CRPT-0000118)

My Projects

Filter
D Header Name Name Status
PJ-0000001 Kotuku Protection on the East Cape Kotuku Protection on the East Cape Open
PJ-0000059 Sunshine Island Pest Eradication Sunshine Island Pest Eradication Open
PJ-0000013 Tiri Island Wetlands Regeneration Tiri Island Wetlands Regeneration Open

Htems perpage: 20 v 0of0 K < > >l

Events published by DOC such as a notification to all Project Partners, will be displayed here:

MAHI | JOBS Home  Published Rounds Wetlands Trust +

Upcoming Activities Name Opens Closes

Reports

M sunshine Island Pest Eradication - Test Monthly (CRPT-0000116)

M sunshine island Pest Eradication - Test Invoice (CRPT-0000117) @ "\

Sunshine Island Pest Eradication - Test monthly/quarterly (CRPT- There are no events

0000115)

[ sunshine Island Pest Eradication - Test Completion (CRPT-0000118)

My Projects

Filter
) Header Name Name Status
PJ-0000001 Kotuku Protection on the East Cape Kotuku Protection on the East Cape Open
PJ-0000059 Sunshine Island Pest Eradication Sunshine Island Pest Eradication Open
PJ-0000013 Tiri Island Wetlands Regeneration Tiri Island Wetlands Regeneration Open

Hems perpage: 20 v 0of0 K < > >

My Projects lists all of your Jobs for Nature projects. As applications for these projects were not submitted
via Enquire, you will not be able to view the details of these projects via these links.

In addition to your Jobs for Nature reference number, Enquire assigns a unique identification number to every
project. The reference is in this format: PJ-0001234.
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Wetlands Trust + 2

Upcoming Activities Name Opens Closes
Reports

M sunshine Island Pest Eradication - Test Monthly (CRPT-0000116)

m Sunshine Island Pest Eradication - Test Invoice (GRPT-0000117) §

sunshine Island Pest Eradication

0000115)

8 Ssunshine Island Pest Eradication

-Test monthly/quarterly (CRPT-

-Test Completion (CRPT-0000118)

There are no events

My Projects

Filter
D Header Name Name Status
PJ-0000001 Kotuku Protection on the East Cape Kotuku Protection on the East Cape Open
PJ-0000059 Sunshine Island Pest Eradication Sunshine Island Pest Eradication Open
PJ-0000013 Tiri Island Wetlands Regeneration Tiri Island Wetlands Regeneration Open

Hems perpage: 20 v 0of0 < < > 3l
Reports will list any report that DOC has sent you to complete.
Requests will list any request for information from DOC.
The Assessment section is not currently used by DOC to manage Jobs for Nature projects.
MAHI | JOBS Home  Published Rounds Wetlands Trust ~ &

Upcoming Activities Name Opens Closes
Reports

[ sunshine Island Pest Eradication - Test Monthly (CRPT-0000116)

“ Sunshine Island Pest Eradication - Test Invoice (CRPT-0000117) §

Sunshine Island Pest Eradication -

0000115)

[ sunshine Island Pest Eradication -

Test monthly/quarterly (CRPT-

Test Completion (CRPT-0000118)

There are no events

My Projects

Filter
[} Header Name Name Status
PJ-0000001 Kotuku Protection on the East Cape Kotuku Protestion on the East Cape Open
PJ-0000050 Sunshine Island Pest Eradication Sunshine Island Pest Eradication Open
PJ-0000013 Tiri Island Wetlands Regeneration Tiri Island Wetlands Regeneration Open

tems per page: 20
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How to Register as an Enquire user via RealMe

Before you can access the Client Portal for the first time, you will need to register. Enquire uses RealMe to
manage your login details. In order to register for Enquire, you will first need a RealMe account. Creating a
RealMe account is a once-only action.

DOC will provide you with an email invitation to register with Enquire. It is important that you follow the link
to Enquire in the email as this will automatically connect you to your own organisation’s account in Enquire
as part of the sign up process.

Please ensure that you have added the following email address to your Safe Senders list so that emails from
DOC are not sent to your junk mail: jobsfornature@doc.govt.nz

If you already have a RealMe login, go to the Client Portal and enter your RealMe username and password.
Then Login.

MAHI | JOBS gm:

Login with RealMe®

To access Enquire, you need a RealMe login. If you've
used a Realle login somewhere else, you can use it here
too. If you don't already have a username and password.
Just select Login and choose to create one.

v

What's ReallMe?

CONSULT | CONFIGURE | COLLABORATE 7
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¢ Go back to DOC Jobs for Nature

We know you're keen to login to RealMe, however RealMe is experiencing heavy volumes. We
suggest you refresh your page if you are encountering errors or please try again later

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.

You'll be able to access a range of services with a single
Username

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.

Real MAHI|JOBS g

OR MATURE

Ténei au

< Go back to DOC Jobs for Nature

We know you're keen to login to RealMe, however RealMe is experiencing heavy volumes. We
suggest you refresh your page if you are encountering errors or please try again later

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.
You'll be able to access a range of services with a single
Username

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

Forgot Username or Forgot Password?

I CREATE YOUR REALME LOGIN

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

Please note that when registering with Realme, consider that you may need to use Realme to access other NZ
Government services such as the online passport service. Your Realme account email address does not need

to be the same in your RealMe registration and your Enquire registration.

If you are unsure at any stage of the RealMe process, refer to the RealMe help at:

CONSULT | CONFIGURE | COLLABORATE 8
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https://www.realme.govt.nz/help/.

Completing the RealMe 2 factor authentication requirements

For additional security of your information, RealMe requires you to provide either a mobile phone number or
to use the Google Authenticator application to verify your registration. 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 Enquire, you will need to enter a valid code.

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

e Enter the six digit code from the Google Authenticator app.

Authentication code

726174

BACK

Completing your Enquire user registration

Once you have registered with RealMe, you will be redirected back to Enquire. RealMe does not share any of
your personal registration details with Enquire. It manages your username and password so that you do not
need a different login and password to use Enquire.

When you login to Enquire using your RealMe login and password for the first time, you will be asked to

complete an Enquire user registration form. Please provide the contact details that you wish DOC to use to
contact you about your Jobs for Nature project.

CONSULT | CONFIGURE | COLLABORATE 9
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-
Your User Profile * .

il

i : \ »"-r“‘f

Complete Your User Profile
Contact Details

First Name
Test

LastName *
User

Primary Emai
example@test.com

Primary Phone Number p——
9876543221 pdate Primary Phone
canel E

How to access your organisation’s Enquire account

If you have followed the link in your invitation email, once you have registered as an individual user, Enquire
will automatically invite you to join the account for your organisation.

Select Yes and Enquire will link you as a Contact to this account. Itis via your organisation’s account that you
will be able to securely provide information and reports to DOC.

If you do not see this prompt, please contact your Delivery Manager at DOC. You can be manually linked to
your account by DOC once you have registered as a Contact.

Please do not need register your organisation on the Select Account screen. This is for organisations applying
to DOC for grant funding for the first time. As a Jobs for Nature Project Partner, DOC already holds your
organisation information and has transferred this into Enquire.

How to log out of Client Portal
Select the profile icon top right corner of the Client Portal then Log Out.

MAHI | JOBS (g umm: Home  Published Rounds Wetlands Trust ~ 8,

B3 UserProfile

Logout |

Upcoming Activities Name Opens Closes

Reports
m Sunshine Island Pest Eradication - Test Monthly (CRPT-0000116)
m Sunshine Island Pest Eradication - Test Invoice (CRPT-0000117)

Sunshine Island Pest Eradication - Test monthly/quarterly (CRPT-
0000115)

There are no events

B sunshine Island Pest Eradication - Test Completion (CRPT-0000118)

CONSULT | CONFIGURE | COLLABORATE 10
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Managing your organisation’s account

Your account is managed in Enquire by your Account Administrator. DOC do not generally assist in the
management of your account, but may be contacted for help where necessary. In general, you are expected
to self-manage your own organisation’s account details.

You may need to invite others in your team to register with the Enquire Client Portal to collaborate on the
reports you will provide to DOC. You must be an Account Administrator to invite other contacts to join your

organisation’s account.

To view and update your account details, click on your account name and then select Account Details.

MAHI | JOBS (@i Home  Published Rounds Wetlands Trust ~ &

Ba  Account Details

& Switch Account i

4+ Create Account

Upcoming Activities Name Opens Closes

Reports

[ sunshine Island Pest Eradication - Test Monthly (CRPT-0000116)

BB sunshine Island Pest Eradication - Test Invoice (CRPT-0000117) @ {

Sunshine Island Pest Eradication - Test monthly/quarterly (CRPT- There are no events

0000115)

M sunshine Island Pest Eradication - Test Completion (CRPT-0000118)

From the Contacts tab, you can see the names of any of your team members who have joined your
organisation’s account. To invite other team members, select Create Contact.

MAHI | JOBS (g Home  Published Rounds Wetlands Trust ~

AN A

Details Contacts Past Events Past Requests Panels

[ Create Contact

Status Name Primary Phone Primary Email Account Access Invite Status Position Key Contact Accountable Officer
sames Test ss7oses2t jamesgtestcom Account Administrtor Yes
Michaela N i com  Account Revoke General Manager ves

Active Rawinia 6 0211234567 RawiniaG@testcom  AccountAdministrator  Revoke

Complete the Create Contact form and select Send Invitation.

Create Contact

First Name +
John

LastName *
Smith

Email
johnsmith@test.com

[ send invitation

CONSULT | CONFIGURE | COLLABORATE 11
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Select the Role in Account you wish this person to hold, then Save. An Invitation email will be sent to the
contact on behalf your organisation.

Create Contact

First Name *

John

Last Name
Smith

Emiail
johnsmith@test.com

Send Invitation
An invitation to connect this contact to the organisation will be sent to the above email address
Select a role for the new contact

= Standard User has access to view Business Account details, and can submit forms and claims
« Account Administrator has full access to manage this Business Accounts details, Users and submit forms

Role in Account *
Standard User -

conee! E

How do | invite others who are already listed?

If the person you wish to invite has already been created and is shown in your contact list and their status is
Active, then they are already a member of the account. If they do not have an Active status, select the menu
next to their name.

MAHI | JOBS @iz Home  Published Rounds Wetlands Trust 2

Details Contacts Past Events Past Requests Panels
Status. Name y y Email Invite Status Position Key Contact Accountable Officer
James Test 987654321 james@test.com ‘Account Administrator Yes
Michaela N com Account Revoke General Manager Yes
Active Rawinia 6 0211234567 RawiniaG@testcom  Account Administrator Revoke

John smith johnsmith@test.com | : I

Then select Invite.

CONSULT | CONFIGURE | COLLABORATE 12
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W
!

Details Contacts Past Events Past Requests Panels

Status Name Primary Phone Primary Email Account Access Invite Status Position Key Contact Accountable Officer
James Test 987654321 james@test.com Account Administrator Yes
Michaela N com  Account Revoke General Manager Yes
Rauinia 6 0211288567 RawinisG@testoom  Accourt Administator  Revoke
John Smith johnsmith@test.com

View

Invite

Select the Role you wish them to hold, then select Invite. An Invitation email will be sent to the contact on
behalf your organisation.

Invite John Smith

Select a role for the new contact

« Standard User has access to view Business Account details, and can
submit forms and claims

+ Account Administrator has full access to manage this Business
Accounts details, Users and submit forms

Send invite to this email address
johnsmith@test.com

Role In Account *
Standard User

How to update your organisation account details

Select Account Details from the drop-down menu under your organisation's name.

CONSULT | CONFIGURE | COLLABORATE 13
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4+ Create Account

Upcoming Activities Name Opens Closes

Reports

[ sunshine island Pest Eradication - Test Monthly (CRPT-0000116)

[ sunshine Island Pest Eradication - Test Invoice (CRPT-0000117) @ N
S

o Sunshine Island Pest Eradication - Test monthly/quarterly (CRPT- @ There ateH0 evsnts

0000115)

u =

Sunshine Island Pest Eradication - Test Completion (CRPT-0000118)

Select Edit on the card to update.

MAHI|IO8S ©=

Home  Published Rounds Wetlands Trust + ]

B

Details Contacts Past Events Panels

PastRequests

Your Organisation's Address Postal Address Bank Account
Registration Details Line et Bark Accout Name
37 Main Street 201 Featherston Street
INZBN search htips://www.nzbn.govt.nz/
sss
Nz Line 2 Line 2
3985349393423
Suburb/City Suburb/City e i
Full Legal Name Greytown Wellington Central
Wetlands Trust Incorporated
State/Region State/Region
Registered for GST Wellington Wellington
Yes
Postcode/ZIP Code
6ST Number 5712 011
345-657-567
State/Region State/Region
stered for GST Wellington Wellington
Postcode/ZIP Code Postcode/ZIP Code
GST Number 5712 6011
345-657-567
country Country
Other Registration Number(s) New Zealand New zealand
53487952374985

Display Name
Wetlands Trust

Organisation Primary Email
wetlands@test.com

Organisation Primary Phone
+64 76895 874843

Website / Social Media
www.wetlandsnz.co.nz

Organisation Type
Charitable Trust

Is your organisation a Mz
Not stated

organisation

Key C
James Test

Position Title

Make the required changes and select Save.
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MAHI|JOBS [gmm: Home  Published Rounds Wetlands Trust v 3
F——
Registered for GST Wellington
Yes
Postoderz code
GST Number 6011
345-657-567
Gountry
Other Registration Number(s) New Zealand
53487952374985 State/Region
oiply e
Wetlands Trust

Organisation Primary Email
wetlands@test.com

Organisation Primary Phone
+6476895 874843

Website / Social Media Mew Zealane

www.wetlandsnz.co.nz

Organisation Type
Charitable Trust

Is your organisation a Mori organisation
Not stated

Key Contact
James Test

Position Title

m canee! E m m

How to update your user profile details

To update your own user profile, click on the profile icon and then select Your User Profile.

MAHI| JOBS T Home  Published Rounds

ZaAN, 4

Upcoming Activities Name Opens Closes
Reports

[ sunshine Island Pest Eradication - Test Monthly (CRPT-0000116)
m Sunshine Island Pest Eradication - Test Invoice (CRPT-0000117)

Sunshine Island Pest Eradication - Test monthly/quarterly (CRPT-
0000115)

There are no events

[ sunshine Island Pest Eradication - Test Completion (CRPT-0000118)

&= &

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 Phone options.

CONSULT | CONFIGURE | COLLABORATE 15
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Wetlands Trust v -4

\ K : -_"1" =
Your. User Profile==

Contact Details Security

Your User Profile
Contact Details

First Name
Max
Last Name
Best
Primary Email
Update Email
james@test.com
Primary Phone Number
Update Primary Phone
987654321
Update

Make the necessary updates and then select Save.

Home Published Rounds

MAHI|108: B=

Your User Profifea

Contact Details Security

Update Primary Phone Number

Please enter a new primary phone number

Current Primary Phone Number

current primary phone nurmber.

New Primary Phone Number

02798765431|

Enter your new primary phone number.

Cancel Save
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Part B: Providing more information when requested

If DOC requests, you may need to provide further information about your project.

Your DOC Delivery Manager will send you a Project Update Request via Enquire. The key contact for your
organisation’s account will receive an email notification advising that a request requires your attention and
advising you to login to your Enquire account.

You can either follow the link in the email, or access Enquire directly if you have bookmarked the Client Portal
web address. https://fms-cp.doc-enquire.cloud/login

How to start your request

When you receive a notification that a report requires your attention:

Login to Enquire using your RealMe username and password. The request will be displayed on the
homepage for your organisation’s account. Select Start.

MAHI | JOBS gaz: Home  Published Rounds Wetlands Trust +

2\

Upcoming Activities Name Opens Closes

Reports

[ sunshine Island Pest Eradication - Test Monthly (CRPT-0000116)

[ sunshine Island Pest Eradication - Test Invoice (CRPT-0000117)

0000115)

[ sunshine Island Pest Eradication - Test Completion (CRPT-0000118)

Update Requests

o Sunshine Island Pest Eradication - Test monthly/quarterly (CRPT- @ There are no events

Sunshine Island Pest Eradication - Sunshine Island Additional

Documents (PUR-0000015)

How to navigate the request

Navigate the request using the stepper or the forward and back arrows.
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Application Update

Your Project
@ Your Project
Name

Document Upload Sunshine Island Pest Eradication

]
PJ-0000059

Description
Predator control to protect native bird life and regeneration of indigenous species within the

Sunshine Island Island Reserve.

How to save a request

You can save a request at any time by selecting the Save option.

MAHI | JOBS @i Home  Published Rounds Wetlands Trust +

Your Project

@ Your Project
Name
Document Upload Sunshine Island Pest Eradication

[
PJ-0000059

trol to protect native bird life and regeneration of indigenous species within the

Sunshine Island Island Reserve.

How to resume a saved request

To resume a saved request, from your organisation’s homepage, select Continue. You can safely log off from
Enquire and return at a later time to complete a Request. Just ensure that you save before logging out or
navigating away from Enquire.

Enquire will auto save information when you navigate to other pages in the same form.
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Upcoming Activities Name Opens Closes

Reports

M8 sunshine Island Pest Eradication - Test Monthly (CRPT-0000116)

[ sunshine island Pest Eradication - Test Invoice (CRPT-0000117) _

0000115)

[ sunshine Island Pest Eradication - Test Completion (GRPT-0000118)

Update Requests

Sunshine Island Pest Eradication - Sunshine Island Additional

o Sunshine Island Pest Eradication - Test monthly/quarterly (CRPT- @ There are no events

Documents (PUR-0000015)

My Projects

How to submit a request
Complete the request as per the guidance provided by DOC, then select Submit.

MAHI | JOBS @i Home  Published Rounds Wetlands Trust &,

Application Updgte

Your Project

@ Your Project
Name
Document Upload Sunshine Island Pest Eradication

[
PJ-0000059

Description

Predator control to protect native bird life and regeneration of indigenous species within the

Sunshine Island Island Reserve.

=
Save < Submit
4

Part C: Completing reporting requirements

DOC will periodically send you reports to complete via Enquire. The key contact for your organisation’s
account will receive an email notification advising that a report is available in Enquire and requires your
attention.

The due date for the report is provided in the email notification. Your DOC Delivery Manager will be able to

track when you have submitted your report, read and process the report. If there are issues with the report,
they will let you know and can return the report to you for amendment.
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How to start your report

Reports work in the same way as Requests. When you receive a notification that a report requires your
attention:

Login to Enquire using your RealMe username and password. The report will be displayed on the homepage
for your organisation’s account. Select Start.

MAHI | JOBS g Home  Published Rounds Wetlands Trust v &,

Upcoming Activities Name Opens Closes

Reports

[ sunshine Island Pest Eradication - Test Monthly (CRPT-0000116)

[ sunshine Island Pest Eradication - Test Invoice (CRPT-0000117) A

= Sunshine Island Pest Eradication - Test monthly/quarterly (CRPT- @ There are no events

0000115)

[ sunshine Island Pest Eradication - Test Completion (CRPT-0000118)

Ddate REqUesTs
Sunshine Island Pest Eradication - Sunshine Island Additional

Documents (PUR-0000015)

How to Navigate the report
Navigate the report using the stepper or the forward and back arrows.

MAHI | JOBS @iz Home  Published Rounds Wetlands Trust ~

About your project

@ About your project

— Name -
vauation Sunshine Island Pest Eradication

Document Upload

D

PJ-0000059

Project Summary
Predator control to protect native bird life and regeneration of indigenous species within the

Sunshine Island Island Reserve.

Start Date
01/11/2021

How to save a report

You can save a report by selecting the Save option.
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About your project
@ About your project

Evaluation Name *
Sunshine Island Pest Eradication

)
PJ-0000059

Project Summary
Predator control to protect native bird life and regeneration of indigenous species within the

Document Upload

Sunshine Island Island Reserve.
Startbate
01/11/2021

How to resume a saved report

To resume a saved report, from your organisation’s homepage, select Continue. You can safely log off from
Enquire and return at a later time to complete a Request. Just ensure that you save before logging out or
navigating away from Enquire.

Enquire will auto save information when you navigate to other pages in the same form.

jome Wetlands Trust

Upcoming Activities Name Opens Closes
Reports
“ Sunshine Island Pest Eradication - Test Monthly (CRPT-0000116) m
m Sunshine Island Pest Eradication - Test Invoice (CRPT-0000117) @
1
= Sunshine Island Pest Eradication - Test monthly/quarterly (CRPT- m There are no events
0000115)
u Sunshine Island Pest Eradication - Test Completion (CRPT-0000118) @
pdate Requests
sunshine Island Pest Eradication - Sunshine Island Additional @
Documents (PUR-0000015)

How to submit a report
Complete the report as per the guidance provided by DOC, then Submit.
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About your project

@ About your project

Evaluation Sunshine Island Pest Eradication

Document Upload

0
PJ-0000059

Project Summary
Predator control to protect native bird life and regeneration of indigenous species within the

Sunshine Island Island Reserve.

StarnDate
01/11/2021

How report your outputs

Jobs for Nature outputs are reported on your monthly and quarterly reports. If you have multiple individual
projects, there will be a separate report to complete for each project.

Previously agreed targets and reported outputs for each indicator will be shown on your report as read only
information.

Project Outputs

Pest animal traps Description: Total Target Total Result

installed or Category: Environmental 350.00 50.00

maintained Unit of Measure: Traps

® DOC-03

IND-0000031

October 2021 * November 2021 * December 2021 *
0 0 0

Click on the indicator to expand it to see the individual results entries reported.
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Project Outputs
Pest animal traps Description: Total Target Total Result
installed or Category: Environmental 350.00 50.00
maintained Unit of Measure: Traps -
® DOC-03
IND-0000031
Period Start Period End Target / Result Baseline / Data Source Description / Comment
07/2021 06/2020 350.00
07/2021 09/2021 50.00
October 2021 * November 2021 * December 2021 *
0 0 0

Editable fields will be provided for the reporting period covered by this report. If you have previously reported
outputs for any of these periods, those outputs will be shown in the read only section above. Please provide
any additional outputs for those periods, do not duplicate previously reported information.

Project Outputs

Pest animal traps Description: Total Target Total Result
installed or Category: Environmental 350.00 50.00
maintained Unit of Measure: Traps
@ DOC-03
IND-0000031
Period Start Period End Target / Result Baseline / Data Source Description / Comment
07/2021 06/2020 350.00
07/2021 09/2021 50.00
October 2021 * November 2021 * December 2021 *
39 57 46

If you are unsure what should be reported, please contact your DOC Delivery Manager for assistance. Their
name is listed on the first step of the report form.

How to update contract milestones

Select Project Deliverables in the left-hand stepper on the report.

The full list of contract milestones still to be completed is displayed in your report for your information. You
should only update those milestones that are relevant to the current reporting period.
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Reporting ..

About Your Project Project deliverables

Project Output Data Below are the milestone deliverables according to your Jobs for Nature funding agreement. Please provide information on the status of completing each of the deliverables.

@ Project Deliverables

Document Upload Milestones

Name Description Due Date Delivery Commentary Milestone Complete

Eradication of the island's stoat

31/01/2022
population
Purchase, set up and

24/11/2021
maintenance of 150 traps
Installation of 10km of predator
fencing along the southern end 31/12/2021

of the island

To edit the milestones, select the pencilicon. Then update the milestone with your progress information. If
the milestone has been completed in the reporting period, select the Complete tickbox.

Milestones

Name
Purchase, set up and maintenance of 150 traps

Description

Due Date

24/11/2021

Delivery Commentary
All traps have been purchased. Please see attached receipts and a summary of where
the traps have been laid.

¥

109/2000

Milestone Complete

Cancel Save

How to upload documents

Where asked by DOC to provide documents, these can be uploaded on the Document Upload step. Select
Upload.
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bt Your Prcest Documents (if required)
Project Output Data Please use the button below to upload your financial report. You can also use the button below to add any other documents that might support your data, and we encourage you to upload any documents that might help us tell your Jobs for
Nature story.

@ Document Upload
Note there is @ SOMB limit per file

Document Upload

Name

upload l

Browse and select your document, then Open.

€ Open x
]l € v 4 [l » Search Results in Desktop v B D Search Desktop
Organise « = - MR o

‘ Downloads  # * Name Date modified Type Size Folder ~
Documents 03 Blank - Microsoft Ward D.. 12KB  Desktop (C:

=] Pictures + [ Blank pdf Microsoft Edge P... 31 KB Desktop
Docgen copy 12 @ Blank doc 16/04/2021 11:39 AM Microsoft Edge P... 30KB Desktop

@ OneDrive - Tacti 1 Blank doc 13/04/2021 2:46 PM Microsoft Word D... 12KB  Desktop (C! .
PIF Assessment | 2 Blank doc 13/04/2021 2:46 PM Microseft Werd D... 12KB  MFE Freshwater (...

|:| blank doc
v [ a48c6253-FAcD-da5e..,

/2027 2:44 PM Text Document 1KB Desktop (C

/1172021 %11 PM Microsoft Word D... 3,928 KB Docgen copy 12-1... v

WMF 2021 Docu

File name: |Blank pdf | AFies v

oz

Your document will now be uploaded to your report. If you have uploaded afile in error, select the trash can
icon to delete.

Documents (if required)

Please use the button below to upload your financial report. You can also use the button below to add any other documents that might support your data, and we encourage you to upload any documents that might help us tell your Jobs for
Nature story.

Note there is a SOMB limit per file

Document Upload

Name

a s :
Upload

When uploading your documents, take care to follow any instructions in the form. Ensure that your document
name meets any naming conventions advised by DOC.
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If you have difficulty uploading your document check that:

e Your document file name does not contain any special characters. Dashes and full stops are fine.

o Thefile size is less than 50 MB; contact the funding organisation if your document is larger than this
maximum

e The type of file you are uploading is supported; Word, Excel, PDF are all supported. If you have an
uncommon file type that will not upload, contact the funding organisation for other options

Part D: How to work with forms

Part D: Frequently asked Questions (FAQs)

Who do | contact for help?

For assistance with the funding/grant process, clarifications on what is required, or questions about your
application or project, please contact your DOC Delivery Manager.

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?

If | update my contact details in RealMe, will they updated in Enquire?

RealMe does not pass any of your personal details to Enquire. If your phone number, email address or other
contact information changes, you will need to update your user profile in Enquire to ensure the funding
organisation has the correct contact details on file for contacting you. For more details, see How to update
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If I have an NZBN number, will my organisation’s account be automatically
updated when | update my NZBN details?

The NZBN database does not currently pass any organisation details to Enquire. If you need to update your
NZBN details about your organisation, it is important that you also update these details in your Enquire
account. For more details, see Managing your organisation’s account

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. Enquire supports the latest browser version of Chrome, Firefox &
Microsoft Edge.

Google Chrome
Select the more menu.

New Tab x  +
¢ es eE
»

Gmail Images 3%

i Apps

Select
Settings, then select About Chrome

* 6

Mew tab Ctrl+T
Mew window Ctrl+M

Mew incognito window  Ctrl+Shift+N

History b
, e
o o
Bookmarks 3
.
Foom _ 1003 - : : - You and Google
E Autofill
Print... Ctrl+P
Q Safety check
Cast...
Find Cirl+F e Privacy and security
ind... Cirl+
More tools 1 @®  Appearance
B Q,  Search engine
Edit Cut Copy Paste
(=] Default browser
Settings
Help b ()  onstartup
- Advanced -
Exit
Extensions A
About Chrome
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Settings

You and Google
Autofill

Safety check
Privacy and security
Appearance

Search engine

a » % €« & o

Default browser

()  Onstartup

Advanced

Extensions

About Chrome

[ ]
® : ® : e a ™ | LEADING
caese Tactiv ik Creators of Enquire

About Chrome

G 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

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

Terms of Service

Microsoft Edge

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

Search the web

Select Settings.
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kA | T Not syncing :

New tab Ctrl+T
B3 New windaw Ctrl+MN @ SRR x |+
E‘g New InPrivate window Ctrl+Shift+MN < O Q Edge | Edg‘?://semn
Zaom — 100%  + Ve
'i"f Favourites > SEttlngS
0 History > | j ol ISearch settings
i Downloads Ctrl+J I Profiles
E Apps ? B Privacy, search, and services
43 Extensions Appearance
Collections d) On start-up
= Print Ctrl+P New tab page
|'_‘ Share B Site permissions
(5 Find on page Cirl+F ] Default browser
A) Read aloud Ctrl+ Shift =L ' Downloads
More tools 5 dh  Family safety
- Languages
@ Settings
& Printers
? Help and feedback >
B System
Close Microsoft Edge () Reset settings
[l Phone and other devices
@@ About Microsoft Edge
Select About Microsoft Edge

Edge will now display the version number
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<« O [+] Edge | edge://settings/help

Settings
L Search settings

Profiles

& b

Appearance

On start-up

0 G

MNew tab page

bl

Site permissions

Default browser

[

Downloads
Family safety
Languages
Printers
System

Reset settings

Phone and other devic:

Privacy, search, and services

Microsoft Edge is up to date.

Version 85.0.564.63 (Official build) (64-bit)

This browser is made possible by the Chromium open source praject and sther open source software

Microsoft Edge

© 2020 Microsoft Corporation. All rights reserved.

Terms of use - Privacy statement - Microsoft services agreement

es

@0 G D

About Microsoft Edge

Firefox Browser

Select the cog on the right hand of the screen

@ NewTb PRl ™ Firefox Privacy Notice — Mo
|
&« c Q Q, Search with Google or enter address I @ @‘
Ee3
G Search the Web
Select General

'ﬁ' General
‘@' Home
Q Search

n Privacy & Security

~
K/ Sync

Scroll down to Firefox Updates to view the version number

Firefox Updates
Keep Firefox up to date for the best perf

‘ormance, stability, and security.

Version 81.0 (64-bit) What's new

+ Firefox is up to date
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How do I 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

Bring up 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

<]

Download history
None

<]

Cookies and other site data
From 15 sites

<]

Cached images and files
Less than 322 MB

<]

Passwords and other sign-in data
None

O

Autofill form data =

Cancel Clear data

4

]

2. 0On 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 Cachedimages 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 settings

> You and Google
- g Privacy and security

B Autofil
—  Clear browsing data R
Q Safety check u Clear history, cookies, cache, and more
Q@  Privacy and security ® Cookies and other site data ,
Third-party cookies are blocked in Incognito mode
@  Appearance
Security
Search engine »
Q 3 e Safe Browsing (protection from dangerous sites) and other security seftings
B  Default browser
—, Site Settings N
=
0} on startup “*  Controls what information sites can use and show (location, camera, pop-ups, and more)
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Open the Delete Browsing History window by selecting Ctrl+Shift+Delete shortcut.

Clear browsing data

Time range

=

| Last hour ~

Browsing history

None

Download history

None

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

Cached images and files
Frees up less than 77.2 ME. 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, turn off sync,

m Can ce'

Check that the following options have been selected:

e Browsing history
e Download history

e Cookies and other site and plug-in data

e Cachedimages 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

p Search settings

Profiles

Clear browsing data now

Choose what to clear

| & Privacy, search, and services

Appearance

Choose what to clear every time you close the browser

>
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Firefox Browser

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

Time range to clear: | Last Hour w

History
Erowsing & Download History Cookies
Active Logins Cache

Form & Search History

Data

] Site Preferences ] Offline Website Data

QK Cancel

Check that the following options have been selected:

e Browsing & Download History
e Active Logins

e Form & Search History

e Cookies

e Cache

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

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

- i Options x e = |
<« c @ ©) Firefox  about:preferences#general w N @ ® =
B
Find in Options
$E General General
Q Home Startup
Restore previous session
Q Search
Warn you when quitting the browser
a Privacy & Security Always check if Firefox is your default browser
s Sync Make Default...

In the Cookies and Site Data section, select the Clear Data button.
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b+ - ]

€ Firefox about:preferences#privacy [ d mw e H @& =

© Find in Options

UG EELILS G LU UL R T LI YU U L EE LI L AL L LALRLAS L 1

ﬂ General

m Home ® Only when Firefox is set to block known trackers

Q Search

Always

Cookies and Site Data

a Erasyjebectity Your stored cookies, site data, and cache are currently using 285 Clear Data...
e sync MB of disk space. Learn more Manage Data..
Delete cookies 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 (255 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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