How to Generate a Compliance Assistant Report

This shows an example of how to generate a report on a MacBook Pro.  It will be similar for other roles and other operating systems.  

[bookmark: _GoBack]After downloading the Compliance Assistant, you will see the “Green Screen” until the program has been downloaded and Macros enabled.
[image: ]


Once the program has been downloaded and you try to open it you may see a message like this.
[image: ]

Once Macros have been enabled the screen will change to orange.
[image: ]

Click the Start button and you will be asked to select a file.  You may either enter the name including folder or you can use the Browse button to select the file.  Click the OK button once you have selected the correct file.  The program will then run.
[image: ]

The report will then be generated and you will be left with an unsaved Compliance Assistant report.  Click the OK button and save the report to an area for confidential information.
[image: ]





How to Export a Compass Report to a CSV File

This shows an example of how to export a report on a Microsoft Windows 7 system.  It will be similar for other roles, other versions of Windows and other operating systems.  

Firstly log in to Compass and select Messaging/Report the Reports
[image: ]

Then select Appointments Report
[image: ]

Once the report has generated the initial version select the information required, and then click View Report.
[image: ]

Once the report has been generated select CSV (comma separated) on the Export dropdown.
[image: ]

When the report has been generated select Show in Folder and move the file generated to an appropriate place for confidential information.





























Version history notes

Compliant Assistant v6071

A number of changes have been made since the previously issued version.
If you have any issues please contact data-insights@scouts.org.uk 


Changes v6071
-------------
Updated to January 2021 POR
Section added to the Appointments sheet.
Due Soon highlighting before date as alternative to period in months
Minor other changes and bug fixes.

Changes v6070
-------------
This has major internal changes to support the September 2020 POR and the transition rules.
Trustee Introduction is now supported
Mandatory Ongoing Learning Renewal By columns added to Appointments sheet
Minor bug fixes

Changes v6067
-------------
The primary aim of this version is to support the new information available in the September 2020 version of the Compass Appointments Report.
This new information includes Essential Information for Execs, Tools for Role Managers and Supporters, GDPR and Trustee Introduction.
This program still uses the training requirements from the January 2020 version of Table 2 from the Appointments Process of POR.
A further version will be issued as soon as possible to include the September 2020 training requirements and transition process.

Changes v6066
-------------
Now able to produce multiple sub-reports from District, County, Region, Area files, etc.
Able to save the report(s) generated automatically.
Improved logic to correct bug in Subtotals.  This also affected Summary logic
Simple help from from the front to a separate sheet.
A number of minor bug fixes.

Changes v6065
-------------
The internal Role Requirements information has been improved to be more consistent with the January 2020 POR update.
There is a new Subtotal sheet that gives the figures if filters are applied on the Appointments sheet
The end message now gives the option to delete the input file.
Internal changes to support the changes in this version and prepare for future versions
A number of bug fixes.

Changes v6061
-------------
A minor change to the logic that determines whether Safety and Safeguarding are Due Soon when Module 1 hasn't been completed.

Changes v6060
-------------
The most noticeable change has been the revision of the Summary sheet including moving some of the basic information
to the Notes sheet.  It is hoped that the new Summary sheet will help to make the report more useful.
The Summary page totals some requirements by individual rather than roles where the training is applicable across all
roles e.g. First Aid, Safety, etc.  This has not yet been applied to Appointments sheet, so a requirement may be highlighted
against one role even where this has already been completed against another.
Significant other changes have been made to the highlighting logic to improve its accuracy and supportability.

Changes v5048
-------------
Email addrresses have been added to the generated report
The initial form that requests the inout file now also enables removal of a few columns from the report.
Significant internal changes have been made to try to ensure the program operates correctly on a Mac.

Changes v5043
-------------
The internal table that checks the requirements for every role have been revised in line with January 2019 POR.  
Previous version used a pre-release set of requirements
A correction has been made to the logic affecting whether references are required.  In the past some were missed.


Changes v5042
-------------
This version has been tested to work with Excel on Windows and Excel Mac 2011 and 2016.
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‘This program has been developed as a temporary aid until the faciltes are available through Compass
It has not been possible totest it n al circumstances 5o f you experience any issues please contact the developer for help
Also, working with just the Appointments Report means that not al necessary checks will be highiighted

I order to work Macros must be enabled for this workbook

Firstlog on to Compass and produce an Appointments Report Exporting it as a CSV (comma delimited) fle
‘Then move this exported fie to the area where you keep confidential Compass reports.

Start the program by clicking the button below. (This is now the same for both Windows and Mac)

“This wilallow you to select the CSV file

‘The program willthen run highiighting fields to be investigated.

‘When it has completed you wil e left with an unsaved spreadsheet with Occaslonal Helper

d Network Member roles removed.

Please treat the report generated in the same was as you would treat any other confidential and personal information

start

Please note the program produces a report based onthe data I the Compass Appointments Report, which has known deficencie. Ifthre are Issues with the report produced please check the
original Appointments Report tosee whather they existed there before contacting the developer with a query.

Ifyou experience any ssues please contact the developer
Peter Morett
Volunteer Data Anslyst
peter.moretti@scouts.org.uk

Normal View,

Fromt | +

sty T





image4.png
@ Excel File Edit View Insert Format Tools Data Window $ Helpawe o | | = G+ sun 15:28:47 Q

000 % Compliance Assistant (5028).xlsm 2

S OE®SHR ¥ 0@ 2% @ B @ xEe Search in Sheet

New Templates Open Save Print | Cut Copy Paste Format - Undo Redo  AutoSum Sort _Filter  Formula Bar Toolbox Media Zoom _ Help Quick Search

| # Home | Layout | Tables | Charts | SmarArt | Formulas | Data | Review |~ f-
e Fomt Agnmene Format cets Themes

B- [slrn ~ [calibri@oan |11 ||| A|A- -\.bc-\_g;w...,m- General o B e - = (K]

e Qe (BT |U| [ (&AL B %[> e = e Delee format  Themes Ad~
AL 100 & v

I 7 T ¢

‘”"‘““‘"‘"‘"“"""‘“‘”‘““‘w‘"‘"‘m‘"‘“‘“‘"

YRR

2:
2:
2
26
2
2
2
30
31
32
33
34

Compliance Assistant - version 5028

‘This program has been developed as a temporary aid until the faciltes are available through Compass
It has not been possible totest it n al circumstances 5o f you experience any issues please contact the
‘Also, working with just the Appointments Report means that not al necessary checks will be highiighted

Firstlog on to Compass and produce an.
Then move this exported fie to the
Start the program by clicking the!

“This wil allow you to select the CSV file
The program willthen run highlighting
When it has completed you will be left

Please treat the report generated in

Please note the program produces  report based on the data i the Compass Appointments Report, which has known deficencie. If there areissues wth the report produced please check the
original Appointments Report tosee whather they existed there before contacting the developer with a query.

Ifyou experience any ssues please contact the developer
Peter Morett
Volunteer Data Anslyst
peter.moretti@scouts.org.uk
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Compliance Assistant

This report has been genarated using version 5028 of the Complance Assstant
To et thelatest information please always use an up to date Appointments report.

The Compliance Assstant program will change. Please always download and use the atest version, which can be found at

https/fscouts org uk/Complisnce Asistant

Compliance Assistant (5028)
Report completed

‘Address, email and Dislosure information i always omitted from the output
For Disclosure compliance nformation please examine the Compass Disl

Network and Occasional Helper roles are removed as they have no 3ppol

Don't forget to save the results
Where a potential complianceissue has been identified i will be ighighted!

Where a person has more than one ole, there willbe multpl entris or
forthe person.

a0 appolntment is showing as FULL on the Compass Appolntments Report
report.

an element shows as non-compllant then it may be that Compass i not up-to-date rather than the person/role belng non-compliant. The Appointments Report (and, therefore, the Compliance Assistant output] can only be as
accurate s the data in Compass.

Please note this nformation s based on the data n the Compass Appointments Report. Ifthere are ssues with this report lease chack the orfginal Appointments Report to see whether they existed ther before contacting the
developer witha query.
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