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Setup Wizard 
 

Create Account 
To create an account, go 
to http://setup.refss.com.au/Account/Register 

You will then be asked to complete a series of fields including your 
name, email address and preferred password. 

Please make sure you carefully read the Terms of Service and 
Privacy Policy before proceeding and hitting "Submit". 

 

Verification Email 
Once "Submit" has been clicked, a Verification email will be sent to 
the email you entered as the username.  This is required to help 
guard against fake accounts being created. 

1. Check your email account for an email from "IGL Support Team" with the subject "REFSS - Account 
Confirmation Email" 

2. Open the email - there will be a long link inside.   
3. Click this link - This will open an internet page, and show that the account was successfully verified 

 
Note:   This verification link is valid for 24 hours only.  If clicked after, you may see an error page.  If this is 
the case, contact REFSS/IGL support. 
 

4. Log in using your email address and password 

 If you don't verify your account via the email that is sent, you won't be able to log in. 
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Add a site 
If no sites have been set up yet, you will be automatically prompted to add a new site.  Otherwise you may see 
"+ Add" in the top right corner of your screen - click it to add a new site. 

 

A new page will appear titled "Add New Site". Complete this form, taking your time to ensure all fields are 
completed accurately.  

 

 Industry: select 
appropriate industry for 
your store from the drop 
down list (in some 
instances this may be 
predefined) 

 Site Name: your store 
name, site code & name or 
another unique identifier 
that you use within your 
organisation.  Please take 
care when entering the Site 
name, as this cannot be 
changed later. 

 Industry Group: select the 
relevant group from the 
drop down list 

 Account Number: enter 
your account number - 
please ensure this is 
accurate otherwise it may 
impact your access to the 
site 

 Site Group: If you are creating your account for the first time, select whether you have one (single) or 
many (multi) sites. If you already have a site within your account, then multi-site will automatically be 
selected 

 Add new site to current group: any groups you have previously setup will be detailed here 

 Site Address: enter the physical address of the site/store. 

 Metcash DC: For IGA & Foodland stores this is the Metcash DC that supplies product to the site. All NSW 
DC sites will be enrolled in the Metcash Training Academy with their subscription.  

 Current Subscriber: if you are a current subscriber to REFFS, you will be charged pro rata for the annual 
subscription.  



 Site Contact Details: The key compliance point of contact at the physical site (ie. the Store Manager). 

 Company logo: upload your logo in PNG, GIF or JPG format, preferred file size is less than 2mb. Your 
logo will appear in the top left corner of your screen at all times (prior to uploading a logo, the IGL logo will 
be shown by default). 

When you have confirmed all details are correct, click on "Save".  

 

  



Configure a site 
After adding a new site it is important to complete the configuration. 

To do this, 

1. Login to the Setup Wizard if you haven't already done so 
 

2. Click on the "Actions" button and select "Configuration" for the relevant site 

  

This part of the wizard features FIVE critical steps: 

 Departments 
 Risk System / Device Licences / Purchase a device 
 e-Log sheet selection 
 Key Staff 
 Summary 

  

Departments 
Select the departments that are relevant to this site - up to eight departments will be pre-selected.  

 
 

Add any extra departments you may have in your store by clicking the box next to the department 
required.  Once you have selected all relevant departments for this site, click on "Save Departments and 
Proceed". 
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Risk System / Device Licences / Purchase a device 
On this screen you will be presented with the different bundles available for your site. Depending on the 
departments within your site, different options (and pricing) will be presented.  

 

All prices are per annum and are displayed excluding GST.  

Additional options: 

1. Data Capture License: Depending your site setup, either 1, 2 or 3 licences will be included. Data Capture 
Licenses are required for each smart device (eg. iPhone, Android Phone or Tablet) where log sheets will 
be completed. To add extra licenses to your account enter the number against the field "Additional 
Licenses Required".    
 

2. Configured Android Tablet Option: If you would like to purchase a configured Android tablet (with hard 
case and protective glass screen), add a number into the box - We will supply a prepared android tablet 
with the REFSS application ready for log sheet completion. Please note that a Data Capture License is 
not included with this fee. 

 

Once you have completed your selection and additional options, click on "Save Risk Systems and Proceed". 



e-Log Sheets 
Having selected on your Departments and Risk 
Systems/bundle in the previous configuration sections will 
provide you with a list of e-log sheets available for you to 
select.   

The recommended e-logs are ticked by default, however if 
you decide that certain e-logs are not needed you can 
simply untick any unwanted ones. 

 

Once you have made your selections, click "Save e-logs 
and proceed". 

  

 

 

 

 

 

 

Key Staff 
This information is used to prepare your Food Safety Plan which will be emailed to you after your account has 
been successfully completed (and published). 

Enter the names of all key staff within this site across all departments.  For any irrelevant departments, just enter 
"N/A" 

 



Once completed, click on "Save Key Staff and Proceed".  

NOTE: This list is different to the "Staff list" used throughout the elog sheets - To add team members to your 
account (eg. for completing log sheets, etc) see section  “Lists – Add staff” 

  

Summary 
Now you have successfully entered all relevant configuration data you 
will be shown a summary confirming all details entered. It's important to 
review this carefully and ensure it is accurate.  

 

Once you are satisfied, click on "Continue" noting that by doing this you 
agree to have any newly added paid items charged to your Account 
Number.  

A confirmation email will be sent directly to your email with a summary of 
all details. 

  

 

  



Populating A Site - Equipment, Suppliers, Products And Staff 
After successfully adding and configuring your site, you now need to set up what you have and use within your 

site.  To do this, login to the Wizard and either: 

 select "My Sites" from the drop down list at the 

top of the screen and select the site/store you 

wish to populate.   

 

OR 

 

 click the "Actions" button to the far right of the site you wish to edit, and select "Lists" 

 

  

Staff 

You can add staff members individually, or by uploading a bulk list of them.  Click here for more information on 

bulk importing staff lists. 

To add staff members individually: 

In the left navigation menu, click on "Staff" (1), then click on "+Add" in the top right (2). 

 

A form will now display, asking you to complete fields: 
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 Active on register: yes/no (optional) 

 Employee code (optional) 

 First name (required field) 

 Surname (required field) 

 Email address (optional) 

 Phone number (optional) 

 

After completing the fields for each staff member, 

click on "Save" and a new blank form will appear 

ready for you to enter the next staff member. 

If you have completed adding all staff members, 

click on "Save and Exit".  

On each successful staff member addition, you 

will see a confirmation screen: 

 

Click "OK" to proceed - you will be shown a list of 

all employees that you have added to your site. 

 

 

 

To add a bulk list of staff members: 

Staff and Supplier lists can be time consuming to upload one by one.  You can also upload a list of staff or 

suppliers from an excel file. 

From the REFSS Setup wizard you can download a template and populate it with your Staff/Supplier lists.  For 

the import to work correctly, the format of how you populate the data to the template is important. 

To import a bulk staff list: 

 Click on Staff in the left menu, then in the top right corner, click “Bulk Actions > download template” 

 Add one staff member per row - for each row, put a “Y” in the first column, and add an employee code, 

first name and surname (all required), email and phone number info is optional 

 Save the file to your computer 



 Back in the setup wizard, click Bulk actions > import list and upload the file you saved 

 

 

Cooked Products and Hot Food Storage Unit 

Select "Cooked Products and Hot food Storage Units" from the left navigation menu, and then click "+Add" in the 

top right. 

 

You will now be shown a short form for completion: 

 Product Name - a unique and internally identifiable name should be used 

 Product Category - use the drop down box to select either Hot food storage units, Roast Chicken or 

Roast Meats and other cooked products (excluding chicken) 

 

After completing the fields for each product, click on 

 Save - the item will be saved and a new blank form will appear ready for you to enter the next product. 

 Save and Duplicate - the item will be saved and the fields will not be cleared.  Helpful if you have many of 

the same type of item to add 

 Save and Exit - the item will be saved and you will be taken back to the list of cooked products. 



 

HELPFUL HINT! - Make sure you add ALL cooked products! 

It's important that you enter ALL cooked products prior 

to publishing your account. The equipment that you 

enter will automatically generate the required eLog 

sheets for your site: 

 Hot food cooking and storage checks 

 Hot food cooling validation 

On each successful product addition, you will see a 

confirmation screen: 

 

 

Suppliers 

You can also add Suppliers individually, or by uploading a bulk list of them.   

To add suppliers individually: 

Select "Supplier" from the left navigation menu, and then click "+Add" in the top right. 

 

You will now be given a form to complete, with four different supplier types: 

https://igl.zendesk.com/hc/en-us/articles/219901708


 Food - these suppliers will be used in your goods inward log sheet against "Supplier Name" 

 Non-Food 

 Services 

 Transport - these suppliers will be used in your Goods Inward log sheet against "Transport Company". 

 

IMPORTANT:  Even though you are able to choose multiple types, please choose just one type for each 

supplier.  If you have a supplier that supplies multiple services for you, we recommend adding the supplier twice 

(or three times), but with a slightly different name. 

e.g.  

 Name = Supplier1 

Type = Food 

 Name = Supplier1 Transport 

Type = Transport 

HELPFUL HINT!  Three default suppliers are already included in your account - 

1. Metcash Non-Perishable 

2. Metcash Perishable 

3. Metcash Liquor 

Please note that these metcash suppliers cannot be edited or deleted. 

After entering the supplier name and selecting their type, 

click on "Save" and a new blank form will appear ready 

for you to enter the next supplier.  Or you could also 

click "Save and Duplicate" which will save the supplier 

and also keep the fields populated - handy if you have 

similar suppliers to add. 

If you have completed adding all suppliers, click on 

"Save and Exit".  

On each successful supplier addition, you will see a 

confirmation screen: 

 



Click "OK" to proceed - you will be shown a list of all equipment that you have added to your site, sorted by 

name. 

 

 

To add a bulk list of suppliers 

 Click on Supplier in the left menu, in the top right corner, click 
“Bulk Actions > download template” 

 Add one supplier or transport company per row - the Supplier 
name is required, along with ONE type of supplier 
(food/transport) per row 

 Each supplier needs to have a type – choose either FOOD or 
TRANSPORT. Leave other columns blank 
 

 

 Save the file 
 Back in the setup wizard, click Bulk actions > import list and upload the file you saved 

 

 

  



Equipment 

Select "Equipment" from the left navigation menu, and then click "+Add" in the top right. 

 

A form will be shown with four fields which need to be completed: 

 Elog Sheet:  first select the 

elog sheet you would like to add 

the item to 

 Department*: select the 

department where the 

equipment is located using the 

drop down list  

 Equipment category: what sort 

of equipment are you entering 

using the drop down list  

 Equipment type: after selecting 

your equipment category, 

various equipment types will be 

available in this drop down list 

relevant to the category you 

selected. 

 Equipment name: a unique name for this piece of equipment, the same identifier you use in your site (eg. 

Fridge #1, Fridge-Left) 

*Department - setting the eLog sheet Group to "StoreWide" will add the item to a generic version of the log 

sheet selected.  Selecting a specific department will create a "department" version of the elog sheet.  i.e. 

Selecting Deli will add the item to Deli - Daily Scales check.   

HELPFUL HINT - ORDER OF ENTRY! 

The order that you add equipment will be the order that they will appear in on the elog sheet.  When adding 

equipment we recommend you add them in the same sequence you are likely to check them in within your site. 

For example, enter all equipment for each department in a logical order, prior to entering equipment for another 

department. Consider using your existing log sheets as a reference. 

If you mix up the order, don't worry - you can also re-order the items manually.  See section “Re-ordering 

equipment” 



The order that you use in this section will be transferred directly into all log sheets, forms and reporting that you 

use throughout the system. This means it is critical that it is logical for not only you, but also for your staff 

After completing the fields for each piece of equipment, click on "Save" and a new blank form will appear ready 

for you to enter the next equipment item. 

HELPFUL HINT! If you have similar items to add, try clicking "Save and Duplicate" - this will save the item, while 

keeping the fields populated with the previous information, so you don't have to re-select the same things over 

and over. 

If you have completed adding all equipment, click on "Save and Exit".  

Make sure you add ALL equipment! 

It's important that you enter ALL equipment prior to publishing your account. The equipment that you enter will 

be used to generate and populate the required eLog sheets for your site: 

 Scales - daily scales check 

 Fridge/freezer - temperate checks 

 Temp Guns and Probes - weekly calibration 

checks 

On each successful equipment addition, you will see a 

confirmation screen: 

 

Click "OK" to proceed - you will be shown a list of all 

equipment that you have added to your site. 
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Changing Order Of List Items 
After entering your list items, you can also change the order in which they will appear in the e-log sheets. 

Re-ordering can be done on the following lists: 

 Equipment 

 Cooked Products 

 Supplier 

Note: Staff list is automatically saved in "Surname" alphabetical order and can't be changed. 

  

Each list is re-ordered in the same way.  For this example, we will use the "Equipment" list. 

Assuming you have multiple equipment items in your equipment list: 

1. From the “Site Configuration” page, to the far right of your site, click the “Actions” > “Lists” button 

2. Click the “Equipment” left menu item 

 

3. Click the “Order” button in the top left corner of the page 

 

4. If you have multiple eLog sheets to Order, they will appear separately – find the eLog sheet you want to 

order and click on the down arrow 

 



5. Choose one of the items, click on the arrowed cross and drag it to the correct order 

6. When you release the item, the moved item will be saved in its new order/position; the other fields will 

adjust their positions accordingly. 

IMPORTANT:  Once the ordering has been completed, you will need to ‘publish eLog sheets” to update the 

ordering changes on your tablet. 

1. Click "Publish eLog sheets" from the left menu 

2. Click the "Select All" tick box 

3. Scroll down and click "Publish" 

 

 

  



Activate A Device 
After successfully configuring & setting up your site, you now need to set up devices that will be used for 

completing checklists (ie. capturing data).  

These devices can be any Apple or Android devices. 

To do this, login to the Wizard (if necessary) and make sure you are at the "Site Configuration" page. 

Click on the Actions button next to the relevant site and select "Devices". 

 

You will now be shown a list of devices currently set up for this site (if any). To add a new device click on "+Add" 

in the top right. 

 

To setup the device, first enter a unique device name that is easily identifiable to you and your staff and then 

select the departments the device will be used in. 

https://igl.zendesk.com/hc/en-us/articles/219788328
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The default setting will have all departments selected. Simply click on "Select All" to deselect all departments 

and click on each department individually to add them to the device. 

After completing the fields for each device, click on 

"Save and Publish" - the Device will be saved and 

you will be prompted to publish your e-log sheets.   

 

Click "Publish e-log sheets" - a window will pop up, 

showing all the available e-log sheets you can 

publish.   

If it is your first time publishing e-log sheets, click 

"Select all" and scroll down and click Publish, 

otherwise just close the pop up window. 



 

HELPFUL HINT! 

It's important to remember that each device requires a Data Capture License. Licenses are included in the 

annual subscription (Level 1 store: 1 license; L2 store: 2 licenses; L3 store: 3 licenses).  Additional licenses must 

be purchased – see section “Configure a site > Device Licenses”.  

Once the device has been added, you will be shown a list of all devices that you have added to your site and the 

departments they have access to. 

 

For each device that has been added, an email has been sent to the Site Contact's email address. This email 

contains vital information to use when setting up the device. 



Installing the Application on your Device 
It's now time to install and configure the application on your device.  To do this, please have a read of the guides 

for either Android or Apple (iOs) devices, or refer to the PDF guides below for instructions. 

Note:  It is required to have published your e-Log sheets at least once by this stage.   

IGL App installation - Android  
Note:  You need a valid gmail account to access the Play store.  If you haven’t set one up yet, you can do so at: 

https://mail.google.com/mail/signup  

1. Look for the Google Play Store App on your device    and open it 

 

 

 

2. Search for “igl forms” 

- it should find the “IGL Mobile Form Data” 

app  as the first app in the list (light blue 

cloud) 

 

 

 

 

3. Click on the “IGL Mobile Form Data” app and 

then press INSTALL 

 

 

 

 

 

 

 

4. When asked about access permissions, click ACCEPT 

-  The app will download and then install itself 
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5. Once installed, the INSTALL button is replaced by OPEN and 

UNINSTALL buttons in the Google Play Store – click the OPEN 

button to run the app   

 

 

 

 

 

 

 

 

 

 

6. Click “Join your Organization” (or newer versions click 

“Join my team”) 

 

 

 

 

 

 

 

7. In the “Your Name” field, enter 

your own name or a name for 

the device – it can be something 

that identifies the device as 

belonging to your 

company/department/location 

 

8. In the “Organization Key” field, 

enter the Organization Code – 

this will be provided to you by 

IGL 

 

9. Press “Request Assignment” (or 

newer versions click “Join my team”) 

 

10. Contact REFSS/IGL Support to approve the device – 

Ph: 03 9001 1568. 

 

Once an IGL Administrator approves your device, 

the device will be connected. 

 

11. Click the UPDATE button to force the download of 

forms to your device. 

 

 

  



IGL App installation - iOs 
Note: If you are setting up the iPad/iPhone for the first time, you will need an iTunes account.  If you don’t have one, 

visit https://support.apple.com/en-au/HT204034#iOS  

Also, please make sure your device is set to the correct location / time zone: 

 

Set the correct local time  

1. Find the “Settings” icon and press it 

 

2. Select “General” from the left hand side, then 

find “Date & Time” and click it 

 

 

 

3. The time may be set to “Set automatically – if so, 

great.  Just make sure the time zone is set 

correctly for your current location. 

 

 

 

4. If the time zone is not set correctly, turn off the 

setting “Set automatically”, then manually set 

the time and time zone: 

a. After turning off the “Set automatically” 

setting, click on the time zone 

b. Delete the currently entered city and 

type the name of your city (it should 

search and find your city if typed 

correctly) 

c. Select your city from the list 

 

 

 

https://support.apple.com/en-au/HT204034#iOS


IGL App installation  

 

12. Open the App store and search for “mobile form 

data” - it 

should find the IGL “Mobile Form Data” app  

13. Press the “Get” button  

14. Enter your Apple ID when prompted  

15. Once the App has installed, open it  

16. Click “Add device”  

  

17. In the “Your Name” field, enter the 

device name as it appears in the 

email from IGL you received when 

adding the device 

 

IMPORTANT:  The device name 

must be typed in EXACTLY the 

same as is shown in the “Device 

Setup” email you received.  If 

entered incorrectly, the device 

cannot be approved and will 

remain in a pending state until the 

correct device name is entered. 

 

18. Enter the Organization Code – this 

will also be provided by IGL in the Device Setup email 

 

19. Press “Add device” 

 

20. An IGL Administrator will then need to approve your device – allow a few hours for this. 

 

21. Once the device has been approved and your device is successfully connected to the internet, it will start 

downloading forms to your device. 

  



How To Finalise (Publish) Your Site 
You can also manually publish your eLog sheets - Publishing takes all the information you have entered 

throughout the wizard and transforms it into e-log sheets and checklists for each staff member, across all 

departments and equipment in your store. Furthermore, it will create a Dashboard including snapshot reporting 

on the performance of your site/s and access to all information captured through devices. 

HELPFUL HINT! Prior to publishing your site, we strongly encourage you to check and confirm all details on all 

sites that have been added and are accurate. 

Helpful articles: 

 Configuring your site 

 Setting up your site 

 Setting up your devices 

Note: To be able to Publish your e-log sheets, you need to have completed all previous stages of setup - 

Configuration, Lists, Added a device.  These will display as "green" in your Site Configuration page. 

 

  

Publishing Your Site 

To publish your site, login to the Wizard. 

Find your site in the Site Configuration table, click on the "Actions" button to the far right, then select "Publish e-

Log Sheets"  

 

http://setup.refss.com.au/


  

If you have completed all the previous required steps, a window will pop up, showing all the e-logs about to be 

created - click the box next to "Select All", scroll to the bottom and click the PUBLISH button. 

 

As mentioned above, publishing a site results in the creation of all necessary tools and reporting for your store. 

This may take a minute or two, so make sure you have everything 100% before hitting "publish". If you aren't 

sure, click "Close". 

The REFSS system will then begin building your e-Log 

sheets, and show a progress bar. 

 

HELPFUL HINT!  Once the e-logs have finished publishing, on rare occasions you might see one or 2 that 

"failed" to publish - just click the "Retry failed templates" button to retry. 

 



E-Log Scheduler - How To Set Intervals 
Note:  You need to have REFSS Admin/Account Owner access to add Scheduler Intervals - Store Managers 

currently do not have access (Coming soon).   

If you are not the Account Owner but need access to add Scheduler Intervals, please contact the Account 

Owner, or contact IGL/REFSS support for further assistance. 

To ensure e-Logs are being submitted at particular times, you can add scheduled time intervals to e-log sheets 

using the new Data Capture Scheduler. 

 

Set an interval for an e-Log sheet 

1.  To access the Scheduler, make sure you are in the "Lists" area - navigate by 

clicking on the Actions button and selecting LISTS 

 

 

2. In the left navigation, click on e-Log Scheduler  

  

  

 

3. Click on the +ADD button in the top right corner of the page 

 

4. This will take you to 

the "Add new 

Scheduler" 

page.  Here you can 

set scheduled time 

intervals against any of 

the e-Log sheets you 

have published. 

 

 

Note:  For a 

guide/recommendation 

for time intervals 

against each log sheet, 

click here 
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A. E-log sheet selection - click the box to expand the drop down list 

 

 

 

or start typing the name of the e-log sheet to filter 

 

 

 

B. Set the frequency 

- Daily: choose the start time and end time, then click ADD button.  You can add more than one daily 

interval, as long as they do not overlap 

 

 

 

 

 

 

 

 



 

- Weekly: choose the start day of the week, the start time, the end day of the week, and the end time, then 

click the ADD button.  You can add more than one weekly interval, as long as they do not overlap. 

 

- Monthly: choose the start date, the start time, the end date, and the end time, then click the ADD button. 

 

 

 

Note: Only one interval can be set for Monthly Scheduler 

 

 

 

  



NEW FEATURE:  For each Frequency type, you can now select a time from the "Quick Options".  This will 

quickly add the specified time as an interval.   

 

Daily: 

 

 

 

Weekly: 

 

 

 

Monthly: 

 

 

 

 

 

 

 

 

 

 



C. Enable type - choose when to activate this interval  

 

- Always:  The interval will be applied to submissions from the following day 

 

 

 

- Disabled:  The interval will be disabled - like a "turned off" state.  No Scheduler statistics will be recorded 

while the interval is disabled.   

 

- Customised:  The start and end dates of the interval can be set with this option 

 

 

 

5. Once all settings have been entered, click the SAVE button.  The interval(s) will appear in the Scheduler 

list 



 

 

6. To edit or delete an interval, click on the "Actions" button to the far right and click edit or delete 

 

Notes: 

 Only 1 frequency (Daily OR Weekly OR Monthly) is allowed per e-log sheet.  i.e. you can't apply a daily 

interval to Daily Scales check, and then apply a weekly check to it also 

 

 Multiple intervals of the same frequency can be set for e-log sheets.  i.e. you can set an interval for 

Refrigeration and Freezer temperature checks in the morning (6am to 10am), and a separate interval in 

the afternoon (2pm to 6pm).  The exception is Monthly intervals – only one interval per month can be set. 

 

 Multiple intervals cannot overlap.  i.e. 06:00 - 08:00, and 07:00 to 09:00 is not allowed, since it can't be 

determined if a submission at 7:30 would be for interval 1 or 2. 

 

 You can set the same times for multiple eLog sheets also - at step 4.A above, add one or more log 

sheets, and when saving, each eLog sheet you added will have the Interval information (Start and end 

times) set for it. 

 You can also EDIT or DELETE an existing interval - just click the ACTIONS button and select EDIT or 

DELETE.  

   



Notification Scheduler 
Once you have set up your e-Log Sheet Schedule, you can set up the REFSS system to email you a report on 

your new e-Log sheet activity on a Daily, Weekly, or Monthly basis. 

  

The Notification Scheduler allows you to set up individual notifications that can be configured how you want 

them to be.  It will send an email containing a snapshot of the activity statistics for the selected e-log sheets. 

NOTE: Notification emails can only be sent for e-log sheets that have Scheduler intervals already set.   

 

How to use the Notification Scheduler 

 After logging in to the Setup Wizard, click the "My Sites" red drop down and select your 

site.  

 

- Alternatively you can click the "Actions" button and select 

"Lists"  

 

 

 In the left menu, click "Notification Scheduler" and click on the "+Add" button  

 

 



There are several variables that can be configured: 

 

 E-Log sheet (A):  You can specify individual e-log sheets that you would like to report on, or select all the 

elog sheets to get a general activity report on all log sheets.  Click the box and select the desired e-log 

sheets or begin typing the name of the log sheet to filter, then select them. 

 

NOTE: If you don't select all the available e-log sheets, be aware that the statistics that will be emailed 

may differ from the general On time, late etc. numbers in the Summary reporting section of the REFSS 

dashboard. 

 

 Frequency of emailed report (B) - select one of the radio options: 

o Daily: Report is emailed every day at approx 4:30am AEDT  

o Weekly: You can specify one or more days of the week, the email will be sent at approx. 4:30am 

AEDT 

o Monthly: You can specify one or more dates of the month, the email will be sent at approx. 4:30am 

AEDT.   

 

NOTE: If 29th, 30th or 31st is selected and doesn't occur in a month, the email will be sent on the 

last day of the month. 

 



 Email recipient (C): One or more email addresses can be added 

 

 Enable settings (D): 

 

o Always: Emailing will commence from the next day after saving the current Notification instance. 

o Disabled: Emailing will be disabled and NOT sent to any of the listed recipients 

o Custom: You can set a start date and end date if needed. 

 

NOTE: If you would like the notification emails to start from today, choose custom, and set the start 

date to be TODAY'S DATE. 

 

 Once completed, click Save.  Your Notification settings will be saved in the Notification Scheduler List 

 

 You can also Edit or Delete a Notification setting - just click on the "Actions" button to the right and select 

"Edit" or "Delete". 

  

  



Notification Emails  
The Notification Scheduler system runs every morning around 4:30am AEDT.  The system will check for any 

listed Notifications you may have saved, and for any that exist, will send an email notification if the setting rules 

have been met - i.e. if it is Monday and your settings indicate a "weekly" email, set to send on Monday, the 

system will generate an email and send to all recipients added in that Notification. 

 

The following statistics are reported on (A): 

 Non-Compliant (Corrective actions) 

 Not Submitted 

 On Time 

 Late 

 Outside Schedule 

If you are having trouble viewing the email, 

you can also open the report in a web page - 

click the "View as a web page" link in the top 

right corner of the email body (B). 

You can also log straight in to your Scheduler 

reporting page by clicking the "Log in to 

Dashboard" button (C).  Please note that you 

must have Admin/master access to log in to 

the dashboard via the email.  If trying from 

Store manager or other level, an error may 

result.  We are working on fixing this. 

The email notification also lists the related e-

log sheets that were selected to generate the 

given statistics towards the lower part of the 

email (D). 

  

NOTE: If you are not receiving your Email Notifications - please check your junk or spam email folder. 

   



Reporting 
The e-log scheduler reporting feature is a summary of e-log submissions that need to adhere to a scheduled 

time. 

After setting up your Scheduler intervals for e-log sheets, each submission received by the REFSS system is 

analysed to see: 

1. If it has a scheduled interval set for the e-log sheet 

2. What time the submission was made 

And from this, the Scheduler determines if a submission was On time, Late, 

Not submitted, or Outside Schedule.  These statistics are recorded and 

displayed in "Summary Reporting" 

 

If the e-log sheet has an interval set, the submission time is analysed to check if it is: 

 On time 

 Late 

 Not Submitted 

 Outside Schedule (Invalid) 

 

Summary Reporting - 1st level Reporting 

 

The coloured tiles at the top show a summary of submissions that have Scheduled intervals applied: On time, 

Late, Not submitted and Outside Schedule.  This is known as the 1st level report. 

You can also drill down into more specific detail by clicking on the "View more" bar at the bottom of each 

summary tile (1), or the "More" button (2) or any of the numbers (3) in each e-Log sheet scheduled activity tiles 

will access the 2nd level of reporting (see below) for the selected item. 

  



  

e-Log Sheet Scheduled Activity 

Below the coloured Summary report boxes, the e-Log Sheet Scheduled activity is also broken down into specific 

areas 

 Frequencies (Daily/Weekly) 

 

 

 Risk Systems (Food Safety/Operations/Workplace Health and Safety) 

 

 

 Departments 

 



Custom Views - Filtering 

The default setting is to display all available tiles for the selected tab (Frequency/Risk system/Department) - 

however if there are too many tiles you can remove/add tiles as you need. 

1. Select the tab you would like to change the tiles for 

 

2. Click the Filter button. To remove tiles - click the "X" on the unwanted item 

 

3. Click the Save button.  The saved tiles on this tab will be saved to your login profile.  If you made a 

mistake, you can click the RESET button to revert back to the last saved view. 

 

4. To add a tile back, click the filter button again, and click next to the visible items in the text box - this will 

expand a drop down list.  Choose the item you want to add to your view and click Save. 

 

5. You can also reorder tiles - click the Filter button 

again, and click and drag the items into the 

desired ordering.  Click Save to keep this view. 

 

  

  



Summary Reporting - 2nd Level Reporting 

From 1st level, you can access more specific/detailed information about Scheduled submissions by clicking on: 

 the  "View More" bar under each summary tile at the top of 1st level reporting 

 

 "More" button  

  

  

  

  

  

  

 

 Tile numbers  

 

 

 

 

At the 2nd level of reporting, you will see a list of submissions that is filtered by the particular item you 

clicked.  For e.g. - if you clicked "view more" of the "Not Submitted" summary tile, you will see ALL of 

the scheduled intervals that were not submitted 



 

From the 2nd level of reporting, you can easily switch to On time (1), late (2), not submitted (3) or Outside 

Schedule (4) submissions by clicking on the required tab. 

 

 

Alternatively you will be able to filter the submission information by limiting the frequency (1), Risk system (2) or 

Department (3) - just select which item to filter by in the drop down. 

  

  

Return to the main Scheduler reporting page (1st level reporting) at any stage by clicking the "Back to level 1" 

button in the top right corner. 

 

 



 Detailed Reporting 

After submitting eLog sheet information you have entered into a tablet/device, your data will be sent to the 

REFSS Detailed Reporting Dashboard. 

1. After logging in to the Setup Wizard, click the "My Sites" red drop down and select 

your site. 

 

 

- Alternatively you can click the "Actions" button and select 

"Lists" 

  

  

  

  

  

 

2. Once logged in, find the left-menu item "Reporting" and click the menu item 

"Detailed Reporting" 

 

 

 

3. The Reporting Dashboard will open - you may need to select your 

site (if you have multiple sites in your account) from the drop 

down box at the top of the screen 

 

 

 

 

 

4. To view the submission history of an eLog sheet, select an eLog you would like to check from the left 

menu and click it 

The raw submission data will be displayed, and your latest submission should be shown at the top 

 

Note: There may be a delay from pressing the submit button to the data arriving and visible in Dashboard 

Reporting, typically this is around 5-10 sec, depending on internet connection speed/strength.  If the submission 

is not visible in the Dashboard Report raw data, you may have a weak internet connection.  In this case the 

submission will remain on the tablet until the internet is strong enough to send. 

   



Adding A Sub-Account and Assigning Sites 
Pre-requisite:  Only a master (Admin) account can create sub-accounts – i.e. an account that has been created 

through http://setup.refss.com.au/Account/Register 

It can be useful for other key staff members to also have access to the REFSS system – For things like reporting 

and actioning Corrective action tasks.  As a master/owner/admin level user, you can grant access to one or 

more of your sites to other people/managers.  This can be done by creating a “Sub-account”. 

Log in to a Master User account and create a sub-account 
If you have created an account and at least one Site, you will be able to create sub-accounts and assign access 

to one or more of your sites.  

1. Log in to http://setup.refss.com.au (if required) 

2. You should be at the "Site Configuration" area.  If not, click “Site Configuration/Management” to get back 

to it.  

3. Click on Account Configuration in the left menu  

  

  

  

  

  

  

  

  

  

 

4. Click the “Add” button in the top-right corner  

  

  

  

 

5. Enter the details of the new user, including their unique email (which will be used as their username).  

 

Also, select their role – this will control the level of access they have to each site assigned to them.  

Currently, User based access is fairly limited 

 

- Store Manager: similar access to master/admin 

 

- State Manager  } 

- Region Manager >  lower level access  

- National Manager } 

 

Note: Other roles/access levels coming soon 

 

 

http://setup.refss.com.au/Account/Register
http://setup.refss.com.au/


 

 

6. Click “add” to save the user’s details and create an account 

 

 A “Success” message should appear, and an email is also sent to the new user’s email address to verify 

the account.  

 

 

 

Note:  The new sub-account user must check the verification email and verify their account within 24 hours in 

order to log in successfully. 



Assign sites to an account 

7. Following on from step 6, the new account should be listed in the Account list – click on the “Actions” 

button and select “Assign site to user” 

 

 

Note: Only the sites created by the master account are available to be assigned to a sub-account. 

 

8. Select (tick) one or more sites to assign to the new user and click Save. 

 

 

9. Check the new user’s email inbox and verify the account by clicking the link in the email (sent in step 6 

above). This will verify the account and open a new browser window at the login page. 

 

10. The new user will then be able to log in to their own account using the credentials created in step 5 

  



Corrective Action: Close Out 
IMPORTANT: Corrective Action Close out module is disabled by default for all sites.  Please contact REFSS 

Support on 03 9001 1568 to enable it for your site(s). 

Most e-Log sheets in the REFSS system contain fields that can record a problem at the time of submission, 

where "Corrective action" is needed to address the problem.   

Any submissions that contain some text in the “Corrective Action LATER” field of e-log sheets are recorded and 

tracked in the new REFSS system. These items are recorded as TASKS that can be assigned, tracked, and 

closed out once the fault has been rectified. 

The Corrective Action section is unique to each site - to access this new feature, navigate to "Lists" first, then 

depending on your login access level - from the left menu click on CA Management (Account Owner or Store 

Manager level) or Corrective Action (sub-account/other manager level). 

 

 

  

After a submission is made from a tablet/device, any "corrective action LATER" text is detected by the REFSS 

system, and +1 is added to the total in the Non-Compliant tile. 

 

Corrective Action Tasks are controlled by the REFSS Account Owner or Store Manager.   If you have "Account 

Owner" or "Store Manager" level access, you have full visibility and control over assigning and closing out any 

outstanding corrective action tasks.   

  



The Owner/Store Manager can "Quick close" a task if possible (no further action required - generally this will be 

the case for most low-level non-compliant issues), they can also assign a task to other users / sub-accounts, or 

can also assign the task to him/her self to complete and close out.  For this reason, there are 2 areas where 

Owners/Store Managers can interact with the Corrective Action close out process: 

 CA Management - This is the Management view: Full visibility on all tasks, with the ability to 

assign/reassign/close tasks at any time 

 CA Operation - This is the Assignee view:  A list of tasks that have been assigned to you to 

action/complete.  Assigning/close out is not available from here. 

At the Assignee/Other Manager level, you will be able to see tasks that have been assigned to you, and you 

have the ability to Start a task, comment, and complete a task. 

 

Corrective Action Task - Example 

1. A submission is made on a tablet with "Corrective Action LATER" filled in 

 

 

2. REFSS detects the corrective action item; records it as a TASK and the Non-Compliant tile in the Data 

Capture Reporting page is incremented by 1 

 

 

 

 

 

 



3. The new Task appears in the Account Owner's Corrective Action Management page "To Do" list, as an 

Unassigned Task 

 

Note: The menu items also count the number of active tasks - in this example, one task exists in the CA 

Management area.  

 

4. The Account Owner clicks "Actions" and chooses to either: 

a. Assign task to sub-user 

b. Quick close task - task is sent 

straight to the Closed list.  This 

is recommended for minor 

non-compliant issues. 

c. Add Comments to aid the flow 

of the task  

 

5. From 4a, Owner selects to assign 

task - a window pops up asking to 

set: 

a. Assign to - a list of sub 

accounts, as well as the 

Owner can be selected 

b. Priority (Low/Medium/High) 

c. Set Due date (Leave blank if 

none) 

d. Comments (Add a comment 

and click "Post" to save the 

comment) 

 

 



6. Once "Assign task" is clicked, the task will be assigned to the assignee and updated in the "To Do" 

tab.  The Assignee's name also appears in the "Assigned to" column. 

 

 

Since the task has not yet been started by the assignee, it remains in the "To Do" list 

 

Note: Since the task was assigned to "myself", the number of tasks in the CA Operation menu item has 

updated also. 

 

7. Now the task has been assigned, the Assignee (in the example case, myself) will see the task in their "To 

do" list 

 

 

 



8. The Assignee starts the task - the history can be viewed, or a comment can be 

recorded at this stage also. 

 

 

 

a. If adding a comment, this should be done first, and remember to click "Post" to save the comment 

b. Click Start task" to begin the process 

 

9. The task is now "In progress".  It moves to the "In Progress" tab for both Owner and Assignee. 

 

 



10. The Assignee can continue with the process and finish the task - he/she clicks the Actions button and 

selects "Complete Task".  More comments can be entered if needed. 

 

 

11. The task is now "Completed" - It moves to the "Completed" tab for both Owner and Assignee 

 

From this point, the Assignee can no longer influence the task, apart from adding further comments if 

needed.  The next step is for the Owner to close the task, or reassign. 

 

12. Once the task is marked "Complete", the Owner has 2 options - verify that 

he/she is happy with the fix and close the task, or reopen the task and reassign. 

 

 

13. If the task is reassigned, the process is repeated from step 7, and marked as 

"Reassigned".   

 



14. The history of each step is recorded and can be viewed by selecting "View History".  The Task timeline 

contains information relating to who assigned the task, who the assignee was, dates etc. 

 

 

 

For multiple reassigning, 1st, 2nd, 3rd, current allocations can be seen.  By clicking on these allocations, 

you can view the details of each reassignment. 

 

15. If the Owner is happy with the fix, the task can be closed.  The task is then moved to the "Closed" tab for 

both Owner and Assignee. 

 

 

 



Note:  At any stage, the owner/store manager can quick close the task.  This will end the process and place the 

task directly into the Closed list. 

 

 

 


