

LOGIQC v6 QUICK START GUIDE 
Logging in
Open your Internet browser (e.g. Google Chrome, Microsoft Edge) and go to https://organisation_name.logiqc.com.au (Note: using ‘www’ in the address will take you to the wrong page) 
[image: ]
Enter your username and password, and click log in
[image: ]
Forgot password
If you’ve forgotten your password, click on the Forgot password? link
Enter your username, tick the 'I'm not a robot' box and then click on 'Submit’ and a reset password will be sent to your email address. 
[image: ]
[bookmark: _GoBack]If you can't remember your username, or need further assistance, click on the link and a Help Desk request form will open.  Fill out your details, submit the form and the LOGIQC Help Desk team will respond. 
[image: ]
The LOGIQC QMS Home ScreenThis is your where you access your account details

When you log into LOGIQC QMS, you will open at the dashboard.
[image: ]This is the FAB where you add items
These are the register menus

This is the link to the Help Centre

Updating your password and account details
After logging in, go to your account details, located at the top right of the screen identified by your name
Click on your name and select ‘My Account’ 
[image: ]
User account details formThis is where you update your account details e.g.: phone numbers

[image: ]This is where you change your password
This is where you save your account changes

To change your password, you simply enter a new password in the Password field and click on ‘Save’.


LOGIQC Help Desk
Click Help? (top-right of screen) to access the LOGIQC Help Centre 
[image: ]
The LOGIQC Help Centre is a public facing web site.  To access the Help Centre from outside of the LOGIQC QMS platform, go to https://helpcentre.logiqc.com.au/hc/en-us   We recommend you save this address as a bookmark.
LOGIQC Help Centre
[image: ]These sections contain Help articles about these registers
This is where you log a Help Desk request
This is where you search for articles using keywords
This is where you access courses and workshops


Report an event (e.g. incident, repair, feedback, improvement)
The FAB (Floating Action Button) is how items are added into the LOGIQC QMS.
[image: ]
To report an event:
1. Navigate to the FAB located at the bottom right of the LOGIQC QMS screen.  As you hover your mouse over the FAB, it will expand to ‘Add item’.  Click on this
[image: ]
2. The Reporting registers will open.  Select a register by clicking on the ‘+’ button beside the register name.
[image: ]
3. You will open to the chosen register’s details form.  Fill out the details and select ‘Submit’
	
View a document
1. Select Documents from the Governance menu, located on the left-hand side of the LOGIQC QMS screen
[image: ]
2. To search for a document, use the filter located at the top right of the Documents register.  Type the name of the document or a key word in the filter and hit enter on your keyboard. 
[image: ] 	[image: ]
Note:  This filtering functionality exists across all registers in LOGIQC QMS.
3. When you have found the document, click on the file icon in the View column to open a preview of the document
[image: ]
You can download the document to your computer by clicking on the Download button [image: ]
Complete a Task
If you have been assigned a task you will receive an email and a task will be listed in My tasks when you log in. 
1. Click on the name in the Description column to open your task and review your options and instructions.
[image: ]
Attach a record to the task (Optional). 
1. When you open your task, scroll down the page to Attach records.  Click on Attach.
2. Name the record in the Record name field
3. Select Choose file and select the file from your computer
[image: ]
4. Click on Submit and the record will be uploaded into LOGIQC.
LOGIQC workflows
Workflow: Incidents, Feedback, Repairs and Improvements 
When reported, item goes to a user who can review the issue, assign tasks if necessary, and escalate for closure when ready. If the user managing the item is the same use who will close the item, the new ‘quick approve’ feature will allow for the quick closure of the item. 
[image: ]

Workflow: Documents and Suppliers 
When added, item goes to a user who can review the document/supplier, assign review tasks if necessary, and escalate for closure when ready. If the user managing the document is the same user who will approve the document, the new ‘quick publish’ feature will allow for the quick approval and publishing of the document. 
[image: ]
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Enter your username and we will send you a link to reset your
password.
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Success! Check your email

Alink to reset your password has been sent to the email address
you've used in your LOGIQC user account. If you don't receive an
‘email shortly, check your junk email folder (Tip: add the
logige.com.au domain to your email safe list).





image5.png
My Dashboard

Tasks

Governance

Management

Reporting

Records

Meetings

Contacts

Analytics

Reporting Culture (%)

By register

B

o
Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec

— Feedback — Improvement  — Incident  — Repair

Parfarmance el

Advanced filters

Feedback

o
Jan Feb Mar Apr May Jun

— Compliment

Rick manacement

Jul Aug

— Complaint

sep

Welcome Nick v

out

Nov

Dec




image6.png




image7.png
User account details

e

Niek

Crares

e Coorainator 1 (/)

a

Approving ofcer

e

o 1221567

ickcharies@pearbay.com au

[rem——

0




image8.png




image9.png
HELP CENTER

HOW CAN WE HELP?

SETSTAREES m SUIES RESOUREE m
EEARNING CENTRE m m SUBMID S REQUEST

Governance Management Reporting Organisation




image10.png




image11.png
+ Additem




image12.png
[ imorovemen SRS
= -
=3
[ racenc JUESY

)




image13.png
Governance

Accreditation
Contracts
Documents
Risk

Suppliers




image14.png




image15.png




image16.png
&t Documents

Published documents Archived documents 1

Status  ID# View  Document name Stage.

° doc_001 [  Cinical Deterioration Facilty Auit Tool - NSQHS 5td 9. 1.6 Review




image17.PNG




image18.png
My Tasks @) Alltasks 3.3k

Statws  Tasktype

° Manage repair
° Manage incident
° Review

Page 1 0f 1 (3 of 3 total items)

Upcoming approvals

Register

Repair

Incident

Document

4 Past actions

Description

rep_034: Waiting room TV -

O Fiterbykeyword

s

TVin the waiting room needs repairing

inc_063: Patient slipped in bathroom of the clinic due to wet floor

doc_145: Environmental Safety Audit Tool

Due date

1312119

1212119

05/09/19





image19.png
Attach records

6





image20.png
Report issue

Manage stage

3

Assign a task to someone

v

Action stage

L__Pprogress note

Quick close or
escalate to close

Close stage —

3

Assign a task to someone

v

Action stage

L__progress note.

Close,
issue’

Item closed




image21.png
Upload
document

Manage stage

)

Assign a review to someone

v

Review stage

L__Pprogress note

Quick publish or

escalate for approval

Publish stage —

3

Assign a task to someone

v

Review stage

L__progress note.

Approve
document

Document published





image1.png
# LociacQus x o+

<« C @ nitpsy//pearibay.logiqc.com.au





image2.png
LoGioc

LOGIQC Pty Ltd

graham landbeck




image22.png
LET'S APPLY SOME LOGIQC

o

IT'S MANAGEMENT
MADE SIMPLER.





