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Attain Compliance Calendar   
 

Compliance Calendar explained 

The Calendar brings together into one module elements from the Outlook scheduler, a task manager and 

project management as a way of managing complex and recurring compliance obligations. The Compliance 

Calendar (CC) module comes with pre-loaded legislation, a list of links to useful resources and a library of 

pre-configured tasks making it easy to get started. 

In creating the CC we were able to draw on the extensive knowledge of our clients to add a comprehensive 

database of legislation, useful resources and important information to ensure creating and maintaining your 

calendar is as easy as possible.    

Overview 

The CC provides users with a comprehensive list of compliance tasks tailored to provide all the relevant 

information a user needs to complete the compliance task appropriately and on time.  

Once your organisation has assigned a series of tasks to you as a user, you will be able to access each task in 

your personal compliance calendar. Your calendar will contain all the calendar tasks that have been assigned 

to you by your organisation. The CC provides a visual representation in date order of all your compliance 

tasks, making it easy to see what tasks are due and what progress has been made towards completion. 

Tasks can consist of just one task, or a task consisting of a subtask. To understand how levels of tasks work, 

consider that a complex task could consist of an Event task titled for example, Council Election 2027, and a 

number of attached subtasks that are added to this Event task representing each component of the election 

process. The advantage of breaking down a complex task into distinct subtasks is that each subtask can be 

assigned to different employees with the person assigned the primary Event task responsible for 

managing/ensuring each subtask is completed before signing off the completion of the Event task. In 

practice this means the Event task will only be completed when all subtasks have been satisfactorily 

completed first. 

Whether you have been assigned an Event task or a Subtask the following instructions apply to completing 

the tasks assigned to you. 
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Getting started 

After logging in to Attain you will be able to select the ‘Calendar tasks’ icon. 

 

 

STEP 1: Viewing tasks that have been assigned to you  

Here you will be presented with all the tasks that have been assigned to you. You have the option to view 

the list of tasks as a Searchable list (shown below) or as a Timeline view. 

After your organisation has assigned you a task it will be automatically added to your individual Calendar, so 

you will have a visual reminder of all the tasks that have been assigned specifically to you in an easy-to-

understand calendar format with the task due dates clearly shown. 

 

 

 



   a t t a i n                                                                                                 Managing integrity through innovation Page 5 of 12 

 

 

Select any task from the list to commence working on this task.  
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STEP 2: Requirements 

A description of what needs to be done 

Carefully read through the Requirements section to understand what needs to be done to complete this task. 

Be sure to check if there are any Resources attached to the task that may assist you. You will also be able to 

select a link to relevant legislation, access any available guidelines and/or policies or other resources that 

have been added to this task that will assist you to confidently complete all requirements of this task.   

 

1) Review the Requirements section. 
a. The task requirements detail 

the actual work that needs to 
be done and what the required 
outcome should be. 

 

 
2)  Relevant Resources  

b. In this section any relevant 
information to assist you 
complete this task will be 
added here (if available). This 
information provides users 
with the opportunity to 
understand the policies, 
guidelines and references at 
play when performing their 
duties in respect of this task.  

 

 

3) Relevant Legislation 
c. In this section you will be able 

to select links to any legislation 
associated with this task.   
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STEP 3: Checklist 

4) Next you will see the Checklist section 
(if this has been added to the task – 
not all tasks will have a checklist.) 

a. The checklist is a feature 
for providing you with a 
checkable list of items 
that are a visual guide for 
completing the key 
requirements of the task.  

b. You will need to address 
each item in the check list 
before you are able to 
submit the task as 
complete. 

 

 

 

STEP 4: Completing the task in Attain 

5) When you are ready to complete the task in 
Attain select Add an outcome.   
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6) You will now be able to enter details 
confirming you have completed the task as per 
requirements. You also have the option to add 
any additional supporting comments. 

 

 

7) Uploading documents/files. 
a. Important: Some tasks will require 

you to upload forms or reports as 
evidence the task has been 
completed appropriately. 
Alternatively, you can upload any 
additional documents that you 
consider relevant in completing 
this task. 

b. Select Add attachment 
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8) After selecting Add attachment you will have 
the option to upload any file to this task.  This 
is useful to upload a form or report or other 
additional files.  

 

 
9) You are now ready to complete this task by 

selecting I am ready to submit this task as 
completed. 
 

 
10) Fill in the required information, tick the box 

and select submit. The task is now recorded as 
complete. 
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Repeat these instructions for each task you wish to complete.  

 

STEP 5: Editing a task after it has been completed in Attain   

The CC has a process allowing for editing of a completed task.   

 

11) If after completing a task you decide the task 
needs to be edited in some way you can select 
Withdraw to make some changes. 

 
 

 
12) Confirm you wish to continue. 

 
13) Once you have made the edits, complete the 

task by selecting you are ready to submit task. 
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Thank You 
 

 

We at Integrity would like to express our appreciation for your support of our products.  We assure you of our 

continued commitment to innovative design and improvements that will allow you and your organisation to 

meet the highest standard in compliance management.  

We will keep you informed as new products come online and we look forward to making your experience with 

us enjoyable, professional and effective.  

Please feel free to contact us at info@integms.com.au  if you have any questions or would like information 

about our other products. 

 

 

 
 

  

mailto:rendan.peyton@integms.com.au
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 attain  

 

 

 

Easy and Efficient Management of Primary Returns, Annual Returns, 

Gift & Travel Disclosures, Delegations, Related Party Disclosures. 

 

New Compliance Calendar 
 

 

Easily manage forms 

No more paper-based forms 

Submit forms online 

Identify types of gifts 

Intuitive and user-friendly 

Secure online access 

 

Keep track of 

submissions 

View the status of forms and 

delegations across the 

organisation 

 

Get guidance for each 

form 

Comprehensive help and 

detailed examples, give 

guidance when and where it 

is needed.  

Reduce the risk of 

non-compliance 

Keep track of cumulative gift 

values from the same gift 

giver and identify prohibited 

gifts. Manage delegations 

quickly and easily  

No setup required 

     a t t a i n  is ready to go. 

We set it up. You use it. It's 

that simple. 

Reduce costs 

     a t t a i n  is an online 

service. This means that you 

only pay for the subscription, 

not the software.  

 
 

 

 

Contact us 
 

Integrity Management Solutions Pty Ltd  
PO Box 5053 Canning Vale,  
Western Australia 6155 
info@integms.com.au | integms.com.au 
1300 109 677        
ACN 095 676 323 

http://www.integms.com.au/

