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While the information in this document is presented with all due care, the Community Housing 
Registration Office does not warrant or represent that the material is free from errors or omission, 
or that it is exhaustive.  
 
Users of the document are responsible for making their own assessment of the information in the document. 
We do not accept any liability for any loss, damage, cost or expense you might incur because of using or 
relying on the information on this site, or any linked information. 
The information in this document is subject to change without notice. 
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1. Introduction 
 

Whilst the content and functionality of the registration and compliance return, for the most 

part, remains unchanged, the user experience has been enhanced with a fresh look and 

feel. Users can now seamlessly view knowledge articles, add or remove evidence 

documents and navigate performance outcomes, Community Housing Asset Performance 

Report, Core Documents, and Declaration tabs, all from a single screen for greater 

efficiency and ease of use. 

This document sets out the Community Housing Regulatory Information System (CHRIS) 

process for completing and submitting a registration or compliance return. It should be 

read in conjunction with the Return Data Definition document. 

 

2. Before you begin - things to note 
 

This Guide provides detailed instructions on the completion of your application for 

registration or compliance return. It is designed to help housing providers navigate the 

return pages and understand how the system validates and analyses the data. 

The Return is structured by performance outcome. Under each performance outcome you 

are asked to enter information and attach evidence to enable the assessment of all 

performance requirements applicable to that outcome. 

Some documents such as business plans contain evidence to meet more than one 
performance outcome or requirement. Providers do not need to attach evidence more 
than once. A single document can be associated with more than one performance 
outcome or return. 

 
2.1 Account page 

a) Check the details on the account page and ensure the information reflects the 
current profile of the organisation? 

b) The Account page can be updated by the nominated main contact at any time. 
However, it is good practice to check these details at the time of compliance. 

 
2.2 Metric results 

Metrics are calculated when you save your updates. If you are concerned about the 

accuracy of metric calculations; review your calculation figures. Information in relation to 

calculations is displayed in the Metrics section for each performance outcome. 
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2.3 Comments 

Provide comments for as many of the Performance Outcomes as possible as they give 

context for validating and analysing your return. This is particularly important if 

circumstances have changed from the previous year, if figures are different or if you have 

any amber or red traffic light indicators in your metrics. 

 
 

2.4 Save, Save, Save! 

The system will not auto save so frequently save your work. Do not navigate away from 

the page you are working on without saving or work may be lost. 



OFFICIAL 
CHRIS steps for community housing providers 

Page 6 of 31 

 

 

3. Returns object overview 
 

 

To view the list of Returns, click on the object marked Returns 

 

 
The Returns object presents a list of both previous and current returns, including the following data 
fields: 

• Form Reference – hyperlink to the Return 

• Provider – Provider name 

• Record Type – Type of Return record Compliance Return or Eligibility and Tier Form 

• Form Status – Status of the Return 

• ETF Start Date – Eligibility and Tier Form start date 

• ETF Due Date - Eligibility and Tier Form due date 

• ETF Submitted Date – Eligibility and Tier Form submitted date 

• Return Start Date – Application for Registration / Compliance Return start date 

• Return Due Date – Application for Registration / Compliance Return due date 

• Return Submitted Date – Application for Registration / Compliance Return submitted date 
. 
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3.1 View returns submitted and associated evidence 

1. Click on the Return number hyperlink to open the Return. The Returns record 
page opens displaying the Details tab of the Returns record which includes all the 
details related to the Return. 

 

2. Click on the Evidence Documents tab to view all the evidence documents that 
have been uploaded and held against the Return. 

 

 

 

Note: For returns previously submitted, the attached evidence documents will be visible in 

the Evidence Attachments section of the Evidence Document tab in the Return object. 

These documents have not been migrated to Evidence Manager. 
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3.2 View provider report 

1. Click on the Provider Report tab to view Provider Reports uploaded against a Return. 

 

2. Click on the Provider Report Number hyperlink 
 

3. Provider Report details tab is displayed, containing feedback details from the 
Provider on the Draft Determination Report. 
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4. Click on the Documents tabs to view the Draft and Final Determination Report 

 

 

Note: When the Return is initially shared with the provider it will have a status of “Return in 

Progress”. If you have not yet started completing the return, no evidence documents will be visible 

within the Evidence document tab, as none have been associated with the return. If you uploaded 

evidence to the Evidence Manager throughout the year you will need to link it to the return before it 

is submitted for approval. 
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4. Edit Return 
 

1. To edit the return, click on the edit return button located on the top right-hand side of the 
Returns object page. This replaces the Start Return button previously used in Salesforce 
Classic. 

 

2. The ETF (Eligibility and Tier Form) Return is comprised of the following tabs: 

 
• CH Assets - Information regarding the provider’s community housing assets owned and 

managed and developments planned in the next two years. 

• Declaration - This is the final page to complete the return. On this page you 
will be asked to answer Yes or No on the Consent, Authorisation and 
Declaration fields. 
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3. The Application for Registration and Compliance Return is comprised of the following tabs: 

 
• Performance Outcome tabs PO1 to PO7 – Each performance outcome has its 

own tab, which includes data fields you will need to complete. The performance 
metrics will be automatically calculated by the system based on the figures 
reported by the user. The metrics will be displayed after you have clicked the 
‘Save’ button. The data is identical on the registration and compliance return. 

• CHAPR - Information regarding the provider’s portfolio is recorded in the 
Community Housing Asset Performance Report (CHAPR).  (not included in 
document)  

• Core Documents – A checklist of the core documents that should be 
uploaded to Evidence Manager and associated with the Return 

• Declaration - This is the final page to complete the return. On this page you will be 
asked to answer Yes or No on the Consent, Authorisation and Declaration fields 
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Knowledge articles are available in the right-hand pane in CHRIS to assist with 

completing the return. Evidence documents are also visible in the right-hand pane. A full 

list of related articles is in Section 12 of this document 

 
 

 
4.1 Completing Return tabs 

Grey Return tab - When you first edit a return, the Edit Return page opens with all tabs 

greyed out except for the active tab which is highlighted in blue. A greyed-out tab indicates 

the page is incomplete. 

 

Blue Return tab - When you click into a tab to complete that section of the Return, it turns 

blue. A blue tab indicates the active section of the Return you are currently working on. 

 

Green Return tab - When you have successfully completed the Return page, by selecting 

either the Performance Outcome completed or CHAPR completed checkbox and clicked 

on the Save button, the Return tab turns green. 

 

Click on the Next and Previous buttons to navigate through the Return tabs easily. Click 

the Save button to store any data you have entered on the Return page 

 

NEW 
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Performance Outcomes can be completed in any order. Ensure you have ticked the 

Performance Outcome Completed checkbox to successfully complete the Performance 

Outcome Return page which is indicated by the tab turning green.’ 

 

 

 

The declaration should only be completed once all other tabs are complete and are displaying 

green. 

 
 

 

4.2 Error Messages 

If there are any errors on the Return tab pages, an error message will appear to highlight the 
issue. This message will only be displayed after you have ticked the completed checkbox at the 
bottom of the page and clicked either the Next or Save button 
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5. Calculate the CHAPR 
 

 

Information regarding the provider’s portfolio is indicated on the Community Housing Asset 
Performance Report (CHAPR). The CHAPR forms part of your return. Only properties 
defined as community housing assets are counted in the CHAPR. 
 
The CHAPR is calculated based on a providers return date. 
 
The CHAPR has 8 sections to complete. Ensure that you have the CHAPR Guidance Note to  
hand when completing this part of the Return to ensure the correct classifications are used 
(if a provider has no assets enter these as zero (0).   
 
The Nominated Main Contact needs to enter the number of assets that applies to each section.  
 
Asset Class Descriptions – important note 
There are terminology and description issues with Class of asset section of the CHAPR for  
WA Providers. Due to coding issues, we are unable to change the text to reflect the correct  
terminology for WA.  
 
To ensure accuracy, ignore the text and descriptions provided in CHRIS for this section, and  
refer to the CHAPR Guidance Note for appropriate descriptions that reflect the WA  
Framework requirements. 
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Planned Growth - All providers whose portfolio is planned to change over the next five 
years should complete this section about the type and scale of changes 

 

 

 

Once this page has been completed select the CHAPR completed checkbox and click 
on the Save or Next button.  
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Evidence needs to be uploaded to Evidence Manager and added to the return as part of 

the registration and compliance return process. After clicking the Edit Return button and 

navigating to the Edit Return page, the Evidence section will appear on the right-hand 

side of the page 

1. To add evidence documents to a Return, click on the Add button 

 

 

6. Adding Evidence to a return NEW 
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2. The Select Documents page will appear, displaying a list of all evidence 
documents uploaded in Evidence Manager. Select the documents you want to 
add to the return by clicking on the checkboxes beside the document record. 
Click on the Add button to add the documents to the Return. 

 

 

The documents have now been attached to the Return. 
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3. To Remove a document from the evidence document list attached to the 
return, select the document by clicking on the checkbox next to the evidence 
number, then click on the Remove button 

 

A Remove Evidence confirmation dialog box appears asking the user to confirm if they 

want to remove the evidence document. Click on the OK button. 
 

The evidence document has been successfully removed from the evidence list attached to 

the Return. The document will remain in Evidence Manager. 
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7. Outcome completed 
 

Ensure you have added any relevant evidence documents to the Return. If you have not 

completed the performance outcome or you are planning to add more data at a later 

stage, please do not tick the PO completed box. 

This box must be checked on every performance outcome page to allow the return to be submitted. 
 

Performance Outcome completed checkbox 
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8. Core Documents 
 

When completing the registration return or standard compliance return, you will need to 
attach what are described as ‘core’ documents as supporting evidence. 

The Core Document tab lists the core documents the provider must attach to a 
registration or standard compliance return. These are described and specified by Tier, 
where this is relevant. 

The Financial Performance Report (FPR) referred to in the core documents is attached to 

the email - invitation to commence an assessment. 
 

You can add the evidence at this point or as you are completing the relevant performance 

outcome page of the return. However, before submitting the return check: 

• The boxes to indicate all the required documents have been attached; and 
• The core documents are added to the evidence section of the Return 

For further information about attaching evidence please refer to the Evidence Manager document 
 

Note: A provider can view the evidence they submitted as part of a previous assessment by 

opening the relevant return. Documents uploaded prior to the Salesforce Lightning upgrade will be 

visible in the Evidence Document tab of the return under Evidence Attachment. (Refer to section 

3.1 View returns and associated evidence). 

There is no need to resubmit evidence that remains identical but if the provider does do this, they 

should ensure their return clearly specifies where and what this evidence is on their new return. 
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Metric calculations 

Metrics are automatically calculated based on the information you have entered in 

response to specific questions. 

When the application is saved, the metrics calculated from the data entered will appear in 

the metrics section. If the results are below or are trending below a target range, the 

tolerance will show as amber, or red. Amber denotes a result just below the target but 

within the tolerance range. Red is significantly below the target range. Where the tolerance 

is amber or red you are encouraged to provide an explanation in the optional comment 

field. 

 

9. Declaration 
 

The Declaration is the final step in the completion of the return. 

1. When you are ready to submit your return select the Declaration tab 

 

2. Complete the consent, authorisation and declaration section. You will be unable to 
complete the return if you do not answer Yes to these questions. Select the Ready to 
submit Form checkbox, click on the Save button 
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3. Click on the ‘Submit for Approval’ button located next to the Save button at the bottom 
of the page. If you receive an error message, please untick the ‘Ready to submit form’ 
box and check that: 

 
• All Performance Outcome tabs are displayed green. If they are not green check 

the PO pages to ensure the Performance Outcome Completed check box is 
ticked 

• All mandatory questions have been answered 

• The CHAPR Completed checkbox is ticked 

• All core document checkboxes are completed 

 

Once you have successfully submitted the Return, the form will be locked from editing and 

the Registrar will be notified that the form has been submitted. You will also receive an 

email notification confirming the form has been submitted. 
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NEW 

Note: The Add Supplementary button will only appear on the Returns Evidence Documents page 

after the Return has been successfully submitted by the Provider 

10. After you submit your return 
 

Errors and incorrect information 

Contact your Analyst if you identify an error after you have submitted your return and ask 

them to reopen your return so that you can update the information. This is important as the 

information you record will be used to report aggregated data about the community housing 

sector. 

Once you have corrected the information you may resubmit your return. 

Once the return is submitted you will be unable to make changes to the evidence 

documents associated with the return. 

 

10.1    Supplementary Evidence 
 

If you are asked for additional documentary evidence after you have submitted the return 

you will be asked to submit it using the ‘Supplementary Evidence’ button located within the 

Evidence tab on the Returns page you have submitted. 

 
 

1. To add Supplementary evidence documents to a Return, click on the Add Supplementary button 

 

2. The Select Documents page will appear, displaying a list of all supplementary 
evidence documents that have already been uploaded to Evidence Manager. Click on 
the New Document button 
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3. The Evidence Manager page will appear, click on the Upload button, to upload new 
supplementary documents to Evidence Manager. 

 

The “Upload documents” pop up window appears 
 

4. You have two options for uploading your supplementary evidence documents: 

 
• Option 1: Drag and Drop Files – Drag and drop the documents you want to upload: 

o Open file explorer on your computer 

o Select the files you want to drag and drop to the “or drop files” box. 
Release the mouse button to drop the files into the drop files area. You 
must drop the files within the dotted line box for this to work successfully. 

• Option 2: Upload Files 

o Click on the Upload Files button 

o File explorer opens on your computer 

o Select the files you want to upload (Maximum you can select is 10) and 
click on the Open button. 
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5. The Upload Files window appears displaying a progress bar as the files are uploading. 

 

6. Click on the Done button once all supplementary documents are uploaded. Files 
are upload when the blue bar is complete, and a green tick is shown against each file. 

7. Supplementary Documents have now been successfully uploaded to the Evidence 
list as displayed in the image below. If a supplementary document has been added, 
you will see this symbol against a document record 
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8. Click on the Back to Return button, user is navigated back to the Returns – Evidence 
Documents page, click on the Add Supplementary button 

 

9. The Select Documents page will appear, displaying a list of all supplementary 
evidence documents uploaded in Evidence Manager. Select the documents you want 
to add to the return by clicking on the checkboxes beside the document record. Click 
on the Add button to add the documents to the Return 
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10. Supplementary documents have now been added to the Return 
 

 

10.2   Printing Return 

1. To print the Return which includes the CHAPR Report, navigate to the Return page and click on  
Printable View button 

 

2. Printable version of the Return appears. Click on the “Print this page” link located 
on the top right- hand side of the page 
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10.3 Draft Determination Report - Provider Feedback 

Once the assessment is complete you will receive an email notifying you that the draft 

determination report has been completed and is available. You will need to log into the 

system to access the draft determination report. You will have 10 working days from the 

date the email was sent to comment on the determination through the portal. 

1. To provide feedback on the draft compliance determination report, click on the link 
in the email notifying the provider that the compliance report is available or, log in 
to CHRIS, navigate to the returns tab, click on the returns reference number and 
click the ‘provider reports’ link within the Providers tab 

 

2. Click on the Edit button located on the top right-hand corner of the Provider Report 

page, this will allow you to submit comment on the determination 
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3. The Edit Provider Report Feedback window appears 
 

 

 

4. Once comment has been made, tick the Feedback completed check box and click the ‘Save’ 
button 

 

 

 

 

Note: If the provider wishes to submit additional evidence during the feedback stage they should 

add it to their Return as supplementary evidence. Do not attach it to the provider report section. 

This ensures that all evidence documents submitted are held in the one location (the Return) for 

future reference if needed. 
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11. Related Articles 

 

• Evidence Manager CHRIS User Gide 

• Evidence Guidelines 

• Financial Viability Guidance Note 

• Community Housing Asset Performance Report (CHAPR) 

• Metrics Information Sheet 



OFFICIAL 
CHRIS steps for community housing providers 

Page 31 of 31 

 

 

 
Title: Evidence Manager – Manage registration and compliance returns 

Document Owner: Community Housing Registration Office 

Objective: 

Classification: 

Guidance 

Applicability: Providers completing an application for registration or undergoing compliance 

Document History 

Version: 1.0 Final 

Effective Date: 26 May 2025 

Next Review Date: 26 May 2026 

Reason for Amendment: New document 


