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Operating system requirements 

Issue: What are the minimum operating system and internet browser requirements? 
 
Solution: Windows XP Service Pack 2; Windows Vista Service Pack 1; Windows Server 
2003 or higher. 
 
Internet Explorer Version 7 or later (JavaScript must be enabled), Mozilla Firefox, Google 
Chrome, Safari 
 
Microsoft Word 2003 or later version 

 

Minimum screen resolution 

EAT5 is designed for screen resolution of 1024x768 pixels or higher. 

 

Add trusted zones and allow pop up 

Issue: Some features such as reports and Auto-save are not downloading or popping 
up instead I get a message that says Internet explorer has blocked this site from 
downloading or pop up blocked. 
 
Solution: This is a default blocking function from Microsoft. To resolve the problem, 
please put the https://www.achs.org.au into your Local Intranet Zone or the Trusted 
Zone. If you are in doubt, please contact your IT support or email ACHS at 
eat@achs.org.au. 
 
To put the ACHS/EAT 5 websites into your Local Intranet Zone : 
 

 Click on the “Internet Options…” under Tools menu at the top. 
 

 
 

 Click on the Security Tab, click once on ‘Trusted sites’ then click on the ‘Sites’ 
button below 
 



EEAATT55  FFAAQQss  

 

 3 

 
 

 Under add this website to the zone type in https://www.achs.org.au then click 
on the ‘Add’ button to show in the bottom window, click ‘OK’ to go back to 
Internet Options. 
 

 
 

 Click on the ‘Privacy’ tab 

https://www.achs.org.au/
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 If the ‘Block pop-ups’ is ticked then click on the ‘Settings’ button (if the ‘Block 
pop-ups’ is not ticked then ignore this step) 

 

 
 

 Under ‘Address of Web site to allow’ type in https://www.achs.org.au then 
click on ‘Add’ and it will show under ‘Allowed sites:’ 

 
Note: If users cannot locate some of the settings tabs mentioned above it could be due 
to additional group policy restrictions applied by your IT administrator to access and 
change settings. Please contact your IT support. 

 

https://www.achs.org.au/
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Change Data set assignment 

Issue: After changing data assignment (e.g. from single to shared data records), user 
can no longer see the data or locate it. 
 
Solution: Do not change respondent or surveyor single data records to shared data 
records after entries have been made in a given section. 
 

Copy and pasting from Microsoft Word into EAT 5 (Paste as plain text button ) 

Minimal formatting or no formatting is recommended when working in Microsoft Word 
before pasting into EAT5. 
 
Recommended method to copy and paste in EAT5: 
 
Select the desired text in Microsoft Word, then either right click and select copy, or 
press "ctrl C". 
 

In the EAT5 use the Paste as plain text icon ("ctrl V" can also be used to paste as plain 
text) to minimise common formatting and saving issues when copy and pasting from 
Microsoft Word into EAT. 

 

 

 

Activation of the next survey phase 

Issue: I need access to the current phase however it’s showing as closed when logged 
into EAT5. 
 
Solution: Contact (e-mail or telephone) your ACHS customer service manager (CSM) to 
initiate next phase. 
 

Data loss if connection drops out (especially using wireless connection or 
dial up) 

Issue: After spending a long time entering text for a criterion, I save my data. The 
system sat there for a while doing nothing. Then it crashed and lost all the data 
entered. 
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Solution: As any regular user of internet forums will have experienced, the internet is 
not a totally reliable mechanism and long posts may occasionally be lost by just about 
any internet application. To be safe, consider saving your data frequently – there is 
nothing to stop you saving after every few lines or paragraphs entered. (If the internet 
speed is extremely slow to work with for some reason you could also consider entering 
your data into a local application such as Microsoft Word or WordPad and 
paste the entries into EAT5 when complete.) The ACHS is attempting to solve 
the problems which cause such loss of data, but some factors are beyond our control. 
 
Issue 2: Why is data not saving, or user is experiencing loss of data or spell checker not 
working? 
 
When using EAT5 when text is copied and pasted into EAT from other applications (e.g. 

Microsoft Word and Excel etc) without using the ‘Paste as plain text button’ , and 
foreign script or coding comes across into the EAT5 editor, this may result in data not 
saving / loss of data/ spell checker not working.  
 
ACHS IT is currently working on possible solutions. Even though the occurrence of this is 
rare, we do take this matter very seriously and would like to notify all users of this issue.  
 
Solution: To avoid data not saving/ data loss issues / spell checker not working 
mentioned above, please copy and paste into EAT5 by using the ‘Paste as plain text 

button’ , and refrain from copying and pasting tables and pictures from other 
applications into EAT5. 

 

If there are Yahoo or Google tool bars installed please uninstall the tool 
bars 

If there are Yahoo or Google tool bars installed on the computer that you are using for 
EAT5 please uninstall them, as they do affect some the EAT5 functions. 
 

Go to ‘Start’ , Settings , from the ‘Control panel’  

then open ‘Add or Remove Programs’ . 
 
It will display a list of ‘Currently installed programs’, find Yahoo or Google tool bar then 

click on ‘Change/Remove’  programs. 

 

Generating Word survey report problems 
Issue: Multiple tries to generate Microsoft Word report and nothing happens. 
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Solution: Please change the following settings to allow downloads from the ACHS 
website. These changes require approval from your IT department as they could affect 
IT security: 

 

 Click on “Internet Options” under the Tools menu at the top. 
 

 
 

 Click on the "Security" Tab, click on "Trusted Sites" tick and then click on "Sites" 
button. Add https://www.achs.org.au to your trusted sites. 
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 Back on the "Security" Tab of "Internet Options" click once on the "Custom 
Level" button 
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 Scroll down to "Downloads" selection, and "Enable" both "Automatic prompting 

for file downloads" and "File download" 

 

 
 

If you cannot change these settings due to your IT policy, please follow the work 
around below: 
 
After clicking on the ‘OK’ button in ‘Report options’ there is usually a yellow bar that 
displays the message "To help protect your security, Internet Explorer blocked this site 
from downloading files to your computer. Click here for options" at the top of the 
screen directly below the address bar. 
 

 
 

 Right click with the mouse on the message bar and select ‘Download file’ option, 
nothing will happen after this is done. 
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 Then go to ‘Reports’ and click the report again the pop-up will appear for user to 
‘Open’, ‘Save’ or ‘Cancel’ the report. 

 

 
 

Note: For the Survey Report, after clicking OK, a message "The web page you are 
viewing is trying to close the window, do you want to close the window?" will pop up, 
click on ‘Yes’ to proceed. If nothing happens please refer to the above mentioned 
solution. * If you receive a server error message, when running reports, please contact 
ACHS for support on 02 9281 9955 or email EAT@achs.org.au 

 

Autosave function in EAT 5 

Issue: How frequently does Auto-save actually save? 
 
Solution: Time lapse count starts after the user clicks on any item on the navigation 
pane in EAT5 or any “Save” button.  The default time lapse before the auto save 
activated is 10 minutes.  5 seconds before the times up, a pop up message will appear 
on screen to advise the “intention of saving the text”. The default action of the message 
is to save the record even the user do not click on/answer the message. The message 
will disappear after 5 seconds and saving the record automatically.   
 
Note: AutoSave will not work when pop up is blocked. When pop up is blocked, there is 
a yellow warning bar on top of the browser to alert the user.  When pop up is enabled 



EEAATT55  FFAAQQss  

 

 11 

and AutoSave is activated, the pop up message will appear and the screen refreshes 
after saving. (refer to allow pop up on page 2 to enable ACHS pop ups) 

 

Slowness and screens “freezing up” when running the EAT 5 application in 
general. 

It is most likely caused by the user’s computer environment. Large organisations 
usually have a proxy server sitting between the browser and the Internet. The 
user, or their IT support, should be able to change the settings so that the ACHS 
website and EAT5 can bypass the proxy server. This often fixes the problem. 
However, there may be other site-specific issues which can affect the performance of 
EAT5, and you may need to make further enquiries with your IT support, your ISP or the 
ACHS if performance issues persist. 

 

Session log out function 

Issue: Users saved data in EAT5 however changes were not saved. 
 
Solution: EAT5 has a session time out function which automatically logs users out of the 
application/current survey if it is not used for more than 60 minutes (e.g. user away 
from desk for lunch) as the data entered is confidential to a lot of organisations. If EAT5 
is not being used please save and use the ‘log out’ button on the top right of the EAT5 
screen. 
 

How to search for the next survey/organisation for Coordinators & 
Surveyors  

The default EAT5 screen after login will automatically display all “active organisations” 
ie, all current surveys assigned to the surveyor sorted by date of survey. Surveyors who 
also have organisation level access can choose to view surveys relating to “All 
organisations”, “Survey Organisations” or “Member Organisations”. 
 
Issue: Coordinator/Surveyor cannot find a particular organisation after logging in to 
EAT5. 
 
Solution: The default EAT5 screen displays the ‘Active Organisations’, there are various 
ways to search for a particular survey: 
 

1. Go to , and type in either organisation code, 
organisation name or just the first few characters/alphabets of the organisation 
name for a more detailed search within the EAT5 data base. 
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2. click on the drop down arrow next to ‘Active Organisations’ 

 
and select the relevant option for a more complete listing of organisation 
display.  
 
In some instances the page might not be able to display all of the organisations 

within the selected option, you can use  to flick to the next page 
for more organisations. 
 

Hyperlink issues 

Issue: When copying or typing a hyperlink in EAT5 the line has been cut off in the 
report. 
 
Solution: The problem here is to do with the long URL’s in the document. Word is 
reluctant to wrap them (though, as shown below, Outlook apparently is not). 

 
The solution is to use hyperlinks, so that what was originally entered as: 

 
Clinical Governance Folder 
 
http://achs/achsC3/Senior%20Managemen/default.aspx?RootFolder=%2fC3%2achsr%2
0hkhjhsf%20%28;;fls'lf;ld%29%2hhshfjhjhjhjhd%20%20Document%20Library%2fClinical
%20Governance%20Meetings&View=%7bEF0B5184%2d12D8%2d4422%2dABD4% 
 
Can instead be represented this way: 
 
Clinical Governance Folder 
 
(run the mouse over it, you will see that it does link to the desired URL) 
 
To do this in EAT: 

 Enter the text you wish the reader to see, e.g. 
 

http://achs/achsC3/Senior%20Managemen/default.aspx?RootFolder=%2fC3%2achsr%20hkhjhsf%20%28;;fls'lf;ld%29%252hhshfjhjhjhjhd%20%20Document%20Library%2fClinical%20Governance%20Meetings&View=%7bEF0B5184%2d12D8%2d4422%2dABD4%25
http://achs/achsC3/Senior%20Managemen/default.aspx?RootFolder=%2fC3%2achsr%20hkhjhsf%20%28;;fls'lf;ld%29%252hhshfjhjhjhjhd%20%20Document%20Library%2fClinical%20Governance%20Meetings&View=%7bEF0B5184%2d12D8%2d4422%2dABD4%25
http://achs/achsC3/Senior%20Managemen/default.aspx?RootFolder=%2fC3%2achsr%20hkhjhsf%20%28;;fls'lf;ld%29%252hhshfjhjhjhjhd%20%20Document%20Library%2fClinical%20Governance%20Meetings&View=%7bEF0B5184%2d12D8%2d4422%2dABD4%25
http://ahm-intranet/C3/Senior%20Management%20(DEMT)/default.aspx?RootFolder=%2fC3%2fSenior%20Management%20%28DEMT%29%2fSenior%20Management%20Document%20Library%2fClinical%20Governance%20Meetings&View=%7bEF0B5184%2d12D8%2d4422%2dABD4%2dF485D986A6CD%7d
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 Now select the text: 
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 Now click the “Insert/Edit Link” button, highlighted above, the image being a 
globe and two chain links. The following dialog will be displayed: 

 

 
 

 Either type/paste the internet address link text in the URL text box (leaving off 
the leading http:// - note the link has to be available in the internet for ACHS to 
access it. Browse Server button is not used for any purpose): 

 

 
 

 Click OK, for the following result: 
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You can put multiple hyperlinks and other text in here as well. When the report is 
produced, the hyperlink will be carried through. 
 
Note: Using hyperlinks in EAT5 with your Intranet or Network File system. 
You are able to use hyperlink in the EAT5 editor. However, the link does not operate 
when you are editing the content.  It will only work in the report and at surveyor / 
coordinator level.  You can specify files or address within your network / intranet. 
However the link will not work on computer outside your organisation.    

 

Character count in Word is different to Character count in EAT 

Issue: I am typing data into Microsoft Word (or similar), prior to copying data into 
EAT5. The character count in Word told me that I was under 1000 or 3000 characters. 
But when I copied my data into EAT, it said I had over 1000 or 3000 characters and 
wouldn't let me save my data. 
 
Solution: The component used to accept entry of free-form text is a third party 
component, not written by the ACHS. It counts spaces as single characters, and new 
lines as two characters (a carriage return (CR) and new line (LF) tables are also counted 
as several more characters than they contain), and may count other characters in similar 
non-intuitive ways. Microsoft Word has its own counting mechanisms, which differ from 
those used in the component. Thus you unfortunately cannot rely on the character 
count in another piece of software producing the same results as the EAT5 component. 
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Care should be exercised when your character count in the other application gets within 
50 to 100 characters of the limit in EAT5. 
 

Problems with formatting after copy and pasting into EAT5 from Word 

Issue: I formatted my EAT entries in Microsoft Word (or another word processing 
program) adding some specific formatting such as bullet points, different font sizes, 
etc. After copying the data into EAT, some or all of the formatting is lost, and/or data 
is not visible or does not print properly on the Survey Report. 
 
Solution: It is impossible for the ACHS to guarantee that all formatting supported by 
other word processing programs can be copied and saved to EAT as is. Most Word 
processors are proprietary software, and we are beholden to the vicissitudes of their 
often undocumented mechanisms in that regard. Nor can we guarantee that all 
combinations of formatting will render trouble-free when generated as a report in 
Microsoft Word, for similar reasons. EAT users are encouraged to keep the formatting of 
their text entries as simple as possible to avoid such issues. If the formatting of your 
pasted text has been changed due to the copy & paste from MS Word or other 
application, you can rectify the problem by stripping off the formatting before the copy 
& paste and then editing it within the tool. 
 

Problems with bullet point/indentation in the EAT5 editor 

Issue: I copy and pasted data into EAT5 using the Paste as Plain text button as 
recommended by ACHS but when I try to add bullets to my text in EAT, I can only get 
one bullet at the beginning of my text which indents all text and treats the entire field 
as a single bullet point. 
 
Solution: This issue can be resolved by creating the first bullet and then placing the 
cursor (text insertion point indicated by a vertical flashing line) at the beginning of the 
text for the second bullet. You will then need to press "Backspace" on your key board to 
bring this bullet up to the end of the first one and then press enter to insert the next 
bullet and so on for each point. At the end of your list of bullets, you may need to use 
the "Insert Paragraph" button on the tool bar to remove the left indent from the 
remainder of the body of your text. 
 

Where is the Planning Tool in EAT5 

The Planning Tool is no longer available in EAT5. There are new Microsoft Excel 
reports in EAT5 for Plans for Improvement and Recommendations from Previous Survey 
sections, to assist member organisations with gap analysis. Reports can still be extracted 
from the EAT v4 Planning Tool if required.  
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