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When completing their TIS AWP in the Health
Data Portal, some health services may prefer to
work in the offline Word version of the form
rather than in the Data Portal itself. In addition,
some health services may decide not to provide
you with a Data Portal profile in their service,
meaning you will need to work in the offline Word
version of their TIS AWP anyway.

To review a health service’s TIS AWP outside of
the Data Portal:
1. Open the Word version of the health
service’s TIS AWP that has been provided
to you by the service.
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By default, the Word version of the service’s TIS
AWP will not allow you to enter comments. To e
able to enter comments, you first need to remove
the protection from the Word document.

2. To do this, select the Review tab in the
ribbon at the top of the screen and then
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Restrict

select Let ],
3. At the bottom of the Restrict Editing

pane that displays, select .

The Word version of the service’s TIS AWP form
has now been unprotected and you can go
through and add your comments as needed.

4. To add a comment to the document,
select the blue heading of the section you
wish to add your comment to and select
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5. In the comment box that displays, enter
your comment for the service and then

select .

6. Repeat this process for each comment you
need to add to the Word version of the
service's TIS AWP.

Review a Health Service’s TIS Activity Work
outside of the Data Portal (NBPU)

7. When you are finished working on the
document, save it and put the protection
back on.

8. To do this, select the Review tab again
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rict

and select ot .
9. In the Restrict Editing pane, select

| Yes, Start Enforcing Protection |

10. In the Start Enforcing Protection window,
enter review-restrict-editing in both

fields and select .

You can now send the Word version of the TIS
AWP form back to the health service using
whatever processed has been agreed on. The
health service should now review your comments
and action them as needed before importing the
form back into the Data Portal, moving it through
the internal workflow process and submitting it to
their Funding Arrangement Manager (FAM) for
processing.
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