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Manage Forms, Records
and Data Exports

Working with the records behind the dashboard: form status filters and the

archive, incident and near-miss reviews, finding duplicate contacts, and

exporting data without breaking it.
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CONTENTS

What this feature covers

Four stages, eight steps: forms and the archive, incident records, duplicates and visibility, then

exporting.

CH 01 Forms and the archive 00:00-00:28
Every form, filtered by where it has got to.

CH 82 Incident records 00:28-00:43
Safety records sit in the same list.

CH 03 Duplicates and visibility 00:43-01:50
Clean data, and understanding what you are allowed to see.

CH 04 Exporting data 01:56-02:18

Getting data out, ready to work on.

¢ The ID column is the join. On any export you intend to re-import, leave the ID column exactly as it is.

e Archived is not deleted. Archived forms remain searchable, which matters when someone asks for a record
from two years ago.

¢ Duplicates are found, not prevented. Run the duplicate check periodically rather than assuming the data is
clean.

READ AS Screens are captured from the walkthrough video at the timestamp shown on each step. Company names,
policy numbers and dollar values are demonstration data.
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CHAPTER 01 00:00-00:28 - WATCH FROM ©00:00

Forms and the archive Every form, filtered by where it has got to.
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STEP 1 - ©0:07 IN THE VIDEO

Filter by status

All Forms carries status filters so you can see what is draft, submitted or complete.

CHAPTER ©1 - STEP 1 OF 2
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STEP 2 - ©0:21 IN THE VIDEO
Search the archive

Archived forms remain searchable rather than being removed.

CHAPTER @1 - STEP 2 OF 2
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CHAPTER 02 00:28-00:43 - WATCH FROM ©00:28

Incident records Safety records sit in the same list.
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STEP 1 - ©0:35 IN THE VIDEO
Review incidents and near-misses

Incident, injury and near-miss records are reviewed from the forms list with the rest.

CHAPTER ©2 - STEP 1 OF 1
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CHAPTER 03 00:43-01:50 - WATCH FROM ©00:43

Duplicates and Clean data, and understanding what you are allowed to see.
visibility
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STEP 1 - ©0:55 IN THE VIDEO
Find possible duplicates

The duplicate check surfaces contacts that look like the same person or company entered twice.

CHAPTER ©3 - STEP 1 OF 3
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STEP 2 - ©01:19 IN THE VIDEO
Check record visibility

What appears on your dashboard depends on your access level and the views you have been given.

CHAPTER ©3 - STEP 2 OF 3
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CHAPTER ©3 CONTINUED

00:43-01:50

Duplicates and visibility
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STEP 3 - ©1:39 IN THE VIDEO

Use the project views

Project and operational views present the same records organised for different jobs.

CHAPTER ©3 - STEP 3 OF 3
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CHAPTER 04

Exporting data Getting data out, ready to work on.

Export Example
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STEP 1 - ©2:01 IN THE VIDEO
Export the records

Kynection data exports for editing outside the system.

Export Example
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STEP 2 - ©2:13 IN THE VIDEO

Protect the ID column

The ID column matches each row back to its record. Change it and the re-import creates duplicates instead of
updating.



NEXT

Where to go next

This guide covers one part of the module. The rest of the series covers it end to end.

NEXT UP - KIM 04

Import data and submit a support request

BACK TO KIM ©2

Navigate access, contacts and forms

THE REST OF THE KIM SERIES

Ask your Kynection account manager for the other guides in this series

MORE IN THIS MODULE

KIM @1 Use Kynection as a manager user (module overview)

KIM 02 Navigate access, contacts and forms

KIM 04 Import data and submit a support request



