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CRLDatix RISKMAN REFERENCE GUIDE TO THE DOCUMENT LIBRARY

INTRODUCTION

This Reference Guide is intended for RiskMan Administrators who will be responsible for maintaining the
library of documents added to records in all Registers.
The Document Library provides a listing of files that have either been

e Saved to a record in any Register

o Linked to a record in any Register but never saved with the notification or record— these are called

“Orphaned” documents

e Deleted from records in any Register. Though deleted in the record, the files are still visible in the

Document Library until they have been Deleted Permanently
The Document Library will allow a user with suitable permissions to
e Delete attached or orphaned files (can be restored if required)
o Permanently delete attached or orphaned files (cannot be restored)
o View attached, deleted or orphaned files

e Change the Description of an attached file

Permissions

To allow a user access to the Document Library, first ensure Permission has been selected in the User

Template. Then the user will be able to see the Document Library menu item.

Permission to view the Document Library is located in the Permissions section of Templates.

@ Go to User Permissions > User Templates iai— LA AL AT

.. . @ Configuration v i
under the Administration menu X Hach Document Settings
%{. Tools »
£ User Permissions ¥ | & User Registry °
ch  Manager/Staff i’ |Fﬁ User Templates
@ Alerts Management £  User Profiles

Apply Template Changes

® Select the Register for which you wish to 3 | © | iy workepace - | Management - | Administration <

enable the permission
General i I Risk |[ Feedback |

Select Template: Mznager (6 usars) v
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© Scroll to the section in User Permissions headed Administrative Administrative Permissions e
Can modify User Profiles

Permissions Can modify User Templates
Can reset User Profiles

Can manage Alerts

Can view Document Library o

Can import Item data

® Click the check box to turn on the permission Can view Document

Ooo0@l0o0oo0o

Library

Can Maintain Classifications (RiskCat)
Attach Document Permissions
. . . Can Attach View Delete
© Select the appropriate Attach Document Permissions and save your Own
Subordinates
changes Al (5]
Journal Permissions
Add View Edit/Delete
Own D D

Subordinates

All

ooog
oooog

Allocated Journals

® Now return to the main menu items and select Administration Administration @ Analysis ~
@ Configuration v

%._; Tools 3
@ The Document Library function will be visible to select for access to the €  User Permissions N

Library. Users with this permission will be able to manage files that have i Manager/Staff ’

@ Alerts Management

"4 List & Codes Maintenance

been attached to records.

ﬁ Classification Editor
@ Alerts Management Wsn 2

[  Attach Document Settings
% Letter Builder

Ql Document Library |e

¥, ROAM 8
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USING THE DOCUMENT LIBRARY

The Document Library is composed of three sections:

© The Conditions and Registers

® The Document Details, including information in the List section plus the Description at the foot of the List

© The Document Review History

mm TRAINING SITE CJRLDatix
» (] My Workspace - Management - | Administration -  Analysis - Help - | Log Qut USER: System Manager (Manager]
Conditians: = Document Library =
Orphaned Documents
Deleted Documents [This page allows you to view, search, delete, restore documents that have been attached in the RiskMan system.
Date Attached 1. To openidownload the dacument, click the comesponding "View” icon
[2. To view the document's detail, click the corresponding Document ID.
3. To delete/restore/permanently delete an attached document, check the documents and click the "Delete”/ "Restore"/"Delete Permanently” button respectively.
=3 Documents
&-a Incident Delete Restore ‘ Delete Permanently |
i-[a Today
|_Ca Week To Date View | Document ID Document Nama | Attached By - | Attached To Date Attached | Attached To Register ID | Size (KB)
[ Last Week [ I+] [ I* | J* | J* | [=] | |* | '
i Cheat Shest for Line
i~ Month To Date @ h hest fo System Manager
i 500032 Managers Incident 26 Apr 2017 13:52 3602 746
| g Last Month e anagers {Manager} &
i {@eneric)_V15.pdf
i [zm Last 3 Months
i Admin Cheat System Manager .
| [3 Last 6 Months @ Sheet.docx {Manager} Incidant 26 Apr 2017 13:50 3599 407
S Year To Date @& Complaint letterdocx | S¥stem Manager Incident 18 Apr 2017 11:44 227
| {Manager)
=.[3 Feedback @ Complaint lztterdocx ?éﬁ";‘;?“ge' Incident 18 Apr 2017 11:33 427
\-[za Today o |
| 3 Week To Date
[ Last Week Document Name  Cheat Sheet for Line Managers (Generic)_V15.pdf -
\_{za Month To Date Description Document - This is a change 9
|-Ca Last Month Attached By System Manager (Manager)
|2 Last 3 Months Date Attached 26 Apr 2017 1353
i-[a Last 6 Months Size (KB) T46
| [ Year To Date DocumentiD 500039
L Al Attached To Incident Register ID : 3602
=-£a Risk
|_[g Today i .
| Week To Date Document Review History
|3 Last Week
. Date User Action
_[za Month To Date
i [ Last Month 26 Apr2017 13:53  System Manager (Manager) Document attached
H 26 Apr2017 1353 System Manager (Manager) Document first viewed
\-[a Last 3 Months
- 26 Apr2017 13:54  System Manager (Manager) Document details edited
(3 Last & Menths 7Aug2020 1128  Sysiem Manager (Manager) Document marked as deleted
23 Year To Date 7 Aug 2020 11:28 System Manager (Manager) Document restored
L All - 10 Sep 2020 15:41  System Manager (Manager) Document details edited -
Conditions
-

© Select Include if you wish to see orphaned or deleted files
AND saved files

@® Select Exclude if you wish to see JUST saved files

© Select ONLY if you wish to see ONLY orphaned or deleted
files

® Note

Conditions :

Orphaned Documents
Deleted Documents
Date Attached

Include ~

Include
Exclude

Only
(3]

Orphaned Documents are files that were attached to a new record which was not submitted or saved
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For Dates Attached

OSelect All if you wish to see the list of files based upon the date -

Conditions :

periods selected in the Registers folder tree Orphaned Documents

Deleted Documents
Date Attached (A1 v |}

®Select Specific Dates if you wish to see files within a date period =

Conditions :

based on date fields in the Register records. Orphaned Documents

Deleted Documents
Date Attached | Specific Dates v e

From

I

To

The Register folder tree/s

Conditions :

© Choose your conditions (Orphaned / Deleted and Date Attached R e —

. Deleted Documents
fields) for documents. e

® Expand the Register/s for which you have permission to view files =g Documents
£.£3 Incident

.3 Today
© Depending upon your choice in the Date Attached field, select a :g ‘L"‘:fﬂ;’esate
date period or All to see the documents listed in the Document -~ Month To Date
.23 Last Month e

.3 Last 3 Months
-3 Last 6 Months
-3 Year To Date

Library
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Open an attached file

@ Click on the @ to view the document
@® Selecting the Document ID will populate the document details panel with information about the file

© Document details show when the Document ID is selected

Document Library =

[This page allows you to view, search, delete, restore documents that have been attached in the RiskMan system.

1. To open/downdoad the document, click the comesponding "View™ icon.

2. To view the document’s detail, click the camesponding Document 1D,

2. To deleteirestors/permanently delete an sttached document, check the documents and click the "Delete” Restore™ " Delete Permanently” button respectively.

Delete || Restore || Delete Permanently |
| View Daocument 10 Dacument Name Date Attached | Attached By | Attached To | Attached To Register ID | Size (KB}
I |* | | | | | [-] | |* | | | |+ | 1
Cheat Sheet for Line cstem 1
L Managers 26 Apr 2017 13:53 “:’ . ]"""9"’ Incident 3602 7A€
(Genaric) V15.par anager
@ & | Admin Cheat Sheet.decx | 26 Apr 2017 13:50 f’;:‘:;::[‘]"”"g"’ Incident 3588 403
- 037 | Complaint letterd 18 Apr 2017 11:44 System Manager Incident az
Lmplar elierdocx pr 1449 fMdIIdHEr] noden LR
4 3
Document Name Chest Shest for Line Managers {Genenic) V15 pdf
Description Document - This is a changs b=
Attached By Syst=m Manager (Manager)
Date Attached 28 Apr 2017 13:53
Size [KB) 748
Document 1D 500039
Attached To Incident Register 1D : 3602

Document Review History

Date User Action

26 Apr 2017 13:53  System Manager (Manager) Document attached

26 Apr2017 13:53  System Manager (Manager) Document first viewed

26 Apr2017 13:54  System Manager {(Manager) Document details edited
TAug 2020 11:28 System Manapger {(Manager) Document marked as deleted
T Aupg 2020 11:23 System Manaper (Manager) Document restored

108=p 2020 15:41  System Manager (Manager] Document details edited
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Document Details

O Allows you to modify the description of the file, be sure to save by selecting
® Displays who attached the file

© Displays when the file was attached

® Displays the size of the file

O |dentifies the Register the document is in

@ Provides the record ID. Orphaned files do not a Register ID

@ Displays the history of who has viewed the file

H -
Document Library
[This page allows you to view, search, delete, restore documents that have been attached in the RiskMan system.
1. To openidownload the document, click the corresponding "Wiew™ icon.
2. To view the document's detail, click the cemesponding Document 1D,
2. To delzte permanently delets an hed document, check the decuments and click the "Delete""Restore”"Delete Fermanently” button respectively.
Delete Restore Delete Permanently
Wiew Document ID Document Name Date Attached | Attached By | Attached To | Attached To Register ID Size (KB}
L I*] | | |* | [=]* | |* | |* | Al \
Cheat Sheet for Line System Manager
@ 500039 | Managers 26 Apr 2017 13:53 “: ; 9 Incident 3802 74E
(Generic) Vi5.pdl nager
@ 8 | Admin Cheal Sheet.decx | 26 Apr 2017 13:50 f"::l:;::f]"”"g" Incident 3593 ao;
@ 7 | Complaint letter docx 18 Apr 2017 11:44 f’;:‘:::{‘]‘”"g"' Incident an
4 »
Document Name  Cheat Sheet for Line Managers (Generic)_\15.pdf d
Descripion Document - This is a changs o
Attached By System Manager {Manager) e
Date Attached 26 Apr 2017 13:52 s
Size [KB) 748
Document ID 500039
Attached To Incident @ Register I - 3602
Document Review History, i
Date User Action
25 Apr2017 13:53  System Manager (Manager) Document attached
26 Apr2017 13:52  System Manager (Manager) Document first viewed
20 Apr2017 13:54  System Manager (Manager) Document details edited
T Aug 2020 11:28 System Manapger (Manzger) Document marked as deletsd
T Aug 2020 11:28 System Manager (Manager) Document restored
10 5=p 2020 15:41  System Manager (Manager) Document details edited
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Delete a document

To delete a document:
O Click in the selector box
® Press the delete button

© The record will now display in red, which means you can either permanently delete or restore the file

Document Library

IThis page allows you to view, search, delete, restore documents that have been attached in the RiskMan system.

1. To open/download the document, click the corresponding "View" icon.

2. To view the document's detail, click the corresponding Document ID.

3. To delete/restore/permanently delete an attached document, check the documents and click the "Delete"/"Restore”"Delete Permanently” button respectively.

Delete W| | Restore | | Delete Permanently |
= ‘ View ‘ Document ID ‘ Document Name ‘ Date Attached ‘ Attached By ‘ Attached To ‘ Attached To Register ]1 Size (KB)
L7 A v =]+ | 7| v 7| v
0 @ 500032 EZiiZErZEEt for tine 26 Apr 2017 13:53 (S;‘“em Manager Incident 3602 746
(Generic)_W15.pdf anager)
0 @ 500038 gf:‘eigdco:iat e 26 Apr 2017 13:50 (Sre;‘;‘nearg:r‘f”ager Incident 3599 407
0 @ 500037 | Complaint 18 Apr 2017 11:44 (S;itnearz::f”ager Incident 427

Restore a Deleted File

To restore a deleted file
O Ensure the Deleted Documents condition is set to include
@® Click in the selector box for the file you wish to restore

© Click on restore, and the file will now display in black

Conditions ; Document Library
Orphaned Documents i i i
[This page allows you to view, search, delete, restore documents that have been attached in the RiskMan system.
6*'*‘2" Documents |Include > 1. To open/downlead the document, click the corresponding "View” icon.
Date Attached [2. To view the document's detail, click the corresponding Document ID.
[3. To delete/restore/permanently delete an attached document, check the documents and click the "Delete’/"Restore" Delete Permanently” button respectively.
=3 Documents Delete H Restore e || Delete Permanently ‘
- View | Document ID Document Name Date Attache Attached By Attached To Attached To Register 1| Size (KB|
=-Ca Incident - hed hed hed hed R R
i .3 Today
.73 Week To Date [ 1] hd hd [ |* | hdl |* | |
-3 Last Week Cheat Sheet for Line
0 @& 500039 Managers 26 fpr 2017 13:53  System Manager Incident 3802 746
.3 Month To Date (Generic) V15.pdf (Manager)
-3 Last Month Admin Cheat s
- . ystem Manager
3 Last 3 Months 0 @ 500038 | gt 26 8pr 2017 13:50 | S e Incident 3599 407
[@ Last 6 Months cnonzs  Complaint . System Manager
e bate o @ 00037 | =3P MO 18 4pr2017 11:44 e Incident 427
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Permanently Delete a File

To permanently delete a file:

O Select the check box/es of the files you wish to permanently delete
® Click on Delete Permanently.

© You will be asked to confirm that you want to permanently delete the files. Permanently Deleted files

cannot be restored.

m sites.riskman.net.au says .
L] -
Are you sure you want to permanently delete these items? EJ R LDQtlx

- Administrat e “ Cancel USER: System Manager (Manager}‘

Document Library

[This page allows you to view, search, delete, restore documents that have been attached in the RiskMan system.

1. To open/download the document, click the comesponding "View" icon.

2. To view the document's detail, click the corresponding Document 1D.

3. To delete/restore/permanently delete an attached document, check the documents and click the "Delete""Restore”"Delete Permanently” button respectively.

Delete || Restore | l Delete Permanently ]9
! J i

Size (KB)

[ ] hdl Adl 2]+ | Adl 7 | 7 | M

Cheat Sheet for Line

=] ‘ View ‘ Document ID ‘ Document Name \* Date Attached ‘ Attached By ‘ Attached To | Attached To Register I

@ 500032 Managers 26 Apr 2017 13:53 (S;‘:Eeameff”ager Incident 3602 745
(Generic)_V15.pdf g
@ 500037 Complaint letter.docx 18 Apr 2017 11:44 (Sgsatne;;e“:}a”ag” Incident 427

Document Library List Page functions

There are only two functions available if you wish to modify the Document Library List page
Columns may be resized by selecting the edge of the column title and dragging it left or right

Columns may be repositioned by clicking on the column label, dragging to a new position until you see the

white arrows and then dropping the column label in the new position.

Document Library

[This page allows you to view, search, delete, restore documents that have been attached in the RiskMan system.

1. To open/downlead the document, click the comesponding "View" icon.

2. To view the document's detail, click the corresponding Document ID.

3. To delete/restore/permanently delete an attached document, check the documents and click the "Delete"/"Restore"Delete Permanently" button respectively.

Delete || Restore || Delete Permanently | 9 o E\

[ View Document ID“ <%Eocument Mame | Date Attached | Attached E attached To Register ID ‘ Attached To Register 11 Size (KB)
LI+ AW |* | [ |+ |* | || |
0 @ 500035 ;:?aﬁ::ﬁ fortine 26 Apr 2017 13:53 fmmm Manager Incident 3602 746
(Generic)_\W15.pdf anager)
0 @ 500037 g{:f‘;‘:i 18 Apr 2017 11:44 ?&zf:g‘e":}"‘”ager Incident 427
o @ 500036 i:?e‘f‘;:;x 18 Apr 2017 11:3% 33;2‘:;;:[‘?”595" Incident 427
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