CLJRLDatix" RISKMAN QUICK REFERENCE GUIDE TO MANAGER/STAFF RELATIONSHIPS

Introduction

This reference guide is aimed at managers who wish to
view or maintain the list of staff who report to them. This
ensures the manager receives a notification whenever a
staff member reporting to them enters an incident or
feedback notification into RiskMan

How can | view the manager/staff relations of a
user in RiskMan?

To view the manager/staff relationships in RiskMan
navigate to the Administration -> Manager/Staff -> Staff
Hierarchy page

1. Toview the relationships setup for a user in RiskMan

e  Click on the Filter List @ button and enter your
filter criteria e.g. Enter the user’s first or last name
in the User Name Filter @ field

e Once you have entered your filter criteria press
Filter List ©

® | O My workspace | Management | Administration | Reports | Help | Log out | USER: System Manager (Manager)

Management

2. Select the user from the Select User @ drop down list

e The selected user will appear in the User ©
column

® | O| My workspace | Management | Administration | Reports | Help | Logout | USER: System Manager (Manager)

This page can b

Q

Management

other usars. Hover the mouss to sas each relationship.

The users listed in the 4 Staff ® columns to the left of the
User © either report directly or indirectly to the selected
User.

e [fstandard Line Manager Notifications are used in
RiskMan, the manager in the User © column will
receive an email notification from any staff listed
directly to the left of the User ® column,
whenever they enter an incident or feedback
notification. If a staff member displayed in any of
the other Staff ® columns enters an incident or

feedback notification the User © will not be
notified by email but will have access to these
notifications in their respective Entered Incidents
or Entered Feedback pages

e |falerts are used to notify a Line Manager of a
notification, then the Manager will only have
access to incident and feedback notifications from
users who directly report to them at the time the
incident or feedback notification is entered

3. The user in the User ©® column reports directly and
indirectly to the users listed in the 4 Management @
columns

e |f standard Line Manager Notifications are used in
RiskMan, the manager/s in the column directly to
the right of the User © column will be notified by
email of any incident or feedback notifications
entered by the user in the User © column. All
other users in the Management @ columns will
have access to the incident and feedback
notifications entered by this user but will not be
notified by email. They will appear in the
manager’s respective Entered Incidents or Entered
Feedback page

e [falerts are used to notify a Line Manager of
notifications, then only the users listed in the
Management @ column directly to the right of the
User © column will have access to incident and
feedback notifications entered by this user

Can | view the relationships of the users in any

of the Staff and Manager columns?

YES - Just click on the user in either the Management or
Staff @ columns and that user will appear in the User ®
column. The manager/staff relationships of that user will
now appear in the respective Staff and Management
columns

@ | ©| My workspace | Management | Administration | Reports | Help | Log out |
Management Hierarchy

This page can be used to examine the currant management hisrarchy of 3 user.
Selact = user from the dropdovn lst.

USER: System Manager (Manager)

Select User: Hayden, Anne (anne hayden) + (LFiter st |
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USER: System Manager (Manager)

® | O My workspacs | Managament | Administration | Reports | Help | Log out | USER: System Manager (Manager)

SelectUser:  Mr. U. Manager (Unit Manager) v [ Filter List |

How do | modify the manager/staff relations?

To modify the manager/staff relations from the

Management Hierarchy page

e Ifyou are on the Management Hierarchy page then
press the Return to Manager/Staff page © button

e The user displayed in the User column will
automatically be selected ®

e To view the staff that report to the selected manager
press the Show Staff ® button

Manager/Staff Relationships Hide Instructions

® | O] My workspace | Management | Administration | Reports | Help | Log out | USER: System Manager (Manager)

Manager/Staff Relationships [ Hide Tnstructions.

a2 2 "Staff Mambar’ and Us
< that their “Staff Hemb

t0 32 = "Manager

"
Q) (st ) i) [ o)

® [ ©| wy workspace | Management | Administration | Reports | Help | Log out | USER: System Manager (Hanager)

Mai
sed

This page can be us

Select User:  Haydan, Ar

eyden) + [[FiterLs

@ [ ©| wy workspace | Management | Admiistration | Reports | Help | Log out | USER: System Manager (Manager)

Manager/Staff Relationships [ Hide Instructions

This page allows you to manage the

) to Usar B, Usar Ais refarred to as a "Staff Mamber" and User
ers” will be able to access all incidents that their "Staff Membars'

1. 1F User Alis assigned (as a Staff
2. On the "Entered Incidents” pag

0 a5 8 "Managar
ad/edited

;

© [somsiort | (sistemierancin] [t

To access the Edit Staff page from the menu

1. Select Administration -> Manager/Staff -> Edit Staff

2. The Manager/Staff Relationships page will open with a
Filter window automatically displayed

e Locate the Manager using one of the Filter
conditions e.g. Enter the manager’s first or last
name in the User Name filter ©

e  Press the Filter List ® button

3. Select the user from the Select Manager © list

4. To view the staff that report to the selected manager
press the Show Staff @ button
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To show/modify the staff reporting to a selected manager

1. Click on the Show Staff button (which will rename to
Hide Staff)

2. Alist of all users reporting to the selected manager will
display as well as a list of unassigned users you have
permissions to view (dependent on any user
restrictions you have in your user profile e.g.
site/location restrictions)

3. Users that are flagged as deleted will also display -
these users will display with a strike through their
name (like this tem-smith)

To assign staff members to a manager

1. Highlight the user/s in the User List © list
2. PressAdd ®

3. The user/s will now appear in the Assigned Staff
Members © list

4. Repeat above steps as required

To remove staff from the assigned list

1. Highlight the user/s from the Assigned Staff Members
© list by clicking on the respective tickbox. The row will
highlight.

2. Press Remove ®

3. Repeat above steps as required

Manages/Stall Relationships
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Can | view the history of changes made to the
Manager/Staff Relationships?

1. Filter and select the manager from the Select Manager
O list

2. Pressthe History ® button

3. Enter a date range © to view the history of changes
4. Press Show History @

5. AHistory ® of changes will display

Note: The history will show any changes made in the
Manager/Staff Relations page and any changes that have
been made by users from their Assign Manager page or when
submitting an Incident

# | O] My workspace | Management | Administration | Reports | Help | Log out | USRs System tanager (Hanager)

Manager/Staff Relationships Fbide nstructions

dited

® | O] my Workspace | Management | Administration | Reports | Help | Log out USER: System Manager (Manager)

Manager/Staff History

hip between & Staff e

‘ager. For example, & user may have addad (or removed) a Staff

Note: Currantly the history table ing from 24 Sep 2010 11:35,

Export | [Staff Hisrarchy | [Manager/staff |

q showrscsida fomi[BoE 010 Jsvisonsors | Rnmm] 0 Detess caconds eidar i =}
[ | & [ty Workspace - | - ion ~ | Reports - | Help - | Log Out | Feedback MU System Manager (Manager)|
Manager/Staff History
This page allows you to the

1. Tha grd below defines what action 3 user took on the relationship baveen a Scaff Member and a Manager. For example, 3 user may have added (or removed) a SEaff Member t (ar from)
Manager.
2. To export the grid to Exce, dlick the "Export” button below

Nots: Currently the hiscory tabls contains 94 records starting from 20 Mar 2012 12:54,

et || sy || nansgertsitt |
st o [T 02 o [ Wy 2007 [ Show oy s rsris e shans | [ o]
P o st
° ° ®
20 Mar 2012 Systen Mznager (Manager) Added Default User (default)
9 242un2013 Sysiem Manzger (Manager) Removed Alan (Alar) o
24 3un 2013 ‘Systern Manager (Manager) Remaved Bill Smith (Bill Smith)
24 Jun 2013 ‘System Manager (Manager) Removed CarolM (CarolM)
24 Jun 2013 ‘System Manager (Manager] Remaved < (c3)
24 Jun 2013 ) Removed Hale, Daviyn (daviyn)
24 Jun 2013 Removed (deb)
2303 ]
2m013 Femoved
24 Jun 2013 ‘Systern Manager (Manager) Removed Heycox, Tan (ian)
2203 sy barage (arngn et -
24 Jun 2013 Systern Manager (Manager) Removed Jov liov)
24 Jun 2013 ‘Systern Manager (Manager) Removed jshalders (jshaiders)
) - P
24 Jun 2043 Removed Knabl: Kim (kim)
24 Jun 2013 Removed Leon Townsend-Booth (Leon Townsend-Booth)
e )
24 Jun 2013 Removed Lukee (Luke)
24 Jun 2013 Removed Beatty, Marianne (mab) v
2ama0is Spmamnage prrsse) remoced Ry

To export the history of changes to Excel™

1. If you wish to export the history of changes press the
Export © button

2. The history will be exported to Excel™

| ® | & | vy workspace - | management - | - | Reports = | Help - | Log Out | Feedback Mg System Manager (anager)

Manager/Staff History

 embar and 2 1 e ved) a Saf Member o (or from) a

[ o | [ amerariy | _iansgurisiar |

20mar 2012

24302013 Removed Han

243002013 Removed il Smich (@il Smith)

If you wish to delete any of the history on this page

1. Enter the respective date in the Delete records older
than © field

Note: Only history prior to the entered date will be deleted
e.g. if you select 15/10/10 then all the history prior to the
15/10/10 will be deleted not the history for the 15/10/10

2. Press Delete ®

| @ | & | vy workspace - | management - | - | Reports = | Help ~ | Log Out | Feedback MigE System Manager (anager)

Manager/Staff History

 Mermber and a Manager. For example, a user may have added (o ramoved) a St Member t (or from) a

Note: Currently the iscoy table contains 34 racords sarting from 20 Mar 2012 12:54.

[ oon | swmerariy || iansgerisiar |

Show records from: [L3an 2012 to: (23 May 2017 || Showr History.

Action Date User scion

20mar 2012

24302013

243002013 Removed il Smich (@il Smith)

Can | move, copy or swap staff from one
manager to another?

The Manager/Staff Relationships page allows you to

e  Copy staff reporting to one manager to another

e Swap staff reporting to 2 different managers

e Move staff reporting to one manager to another

To perform a move, copy or swap function

1. Filter and select the manager you wish to copy, move
or swap assigned staff from, by pressing the Filter List
O button

2. Click on the respective Copy, Move or Swap @ button

3. Click on the Filter List ® button next to the Staff
members with field

4. Search for the respective manager you are copying,
moving or swapping to, using the User Name filter @
i.e. enter their first or last name and press Filter List ©

5. Select the filtered manager from the Staff Members
With @ list
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e A pop-up message will display asking you to © o s
e == =l 2]
confirm the move, copy or swap e e | e T
L =0 [ = O
e Press OK @ to proceed e po—

[— [ Frvten [ P

To filter your user list

1. Select a comparison test @ from the list of options
under the respective column heading

2. Enter the filter criteria under the respective column
Manager [ Staff Relationships heading e

B O | vy Workspace - | Management - | Admistotion - | Reprts - | Help - | Log Dt

3. Press Enter

User List

Hame Position Tyve

? anna 9 b bl
Anne Hayden (Anne Hayden) Begins with  Manager ~
= Anne Hayden (Trainer) L Le
Doesn't contain
Arti Nazareth (Trainee 8) Man Education
Ends with
default reports (default reports) Equals ault
Diefault User (defauls) Doesn't equal  2ult
Esler, Scott D. (Scott Ester) Like (%% ) :Manager
Configuring the user lists on the Manager/Staff EE e e
Faulkner, Laura (laurf) Priest Superuser
Relationship page —
The lists of users in both the User List and Assigned e A B bl
Members List can be configured as follows tesiame ‘"“e |
P |anna - |®
Anna Rentschler, Anna (Anna)

e Hide/Show columns in your lists

e  Specify the number of users displayed on one page
To remove a filter on your user list

e Group your lists via any of the displayed columns

. . 1. Delete the content @ of the filter and press Enter
e  Filter your lists

To hide columns in your list

User List

1. Check the respective Hide © fields

Userhlzme Hame Position

2. Press Change ©® = O ¥

Anna Rentschler, Anna (Anna)

To change the number of rows viewed in a user list

1. Enter the Row Count © fields

2. Press Change ©®
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To group your user list

1. Click on a column heading and drag to the space
provided at the top of your list @

2. Release your mouse

To remove your grouping

1. Click on the group heading ©

2. Draganywhere in your user list and it will return to its
default position

In the example below the list has been grouped by “Type” —
(the Incident template the users are associated with) with
the Default template listing collapsed and the other
templates expanded

w O

UseriName Name: Position Deleted

e B3 L3
S
~

debait v

o rcting Charse

iy Nurse

B

hbradfield

Metbank

ser Test s (user) Adminraion
Bl Type: Manag

Marky Mark Marky Waric (Marky 1

Risk Manager Risk Manager (Risk Manager) adminsration
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