CJRLDatixX” RISKMAN REFERENCE GUIDE TO USER MANAGEMENT (Non-Network Logins)

Introduction

This reference guide is aimed at managers who will be
responsible for managing users within RiskMan where
RiskMan is not configured to use network logins. This guide
is used in conjunction with the respective RiskMan User
Permissions Descriptions Guides which can be accessed
from the Help -> Reference Guides

Note: Some of the naming conventions used in this document may
not be the same as the ones in your RiskMan system; however, the
concepts will still apply

How do | access the User Profiles to create,
modify or delete a user?

To create a new user you will need to navigate to the
Administration -> User Permissions -> User Profiles page

® | ©| vy Workspace | Management | Administration | Reports | Help | Log Out UseR: System Mansger (Manager) |

Quality Activity Feedback

User Profiles (General)
[iserRegatry ] (|

~ () Only Show Expired Users:

~ ) Only Show Deleted Users:
Include Deleted/ Expired Users in Search:

~ 0 Exclude DeletedExpired Users from search:

The User Profiles page is made up of tabbed sections. Each
tabbed section represents the Registers that you have
available in your RiskMan e.g. Incidents, Feedback, Risk,
Quality Activity; with an additional non-register specific tab
called General. Depending on your permissions you may
see all tabs or just some of these tabs

The General User Profile is used to assign User permissions
and Restriction Details that are common across all Registers
as well as the Administrative Permissions

The information under each of the tabs allows you to,
create or modify a user and also to activate/de-activate a
user for a particular register. Users that no longer work for
your organisation are deleted under the General tab only.
Below are the definitions of the sections that are included
under the Register tabs:

e Filter fields - Used to search for an active, deleted or
expired user or users who have no permission under
the specific Register User Profile e.g. Risk

e Login Details - Used to enter the details of a new user
or modify the details of an existing user

e Current/Pending Delegation - Used to create a
delegation on behalf of another user (this section will
only display if the user has the appropriate permission)

e Restriction Details - Used to restrict users’ entry/
update or reporting of notifications/items/activities
based on common fields throughout RiskMan e.g.
Site/Region & Campus/Location restrictions

e Specific Restrictions (not available under the General
and Feedback tabs) - Used to restrict users’
entry/update or reporting of
notifications/items/activities for a specific Register

Note: The Feedback User Profiles will have a Restriction
Details section which will contain a combination of common
and Feedback specific restrictions

e  Field Settings (not available under the General tab) -
Specify the status of a field e.g. Hide, Entry Required,
Read Only, Optional Entry on a specific Register. Field
Settings are usually dictated by the user’s assigned
template

e User Permissions - Specify a user’s permissions that
are either common across all registers e.g.
administrative permissions (this is done under the
General tab) or specific to a Register. User Permissions
are usually dictated by the user’s assigned template

Clients who have a User Licence

If your organisation has a User Licence rather than a Site
Licence you will be limited to the number of users that you
can create in RiskMan.

If the number of users is close to the maximum or you have
reached the maximum, the following message will appear
at the top of your User profiles page.

® | O| My workspace | Management | Administration | Reports | Help | Log Out |users Carinne kelly (Corinne kelly)

WARNING: This RiskMan system is currently licenced for a maximum of 23 users, there are currently 22 active
users on this system.

To increase the number of available user profiles please contact RiskMan International to obtain an updated
licence key.

[ General [ Incident [ Quality Activity Feedback

User Profiles (Incidents)

[select User: + Cuserregismy P | e

22 Users found.

If you have reached the maximum number of users you will
be able to delete and modify existing user but will not be
able to create a new user. You will have the option to
purchase more licences by contacting RiskMan
International Pty Ltd, or delete users that are currently not
using RiskMan
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How do | create a New User?

Users can be setup under any of the tabbed sections of the
User Profile. However, when you do create a user,
depending on your RiskMan setup, a user may only be
activated for specific Registers e.g. Incident & Feedback,
but not activated under the Risk or Quality Activity
Registers. All users will be activated under the General tab

In this guide, it will be assumed

e Auseris always activated under the Incident &
Feedback Registers but not under the Risk & Quality
Activity Registers

e The person creating, modifying or deleting a user has
access to all the Register and General User Profiles

Creating a User

If you do not have permission to all the Register & General
User Profiles, a user can be created under one of the
Register tabs or the General tab.

Where a user is automatically activated e.g. under the
Incident, Feedback & General tabs, they will be assigned
the “Default” template. This will give the user the minimum
access to RiskMan

If you wish the user to be assigned a different template
then you will need to move between the Registers &
General tab to assign the appropriate template

If your role is to provide Administrative support to RiskMan
then we suggest that you have permission to all the
Register and General User Profiles

General tab
The General User Profiles only contains the
e User permissions that are common across all Registers

e  The Restriction Details that are common across all
Registers

e  The Administrative Permissions

1. Under the General tab press the New User ® button

m Quality Activity Feedback

User Profiles (General) [5) )

Select Unar: [ o <]
24 Ucers found.

ser meaistry Save vser Hew user Delete User

User Mama Filters Rebitd Saleck User’ Lint How
Riskian User Type Filter: ] ) only Show Expired userss

User Position Filter: v] Only Show Deloted Users:

User Croated After Dater Include Deleted/Expired Usars in Searchi
User Has Faclity Restriction: | ®) Exclude Daleted/Expired Users from searchi

[T S

User Dicplay Hame: ] Thic woarc posiion s [ 2

User Hame: [ ] This user's Rickaan Ucer Type iet [Gufact =

Location Restrictions

Service Restriction:

2. Enter the user’s details in the Login Details ® section

e Username: Suggest using the same naming
conventions as your network logins

e Password: Your Administrator has the ability to set
the complexity and expiration of passwords used
for RiskMan Standard accounts if desired. The
settings can be modified via Configuration > Global
Settings > Users > Password Management. Please
refer to the Global Settings Descriptions
Document for a detailed explanation for
configuring password complexity rules. Below is
some additional information about RiskMan
passwords:

e You can opt for passwords never to expire in a
User Profile. This will override any password
expiration setting you have enabled in the Global
Settings:
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User Display Name: |S','Etem Manager |

User Name: Manager

Password: \\|uoo... |

Last Changed: 28 Feb 2014 12:06

Password Never Expiras |:|

Passwords are case sensitive

Password recovery is not possible; if a user has
forgotten their password it will need to be reset

You can force users to change their password
when they log in for the first time:

User Display Name:

Lauren

User Name: Lauren

Do you want to change Password: || paqt Changed:
Password Never Expires: IZ

Force Change Password: [

When this box is checked, the next time the user logs in to

the system, they will be required to create a new password

for their account before they can continue. This change is not

controlled by any settings and will be applied automatically.

Users can change their password if they want.
However, if a user wants to change their password
they cannot use any of their last 12 passwords. This
change is not controlled by any settings and will be
applied automatically.

It is possible to add to the ability to prevent users
from changing their password too frequently. When
enabled, users will only be able to change their
passwords once a day. This prevents users, when
forced to change their password, from imediately
changing it back. This is controlled by Global Settings
(See Global Settings guide).

Itis possible to lock out users who enter the wrong
username and password combination successive
times. The number of times they can enter the
wrong combination before lock-out is defined in
Global Settings (See Global Settings guide).

Email Address: It is advisable that all managers
have an email address registered with their User
Profile so they can receive email notifications from
RiskMan

This user’s RiskMan User Type is ©: Select the
template the user will be assigned to. This is used
as a reference when templates are updated and
changes are applied to all users on that template

Note: All restrictions under the Restriction Details
section will either need to be manually selected for that
user, or will need to be applied through the “Apply
Template Changes” option which will affect all users on
that template - refer to the RiskMan User Templates
Guide

e Start Page O: A default start page (the page the
user will be presented with when they first logon to
RiskMan) may display depending on the assigned
template. This can be changed if required

3. Ifrequired, select the user’s overall Restriction Details
© i.e. the restrictions that are common across all
Registers. Once selected, they will be applied across all
Registers

e  Entry/Update Restrictions: If the user can only
enter or update Register specific notifications/
items/activities based on Sites and/or Locations,
select accordingly. To select more than one item in
a list hold your CTRL button and click on the list
items

To view the Location restrictions

e  Click on the Filter List button ©® under the
Location Restriction box

e Inthe pop-up window, select the Site ® and press
the Filter list © button

e The list of Locations will populate into the
Restriction Details ® section

e Highlight as required (Hold CTRL key if you wish to
select more than one Location)

Restriction Details (Al restri

INo Restrictions in this area have any selected items.

[Entry/Update Restrictions
Facility Restriction: Location Restriction:

< in this section are shared betwean all modules.}

Cabell Huntingten

Acacia Private 4
Eucalyptus Lodgs
Wattle Private

(1]

ottt g O s e R s AN o sl st iR

Filter Facility List ®
Hospital 9
Facility 3) v]
Filter List
(All rastrictians in this section are shared between all modules.] i

Page 3

Valid for Version 21.03



CJRLDatix" RISKMAN REFERENCE GUIDE TO USER MANAGEMENT (Non-Network Logins)

e Reporting Restrictions: If the user has access to
running Register specific Reports, you can restrict
their access to what they can view in the report
based on any of the displayed fields.

To view the Location restrictions, follow the steps
described above under the Entry/Update
restrictions

Note: Additional Entry/Update and Reporting Restrictions can be
added under the Specific Restrictions section under each of the
Register User Profiles. The Specific Restrictions section is not
available under the General tab

4. To save the user, press Save User @

Assign a Register Specific Template for the New User

Once the user has been created under the General tab, you
will need to move between each of the other Registers to
ensure the user has the correct permissions to the other
Registers, where applicable.

The following pages describe setting up the new user under
all the Registers that the user will have permission to
access.

Note: Because RiskMan is configured according to the
requirements of each client, the following scenario may not
directly apply to you. It is likely that you will have fewer or more
Registers than what is depicted in this User Guide.

Incident tab

1. Click on the Incident tab ® and the newly created user
will be displayed (we have assumed the user is
automatically active under this Register)

(1)
[ General | Incident | Quality Activity Feedback

User Profiles (Incident) 0
i ny ] [ e v e o

T imaluds wears o e Farrmimseema i Sk

- 1
[

2. Assign the appropriate Incident Template in the Login
Details section

e This user’s RiskMan User Type is ®: Select the
Incident template the user will be assigned to. This
is used as a reference when templates are updated
and changes are applied to all users on that
template

Note: All other template specific restrictions will either
need to be manually selected for that user, or will need
to be applied through the “Apply Template Changes”
option which will affect all users on that template - refer
to the RiskMan User Templates Guide

e  Start Page ©: If this was selected under the
General tab it will also display here. If not, you can
select a start page from this list.

3. Restriction Details @: If the user does not have any
Restriction Details then this section will be collapsed.

e To expose the Restriction Details section click on

the icon.

| oy ———

e |fthe user has restrictions this section will be
exposed. If you make any changes to these
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restrictions they will affect all Registers the user is
active under (as these are the common
restrictions)

Rostriction Datails (Al o I i section e shwred betesh ol od i

B

Service Restriction:

Feedback Tab

1. Click on the Feedback tab ® and the newly created
user will be displayed

(1)
Quality Activity Feedback

User Profiles (Feedback)

P P v e [ aee ] [ meie ] e

240 tsars found.

User Hame Filber: bkl “Sebect Uner' Lisk Hove ]

Riskitan User Type Fiftar: | ) Only Shows Usars with mo parmissins in this ragister
User Pasition Filters v|

Usar Created After Date: Inchude ussrs with no Permizslons in Search:

ar Hac Organication Ratrction:

Looin Details

| usar Dicpiay Mama

[v] (@) Only chow activa ucars i saarch:

This wsar's position i ~l

| User diamer

4. Specific Restrictions ©: This section will display the
Register specific restrictions

e Highlight the Entry/Update, Reporting and/or
Journal Type Restrictions as required

e Show Only “Alerted” Incidents in Inbox: This
option should only be checked if the user has
access to the Incident Inbox (e.g. Risk/Quality
Managers) and should only see incidents they have
been alerted to

e Show Only “Alerted” Incidents in Reports: This
option should only be checked if the user has
access to the Incident Reports (e.g. Risk/Quality
Managers, Executives, Line Managers) and can
only report on incidents they have been alerted to

e Ifyou restrict the list of reports the user WILL NOT
have access to the Incident Custom Report Builder
on the Incident Reports page to create, modify or
delete Custom Report Layouts

5. To save the user, press Save User @

[
| Passward Waar Expirast r
L

Bate To End Date To Start DateTo End

Rastriction Details A

R ——p— ¥

| Entr/uptate Rastriciiens

| 1
[m RO P —
Type of Fedback Restriction:

Compliment
Suggestian

Restrict 10 these Journal Tymes:

Restrict to the ss Raperts:

S Correspondence
Fila Noten

Mule Who lopged the Feedback? Section:

agged uy. Entry Recuire v T Entry sequire .

iContact Phane Number Optional Entr v

2. Assign the appropriate Feedback Template in the Login
Details section @ (refer to the description under the
Incident Tab)

3. Restriction Details ©: |n this version, there is no
Specific Restrictions section. The Site & Location
Entry/Update or Reporting restrictions will be carried
across from all other Registers. In addition, on the
Feedback User Profile, the following restrictions can be
included

e  Show Only “Alerted” Feedback in Inbox: This
option should only be checked if the user has
access to the Feedback Inbox (e.g. Risk/Quality
Manager, Consumer Advocate) and should only
see feedback they have been alerted to

e Show Only “Alerted” Feedback in Reports: This
option should only be checked if the user has
access to the Feedback Reports (e.g. Consumer
Advocate, Risk/Quality Manager, Executives,
Managers) and can only report on feedback they
have been alerted to

4. To save the user, press Save User @
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Risk Tab

In our scenario, users are not automatically activated under
the Risk Tab.

1. Click on the Risk tab ©

2. A message will display at the top of the page specifying
that the user you have created does not have a record
in the Risk Register User profile i.e. they are not
activated under this Register ®

3. If you would like this user to be an active Risk Register

user, press the Save User © button

(1)
Quality Activity m Feedback

User Profiles (Risk)

This user does not have a record in this Register. Save this page to create one.g
'Default’ configuration loaded, edit as required.

: (i) [ smvmaae ) oo ) (i)

Rebuid select User Lst Now |

Include users with no Permissions in Searchs

~ (© Only show active users in search:

Login Details

AN A AN s 1 DI

4. Assign the appropriate Risk Template in the Login
Details section @ (refer to the description under the
Incident Tab)

[ General | Incident | Quality Activity | Risk | Feedback |

User Profiles (Risk)

Select Ucars [Ror o v == = =

Show only "Alarted” Risk e in 1nbox. &
Type Of Risk Reatriction:

Reporting Restrictions

Show only “Alerted” Risk Wems n Reports. &
Type Of sk Restrction:

Restrict to these Journs! Types:

Mide Detaits Saction:

5.

Restriction Details ©: If the user does not have any
Restriction Details then this section will be collapsed

e To expose the Restriction Details section click on

A
v .
the icon.

e If the user has restrictions this section will be
exposed. If you make any changes to these
restrictions, they will affect all Registers the user is
active under (as these are the common
restrictions)

Specific Restrictions ®@: This section will display the
Register specific restrictions

e Highlight the Entry/Update, Reporting and Journal
Type Restrictions as required

e  Show Only “Alerted” Risk Items in Inbox: This
option should only be checked if the user has the
following Management Permission: Can Review
Entries in Inbox (e.g. Risk/Quality Managers,
Executives) and should only see Risks they have
been alerted to

e Show Only “Alerted” Risk Items in Reports: This
option should only be checked if the user has
access to the Risk Reports (e.g. Risk/Quality
Managers, Executives, Managers) and can only
report on risks they have been alerted to

e Ifyou restrict the list of reports, the user WILL
NOT have access to the Risk Register Custom
Report Builder on the Risk Reports page to create,
modify or delete Custom Report Layouts

To save the user, press Save User @
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How do | modify an existing user?

To modify an existing user, ensure you are on the
Administration -> User Permissions -> User Profiles page

Modifications that can be done under any of the Register
tabs where the user is active

e Modifying the user’s Login Details: All the details under
the Login Details section can be modified except for
the Username. If you wish to modify the Username you
will need to delete the User Profile and create a new
one

e Creating or modifying a delegation for a user: This can
be done under any Register tab where the user is
active, provided you have the Administrative User
Permission: Can modify other users Delegates under
the General tab

e  Modifying the Entry/Update and Reporting Restrictions
under the Restriction Details section, as these are
common across all Registers

Modifications that need to be done under the specific
Register tab

e Changing the user’s assigned template in the Login
Details section

e Activating a user under a specific Register e.g. Risk or
Quality Activity Registers

e  Modifying the Entry/Update and Reporting Restrictions
under the Specific Restrictions section as these are
specific to a Register

It is strongly recommended that User Permissions and Field

Settings are not modified under a specific User Profile, if
the user is assigned to one of your main Templates e.g.
Default, Manager, Executive, Risk Manager. This is because
if any of these templates are modified and an “Apply
Template Change” is done across RiskMan, the user’s field
settings and user permissions will be overwritten.

If the user is assigned a template where the users on this
template have special needs that are dictated by their User
Profile, then you can modify the user’s individual field
settings and user permissions. Ensure the template that
these users are assigned to is never modified

Searching for a User

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

Quality Activity Feedback

User Profiles (General)

Select User: o - User Registry _ _ NewUser
1149 Users found.

Only displaying first 500 users (@)

e (3 e
RiskMan User Type Fiters ~ 1y Show Evpirad tnerm:
sar Postion Fitar < © onty show Deietad vaars
5 Dt Include Deleted)/Expived Users n Search:
User Has Campus® Restrictions ThE R

Under any of the Register or General tabs, locate the user
1. Select the user from the Select User @ list or
2. Enter filter criteria in one of the filter fields @

e  Press “Rebuild ‘Select User’ List Now” ©

e Select the user from the Select User @ list
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Modifications: Template Changes & Specific

Restrictions

1. Click on the specific Register tab @ and locate the user

2. Modify the Template changes in the Login Details ® as
required

¢ This user’s RiskMan User Type is: Select the
template the user will be assigned to for the
selected Register. This is used as a reference when
templates are updated and changes are applied to
all users on that template

Note: All other template specific restrictions will either
need to be manually selected for that user, or will need
to be applied through the “Apply Template Changes”
option which will affect all users on that template - refer
to the RiskMan User Templates Guide

3. Modify the Specific Restrictions © as required

4. Press Save User @

(1]
[ General [ Incident | Quality Activity Feedback

User Profiles (Incident) o
User Registry Save User MowUser | Deletu User

Wbt et e ik e ]
sktan s e rver ] ) OnbyShew s with n permorsionsn ths rgeters

User Has Facilly Rastriction: V] (8 Oty show active users in search:

[tsomomate

p=r—r— T [oe—— =]

Thin wner’s Rinkban Usee Type in: [Seinch =
Respply the sbove temptate permissions

o yom ot to chamge Pasmmrarss [] Lt Champeds Never
[T — o

Force Change Passrord ]

Py [

Phane Number: [ obie wombers [

e poretes e— Startpagar ccent ey

Restrictto these Journal Typas:

Ltncben tovsnd vt < P

- [C——xcal o]

Example: Modifying a User undér;he Incident Register User Profile

Modifications: Login Details & Restriction Details

1. Click on the specific Register tab @ and locate the user
2.  Modify the Login Details @ as required

e Allfields in the Login Details section can be
changed except for the Username. This cannot be
changed because the username can be linked to
Register Items

e Template changes should be done under the
respective Register or General tab - refer to the
section “Modifications: Template Changes &

Specific Restrictions”

Note: Advise that you do not modify the field settings or
the user permissions as these are controlled by the User
Templates and could potentially be overwritten if the

templates are modified
3. Modify the Restrictions Details © as required

4. Press Save User ®

General Incident Feedback
User Profiles (General) o
SelectUsen [Fer > oar magitry | [ savavear ] [ mew Duieta vier
r—— ey v (e vos ) [
s e i
N e oo
e 5
s s O tnctade Db/ Bred s e
o V' txchude Deleted/Expired Users from sesrch:
=
User Display Mame: This user's position is: [ ]
S O
Keapply the shove template permissons |

i —— (2]
em———;
i Address: Aernate Emadl Address: |
Phone Numbers Mobile Number: ]
HE— — P — e =

Y-

N
e Dneneed At In ot T St Do Tntod Pe—— ot s QueTntod
oo 5
CETEErT— s

Fiter ik

Faciity Restrction: Location Restriction:
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Modifications: Adding or Modifying a Delegate
for a User

If a Manager is on annual leave or not available to perform
their RiskMan duties for a period of time you can

e Check to see if the Manager has already assigned a
delegate and if not assign a delegate on their behalf; or

¢ Modify a manager’s delegation if the selected delegate
becomes unavailable e.g. on sick leave

To assign a delegate

1. Locate the user under any Register or the General tab
2. Press the Edit Delegation @ button
3. Pressthe Add Delegate ® button

4. Search for the delegate using the Filter icon and then
select the user from the Delegate list ©

5. Enter the delegation period @ (End Date should be the
date the user is returning)

6. PressSave ©

[ General | incident | Qualty Activity ] isk | Feedback |

User Profiles (General)

SelectUser: aydan, Anne (shayden) + [ | e | re— —-—orr——)
1 Vsars found.

pr—— oy £ Morge Dlgrtes - Webpaoe s [ =

Riskttan User Type Fiter Manage Delegates for Hayden, Anne (ahayden)

User Created After Date:

User Has Campus* Restriction:

X 3)

Edit Delegation | I l

Fhority To
Juot Delegated

& Local

. ;
ee———— ]

To modify/delete an existing delegate

1. Locate the User under any Register or the General tab
2. Press the Edit Delegation @ button
3. Double click the Delegate’s Name @ in the list

4. If you wish to modify the details of the delegate, make
any respective changes and press Update ©

5. If you wish to delete the delegation press Delete @

Quainy Activty Fecdback

User Profiles (General)

Gsar ety ) [ SavaUssr ) [ Wewiiser ) [ Deistmiiser ]

avéd & Manage Delegates — Webpage Dial

|l
)

Edit or select a staff member as your Delegate

g (4]
v| [ update ] Delete |

elegate's tiame Delegation start date elsgation and date

@ Mode: Off

f Manage Delegates for Hayden, Anne (ahayden) B

o il modulez )

T ey |

Modifications: Activate a User under a Register

Users can be active under some Registers e.g. Incidents &
Feedback but not necessarily active in other Registers e.g.
Risk and Quality Activity. This will depend on how your
system is setup.

All users will be active under the General & Feedback tabs

If a user is not active under a Register, then they can be
activated as follows:

1. Click on the specific Register tab @ e.g. Risk

[ TS my Workspace | management | Adm\mslran“ Reports | Help | Log out | USER: System Manager (Hanager)

Quality Activity Y Risk | Fecdback

User Profiles (Risk)

- [CserRegistry ]

Rebuid ‘Select User' List Now.

2. Ifthe useris not in the Select User List and the user can
logon to RiskMan, it means that the user has a user
profile in RiskMan, but is not active under that Register

e Enter the user’s first or last name in the User
Name Filter ® field

e Check the “Only Show Users with no permissions
in this register” © option

e Press the Rebuild Select User List Now @ button

[ [O1 wy workspace | Management | Adminstration | Reports | Help | Log out | useR: Sysam vanager (anager)]|

[Pinccent Y uaiy Activiy Y Riskc Y Fecdback
User Profiles (Risk)
. o)

General

[ E R TR———— S— e 4 )

Include users with o Permissions in Searchs

~ ) Only show active users in search:

3. Select the user from the Select User © list
4, Press Save User @

e A message will display to inform you that the User
is now activated

m Quality Activity Feedback

User Profiles (Risk)

S| [Enwe| [

Lazt Login Date: 18301 2018 03528

Bt To £od Bate ToStart Date To End
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5. Ifrequired, modify the User’s Profile as appropriate
e.g. Assign the appropriate template in the Login
Details section and press Save User

How do | delete a user?

Users can ONLY be deleted from the General tab

If you delete a user from any of the Register tabs it will only
de-activate them from that specific Register

If you wish to delete a user who no longer works for your
organisation then prior to deleting the user the following
should be checked

e Does the user have staff reporting to them or they
report to a manager? Check under the Administration -
> Manager Staff -> Staff Hierarchy page and edit under
the Administration -> Manager Staff -> Edit Staff page.
Remove all relationships for that user

e Does the user have an alert assigned to them? Check
under the Administration -> Alert Management page.
Either remove the user from the allocated user list for
that alert and assign a replacement, or delete the alert

To de-activate a user from a Register

1. Click on the specific Register @ tab e.g. Risk, Incident,
Quality

2. Locate the user. Either
e Select the user from the Select User @ list; or

e  Enter filter criteria in one of the filter fields ® and
Press “Rebuild ‘Select User’ List Now” @. Select
the user from the Select User @ list

3. Press Delete User ©

4. A message O will display to let you know that this user
has been deleted from this Register only.

® | O] My Workspace | Management | e e

Quaity Actty J Risk | Fecback |
User Profiles (Risk)
g Updates to user David Binns have been saved. 9

(_userReoistry ] [_saveuser ] [ Wewuser [_pelete user

SR System anager (Hanagen)|

david Oy Show Userswith no permissions n this recister:_Rebuld ‘Select User Lst Now_]

User Crasted After Date:
User Has Organisation Restriction:

|| ——

To delete a user from RiskMan

Deleting a user from RiskMan can only be done via the
General tab

1. Click on the General ©® tab

® | bty Workspace | Management | Administration | Reports | Help | Log out |

Quelty pesity

User Profiles (General)

USER: System Manager (Manager)

[ userregistry ] [_saveuser | [ Newuser ][ Deleteuser |

em
« ) nly Show Explred sers:
« . Only Show Deleted isers:
Include Delated/Expired Users in Search:
- Exclude Deleted/Expied Users from search:

2. Locate the user. Either

e Select the user from the Select User @ list; or

e  Enter filter criteria in one of the filter fields ® and
Press “Rebuild ‘Select User’ List Now” O. Select
the user from the Select User ® list

3. Press Delete User ©

If the user has not used RiskMan they will be deleted from
the database.

® | O/ My Workspace | Management | Adminitration | Reports | Help | Log out

Qualiy Activiy Fecdback

User Profiles (General)

USER: System Manager (Manager)

The User Profile 'David Binns' has been deleted.

[

oovs

If the user has used RiskMan then their user profile will be
flagged as deleted and can be restored if required.

# [ | My workspace | Management | Administration | Reports | Help | Log out |

[“General T incient ¥ quaiy Activy

User Profiles (General)

USER: System Hanager (Manager)

The User Profile 'anne’ has records in RiskMan.
In order not to lose the historical record, it has been marked as deleted (not physically deleted), and
can be restored if necessary.

i

® O My workspace | Management | Administration | Reports | Help | Log out

[“General Y ncicent 1 Qualiy Actty  Risk ] Feedbock
User Profiles (Risk)
The User Profile 'David Binns' for register Risk has been marked as deleted (not physically deleted),

nd can be restored if necessary. @
[ user Registry | Mo Yows,.——..|

USER: System Manager (Manager)

david Only Show Users with no permissions i this register: | _Rebuld Select User' List Now

© Include users with no Permissions in Search:

~ ) Only show active users n search:
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How do | restore a deleted user?

If a user was been deleted from RiskMan from the General
tab and their User Profile was flagged as deleted, it will
need to be restored under the General tab and then
restored under each of the other Register tabs as required

To restore a user that was flagged as deleted from
RiskMan

1. Click on the General ©® tab

2. Inthe Filter Criteria section check “Only Show Deleted
Users” @

3. Press the Rebuild ‘Select User’ List Now © button

e The Select User @ list will now show all users who
have been flagged as deleted. Select the user from
this list

Note: It is optional to also include the other filter fields to locate
the deleted users

2 USER: System Manager (Maager)

O agy workspace | Management | Admnstration | Reports | Help | Log out |
1

User Profiles (General)

Select u,u‘i, 0 [serRegity ] [ hewvser ] -
User Name Fiter e

Risktan User Type Fitor: = Oy Show Expired Users:
User Postion Fittes - © onvshow peteed vser: (@)

User Created After Date: Include Deleted/Expired User n Search:
User Has Campust Restricton: ) Excluds Deloted/Expired Users from search:

4. Press the Undelete User ® button

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

User Profiles (General)

UserRegistry | | New User Undelete User.

Rebuld Select User ListNow.
Riskatan . <) Only Show Expired Users:

User position ~© Only Show Delated Users:

User Created After Date: Include Deleted/Expired Users in Search:

User Has Campus® Restriction: ~ ) Exclude Deleted/Expired sers from search:

(This user was deleted on 22 May 2012 13:56)

= P SRS

R

5. The User is now restored ® under the General &
Feedback tabs

e Ifthere are no changes to the user’s profile, it will
not be necessary to press the Save User button

e If you wish to make changes to the user’s profile,
modify as required and press Save User

6. Repeat steps 2 - 5 under each Register tab from which
you wish to restore this user e.g. Incidents, Risk,
Quality

® | ©| My Workspace | Management | Administration | Reports | Help | Log out |

USER: System Manager (Manager)

" General | incident | Quality Activity Feedback

User Profiles (General)

User

(Cusermegiiry ] [ Saveuser ) [ Wewtser ] [ Delettiaer )

Rebuid Selact User List Naw |
< © Osby Show Exped sers:
~ © Only Show Deleted Users:
Include Deleted /Expired Users in Search:
~ . Exclude Delotod Expired Usars from search:

Thic user’

To reactivate a user under a specific Register

1. Click on the specific Register tab e.g. Risk, Incident,
Quality

2. Inthe Filter Criteria section check the “Only Show
Users with no permissions in this register” option

3. Press the Rebuild ‘Select User’ List Now button

e The Select User list will now show all users who do
not have permission to the selected Register

e Select the user from this list

Note: It is optional to also include the other filter fields to locate
the deleted users

4. Press the Undelete User button
5. The User is now activated under the selected Register

e Ifthere are no changes to the user’s profile, it will
not be necessary to press the Save User button

e If you wish to make changes to the user’s profile,
modify as required and press Save User

Modifying the Field & Section Labels/Colours on

a Register Form

The label of a Field or Section Name and the background

colour of a Section can be modified if the following icon
appears in front of the Label

= 7
l,.ﬁ Who Was Affected? | ‘

Entry Requirad
Entry Required
Entry Required

Example: Fields on the Incident Entry form

To be able to modify the label of a field or background
colour of a section on a Register form

e  The user requires the following Administrative
Permission under the General tab: Can Modify Global
Settings

e Auser profile needs to be open in the respective
Register
1. Click on the respective Register @ tab

2. Select any user from the Select User ® list

# O Myworkspace | Management  Administration | Reports | ey | togout | USER: System Hansser (Hanage)

User Profiles (Incident)

Prm——

9 = | vsee megutry || saveuser Newvame || Deiet user.

T ) Only Show sers with no parmissions inthis rester:_Rebud‘Salec User' Lt ow ]
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To

modify a field label

1.

Click on the A4 icon @ next to the respective field

Edit Field Detail %
Entry
Title (@) [Details| © 7 ‘
~Report
Title (@ |Deta<ls e |
Display (@) /] Condition g ] Groupig []
~Alert
Title (@ |Deta\ls 6
Display @ [/] Condition @ [
~Advanced
Post Cell @ <IMG alt="Check Spelling” src="images/spelicheck gif" onclick="parent.fn3p
Script (@) onfocus="parent fnPreSpeliCheck(this),"

T ] S—
wons@ [ | memsg [

Enter the label in the New Title Text @ field (this is the
field on the respective Register form)

The new title should be reflective in the Reports and
Alerts, so modify the New Reporting Title ® and Alert
Title @ fields accordingly

If your Entry form has more than one label with the
same name, ensure the labels for the Alert Title and
Report Title are such that users are able to distinguish
which Entry form label the field is referring to (refer to
examples below of the “Notify of Associated Incidents”
label on the Risk Entry form)

Hide Key Personnel Section: [ |

iRisk Owner [pent Display AiMotify of Associated Incidents | Dont Display
ot Comitor RTINS | Aoty o et oo [P .l
Aopened By Optional Entry | v] AiReported To [Optional Entry | v]
Aiclosed By Dont Display ||

Edit Field RRNofifyLvI10FAl ®
~Entry

Title @) [Notify of Assaci i x| ‘
- Report

Title (@) [reotity Executive of jated Incident |

Display@ ) Cnnniﬁcn.@ ) Gmup(@

- Alert

Title -@ |Nuﬁfy Accountable Executive of Associated Incident

Dieplay {@ [/] Condition (@ [/

~Advanced

Post Cell @

Script (@)

T — ) —
wom@ [ |wmews@ [ |

SAVE CANCEL

Example: “Notify of Associated Incidents” referring to the

Accountable Executive on the Risk Entry form

Edit Field RRNotifyLvH OFAI *
- Entry

Title @ [Nofity of Associ i x| ‘
- Report

Title @ [Motify Accountable Executive of iated Incident |

Display@) il Cnnuiﬁcn.@ ) Gmupl@

- Alert
Title (@) [Notity Execulive of Associated incident
Display (@ /] Condition (@ [/
- Advanced
Post Cell (@)
Script @

o — ) E—
wowm@ [ | mewm@[ ]

Example: “Notify of Associated Incidents” referring to the

Responsible Manager on the Risk Entry form

6. If afield label is determined by the Global Settings e.g.
Site, Location, Program; the Title Text, Report Title and
Alert Title will be displayed in a similar way to that in
the example below of the “Site” field

Edit Field Employee Site x
~Entry

Title (@ [cs_siteName |
-Report

Title (@ [:B5_ siteniame |

Diaplny@j W1 Condi‘lion.@ ) Gmupl@

- Alert
Title @) [:G5_sitehame «

Display (@ [/ Condition (g [

-Advanced

Post Cell @

Script @

) — ) —
woss@ [ | mom@ [ |

[ e ] owe

7. If you make a change to any of these labels, it will only
affect the label on that Register Entry form and will NO
LONGER obey the Global Settings label. An example
where this may be useful

Global Settings = Site where Incident Occurred

This would be useful on the Incident Entry form but not
on the Risk Register, Feedback Entry or Quality Activity
form. You might want to call this field

e Site of Risk in the Risk Register
e Site on the Quality Activity form
o Site where Feedback is initiated in Feedback*

8. Press Save when complete
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To modify a Section Title/Colour or Background Colour

1. Click on the A4 icon @ next to the Section Title

ot s iiema L, i
IJG Dates @) |

Diont Display -
Entry Required -

Dont Display -
Dont Display -
- ot 4 N

8 ol e A il

2. Modify the label in the Current Section Title @ field
(this is the field on the respective Register form)

Note: If the title starts with *GS_ it means that the label is
coming from the Naming Conventions in the Global Settings.
If the label is changed it will not be affected by future Global
Setting changes and will only affect that Register

Edit Section 2 ®
 Section
Tite @  [fGS DatesSectionName @) =]
T

3. To change the background colour and text colour of
the section click on the respective Choose Background
Colour ® or Choose Text Colour @ buttons and a
colour picker will display. Select your colour. If you
want the colours to be the same as another section,
copy the respective Colour code e.g. #997788 from one
section to the other

Note: If you want Black text enter the colour code #000000.
Be careful with choosing colours. Make sure they complement
each other. If you need assistance with colour matching
please contact RiskMan Support - support@riskman.net.au

4. Press Save when complete

Dont Display
Entry Required | V|

dmission Date
ncident Date

otification Date

W

Example: “Dates” section after changing the text and background

!{‘.Date Closed

colours

How can | view a summary listing of all the users
in RiskMan?

The “User Registry” page provides you with a summary list
of all registered users in your RiskMan. Depending on any
Entry/Update restrictions you have in your User Profile, you
will only be able to view users that match your restrictions

To access the User Registry page either

1. Click on the User Registry button at the top of any of
the User Profiles pages or select Administration -> User
Permissions -> User Registry from the menu

2 | ©] my Workspace | Management | | Reports | telp | Logout | USER: System Hanager (Mansger)
y
User Profiles (
= S s e
[ Relbouid ‘Salect User' List Now ]
<10 nty e gt e
+ ) OnlyShow Deleted Users:
") Includs Delated) Expired Usersin Sesrch:

~ @ Excluda Delatad/ Expired Usars from searchs

T ot o B A ap . o, i gy A 0 AP AN 30l A g

The list of users you have permission to view (this could be
all users or users matching your Entry/Update Restriction
Details) will be listed. These users may be grouped by a
column (depending on the last time you visited this page)
or ungrouped

User Registry

N e Fyv—

b BB s s K
ol

4 - R
— — -] Bl I F

Pered LB 0]

Display Option Definitions

e Show Columns: Uncheck the columns that you do not
want displayed in your list. Some columns will always
display and therefore will not be an option to hide

e Display: Select the type of users that you wish to
display in your list ie. Deleted Users, Expired Users,
Active Users

e Expand: Click this button if you wish to view all the
users in your list if the list is collapsed. Alternatively if
you only wish to expand a specific group of users, click
on the &l button next to the collapsed group of users

e Collapse: Click this button if you wish to collapse an
expanded list of users that have been grouped.
Alternatively if you only wish to collapse a specific
group of users click on the (& button next to the
expanded group of users

e To export your list to Excel™ click on the Export button
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User List 2. Email Domain — Checks that users have entered the
correct domain for their email address (the details
after the “@” symbol e.g. @riskman.net.au) and

The following is a list of options available in the User List

e Username link: If you click on the username it will highlights to you if users have entered an email
direct you to the User profiles page. This is useful if you address outside your organisations domain e.g.
wish to make an alteration to a specific user profile e.g. @hotmail.com or entered an incorrect domain for your
correct an email address, delete (from the General tab) organisation
the user as they are no longer employed, change the
user’s template in one or more Registers D i o

= tmall main
To then return to your User Registry page, click on the o
. s User Name
User Registry button at the top of any of the User :
Profile tabbed sections |Medihank %
e  Email Address Link: If you wish to send an email to a kM Ve
. . , . . Line Manager
particular user, click on the user’s respective email Miite

address link. An email will open with the email address

|=) domain: @cpl.com.au

auto-populated ready for you to send an email | Ihaupt
|=] domain: @riskman.net
Suggested Groupings for your User Profile List | lauraf
|-] domain: @riskman.net.au
The list of users can be grouped by any of the column Anne Hayden
headings — refer to examples below Siman
chrissyn
1. Templates — Indicates the General or Register specific Scott Esler
Template a user is assigned to. sanch
Lauren
default
=] domain: @softwaredesign.com.au
| Brett

|=| domain: @rest.com

| tuser

L e —
1 o) Al & ] )

3. Display Name — Checks to see if a user has more than
one logon in RiskMan

om0 e Sty S oisplay Hame

Example: Users grouped by their assigned General Template =
s User Name

%Enﬂwymmxole
\ &l @

|=] User Display Name: Anne Hayden

User Registry

st et s oo A sonso g e

Anne Hayden

Trainer Acting Charge Nurse

|=] User Display Mame: Ard Nazareth
| Trainee 8 Acting Charge Nurse

e e
- - - ] User Display Name: Default User

| default Acting Charge Nurse
=]  User Display Name: Dhiraj D

| Dhiraj CE0

|- User Display Name: Esler, Scor D.
| Scott Esler

=] User Display Name: Executive
| Executive

0 R EE R

|=] User Display Name: Faulkner, Laura

| lauraf Priest

|=) User Display Name: Fernandez, Brett
| Brett Doctor - Consultant

Example: Users grouped by their assigned Feedback Template.

How do | assign staff to Managers?

Refer to the RiskMan Manager/Staff Relationships Guide
accessible via the menu Help -> Reference Guides
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