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RISKMAN QUICK REFERENCE GUIDE TO USER TEMPLATES

Introduction

This reference guide is aimed at Managers or
Administrators who will be responsible for managing the
User Templates in RiskMan. This guide is used in
conjunction with the respective RiskMan User Permissions
Descriptions Guides which can be accessed from 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

What are User Templates?

User Templates define the field settings, user permissions
and in some cases restrictions a user will have access to in
RiskMan. Each user will be assigned a user template in the
Registers that they have permission to e.g. Incidents,
Feedback, Risks or Quality Activities

Users who self register in RiskMan will automatically be
assigned the basic level template “Default” against the
General and Register as well as any other Registers they are
automatically granted permission to e.g. Incidents, Risk,
and Quality Activities. In some organisations a user may
only have permission to the Risk Register and/or Quality
Activity Register once the Administrator has activated them
under those specific User Profiles

The templates created under any of the tabbed sections of
the User Templates are unique to that Register; so a user
can be assigned a different template in their Register
specific User Profiles

Note: The “Default” template cannot be renamed or removed
from the Template list. This template is usually assigned at the
staff entry level. If self registration is turned on in your RiskMan,
any user who self registers will be assigned the ‘Default” template
in the applicable Registers

How do | create a new Template?

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

® O My workspace | Management | Administration = Reports | Help | Log Out USEI.Svskmﬂ:rvlqﬂ(ﬂ:mqﬂ']‘

User Templates (General)

Select Template: v ote: Users counts indude Feadback Hew Template

The User Templates page is made up of tabbed sections.
Each tabbed section represents the Registers that you have
available in your RiskMan e.g. Incidents, Feedback, Risks,
Quality Activities; 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 Templates are used to assign User permissions
that are common across all Registers and the
Administrative Permissions
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Individual Templates are created under each of the Register
tabs and are independent of each other.

This means that

e If you create an Accountable Executive template under
the Risk tab, this template name will not be available
under any of the other Register tabs. If you want this
template available under one or more of the other
Registers you will need to create it under the
respective Register

e If you create a Line Manager template under the
General tab, it will not be available under any of the
Register templates unless it is created under these

Each template will comprise some or all of the following
sections

e Template Identification - Name of the template;
ability to base a template on an existing one;
nominated start page (the page a user sees when they
first logon to RiskMan)

e  Restriction Details - Entry/Update and Reporting
Restrictions that are common throughout the Registers
e.g. Region/Site & Campus/Location restrictions.
Selection from this section will only be saved for
templates under the General tab

e Specific Restrictions (not available under the General
tab) - Entry/Update and Reporting Restrictions that are
specific to that register e.g. Journal Type Restrictions

e Field Settings (not available under the General tab) -
Specifies the status of a field e.g. Don’t Display, Entry
Required, Read Only, Optional Entry on a specific
Register.

e User Permissions - Specifies the users’ permissions
that are either common across all registers e.g.
Administrative permissions (this is done under the
General tab) or specific to a Register

To create a Template

1. Click on the Register @ tab you want to create the
template under e.g. General

2. Press the New Template ® button
(1)

[ General  incident ] Quaity Activity readback
User Templates (General) 9
0 Base
-]

e, b o g AN, g M. g, oA AN I O e

Example: Creating a template under the General Tab

3. Enter the name of your template in the Template
Name (User Type) © field

4. If the template is to be based on an existing template,
select the template from the Base this template on @
list

The Restriction Details (only under the General tab),
Specific Restrictions (where applicable), User
Permissions and Field Settings (where applicable) of
that template will be applied to your new template

5. If you are creating a template under the Incident or
General tab, you will have the option to select the
default Start Page @ the user will see when they first
logon to RiskMan if they are assigned to this template
e.g. for Line Managers this might be the “Entered
Incidents” page; for Executives this might be the “My
Reports” page; for Risk Managers this might be the
“Inbox” page

6. For all Registers except for the General tab, the
Restriction Details ©® will not be saved with the
template. If you apply these restrictions under the
General Tab and that template is applied to a user in
the User Profiles, that user will be restricted across ALL
Registers. In most cases these restrictions will be
applied at the User profile level. If you do want to
include these restrictions in the General User Template
the following describes the restrictions:

Entry/Update Restrictions: If the users on this
template can only enter or update Register items
based on Region/Site and/or Campus/Location
restrictions, select accordingly. To select more than
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one item in a list hold your CTRL button and click on
the list items

Reporting Restrictions: If the users on this template
have access to running Register Reports based on
Region/Site and/or Campus/Location restrictions,
select accordingly. To select more than one itemin a
list hold your CTRL button and click on the list items

7. For Register Templates only, are there any Specific
Restrictions @ applied to the users on this template. If
so highlight as required

Restrict to these Jourmal Types:

e o e e

Example: Specific Restrictions for the Incident Templates

[l

[Entry/Update Restrictions

7] Show anly "Alerted Quaity Actnaty eerna o Tobox. ')
Notifcation Type Restricton

7] Show anly "Alerted" Quatty Activty items n Reports. |
"

otification Type Restriction:

~ i el e

Example: Specific Restrictions for the Quality Activity Templates

e B Rt R

Show onby ~Alerted™ Risk items in Inbox, &
Tvoa of Risk Restrction

= A A = rv——

Example: Specific Restrictions for the Risk Register Templates

6]

Tipdats Restrictions

Shomw anly "~ Alerted™ Feedback items n Tnbox. ()

Facility: Location:

Inaporting Rastrictions
Show iy " Alerted™ Feedback items n Reports. ()

Facility: Location:

Fiter Lnt
—_— - — T ——— e — -
Ry ——— P —————

Example: Restriction Details for the Feedback Templates.

For each Register

e  Highlight the specific Entry/Update or Reporting
field restrictions that relate to that Register
Template

e Show Only “Alerted” <Register> In Inbox: This
option should only be checked if the users on this
template have access to the respective Register
Inbox (e.g. Risk/Quality Managers, Consumer
Advocates) and should only see the respective
Register items they have been alerted to

e Show Only “Alerted” <Register> In Reports: This
option should only be checked if the users on this
template have access to the respective Register
Reports (e.g. Risk/Quality Managers, Executives,
Line Managers) and should only report on the
Register items they have been alerted to

Note: Care should be taken when adding restrictions as they may
be different for individual users on this template. These restrictions
can be done via the User Profiles. However, if restrictions are
included in a template, when applying templates in the User
Profiles page, ONLY the respective “Restrict to these Reports” and
“Restrict to these Journal Types” restrictions will be applied. To
update the other restrictions for users on that template you will
need to use Apply Template Changes. Refer to the section “How do
I apply changes to templates to all users on a template”

8. For each Register template (not applicable to General),
you will be required to specify which fields @ a user
assigned to that template is required to complete,
based on their role within your organisation. Fields can
have one of 4 statuses

e Don’t Display — Not required in this template

e Entry Required — Mandatory for users on this
template to enter/select data into this field

e  Optional Entry — Optional for users on this
template to enter/select data into this field

e Read Only — Visible for users on this template for
information purposes only. The user will not be
able to enter or edit data in this field

If all fields in a specific section are not required, click
on the “Hide <section name> section” ® check box
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Optionsl ety -
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=—r
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o

Hide Dates sections Bl

7 A
o

P I et it 1 J N i A | el A . B ek P
Example: Field Settings for an Incident Template

9 Dont Display  ~

Dont Display v

S Ootional Entry +

S - . - - P — —_—t IR
41 Details
@ Hide Detais Suction: |
HA1D Bators Migration Dont Display = 0
sk Name Osticnal Entry
i Duscription icnal Eatry v
Hineference -
Frery
i Risk Status. -
HiDate Opened v £
i Reminder Pericd enal -
AiDate Clased Gptional fntry v
Aiestimated cost of Breach Optienal entry
Type Of Risk Cetional Entry_+ T T -
Hicategory Gptional Entry
b e s A ¥ . g s S o ANt

Example: Field Settings for a Risk Register Template

Formality Level: Don't Dissiay v

[ 3 JErva—

e, TS

Example: Field Settings for a Feedback Template

9. For the fields that involve sub-forms e.g. the Controls
on the Risk Template; to set the field settings for the
fields in these sub-forms, you will need to click on the
respective “Edit RR Controls Permissions” button
(refer to example below)

| Hide Controls Section:
[ Edit RRControls Permissions 1

Describe the processes, policies and mechanisms: that have been, or will be, put in place to manage or reduce this Risk. Identify how the
Control is expected to reduce this Risk, and when it was initially implemented

Control Gptional -

Control Hierarchy Cctenal - Effective Date Cptcnal -
Cantrol Cost Cptional -

Last Reviewed By Cptonal ~  Last Reviewed By(username) optonal -
Last Reviewed On Optenal -
Assessment Optional -

Hext Review By Optonal - Next Review By(username) optenal -
] -

Next Review On Options)

10. For the Register Templates under the User Permissions
O section is a list of categorised permissions to
RiskMan.

The User Permissions under the General tab are
permissions that are either non-Register specific e.g.
Administrative Permissions or permissions common
across all registers e.g. can bookmark entries

The User Permissions under the individual register tabs
will be Register specific

Note: A description of these permissions is available in the
respective RiskMan User Permissions Description Guides.

it Bl P g e s R e

Can edit own Line Managers
Can bypass m. saloction

Can Not be the target of a Distribution List on item entry
Can Not ba salactad &5 thair Manager by a user

May changs own password.

SESEEEO0OE ODOODEEOEAE

- = S A ot o A AN QA kMt
Example: User Permissions under the General tab
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e e oo et me

Can mark an entry for “Parsonsl Alerts” (change notification)
7| Canses the Review History
7 Can“Finslise” ent

Can Madify Risks on Ttams.

Beporting Permissions
4 Cangenerate Reports
[7]  Can view MyReperts

tyReports
ro MyRaparts craated by othars.

Example: User Permissions under the Quality Activity tab

Basic Permissions
Can do Ttem entry.

Can review swn/subsrdinates entries.
Can apply Distribution Lists (if snabled)
rsonal Alerts” (change netification)

ca when

] Canuse the “Print” repart from an unposted entry
Can craate

i entries
Bsserting Permissions
Can generate Reports
Can view MyReparts

Can save MyReports.

are MyRaports craated by sthars

Example: User Permissions under the Risk tab

P v it o A T S e

o I e I it e+ A A sk bR o gt gt

—
e B e b A i A e AN il

4| Can apply Distrbution Lists (if enabled)

7| Can“Boskmark” Feedback entries

“View ‘Printer Friandly’ Varsian” rapert fram an unposted Feedback
Group Feedback

Reporting Permissions

Can gunerate Fesdback Raports

U €anview MyReports

¥ Canshare
7| Can modify sharing of MyReports crested by others )

Can mBnsge Custom Feadback Raports

i A n e 1 0 e sl bt s I e A g5 st
Example: User Permissions under the Feedback tab

11. To save the template, press Save Template

How do | modify an existing template?

To modify an existing template select Administration ->
User Permissions -> User Templates page

1. Select the Register tab @ you wish to modify
2. Select the template from the Select Template @ list
3. Modify the template as required

4. Press Save Template ©

Note: If you make a change to a template it will not automatically
update all users on that template. To update all users on a
template refer to the “How do I apply changes to templates to all
users on that template?” section

ﬁ Quality Activity Feedback

User Templates (General) e
Seluct Tamplata: 9 Managar (5 usars) = Hots | Users eounts include Feadback Save Tomplain | Vo Tompiate | Delete Templae
Base this template on
t:M:m; - e Start Pager Inbox .'
4 b
" I=
- Location Restrction:
Filteriint |
hhhhh
A . g e N e e S BN i, Aoy B gy, AR At

How do | apply changes to templates to all users

on that template?

Note: Available in September (2012) SR 11 or above

To apply the changes you have made to templates, navigate
to the Administration -> User Permissions -> Apply
Template Changes page

1. Select the Register @ the template was modified under
2. Check the templates ® that you wish to update

Note: If the template does not exist in the list it means that
there are no users assigned to that template

3. Check mark the sections © of the template that you
modified

4. Press the respective Apply the Template Changes @ or
Reset @ button (depending on the Register page you
have displayed)

e All users on that template will be updated

5. Repeat steps 2-4 if you wish to apply different
template changes to another template under the same
Register

6. Repeat steps 1-4 if you wish to apply template changes
under another Register
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0 ||l Incident | Quality Activity | Risk | Feedback |

Apply Template Changes (General)

L ———
A PPN
-
I Cade wius (1 sers)
T efault (4299 tsars)
Dutiuton 130 usars)
e (2]
Wanaer (1 Users
[ ——
[ ———-—
Rk Mg 2 )
[——

The purpese of this page i to allow you o copy setlings for a specific wser femplate o ALL users of that user type. Blease note that any individual settings For thems you select to copy wil be.

fo— F—

i
Apply Template Ghanges (Feedback)

Rt dierdust restrctoon s=tbmge

oo s : o
e e
1 Pairsdovmsnt v/ Gttt
|y |
B e ]
) O
Example: Apply Template Changes page for General
[ General | Incident ||_Quality Activity. || (J)eedback |
Apply Template Changes (Risk)

[ Aceass ta thes page shoukd be restricted 1o RiskMan Administratars only.

Adisratar (3 Users)
-

Onach (17 usars) 9
manager (1 users)

s Tampiate ith posting (1 Users)

user
Tope

RS
e T iwidnst restriction setiger

PLEASE BE CARE can be o

St anly "Alerted” Risk ems i Tnboss ()
R R—

et il e et

i ensane o the fiskin o0 “Bans paplay” “mandase

=0
ey i the tck hoees template page

Lo o people to do thmgs

Apply Template Changes (Incident)

wsers of that

e

R
e
)
m——— Q)
Manager (1 sers)

OHS Template with posting (1 Users)
S
vt
e

Totst wsers: s102

Rt b rmshriction seFimge:

PLEASE BE CAREFUL, Selecting settings from this saction can be dangarous to your setep.
| Admaniatratoss may e o e

tammplata.

Aibding rectrictions to RiskMan

Shom oy “letad” ncent e b T (G
Tnctent e avolved Restrction

S ——
Show oy et ocsdent e i Bogorts ()
Incatent e avolved Restrction
[S——

[rormat e Restrictizns

Restrict to these Jeurnal Types:

Toewes vl P s
i maaces i the fekde oo the

“Bon't Dispiay”, “Mandstory” stc.

e
\ e

4]

Example: Apply Template Changes page for Incidents

Example: Apply Template Changes page for Feedback
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How do | delete a template?

User Templates can be deleted from the User Templates
page provided there are no active, expired or deleted users
assigned to that template. If a user is assigned to a
template that is to be deleted, it will be necessary to

1. Locate the user in the respective User Profiles Register
2. Assign them to another template

3. Ifthe user assigned to the template that is to be
deleted is a deleted user, it will be necessary to

e Undelete the user

e Reassign a different template e.g. “Default” (as
this template can never be deleted)

e Save the user
e Delete the user again

Note: For more information on how to modify or delete a User
Profile, refer to the respective RiskMan User Management Guide
(Network Logins) or RiskMan User Management Guide (Non-
Network Logins)

Deleting a Template

To delete a template you will need to navigate to the
Administration -> User Permissions -> User Templates page

1. Select the respective Register @ page

2. Select the template you wish to delete from the Select
Template @ list - the number of users assigned to that
template will display in the list

(1)
m Quality Activity Feedback

User Templates

Select Template: ¥ MNote: Users counts include Fee

Default (41 users)
Manager (5 users)
RiskMan Education (8 users)

Superuser (2 users
[2) 7==t
Unit Manager (8 users)
User Group (15 users
. '\-."‘\A.AM‘_*L&“ PP S, ~ur"w'

If there are no users assigned to the template, press Delete
Template ©

[ General | incident | Quality Activity Feedback

User Templates (General)

Selact Tamplate: Test = Mate: Usars counts include Feedback [ Seve Femplate | | Mew Tempisie | | Deietn Femptaie |
Base this tamplata an: -

[ —— ]

2 you sre dming an ewstng tamplate. ¢ change v §
ion n thin aren / [=
[T Onaete Retrtns
Facity Restriction: Location Restrictions
a0ty gt i s o ff e g ittt
® | O] My workspace | Management | Administration | Reports | Help | Log out | / USER: System Manager (Manager)

[ Ganersi Y incisene 1 Quaiiy nctity Y sk J Feesboc |
User Templates (General)

Select Template: Hew Tempiate.

= Mote: Users counts inchrde Feedbad
The template 'TEST' has been deleted.

Note: The template will only be removed from the respective
Register.

3. If you delete a template with assigned users, a list of
users assigned to that template will display and the
template will not be deleted

m Quality Activity Feedback

User Templates (General)

Select Template: 3 users’ v Hote: Users counts include Fesdback. | Sawe Temptate | | Mew Templabe | | Detete Temptate |
R
, P ]
| r—————r— 7 7]
nbry/Update Restrictions. ‘l
: o , .7 —
e Resebtin: — - st g SO

“General | incdent | Quality Actvty

User Templates (General)

Selact Tamplate: ~ Mote: Users counts Include Feedback: e Tompine |
Unable to delete template '"MANAGER’, because it has users assigned to it.
These users are:

Fomandaz, Bratt (Bratt) Bracks, Jasen (jasen) Neil H. Garda (Weil Garde)
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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

IJG Who Was Affected? |

Entry Required
Entry Required

D Incident Involved

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

To modify a field label
1. Ensure you have a template selected under the

respective Register

2. Click on the 4 icon @ next to the respective field,
which displays the Edit Field Detail panel:

c—‘i/-‘.jlsmﬂmaf‘l' Entry Reguired
A Opticnal Entry

Edit Field Detail X
Entry
Title '@ |Data\|5 Q B |
Report

Title @ |Deta\|s 3] |
Display (@ Condition @ [¥] Group @ O

Alert
Tile @  [Detals @)

Display (@ Condition (@)

Advanced

= [<MG alt="Check Spelling” src="images/spellcheck. gif"
Post Cell (@ onclick="parent.fnSpelCheck{decument. getElementByld"Detail'}};"=
Generate Post Cell from: 4
Seript |@ onfocus="parent.fnPreSpelCheck(thiz); ‘

s | oma

3. Enter the label in the New Title Text @ field (this is the
label that will be used on the data entry form)

4. The Report title ® determines what should be
displayed when this field is utilised in Reports. The
options below the label text include:

a. Display: Allows this field to be utilised in
Reports

| Detail |

Note: The image above demonstrates the field this
function relates to in the Customise Layout page

b. Condition: Allows this field to be chosen in
Advanced Conditions for filtering purposes

[REport Fifter
Stangan Agvancaa [vour ranars v ne previewed uzing Aavances crtana

(I -

[Repart Conomons

| =B

Aaa Conation_| [ Finavaiues_|

Note: The image above demonstrates the field this
function relates to in the Reports page

c. Group: Allows this field to be chosen as a
Grouping field when creating a Custom
Report Layout. Note that free text fields
should not be enabled for grouping

| Report Groups |

Note: The image above demonstrates the field this
function relates to in the Customise Layout page

5. The Alert title @ determines what should be displayed
when using this field in Alerts. The options below the
label text include:

a. Display: Allows this field to be utilised in the
email section of your Alerts page as
highlighted below

4. Email
Natity by E-Hail:

Proviae Link In E-Mai:

oo®

Link directs through nbax:

Aaa Fiea: Details

T

b. Condition: Allows this field to be used when
creating Alert filter criteria as shown below

5. Conditions
[omas -

Note: The properties in the Advanced section should not
be modified except without the explicit guidance of
RiskMan International

6. 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: | |

/dllotifv of Associated Incidents | Optional Entry |~

1 ‘dllntifv of Associated Incidents | Optional Entry [

| Optional Entry [+ ]

AiRisk Owner |optional Entry
AiRisk Coordinator Optional Entry ||
Aopened By [optional Entry

Aiclosed BY Optional Entry [ v

AIReported To
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Edit Field RRHotifyLvI10fAl x
Entry
Title @  [Notify of Associated Incidents |
Report
Title @ |Nutify Accountable Executive of Associated Incident |

Display (@) Condition @ [v] Group @

Alert
Title @ |Nntify Accountable Executive of Associated Incident |

Display (@ Condition (@)

Example: “Notify of Associated Incidents” referring to the
Accountable Executive on the Risk Entry form

Edit Field RRHotifyLvI20fAl *
Entry
Title @ [Notify of Associated Incidents |
Report
Title @ | Netify Responsible Manager of Asscciated Incidents |

Display (@) Condition @ [¥] Group @

Alert
Title @ |Nntify Responsible Manager of Associated Incidents |

Display (@ Condition (@)

Example: “Notify of Associated Incidents” referring to the
Responsible Manager on the Risk Entry form

7. 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 Site x
Entry
Title @ [e5_siteName |
Report
Title @ [e5_siteName |

Display (@ Condition @ [v] Group @

Alert
Title @ [65_siteName

Display (@) Condition (@)

8. 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

e Site where Feedback is initiated in Feedback*

9. Press Save when complete

To modify a Section Title/Colour or Background Colour

1. Click on the -‘6 icon @ next to the Section Title

e e
IJG Dates n

. ireo | R Ry

Notification Date
e coses
. '--a.a.., N TN E—,

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

Admission Date

Incident Date

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 X
Section
Title @ |'~GS_DatesSec1lnnName [2) |
wo NN o 0 = ]

3. To change the background colour and text colour of
the section click on the respective colour box © & @ ,
and a colour picker will display. Click your mouse to
select your desired colour.

Note: At present, you cannot type the HEX code manually in
order to designate an exact colour. Please contact RiskMan
Support if you require a specific colour or colours to be used.
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

R R Rt pime e T

I“é Dates |

B R

Dont Display  ~

Entry Required
Dont Display -
Dont Display -

-*'-—--‘M
Example: “Dates” section after changing the text and background
colours
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