) RLDatix RISKMAN QUICK REFERENCE GUIDE TO SYSTEM CONFIGURATION & TOOLS

Introduction

This reference guide is aimed at RiskMan Administrators
who will be responsible for maintaining your RiskMan
system configuration and also to use some of the System
Tools that are available in RiskMan. The descriptions and
locations of each of the Global Settings can be located in
the Global Settings Descriptions Guide accessible from the
Help -> Reference Guides

What do the System Configurations entail?

The System Configurations affect the overall operation of
RiskMan. These settings include

1. Global Settings - settings for all aspects of RiskMan
(except Feedback). Some of these settings include

e Colour Schemes

e Naming Conventions for the Global fields used
within the Registers

e Default settings for the way fields appear e.g.
Yes/No fields are displayed as radio buttons, lists
or checkboxes; Date/time fields are drop down
fields or free text; Organisation name which will
appear on reports

e  Register Report output defaults e.g. PDF, Word™
e Scheduling for your email notifications and alerts
e  Mail setup for your emails

e Setup to link network logins to RiskMan (LDAP)

e Register specific settings

2. Feedback Global Settings - settings that are specific to
the Feedback Register

Note: These settings will be incorporated into the Global
Settings in a future release

3. Text editing tool for the front-page text
4. Licensing Details
5. Grid Defaults for Register Listing pages

6. Columns to display in the Find Related Incidents list for
linking incidents to Feedback notifications

7. LDAP testing
8. Email Log

9. Attach Document Settings

What user permissions do | need to access the
System Configurations?

For a user to have permission to the Configuration Modules
including the Global Settings, they will need the following
Administrative Permission under the General tab

e Can modify Global Settings

How do | access the Configuration modules?

1. From the menu select Administration -> Configuration

Administration - | Reports ~ | Help
Q Configuration L]
¥, Tools »
£ User Permissions ’
.rl:. Manager/Staff y @ Global Settings
@ Alerts Management @ Feedback Global Settings
@ Riskman Text Editor
List 8 Codes Maintenance @ Inbox Default Columns
@ Licensi
Dﬁ Classification Editor =
@ Find Related Incident Grid Columns
@ Alerts Management Vsn 2 & LDAP Test User Search
@ LDAP Test Login
i Attach Document Settings @ LDAP User Import
@ Document Library @ Email Log

Global Settings

To access the Global Settings for all aspects of RiskMan
except Feedback, select from the menu Administration ->
Configuration -> Global Settings

® O  mMyworkspsce - Management - Administration - Reports - Help - Lsq Out

Global Settings

Tl All | Doula CAeE 3 o 1o Expans, Gollapas o Gt Daubie Chck When S4Bng Sancels Tk £aE CRanges are mmadiate

valua

These settings are grouped under logical headings. Some
settings will be Register specific e.g. Quality, Risk Register,
Incidents, Feedback and will appear in the Registers

grouping.

Some general settings can also appear under a Register
specific setting. If this is the case, the Register setting will
take priority for that Register. For example, the 40) Enable
Link (Multi-Person) entries setting can be setup as a
Register specific setting if Linked Items is only to be active
for the Incident & Risk Registers but not for any other
Register

1. To view specific settings under a Grouping click on the
respective Expand “>” icon
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2. To view settings under all Groupings click on the
Expand All button

® O  MyWorkspare - Management - Administratien - Reperts - | Melp - Log Out

Global Settings

Expand Al || Collagan ANl | Doutie GHk 3 rew 5 Expand, Golapse or ESE DoUDE Gl When 208ng Canceis S e CRanges sre mmeste

el ba handled by Airts.

Example: Samp/e of the Global Settings

3. The Settings specific to a Register e.g. Quality, Risk
Register, Incidents, will appear under the Registers
grouping

® O  MyWorkspacs - | Managament - | Administration - Reports - Help - Log Out

Global Settings

Collopae A v, Catape or Edt

+ [uaka

Example: Register specific settings

Can | search for a Setting?

1. Press the Expand All button to expand the settings

2. Press CTRLF to display the Find @ field in your Internet
Explorer

3. Enter your search word and RiskMan will highlight the
settings that contain that word @

Nest || 7| Options v | 13 matches

x [Find_joumal Fresous

@ O  Myworkspace - Management - | Administration ~ | Reporits +  Help - LegOut

s 6 the farm for the abave function,

'a" and “Task Complatad Data’ fieids ™

Example: Using the Find field to search for Global Settings that
contains the word “Journal”

How do | modify a Setting?

1. Locate the setting by expanding the list
2. Double click the setting

e Adescription of this setting will also be displayed

® O  Myworkspace - Management - Administration - Reports = Help - Lug Out

Global Settings

Doutie Gllek & row 10 Expand, Gakapss or ESt Dauble G When SSng Cascels e SR CASRGES re immesale

dwrosonde e oves

40) Send only one EMail notification to each user on a distribution list.

sves CNo
By chacking thi n, an notification will only be sent once to a person an a Distributiol additional persannel are added after the corres;
e ncator has bean forwarted. Hotes 1§ hort are evetig poers o the DI EuIo It Means the Wy, heve ot vewed the noBcation o8 ot I you
/add more usars to ths list and you antar additional commant B be inchudad in the Distribution List email, then ALL users (aven those already sent an
lemail) will be sent an email notification unless the next setting, *30) Do nat send Distribution List email again, even i email comments are entered” Is
famabled

Updste  Camcal

3. Modify the setting as required e.g. select Yes/No;
select an item from a list

4. Press the Update button if you wish to save your
modification, otherwise press Cancel

How do | create a Register Specific Global Setting?

Some of the Global Settings affect all Registers E.g. Enable
Link (Multi-Person) entries and some settings are specific
to only one Register E.g. Risk Register Risk Matrix display
style which is located under the Register | Risk Register
Global settings list and only relevant to the Risk Register

However, if you would like a Global Setting to also be
Register specific because you would like a different state of
that setting in a particular Register, you can make a Register
Specific Version

1. To create a register specific setting, double click the
setting

2. Press the Make Register Specific Version @ button

e the display ption for Vea/No quesiioms on fterm sniry. forms. i Dropewn Uit

20) Mandatory setting for Date Of Birth field applies to Items involving a Client only.

#Yes _No o
It is fikely that this satting will only apply to the Incidant ragister. It is configurad as 3 generic setting to provide a default for all registers.
updste Ganead Maske Register Specifc version
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3. Inthe pop-up window
e Select the Register ® to add this setting to
e Modify the Help © text if required

e  Press Save or Discard ®

© 00 Add a Register Specific Global Setting

Add Register Specific Version »®

[This page allows certain Global Setlings to be created specific 1o  particular register. This allows overriding the default value for that register

[Please Note: Not all settings can be made Register specific.

[Some simpiy don't make sense(usually these will not even offer the aption), and some may not yet be suitably configured in code. It will not hurt to try
Inform RiskiMan Support if you encounter one that doesn't work

Register to add setting for: T
Clobal Setting Name: Event
Help Text Feadback @
— ~ Risk = - wal
o& | Legal Claim BB
Normal | [Arial ~|[(Fontsize) |F]BTT U s = @~ A~

Itis likely that this setting will only apply to the Incident register. It is configured as a generic sefting to provide a default for all registers. @

4. The setting will appear under the specific
Register Name under the Register grouping.

5. Locate the new setting under the specific Register
folder and modify as required

6. RiskMan will use the Register specific setting rather
than the Global Setting

RiskMan Text Editor

This option allows you to configure the front-page text.

1. To access this page, select Administration ->
Configuration -> RiskMan Text Editor

2. Press the Edit button next to the Edit the Login Page
Text option

® | ©| My workspace | Management | Administration | Reports | Help | Log Qut |  USER: System Manager (Manager)

RiskMan Text Editor

Edit tha Login Pags Taxt.

Edit tha "Inci

it Saved” Acknovlsdgemant Massage

Note: The Acknowledgement page that can appear after an
incident is submitted and before you get to the Confirmation page
is normally turned off. If you wish to know more about this page
refer to the RiskMan System Configuration & Tools Description
Guide

3. The Design mode allows you to edit the text on the
front page

4. The HTML mode allows you to apply more advanced
styles for your front page as well as incorporating logos
and pictures. Knowledge of HTML is required

5. Modify the text and layout as required and press the

Save icon

® | O | MyWorkspace | Management - | Administration = | Reports = | Help + | Log Oul | Feodback Module

o0 Login Page Text Editor

Eart the text and chck ihe Save buion (10D e,

Hormal -] vl || Fort s2e) [~

Welcome to the
RiskMan Education V1602 Training Site

riskman

R

A Guide To Incident Management...

ide-firse aid or call for medical assistance (consider MET Call)
- Make the araa safe and provids support ta stakeholders involved
« Notify the incident factuzlly via Risk#zn er verbally to management for further advice and assistance. Incidents must be documented within 24 hours of the

others to dise tha the ncdent hss occumed

management and treating dotor, particularly If he sulcome Is rated majer o extreme

- i detos mus s oo o orcring that oy actul information that o not alibuto blams & documantad an RiskMan.

- &1 Investigation 5 conducted to estabilsh the facts, far Major or exireme ouicomes this il be facitated wa your Qualty and Rk Coordinato

~ Risk Treatments are identified and monitored regularty

- Evduston cf e mplemented ok restments vl e undertaan and commuricated back to sakshdrs

« Counselling should be offered for any person affected by the hazard or incider

T inere s Sitovs o Sonilcant hazar o eeioert b mpocted on ther paope o has causee concern withn an area, a debrising should be afercd y the
supervisor or safety officer to explain

Note: If you want to be able to edit text on other pages within
RiskMan e.g. The Create New Login page refer to Text Editor Tool
under the Administration -> Tools menu

Setting the Default Grid Layouts for Register
Listing Pages

This setting allows you to set the default grid layouts of

your Register listing pages e.g. Incident Inbox, Entered
Incidents, Posted Incidents, Entered Activities, Entered
Risks etc

Note: This option is not available for Feedback Listing pages in this
version

The grid layout consists of the columns that are displayed
on each of the listing pages and also the column widths

When an Administrator, the person who has the
Administrative permission: Can modify Global Settings,
configures all the listing pages under their login, they can
set all other user’s listing pages to match - provided the
user has never made changes to these listings

1. Under the Administrator’s login, configure the columns
and column widths for all the Register specific listing

pages

2. From the menu, select Administration -> Configuration
-> Inbox Default Columns

® | Q| My workspace | Management | Administration | Reports | Help | Log Out USER: System Manager (Manager)

Set Inbox Grid Column Defaults

Fy O
ST 2 )

ot 2009 Maaage
Bk dafauit Last updated on 18 May 2012 16:12 by (Mot Specified)

+ (anagar)

3. Highlight the Registers @ that you wish to update -
(vou can highlight more than one by holding your CTRL
key and clicking on the respective Registers in the list)
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4. Press Save the Grid Defaults ®

5. Only listing pages that a user has not modified i.e.
changed the columns and/or column widths, will have
their respective listing pages updated

Adding or Updating your RiskMan Licence

All organisations hosting their own RiskMan will require a
Licence Key. The licence key will be dependent on your
RiskMan licence agreement with RiskMan International Pty
Ltd. Each licence key will have an expiry date and once the
licence key is expired or about to expire, a new licence key
will need to be obtained. An expired licence will result in
the inability to create users in the User Profiles — all other
aspects of RiskMan will still be functional. Once you have
applied for a licence, a licence key will be forwarded to you
in a file which will need to be uploaded into RiskMan via
the Licensing page

To access the Licensing Page

1. From the menu, select Administration -> Configuration
-> Licensing

2. To obtain a licence, you will need to contact support
who will send a licence key support@riskman.net.au

e  When the licence key is forwarded to you, save it
locally

There are two ways to upload your new licence details.

Either upload the licence key file sent from support or copy
and paste the contents from that same file @

RiskMan Licencing
RiskMan licencing is based around a specific database. This supports web farms and web gardens. This implementation has these details.
Database Server Name: Database Name: RiskhanHQ
Your current Licence details.
Licence GUID 6111dbd4-ab88-4a82-aSbi-al21
SitelD 10000
Site Name RiskManHQ
Implementation Type Live
‘Comment RiskManHQ
Licence keys.
Sequence Key Friendly Name Expiry Date Value
1 RegistarAll_Registers Al Registars 31 Dec 201 100
[To update your Licence: o
You may upload the file from a local drive: Browse.
Cr paste the Licence text here:
Upload your Licence details
Current Register Status
Register Name Submodule Name Active Users
Action Register Incidents 58
Issues Register Issues 50
LDAP Testin

If your IT Department has configured RiskMan to use
organisational Network Login accounts, there are 3 LDAP
Configuration options that you can use to

e Search for a user to see if they have a network account

e Test that the LDAP configuration is working from
RiskMan to your Network accounts

e Import User Profiles on your Network into RiskMan

Note: Prior versions required Users to contact RiskMan
Support to obtain an Authentication code in order to be able
to conduct LDAP testing. This requirement has now been
removed. LDAP Login testing no longer requires an
Authentication code.

To test searching for a user on your network to ensure the

LDAP configuration has been setup correctly

1. From the menu select Administration -> Configuration
-> LDAP Test User Search

Find a Network User

e

For secunity and performance reasons, searches are imited to

2. Enter your search criteria and press Search

Note: The way you search for users will depend on how your IT
Dept has setup the search string. Not all search strings are the
same. An * acts like a wildcard e.g. Anne* will search for all users
whose name starts with “Anne”

(l Find a Network User

anne® ( Search ] | cancel )

User [pisplay Name mail |

Anne Hayden |anne Hayden
For security and performance reasons, searches are limited to 50 results.

|anne@riskman.net.au |

To test the connection between RiskMan and your
Network logins

1. From the menu select Administration -> Configuration
-> LDAP Test Login

Test the LDAP Login

Username:

Password:

I Test the Network Login

2. Enter your Network Username and Password
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& 7=t LDAP logins, - W Intemet: Eurer- x_ )

Test the LDAP Login

Username: anne hayden

Password: sssssssss

Test the Network Login

3. Press Test the Network Login button

e A message will appear if you are successful or not.
If you are not successful you may need to consult
your IT Department or RiskMan Support -
support@riskman.net.au

(& Test LDAP lagins. - Windows Internet

Test the LDAP Login

Username: anne hayden

Password:

[ Test the Metwork Login ]

uthenticated successfully to the Network account.

Related RiskMan Account: Found

Email Log

All emails that are sent from RiskMan are logged into the
database. The Email Log page allows Administrators to
review the email logs to ascertain if emails are being sent or
not. This is useful
e If you are investigating why users may not be
receiving email notifications i.e. incorrect email
address; mail server has changed and is not
updated in your Global Settings; emails have
stopped being sent from RiskMan
e  Tracking emails that have been sent to a particular
user

To access the Email Log

1. From the menu select Administration -> Configuration
-> Email Log

e By default a list of unsent emails will be displayed

#* | Q| my workspace | Management | Administration | Reports | Melp | Log out

USER: System P\unaw(MuMu!llJ
Email Log i
[r—— From Date |23/04/2012 3] vevets [23/08/2012 =]  Raasen sest (Al tama} - | Refresh |
Mark as sent = | Mark as Sent |

Double Click 2 row to view the Email.
Changs Colurmns Expand Al Colapss Al Export.

here to grous by

Emailin Data Sant

[ Date Asdad
- | 8

42| zawsa012

41 1s/osizosz

13/03/2012

39 13/eszorz
1oz

13/03/2012
36 13703012
35 isresaoa
34 1sresizonz
33 13m0z
32 ismszon
31 1mmszonz
0 1
2 1

28 1s/ms2012

2012

page 1 of 3 (o kems) < 1] z 3 (3]

Row Count |15 Sat Rows

2. If you want to view all emails that have been sent

e Uncheck “Unsent Only” @

e  Modify the Date Range ® (when the email was
logged to be sent)

e  Filter the type of emails that you wish to preview
from the Reason Sent © field e.g. Alerts,
Distribution Lists

e  Press Refresh ®

* O My Workspace | Management | Administration | Reports | Melp | Log Out USER: Anne Hayden (Anne Hayde|

Eélall Log ) [4)
Unaeat Only o From bats [23/042012 Tal 72 bute [3370572012 T2l MmasonSest Distibusion it v [ Refresn
Mark as sent * | Mark 35 Sent W
——
Change Colmns. Expand AR Colapse Al Expart

Drag a column header here to oroup by that column
it e s FromeerTre— T preer 1o Froeroeryw——

® Lalle ale] ® * B @ lq

[ gp— [rp— . .

80991 armazoiz 082012
Boess weszorz soszorz
80553 27 /42012

00552 27/0aiz012 2rivaizosz

Row Court [25 Set Raws

Example: This list shows all the Distribution List emails that have
been sent in the last month

3. To open an email click on the Email ID link in the list

e If the email address of the person who is to receive
the email is incorrect, change the email address in
the Recipient Addresses and/or CC Recipient
Addresses field @

e |f the Date Sent ® field is not empty, clear the
content of this field

e Other changes can be made to the email, e.g.
email subject, email body ©

e Press Save Changes @ at the bottom of the email

e The email will be re-sent when the next email
scheduling cycle begins on your RiskMan
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Email Editor

server used will be the global setting, have o affect,

o
e
Coec

coeCoeLooew

IHote: 1f you update the email in any way, a comment will be added to the bady indicating that you have done sa, Editing a Password email will destroy|
the body of the email. This is mtentonal and for secunty

4. If you want to search for emails sent to a user

e Ensure you have Unsent Email @ unchecked - so
you are displaying the Sent Email

e Enter the date range ® when the emails were sent
e  Ensure Reason Sent = All Items ©

e Filter the Recipient Addresses O field by entering
the first part of the user’s email address (as in the
example below). The system will automatically
filter once you have entered your filter criteria

2O my | g | ion | Reports | Help | Logout | Use
Email Log
Unsent Only [] o From Date [23/04/2012 =l te [23/05/2012 [o] ReasonSent {allteems}
Wark as sent | Markas sent | @
Double Click  row to view the Email.
‘ Change Colums ‘ | Expand Al ‘ ‘ Colapse Al | ‘ e ‘
Drag a column header here to group by that column
EmailiD Dats Addad Date sant Recipient Addressas | Subjact LastErmor T
Jo| ol Lol @ ol Is| &
[ Beans with
8001 | a/0s/2012 30572012
Contains
80356 | 24/04/2012 24/04/2012 Sanjay@riskman.net; Doesn’t contain
Ends with
80354 | 24/0472012 240472012 Sanjaver
Equals
80351 | 24/0472012 241042012 Ssrjav@riskmanner  Doesn't equal
ot A A e e A A _A.»-‘.._...._._m\__#.}

Attach Document Settings

To be able to attach a document to a notification/activity/
item you need to ensure you have specified the Attach
Document Settings. These are accessible under the
Administration -> Attach Document Settings page

@® | &| My Workspace | Management | Administration | Reports | Help | Log Out USER: System Manager(Manager)l

Attach Document Settings

1. Documents Upload Type (Security Type) - Note : This is a one time setting and cannot be changed in future.

© Database (High) @

File System (Low)

2. Temporary Path

3. Max Document Size (MB) 1 E’

[smvstmiosisersnss ] @)

O Specify where the document files will be stored -
Database (high security option) or File System (low security
option). If you select

o RiskMan Database: The files will be stored in the
RiskMan Database — This is the recommend option

e Other Database: Files are stored in another sequel
database but on the same server as the RiskMan
database. If this option is selected enter the name of
the database

o Different Server: Files are stored in another sequel
database but on a different server to that of the
RiskMan database. If this option is selected please
contact RiskMan Support - support@riskman.net.au

e  File System: Files are stored in folders in a central
location. If this option is selected, enter the path of
where the files will be stored.

Note: It is recommended that this be a folder on the RiskMan
Web Server but not inside any Web Sites as the files could be
exposed through the website

® Temporary Path: All files uploaded or downloaded in an
Internet environment must be saved to a temporary file
location before being saved to the destination location. For
this reason it is necessary to enter the path e.g. c:\Temp
where these files will be stored temporarily - this path can
be changed at any time

© Max Document Size (MB): Specify the maximum size of
the documents that can be attached to a notification/item/
activity - this file size can be changed at any time

®: To save your settings, press Save Upload Settings

System Tools

The Tools options available under the Administration ->
Tools menu provides other system related functions which
can either be

e  Accessible to your RiskMan Administrator; or
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e Accessible via an authentication code provided by
RiskMan Support and possibly only used by or in
conjunction with RiskMan support

The Tools menu option is only available to users with the
following Administrative Permission under the General tab

e Can modify Global Settings

As some Tools can only be used in conjunction with
RiskMan Support; the contact details are
support@riskman.net.au or +61 3 9686 0009

List Structure Editor

This option provides access to the Administration Lists that
are normally hidden under the List & Codes Maintenance
list.

This page is only accessible via an authentication code.

It allows RiskMan Support to make changes to your
System’s setup that are not accessible to RiskMan clients
but are used in conjunction with requests from clients; for
example:

e Audit Log Settings: Defines the logging of specified
events in the RiskMan system. The logging of Assign
and Unassign Manager is often enabled at customer
sites

o LDAP Multiple sites: Defines multiple LDAP servers if
required in an alliance, and when enabled users must
select the server/domain they wish to use

e My Home Page Items: Defines all of the items which
can be displayed on the Home Page

e  Auto Post Incident Rules: Defines the conditions under
which incidents should be automatically posted

e  Auto Post Feedback Rules: Defines the conditions
under which feedback should be automatically posted

Note: If you wish to know more about the Admin lists please
contact RiskMan Support - support@riskman.net.au

Menu Editor

This option provides access to the RiskMan menus e.g. My
Workspace, Management, Administration, Reports, Help

This page is only accessible via an authentication code

It allows RiskMan Support to modify, move or include
additional menu items in your RiskMan e.g. Menu items
that might point to your own user documentation

Data Tool

This option allows scripts to be run against your database
and also to extract data from your database.

This page is only accessible via an authentication code

It is usually used by, or in conjunction with RiskMan
Support

Script Tool

This option allows extraction of data from specified tables
in your database e.g. template information; datasets; lists;
front page text.

This page is only accessible via an authentication code

It is usually used by, or in conjunction with RiskMan
Support to extract specific data from your RiskMan
database that may need to be updated into our respective
RiskMan model site when enhancements have been
requested; or copy data from your Training/Live database
to your Live/Training database

Audit Log

The Audit Log allows you to view changes that have been
made to specific parts of your RiskMan e.g. Assign a
Manager, Unassign a Manager; Login Failed; Login Success;
Account update to LDAP; Changes to labels on the Register
Entry Forms and other events.

Auditing can be turned on or off with the assistance of
RiskMan Support

Navigate to Global setting, Scheduled Jobs > 100) Maximum
age (days) of Audit Log entries to set automatic purging
once each respective record type reaches a certain age.

Example: List of items that are audited in RiskMan
To filter your Audit List

e  Modify the date range (refer to the RiskMan List Page
Configuration Guide)

e Select a specific Action from the list

® | ) | MyWorkspace - | Management - | Administsation - | Reports + | Help - | Log Out | Feedback Modhie

Audit Log &

b=

Drag a clumn beader bare ba group by hat cshama

e  Press enter to update the list
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® | | Wy Wakpace - Mamagement - | Adminstraton - | Repors - | Hep - | Log 0ut | Feedbock Module e
Audit Log & X
v cobn e et s by Tt <l

Ll

®
2122017 1ave
214002017 100
21apr2017 1081
21 2007 1511
21201 s5
21 apr 2007 52
214002007 00

e

Example: List of all events for a specific date

Find User Tool

This tool allows you to locate all users who have a set of
permissions on RiskMan e.g. you may want to know all the
users who have access to the Incident Inbox or the Risk
Reports

Navigate to Administration > Tools > Find User Tool

Note: This page has not been completely updated to reflect all the
changes to the permissions so may not work for all permissions

® | Q| My workspace | Management | Administration | Reports | Help | Log Out

T
Find User(s) having Permissions

Conditians : Must have any sna permission w | Find Users

Can “Bookmark" sntries

Risks (No Campus® / Geps pe
CanEdit 7

[T SR PN —— S

Adnisiatentive Parvissions
Can view Document Library

Can Attach Gmn
Can View Subordinates
Can View AN

Can Delete Own

Can Delete Subrdinates

Can Delete AN

To search for users with particular access to RiskMan

1. Inthe Conditions list select whether the users need to
have one of the selected permissions or all the selected
permissions

Find User(s) having Permissions

Conditions : Must have any one permission |« Find Users

Must have any ons permission

Must have All permission(s]

2. Check the respective user permission/s
3. Press Find Users

4. Alist of users matching the selected user permission/s
will display

® | Q| my workspace | Managsmant | Administration | Reports | Halp | Log out
ranags

o
Find User(s) having Permissions 3

Conditions | Must havs sny ona parmisson ~ (L Fimdimars

UnCieck AR || Check AT

B e U P S L ST SO

Example: List of Users who have access to the Feedback Inbox

Grant Admin Permissions

This option grants a user access to all the Administrative
permissions where that user’s Administrative permissions
have been removed inadvertently; or remove any
Specific/Restriction Details that have been set against an
Administrative User e.g. Site/Location restrictions

Navigate to Administration > Tools > Grant Admin Tool
This page is only accessible via an authentication code.

It is used in conjunction with RiskMan Support

Email Log
Emails generated from RiskMan are stored in an Email Log.
(Refer to the RiskMan Email Log Guide)

The Email Log allows you to view sent and unsent emails via
RiskMan to be able to identify issues. Email could be
generated from Alerts, Delegation, Distribution Lists and
Broadcast Emails as an example.

Navigate to Global setting, Scheduled Jobs > 100) Maximum
age (days) of email entries to set automatic purging once
each respective record type reaches a certain age.

Speed Test

This page tests the Internet speed to the RiskMan system
you currently have open

2O My pace | | | Reports | Help | Logout | USER: System Manager (Manager)

Riskman Internet Link Speed Test

The image has not finishad loading.

L Click to start the Speed Test )

Press the Click to Start the Speed Test button
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2| My

| Reports | Help | Log Out |

Ri

kman Internet Link Speed Test

Text Editor Tool

This tool enables you to change the text on some of the
pages on RiskMan. Examples include:

The image has finishad loading.
. d

This page

Details on acceptable speeds will appear under the speed
of your Internet. If you have concerns relating to the speed
of your Internet Explorer/Network contact your IT Dept

Email Test

This option allows you to test that emails are being sent
from RiskMan

If you have mail setup on your RiskMan the following fields
will be prefilled; Sender’s Name; Senders Email Address;
Reply-To Email Address; Mail Server; Port

2O my pace | |

| Reports | Help | Logout | USER: System Manager (Manager)

RiskMan Email Test Tool

mail Address (To):

Body:

Sender's

Sends

Reply-To Email Address:
Mail Server:
Port: 25

1. Fill in the name and email address of the recipient (you
may want to enter your own details so you can check if
the email was sent)

2. Enter an email subject and email body

3. Ausername and password maybe required before
sending the email but in most cases this will not be
required

4. Press Send Email

Front Page text - this can also be changed from
Administration -> Configuration -> RiskMan Text Editor

“Create New User Login” page

bt hawe Fagattan pl
armistion and managr 41411 elatiomabips

AN Suppaet parsan, Do WO raats saathes VHIMS i

NOTES:

USERNAME Is

PASSWORD 15 opla may view your forms.
confirm you didn't make 3 typing mistake the frst time
FIRST NAME
SURNME 1
YOUR Campus™(z) T ) where yau work, Hold CTRL and click for multiple Campus™s
EMAL Your at work EMal address, sa you can be contacted.

PHONE Your
PoSITION wour

“User Login” section on the front page

USER LOGIN

Username

Password

“For New Users” section on the front page

For New Users

If you have never logged
into RISKMAN.NET before,
you can create a login for
yourself now that will
allow you to fill out an
incident form
immediatsly.

If you wish to do this
please click the button.

[ Create New Login ]
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To access the Text Editor Tool

1. Select Administration -> Tools -> Text Editor Tool

® [ O my workspace | Mansgement | admnstration | aeports | nep | oa ot [p——

[E— i
Chasge Puge 520

| rar |sropray -] |enssies[-] soure ], content i

[ e — — —

Fage 202 (30 xsne) (& 1 12

2. Next to the text that you wish to change press the Edit
button

# || My workspace | mamagement | Administration | Aeports | Help | Log cut | USER: Syt Hansge: Bsmager)

Tt Strmga Editer 5

Compe Pagn e

Contart tani [AUta5av8 recpen tet

T card e Auosaved T anG art 3 e 013 (1oka: THE aCTa <U= Gk b3 ondona U=

3. The text will be displayed in HTML mode by default.
Press the Design” button at the bottom of the page

4. Modify the text and press Update

® | D[ My Workspace | Management | Administration | Reports | Welp | Log Out | USER: System Wansger (Macsgar)|

Teat Strings Editee
Caunge Page e

s [(pagelehmanentry.zm

e ot [RUTHSAVE 180081 CAET
[ Bix %l

= [ el

S@saa-e
Sl 1 U S IEE B WA~

Ve cara T Aulos s o 593 18713 e 0 014t T8 acben EA0001 08 undone)

Note: If there are sections of your RiskMan that you would like text
changed but you are unable to find the section in the Text editor
Tool contact RiskMan support - support@riskman.net.au

Recreate RiskMan Procedures

This page allows you to recreate certain SQL procedures
and functions that need to be dynamically generated in the
RiskMan system. If procedures need to be recreated you
will be directed by RiskMan Support

# | O My workspace | Management | Administration | Reports | Melp | Log out USER: System Manager (Manager)|

Recreate RiskMan Procedures

This page allows you to Recreate cartain SQU procedures and fumctions that need to be dynamically generated in the RiskHan system.

It also allows you to turn on debugging which will show you
the database field names that are used on the Register
forms (refer to example below). This can be used by
RiskMan Support to troubleshoot issues that may arise or
when enhancements have been requested

® | Q| My Workspace | Management | Admnistration | Reports | Help | Log Out |

Tl
Incident Entry 2

St 1 s s o tha icident,
veou il ot he ahie s change the form sace entered.

DRBUG: Chek 1o shaw the Valus' n huts.

:
—_——

Classification Editor

This tool is used by RiskMan Support & Clients to add, edit
or delete classifications that are used in the newer style
Classification Multiple Selectors (refer to example below).

A | Emerpency medicing A [ Wi g
Display Al | oisglay All Display Al |
= Emarganey madiing —
noonatal @] [ obsetrics G| [ pacdistric @
Display Al | | Display All Display Al |
bathology. [ Pychistny || Redialogy ¥
Drsplay AL | | Drepday Al Drsplay AN LI
Rehabifitation @ | surgical / Pracodural g
il | —
Seiecied Cinccifications . bewaile
Paediatric

In most organisations the Classification Editor and Quality
Activity Classification Editor available under the
Administration menu, is used to maintain your Incident and
Quiality Activity Classifications respectively.

This page is only accessible via an authentication code
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Note: If you are using the newer style Classification Multiple S oo ol sescemon B koo o oo N o w01 st sysen varager ronsges)]
Selectors and you wish to be able to edit, delete or modify a

classification please contact RiskMan support - v [t ty” et i e o o o e g v e
support@riskman.net.au (- oriv pinas )

Indicator Maintenance

This page accesses the queries behind the Indicator sets
This page is only accessible via an authentication code

It is used by RiskMan Support when trouble shooting
Indicators

Code Maintenance for Large Lists

If your organisation experiences delays when opening up
specific lists because they are large e.g. Site/Location list,
an alternative list page to the List & Codes Maintenance is
available - Code Maintenance for Large Lists.

This page contains all the same lists as the standard List &
Codes Maintenance page but enables Administrators to
manage these large lists more efficiently.

Note: Refer to the RiskMan Managing Lists & Codes Guide for
more information. The permission to this menu item can be
changed and the menu item itself can be moved to appear under
or above the List & Codes Maintenance menu, by contacting
RiskMan Support

Auto-Update List

This page displays the list of updates that have not been
applied to your RiskMan system. These updates are
fixes/changes that have been done by RiskMan that may
affect your system. On logging onto RiskMan, a RiskMan
Administrator would automatically see these updates. If
they choose not to proceed with the updates, they will still
be available to update at a later stage on this page

® | Q| My workspace | Management | Administration | Reports | Melp | Log out USER: System Manager (Manager]

Messoge fomweopage |NNUNNNNNN

There s 1 update available for your RiskMan system, click Ok to
feview it or "Cancel” to skip

power

Example: The message a RiskMan Administrator receives if there is
an update to RiskMan. If the user presses OK a list of new and old
updates that have already been applied to that version will
appear. This list can also be viewed from the Auto-Update page

To apply the updates manually
1. Select Tools -> Auto-Update List

2. Press the Apply Update button
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