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Introduction

Ignite On-Demand (IOD) is a flexible, easy-to-use, web-based patient education application thatis the
administrative tool for Ignite on FHIR (IoFHIR). This Administration Guide provides guidance on the
functionality available to application administrators (Account Managers and Group Managers) in |OD.

User Roles & Privileges

There are three types of roles available in IOD; however, only two (Account Manager and Group Manager)
willbe applicable forloFHIR clients. Each userrole has its own set of privileges.

e AccountManager: a specially appointed clinician or educator who is usually the main point of
contact for WebMD Ignite. The Account Manager oversees the IOD application and works with
WebMD Ignite to configure IOD so loFHIR functions efficiently for the organization.

e Group Managers: Group Managers are usually department heads or subject matter experts
appointed by the Account Manager. Group Managers may be given permissions for limited
administrative functions.

User Levels & Permissions

Custom Content Builder (if licensed) Yes Optional
Folder Management Create Optional
Edit
Delete
Block/Unblock Documents Yes Optional
Change Initial Blocking State Yes No
Change Protocol Values Yes Optional
Folder Color Red Orange

Two IOD useraccounts cannot be loggedin on the same computer at the same time. For sharing of
workstations, users must log off whenwork is complete so anotheruser canlogin.

Tolog off, click the “Log Out” button or close the browser. No other actions, except for the automatic
time-out, will cause the Account Manager session to close.
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Account Manager User Interface

Whenlogginginto IOD (www.kramesondemand.com), the Account Administration Page (Admin Page)
should be the first thing the Account Manager sees. If not, simply click on the “Account Administration”
linkinthe gray navigation bar at the top of the IOD application.

Basic Setup and Customization Options*

The following functions are available to the IOD Account Manager:

Account Administration
Account Name: General Hospital

e HealthSheet Management [P ——————

Block/Unblock HealthSh
o Block/Unblock roeck ResEnehes
Export HealthSheet list
HealthSheets

o ExportHealthSheet
list

Change protocol values

Facility Management
Add a new facilty
o Change protocol

Add/Remove users to/from facility
values

Move users between facilties

Select a facility to edit or delete:

[General rospnal anvex o1 v | [IEZIEN BTN

Group Management

Add a new group
Select a group to edit or delete:

[Cardioiogy il =air | peete |

e User Administration User Administration

Add a new user

o Addanewuser

Manage users from file
o Selectausertoedit Select 3 user to edit or delete
ordelete [Accountmanager v | [T BTN

Administration Toolkit

e Administration Toolkit

Configuration and Settings Permissions
) Account Logo Folders
o Configurationand Enhamod Security Settings Reports
atient Documentation
. A
Settmgs User Start Page ccount Uszge

Message Configuration

o Permissions

*Some of the functions on the Admin Page have intentionally been left out of this Administration Guide
because they do not pertain to the loFHIR solution.
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HealthSheet™ Management

Block/Unblock HealthSheets

One of the features available in [oFHIR is the ability to block education resources that may not comply
with an organization’s standards of care. An Account Manager canuse |OD to block any education
resource users should notaccessinloFHIR. Blocked resources can be made available again by simply
unblocking themin IOD.

Setting the HealthSheet Blocking Rules

The HealthSheet Blocking Rules feature in IOD lets you control the way in which new and revised
HealthSheets are added to your account. The initial blocking rules are a one-time setting that determine
whethernew andrevised HealthSheets are:

e Blocked - allows new and revised documents to be reviewed by the Account Manager (or
clinicians) before unblocking for general use.

e Unblocked - new andrevised documents are immediately available to all users as soon as they are
added to the system.

The default settingis Unblocked. To change the setting to Blocked, follow these steps:

1. Under “HealthSheet Management,” click “Block/Unblock HealthSheets” and the Block/Unblock
HealthSheets Page will appear.

Block/Unblock HealthSheets

HealthSheet Blocking Rules

New HealthSheets will be: -'Blocked ‘®'Unblocked
Revised HealthSheets will be: ~'Blocked ‘®Unblocked

2. Clicktheradiobuttonlabeled “Blocked” for New HealthSheets and/or Revised HealthSheets and
click “Save.”

a. Blockingnew HealthSheets prevents any new HealthSheets from being available to
general users until they have been unblocked.

b. Blockingrevised HealthSheets prevents any HealthSheets that have undergone revisions
from being available to general users until they have been unblocked. Any unblocked
existing version of a HealthSheet will still be available to users.

To change the setting back to Unblocked, repeat these steps but choose the Unblocked radio button(s)
instead of the Blocked radio button.

Most IOD clients choose to leave the Blocking Rules at the default setting of “Unblocked” because they
trust our editorial policies/processes and our commitment to keeping education current and up-to-date,
and they do not want to have tologinto IOD toreview and release documents every time they are added
and/orrevised.
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The blocking of new HealthSheets and Revised HealthSheets also pertains to any custom content your
organization may have created. Any new custom documents will be blocked, and any revised custom
documents will be blocked. To unblock, follow the same steps on the following page from the Custom

Content Builder Page.

Blocking and Unblocking HealthSheets

In addition to the HealthSheet Blocking Rules, |IOD clients can also block/unblock HealthSheets onan as
needed basis. To block/unblock HealthSheets, perform the following steps:

1. Clickon “Block/Unblock HealthSheets” and the Block/Unblock HealthSheets Page will appear.

\

Export HealthSheet list

Change protocol values

HealthSheet™ Management

Block/Unblock HealthSheets

2. Ontheleftisalist of allthe Unblocked HealthSheet titles. Ontheright would be any HealthSheets

previously blocked.

3. Scrolldown the alphabeticallist of titles or use the filter function to locate the title(s) to be blocked.
If using the filter function, use a keyword that appearsin the title.

4. Clickonatitle toselectit. More than one title can be selected by holding the Control <CTRL> or

<SHIFT> keys.

= weMD Ignite”

Unblocked HealthSheets

Birth Control Options

Birth Control Options: For Teens

Birth Control, How it Works

Birth Control: Time-Release Hormones
Condoms, Birth Control

Diaphragm and Cervical Cap, Birth Control
IUD (Intrauterine Device), Birth Control

Natural Family Planning, Birth Control
Spermicides, Birth Control
The Pill, Birth Control

'_birth control

| @D G

Blocked HealthSheets

-

5. Click “Block >” to move title(s) to the right column or click “< Unblock” to move title(s) to the left
column. You can also unblock all titles by clicking “< Unblock All.”

6. Click “Save.”

*|OD indexes content four times a day, so changes to blocked and unblocked documents could take

several hours toindexandregisterin loFHIR.
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Exporting HealthSheet Lists

The Export HealthSheet List allows Account Managers to view a list of the licensed education and/or
download a text file containing a list of education titles and their ID numbers. The steps to export alist are
asfollows:

1. LoginasAccount Manager, navigate to the Admin Page and select “Export HealthSheet list” under
“HealthSheet Management”. The “Export HealthSheet List” screen appears.

Export HealthSheet List

Export Options

Which list would you like to export?
'Blocked only
~'Unblocked only
® All (blocked and unblocked)

How would you like to export the HealthSheet list?
®'Print to screen
~'Download as an Excel file

Export List Jlll Cancel |

2. Onthe “Export HealthSheet List”, select the list you want to export:
a. Blockedonly
b. Unblocked only
c. All(blockedandunblocked)

3. Choose the export destination:

a. Printtoscreen:View thelistonscreen. You canthen copy the list from the screen and
paste into a spreadsheet orword processing application.

b. Download as aMicrosoft® Excel file: Download a file to your hard drive that canbe
openedin aspreadsheet orword processing application.

4. Click “Export List.”

Export HealthSheet List
Document ID  Status Title
82203 BLOCKED | Birth Control Options
82203 BLOCKED | Birth Control Options
82367 BLOCKED | Anterior Cruciate Ligament (ACL) Injuries, Treating
82367 BLOCKED | Anterior Cruciate Ligament (ACL) Injuries, Treating
82471 BLOCKED | Asthma, Controlling Your Triggers: Allergens
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Changing Protocol Values on HealthSheets

Parameters for Changing Protocol Values

e The editable protocolvalue feature only applies to HealthSheets.

e NotallHealthSheets have editable values; only those that have the pencilicon next to them when
the Account Managerisloggedinto IOD.

e The WebMD Ignite value in the dialog box tells you the value originally assigned by WebMD Ignite.

e Changingthe Protocol Value in an English document does not change it in any corresponding
languages, so Protocol Values must be changed for each available language (e.g., Englishand
Spanish).

IOD allows certain protocol values in the HealthSheets to be modified to conform with your organization’s
standards. Only Account Managers and Group Managers who have been given permission can change
protocolvalues. When avalue is changed, the new value appears any time the sheet is viewed or printed.

To change avalue in a HealthSheet, follow these steps:

1. Usethe searchfield at the top of the page to find the desired HealthSheet. HealthSheets with
editable values are indicated with a pencilicon.

Search Results

Action

v v v v v_m

Actions Text Size Language Print Duplicate Transcripts

Results Returned: Showing 100 of 1576 documents for search term 'infection’

HealthSheets (72) | Lab Tests (26) | Diseases and Conditions (2)
Document Name Languages

[l vRE Infection £ EN, SP

j Preventing the Spread of Infection: Understanding Isolation Procedures EN, 5P, ‘_\[i' FR, PL,

:lUrlde. tanding Red Eye: Treating the Infection EN, SP

[2] Hepatitis A (HAV) Infection EN, SP

j Clostridium difficile Infection EN, SP, l’;’l:, FR, TA,

j(andida Infection: Thrush EN, 5P
[5] staph Infection (non-MRSA) £ EN, SP
[2) vaginal Infection: Yeast (Candidiasis) EN, SP
[l € coli Infection £ EN, SP
j Salmonella Infection (Salmonellosis) 2 EN, SP

2. Clickonthe desired editable HealthSheet title to preview the document.

3. Atthetop of the HealthSheet, you’ll see instructions for changing a value. The instructions do not
appearinthe HealthSheetin loFHIR.

# This sheet contains editable values.
To customize a value, click on the desired field and enter a new value.

Key: D KODI default values . Your customized values
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4. Editable values are highlightedin a gray or blue boxin the body of the text. A gray boxindicates the
original WebMD Ignite value and a blue box indicates a value that has been modified.

e Tips for good handwashing:

o Use warm water and plenty of soap. Work up a good lather.

o Clean vour whole hand. under your nails. between your fingers. and up your wrists.
o Wash for at least |15 to 30| seconds. Don’t just wipe. Scrub well.
=]
=]

Rinse. letting the water run down your fingers. not up your wrists.
Dry your hands well. Use a paper towel to turn off the faucet and open the door.

e Tips for good handwashing:
o Use warm water and plenty of soap. Work up a good lather.
Clean vour whole hand. under vour nails. between vour fingers. and up your wrists.
Wash for at least m seconds. Don’t just wipe. Scrub well.
Rinse. letting the water run down your fingers. not up vour wrists.
Dry vour hands well. Use a paper towel to turn off the faucet and open the door.

o o o ©

5. Tochange avalue, click onthe gray or blue box.

6. Inthe dialogbox, enteryournew value inthe “Account value” box.

& https://www.kramesondemand.com/ut

.

Change Default Values

To change this value for your account,
enter the new value in the box and
click Save.

Account value: |10 - 25
Krames value: 15 to 30

7. Click“Save.”
The new value will appear whenever the HealthSheet is viewed or printed.

You canreset a changed protocol value back to the original WebMD Ignite default value by selecting the
blue value box and re-entering the original value or by clicking the “Reset” button.

ALL CONTENTS ARE CONFIDENTIAL
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User Administration

Adding a New User
An Account Manager may use this function to add other administrators - Account Manager and/or

Group Manager.

1. LoginasAccount Manager, navigate to the Admin Page and select “Add a new user” under “User
Administration.” The “Add a User” screen appears.

2. Complete theinformation onthe “Add a User” screen (blue shaded fields are required).

Last Name and First Name
UserName: Must be unique.

UserType: Definesthe user’srole.

o 60 o 9o

Password: Create a password according to your organization’s protocol. Users may be
required to change their password the first time theyloginif “User can change Password”
is enabledin General Permissions.

e. UserStatus: Select “Account Active” to activate a user. Users are either active orinactive
and cannot be deleted once created.

3. Under General Permissions, select the permissions you want the user to have.

a. Usercanchange password: Allows the userto change the password associated with
theirusername.

b. Usercancreate bookmarks and folders: Allows Group Manager to create custom folders
and bookmarks. Bookmarks are the documents within a custom folder.

Add a User

Add a User
Select A User

Show Active Only  *

[earch Users | how an |
accountmgr -
accountmgr2
AcctMgr
bjones b

Edit "...

[[] required fields shaded

Facility: - None - - Group: - Nome - ¥

Last Name: First Name: ]
Middle Name: Cradentials: |:|

User Name: Usar Type: User ¥

Password: @ [ Confirm Password: [:l

E-mail Address: [ ]

Phane Number:

User Status: #IAccount Active
Locked (Enhanced Security failed login counting is not enabled)
Enable Emergency Access Rights

General Permissions
User can change password: Yes ¥
User can create bookmarks and folders: | ves v

4. Click “Add User”.
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Folder Management

Your organization can create custom folders within Ignite On-Demand that will appearin loFHIR. These
custom folders can be populated with any licensed education type (HealthSheets, Exit-Writer,
Medications, Videos, etc.), as well as any custom content your organization may have created via the
Custom Content Builder (CCB) module.

Ignite On-Demand and loFHIR have different folder structures.

Account
Folders - Account folders are red. They are set up and
modified by the Account Manager.
Folders are NOT
Group Iﬂ Group folders are orange. They are set up and distinguished by colorand
Folders modified by the Group Manager but can also be their contents are available to
managed by Account Managers. allusersinloFHIR.
User o
Folders L User folders are yellow. They are set up and

modified by general users of IOD. Other general
users who are members of the same group can view
these folders, print sheets, add/delete bookmarks,
and rename or delete the folders themselves.

Itisrecommended you NOT give general users permission to create and manage foldersin IOD because
your organization’s folder structure can quickly get out of hand. Itis okay to give select users folder
permissions if they are a subject matter expert and you would like them to create folders directly instead
of requesting an Account Manager or Group Manager create them.

Manage Your Folders

Use the Folders page to add, rename, or delete a folder. Folders are used to save links to HealthSheets
and Drug Information Sheets you use frequently, so you can find them quickly and print one or multiple
sheets in one operation.

Action
[Print v | [Normal ¥ | [English ¥ | [No Duplicate ¥ | [Include v | |20
Actions Text Size Language Print Duplicate  Transcripts
a Folder/Document Name Available Languages

[ @ Circulation

() @@ Educating Patients

() @@ spanish sheets dermatology

) @@ using Healthcare Facilities--for Patients
) @ Foot Ulcer Discharge

() @ Intensive Care for Families

() @ using the ER, for Patients

[ 2 Asthma

) (3 cAD for EX CNT

(J (32 cholesterol
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Creating and Managing Folders

The process for creating, editing, and deleting folders is the same whether you are an Account Manager or
a Group Manager; however, the rights to manage the different types of folders differs depending on the
type of user who creates them.

The rules formanaging folders are as follows:
e AccountLevel Folders (Red) can only be managed by an Account Manager.
e Group Level Folders (Orange) can be managed by Group Managers and by Account Managers.

Folder coloris based ontherole of the user (Account/Group Manager) logged into |IOD when the folderis
created. Folders are not differentiated in IoFHIR, so these colors will not be visible to end-users.

All folder functionality is managed from the Manage Your Folders Page. Navigate to this page by clicking
the “Folders” tab on the toolbar. From this page, folders can be Created, Renamed, Moved, or Deleted.

The folder management options in the left-hand Navigation bar (Create, Rename, Move and Delete) are
black when active and gray wheninactive.

Browse Folders Medications Custom Content

|Account Name: General Hospital Education Cart W
FOLDERS Manage Your Folders
> Create New Folder  ;c¢ the Folders page to add, rename, or delete a folder. Folders are used to save links to HealthSheets
e P and Drug Information Sheets you use frequently, so you can find them quickly and print one or multiple
e SNEEES i ONE operation.
» Move Folder or
Item l Selected bookmarks were successfully deleted! I
» Delete Folder or
Item .
. Action
Folder Library [Print v | [normal v | [English v | [No Duplicate ¥ | [include v | (Y
N Actions Text Size Language Print Duplicate Transcripts
A Ii!Jrarv of popular
topics that can be | Folder/Document Name Available Languages
copied to your own
folders. @ circulation

O
» View Folder Library O @ Educating Patients
EEEEE—— @ 80 Spanish sheets darmatelony

) @ using Healthcare Facilitiesfor Patients
) @ Foot Ulcer Discharge

[ @ 1ntensive Care for Families

) @ using the ER, for Patients

O (3 Asthma

Help
}mm kon xey I
» View Language Key .
> Help with Folders .

Folders at the same level cannot have the same name. For example: If the Account Level folder “Asthma,”
exists, asecond Account Level foldernamed Asthma cannot be created. A Group Folder named Asthma
CAN be created; however, in loFHIR the Group Folder named Asthma will look the same as the Account
Manager Asthma folder, so they will be indistinguishable from one another.
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Create New Folder

To create a Top Level (Root) Folder, be sure no other folderis selected (A selected folder will be
highlightedin gray).
1. Click “Create New Folder” under FOLDERS in the left-hand menu bar. ANew Folder will be created
atthe Root Level.

FOLDERS Manage Your Folders

> Create New Folder ] Use the Folders page to add, rename, or delete a folder. Folders are |
frequently, so you can find them quickly and print one or multiple shd

» Rename Folder

* Move Folder or Action

Item
Print ¥ | INormal ¥ || English ¥ | | No Duplicate V¥

» Delete Folder or
Item

Actions Text Size Language Print Duplicate

2. Type the name of the folderinto the Folder Name box and hit Enter.

n Folder/Document Name

@ Anemia
@ cardiology
@ cwr

Anested folder - or subfolder - is simply a folder created within another folder. To create a nested
folder:

1. Selectthe folderin whichto create a New Folder by clicking on that folder’'s name. The selected
folder will be highlightedin gray.

_| @@ Anemia
_ @ cardiology
| @@ Acute Myocardial Infarction
O @ Anatomy & Physiology
| @@ Arrhythmias/Electrophysiology

2. Click “Create New Folder” under FOLDERS in the left-hand menu bar. ANew Folder will be created
within the selected folder.

3. Typethe name of the folderinto the Folder Name box and hit Enter.

—— T

@ Anemia

@ Cardiology
@ Acute Myocardial Infarction
@ Anatomy & Physiology
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Rename Folder

Rename a folder by highlighting the folder, clicking “Rename Folder” in the left navigation bar, typing the
new foldername into the Folder Name box and hitting enter.

Move Folderorltem

Folders and documents can be moved within and between folders. Moving a folder automatically moves
any other folders oritems contained withiniit.

1. Select afolderordocument(s) by checking the boxbeside it. This will activate the “Move Folder or
ltem” option under FOLDERS in the left-hand menu bar. Multiple folders and/ or documents can be
selected to move; however, they allmust move to the same new location.

o Folder/Document Name Available Languages
) @ Asthma
([ @@ Asthma and Your Child: All About Asthma
) @@ Adult
L/ @ Triggers
L4 D Allergens, Controlling Your Triggers ERSE
=8| Asthma Triggers, Controlling: Animals e
EN, SP

L4 D Asthma Triggers, Controlling: Dust Mites in the
Bedroom

ol Asthma Triggers, Controlling: Dust Mites in the Home

[ D Asthma Triggers, Controlling: Irritants EN, SP, CH, FR, TA, VI

2. Clickthe “Move Folder or ltem” option under FOLDERS in the left-hand menu bar. The list of
selected folders and/or documents appears at the top of the page just under the Manage Your
Folders title.

Manage Your Folders

Choose the folder you want to place the selected items in.
Allergens, Controlling Your Triggers

Asthma Triggers, Controlling: Animals
Asthma Triggers, Controlling: Dust Mites in the Bedroom

Available Folders

@@ Asthma

3. There are three options for moving a folder ordocument:

a. “AddtoRoot(Top Level).” Only folders canbe added to the Root Level. Click on “Add to
Root” to add afolder to the top level.

b. “Addto Selected Folder” adds the folder or document(s) to the selected folder. Click on
afolderto selectit and thenclick onthe “Add to Selected Folder” button.

c. “AddtoNew Folder” by naming the new folder and clicking the “Add to New Folder”
button. Anew folder canbe created onthe Root (Top) level or within a selected folder.
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Delete Folderorltem

Deleting a folder automatically deletes any other folders ordocuments contained withiniit.

1. Selectafolderordocument(s) by checking the boxbeside it. This will activate the “Delete Folder or
ltem” option under Folders in the left-hand menu bar. More than one folder oritem can be selected
for deletion. Inthis example, the “Asthma” folder and its nested folders have been selected.

() @ Intensive Care for Families

) @ using the ER, for Patients

¥ {3 Asthma
¥ (1 Asthma and Your Child: All About Asthma
@ (1 Triggers

CJ 2 cAD for EX CNT

2. Clickthe “Delete Folder orltem” optionin the left-hand menu bar.

3. Ascreenwilllistthe folders and items that you have selected for deletion and ask if you are sure you
want to delete.

4. Clickon“Delete Allltems Shown” to proceed or “Cancel” to stop.

Folder Library

In addition to being able to create your own folders, your organization can copy the WebMD Ignite folders
thatreside on the Browse Page of IOD. You may want to use this functionality to create a custom folder
thatis already populated, instead of starting from scratch.

1. Select “View Folder Library” under Folder Library in the left-hand menu bar, which brings up the
WebMD Ignite Folder Library.

2. Clickinthe box(es) next to the folders you wish to copy and then click on the “Copy Library Folder”
link under Folder Library in the left-hand menu bar.

Browse Folders Medications Custom Content
Account Name: General Hospital Education Cart ¥
Folder Library Manage Your Folders

A library of popular
topics that can be
copied to your own
folders.

Use the Folders page to add, rename, or delete a folder. Folders are used to save links to HealthSheets and Drug Information Sheets you use
frequently, so you can find them quickly and print one or multiple sheets in one operation.

Folder Library
» Copy Library Folder
L Folder/Document Name Available Languages

Help (2 anatomy & Physiology
(2 asthma

# (1 cardiclogy
(23 core Measures
(2 permatology

# (2) piabetes
(1 pischarge Instructions
2 ED/Trauma

¥ [ Gastroenterology
1 General Surgery

» View Icon Key
» View Language Key
» Help with Folders

3. Oncethe WebMD Ignite folder has been copied to the Folders Page, you can modify it to meet the
needs of your organization.

Itis notrecommended to copy too many folders all at one time. If your organization plans to copy multiple
folders, do soin small batches so as not to overwhelm 1OD.
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Populating Folders

Once folders have been created, they can be populated with any licensed education, along with any
custom content your organization may have created. Top-Level or nested folders can be selected.

1. Browse or Search forthe document(s).
. Select the desired document(s).

2
3. Choose “Add to Folder” from the Actions Drop-Down Box
4. Clickthe orange “Go” button, which loads the Manage Your Folders Page.

Manage Your Folders

Choose the folder you want to place the selected items in.

Cardiac Rehabilitation: Following an Exercise Program
When Your Child Has a Cardiac Arrhythmia
Cardiac Rehabilitation

Available Folders

@@ Anemia

@ Cardiology

@3 CHF

@@ Core Measures

@ Gastroenterology

@ Gastroenterology Copy 1
@ Infectious Diseases

@8 Mental Health

@@ New Folder

@ Oncology

@ Pyelonephritis

@ Rehabilitation

3 Stroke

@ Ynderstanding Healthcare Facilities, for Patients
@ Vascular Disease

(23 Group Folder

] User Folder

Name: | |
Add to Root [ll Add to Selected Folder Jll Cancel |

5. Toaddthe documentsto an existing folder, click on the folder. The icon next to the folder will
change from appearing closed to appearing open. Click on the orange “Add to Selected Folder”
button.

6. Toadd documentsto afolderyetto be created, type the name of the folderinto the Folder Name
box and click on the orange “Add to New Folder” button.

ALL CONTENTS ARE CONFIDENTIAL
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Education Cart

Add multiple documents to a new or existing folder by using the Education Cart. Instead of choosing Add
to Folder from the Actions Drop-Down Box and clicking the orange “Go” button, choose Education Cart
from the Actions Drop-Down Box and click the orange “Go” button. Do this as many times as needed to
fill your Education Cart with the documents you want to add to a folder. Go to the Education Cart where
the documents should already have check marks next to them. Follow steps three through six under
Populating Folders.

Administration Toolkit

The Administration Toolkit contains three sections - “Configuration and Settings,” “Permissions” and
“Reports”. loFHIR functionality is only dependent upon Account Logo under Configuration and Settings
and Folders under Permissions. All other functionality is for [OD only.

Administration Toolkit

Configuration and Settings Permissions
Recount Log3
PatermMDTCumentation Reports

User Start Page
Content Export
Message Configuration

Account Usage

Managing Logos

Account Managers can upload a single logo for use within theirloFHIR account. From the Admin Page:
1. Select “Account Logo” under “Configurations and Settings” in the Administration Toolkit.

2. Selectanewlogo by clicking the “Choose File” button and browsing your computer or network for
alogofile.

Account Logo Management

Acgomint Lo

eyt | O WD Ignite

“ . EDUCATION

Select a new file bo REFLACE this boga: | Choose Fil | Mo fle dhosen |

Logo files need to be in the jpg or .o format with the following dimersions: 250u85 plels. Logo files shauld be swved using the RGB
color scheme. Krames On-Demand does not support four color processes (CMYKC). If wou Rave any questions regarding which color
process your logo has been sawed In, please contack the Krames Or-Cemand belp desk at helo@krames.com.

3. Selectthe correct file and click “OPEN” or simply double click the logo. The file location will be
added automatically into the box next to “Logo to use:”

4. Clickthe “Save” button to save this choice or “Cancel” to return to the Admin Page without saving
your choice.
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Folder Permissions

Account Managers can specify which users have permission to create and manage folders. Permissions
canbe given when creating a user (see pagelO) or from the Permissions section on the Admin Page.

Setting the Folder Permission Rules

The Folder Permission Management feature in IOD lets you control the permissions given to new users
and new group managers created through User Administration (see page 10).

e “Enabled” - The default setting for new user accounts enables permissions to create folders and
bookmarks.

e “Disabled” - The default setting for new user accounts will disable the ability to create folders and
bookmarks.

The recommended setting is Disabled so new users and/or group managers are not inadvertently given
permission to manage folders. Itis easierto remember to turn permissions onrather thanrememberto
turn permissions off. From the Admin Page:

1. Select “Folders” under “Permissions” in the Administration Toolkit and the_Folder Permission
Management Page appears.

Folder Permission Management

Folder Permission Rules

New Users will have permission to create Bookmarks and Folders:
*'Enabled
Disabled

New Group Managers will have permission to create Bookmarks and Folders:
® Enabled
- Disabled

Enabled: Group Managers and Users Disabled: Group Managers and Users

AccountManager - rubens -
accountmgr H URAC

accountmgr2
AcctMagr

o < Enable |
cgs [ Disable All > |

DB MGR

demouser < Enable All |

Diabetes User
|diabetesmar v | Ml

2. UnderFolderPermission Rules, click the “Enabled” radio button or the “Disabled” radio button to
establish the default folder permissions value when New Users and New Group Managers are
created.

3. Click “Save.”
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Enabling and/or Disabling Folder Permissions

In addition to the Folder Permission Rules, IOD clients can also enable or disable folder permissions on an

as neededbasis. From the Admin Page:

1. Select “Folders” under “Permissions” in the Administration Toolkit and the Folder Permission
Management Page appears.

2. Scantheleft-hand column to identify users who have permission to manage folders and the
right-hand column to identify users who do not have permission to manage folders. Move users
back and forth accordingly using the orange function buttons between the two columns.

3. Click“Save”.

If an Account Manager or Group Manager who has been given folder management permission via User
Administration cannot see the Folders functionality below when they loginto IOD, navigate to the Eolder
Permission Management Page to make sure the user name is in the Enabled column. If not, move the user
name from the Disabled column to the Enabled column and have the user try again.

FOLDERS Manage Your Folders

> Create New Folder Use the Folders page to add, rename, or delete a folder. Folders are |

» Rename Folder frequently, so you can find them quickly and print one or multiple she
> Move Folder or Action

Item
Print ¥ | |Normal V¥ || English ¥ | | No Duplicate ¥
> Delete Folder or

Item Actions Text Size Language Print Duplicate

Using Folder Permissions Via User Administration

You can also configure folder permissions through User Administration on the Admin Page (see page 10).

1. Under “User Administration,” locate the user to edit (users are broken into two subcategories -
Active and Inactive - and are listed alphabetically under each) in the drop-down box and click the
orange “Edit” button.

User Administration

Add a new user

Manage users from file

Select a user to edit or inactivate:

[Active Only ¥ || aluna v | m

2. Clickonthe “User can create bookmarks and folders” drop-down and choose “Yes” or “No” to set
the user’s folder permissions.

General Permissions

User can change password: 'Yes v |
User can create bookmarks and folders: Yes ¥
User can view blocked HealthSheets and edit hotfields: | Yes v |
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