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Introduction
IgniteOn-Demand (IOD) is a flexible, easy-to-use,web-basedpatient education application that is the
administrative tool for IgniteonFHIR (IoFHIR). ThisAdministrationGuideprovidesguidanceon the
functionality available to application administrators (AccountManagers andGroupManagers) in IOD.

User Roles&Privileges
There are three typesof roles available in IOD; however, only two (AccountManager andGroupManager)
will be applicable for IoFHIRclients. Eachuser role has its ownsetofprivileges.

● AccountManager: a specially appointedclinicianor educatorwho is usually themainpoint of
contact forWebMD Ignite. TheAccountManageroversees the IODapplication andworkswith
WebMD Ignite toconfigure IODso IoFHIR functionsefficiently for theorganization.

● GroupManagers:GroupManagers are usually department headsor subjectmatter experts
appointedby theAccountManager.GroupManagersmaybegivenpermissions for limited
administrative functions.

User Levels&Permissions

AccountManager GroupManager

CustomContentBuilder (if licensed) Yes Optional

FolderManagement Create
Edit

Delete

Optional

Block/UnblockDocuments Yes Optional

Change Initial BlockingState Yes No

ChangeProtocol Values Yes Optional

FolderColor Red Orange

Two IODuser accounts cannotbe logged inon the samecomputer at the same time. For sharingof
workstations, usersmust logoffwhenwork is complete soanother user can log in.

To logoff, click the “LogOut” buttonor close thebrowser. Noother actions, except for the automatic
time-out,will cause theAccountManager session toclose.
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AccountManagerUser Interface
When logging into IOD (www.kramesondemand.com), theAccountAdministrationPage (AdminPage)
shouldbe thefirst thing theAccountManager sees. If not, simply clickon the “AccountAdministration”
link in thegray navigationbar at the topof the IODapplication.

BasicSetupandCustomizationOptions*
The following functions are available to the IODAccountManager:

● HealthSheetManagement

o Block/Unblock
HealthSheets

o ExportHealthSheet
list

o Changeprotocol
values

● User Administration

o Addanewuser

o Select a user toedit
or delete

● Administration Toolkit

o Configuration and
Settings

o Permissions

*Someof the functionson theAdminPagehave intentionally been left out of thisAdministrationGuide
because theydonotpertain to the IoFHIR solution.
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HealthSheet™Management

Block/UnblockHealthSheets

Oneof the features available in IoFHIR is the ability toblockeducation resources thatmaynot comply
with anorganization’s standardsof care. AnAccountManager canuse IOD toblockanyeducation
resourceusers should not access in IoFHIR. Blocked resourcescanbemadeavailable againby simply
unblocking them in IOD.

Setting theHealthSheetBlockingRules

TheHealthSheetBlockingRules feature in IOD lets youcontrol theway inwhich newand revised
HealthSheets are added to your account. The initial blocking rules are aone-timesetting thatdetermine
whether newand revisedHealthSheets are:

● Blocked -allowsnewand reviseddocuments tobe reviewedby theAccountManager (or
clinicians) before unblocking for general use.

● Unblocked–newand reviseddocuments are immediately available to all users as soonas they are
added to the system.

Thedefault setting isUnblocked. Tochange the setting toBlocked, follow these steps:

1. Under “HealthSheetManagement,” click “Block/UnblockHealthSheets” and theBlock/Unblock
HealthSheetsPagewill appear.

2. Click the radiobutton labeled “Blocked” forNewHealthSheets and/or RevisedHealthSheets and
click “Save.”

a. BlockingnewHealthSheetsprevents any newHealthSheets frombeingavailable to
general users until they havebeenunblocked.

b. Blocking revisedHealthSheetsprevents anyHealthSheets that haveundergone revisions
frombeingavailable togeneral users until they havebeenunblocked. Any unblocked
existing versionof aHealthSheetwill still be available to users.

Tochange the settingback toUnblocked, repeat these stepsbut choose theUnblocked radiobutton(s)
insteadof theBlocked radiobutton.

Most IODclients choose to leave theBlockingRules at thedefault settingof “Unblocked”because they
trust our editorial policies/processes andour commitment to keepingeducationcurrent andup-to-date,
and theydonotwant to have to log into IOD to reviewand releasedocuments every time they are added
and/or revised.
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Theblockingof newHealthSheets andRevisedHealthSheets alsopertains to anycustomcontent your
organizationmayhavecreated. Any newcustomdocumentswill beblocked, andany revisedcustom
documentswill beblocked. Tounblock, follow the samestepson the followingpage from theCustom
ContentBuilder Page.

BlockingandUnblockingHealthSheets

In addition to theHealthSheetBlockingRules, IODclients canalsoblock/unblockHealthSheetsonanas
neededbasis. Toblock/unblockHealthSheets, perform the following steps:

1. Clickon “Block/UnblockHealthSheets” and theBlock/UnblockHealthSheetsPagewill appear.

2. On the left is a list of all theUnblockedHealthSheet titles. On the rightwouldbeanyHealthSheets
previously blocked.

3. Scroll down thealphabetical list of titlesor use thefilter function to locate the title(s) tobeblocked.
If using thefilter function, use a keyword that appears in the title.

4. Clickona title to select it. More thanone title canbe selectedbyholding theControl <CTRL>or
<SHIFT> keys.

5. Click “Block>” tomove title(s) to the right columnor click “<Unblock” tomove title(s) to the left
column. Youcanalso unblockall titlesbyclicking “<UnblockAll.”

6. Click “Save.”

* IOD indexescontent four timesaday, sochanges toblockedandunblockeddocuments could take
several hours to index and register in IoFHIR.
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ExportingHealthSheet Lists

TheExportHealthSheet List allowsAccountManagers to viewa list of the licensededucation and/or
downloada text file containinga list of education titles and their ID numbers. The steps toexport a list are
as follows:

1. Log in asAccountManager, navigate to theAdminPageandselect “ExportHealthSheet list” under
“HealthSheetManagement”. The “ExportHealthSheet List” screenappears.

2. On the “ExportHealthSheet List”, select the list youwant toexport:

a. Blockedonly
b. Unblockedonly
c. All (blockedandunblocked)

3. Choose theexport destination:

a. Print to screen: View the list on screen. Youcan thencopy the list from the screenand
paste into a spreadsheetorwordprocessingapplication.

b. Downloadas aMicrosoft®Excel file: Downloadafile to your harddrive that canbe
opened in a spreadsheetorwordprocessingapplication.

4. Click “Export List.”
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ChangingProtocol ValuesonHealthSheets

Parameters forChangingProtocol Values

● Theeditableprotocol value featureonly applies toHealthSheets.

● Not all HealthSheets haveeditable values; only those that have thepencil iconnext to themwhen
theAccountManager is logged into IOD.

● TheWebMD Ignite value in thedialogbox tells you the valueoriginally assignedbyWebMD Ignite.

● Changing theProtocol Value in anEnglishdocumentdoesnot change it in anycorresponding
languages, soProtocol Valuesmustbechanged for eachavailable language (e.g., English and
Spanish).

IODallowscertainprotocol values in theHealthSheets tobemodified toconformwith your organization’s
standards.OnlyAccountManagers andGroupManagerswhohavebeengivenpermissioncanchange
protocol values.Whena value is changed, thenewvalue appears any time the sheet is viewedorprinted.

Tochangea value in aHealthSheet, follow these steps:

1. Use the searchfield at the topof thepage tofind thedesiredHealthSheet. HealthSheetswith
editable values are indicatedwith apencil icon.

2. Clickon thedesirededitableHealthSheet title topreview thedocument.

3. At the topof theHealthSheet, you’ll see instructions for changinga value. The instructionsdonot
appear in theHealthSheet in IoFHIR.
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4. Editable values are highlighted in agrayorbluebox in thebodyof the text. Agraybox indicates the
originalWebMD Ignite value andabluebox indicates a value that hasbeenmodified.

5. Tochangea value, clickon thegrayorbluebox.

6. In thedialogbox, enter your newvalue in the “Account value”box.

7. Click “Save.”

Thenewvaluewill appearwhenever theHealthSheet is viewedorprinted.

Youcan reset a changedprotocol valueback to theoriginalWebMD Ignitedefault valueby selecting the
blue valueboxand re-entering theoriginal valueorbyclicking the “Reset” button.
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User Administration

AddingaNewUser
AnAccountManagermayuse this function toaddother administrators –AccountManager and/or
GroupManager.

1. Log in asAccountManager, navigate to theAdminPageandselect “Addanewuser” under “User
Administration.” The “AddaUser” screenappears.

2. Complete the informationon the “AddaUser” screen (blue shadedfields are required).

a. LastNameandFirstName
b. UserName:Mustbeunique.
c. User Type: Defines theuser’s role.
d. Password: Create apasswordaccording to your organization’s protocol. Usersmaybe

required tochange their password thefirst time they log in if “User canchangePassword”
is enabled inGeneral Permissions.

e. User Status: Select “AccountActive” to activate a user. Users areeither activeor inactive
andcannotbedeletedoncecreated.

3. UnderGeneral Permissions, select thepermissions youwant theuser to have.

a. User canchangepassword: Allows the user tochange thepasswordassociatedwith
their user name.

b. User cancreatebookmarks and folders: AllowsGroupManager tocreatecustom folders
andbookmarks. Bookmarks are thedocumentswithin a custom folder.

4. Click “AddUser”.
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FolderManagement
Your organizationcancreatecustom folderswithin IgniteOn-Demand thatwill appear in IoFHIR. These
custom folders canbepopulatedwith any licensededucation type (HealthSheets, Exit-Writer,
Medications, Videos, etc.), aswell as anycustomcontent your organizationmayhavecreated via the
CustomContentBuilder (CCB)module.

IgniteOn-Demandand IoFHIR havedifferent folder structures.

IgniteOn-Demand Ignite on FHIR

Account
Folders Account folders are red. They are set upand

modifiedby theAccountManager.

Folders areNOT
distinguishedbycolor and
their contents are available to
all users in IoFHIR.

Group
Folders

Group folders areorange. They are set upand
modifiedby theGroupManagerbut canalsobe
managedbyAccountManagers.

User
Folders User folders are yellow. They are set upand

modifiedbygeneral usersof IOD.Other general
userswhoaremembersof the samegroupcan view
these folders, print sheets, add/deletebookmarks,
and renameordelete the folders themselves.

It is recommendedyouNOTgivegeneral userspermission tocreate andmanage folders in IODbecause
your organization’s folder structure canquickly getoutof hand. It is okay togive select users folder
permissions if they are a subjectmatter expert andyouwould like them tocreate foldersdirectly instead
of requestinganAccountManagerorGroupManager create them.
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CreatingandManagingFolders
Theprocess for creating, editing, anddeleting folders is the samewhether youare anAccountManageror
aGroupManager; however, the rights tomanage thedifferent typesof foldersdiffersdependingon the
typeof userwhocreates them.

The rules formanaging folders are as follows:

● Account Level Folders (Red) canonlybemanagedbyanAccountManager.

● GroupLevel Folders (Orange) canbemanagedbyGroupManagers andbyAccountManagers.

Folder color is basedon the roleof theuser (Account/GroupManager) logged into IODwhen the folder is
created. Folders are notdifferentiated in IoFHIR, so thesecolorswill notbe visible toend-users.

All folder functionality ismanaged from theManageYour Folders Page. Navigate to this pagebyclicking
the “Folders” tabon the toolbar. From this page, folders canbeCreated, Renamed,Moved, orDeleted.

The foldermanagementoptions in the left-handNavigationbar (Create, Rename,MoveandDelete) are
blackwhenactive andgraywhen inactive.

Folders at the same level cannot have the samename. For example: If theAccount Level folder “Asthma,”
exists, a secondAccount Level folder namedAsthmacannotbecreated. AGroupFolder namedAsthma
CANbecreated; however, in IoFHIR theGroupFolder namedAsthmawill look the sameas theAccount
Manager Asthma folder, so theywill be indistinguishable fromoneanother.
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CreateNewFolder

Tocreate a TopLevel (Root) Folder, be sure noother folder is selected (A selected folderwill be
highlighted ingray).

1. Click “CreateNewFolder” underFOLDERS in the left-handmenubar. ANewFolderwill becreated
at theRoot Level.

2. Type thenameof the folder into theFolderNameboxandhit Enter.

A nested folder –or subfolder - is simply a folder createdwithin another folder. Tocreate anested
folder:

1. Select the folder inwhich tocreate aNewFolder byclickingon that folder’s name. The selected
folderwill be highlighted ingray.

2. Click “CreateNewFolder” underFOLDERS in the left-handmenubar. ANewFolderwill becreated
within the selected folder.

3. Type thenameof the folder into theFolderNameboxandhit Enter.
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RenameFolder

Renamea folder by highlighting the folder, clicking “RenameFolder” in the left navigationbar, typing the
new folder name into theFolderNameboxandhittingenter.

MoveFolder or Item

Folders anddocuments canbemovedwithin andbetween folders.Movinga folder automaticallymoves
anyother foldersor itemscontainedwithin it.

1. Select a folder or document(s) by checking theboxbeside it. Thiswill activate the “MoveFolder or
Item”option under FOLDERS in the left-handmenubar. Multiple folders and/or documents canbe
selected tomove; however, they allmustmove to the samenew location.

2. Click the “MoveFolder or Item”option underFOLDERS in the left-handmenubar. The list of
selected folders and/or documents appears at the topof thepage just under theManageYour
Folders title.

3. There are threeoptions formovinga folder or document:

a. “Add toRoot (TopLevel).”Only folders canbeadded to theRoot Level. Clickon “Add to
Root” to adda folder to the top level.

b. “Add toSelectedFolder” adds the folder or document(s) to the selected folder.Clickon
a folder to select it and thenclickon the “Add toSelectedFolder” button.

c. “Add toNewFolder” by naming thenew folder andclicking the “Add toNewFolder”
button. A new folder canbecreatedon theRoot (Top) level orwithin a selected folder.
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Delete Folder or Item

Deletinga folder automatically deletes anyother foldersor documents containedwithin it.

1. Select a folder or document(s) by checking theboxbeside it. Thiswill activate the “Delete Folder or
Item”option underFolders in the left-handmenubar.More thanone folder or itemcanbeselected
for deletion. In this example, the “Asthma” folder and its nested folders havebeen selected.

2. Click the “Delete Folder or Item”option in the left-handmenubar.

3. Ascreenwill list the folders and items that youhave selected for deletion andask if youare sure you
want todelete.

4. Clickon “DeleteAll ItemsShown” toproceedor “Cancel” to stop.

Folder Library

In addition tobeingable tocreate your own folders, your organizationcancopy theWebMD Ignite folders
that resideon theBrowsePageof IOD. Youmaywant to use this functionality tocreate acustom folder
that is alreadypopulated, insteadof starting fromscratch.

1. Select “ViewFolder Library” underFolder Library in the left-handmenubar,whichbrings up the
WebMD Ignite Folder Library.

2. Click in thebox(es) next to the folders youwish tocopyand thenclickon the “Copy Library Folder”
link underFolder Library in the left-handmenubar.

3. Once theWebMD Ignite folder hasbeencopied to theFolders Page, youcanmodify it tomeet the
needsof your organization.

It is not recommended tocopy toomany folders all at one time. If your organizationplans tocopymultiple
folders, do so in small batches soas not tooverwhelm IOD.
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PopulatingFolders

Once folders havebeencreated, theycanbepopulatedwith any licensededucation, alongwith any
customcontent your organizationmayhavecreated. Top-Level or nested folders canbe selected.

1. BrowseorSearch for thedocument(s).

2. Select thedesireddocument(s).

3. Choose “Add toFolder” from theActionsDrop-DownBox

4. Click theorange “Go”button,which loads theManageYour Folders Page.

5. Toadd thedocuments to anexisting folder, clickon the folder. The iconnext to the folderwill
change fromappearingclosed toappearingopen. Clickon theorange “Add toSelectedFolder”
button.

6. Toadddocuments to a folder yet tobecreated, type thenameof the folder into theFolderName
boxandclickon theorange “Add toNewFolder” button.
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EducationCart

Addmultipledocuments to anewor existing folder by using theEducationCart. Insteadof choosingAdd
toFolder from theActionsDrop-DownBoxandclicking theorange “Go”button, chooseEducationCart
from theActionsDrop-DownBoxandclick theorange “Go”button. Do this asmany timesas needed to
fill your EducationCartwith thedocuments youwant to add toa folder. Go to theEducationCartwhere
thedocuments should alreadyhavecheckmarks next to them. Followsteps three through six under
PopulatingFolders.

Administration Toolkit
TheAdministration Toolkit contains three sections - “Configuration andSettings,” “Permissions” and
“Reports”. IoFHIR functionality is onlydependent uponAccount LogounderConfiguration andSettings
andFolders under Permissions. All other functionality is for IODonly.

Managing Logos
AccountManagers canuploada single logo for usewithin their IoFHIR account. From theAdminPage:

1. Select “Account Logo” under “Configurations andSettings” in theAdministration Toolkit.

2. Select a new logobyclicking the “ChooseFile” buttonandbrowsing your computer or network for
a logofile.

3. Select thecorrect file andclick “OPEN”or simplydouble click the logo. Thefile locationwill be
addedautomatically into theboxnext to “Logo touse:”

4. Click the “Save”button to save this choiceor “Cancel” to return to theAdminPagewithout saving
your choice.
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Folder Permissions
AccountManagers can specifywhich users havepermission tocreate andmanage folders. Permissions
canbegivenwhencreatingauser (seepage10) or from thePermissions sectionon theAdminPage.

Setting theFolder PermissionRules

TheFolder PermissionManagement feature in IOD lets youcontrol thepermissionsgiven tonewusers
andnewgroupmanagers created throughUser Administration (seepage 10).

● “Enabled” – Thedefault setting for newuser accounts enablespermissions tocreate folders and
bookmarks.

● “Disabled” – Thedefault setting for newuser accountswill disable theability tocreate folders and
bookmarks.

The recommendedsetting isDisabled sonewusers and/or groupmanagers are not inadvertently given
permission tomanage folders. It is easier to remember to turnpermissionson rather than remember to
turnpermissionsoff. From theAdminPage:

1. Select “Folders” under “Permissions” in theAdministration Toolkit and theFolder Permission
ManagementPageappears.

2. Under Folder PermissionRules, click the “Enabled” radiobuttonor the “Disabled” radiobutton to
establish thedefault folder permissions valuewhenNewUsers andNewGroupManagers are
created.

3. Click “Save.”

ALLCONTENTSARECONFIDENTIAL

Confidential©Copyright 2024WebMD Ignite. All rights reserved.
Maynotbe reproducedor redistributedwithout theexpresspermissionofWebMD Ignite. 18



Enabling and/orDisablingFolder Permissions

In addition to theFolder PermissionRules, IODclients canalsoenableor disable folder permissionsonan
as neededbasis. From theAdminPage:

1. Select “Folders” under “Permissions” in theAdministration Toolkit and theFolder Permission
ManagementPageappears.

2. Scan the left-handcolumn to identify userswhohavepermission tomanage folders and the
right-handcolumn to identify userswhodonot havepermission tomanage folders. Moveusers
backand forth accordingly using theorange functionbuttonsbetween the twocolumns.

3. Click “Save”.

If anAccountManagerorGroupManagerwhohasbeengiven foldermanagementpermission viaUser
Administrationcannot see theFolders functionality belowwhen they log into IOD, navigate to theFolder
PermissionManagementPage tomake sure theuser name is in theEnabledcolumn. If not,move theuser
name from theDisabledcolumn to theEnabledcolumnandhave theuser try again.

UsingFolder PermissionsViaUser Administration

Youcanalsoconfigure folder permissions throughUser Administrationon theAdminPage (seepage 10).

1. Under “User Administration,” locate theuser toedit (users arebroken into twosubcategories –
Active and Inactive – andare listedalphabetically under each) in thedrop-downboxandclick the
orange “Edit” button.

2. Clickon the “User cancreatebookmarks and folders” drop-downandchoose “Yes”or “No” to set
theuser’s folder permissions.
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