WebMD

“:lgnite-

~

Ignite On-Demand & Ignite on

FHIR

Application Administration User Guide for Account Managers

Table of Contents

Table of Contents
Introduction
User Roles & Privileges
User Levels & Permissions
Account Manager User Interface
Basic Setup and Customization Options
Facility Management
Adding new Facilities
Add/Remove Users To/From Facility
Move Users Between Facilities
Editing or Deleting Facilities
Editing a Facility
Deleting a Facility
Group Management
Adding a Group
Editing a Group
Deleting a Group
User Administration

ALL CONTENTS ARE CONFIDENTIAL

Confidential © Copyright 2023 WebMD Ignite. All rights reserved.
May not be reproduced or redistributed without the express permission of WebMD Ignite.

Jo0rQu=2===00



WebMD

Ignite-

Adding anew User
General Permissions
AddUsers fromaFile
Unlocking User Accounts
Folder Management
Folder Management
Create New Folder Functionality
Top-Level and Nested Folders
Rename Folder
Populating Folders
Education Cart
Moving Folders and Items
Deleting Folders and Items
Folder Library
Permissions
Using the Folder Permission Management Interface
Configuring Folder Permissions on the Account Level
HealthSheet™ Management
Blocking and Unblocking HealthSheets
NOTE FOR BLOCKING/UNBLOCKING
Setting the Initial Blocking Rules
Exporting HealthSheet Lists
Changing Protocol Values on HealthSheets
Parameters for changing Protocol Values
Administration Toolkit
Configuration and Settings
Managing Logos
Enhanced Security Settings
Enhanced Security Options
Enabling Advanced Security
Patient Documentation

17
19
19
21
22
23
24
24
24
24
26
26
28
28
29
29
29
30
31
32
34
34
36
38
39
39
39
42
42
42
46



~

WebMD

“lgnite

User Start Page
Message Configuration
Reports

Detailed Sheet Report
Search Parameters

Account Activity Report

Summary Report
Summary by Group

NOTE FOR SUMMARY REPORT RESULTS:

Running an Account User Status Report

49
50

51
52
52
53
54
54
54
55



<\ WebMD

“:lgnite-

Introduction

This document provides guidance on navigating the administrative functionality available within the Ignite onDemand web-based
application, foradministering both Ignite On-Demand and Ignite on FHIR applications.

Ignite On-Demand is a flexible, easy-to-use, web-based patient education application that can be used “right out of the box” to
find and print patient education materials when and where needed orit can be customized to accommodate the special needs of
your organization.

This Application and Administration Guide describes the functionality available to application administrators for Ignite On-Demand
andIgnite on FHIR.

User Roles & Privileges

There are three types of roles available in Ignite On-Demand and Ignite on FHIR. Eachrole has its own set of privileges available toiit.

e AccountManager: aspecially-appointed clinician or educatorandis the main point of contact for StayWell. The
Account Manager oversees the Ignite On-Demand application, and its use, within the organization. StayWell works
with the Account Manager to determine the proper set-up forlgnite On-Demand and its users. Account Managers
have fulladministrative access to all areas of Ignite On-Demand:

e Group Managers. Group Managers are usually department heads or subject matter experts appointed by the
Account Manager. Group Managers may be given permission to perform administrative tasks for the designated
Group.

e Users: Users are generally nurses/patient educators who access Ignite On-Demand to find and print patient
education for their patients. Permissions for users are very limited and are determined by the Account Manager.

User Levels & Permissions

Account Manager Group Manager

Custom
Content Builder Optional
(if licensed)

Content Export
Module (if Yes No No
licensed)

RecordWriter
Module (if Yes No No

licensed)

Group
Management
User Create (allrole types) Create (allrole types)
Management Edit (all role types) Edit (all role types)

Create, Edit, Delete No No

No

[

\y/
1\



<\ WebMD

“:lgnite-

Delete (allrole types) Delete (allrole types)
Account-wide
folder Create, Edit, Delete Create Delete No
management
Create
General User (Optional)
Delete Delete
Folders
Delete
(Optional)
Seaylnaes | o View (Optional) No
sheets
Changeinitial
blocking state Yes No No
for sheets
e Yes No No
protocolvalues
Use the Ignite
On-Demand Yes Yes Yes
application
Use the KOF
application No (n/a) No (n/a) Yes
Change default Yes Optional No
values
Folder color Red Orange Yellow

Two Ignite On-Demand accounts cannot be logged in on the same computer at the same time. For sharing of workstations, users
must log off whenwork is complete, orwhen changingroles, e.g. changing from an Account Management role to a Userrole.

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

Account Manager User Interface

When logginginto Ignite On-Demand, the Account Manager interface (www.lgniteondemand.com) is the first screen presented
regardless of the role, with various functions or sections enabled (or disabled) as allowed by the privileges assigned to the role.

Account Manager Group Manager

Healthsheet

Management ves

\y/
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Administration

Facility Yes No No
Management

Group

Management ves

User

Administration
Toolkit

Basic Setup and Customization Options

The following steps are required before making the application available forregular use:

= Create and define facilities and/or groups - both optional

= Addanddefine users, as well as associate them with facilities and groups if applicable

= Make

O O O O
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otheraccount customizations:

Setup account-level and/or group-level folders

Change theinitial blocking state for HealthSheets from the default setting (unblocked)
Block HealthSheets that may not conform to the needs of the organization
Change protocolvalues on selected HealthSheets

Account Administration
Bccou Mame: General Hospital

Bisci, Usslach sanlh Staety
Espat HaBkhSh b1

Ol o pmnos vakin

Add B e faciny
agd Wpenpen o0l LB dpciny
Hew e (o e e
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Facility Management

The Facility Management function can be used to identify users beyond Groups forreporting.

Note: Facilities management is not available, and will have no effect on utilization reporting or folder managementin Ignite on FHIR.

Add a new facility

Add/Remove users to/from facility
Move users between facilities

Select a faality to edit or delete:

|Genera| Hospital Annex 21 ¥ m m

The “Facility Management” section has four functions:
1. Addanew facility.
2. Add/Remove users to/from facility.
3. Move users between facilities.
4. Selectafacility to edit ordelete.

Adding new Facilities
1. Select “Add anew facility” from under “Facility Management,” which will bring up the “Facility Management” screen.

Facility Management

Add a Facility to the General Hospital account:

Faolty name: | |

2. Typeinthe desired name of the facility in the “Facility name” text field; Click “ Add this Facility.” The new facility name
willappearin the dropdown boxunder “Facility Management.”
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Add/Remove Users To/From Facility

To add orremove users to or from a facility, follow these steps:

1. UnderFacility Management select “Add/Remove users to/from facility,” which brings up the “Add/Remove Users
To/From Facility” screen (below).

Add/Remove Users To/From Facility
&vailable Facilties:  General Hosptial East v

ACCounthl nagEr - TTER :cowbng
BEC AT g 2 v
AcciMger m ER MHanager
bjones &7 uSer
e I D BT GeargeR P
URAL Jarni

Jamiith

N age

Sacaond Page

L L

| fave N Cancel |

2. Selectthe facility fromthe “Available Facilities” dropdown box.
3. Selecttheuser(s)to add to the facility and click “Add.” The selected users willmove into the “Usersin Facility”
box. Ausercanonly be associated with one facility.

4. Selecttheuser(s)toremove from afacility and click “Remove.” The selected users willmove into the “Users Notin
Facility” box.

5. Click “Save” forchanges to be made..

You will remain on the “Add/Remove Users To/From Facility” screen and a green message appears stating “The user facility info was
successfully saved.”

Move Users Between Facilities

1. UnderFacility Management, select “Move users between facilities”.
2. Select the desired facilities from the “Facility 1” and “Facility 2” dropdown menus.
3.

Click “Save” (Save must be clicked for changes to take effect).

Move Users Between Facilities

Teerweal Fomgibosl Bt .

Facility 2

e e

AT

Generdl Hospilal Aives @1

o
DB MGR

[ rowe > [l
Haiim
|« rove il
Press_Demo
rubens
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Editing or Deleting Facilities

Editing a Facility

Use the Editing Facilities function to change the name of a Facility.

Facility Management

Edit the General Hospital Annex Facility:

Faclity name: |{_')l:=|‘-1'.~|'al Hispatal Anridéx |

[ Update this Facility Jill Cancel |

1. UnderFacility Management, choose the facility to edit by selectingitin the drop-down box under “Select a facility
to edit ordelete”; click “Edit”.

2. Make the necessary changes to the Facility name.

3. Click “Update this Facility.”

Deleting a Facility

When a facility is deleted, the associated user accounts are not deleted. The users will revert to the account level and will not be
affiliated with any facility.

1. UnderFacility Management, choose the facility to delete by selecting it from the “Select a facility to edit or
delete” dropdown box; click “Delete”.

Delete a Facility

Are you sure you want to delete the General Hospital Annex =1 faclity?
There are currently users assonoated with this Faality

2. Click “Delete” to confirm and proceed or “Cancel” to exit without deleting the selected facility.

Group Management

When setting up and configuring Ignite On-Demand, the Account Manager (application administrator) should consider whether the
organization or clinical workflow will require Ignite On-Demand users to be organized into smaller subsets called Groups. The
definition of Groupsis decided by the organization. Typical types of groupsinclude:

e Condition/specialty, e.g. Cardiology
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e Areaof the hospital, e.g. Outpatient Clinic

e Patienteducationfocus, e.g. Diabetes Educators

e Anyothersubset that may be warranted, e.g. 2" floor East
The advantages of setting up groups are:

= Marketing and Branding Customization: Segregating users into groups allows Ignite On-Demand to be customized
foreach group. Thisincludes assigning a group logo that might be different from the main organization logo.
= Content Management: Group folders can be used to define standardized sets of sheets as desired by the Group

Manager. These folders stand apart from the main Account folders (they have a different color) and can only be
viewed by members of the group. Only Group Managers and Account Managers can modify group folders.

= Localapplication administration: The Account Manager can assign a Group Manager permission to set up the user
accounts and standard folders for the group.
= Reporting: Utilization can be tracked and reported for specific groups of users.
Setting up groups does have its advantages, but because group maintenance requires more effort, alot of forethought should be

done before making the decision to create groups.

Adding a Group

Add a Group

Group namae: |

Logo to use: | Choose File | Mo file chosen ]

To add a Group, firstlogin as Account Manager. Navigate to the Admin Page.

1. Select “Add anew group” under “Group Management”.

2. Typeinthe desired name of the group in the “Group name” text field.

3. Alogodifferent from the main Accountlogo can be associated with any group.
a) SelectBrowse nexttothe “Logo touse” box.
b) A“Choose File” dialog boxwill appear.
c) Locatealogofromyourcomputer’sdirectory.
d) Double clickthelogo orsingle click the logo and then click “OPEN.”
e) Youwillbereturnedto “Add a Group.”

4. Click “ Add this Group.”

ALL CONTENTS ARE CONFIDENTIAL
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The Admin Page will appear with a green message stating “The new group name has been successfully added.” The new group
name will appearinthe dropdown boxunder “Group Management.”
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Editing a Group

The Edit Group function allows a Group specific logo to be configured for the group. This logo will be applied to any and all
Healthsheets that are printed for a patient from Ignite On-Demand. If no logois added for the Group, Ignite On-Demand will
defaultto the logo set at the Account level.

ALL CONTENTS ARE CONFIDENTIAL
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1. Under“Group Management”, choose the Group to edit from the “Select a group to edit or delete” dropdown
box.
Click the “Edit” button.
“Add a Group / Edit Group” will appear.
Make changes to the Group name.
Remove the logo, REPLACE the logo oradd alogo (see step 3 under Adding a Group on page 8).
6. Clickthe “Save Group” button or “Cancel” to exit without saving.
The Admin Page will appear with a green message stating “The group was successfully updated.”

vk wN

Add a Group
Group name; :l:ll..'.p.'stlw'f. Climic ]
Logo to use:
Your Logo
Here

Chedk this box to REMOVE this logo:

— DR —

Select a new file to REPLACE this logo:

| cnoose File | No file chosen |

Deleting a Group

Note: When deleting a Group, user accounts for that group will be deleted, as well as any folders created for that group. To prevent
users from being unintentionally deleted, move them to the Account level prior to deleting the group.

Delete a Group

Are you sure you want to delete the group Test Group’ and all users and folders within this
group?
Thie action cannot be undone.

1. Under“Group Management”, choose the Group to delete fromthe “Select a group to edit or delete”
dropdown box.
Click the “Delete” button.
“Delete a Group” will appear.

ALL CONTENTS ARE CONFIDENTIAL
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4.  Click the “Save Group” button or “Cancel” to exit without saving.
The Admin Page will appear with a green message stating “The group was successfully updated.” The group deleted willno longer
appearinthe dropdown boxunder “Group Management”.

ALL CONTENTS ARE CONFIDENTIAL
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User Administration

There are two options foraccessing the Ignite On-Demand application as an end-user.

User Levels & Permissions

Benefits Drawbacks

Unique User Allows Account Manager to
Name / track usage downto the
Password individual user

Account Managerto create a
General pass-through link containing
username / the username and password
password preventing users from having
to “login.”1

requires users to loginto Ignite On-Demand every time they
need to provide patient education

Utilization and otherreporting not available at the level of an
individual user.

Adding a new User

To add a Group, firstlogin as Account Manager. Navigate to the Admin Page. Select “Add a new user” under “User Administration,”
whichwill bring
up the “Add a User” screen

Complete theinformation onthe “Add a User” screen (blue shaded fields are required).
1. Facility: Assign the user to a specific Facility, if appropriate.
2. UserName: must be unique.
3. UserType: Assigns the users’ Role.
4. Password: provide a password according to your organization’s protocol. Users will be required to change their
password the first time they loginif “User can change Password” is enabled in General Permissions.
5. AccountActive: Useraccounts are eitheractive, orinactive, and cannot be deleted once created.
Select “Account Active” to activate
auser; de-select thisbox to disable access fora user.

'Pass through links cannot be created for Account Managers or Group Managers

\y/
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Add a User
Show Active Only -
T Tty
JCCountmgr

ACet Mgy

[ N

Rucsirad Rkl sfude

Facility: More v G Hoha l
Last Mama: L ] First Marma: | |
Middle Mama: | ] Credertiak: | |
Ussr Mamse: 1] Usar Trps: User '
Prassmnrd: @ er-Frre Darigor i

E-mal Sddress:

Fhore Murmber:

User Stakus: o Arcount Acthen

Lacked [Enkuanced Securiy fabed kghe (ouding i fof anabbad)
Erabis Erfed geanda hddess BRghls
General Permissions

User cam change passwond: Vs ¥
Lissr cam creats bookm ks and tolders Teg ¥

6. Locked: Enabling the “Locked” options will prevent users from being locked out of Ignite On-Demand they enter too
many wrong passwords.
7. Enable Emergency Access Rights: Gives a specific user Account Manager privilegesin “an emergency.”

The Admin Page will appear with a green message stating “The new user was successfully added .” The new username will appearin
the dropdown boxunder “User Administration.” Allusers, regardless of type, are listed in the dropdown box by user name.

General Permissions
Passwords

= Usercanchange password(yesorno):allows auserto change the password on theiraccount the first time they log
in. Users will also be prompted to add Security Questions, which will allow them to use the Forgotten Password
functionality.
Manage your Account - Update Security

Users can manage their account Security options by clicking “Your Account” in the upperleft-hand corner of Ignite On-Demand.

ALL CONTENTS ARE CONFIDENTIAL
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= Manage Security Questions: Users must choose three Security Questions and provide theirrespective answers.

This security information will allow the user to use the Forgotten Password functionality.

Update Security ]

Your password must be at least B-charactens and cannot repeat your
previous 6 passwards

Chaiigs Passwanl
old Password

News Password

Conflem Password

Youi havews created any secunty queshons vet. Mlease choowe 3
questioms and set their answers m cave you need to reset o forgoiten
paiswond

Sacurily Question 1:
Selecl your secunly qusalion ¥

Bookmarks & Folders

Users can create bookmarks and folders (yes or no): Allows orrestricts a user from creating bookmarks and folders.

Note: Folders created at the individual User level are visible to all Users within the same Group, Facility, or Enterprise. Therefore,
StayWellrecommends limiting the ability to create folders to individuals designated as a content Subject Matter Expert (SME) who
isresponsible formanaging content workflow

Add Users from a File

The “Manage users from file” option allows an administrator to add usersin a bulk upload. Complete the fields in the Microsoft®
Excel spreadsheet, available in the “Manage users from file” section. After the spreadsheetis completed, select the file and upload.
Using this tool enables the administrator to set up usersin batches.

= Providing users with usernames and passwords.
= Assigningusers to facilities and groups.

= Enteringuserinformation and permissions.

Animportant aspect of this toolis that an administrator can update userinformationin bulk as well. So long as the “username” does
not change, the administrator can modify any
of the fields and update userrecords all at one time.

User Management

You can use the user template 0 mansge ERers | PO SOCTUmL The fle must b= & Microsoft Excel v

- = -
ALL CONTENTS ARE CONFIDENTIAL B user File Template B Instructions
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Unlocking User Accounts

If Enhanced Security Settings are enabled, (“Locked” is selected in the user account), users may become locked out of Ignite
On-Demand if they have more than the allotted failed login attempts.

Tounlock auseraccount, follow these steps:

Loginas Account Manager; navigate to the Admin Page.

Select the correct userunder “User Administration”; click “Edit”

Remove the check mark from next to the Locked option.

Click on “Save changes.”

A

Edit a User

Shiow Actiwe Only ¥

Search Users |Er
GeorgefP -
Jemni
famith
jrast -
| Switch user |
I
Required fieids shsded
Facllity; Peor @ ¥ Gl LS ] L
Last Nama: [Teat First Wam = |
Midche Name: I_ Credentisls; | ]
U Mamig: frest U T User v
Puaword: @ bununnuuunnu; Corfem Paswwoid: Funuu-nuuuuul
-l Address [
Frcane P ber; |
L Status o Account Acthg
o Locked
Enable Emergendy dooess Raghts
General Permilsslons
U Can chanpe passwond Yoy
Ler can create bookmarks and folders: o *
=
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Folder Management

Ignite On-Demand and Ignite on FHIR have different folder structures.

Account Folders

Group Folders

User Folders

Ignite On-Demand

Account folders arered. They are setup
and modified only by the Account
Manager. All users canview these folders
and print the contained sheets.

Ignite on FHIR

Folders are available to all users when
accessingIgnite on FHIR. Folders are not
distinguished by color.

Group folders are orange. They are set up
and modified by the Group Manager. Only
general users who are members of that
group canview and print sheets. Only the
Group Manager can add/delete
bookmarks to/from these folders, as well
asrename and/or delete the folders
themselves.

Not available

Userfolders are yellow. They are setup
and modified by general users of Ignite
On-Demand. 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.

Not available

2
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Manage Your Folders

Use the Folders page to add, rename, or delete a folder. Folders are used to save ks to HealthSheels
Larug Information Sheets you use frequently, so you can find them gu
g N one operation
Action
Primk ¥ || MHormal ¥ Englizh ¥ || o Duplicate ¥ | Includs ¥ m
Actbons Teut Size Language Print Duplicates Transcripts
a Folder/Document Name Available Languages
@ Circulation

ol Educating Patients

@8 Spanish sheets dermatology

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

@ Intensive Care for Families

& using the ER, for Patients

3 asthma

=] CAD for EX CNT

L1 Cholesterol

Folder Management

The process for creating, editing, and deleting folders is the same whetheryou are an Account Manager, Group Manager, or User;

however, the types of folders that are created and the rights to manage them differ depending on the type of user that creates
them.

The rules for managing folders (changing bookmarks, renaming and deleting) are as follows:

= The Account Managercan manage any folder.

= Group Managers can manage their own folders and any general user folders belonging to their own group.

= Generalusers can manage any general user folderin their own group.

ACCO anage oup Manage e
‘. :_ LoginasAccount Manager Not available Not available
.: _' Delete folders Loginas Group Manager Not available
er Folde Not available LoginasUser LoginasUser

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

The Folder Management optionsin the left Navigation bar (Create, Rename, Move and Delete) are black if available and gray when
inactive.

Browse Folders  Medications Custom Contemt

Account Mame: General Hospital Education Cart ™

FOLDERS Manage Your Folders
» Create Mew Falder Use the Eclders

page to add folder. Folders are used to save links to HealthSheets
» Rename Folder and Drug Informat mtfy, =0 you can find them guickly and print one or maltiple
' shests i one ope
¥ Move Folder or
o I Selected bookmarks were successfully deleted! .
¥ Delete Folder or
Ttiem
Action
Folder Library Prink v | pormal ¥ | Erghsh ¥ | [me Dupliate ¥ | [include v | [
Actimns Tewt Size L3 maguazge Prant Duaplicate  Transcripis

& library of popular
topics thak can be

et B yOUr crm Folder ) Do umeent Namse Available Lamnguages
foldars, | I Ciroulation
» Wiews Falder Library =] Educating Patients

—| I Spanish sheets dermatuiogy
Help M using Healthcare Fadilities—for Patients
» View Tcom Key | @ Foot Ulcer Discharge
+ View Languags Kay B nkensive Care for Families
+ Help with Folders - ?UsrlnthnER.h:eru

1 asthma
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Create New Folder Functionality

Anew folderis created when clicking on “Create New Folder”.

The folder colorwillbe based on the role of the userwho is currently logged into Ignite On-Demand.

Folders at the same level (Account, Group, User) cannot have the same name. Forexample: If an Account Level
folder called “Asthma,” exists,a second folder with the same name cannot be created at thatlevel. A Group Folder
and/orUser Folder called Asthma CAN be created.

Top-Level and Nested Folders

To create aTop Level (Root) Folder, be sure no otherfolderis selected (A selected folder will be highlighted in gray).
Anested folderis simply a folder created within another folder. To create a nested folder:

1. Selectthefolderinwhich to create a New Folder by clicking on that folder’'s name (“Asthma” in the figure below). The
selected folder will be highlighted in gray.
| Folder/ Document Name Available Languages
@ asthma
B asthma and Your Child: All About Asthma
- Trgoers
B Girculation
| Educating Pabents
2. Click “Create New Folder” under FOLDERS i nthe left-hand menu bar. A New Folder will be created within the

selected folder (FIGURE 29).

Rename Folder

Rename a Folder by first highlighting the folder, and then click “Rename Folder” in the left navigation bar.

Populating Folders

Once folders have been created, they can be populated with HealthSheets, Drug Sheets, Lab Tests, Custom (client authored)

content, etc.

N o ub,kwhR

Browse or Search for the document(s).

Select the desired articles.

Choose Add to Folder from the Actions Drop Down Box

Click the orange “Go” button, whichloads the Manage Your Folders Page.

Click on the existing folder to which the document(s) should be added. Top-level or nested folders can be selected.
The icon next to the folder will change from looking closed to looking open.

Click onthe orange “Add to Selected Folder” button.

ALL CONTENTS ARE CONFIDENTIAL
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Education Cart

Add multiple HealthSheets to a new folder (or even an existing folder) from within a HealthSheet - or even from the

Search Results Page - 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 you need to fill your Education Cart
with the HealthSheets you want to add to a folder. Go to the Education Cart where your HealthSheets should already have check
marks next to them. Follow steps three through five under Browsing or Searching to create a new folder.

Moving Folders and Items

Folders and documents can be moved within and between folders. Moving a folder automatically moves any other folders oritems
contained withinit.
1. Selectafolderordocument(s) by checking the box beside it. This will activate the “Move Folder orltem” option
under FOLDERS in the left - hand menu bar. Multiple folders and/ ordocumentcanbe
selected to move however, they allmust move to the same new location.

| Folder/ Document Name Available Languages
@ Asthma

@@ asthma and Your Child: All About Asthma

@ adult

@ Triggers
L g Allergans, Controlling Your Triggers En, =
# -] Asthma Triggers, Controlling: Animals =i
# | Asthma Triggers, Controlling: Dust Mites in the En, 5P

Eledr_nnm
=] asthma Triggers, Controlling: Dust Mites in tha Homa

B Asthma Tnggers, Controling: Imtants e

2. Clickthe “Move Folderorltem” optionunder 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.
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Manage Your Folders

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

Allergens, Controlling Your Triggars
Asthma Triggers, Controlling: Animals
Asthma Trggers, Controlling: Dust Mites in the Bedroom

Available Folders

W Asthma

FIGURE 33: LIST OF ITEMS TO MOVE
3. Therearethree options formoving a folder ordocument:
a. “AddtoRoot(Top Level).” Only folders canbe added to the Root Level. Click on “Add to Root” toadd a
folderto the toplevel

ALL CONTENTS ARE CONFIDENTIAL
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“Add to Selected Folder” adds the folder or document(s) to the selected folder. Click on a folder to select it
andthenclick onthe “Add to Selected Folder” button.

“Add to New Folder” by naming the new folder and clicking the “Add to New Folder” button. Anew folder
can be created onthe Root (Top) level or within a selected folder.

Deleting Folders and Items

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

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

& Intensive Care for Families
@3 using the ER, for Patients
¥ 3 Asthma
# (] Asthma and Your Child: All About Asthma
# (] Triggers
2] caAD for EX CNT

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

Ascreenwilllist the folders and items that you have selected for deletion and ask if you are sure you want to delete

(FIGURE 35).
4. Clickon “Delete Allltems Shown” to proceed or “Cancel” to stop.
Folder Library

Navigate to the Folder Library by clicking View Folder Library under Folder Library. Entire folders and their contents can be

duplicated. This functionality is useful when propagating content across groups or facilities.
1. Select “View Folder Library” under Folder Library in the left- hand menu bar, which brings up the Ignite Folder Library.
2.

Clickin the 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.

] Folders Medicatuens Cwvinan Content
oo Mases Gaiierl Hasgasl

ol Esduration Cart %
Library Manage Your Folders
A hbrery of pogular . R
fapea Tat can be Kt - II":"'.—- :
capeed R YOUT BAn quaniy, 1o you : =

T Folder Library

+ Cogy Library Folder

Help 1 Anatomy & Physiology
» Wiew loon Hey ca :: -ud:hi
_‘ § Carricscary
Whew Language Key 3l Cae -
o Hellg milh Folders G Dermatoiogy
¥ [ Diakoras
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Permissions

Account Managers can specify which users will have permission to create and manage folders. There are two ways to configure
users: 1) with the “Folder Permission Management” link on the Admin Page and 2) when adding or editing user accounts under User
Administration on the Admin Page.

Using the Folder Permission Management Interface

To manage folder permissions within the Administration Toolkit of Ignite On-Demand, select “Folders” under “Permissions” in the
Administration Toolkit.

Folder Permission Management

Set the default setting for Bookmark and Folder creation for Users and Group Managers.

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

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

Enabling and Disabling Existing Users “Folder Permission Management” allows Account Managers to easily identify who has folder
permission, as well as enable or disable Folder and Bookmark permissions for existing users.

Administration Toolkit

Configuration and Settings Permissions
Account Logo
Enhanced Security Settings Reports

Patient Documentation
User Start Page
Message Configuration

Account Usage

Folder Permission Management

Migw Lisers will have permmessian (o oreate Bookmarks angd Folders:
* Enabled
Crsablad

Maw Goup Managers will have permisson (o reste Bookmarks and Foloers
= Enabled
Disablad

Enabided: Group Mansgers and Users Disabled: Croup Mansgers amnd Users

Arcounthdanager . rubers
ac counimgr URAL
& Lot

Accthgy

Ewones

e | Disable ANl >
0B MGR
demouser < Enable All

Dhabetes Lsar
IR AT -
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Configuring Folder Permissions on the Account Level

Anotherway to configure folder permissionsis on the useraccountlevel from the Admin Page.
1. Under“User Administration,” use the dropdown box to select the user to edit (users are brokeninto two
subcategories - Active and Inactive - and are listed alphabetically under each).
2. Clickonthe “Usercan create bookmarks and folders” dropdown and choose “Yes” or “No” to set the user’s
folder permissions.

General Permissions

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

HealthSheet™ Management

HealthSheet Management allows an Account Manager to:
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= BlockandunblockHealthSheets.
= Exportalist of HealthSheets available within Ignite On-Demand.

= Change protocolvalues when available on a HealthSheet.

HealthSheet™ Management

Block/Unblock HealthShesats
Export HealthSheat list

Change protocol values

Blocking and Unblocking HealthSheets

One of the customization features in Ignite On-Demand (Ignite On-Demand) is the ability to block HealthSheets that do not comply
with your organization’s standards of care. When HealthSheets are blocked, only the Account Manager and Group Managers who
have been given

permission to block and unblock HealthSheets can see the blocked sheets. Regular users and Group Managers who do not have

permission to block and unblock cannot access blocked sheets. Blocked documents can be made available for general use by
unblocking.

Block/Unblock HealthSheets

New HaalthSheets will be: Blocked ® Unblocked
Revised Health Sheets will be: Blocked ® Unblocked
Unblocked HealthSheets Blocked HealthSheets
Pyslogram, Intravencus [1WP) - m -

Treatment Discharge Instructons: Kidney Cancer

M-fay, When Your Child Needs an m
“Growing Paing,” When Your Child Has

“Swimmer’'s Ear,” When Your Child Has m
24-Mour Urine Cortisal

24-Haur Urine Protem

4 Steps for Eating Healthier

S-Hydrpxymgdobsacetic Acid [Lirme)

AlC

Abdomen and Grom, Anatomy of the

Abdomen: Incisadn Cane

abdomanal Agriic Angwrysm [Swrgical Repair), Discl

Abdomanal Aprtic Anewrysm, Surgery

Abdomenal Lot Afheutysm, Understanding e N
@ D
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Loginas Account Manager and navigate to the Admin Page.

1. UnderHealthSheet Management, select “Block/Unblock HealthSheets.”

2. Ontheleftisalist of allthe Unblocked HealthSheet titles.

3. Scrolldown the alphabeticallist of titles in the left column until you find the title(s) block.
4.

Thelist of Healthsheets can be reduced by using the Filter function.
a. Enterawordcontainedinthe title of the HealthSheetinto the box below the title list.

b. Click “filter” to help narrow down the list of sheets to select when blocking.
c. Tobringbackthe completelist, click “show all.”

Unblocked HealthSheels

Blocked HaalthSheats
Birth Control Options

Birth Contral Ophisng: Far Teend
Birth Control, How it Works

Birth Contrel: Time-Beleass Hormonss

Condoms, Birth Contrel m

Mhaphragr and Cervical Cap, Birth Control

10D (Intrautennsg Devece ), Berth Contral

Patural Family P‘Ialhnlni. Birth Cantrol

The Pill, Birth Contral

barth ¢ onted (Cfiltar ) (Cshaw ol ) D,
| Save [N Cancel |
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1. Locate thetitle to block, click onit to selectit. More than one title can be selected by holding the Control
<CTRL> or SHIFT keys.

2. Click “Block >"to moveit to the right column.

3. Tounblock atitle, selectitin the right columnand click “<Unblock.”

4. Click “Save.”

NOTE FORBLOCKING/UNBLOCKING

The blocking feature applies only to HealthSheets. Drug Sheets cannot be blocked. HealthSheet numbers are foundin the upper
right corner of each sheet.

If abookmarked HealthSheet is later blocked, the bookmark andits checkbox will appear grayed out,

followed by the message “Blocked HealthSheet”.

Changes to blocked orunblocked documents can take up to 24 hours to registerinlgnite On-Demand.
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Setting the Initial Blocking Rules

The initial blocking rules feature inIgnite On-Demand 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 determines whether new and revised HealthSheets are:

= Blocked - allows new and revised documents to be reviewed by the Account Manager (or clinicians) before
unblocking for general use.
= Unblocked - new andrevised documents are immediately available to all users as soon as they are added to the

system.
The default setting is Unblocked. To change the setting to Blocked, follow these steps:
1. Under“HealthSheet Management,” click “Block/Unblock HealthSheets” and the HealthSheet Blocking Rules Page
will appear.

Block/Unblock HealthSheets

HealthSheet Blocking Rules

Mew HealthShasts will ba: Blocked ® Uinblockoed
Ravisad HaalthShests will ba: Blocked = Unbloched

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

a) Blocking new HealthSheets prevents any new HealthSheets from being available to general users until they
have beenunblocked.

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 Blocked radio

button.

Exporting HealthSheet Lists

The Export HealthSheet List feature downloads a text file containing a list of HealthSheet titles and ID numbers. The steps to export
alistare asfollows:
Login as Account Manager on the Admin Page.
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1. Under“HealthSheet Management,” click “Export HealthSheet List.”

Export HealthSheet List

Which hist would you like to export?
Blocked only
Unblocked only
® Al (blocked and unblocked)

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

2. On“Export HealthSheet List” (FIGURE 41), select the list you would like to export using the first set of
radio buttons:
a) Blockedonly
b) Unblocked only
c) All(blockedandunblocked)
3. Choosethe method of export using the second set of radio buttons:
a) Printto screen: With this option, you canview the list on screen or copy and paste the list fromthe screento
aspreadsheet orword processing application.
b) Download as a Microsoft® Excel file: With this option, you can download a file to your hard drive that can be
openedin aspreadsheet orword processing application.
4. Click “Export List.”
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Export HealthSheet List
Document 1D Status Title
B2203 BLOCKED | Birth Control Options
B2203 BLOCKED | Birth Control Options
82367 ELOCKED | Anterior Cruciate Ligament (ACL) Injuries, Treating
B2367 BLOCKED | Anterior Cruciate Ligament (ACL) Injuries, Treating
B2471 BLOCKED | asthma, Controlling Your Tniggers: Allergens

Changing Protocol Values on HealthSheets

Ignite On-Demand allows certain protocol values in the HealthSheets to be modified to conform to your organization’s standards.
Only the Account Manager and Group Managers who have been given permission can change protocol values. When a value is
changed, the new value appears any time the sheet is viewed or printed. Changes apply to all groups and users.
To change avalue on a HealthSheet, follow these steps:

1. Usethesearchto find the desired HealthSheet. HealthSheets with editable values are indicated with a pencilicon
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Search Results

Acthon

Actimms Teant Siaw Lamnguags Franft l.'h-p-l- ate Traive Fipgls

Rgsulty Beturred: Shewing 100 of 1976 docwmecty for pearch berm srbechen

HpalthSheets (7 ab Tests (28 Caseases and Condetsons (3
Dpcumment Mane Lawin g bl ey 5

] vre infection & EM, SP

_J Preventing the Spread of Infection: Understanding Isolation Procedures EM, 5P, ?:" FR, PL,
_[ Understanding Red Eye: Treating the Infection EN, 5P

=] Hepatitis A (HAV) Infection EN, SP

=] Clostridium difficile Infaction EM, 5P, fll::' FR. TA.
| Candida Infection: Thrush EN, 5P

J staph Infection (non-MRSA) 4_": EN, SP

:[ vaginal Infechon: Yeast (Candidiasis ) EN, 5P

El € coli infection & EM, SP

-] salmonella Infection {Salmonellosis) & EN, SP

2. Clickonthelink forthe HealthSheet to edit.
3. Atthetop of the HealthSheet, you’ll see instructions for changing a value. The instructions do not appear when the
Account Manager prints the HealthSheet.

Z This sheet contains editable values.
To customizs & value, dick on the dewred field and enter a new valus,

Key: KOOI default values . Your customited values

4. Editable values are highlightedin a gray or blue boxin the body of the text.
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A gray boxindicates the original Ignite value.

Ablue boxindicates a value that has been modified.

To change avalue, click on the gray or blue box.

In the dialog box, enter your new value in the “Account Value” box.
Click “Save.”

© ©o N oo

s Tips for good handwashing:
e 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 wnsts.
Wash for at least |15 to 3I]| seconds. Don't just wipe. Scrub well.
Rinse, letting the water run down your fingers, not up vour wrists
Dy vour hands well. Use a paper towel to turn off the faucet and open the door

=]

o o ©

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

o

o o o

8 https:/ /'www.kramesondemand.com,/ut

Change Default Values

To changs this value for your account,
gnter tha new valua in the box and
click Save.

Account value: |1 0 .";l
Krames value: 15 to 30

The new values will appear whenever the HealthSheet is viewed or printed. To return to the Admin Page, click “Account
Administration” at the top of the Ignite On-Demand application.

Avalue canbereset back to the original. You canreset a changed protocol value back to the original Ignite default value by
selecting the blue value box and re-entering the original value or by clicking the “Reset” button.
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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 whenloggedin as Account Manager.
e Thelgnite valueinthe dialog box tells you the value that was originally assigned by Ignite.
e Values mustbe changed foreach available language (i.e. English and Spanish).
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Administration Toolkit

The Administration Toolkit contains three sections - “Configuration and Settings,

” 6

Permissions” and “Reports” reports.

Configuration and Settings

Managing Logos
Account Managers can upload logos for use within their Ignite On-Demand account for both Account Level Logos and Group Level
Logos. Group Managers can upload logos for their groups.

Administration Toolkit

Configuration and Settings Permissions
Folders
Enhanced Securnty Settings Reports

Patient Documentation
User Start Page
Message Configuration

Account Usage

1. Select“Account Logo” under “Configurations and Settings” in the Administration Toolkit. If loggedin as a Group
Manager, oradministering alogo for a group, under the “Group Management” section of Account Administration, select
a Group and click “EDIT”.
Selectanewlogo by clicking the “Choose File” button. Browse your computer or network foralogo file.
. 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:”

Add 3 new group

Select a group to edit or delete:

M edt | Oclete
Ca rdwlogy
Duabetes Educabon
ED

med surg
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Add a Group

Edit Group

1
]

Group name: |[Diabe —
Logo to use: Choose File | YourLogoHere,JPG _}D

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

choice.

Enhanced Security Settings
Enhanced Security settings are disabled by default. Enabling Enhanced Security? features will create additional requirements for
users of the Ignite On-Demand application.

Enhanced Security Options

Failed Logins Allowed: Specifies the number of failed logins (incorrect password entries) allowed on a User Name

before thataccountislocked. At such a point, an Account Manager must unlock the account (See Unlocking User
Accounts). Select the number (1 - 5) of failed login attempts before a User Name is “locked.”

Automatic Timeout Period: The number of minutes of inactivity before a useris automatically logged out of the

Ignite On-Demand application. Next to “Failed Logins Allowed,” fillin the number (1 - 60) of minutes until aninactive
accountis timed out. The default timeout is 30 minutes.

Minimum Password Length: The minimum length password allowed to be used. Enabling the function also

requires passwords to include at least one non-alphanumeric symbol suchas $, %, &, etc. The minimum lengthis 8
characters.

Password Duration: The number of days before users need to change their passwords. Arange from1-90 days is
allowed. When users’ passwords expire, they will have the opportunity to change them when they login.
Enable Strong Passwords: Enabling strong passwords requires users to select passwords that have at least eight

characters consisting of upper and lowercase letters, atleast one number and at least one non- alphanumeric
symbolsuchas $, %, &, etc. The password cannot contain the username.
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Enabling Advanced Security

Select “Enhanced Security Settings” under “Configurations and Settings” in the
Administration Toolkit. Select the check box to enable or disable each enhanced security feature.

Administration Toolkit

Configuration and Settings Permissions
Accopnt Loss Folders
CEnhanced Security Setting Reports
Patiem : Account Usage

User Start Page
Message Configuration

2 |f the Enhanced Security Settings option does not appear under the Administration Toolkit, the functionality has not
been enabled by StayWell. Contact your Client Success Manager to activate.
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Enhanced Security Settings

SecurityjOptions

When Enhanced Security Features is enabled, it will take precedence over LJser password settings
set by the accol.Jnt administrator,. O

Enhanced SeclLJrity FeatlLJres are: @ Enabled Disabled

Falled boding llowed: 5 Disabled

Aliprmats Jimeeut Perigdjn Minutes: ODisabled

Minimum Password Length: 0 Disabled

valid value is between 8 and 99 0

fasupd d BxRiration Regipd in Days: 0 Passwo1-d Never Expit-es

Enable Strnng Passwo1-ds:

save settings [N I1]D
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Patient Documentation

The Patient Documentation option allows clients to print a cover sheet - creating a paperrecord of patient encounters - and
determine what information prints on the cover sheet. This optionis effective in reducing the number of documents that need to be
printed if physical documentationis required in the patient’s file. Patient documentation is disabled by default.
To manage patient documentation within Ignite On-Demand, follow these steps:

1. Select “Patient Documentation”
under “Configurations and Settings” in the Administration Toolkit.

2. Clicktheradio button next to Enable Patient Chart. When you do that, you will be provided the option to lock the patient

charting functionality.
. “Lock” - causes the documentation sheet to print automatically whenever patient educationis printed.
= If“Lock”isnotenabled, the user - by clicking on the “Tracking” dropdown - can decide at the time of the encounter

if they want the document sheet to print.

= IfLockhasbeenenabled, clicking the “Tracking” dropdown will not do anything because Patient Chartis the only

option.
3. Clickthe check boxes next to the additional information that should appear on the documentation sheet.

= Include patient signature block - adds a place for the patient to sign that they

received patient education.

Administration Toolkit

Configuration and Settings Permissions
Account Log Folders
Enhanced Se al Settings Reports
LCatient Documentation Account Usage
User Page

Message Configuration
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Document Patient Encounters

Patient Documentation

Do not document patient encounters
® Enable Patient Chart

Lock - Force all users to use Enable Patient Chart

The option selected will appear as "Patient Chart”™ in the
Tracking drop-down box.

Configure Document

# Include patient signature block
¥ Include educator signature block
#! Include statement

Signature acknowledges that patient/guardian has received these documents and verbalizes
understanding.

Configure Barcode

When barcoding is enabled, the logo and account name will not appear on the patient chart.

Enable barcoding for this account.

Form Title: |

A tithe must be entered with a8 magimem of 30 charsders
Placement of Barcode: Top left corner ¥
Barcode Type: | 3 of 9 barcode ¥ |

Enter Barcode Value; |

A barode valee has a maximoem of 22 characters

= Include educator signature block: adds a place for the educator to sign that they provided the patient education.

= Include statement: adds a statementindicating parent/guardian has received education and verbally understands.

4. Enable barcoding for this account: adds areadable barcode to the documentation sheet. The barcode is a general
barcode that will print on alldocumentation sheets. Itis not patient specific.
a) FormTitle: Enter atitle youwant to appearabove the barcode (i.e. Patient Education).
b) Placement of Barcode: Choose tolocate the barcode in the upperleft orupperright corner of the documentation
sheetwhen printed.
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c) BarcodeType: The only type of barcode supportedis 3 of 9.
d) EnterBarcode Value: A 3 of 9 barcode begins and ends with an asterisk (i.e. *1234*).

The following figure illustrates what the documentation sheet looks like when a Patient Chart is selected, and patient educationis
printed.

Facility Mame: General Hospital

Your Logo
Patient Education —
e
o

Patient Metes and Instruchons: 68/ 2016 1:50:48 PM Eastern Daylight
Patient's Name: John Smith

Motes: Fallaw-up with the dector in five (5) days.

|:| Signansre acknowiedges that patent/guardian has recerved these documents and verbalizes understanding.

B2285 - What is Gestabonal Daabetes?
Please review and ket your doctor know if you have any QuesDons.

Educator Name: Date/ Time:
Educator Signature:

Patient Name: John Smith Date /Time:
Patient Signature:
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User Start Page

The User Start Page allows the Account Manager to determine whether users land on the pre-populated Browse Page
orthe Custom Folders Page when they loginto Ignite On-Demand. The default setting is Browse. This feature only applies to Ignite
On-Demand.
To manage the User Start Page within Ignite On-Demand, follow these steps:
1. Select “User Start Page” under “Configurations and Settings” in the Administration Toolkit.

Administration Toolkit

Configuration and Settings Permissions
Account Logo Folders
Enhanced Security Settings Reports

Patiept Documentation Account Usage
ser Start Page
MesSEa0e connguration

Set User Start Page

This interface allows you to configure the page Users see after logon

If Folders is selected, users will be taken to the Folders tab after logn
If Browse i3 selected, users will be taken to the Browse tab after logmn
Click "Save Settings” to commit your changes or "Cancel” to abort

Select a Start Page: |-—SelectaStart Page — ¥

Save Settings [l Cancel

2. Clickonthe “Select a Start Page” dropdown and choose either Folders or Browse.
a) ChoosingFolders will change the default landing page to the Custom Folders Page. Making the Custom
Folders Page the userlanding page is only suggested if there are custom folders for the User or the Group.
b) Choosing Browse makes the userlanding page the Browse Page. Since the Browse Page contains pre-
populated folders forusers to access, thisis the recommended default setting until custom folders are
available.
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Message Configuration

Message Configuration allows the Account Manager to post messages within Ignite On-Demand to communicate to Ignite
On-Demand users. To manage the message configuration within Ignite On-Demand, follow these steps:
1. Select “Message Configuration” under “Configurations and Settings” in the Administration Toolkit

Administration Toolkit

Configuration and Settings Permissions
Account Logo

Enhanced Secunty Settings
Patient Documentation
User Wil R T

L Message Configuration

Folders
Reports
Account Usage

Message Configuration

Enabled
® Disabled

Enter text information: 400 characters remaining.

2. Clicktheradio button next to Enabled.
3. Typethe message youwould like Ignite On-Demand users to see.
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Reports

Usage Reports allow the Account Manager to review how the accountis being used during a certain date range and to
view a user’s profile.

1. Select“Usage Reports” under “Reports” in the Administration Toolkit.

Administration Toolkit

Configuration and Settings Permissions
Account Logo Folders
Enhanced Secunity Settings

Re
Patient Documentation
Usar Start Page

Message Configuration

Usage Reports

Available Reports

Detailed Shest Report
Data detailed by Education Sheet Tit

Account Activity Report
Account content activity detaked by
Summary Report
Cata summanzed by A SUnt,
Account User Status Report

Account users summanzed by status

e “Detailed SheetReport” generates alist of HealthSheets and/or Drug Sheets accessed by all users oran
individual user.
e  “AccountActivity Report” generates a spreadsheet and pie chart (optional) of content activity detailed by user
interactions with documents.
[ ]

“Summary Report” generates a table showing the quantity of HealthSheets and Drug Sheets viewed and
printed during a given date range.

e “AccountUser Status Report” generates areport of users, their statuses and their permissions.
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Detailed Sheet Report

ADetailed Sheet report generates alist of education sheets based upon specific search criteria. It is useful foridentifying the
sheets being most (orleast) accessed by clinicians.

1. Select “Detailed Sheet Report.”

2. Selectthe search parameters.

3. Clickthe “VIEW REPORT” button to display the results. Export the results to a Microsoft® Excel
spreadsheet, by selecting “EXPORT TO EXCEL” at the bottom of the results list.

Detailed Sheet Usage Report

Report Oplions

Agcolint: General Hospital

Show me a list of HealthSheets »

where these Events poturmed: CREATE DELETE EDIT W EMAIL & [NFOBUTTON VIEW % PRINT SECLUME EMAIL ¥ WIEW
batwaen the dates: May ¥ f 1 * 2015 v and May /i1 v/ 2017 v Li ]

bey this wser; BLL L

Wiew Regart Il Cancel |

Search Parameters

Content Type: Select the content type.
Event: Specific events are reportable.

= VIEWED: Shows only sheets that were viewed.
= PRINTED: Shows only sheets that were printed.
= E-MAILED: Thisis anoldreporting option andis nolonger available.

= Multiple events can be selected fora single report.

e Date Range: Reporting datais available for only the 24 months prior to the current day. (i.e. If today is 6/8/19, datais
available from 6/8/17 to the present.
e User: Select the user(s)
The results of the searchindicate the type of sheet
(HealthSheet or Drug Sheet), the ID number of the sheet, the title, and a total.
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Decuments listed: 136

Tatal
G L“"' Imfa  Total en es Br fa aa b oo opo by ba gl ose gl ur woo2h

Type ib Title

i Bulion
Haaithshest . B4 Sartrafine i1 o 11 1
= Ingman Care
HeshhSheet . BI047 Chest B o a L]
OnpCosane
HealthSheet B tabdets o Ll o & &
capiules
Whati
MeakhShest  BX37D Rhsumstoid 5 0 3 3
arthrea?
HezakhSheet | DELIS 5 ] 5 5
HeshthSheet - BIL3E Heshtyy Kidtys 5 o 5 5
Shest B33 Exgdasding ¥oud
MeaithShees 832335 il a o a 4
& Htering
HeahhSheet 01245 o 4 ] 4 4
Export to Excel

Account Activity Report

The Account Activity report generates a spreadsheet of content activity detailed by userinteractions with documents. A pie chartis
also available. It provides more detailed information thanis available in the Summary Report.
1. Select “Account Activity Report.”
2. Selectthe search parameters.
a) Eachoptionwillenableits own “filter” choices.
b) Ifthe Chartoptionisenabled, the chart appearwith yourreport results.
3. Clickthe “VIEW REPORT” button to display the results. Results can be exported to a Microsoft® Excel spreadsheet;
click the “EXPORT TO EXCEL” button at the top of the results list
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Account Activity Report
Hegeort Lipd oo
Date Rargs: 0802015 through DEOR01E
= Filtery
Fagility:
[ "1 =
Usar Mamae:
Last Piama:
First Nama:
Dotument £:
Tite:
Content Type:
" .
Loedl=g]
an L
Found 31 records for the pelected oritena. = = F . - .
ser First Content
Facility Group - Last Name D, & Titthe - Mt Duate J
acermrg e zzen E::‘ - — how e
-
lcopang (LN PR lreron ;:z"m Rkt | e b ok
=
i vt basage  (drress ez T e T
—
Earery -
accinage g ot L e hravms
r———
licristgr  [Manager  [Acosuet 52299 | et s SN b
O amwrari ™
e
g T Fa—— luzzam e ] T brnmmag
L abwrai "
ket O P
g Bl g e [{=-22 Guln-u;-l .y frumg At
Summary Report

A “Summary Report” contains a summary of account usage by facility, group, individual user, or multiple users during a specific date
range. Thisreportis usefulin determining overall usage of Ignite On-Demand or KOF from one time frame (YTD, YOY, etc.) to
another.
There are three types of reports available:
e “Summary by Facility” displays summary totals of all HealthSheets and Drug Sheets viewed, printed, and e- mailed
by facility.
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e “Summary by Group” displays summary totals of all HealthSheets and Drug Sheets viewed, printed and e- mailed by
group.

e “Summary by User” displays summary totals of all HealthSheets and Drug Sheets viewed, printed and e-mailed by
one or more users.

Summary by Group

1. Select “Summary Report.”
2. Select “Report Type”.

Summary Usage Report

ACCount: Ganeral Hospital
T e
o
Betwssn the Dates: wn vy vl 2006 v aed un v e v 2ona

3. “Betweenthe Dates” allows you to select a date range onwhich to run this report. This gives you the flexibility to
analyze usage for a single day, week, month, quarter or year.
4. Clickthe “VIEW REPORT” button to view the results. To export the results to a Microsoft® Excel spreadsheet, click
the “EXPORT TO EXCEL” button at the top of the results list.
The example results show subtotals for HealthSheet and Drug Sheetsviews, prints, e-mails and a combination of all three. Totals are
given at the bottom.

Note:
HealthSheets Emailed and Drug Sheets Emailed will always be zero.

Health Health Health Health erug D Cerug Drug
e Shests Sheets Sheets Sheels Sheets Sheets Shests Shests

Viewed Printed E-mailed Total WViewed Printed E-mailed Tatal
(Mol roaped F. 15 o 41 ] o a L]
Ll o] L1 158 o 41 ] T a r
i LH HL] o 155 1 Q a 1
Winbwrn 205 186 o 391 15 8 a 13
Worcesher 126 1 o 349 & 4 a 1o
York 109 158 o Ie7 12 -] a Flil
Vi £20 B2 & 1562 2 2 ] &
Totals 44150 149321 © 1%34T1 15TM 19948 @ 35719

=1
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Running an Account User Status Report

The Account User Status Report generates areport of users, their statuses and their permissions. The report is useful because it
provides a quick look at the functionality allowed for all users and prevents needing to look at each user individually.
1. Select “Account User Status Report.”
2. Selectthe search parameters. Each option (User Type, User Name, Active, etc.), has its own “filter” choices that will
appear.
3. Clickthe “VIEW REPORT” button to display the results. To export the results to a Microsoft® Excel spreadsheet, click the
“EXPORT TO EXCEL” button at the top of the results list.

Account User Status Report
Acoount: General Hospital

Filters
Usér Typé: Has Emargency
Al v Accass:

Both L
User Name:

Ecucator [d:
Lagt Nama:

Can Changa
First Nama: Password:

Bath i
Emad: Can Craate

twmg:
Phone: Both ’
active: Can \View
Both - Blocked:

Both v
Loschoad:
Both ¥ Group:

Fangalety:

view Report ] Export To Excel ] cCancel |
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