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Introduction
This documentprovidesguidanceonnavigating theadministrative functionality availablewithin the IgniteonDemandweb-based
application, for administeringboth IgniteOn-Demandand IgniteonFHIR applications.
IgniteOn-Demand is aflexible, easy-to-use,web-basedpatient education application that canbeused “right outof thebox” to
findandprint patient educationmaterialswhenandwhere neededor it canbecustomized toaccommodate the special needsof
your organization.
This Application andAdministrationGuidedescribes the functionality available to application administrators for IgniteOn-Demand
and IgniteonFHIR.

User Roles&Privileges
There are three typesof roles available in IgniteOn-Demandand IgniteonFHIR. Each role has its ownsetofprivileges available to it.

● AccountManager: a specially-appointedclinicianor educator and is themainpoint of contact for StayWell. The
AccountManageroversees the IgniteOn-Demandapplication, and its use,within theorganization. StayWellworks
with theAccountManager todetermine theproper set-up for IgniteOn-Demandand its users. AccountManagers
have full administrative access toall areasof IgniteOn-Demand:

● GroupManagers.GroupManagers are usually department headsor subjectmatter experts appointedby the
AccountManager.GroupManagersmaybegivenpermission toperformadministrative tasks for thedesignated
Group.

● Users: Users aregenerally nurses/patient educatorswhoaccess IgniteOn-Demand tofindandprint patient
education for their patients. Permissions for users are very limitedandaredeterminedby theAccountManager.

User Levels&Permissions

Account Manager Group Manager User

Custom
ContentBuilder
(if licensed)

Yes Optional No

Content Export
Module (if
licensed)

Yes No No

RecordWriter
Module (if
licensed)

Yes No No

Group
Management Create, Edit, Delete No No

User
Management

Create (all role types)
Edit (all role types)

Create (all role types)
Edit (all role types) No
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Delete (all role types) Delete (all role types)
Account-wide
folder
management

Create, Edit, Delete CreateDelete No

General User
Folders Delete Delete

Create
(Optional)

Delete
(Optional)

Block/Unblock
sheets Yes View (Optional) No

Change initial
blocking state
for sheets

Yes No No

Change
protocol values Yes No No

Use the Ignite
On-Demand
application

Yes Yes Yes

Use theKOF
application No (n/a) No (n/a) Yes

Changedefault
values Yes Optional No

Folder color Red Orange Yellow

Two IgniteOn-Demandaccounts cannotbe logged inon the samecomputer at the same time. For sharingofworkstations, users
must logoffwhenwork is complete, orwhenchanging roles, e.g. changing fromanAccountManagement role to aUser role.

To logoff, click the “LogOut” tabor close thebrowser. Noother actions, except for the automatic time-out,will cause theAccount
Manager session toclose.

AccountManagerUser Interface
When logging into IgniteOn-Demand, theAccountManager interface (www.Igniteondemand.com) is thefirst screenpresented
regardlessof the role,with various functionsor sectionsenabled (or disabled) as allowedby theprivileges assigned to the role.

Account Manager Group Manager User

Healthsheet
Management Yes
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Facility
Management Yes No No

Group
Management Yes

User
Administration
Administration
Toolkit

Basic SetupandCustomizationOptions
The following steps are requiredbeforemaking theapplication available for regular use:

▪ Create anddefine facilities and/or groups–bothoptional

▪ Addanddefineusers, aswell as associate themwith facilities andgroups if applicable

▪ Makeother account customizations:

o Set upaccount-level and/or group-level folders
o Change the initial blocking state forHealthSheets from thedefault setting (unblocked)
o BlockHealthSheets thatmaynot conform to theneedsof theorganization
o Changeprotocol valueson selectedHealthSheets
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FacilityManagement
TheFacilityManagement functioncanbeused to identify usersbeyondGroups for reporting.

Note: Facilitiesmanagement is not available, andwill havenoeffectonutilization reportingor foldermanagement in IgniteonFHIR.

The “FacilityManagement” section has four functions:
1. Addanew facility.
2. Add/Removeusers to/from facility.
3. Moveusersbetween facilities.
4. Select a facility toedit or delete.

Adding newFacilities
1. Select “Addanew facility” fromunder “FacilityManagement,”whichwill bring up the “FacilityManagement” screen.

2. Type in thedesirednameof the facility in the “Facility name” text field;Click “ Add this Facility.” Thenew facility name
will appear in thedropdownboxunder “FacilityManagement.”
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Add/RemoveUsers To/FromFacility
Toaddor removeusers toor froma facility, follow these steps:

1. Under FacilityManagement select “Add/Removeusers to/from facility,”whichbrings up the “Add/RemoveUsers
To/FromFacility” screen (below).

2. Select the facility from the “Available Facilities” dropdownbox.
3. Select theuser(s) to add to the facility andclick “Add.” The selecteduserswillmove into the “Users in Facility”

box. A user canonlybeassociatedwithone facility.
4. Select theuser(s) to remove froma facility andclick “Remove.” The selecteduserswillmove into the “UsersNot in

Facility” box.
5. Click “Save” for changes tobemade..

Youwill remainon the “Add/RemoveUsers To/FromFacility” screenandagreenmessageappears stating “Theuser facility infowas
successfully saved.”

MoveUsersBetweenFacilities
1. Under FacilityManagement, select “Moveusersbetween facilities”.
2. Select thedesired facilities from the “Facility 1” and “Facility 2”dropdownmenus.
3. Click “Save” (Savemustbeclicked for changes to takeeffect).
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EditingorDeleting Facilities

Editing a Facility

Use theEditingFacilities function tochange thenameof aFacility.

1. Under FacilityManagement, choose the facility toedit by selecting it in thedrop-downboxunder “Select a facility
toedit or delete”; click “Edit”.

2. Make thenecessary changes to theFacility name.
3. Click “Update this Facility.”

Deleting a Facility

Whena facility is deleted, the associateduser accounts are notdeleted. Theuserswill revert to theaccount level andwill notbe
affiliatedwith any facility.

1. Under FacilityManagement, choose the facility todeleteby selecting it from the “Select a facility toedit or
delete”dropdownbox; click “Delete”.

2. Click “Delete” toconfirmandproceedor “Cancel” toexitwithoutdeleting the selected facility.

GroupManagement
Whensettingupandconfiguring IgniteOn-Demand, theAccountManager (application administrator) shouldconsiderwhether the
organizationor clinicalworkflowwill require IgniteOn-Demandusers tobeorganized into smaller subsets calledGroups. The
definitionofGroups is decidedby theorganization. Typical typesofgroups include:

● Condition/specialty, e.g.Cardiology
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● Areaof thehospital, e.g.OutpatientClinic
● Patient education focus, e.g.DiabetesEducators
● Anyother subset thatmaybewarranted, e.g. 2ndfloor East

Theadvantagesof settingupgroupsare:

▪ MarketingandBrandingCustomization: Segregatingusers intogroupsallows IgniteOn-Demand tobecustomized

for eachgroup. This includes assigningagroup logo thatmightbedifferent from themainorganization logo.

▪ ContentManagement:Group folders canbeused todefine standardized setsof sheets asdesiredby theGroup

Manager. These folders standapart from themainAccount folders (they haveadifferent color) andcanonlybe
viewedbymembersof thegroup.OnlyGroupManagers andAccountManagers canmodifygroup folders.

▪ Local application administration: TheAccountManager canassign aGroupManagerpermission to set up theuser

accounts and standard folders for thegroup.

▪ Reporting: Utilizationcanbe trackedand reported for specificgroupsof users.

Settingupgroupsdoeshave its advantages, butbecausegroupmaintenance requiresmoreeffort, a lot of forethought shouldbe
donebeforemaking thedecision tocreategroups.

Adding aGroup

ToaddaGroup, first log in asAccountManager. Navigate to theAdminPage.
1. Select “Addanewgroup” under “GroupManagement”.
2. Type in thedesirednameof thegroup in the “Groupname” text field.
3. A logodifferent from themainAccount logocanbeassociatedwith anygroup.

a) SelectBrowsenext to the “Logo touse”box.
b) A “ChooseFile” dialogboxwill appear.
c) Locate a logo fromyour computer’s directory.
d) Double click the logoor single click the logoand thenclick “OPEN.”
e) Youwill be returned to “AddaGroup.”

4. Click “ Add thisGroup.”
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TheAdminPagewill appearwith agreenmessage stating “Thenewgroupnamehasbeen successfully added .” Thenewgroup
namewill appear in thedropdownboxunder “GroupManagement.”
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Editing aGroup

TheEditGroup function allowsaGroupspecific logo tobeconfigured for thegroup. This logowill be applied toany andall
Healthsheets that areprinted for apatient from IgniteOn-Demand. If no logo is added for theGroup, IgniteOn-Demandwill
default to the logoset at theAccount level.
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1. Under “GroupManagement”, choose theGroup toedit from the “Select agroup toedit or delete”dropdown
box.

2. Click the “Edit” button.
3. “AddaGroup /EditGroup”will appear.
4. Makechanges to theGroupname.
5. Remove the logo, REPLACE the logoor adda logo (see step3underAddingaGrouponpage8).
6. Click the “SaveGroup”buttonor “Cancel” toexitwithout saving.

TheAdminPagewill appearwith agreenmessage stating “Thegroupwas successfully updated.”

Deleting aGroup

Note:WhendeletingaGroup, user accounts for that groupwill bedeleted, aswell as any folders created for that group. Toprevent
users frombeingunintentionally deleted,move themto theAccount level prior todeleting thegroup.

1. Under “GroupManagement”, choose theGroup todelete from the “Select agroup toedit or delete”
dropdownbox.

2. Click the “Delete”button.
3. “Delete aGroup”will appear.
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4. Click the “SaveGroup”buttonor “Cancel” toexitwithout saving.
TheAdminPagewill appearwith agreenmessage stating “Thegroupwas successfully updated.” Thegroupdeletedwill no longer
appear in thedropdownboxunder “GroupManagement”.
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UserAdministration
There are twooptions for accessing the IgniteOn-Demandapplication as anend-user.

User Levels&Permissions

Benefits Drawbacks

UniqueUser
Name /
Password

AllowsAccountManager to
track usagedown to the
individual user

requires users to log into IgniteOn-Demandevery time they
need toprovidepatient education

General
username /
password

AccountManager tocreate a
pass-through link containing
theusernameandpassword
preventingusers fromhaving
to “log in.”1

Utilization andother reportingnot available at the level of an
individual user.

Adding a newUser
ToaddaGroup, first log in asAccountManager. Navigate to theAdminPage. Select “Addanewuser” under “User Administration,”
whichwill bring
up the “AddaUser” screen

Complete the informationon the “AddaUser” screen (blue shadedfields are required).
1. Facility: Assign theuser to a specificFacility, if appropriate.
2. UserName:mustbeunique.
3. User Type: Assigns theusers’ Role.
4. Password: provideapasswordaccording to your organization’s protocol. Userswill be required tochange their

password thefirst time they log in if “User canchangePassword” is enabled inGeneral Permissions.
5. AccountActive: User accounts areeither active, or inactive, andcannotbedeletedoncecreated.

Select “AccountActive” to activate
a user; de-select this box todisable access for a user.

1Pass through links cannotbecreated for AccountManagersorGroupManagers

ALLCONTENTSARECONFIDENTIAL

Confidential©Copyright 2023WebMD Ignite. All rights reserved.
Maynotbe reproducedor redistributedwithout theexpresspermissionofWebMD Ignite. 15



6. Locked: Enabling the “Locked”optionswill prevent users frombeing lockedoutof IgniteOn-Demand theyenter too
manywrongpasswords.

7. EnableEmergencyAccessRights:Gives a specific user AccountManagerprivileges in “anemergency.”

TheAdminPagewill appearwith agreenmessage stating “Thenewuserwas successfully added .” Thenewusernamewill appear in
thedropdownboxunder “User Administration.” All users, regardlessof type, are listed in thedropdownboxbyuser name.

General Permissions

Passwords

▪ User canchangepassword ( yesor no) : allowsauser tochange thepasswordon their account thefirst time they log

in. Userswill alsobeprompted toaddSecurityQuestions,whichwill allow themtouse theForgottenPassword
functionality.

ManageyourAccount –UpdateSecurity

Users canmanage their accountSecurity optionsbyclicking “Your Account” in theupper left-handcorner of IgniteOn-Demand.
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▪ ManageSecurityQuestions: Usersmust choose threeSecurityQuestions andprovide their respective answers.

This security informationwill allow theuser to use theForgottenPassword functionality.

Bookmarks&Folders

Users cancreatebookmarks and folders (yesor no): Allowsor restricts a user fromcreatingbookmarks and folders.
Note: Folders createdat the individual User level are visible to all Userswithin the sameGroup, Facility, or Enterprise. Therefore,
StayWell recommends limiting theability tocreate folders to individuals designatedas acontent SubjectMatter Expert (SME)who
is responsible formanagingcontentworkflow

AddUsers fromaFile

The “Manageusers fromfile” option allowsanadministrator to addusers in abulk upload.Complete thefields in theMicrosoft®
Excel spreadsheet, available in the “Manageusers fromfile” section. After the spreadsheet is completed, select thefile andupload.
Using this tool enables theadministrator to set upusers inbatches.

▪ Providinguserswith usernamesandpasswords.

▪ Assigningusers to facilities andgroups.

▪ Enteringuser information andpermissions.

An important aspectof this tool is that an administrator canupdateuser information inbulk aswell. So longas the “username”does
not change, the administrator canmodify any
of thefields andupdateuser records all at one time.
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UnlockingUserAccounts
If EnhancedSecurity Settings areenabled, (“Locked” is selected in theuser account), usersmaybecome lockedoutof Ignite
On-Demand if they havemore than theallotted failed login attempts.
Tounlock auser account, follow these steps:

1. Log in asAccountManager; navigate to theAdminPage.
2. Select thecorrect user under “User Administration”; click “Edit”
3. Remove thecheckmark fromnext to the Lockedoption.
4. Clickon “Savechanges.”
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FolderManagement
IgniteOn-Demandand IgniteonFHIR havedifferent folder structures.

IgniteOn-Demand IgniteonFHIR

Account Folders

Account folders are red. They are set up
andmodifiedonlyby theAccount
Manager. All users can view these folders
andprint thecontained sheets.

Folders are available to all userswhen
accessing IgniteonFHIR. Folders are not
distinguishedbycolor.

GroupFolders

Group folders areorange. They are set up
andmodifiedby theGroupManager.Only
general userswhoaremembersof that
groupcan viewandprint sheets.Only the
GroupManager canadd/delete
bookmarks to/from these folders, aswell
as renameand/ordelete the folders
themselves.

Not available

User Folders

User folders are yellow. They are set up
andmodifiedbygeneral usersof Ignite
On-Demand.Other general userswhoare
membersof the samegroupcan view
these folders, print sheets, add/delete
bookmarks, and renameordelete the
folders themselves.

Not available
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FolderManagement
Theprocess for creating, editing, anddeleting folders is the samewhether youare anAccountManager,GroupManager, or User;
however, the typesof folders that are createdand the rights tomanage themdifferdependingon the typeof user that creates
them.
The rules formanaging folders (changingbookmarks, renaminganddeleting) are as follows:

▪ TheAccountManager canmanageany folder.

▪ GroupManagers canmanage their own folders andanygeneral user foldersbelonging to their owngroup.

▪ General users canmanageanygeneral user folder in their owngroup.

AccountManager GroupManager User

Account
Folders Log in asAccountManager Not available Not available

Group
Folders Delete folders Log in asGroupManager Not available

User Folders Not available Log in asUser Log in asUser
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All folder functionality ismanaged from theManageYour Folders Page. From this page, Folders canbeCreated, Renamed,Moved,
orDeleted.Navigate to this pagebyclicking the “Folders” tabon the toolbar.
TheFolderManagementoptions in the leftNavigationbar (Create, Rename,MoveandDelete) areblack if available andgraywhen
inactive.
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CreateNewFolder Functionality
● Anew folder is createdwhenclickingon “CreateNewFolder”.
● The folder colorwill bebasedon the roleof theuserwho is currently logged into IgniteOn-Demand.
● Folders at the same level ( Account,Group,User) cannot have the samename. For example: If anAccount Level

folder called “Asthma,” exists,a second folderwith the samenamecannotbecreatedat that level. AGroupFolder
and/orUser Folder calledAsthmaCANbecreated.

Top-Level andNestedFolders

Tocreate a TopLevel ( Root) Folder, be sure noother folder is selected (A selected folderwill be highlighted ingray).
A nested folder is simply a folder createdwithin another folder. Tocreate anested folder:

1. Select the folder inwhich tocreate aNewFolder byclickingon that folder’s name (“Asthma” in thefigurebelow). The
selected folderwill be highlighted ingray.

2. Click “CreateNewFolder” under FOLDERS i n the left-handmenubar. ANewFolderwill becreatedwithin the
selected folder (FIGURE29).

RenameFolder

RenameaFolder byfirst highlighting the folder, and thenclick “RenameFolder” in the left navigationbar.

Populating Folders
Once folders havebeencreated, theycanbepopulatedwithHealthSheets, DrugSheets, Lab Tests,Custom (client authored)
content, etc.

1. BrowseorSearch for thedocument(s).
2. Select thedesiredarticles.
3. ChooseAdd toFolder from theActionsDropDownBox
4. Click theorange “Go”button,which loads theManageYour Folders Page.
5. Clickon theexisting folder towhich thedocument(s) shouldbeadded. Top-level or nested folders canbe selected.
6. The iconnext to the folderwill change from lookingclosed to lookingopen.
7. Clickon theorange “Add toSelectedFolder” button.
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EducationCart

AddmultipleHealthSheets to anew folder (or evenanexisting folder) fromwithin aHealthSheet -or even from the
SearchResults Page–byusing theEducationCart.
Insteadof choosingAdd toFolder from theActionsDropDownBoxandclicking theorange “Go”button, chooseEducationCart
from theActionsDropDownBoxandclick theorange “Go”button.Do this asmany timesas youneed tofill your EducationCart
with theHealthSheets youwant to add toa folder.Go to theEducationCartwhere yourHealthSheets should alreadyhavecheck
marks next to them. Followsteps three throughfiveunderBrowsingor Searching tocreate anew folder.

Moving Folders and Items
Folders anddocuments canbemovedwithin andbetween folders.Movinga folder automaticallymoves anyother foldersor items
containedwithin 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 document c anbe
selected tomovehowever, they allmustmove to the samenew location.

2. Click the “MoveFolder or Item”option under FOLDERS in the left - handmenubar. The list of selected folders
and/or documents appears at the topof thepage just under theManageYour Folders title.
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FIGURE33: LISTOF ITEMSTOMOVE
3. There are threeoptions formovinga folder or document:

a. “Add toRoot (TopLevel).”Only folders canbeadded to theRoot Level. Clickon “Add toRoot” to adda
folder to the top level
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b. “Add toSelectedFolder” adds the folder or document(s) to the selected folder.Clickona 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.

Deleting Folders and Items
Deletinga folder automatically deletes anyother foldersor itemscontainedwithin it.

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

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 youwant todelete

(FIGURE35).
4. Clickon “DeleteAll ItemsShown” toproceedor “Cancel” to stop.

Folder Library
Navigate to theFolder LibrarybyclickingViewFolder Library under Folder Library. Entire folders and their contents canbe
duplicated. This functionality is usefulwhenpropagatingcontent acrossgroupsor facilities.

1. Select “ViewFolder Library” under Folder Library in the left- handmenubar,whichbrings up the Ignite Folder Library.
2. Click in thebox(es) next to the folders youwish tocopyand thenclickon theCopyLibrary Folder link under Folder

Library in the left- handmenubar.
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Permissions
AccountManagers can specifywhich userswill havepermission tocreate andmanage folders. There are twoways toconfigure
users: 1)with the “Folder PermissionManagement” linkon theAdminPageand2)whenaddingor editing user accounts underUser
Administrationon theAdminPage.

Using the Folder PermissionManagement Interface

Tomanage folder permissionswithin theAdministration Toolkit of IgniteOn-Demand, select “Folders” under “Permissions” in the
Administration Toolkit.

Folder PermissionManagement

Set thedefault setting forBookmark andFolder creation forUsers andGroupManagers.
“Enabled” – Thedefault setting for newuser accounts enablespermissions tocreate folders andbookmarks.
“Disabled” – Thedefault setting for newuser accountswill disable theability tocreate folders andbookmarks
Enabling andDisablingExistingUsers “Folder PermissionManagement” allowsAccountManagers toeasily identifywhohas folder
permission, aswell as enableor disable Folder andBookmarkpermissions for existing users.
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Configuring Folder Permissions on theAccount Level
Anotherway toconfigure folder permissions is on theuser account level from theAdminPage.

1. Under “User Administration,” use thedropdownbox to select theuser toedit (users arebroken into two
subcategories –Active and Inactive – andare listedalphabetically under each).

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

HealthSheet™Management
HealthSheetManagement allowsanAccountManager to:

ALLCONTENTSARECONFIDENTIAL

Confidential©Copyright 2023WebMD Ignite. All rights reserved.
Maynotbe reproducedor redistributedwithout theexpresspermissionofWebMD Ignite. 27



▪ BlockandunblockHealthSheets.

▪ Export a list ofHealthSheets availablewithin IgniteOn-Demand.

▪ Changeprotocol valueswhenavailableonaHealthSheet.

Blocking andUnblockingHealthSheets
Oneof thecustomization features in IgniteOn-Demand (IgniteOn-Demand) is the ability toblockHealthSheets thatdonot comply
with your organization’s standardsof care.WhenHealthSheets areblocked, only theAccountManager andGroupManagerswho
havebeengiven
permission toblockandunblockHealthSheets can see theblockedsheets. Regular users andGroupManagerswhodonot have
permission toblockandunblockcannot accessblockedsheets. Blockeddocuments canbemadeavailable for general useby
unblocking.
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Log in asAccountManager andnavigate to theAdminPage.
1. UnderHealthSheetManagement, select “Block/UnblockHealthSheets.”
2. On the left is a list of all theUnblockedHealthSheet titles.
3. Scroll down thealphabetical list of titles in the left columnuntil youfind the title(s) block.
4. The list ofHealthsheets canbe reducedbyusing theFilter function.

a. Enter awordcontained in the title of theHealthSheet into theboxbelow the title list.
b. Click “filter” to help narrowdown the list of sheets to selectwhenblocking.
c. Tobringback thecomplete list, click “showall.”
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1. Locate the title toblock, clickon it to select it.More thanone title canbe selectedbyholding theControl
<CTRL>or SHIFT keys.

2. Click “Block>” tomove it to the right column.
3. Tounblocka title, select it in the right columnandclick “<Unblock.”
4. Click “Save.”

NOTEFORBLOCKING/UNBLOCKING

Theblocking feature appliesonly toHealthSheets.DrugSheets cannotbeblocked.HealthSheet numbers are found in theupper
right corner of each sheet.
If abookmarkedHealthSheet is later blocked, thebookmark and its checkboxwill appear grayedout,
followedby themessage “BlockedHealthSheet”.
Changes toblockedor unblockeddocuments can takeup to24hours to register in IgniteOn-Demand.
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Setting the Initial BlockingRules
The initial blocking rules feature in IgniteOn-Demand lets youcontrol theway inwhich newand revisedHealthSheets are added to
your account. The initial blocking rules are aone-timesetting thatdetermineswhether 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 theHealthSheetBlockingRulesPage
will appear.

2. Click the radiobutton labeled “Blocked” forNewHealthSheets and/or RevisedHealthSheets andclick “Save.”
a) BlockingnewHealthSheetsprevents any newHealthSheets frombeingavailable togeneral users until they

havebeenunblocked.
b) Blocking revisedHealthSheetsprevents anyHealthSheets that haveundergone revisions frombeingavailable

togeneral users until they havebeenunblocked. Any unblockedexisting versionof aHealthSheetwill still be
available to users.

Tochange the settingback toUnblocked, repeat these stepsbut choose theUnblocked radiobutton(s) insteadofBlocked radio
button.

ExportingHealthSheet Lists

TheExportHealthSheet List featuredownloadsa text file containinga list ofHealthSheet titles and IDnumbers. The steps toexport
a list are as follows:
Log in asAccountManageron theAdminPage.
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1. Under “HealthSheetManagement,” click “ExportHealthSheet List.”

2. On“ExportHealthSheet List” (FIGURE41), select the list youwould like toexport using thefirst set of
radiobuttons:

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

3. Choose themethodofexport using the secondsetof radiobuttons:
a) Print to screen:With this option, youcan view the list on screenor copyandpaste the list from the screen to

a spreadsheetorwordprocessingapplication.
b) Downloadas aMicrosoft®Excel file:With this option, youcandownloadafile to your harddrive that canbe

opened in a spreadsheetorwordprocessingapplication.
4. Click “Export List.”
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ChangingProtocol ValuesonHealthSheets
IgniteOn-Demandallowscertainprotocol values in theHealthSheets tobemodified toconform toyour organization’s standards.
Only theAccountManager andGroupManagerswhohavebeengivenpermissioncanchangeprotocol values.Whena value is
changed, thenewvalue appears any time the sheet is viewedorprinted.Changesapply to all groupsandusers.
Tochangea valueonaHealthSheet, follow these steps:

1. Use the search tofind thedesiredHealthSheet. HealthSheetswith editable values are indicatedwith apencil icon
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2. Clickon the link for theHealthSheet toedit.
3. At the topof theHealthSheet, you’ll see instructions for changinga value. The instructionsdonot appearwhen the

AccountManagerprints theHealthSheet.

4. Editable values are highlighted in agrayorbluebox in thebodyof the text.
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5. Agraybox indicates theoriginal Ignite value.
6. Abluebox indicates a value that hasbeenmodified.
7. Tochangea value, clickon thegrayorbluebox.
8. In thedialogbox, enter your newvalue in the “AccountValue”box.
9. Click “Save.”

Thenewvalueswill appearwhenever theHealthSheet is viewedorprinted. To return to theAdminPage, click “Account
Administration” at the topof the IgniteOn-Demandapplication.
A valuecanbe resetback to theoriginal. Youcan reset a changedprotocol valueback to theoriginal Ignitedefault valueby
selecting theblue valueboxand re-entering theoriginal valueorbyclicking the “Reset” button.
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Parameters for changingProtocol Values

● Theeditableprotocol value featureonly applies toHealthSheets.
● Not all HealthSheets haveeditable values; only those that

have thepencil iconnext to themwhen logged in asAccountManager.
● The Ignite value in thedialogbox tells you the value thatwasoriginally assignedby Ignite.
● Valuesmustbechanged for eachavailable language (i.e. English andSpanish).
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Administration Toolkit
TheAdministration Toolkit contains three sections - “Configuration andSettings,” “Permissions” and “Reports” reports.

Configuration andSettings
Managing Logos

AccountManagers canupload logos for usewithin their IgniteOn-Demandaccount for bothAccount Level LogosandGroupLevel
Logos.GroupManagers canupload logos for their groups.

1. Select “Account Logo” under “Configurations andSettings” in theAdministration Toolkit. If logged in as aGroup
Manager, or administering a logo for agroup, under the “GroupManagement” sectionofAccountAdministration, select
aGroupandclick “EDIT”.

2. Select a new logobyclicking the “ChooseFile” button. Browseyour 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:”
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4. Click the “SaveGroup”button to save this choiceor “Cancel” to return to theAdminPagewithout saving your
choice.

EnhancedSecurity Settings
EnhancedSecurity settings aredisabledbydefault. EnablingEnhancedSecurity2 featureswill create additional requirements for
usersof the IgniteOn-Demandapplication.

EnhancedSecurityOptions
▪ Failed LoginsAllowed:Specifies thenumberof failed logins (incorrectpasswordentries) allowedonaUserName

before that account is locked. At suchapoint, anAccountManagermust unlock theaccount (SeeUnlockingUser
Accounts). Select thenumber (1 – 5) of failed login attemptsbefore aUserName is “locked.”

▪ Automatic Timeout Period: Thenumberofminutesof inactivity before a user is automatically loggedoutof the

IgniteOn-Demandapplication.Next to “Failed LoginsAllowed,” fill in the number (1 – 60) ofminutes until an inactive
account is timedout. Thedefault timeout is 30minutes.

▪ MinimumPassword Length: Theminimum lengthpasswordallowed tobeused. Enabling the function also

requirespasswords to includeat least onenon-alphanumeric symbol suchas$,%,&, etc. Theminimum length is 8
characters.

▪ PasswordDuration: Thenumberofdaysbefore users need tochange their passwords. A range from 1-90days is

allowed.Whenusers’ passwordsexpire, theywill have theopportunity tochange themwhen they login.

▪ Enable StrongPasswords:Enabling strongpasswords requires users to selectpasswords that haveat least eight

characters consistingof upper and lowercase letters, at least onenumber andat least onenon- alphanumeric
symbol suchas$,%,&, etc. Thepasswordcannot contain theusername.
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EnablingAdvancedSecurity
Select “EnhancedSecurity Settings” under “Configurations andSettings” in the
Administration Toolkit. Select thecheckbox toenableor disable eachenhancedsecurity feature.

2 If 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
Security Options

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

Enhanced SecLJrity FeatLJres are: @ Enabled 0 Disabled

Failed Logins Allowed: 0 [)isabledvalid value is between 1 and 5
Alltomatic Timeout Period in Minutes: 0[)isabled
valid value is between 1 and 60
Minimum Password Length: 0 Disabled
valid value is between 8 and 99 0
Passwo1·d Expiration Period in Days: 0 Passwo1·d Never Expi1·esvalid value is between 1 and 90

Enable Strnng Passwo1·ds: D

lml!!D
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PatientDocumentation
ThePatientDocumentationoption allowsclients toprint a cover sheet –creatingapaper recordofpatient encounters - and
determinewhat informationprints on thecover sheet. This option is effective in reducing thenumberofdocuments that need tobe
printed if physical documentation is required in thepatient’s file. Patient documentation is disabledbydefault.
Tomanagepatient documentationwithin IgniteOn-Demand, follow these steps:

1. Select “PatientDocumentation”
under “Configurations andSettings” in theAdministration Toolkit.

2. Click the radiobuttonnext toEnablePatientChart.Whenyoudo that, youwill beprovided theoption to lock thepatient
charting functionality.

▪ “Lock” - causes thedocumentation sheet toprint automaticallywhenever patient education is printed.

▪ If “Lock” is not enabled, the user -byclickingon the “Tracking”dropdown–candecideat the timeof theencounter

if theywant thedocument sheet toprint.

▪ If Lockhasbeenenabled, clicking the “Tracking”dropdownwill notdoanythingbecausePatientChart is theonly

option.
3. Click thecheckboxes next to theadditional information that should appear on thedocumentation sheet.

▪ Includepatient signatureblock –addsaplace for thepatient to sign that they

receivedpatient education.
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▪ Includeeducator signatureblock: addsaplace for theeducator to sign that theyprovided thepatient education.

▪ Include statement: addsa statement indicatingparent/guardian has receivededucation andverbally understands.

4. Enablebarcoding for this account: addsa readablebarcode to thedocumentation sheet. Thebarcode is ageneral
barcode thatwill print on all documentation sheets. It is notpatient specific.
a) FormTitle: Enter a title youwant to appear above thebarcode (i.e. Patient Education).
b) PlacementofBarcode:Choose to locate thebarcode in theupper left or upper right corner of thedocumentation

sheetwhenprinted.
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c) BarcodeType: Theonly typeofbarcodesupported is 3of 9.
d) EnterBarcodeValue: A3of 9barcodebegins andendswith an asterisk (i.e. *1234*).

The followingfigure illustrateswhat thedocumentation sheet looks likewhenaPatientChart is selected, andpatient education is
printed.
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User Start Page
TheUser Start Pageallows theAccountManager todeterminewhether users landon thepre-populatedBrowsePage
or theCustomFolders Pagewhen they log into IgniteOn-Demand. Thedefault setting isBrowse. This featureonly applies to Ignite
On-Demand.
Tomanage theUser Start Pagewithin IgniteOn-Demand, follow these steps:

1. Select “User Start Page” under “Configurations andSettings” in theAdministration Toolkit.

2. Clickon the “Select aStart Page”dropdownandchooseeither FoldersorBrowse.
a) ChoosingFolderswill change thedefault landingpage to theCustomFolders Page.Making theCustom

Folders Page theuser landingpage is only suggested if there arecustom folders for theUser or theGroup.
b) ChoosingBrowsemakes theuser landingpage theBrowsePage. Since theBrowsePagecontainspre-

populated folders for users to access, this is the recommendeddefault settinguntil custom folders are
available.
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MessageConfiguration
MessageConfiguration allows theAccountManager topostmessageswithin IgniteOn-Demand tocommunicate to Ignite
On-Demandusers. Tomanage themessageconfigurationwithin IgniteOn-Demand, follow these steps:

1. Select “MessageConfiguration” under “Configurations andSettings” in theAdministration Toolkit

2. Click the radiobuttonnext toEnabled.
3. Type themessageyouwould like IgniteOn-Demandusers to see.
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Reports
UsageReports allow theAccountManager to reviewhow theaccount is beingusedduringacertaindate rangeand to
viewauser’s profile.

1. Select “UsageReports” under “Reports” in theAdministration Toolkit.

● “DetailedSheetReport” generates a list ofHealthSheets and/orDrugSheets accessedbyall usersor an
individual user.

● “AccountActivity Report” generates a spreadsheet andpie chart (optional) of content activity detailedbyuser
interactionswithdocuments.

● “SummaryReport” generates a table showing thequantity ofHealthSheets andDrugSheets viewedand
printedduringagivendate range.

● “AccountUser StatusReport” generates a report of users, their statuses and their permissions.
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DetailedSheet Report
ADetailedSheet report generates a list of education sheetsbasedupon specific searchcriteria. It is useful for identifying the
sheetsbeingmost (or least) accessedbyclinicians.

1. Select “DetailedSheetReport.”
2. Select the searchparameters.

3. Click the “VIEWREPORT”button todisplay the results. Export the results to aMicrosoft®Excel
spreadsheet, by selecting “EXPORT TOEXCEL” at thebottomof the results list.

SearchParameters

● Content Type: Select thecontent type.
● Event: Specificevents are reportable.

▪ VIEWED:Showsonly sheets thatwere viewed.

▪ PRINTED: Showsonly sheets thatwereprinted.

▪ E-MAILED: This is anold reportingoption and is no longer available.

▪ Multiple events canbe selected for a single report.

● DateRange: Reportingdata is available for only the24monthsprior to thecurrentday. (i.e. If today is 6/8/19, data is
available from6/8/17 to thepresent.

● User: Select theuser(s)
The results of the search indicate the typeof sheet
(HealthSheetorDrugSheet), the IDnumberof the sheet, the title, anda total.

ALLCONTENTSARECONFIDENTIAL

Confidential©Copyright 2023WebMD Ignite. All rights reserved.
Maynotbe reproducedor redistributedwithout theexpresspermissionofWebMD Ignite. 47



AccountActivity Report
TheAccountActivity report generates a spreadsheetof content activity detailedbyuser interactionswithdocuments. Apie chart is
also available. It providesmoredetailed information than is available in theSummaryReport.

1. Select “AccountActivity Report.”
2. Select the searchparameters.

a) Eachoptionwill enable its own “filter” choices.
b) If theChart option is enabled, thechart appearwith your report results.

3. Click the “VIEWREPORT”button todisplay the results. Results canbeexported toaMicrosoft®Excel spreadsheet;
click the “EXPORT TOEXCEL”buttonat the topof the results list
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SummaryReport
A “SummaryReport” contains a summaryof account usageby facility, group, individual user, ormultiple usersduringa specificdate
range. This report is useful in determiningoverall usageof IgniteOn-DemandorKOF fromone time frame (YTD, YOY, etc.) to
another.
There are three typesof reports available:

● “SummarybyFacility” displays summary totals of all HealthSheets andDrugSheets viewed, printed, ande-mailed
by facility.
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● “SummarybyGroup”displays summary totals of all HealthSheets andDrugSheets viewed, printedande-mailedby
group.

● “SummarybyUser” displays summary totals of all HealthSheets andDrugSheets viewed, printedande-mailedby
oneormoreusers.

SummarybyGroup

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

3. “Between theDates” allows you to select adate rangeonwhich to run this report. This gives you theflexibility to
analyze usage for a singleday,week,month, quarter or year.

4. Click the “VIEWREPORT”button to view the results. Toexport the results to aMicrosoft®Excel spreadsheet, click
the “EXPORT TOEXCEL”buttonat the topof the results list.

Theexample results showsubtotals forHealthSheet andDrugSheetsviews, prints, e-mails andacombinationof all three. Totals are
given at thebottom.

Note:
HealthSheets EmailedandDrugSheets Emailedwill alwaysbe zero.
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Running anAccountUser Status Report
TheAccountUser StatusReport generates a report of users, their statuses and their permissions. The report is useful because it
provides aquick lookat the functionality allowed for all users andprevents needing to lookat eachuser individually.

1. Select “AccountUser StatusReport.”
2. Select the searchparameters. Eachoption (User Type,UserName, Active, etc.), has its own “filter” choices thatwill

appear.
3. Click the “VIEWREPORT”button todisplay the results. Toexport the results to aMicrosoft®Excel spreadsheet, click the

“EXPORT TOEXCEL”buttonat the topof the results list.
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