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The Email module of PACE covers five key areas.

Send Email enables you to send an ad hoc email to one or more users.

Templates allow you to view, create and edit email templates to cover all eventualities.

Rules and Schedules are the mechanisms for automating emails, specifying that an email (using one
of your email Templates) be sent to users who meet whatever criteria meets your business need

(defined in the Rule) on whatever Schedule you care to define.

Finally, Email History allows you to see what emails have been sent through to PACE to specified
Users, thereby giving you a comprehensive audit trail of their activities (or lack of activity) on your

Programmes.
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1.1 Sending Emails

PACE comes with a powerful email engine that gives administrators a large degree of control over the
look and feel (in addition to the content) of the messages they send. You can send emails to any
PACE users to whom you have access (i.e. those users within your area of control).

The interface for sending emails will be familiar to most computer users as it strongly resembles most
of the email applications in common use. Your steps to send an email in PACE are therefore (mostly)
the same as you would follow to send an email through Outlook, Thunderbird, Gmail or any other

email program.
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1.1.1  Select your recipients
Search
Q,
Full Name ¥ UserlD ¥} Email Address ®
Bill P Admin admin brendan.cerff@cardinus.com Select
Bill Pearmain bpearmain bpearmain@cardinus.com Select
Jay Atwood jatwood jatwood@cardinus.com Select
Jeremy Major jmajor jmajorigcardinus.com Select
Chris Andrews candrews candrews@cardinus.com Select
Alan Cannor aconnor aconnor@cardinus.com Select
Debarah Brady dbrady dbrady@cardinus.com Select
Joan Worthing jworthing jworthing@cardinus.com Select
« a1 3 4 B 6 7 8B 9 10 oo 1-80f82items
Selection
Jay Atwood » | Chris Andrews « | Alan Connor x| Joan Warthing » | Bill P Admin
®cancel @ok

You can select your recipient(s) in one of two ways. Firstly, you can click the To... button to choose
one or more PACE users. Your search criteria may well produce multiple results — you can use the
Select buttons to choose as many users as you wish to be recipients of your email.

Click OK when your choices are complete.

1.1.2

Send an emai
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Whilst you can write your email from scratch, there will often be an existing email template which can
spare you all that extra typing. The Templates drop-down list includes all the templates to which you
have access, all you have to do is select it from the list.

Even if you are using a template, you still have the option to amend the wording before you send your
email. Email templates are covered in more depth in Section 1.2 of this document.

1.1.3 Add notes to the message (optional)

Message detalls

MNates

[ A send

The Message details box gives you the ability to write notes about the email you have sent. This will
be displayed in the email details in the email history for that user.

1.1.4 Provide a Subject line

English Portuguese Erench Japanese

Subject

Give your email a Subject line. This will pre-populate if you're using a template.

1.1.5 Choose your email format
You can send your email as plain Text or HTML. If you choose Text, you will see that the toolbar
above the text editor for the message body disappears.

Email format HTML QL3 © Note: By selecting Text, please be aware that formatting will
change and any images will not be displayed.

+ Add attachment

Paragraph v B I = E o W B Inset mergefields v <

(=
(]
i
il
11

The only formatting that a Text email will retain is line breaks.

HTML emails not only allow you to use bold, jtalic or underlined text, but also to add images, lists and
other formatting. HTML is the default option; you should only use Text emails if your email system
blocks HTML emails.
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NOTE - Section 1.1.7 of this document describes the text editor in more detail,
but please be aware that if you select “Text” as your email format you will be
unable to insert merge afields into your email.

1.1.6 Add attachments (optional)
Use the Attachments button to select any files that you want attaching to your emails.

1.1.7 Write the message content (for HTML emails)
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The full-featured text editor allows you to create your email exactly as you want it to appear. The text
editor can be found at the bottom of the screen and is topped with a toolbar that provides a range of
formatting options.

Option Effect

Allows you to format text as either “Paragraph” (ie. standard text
content), “Quotation” (surrounding the text with Quote formatting)
or a Heading (there are 6 headings of descending size — Heading
1 the largest, Heading 2 the smallest)

Format v

Format the text as Bold /talic or Underlined

[==]
b
=

= All the text to the Left, Centre or Right

= = Insert a list of bullet points or a numbered list
5= Indent the text to the right
3 Insert a functioning hyperlink
ad Insert an Image

Insert a Table
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Insert a placeholder that will be populated with data relevant to
Insert merge fields » the recipient when the email is sent (ie. recipient’s name, email
address or test score etc.)

oy View HTML - this opens a pop-up window which shows you the
raw HTML generated to display your email (advanced users only)

1.1.8 Send the email

Click Send to send your email.
X Cancel A‘Send y

1.2 Templates

Email Templates are a great time-saving feature of PACE that allows you to create a dynamic email
which automatically updates with data relevant to the person receiving the email. Your system will
come ready-configured with a set of email templates which you are able to modify according to your
need, and you have the ability to create whatever additional templates you may require.
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Selecting Email — Email templates brings you to the standard Email templates screen show
opposite. This lists all the templates to which you have access (as you will see below, some templates
are only available to a limited number of users), and it gives you links or buttons to perform one of the
four actions relevant to email templates.

From here you can:

e Create new templates

e Modify existing templates

e Delete existing templates

e Send an existing template to specified users
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1.2.1 Creating new templates
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The Email template builder (accessed by clicking Create new template from the Email templates
screen) gives you complete control over all elements of your new template. The body of the email is
written using the text editor which we have already seen in section 1.1.7 of this document.

Modify email template

Message

English Portuguese French Japanese

Disable [¥] € make the template unavailable in this language.
Subject
Email format HTML QI O note: By selecting Text', please be aware that formatting will

change and any images will not be displayed.

You will start by creating your template in the default language of your system (English in the example
opposite), but you have the option of providing translations into whatever other languages your users
need. Use the language links at the top of the page to switch between languages. You can also use
the Disable option to specify that your template is not to be made available in that particular language
(the template in the example above will not be available in Portuguese).

Once again you have the choice of HTML or Text emails, and you can insert a wide range of merge
fields to your text to make the email truly dynamic. When you create a template, you will need to
provide additional information using the grey section on the right of the screen.
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Template details

Name *

Description =

Programme

Oweneer(s)

Jeremy Major

You must provide a Name for your template. This is displayed
wherever there is a list of templates. Your name must be unique
(the system will not allow you to use the same name as an existing
template) and should ideally be descriptive enough to make the
purpose of the template immediately obvious.

You must also provide a Description. This should be a
comprehensive explanation of the purpose of the template
describing the intended recipients and a summary of the contents
of the template. Giving your template a good Name and a clear
Description helps all administrators and will save you time in the
future (you should not need to open the template to determine if
it's what you need).

Programme is an optional field and is only really applicable if you
have more than one Programme set up in PACE. Selecting one or
more Programmes in this field limits your template to use in
relation to those Programmes.

Some users are limited to only viewing and using email templates
which they “own”. Selecting those users as the Owner (you can
have more than one Owner) will make the template visible to
them.

If you do not select any Owners, the template is only visible to users whose permissions allow them to
view and access templates which they do not own.
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Search X
Q,

Full Hame @ UserlID ¥) Email Address @
legacy bo PACE legacy bill.pearmain@cardinus.com Select
Bill P Admin admin edward.sefton@cardinus.com Select
Bill Pearmain bpearmain alex_eichner@cardinus.com Select
Toby Lawrence tlawrence becky sturt@cardinus com Select
Gary Baldwinn gbaldwinn bill pearmain@cardinus com Select
Tom Blue tblue edward.sefton@cardinus.com Select
Bruce Bennett bbennett bruce.bennett@cardinus.com Select
George Crocker gcrocker george.crocker@cardinus.com Select

“« <« 1 2 3 4 5 6 7T & » 1-8of 57 items
Selection

®cancel @0k

The process for selecting users is the same for Owners. Click the Send button on the right-hand side
of the template to open the Select users dialog box. You can filter the list of users with the search
box at the top of the screen.

Click Select next to all the users you want and click OK to confirm.

NOTE - The terms “view”, “use” and “access” in this context means working with the
templates in the Email templates section of PACE. It does not affect whether a user
could be the recipient of an email using the template — all users could be sent an
email using any template.

% Cancel M cae When you have finished creating your template, click Save.
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1.2.2 Modifying existing templates

Modify emadl template

Meszage
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The process for modifying a template uses essentially the same screen and options as we saw when
creating a new template. You have the option to see which email schedules use the template. Click
Show to see which schedules use the template. You can also view the Update history of the
template. Click Show to see:

e Who created the template

e When the template was created
e Who last modified the template

e When the template was last modified

You can also use “Modify” to create a new template based on the template you “modified”. After you
have made your changes, you can select Save as to create a new template with a new name.

1.2.3 Sending and deleting templates

Clicking Send next to an email template on the main templates page will open the standard Send
email screen with your chosen template already selected. The process for amending and / or sending
the email is exactly as described in section 1.1 of this document.

If you have sufficient rights in the system, you may also see a link to Delete a template. The system
will not allow you to delete an email template that is linked to a schedule. If you are absolutely sure
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you want to delete a template, you will need to make sure you remove it from any schedules before
doing so.

1.3 Rules

PACE has the ability to send emails automatically to specific users based on defined criteria. Rules,

together with Schedules, are what define that criterion. Email rules determine which users are to be
included in the automatic emails; email schedules determine when those emails will be sent and also
specify the content (ie. the template to be used) for those emails. Schedules are discussed in depth
in section 1.4 of this document.
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Select Email — Email Rules to access the Email rules home page. This lists all the rules to which
you have access and provides links or buttons to perform one of three actions in relation to email
rules:

e Create new rule

e Modify existing rule

e Delete existing rule

1.3.1 Creating email rules

An email rule is a set of “conditions” which must be true for a user to be the recipient of the
email. This is perhaps best understood by looking at some of the rules which are present by
default in your system:

Rule Name | Conditions
All users Selects all users with a status of “active”
Healthy Working Plan This rule will find users who have Healthy Working Plan
Chaser tasks which have not been actioned.
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Finds anyone who has not received emails and who has not

New Starter emalil completed the assessment

1.3.1.1 Define your conditions

This first step can be completed without even logging in to PACE. Think carefully
about the conditions that you need to apply to achieve what you want from your rule.
Write it down in “plain language” such as:

Name: Second Reminder
Conditions: Users qualify for this email if:
¢ They are registered for the Healthy Working DSE
course

* They have not completed either their training OR
their risk assessment

*  They were sent the First Reminder email at least 2
weeks ago

When you are clear about how your rule will work, you are ready to start building it.
Click Create new rule at the top of the Rules list.

1.3.1.2 Set your rule details

Email rule builder
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The grey column on the right of the screen is used to contain key details of your rule. Start by giving it
a descriptive Name — keep it short, but make sure that its purpose is clear. Use Description to
provide even more detail — specify how it works.

Owners allows you to make the rule available for other administrators. We have already seen the
same functionality in relation to Email Templates, and you will see it again in relation to Email
Schedules.

1.3.1.3 Building the conditions

Email rules consist of one or more conditions to which AND / OR logic is applied. “AND” logic applies
where you have conditions which must all be true for the rule to apply, whereas “OR” logic applies the
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rule if any of the specified conditions are true. The Email rule builder allows you to build complex rules
which combine “AND” conditions with “OR” conditions in whatever combination you might need. Let’s
look at some examples to see how this might work in practice:

« All Active Users added to the system this year

The rule applies to all users who have a status of “Active” and who have been added to the system
this year. The conditions are therefore:

User Status Equals Active
AND  Date Added to System On Or After 1/1/[this year]

« Users Added to the system this month, or who have never been invited to
complete a course

In this case, the rule would apply if a User was added this month, OR if they have never been sent the
email inviting them to complete a course:

Date Added to System On Or After 1/[this month]/[this year]
OR User has not been sent [TEMPLATE]

* Users Added to this system this month, or users who been sent the invitation
email this month who have not yet completed their risk assessment

In this case, we combine AND conditions with OR conditions:

Date Added to System On Or After 1/[this month]/[this year]
OR User Sent [Template] On Or After 1/[this month]/[this year]
AND  Risk Assessment Status Does Not Equal Completed

Email rule builder

0 Rl nemich crbaiis
Hule datalk
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X Cancel M e

Start by selecting the most appropriate option in “Look for recipient by”. Choose the option that best
describes the conditions you want to apply. Click Add condition to create each condition line. The
options will depend on the type of data your condition uses.

D User's first name |ZI Starts with |ZI c Remove
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Each condition consists of three pieces. The first section, on the left, is where you select the data to
which your condition applies. In the example above, this is “User’s first name”. The second — middle —
section evaluates that data in some way. The exact options vary on the type of data selected in the
first column (date fields have a different set of evaluators than text or numerical fields). In the final
column, you select the value which is to be compared against your data. The example above would
apply where the user’s first name begins with a “C”.

Look for recipients by: Identifying factors such as name or ID. El
Group AND Group OR  Ungroup Clear
AND
[ User's first name E| Starts with IZ| C Remove
(] User's last name E| Contains IZ| e Remove
Add condition

View selected data
Exclude Selected Recipients

[[]  Firstname & Lastname & Email & Location  Department & UseriD ®

I:‘ Chris Andrews candrews

« a1 M 15 = |jtems per page. Items 1to 1 of 1

When you have your full list of conditions in place, your rule will look something like that above. In this
example, the rule will select users with a first name beginning with a "C” whose last name contains an
“E”. We have clicked View selected data and can see this rule picks up “Chris Andrews”.

If you use the View selected data button and you note that the rule has picked up one or more users
whom you would prefer it didn’t pick up, check the box to the left of the users’ first names and click
Exclude Selected Recipients. This will automatically add “AND” conditions that expressly eliminate
your selected users.



17

PACE PLUS MANUAL HEALTHY WORKING

riskmanagement

|I CARDINUS

1.3.1.4 Complex conditions

Look for recipients by: |dentifying factors such as name or ID. EI
Group AND  Group OR Ungroup Clear
OR
|:| User's first name: |Z| Starts with |ZI c Remove
e select |
User's last name |Z| Contsins |E| e Remove
Date the user was IZ| Oocurs before |ZI 01/08:2015 [E[l Remove
Add condition
Add cenditicn
View selected data
Exclude Selected Recipients
D First name (x) Lastname (x) Email (r! Location (x) Department (r) UserlD @
D William Pearmain bpearmain
D Chris Andrews candrews
D Annie [Masters amasters

So far we have used simple “AND only” rules. The example above shows a slightly more complex rule
which selects both users whose first name begins with “C” AND those whose surname contains an
“E” and who were added to the system on or before 15t August 2015. The three conditions were
added as described above in section 1.3.1.3.

Once you have added all the conditions, you use the check boxes to the left of each condition and the
Group AND and GROUP OR buttons to combine the selected rules.
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1.3.2 Modifying and Deleting existing rules
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The Email rules menu lists all email rules of which you are the Owner. As noted above, you can only
Modify or Delete rules for which you are one of the Owners. Assuming you are one of the Owners,
use the links in the right-hands columns to do just that.

Modifying rules takes you to the Email rule builder seen in section 1.3.1 of this document. Make
whatever changes you need in the same way that you build new rules from scratch.

Use Delete with great care.
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1.4 Scheduling

Email Schedules combine Email rules and Email templates so that emails can be sent automatically
to users.

As noted in sections 1.2 and 1.3 of this document, the Email rule determines to whom the email is
sent, and the Email template specifies the content of the email that is sent. The schedule specifies the
rule and template to be used, and controls when and how often the emails should be sent.
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You can access Email schedules directly from the main email menu.

1.4.1 Creating new email schedules
Click Create new schedule from the Email schedules menu to set up a new schedule.
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Give your schedule a Name — this should be short but descriptive. Use the Description box to specify
exactly what the schedule is for and when it should be used. Check the Suspended box if you don’t
want your schedule to have immediate effect.
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Owners allows you to make the schedule available for other administrators. We have already seen
the same functionality in relation to Email templates and Email rules.

The content of your schedule is set in the three sections on the right of the screen.

1.4.1.1 Set a template

Select a template

Template Description

WS5P Snippet - Meck Ache T WSF Snippet - Meck Ache

Preview

Select your Template. The Description should pull through automatically. Use Preview to review the
template.

1.4.1.2 Set the frequency

5et the frequency

Send on Repeat

31M12/2015 Mever -

Select the date the schedule starts using the Send on field. Select your Frequency from the
available options.

1.4.1.3 Choose the recipient selection rule

Choose the recipient selection rule

Rule Descripticn
Regular neck ache v This rule identifies employees who suffer from daily or weekly neck ache.
View rule
D Suppress repeat emails I:l Mo recipients alert

Select your Rule. If you don’t want users to be picked up by the schedule more than once, check the
Suppress repeat emails box.

Sometimes, a schedule runs and finds that the rule picks up no users (or no new users if Suppress
repeat emails has been selected). By default, the system will simply move to the next run date and
take no further action. If you want to receive an email confirming that the schedule ran but picked up
no applicable users, check No recipients alert. Both boxes are unchecked by default.

With your recipient selection rule chosen, your schedule is completed and can be saved. The
schedule will begin to operate on the date specified as Send on provided the Suspended box is not
checked.
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NOTE - A special process checks at pre-configured intervals if there are schedules
due to run today. Setting your new schedule to start today will not cause the emails
to run immediately - it is generally advised to wait at least an hour before checking
if your schedule has been properly executed.

When your schedule is due to run and it does find at least one applicable recipient, the
system will email the schedule Owner asking for approval before the email is delivered.
Once that email has been received the email will be in the list of emails waiting for
approval in PACE. Automated emails are sent at regular intervals throughout the day —
it may take up to an hour after you approve the schedule run before the emails are sent
to users.

1.4.2 Modifying and deleting schedules

The Email schedules menu lists all schedules of which you are the Owner. As noted above, you can
only Modify or Delete schedules for which you are one of the Owners. Assuming you are one of the
Owners, use the links in the right-hand columns to do just that.

Modifying schedules takes you to the Email schedule builder seen in section 1.4.1 of this document.
Make whatever changes you need in the same way that you build new schedules from scratch.

1.4.3 Monitoring schedules
Use the Email schedules list to monitor your schedules.
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In most cases, you are looking for email schedules that are overdue. That is to say, the Send date
has passed for a Repeating schedule that is not Suspended. You can cause the notification of a
schedule waiting for approval to be re-sent to the owner by Modifying the schedule and setting the
Send Date to the current date.
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1.4.4 Approving schedules
Once the schedule is active the Approver of the schedule will receive notification that a schedule is
due to be released and the names of the people who will receive it.

The process for approving a schedule is to go to the Email menu and to Select the Approve option
from the menu.
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By clicking on Review the detail of the email schedule can be seen along with the email template and
a list of recipients. At this stage recipients can be removed if necessary and the email approved. This
will have the effect of sending an individual email to each named person on the list.

If it is not approved then the email will be regenerated at the next date when it is due to run.
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1.5 Email History

When emails are sent from the PACE system a history is maintained in the user records for each
email that is sent. This can be useful in cases of non-compliance.

The Email history can be accessed from the Email menu on the PACE home screen.
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The detail of each email can be accessed from the View menu against each individual email.
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2.0 Administration
The administration menu allows administrators with appropriate rights to change some of the

parameters that determine how the course user hub operates and what other administrators can
access in PACE.
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21 Roles & Rights

In order to perform any action in PACE, or the Course Hub, a user must have been allocated the
“right” to perform that action. To save administrators the trouble of minutely deciding for each user
exactly which rights they will need, “rights” are allocated through the assignments of “roles” that
collect relevant rights into a single group. The standard “roles” provided by the PACE system are:

Assessor Someone with restricted rights who can view
certain elements of the system.

Master Administrator An administrator with access to almost every
aspect of PACE — the Master Administrator is likely
to focus on the day-to-day running of the system.

Sub administrator An administrator who is limited to a specified “area
of control”.
Course User A user who can access the Course Hub but who

has no access to PACE.

Cardinus Customer Service A special user role that enables authoring of the
programme.



26

|I CARDINUS

riskmanagement

PACE PLUS MANUAL HEALTHY WORKING

Users can be assigned multiple roles — in this case they will end up with a wide range of rights as they
only need each right to exist in one of their many roles for them to be able to exercise it. It is also
possible to define additional roles and allocate those to relevant users.

Roles and rights are managed through the Administration module of PACE. The Roles and rights
menus sit under the MANAGE ADMINISTRATORS menu.

v
MANAGE ADMINISTRATORS
Roles and rights
SETTINGS & CONFIGURATIONS
System configuration
Organisation structure
Entity defined fields
Password settings

TOOLS

Task template builder

Task Allocation
OTHER

Assessment status




27

CARDINUS

riskmanagement

PACE PLUS MANUAL HEALTHY WORKING

PACE Teairiy)  Fonk Manapes +  Cose Marager Lhers

£

Adiminisirston *

MANASE RIS THRATORS
Roles and rights

Casle new ok

Kama ¥ Desenpion

e Lirsied stran Alew DT Adscascrs 10 atess FAGCE sl madiy Crgnh ik AR
Carrun fUEherse Teice Al S CUVomes serds 1 aatitt w AT EuTiEriRasen

Counie e EE W) T e T AL 1D OS¢ it

AR LA e Tl sccess fo PACE

SUn-BITsTI Vg W SRS B0 SECE SEEN PONTE 3 BC0ETE T ANTRIRHITE D medin dianie 5% £

255 w | bprea pir pags

amerd Wabim

The Roles and rights screen lists all roles currently configured in the system. Administrators can
perform one of two actions from this screen:

e Create new role
e Modify role

The Details for roles and rights screen is the same for creating a new role as it is for modifying an
existing role. In all cases, the role must be given a Name and a Description. The rest of the screen is
dedicated to the allocation of specific rights. The key rights have been organised into logical groups:
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Global

Security
Users

Administration

Communication

Assessment
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Rights that affect the whole system and rights that determine what
elements of PACE, if any, users with the role will be able to access.

Rights that affect the user’s ability to control access to the system.
Rights that affect the user’s ability to modify user details.

Rights that affect the user’s ability to make changes to tasks and
organisational structure.

Rights that affect the user’s ability to manage automated emails.

Rights that affect the user’s ability to view the output of assessments
and E-Learning.
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Use the small triangle in the header row for each rights section to either expand (show all the options)
or hide the rights it contains. The Allow all button immediately places a green check (Allow) next to
all rights in the section. Deny all places the deny icon against all rights.

If you want to edit the rights individually, you can do this by clicking the icon opposite each right. Each
click cycles you through the available options:

Allow — the user has this right.

@ Denied.

Individual items such as templates, emails, schedules, efc.

Y Specific areas of control one or many organisation levels.

o

Same organisational level.

Same organisation and sub-organisational level(s).

Limited to items which fall under the administrator’s line-manager control.

When you have allocated all the rights your role will need / made all the changes you need, click Save
and the role becomes available to be applied to users.
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2.2 System Configuration
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The System Configuration menu allow administrators with access to the Administration menu to
change parameters in the course hub such as the email address for Support queries or whether self
registration is enabled.

This is done by accessing the Course hub menu and changing the email addresses to suit. It should
be borne in mind that in changing email settings it may affect how emails are sent and received so
this should only be done in consultation with Cardinus.

Itis also possible to:

Enable/disable password or last name verification on login.

To set self registration so that someone can register themselves on the database

To set whether a user can be emailed or not.

To enable a user to attach files to a risk assessment as they are doing it. This could be used
for photos of a user’s workstation for example.

e To enable a user to restart the programme if required.
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It is also possible to change some to the System settings in PACE by clicking on the PACE option in
the menu above.



31

|I CARDINUS

riskmanagement

PACE PLUS MANUAL HEALTHY WORKING

For example it is possible to change the date format, the default currency and the number of records
shown on a page in PACE. This is set to 50 by default but changing the number and then saving the
setting would change the number of records shown.
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2.3 Defining your Organisation Structure

Organisation Structure is defined via the Administration section of PACE. You will find the link under
the Settings & Configuration category. It also appears in the menu you see when you click the
“Administration” icon at the top of your screen.
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Setting up Organisation in PACE is a two-stage process. You begin by defining the structure,
specifying how many organisational levels you will have and what they will be called. Click the Start
button under “Define Structure” to begin.

In the example opposite we have set up PACE to reflect Option 2 from our real-life example. Use the
Add level button to add further levels to your structure, using the text box to the left of that button to
provide a name for that level. If you make a mistake at this point you can use the Delete level to
remove levels.

Organisation Structurs
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e Level names can only include letters and numbers. Special characters,
including spaces, are not allowed in level names.

e You will not be able to delete levels once you have started adding
Organisations to your structure.

e Use singular level names (as opposed to plural)
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2.3.1 Organisation Defined Fields

Organisation Structure

€@ Design your organisation data structurs by naming your organisation levels and adding or subiracing levels.

HHL details <

s Rootlevel s HHL
« Level 1 - Director

subtract, then name your organisation levels below. Select the update bution to confirm your

a Levsl 2 - Division
¢ Lews|d-Sie

LewelD *
4 Level 4 - Deparment HHL Add level Delete level
Lewe! 5 - Divsion Level 1
U= Diirector Add level Delete level
Lewzll Division Addlevel || Delete level
Lewzl2 Sile Addlevel || Delete level
Leuzld Department Addlevel || Delete level
Lewzl® Divsion Addlevel | Delete level
& Update
HHL defined fields -
+ Add new record
Name Type Mandatary Default Value Updated
StrestAddress Teud false 11122015 1523 Modify Dasis

© Finish=d «defining your organisational structurs? Mow define your data.

> Continue

You have the option to define for each level special fields which capture extra information about
organisations at that level. To define these fields for a given level, start by clicking the level on the left
hand side of the Organisation structure screen. In the example opposite, the HHL level has been
selected. Click the small triangle in the defined fields bar at the bottom of the screen to expand that
section.

You can Modify or Delete existing fields with the links displayed against that field. Be careful here —
delete the field and you lose any data currently stored against it for current organisations.
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Save Defined Field

Defined Fleld

Type: * ¥

{1 The Type feld & requied

Description:

Default Value:
& Flease notg: Unticking “apply 10 sub nodes™ and updating will remove this fiela fer all
sub levels inciuding any associated data.

Apply to sub nodes Mandatory

& updase  (w Cancel

Click Update to create your field.

Click the Add new record button

to add new fields. You will need to
provide a Name for the field, and

to define the Type. You have four
options for field type:

Text — the field will accept all
characters

Numeric — the field will accept
only numeric values

Boolean — the field allows only two
answers — “true” or “false” (it will
be displayed as a check box)

Date — the field will display a
calendar tool and accept only date
values.

Use the Description field to

specify what the field is for. Check
the Apply to sub nodes box to
make the field appear in all levels
below your currently selected level,
and check Mandatory if you want to
ensure that the field is always updatec
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2.3.2 Adding organisations to your Structure

With your structure in place, you can add Organisations via the “Organisation details” option from the
Organisation Structure home page. The screen is divided into 2 sections. On the left hand side of the
screen you can see the structure you have defined and the Organisations that exist at that level. The
right-hand side of the screen is used to create or amend Organisations. R

Organisation structure

0 Cefine your dats label fields by updating the name, moving the dsts field, or adding/subtracting dsta fields.

Return to define structure

Current selection i
Search View
Levels | Labels
*'our current lewel is: Lewel 2
4 Hopes Homes Limited Division name: Abbreviation:
Executive Board
4 Executive Board be=in be=in Delete
Construction =
Update
»  Design

O 4o Sites to Design

Level 3 - name Abbreviation:
Oakfield Oakfield Add
Eramblebush Eramblebush Add
Willowfield Willowfield Add
[ Update
Move a data field =

©:2015 Cardinus Risk Managamen \ersion: 1.0

Note - Proceed with caution — it is not always easy to rectify mistakes made in
this section of PACE. Before editing any fields in the right-hand side of the screen
be absolutely certain that you have selected the correct Organisation on the
left-hand side.

You add Organisations at the currently selected level using the blue shaded area at the top of the
right-hand side of the screen. Provide a name for the Organisation in the [Level name] name field (in
the example above, this field is labelled Division name because we are working at the Level 2 and
we have already defined Level 2 as “Division”. Enter an Abbreviation (a shorter version of the full
name used for convenience and easy reference) — if you do not have an abbreviated version, simply
enter the same value as for name. Click Update to add your Organisation.

The section below the blue-shaded area is used to add Organisations to the next level down. These
Organisations will be linked to the Organisation you have selected on the left-hand side of the screen.
The Add button to the right of the name and Abbreviation fields in this section generates a new line
of fields, allowing you to add multiple Organisations at the lower level. Click Update when you have
added all the Organisations you need.
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If you are creating Organisations

Current selection .
at a level for which you have

_ . added defined fields, you will see a

fourcurEnt =Sl Level 0 section for User Defined Fields at

the bottom of the screen. You can
enter the relevant information for
ropes Romes L ropes Romes Delete the Organisation you are adding
via these fields. If you have set the
fields as mandatory then the
system will prompt you to

€ £dd Direstors ta Hopes Homes Limited complete them before allowing you
to add the Organisation.

HHL name: Abbreviation:

™ Update

Level 1 - name Abbreviation:
Executive Board Board Add
Ewxeacutive Board Board Add
' Update
User Defined Fields e
Street Address
' Update

2.4 Entity Defined Fields

Entity defined fields (EDFs) are fields which can be created in PACE to hold additional data about
individuals.

- = A & & & ] © £
PACE Tagimany Bk Mareiger v s Mansges Lowers Fexs g Limal*  Piopaames ¢ Adinisiaion
LAMALE ATHENISTRATORS

Entity defined felds

=ie pew EDF

o RR-RFE AT

¥ [io 353 ® | e par page

As standard there are a number of EDFs pre built into PACE. If these are not required they can be
removed. If you decide that you need additional information in the database that cannot be stored in
the organisation levels then you can create an entity defined field.

For example you may wish to store the name of the individual’s manager as part of your data feed.
In this case you would click on the Create new EDF menu item on the screen above.
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There are various data types that can be selected such as date or free text. The field can also have a
default value and be mandatory if required.

In this case it is a free text field Manager name and is also reportable so it would also appear as a
selectable field for use as an additional field in the Reporting section.

Y = 1 )| b4 5] e

-
PAGE Tewhnin)  Fonk Maiager * G Manage: Lhaers [ Urresl *  Piogramenes v Addmenisirsiae v

Entity defined Mefd

DL Hame b
L ave st ndcse
Tipe E i R v Mandalory
Dwscripban
Dedault vaius ks oo
Ragartabis -
Praviaw
0 Trs preview i ol Seak purposes only o st srtered H e,
nein well e cand

Mznager same

§ Cordrud B Watsdirreet

Saving and closing the field makes it available in the user record as can be seen in the screenshot
below for Manager name.

Lhgmmstion =T Tenit aslecien
=X =, 4 Upddate kintery Shoa
Lliss i o, -
s
Lina mansge
-

Akt homal deiaile

Maightod tha k Prewaas kown
wryprbrgmz r el Baume
U arala Piegrun
flavioo Priwwcy sasmmear
mnallien)
Frivecy ntrimmars Shimr we s
— R wiehiar
Toisanal p  Deeelan -
ekt Anbrusmme -
[T —
Rovas =
a

Allmchnnis

N.B. It should be noted that if the EDF is to be populated through an automatic feed of data, the name
of the field in the import file supplied must match exactly the name of the created field.
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2.5 Password Settings

PACE Tesinig)  Fonk Manager »  Cose Managet  Users et P 5 LT st

MANASE RIS THRATORS

Ficlas and rights
Pazoword seflings -

SN C FATIONS
PACE passwort SeTongy

PACH] SETE

Kama

YA [E X
\ - .
* 2 b A || M par pge s inimglets tnidder
Task Alocaon
P
Courte hish pasaword settings ariErR
A SEERS
hKame
DEralLT bebcaiey

W e e 250 v | EeITS Pl page T UREERE

& Cararun Bas lassgmast

Password Settings are accessed via the Administration section of PACE.
Password settings can be changed for Course users or for Administrators.
From the Password Settings screen you can make all current users change their passwords on next

log in (via the Force password change button on the right-hand side of the screen). Click Modify to
view or change the rules that govern user passwords.

Y = 1 b4 5] e

-
PACE Tigirmy)  Rnk Manage *  Cose Manasged Crrasll *  Piogrismnes +  Adiminisirston v

Edit passward setiings for CouvrseHub

DL Edit passward seings o
CoarseHub
O ~un mw pases e SRl e SEING T @ DR 1 (T IRAE F1al abitl Ut e pndene sl (O U ERANERD i enasise Hams
Sy Sddnword g’ Aot icied e uidr 030 chedle 8 pRiiecd w1 55 S cSEaclee b Py 0 GEFALLT
BN GIRTWETD wagtE # s
RAQUINE SRS CRARSSINE (A &, £, #e) Fl
Raguing AUMING CREFSCoers (1, B, 2, abe) -
H o
Requine symbais —
RUIne UPRET B Mwer £5548 ERIEbETers #
Keop paaawerd hisdory #
Pastword axpines after # ari s
Wbt of iGgen afterigts -

BTN S e

Edit Password Settings gives you complete control over what users must include for their PACE
password to be considered valid.
Minimum Length states the minimum number of characters for a valid password.
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Include alpha characters requires users to include at least one letter.

Include numeric characters requires a user to include at least one number.

Include symbols requires a user to include at least one non-alphanumeric character (such as a
punctuation mark) in their password.

Include Upper and lower case character requires that there is at least one letter which is a capital
letter and one letter that is not.

Keep password history determines whether PACE keeps a record of all previous passwords.
Days valid for determines the number of days after which PACE will ask the user to change their
password.

Login attempts determine the number of times the user can enter the wrong password before their
account is locked out.

If you want to change the password settings make the changes and then click Save to apply them.

2.6 Task Template Builder

Tasks in PACE are actions that are set up primarily to attach to the Healthy Working Plan so that
when a user has completed a risk assessment they receive the advice related to any risks that have
been raised.

The menu Task Template Builder is accessed from the Administration menu.

= r:y = b = = o 1

PACE Tuaiany pck Mrasgen = ot Maniaages Lers Repoclng Lomail®  Piogiaromes + Adinssistarson »
LANATE ATHEHISTRATIRS

W s iEToiale

HimE v SINCHE CHISpOY NAME T DESCHpoan
REBCr €30 Py B £33544 ratt B3 EMAY S B Jhaom perfisd

hetior bl oF srpEen Aiama =

Adyost ATEresh T CRET Eritratts usel t0 Sdpsl Ten ETMETE 0 P SPOMORE s

Agjest i o et Chmt vt uner o oSt e b baack reak

Pl perwile 1 Sesrrnton of o advws qhet and confie the

AT JTuf 0 Ty S ML)
Ry RS COTVRAMAN [0 ko LIk achie #
AT Laley =
ATl ACSVEED ety W Co R LIMeT OCL Adddwidr’ ar Lt Meraicr
5 Lanager =
Acsice | atnraliny arWhes Artanae Afies iy W0 Corras | P, £0 Cantaminesd Llocaey
ATVEE LECHNINY Line Manager  Aovee ADNEIES L 0 L 0 L Mae Tamege 000 Camlanae] gy
Advic e asotebony Boarm oo el ASVIBEY LNEr 3 Dods maiInce om el oo ieaced of sabcly odvesr £330 Cusiomeed gy
Arvas S s Sear Aryis A TCilses wih desis o' your iwyreemend Enier the detads b £ Standan L
*ri NS e AsSTEEd Oy 8 DR AStiits I D
Actyiyr Cmu piidacnal teadl b
“onal PHEAsETATIRC IegEs B oinES] aamcaprery Piease s ot ol CAE0 00 Shendsrn Lot

refe gastdyrars
e e A Pl SN ESpGrETanl

E oS eolvee Ras beah assesied by o DSE Adaesace hanvevist the
Advise OCupesboail Hesn i

’ oy Ele 3 Cinical sl Piesse jeach sl o ihes . L3200 SLanssc Ly
selephonic sssesament

Wi N Eaperame

A list of tasks can be seen. Each one has a type, either Standard or Customised. The standard
tasks are not modifiable nor are they allocated to any questions in the risk assessment. We will
therefore focus on the Customised tasks only.

Clicking on Modify will open up the task details
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= A = b = -] o ]

PACE Traiming Mk Mareipes = Cose Maneges  Users  Repong Bmail Propasmes ¢ Admisibaion =

Tazk termpinie detalls

R Task detasls
Wams
Subjen sy e Tebephore Cracing me Telegnoe
Catugory
] I E = i = T e
Crmtiiag tha teaphans e feed b iajurie of the s I poe ui 1Be Telighers astembesty whilil uiing the corpuler 1y 5o ot
ivm a Pvaadunl ks .
3 -
Cezeriptien *
RS ¢ W
CreneH )
Shaire with

In the example above Cradling your phone it is possible to modify the text or to add hyperlinks to a
web page or to an email address. This will modify the advice that is given to the user in the Healthy
Working Plan.

Adding a new Task template

It is possible to create a new task template from the list by clicking on Create new task template.

= A = b = -] o ]

-
AC Teabing Wk Marsiger *  Casie Mg Users Repodling Pl Propammes ¢ Admisisiason

Tazk tempintes
+ Coonis new s el
HimE v SINCHE CHISpOY NAME T DESCHpoan v GOV STRES v Typd
1 1 % t 1
a =]
ASST ATEESH T CRET Eritratts usel t0 Sdpsl Ten ETMETE 0 P SPOMORE s (WA Cirktarhnen Lty
& T Kt s d Joody
s el i
AT P (A I T R Uil o ¥ e
(ST AR
L £
A & et Veris
13¢
Arwi a A i AT Firiles m Loy
NIV ET S E. A 2 FTEE Loy
i ¥ phary Poarm e e E uslomEed Kloaty
A a Ay L Sranda Lo
Ti%
& T il fea
it 3 &80 X LTS o
125 P
ik
..... b .
Wi LRI it
- A n £0.00 Cuvismast | Liody

A blank template form will then appear and the details can be completed as per the example below.
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) = o

Repodlng  Emall* Propaems ¢ Admisisison

= A =

"'_-
A Traiany Mpck Mreiger * e Manages

Modify tazk template details

L Task detasls

Kamse
Suljear il AEps
Catagory
B i = i = P -

A weir chaer (5 Broxen plasss centsct your Ling Manager tn raquact scathar tna ot

aw

Cescriptien”

Ot}

Shaire with

UpSate hiastery

H o

Once the detail has been completed then the template can be saved and will appear in the list. It can
then be allocated to a question in the risk assessment.

2 AN & 0 1 LT
i i § rid 1oy
B O e TETEAOE Cafeag ASEE SN CbeE pordnhng | 1l § ¥ oo
..... 3 na e 15 % T 9 L0 Niwpsed

a od I e
i 3 = WH |
o wpEnn (e i Saigpe, Sarmond Erponera AL Gyl it £44000 Standa sy
<44
1. R ' W
Eitr 5 .
o [ ¥ lixa
‘TR RaT3N 3 e Ly
T FETY a3 T i i
1 =T, atasil & b I f - Ll
1 o i i (!
A 1 o - e
SIS e { Y islomned My
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2.7 Task allocation

Although your tasks should already be allocated during system set up it may be that you wish to
allocate some different advice to a question. This is done through the Task allocation menu under

Administration.

On entering this menu you have an option of which course you can allocate the task to. In this case
Healthy Working has been selected.

Y = 1 )| b 5] e

-
PACE Tigrmy)  Rnk Manage *  Cose Manasge Users Regxlng Erall *  Progrismnes *  Admnisicsion *

ASLEgaments

§ Cordrud B Watsdirreet

A list of questions and the tasks allocated then appears.

= A = b = -] o ]

el
PACE Tealning  Mhk Maneger ¥ Cose Maneger  Users  Repoding Ermsll s Progammes © AdminsSason ©

Crumation: Ars you able o @ccess adeguels sl b

B Dt Biug il e T

+ &8a [y

Crmation: |5 your cfer sabe wili 5o moes workang castors?

Guastion: 0o you kaow Amk B adpst your chair (or koow whers 1o End insruchons)?
E crar nstruriians

Ouastion: Wih-a corect seal hagil how ane your 'eal sunporisd

+ Lad i

Quaation: Wih Ins covmect saat te gl 858 Your Knees Tghar han your fips
B Leg and feet posBoniag

Cuisstion: Plagse selall ihe piclure ual best repfesants youl el depil
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You will notice that for some questions there is no advice attached. This is either because they are
profiling questions or a primary question for which no advice is needed.

=

ek Marsiger *  Case Mansger

Cumalion: A you alble o accesy adeguels o] lacllibes?
B Distires BSLE WD W PRI Der

+ 48] s

Cusation: |5 your cSar slaboe wilfh 5 of macs worlahg castors?
+ B2 LEhs

Guastion: 0o you kaow Amk B adpst your chair (or koow whers 1o End insruchons)?
E crasr netruriang seres

& A Itk

Ouastion: Wih-a corect seal hagil how ane your 'eal sunporisd
B L aret et peisBroiag) | |

4+ Ead tase

Cueation: Win Ine Coimac] seat tegrrl ana wOUT KNees mnar tan your ips?
B Lieg and feet posRoaing | s

+ & i

Ouisstlon: Pladse selail he polufe Sl best repiesaiils youl seal depil
[ e LA RO

In the example above we can see that the Question: Is your chair stable with 5 or more working
castors? does not have a task attached to it. Therefore if this question is raised in someone’s risk
assessment it will not provide advice to the user.

To add advice click on Add task

Select task

CasBon 1§ ¥ D Sl w1 5 oF mong s

The condition for this question to trigger advice is shown and the relevant Task code Chair requisition
can be selected from the box with the header Task.




|| CARDINUS

riskmanagement

PACE PLUS MANUAL HEALTHY WORKING

Selecl task

Caswon |5 yow ol siabls wiin 5 of Moo eodong Ciosl

AOE. LAGer aary B 0TS

Aduice: Laboaery Line Vanages

Advie laboiatony Eam Bagel

Avive tac ihies team

Aatyipe OdCope el Ficaith e oradle syscasinen|
A1 U FopRicnal Masl By HEAene nsurmenl
ATares poskiorng

ATed beiow AROUtE (v

Arrea beap in Fonk

ATES PCETENL

Breaks For montar

Lt DN 525K RO

]

TR rerp BEE - K Loagal W3 =1
Sk ieipstelion - BH Gage 509 5
CPis Irighing harahi

Select task

CasBon 1§ Fig Chuar siansd wiin 5 of mong sy Casirs

Tank

Chait Baquamiics
Erasr s ronaso bt afen T ek wil 5 sppied

Growp AND Grown OF Usgroug

5 yai char siats =1

B cance B save

Saving this will then show the task allocated to the question.
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= A = b = -] o ]

Teabing ek Marsiger *  Case Mansger Users Repodling Pl Propammes ¢ Admisisiason

Question: A you dble o a 5 | 5
B Discass ssiie wih i Pios
* Add lew
Question: s your char sisbio wilh & or moss working casiors
E chas B
- L

Guestion: [io you knoer i 20 adpst your chair {or know whars o fnd irructiors)?

E Char natrection

Quastion: Wih o cormect soad hagnt how ane your fool supporiod

Osntion: Wih e =oa

o] sl bl ar your kaeis haghar than your st

Ouestion: Plasss salisct fhe paciure Bl bt reprasenls pour wesl dectt

This advice will then appear in the Healthy Working Plan for any user who answers the question with
a No in the risk assessment.
2.8 Assessment Status

The Assessment status menu is a way of creating and modifying statuses that are allocated to risk
assessments so that these can be used to filter the risk assessments according to their status.

The menu is accessed from the Administration menu on the PACE home page.

= A [iC4 1 | ] [ o

Tramng Rek Marager T Case Managor Lisers Reportng Emall ™ Programmes *

=
PACE

LLMADE ATOAHIRTRATCART

Users w3 mghts
CINFIGLRATICRE
Fartnane. Emas
L34 N LT
(LT H AT SISl Athve
CHgantEIeA; Ty E\':"u_.-!
Asstanal flveny Shos
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A = 1 ] -] 0 £
Users R ineg Erad *  Progrmemmes *  Admmisirsion ¥

-
PACE  Twiing RekManage s Gase Mansger

AstEsament slatuses

ABBEIRMIERE BaTE
LasGs slairsss

A0S BTy

Erponoima; Lish fspiskmen
ERMaDe SLNlEaSy

- e Lasage uatpses
ot - ne [EFERELRTF TR
sber dert’ B Easase alxe
te=aEny Warhiag - Bt Feasgs slatesd
e i Pt T

I w | B g paps

Clicking on Manage statuses for Healthy Working will show a list of any that have been created.

B -4 L3 £

Piogramimes = Allminisieeion T

A = §

b
PACE Togicirg)  Fek Managis *  CoseManeger  Lsers Reporing el #

Menage assessmen Sialuses
+ Asd rew st

OBl

Jcktuy
1 enarml e B

§ Codrus s Wlatsoiret

These are used in the risk assessment Menu by checking the box to the left of the risk assessment(s)
in the Assessments menu and selecting the Change Progression Status.
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To create a new Assessment status the Add new status menu can be selected.

Add assessment status

Once completed and Saved the new assessment status will appear in the list and will be available in
the risk assessments.



