Cardinus PACE Basic Guidance for Administrators
Cardinus / PACE Health Working - online training and workstation self-assessment program

If you are not a Cardinus Administrator, you will not have permission to access the
administration area of the system.

Use Chrome and the link provided by your service Health and Safety Adviser to access the
administration area.

Your opening screen will look like this.

Lngin Enter your payroll number

User D

For your first-time login Click

Password
Set new password and follow
the on-screen instruction.

Set new password Your will be sent an email with

a link to reset your password.

Note; the login details you create for the administration areas of PACE can be used when
you receive your e-invitation to carryout your on-line training, profile assessment and
workstation assessments.

If the following message appears do not contact Cardinus Technical Support, please contact
or service Health and Safety Adviser for assistance or email;
HealthandSafety@westlothian.gov.uk

An error has occurred

We apologise for any inconvenience.

If you continue to receive this message, please contact Cardinus Technical Support.

Your Health and Safety Adviser will send you an email with an embedded link to reset your
password as per onscreen instructions and submit.


mailto:HealthandSafety@westlothian.gov.uk

1. Your opening screen / Dashboard will look similar this; Your Notification box is used to

alert you to things that may require
attention.
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Once you have created your new password, you will be able to access PACE. Your PACE
home page may not look exactly like the one pictured above but the general features will be
present:

e The PACE logo in the top left-hand corner acts as a link back to the home page from
anywhere in PACE.
¢ The browser back button will take you back one level in any menu.
e Along the top of the screen are icons that link to the major PACE functions:
= Training
= Risk Manager
= Case Manager

=  Users
= Reporting
= Emall

= Programmes
= Administration

Clicking the icon will either take you directly to the function, or, where that area of PACE has
more than one section, produce a drop-down menu of those different sections.

NOTE — Depending on your permissions you may not see all of the above options; the
full list assumes that you have access to all areas of PACE.



2. User Menu

2.1 User Search

Swat Q Search

O Cowarat niers

Organisatien
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Use drop down to
filter User status
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Clicking on the Users icon takes you to the Users List screen. From here you can search for
specific Users (or groups of Users), amend User details and create new Users.

Unless you are looking to create a new User, you will generally start with a User search.

Most searches are based on the User’s First name, Last name, User ID, Organisation, User
Status or User Role (course user, master administrator, sub administrator etc).

When searching by First name, Last name or User ID the search setting is a “contains”
search. That means that all records where the field you are searching contains the
characters you entered in that order. So, if you search on “hris” in First name, it would return
every user called “Chris”, “Christopher”, “Christian” or “Christine” but not a user called “Kris”.

The search option, Organisation, is a little different. This is a “lookup” search, as indicated
by the magnifying glass icon at the end of the field.

Search X

“ Qrganisation
“ Cardinus test location

Cardinus test department

“ Civic Centre Councillors 2020
Elected Members )
4 Civic Centre Executive Wing SCI"O" dOWﬂ tO flnd

Chief Executive .
Wi centre labour group the Iocatlon(s) you
need

“ Corp Admin Services

Social Policy

Tick individual or
multiple risk areas. -
Once selected click OK

Support Services
“ Corp Archives and

Cornorate Servir:

® cancel @ Ok




Users

First name:

Last name:

User ID:

Additional filtering Show

Organisation Corp Health and Safety

Email:
Telephone:

User status: All

o, User role:

2.2.1 Modify User records

* Bulk action

+ Create new user

[ UserlD ¥ User ®

Email

(¥) Parent Organisation ¥) Organisation (¥) Status (¥) Added to system ()

O 0123456 Ex Ample

bob stainton@westlothian. gov.uk Corp Health and Safety Corporate Services Active 05 Feb 2021

M4 1 M items per page

ltems 1to 1

2.2.2

From here you can modify / change / update a User’s details

Please ensure Payroll numbers are used for a User’s ID, do not use email addresses
or combination of names.

Account availability

The panel in the top right-hand corner offers further options for
amending user details.

(v]

Oleay

Bccotmt evallabsility

&)

Locked

umeer e | ACcount Availability signals whether the User is Okay or
oo Locked. If “Locked” you can Unlock user account.

Set user's status
® Active
! Archived
0 Suspanded
< Long term absent
Actions
X Send email

@' Set sres of control

Related records
s Training

* Risk sssessments

= Emagil History

Update history Show

Set user's status. The default is Active. Use Archived for
users who have left the Organisation, Suspended to
temporarily suspend the users account and Long term absent
for users on long term leave.

Show / Hide Update history (pictured below).

Update history Hids

Created by Master Admin
Created date 05/032017
Muodified by

Madified date 05/0312017

Ny



2.2.3 Set User’s area of control - you may not have authorisation to do this.

3. Sending emails

3.1 Send an email to an individual User

Clicking the Send email link in the side panel opens the standard Send an email screen.
Here you can either choose a pre-existing email from the Template drop-down list. Click
Send when you are happy with your email. You can also use cc or bcc to copy in others.

You can also send an email by clicking on the User's email address in the course user list.

3.2 Sending an email to a small group of Active Users using Bulk Action

* Bulk action

+ Create new user

(] UserlD (¥ User @ Parent Organi (¥ Organisation (¥ Status (¥) Addedtosystem (¥
| Corpl Services Active 17 Jul 2020 Maodify,
O 2stlothian.gov.uk Corpl Services Active 17 Jul 2020 Modify,
O 1. ov.uk Corp | Services Active 17 Jul 2020 Modify.
ian.gov.uk Corpl Services Active 17 Jul 2020 Modify.
othian.gov.uk Corpl Services Active 14 Aug 2020 Modify.
sstlothian.gov.uk Corp | Services Active 05 Feb 2021 Modify

4 4 1 [ items per page
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Send an email

(i ] Type your subject and message in the boxes below, or select a message template from the list

To.“ _

CC...
BCC.
Template
Subject *
Email format HTML B
any images will not be displayed.
@ pttachments
Format v B I U E = = = E E o @

Insert merge fields

v

<y

© Note: By selecting "Text, please be aware that formatting will change and

Message details

Notes




4. Creating a new User
4.1 To create a new User, you must at provide:
User ID — (this must be their full 7-digit payroll number)

= First name

= Last name

= Email Address

= Organisation (the location their work in)

The new User’s status will default to Active and Course User.

4 EDADDIEWELL PRIMARY SCHOOL
Education

4 ED Adult Leaming
Education

4 EDARMADALE ACADEMY

Education

This is how the new User’s Organisation details should look like

Organisation details \

Organisation * Your selection \
m & 4 Organisation

Line manager o, 4 ED ARMADALE ACADEMY
Education

Line manager
email



5. Training and Assessment records

5.1 The Training section of PACE gives you visibility of your users’ progress in relation to
their eLearning. Access it by clicking on Training at the top of the screen. A training record is
created as soon as a user begins their eLearning — users who have not begun their training
do not have training records and therefore do not appear on this screen. Search for records
using the fields at the top of the screen.

Training
Programme All ~ Email: Q, Search
First name: Ex Telephone: & Clear all filters
Last name: Ample User status: Active v
User ID: 0123456 Training status: Active w
Organisation " [+}

Additional filtering Show

User (¥} Parent organisation (¥} Organisation ¥ Programme ¥) Date ¥ Progress (¥ Test result @
ExAmple Corp Health and Safety Corporate Services Healthy Working 05 Feb 2021 Finished 100% View
Moo4 1T e e | 250 v | items per page ltems 1to 10f 1

5.2 Viewing User Risk

Risk assessments can be accessed by the Risk Manager icon in the PACE menu bar.

il A © ) § D4 ©

3 _4
PACE Training Risk Manager v Case Manager Users Reporting Email v Programmes ¥

Risk manager homepage

e Manage unresolved risk for all users with active risk O view and modify all risk assessments
assessments
P Start P Start

Use this to see all Users
assessment records for a
location or group of locations.

Use this to see an individual
User assessment records

The most recent records will
be at the top (see next page).

Training, assessment and email history can also be accessed via a User’s account and will
show whether they are compliant or non-compliant.

Compliant Non-compliant o
This user's score is 0 John’s risk score is 10




5.3 Viewing assessment records for a location or group of locations

User profile and workstation assessment records are shown. In the example below there are
six Users in this location, 5 have completed both their profile and workstation assessments
and 1 only completed their profile assessment. Therefore, workstation assessment required.

Bulk action + Create new assessment
[] User (¥) Assessmentname (v) ParentOrganisation (v) Organisation () Programme (¥) Date (¥ Progress (¥) Risk (¥) Progression Status (¥
— Corporate Healthy 05 Feb
O y Worki e ini ify
| ExAmple Healthy Working Corp Health and Safety Services Working 2021 Finished 0 Moadify
= Healthy Working - Corporate Healthy 05 Feb
] J e ¥ ¢ e
[l ExAmple Brofile Corp Health and Safety Services Warking 2021 Finished 0 odify
— C I Healthy
O Healthy Working Corp Health and Safety  — o ® salthy Finished 6 Modify
Services Working
— Healthy Working - C t Healthy
0 SR Corp Health and Safety - o o® ML Finished 0 Modify
Profile Services Wearking
— C I Healthy
O Healthy Working Corp Health and Safety - Poo® neatthy Finished 0 Modify
Services Woarking
— Healthy Working - C t Healthy
O ealty working Corp Health and Safety o Poo® neatty Finished 0 Modify
Profile Services Working
— Healthy Working - [of t Healthy
] ealty working Corp Health and Safety ~ —_ Po ® neatthy Finished 0 Modify
Profile Services \Warking
— [of t Healthy
0 Healthy Working Corp Health and Safety o P e neattny Finished 7 Modify
Services Working
_ Healthy Working - C t Healthy
0 eattiy Working Corp Health and Safety ~ ~- o o® neatthy Finished 0 Modify
Prefile Services Working
_ C 1 Healthy
m] Healthy Working Corp Health and Safety ~ — Po o® neattny Finished 0 Modify
Services Working
_ Healthy Working - C t Healthy
0 eattiy working Corp Health and Safety ~ —- Po e neatthy Finished 0 Modify
Prefile Services Working
Moo« 1T e ‘ 250 v |items per page Items 1 to 11 of 11

5.4 Risk Classification

Risk is split into three sections, to access these click on the drill down icon on the left-hand
side of the screen, adjacent to the type of risk:

Unresolvable risk. These are risks which have not been resolved despite all reasonable
attempts to mitigate them. The risk continues to count towards the user’s overall risk score. It
is different from Unresolved risk in that no further actions are expected or required.

Unresolved risk. Risks which have not been resolved and further action can still be taken.
Risk management focuses on unresolved risk and what can be done to mitigate them.

6. Reporting
6.1 Running standard reports

Click Reporting in the PACE toolbar to access the standard set of reports with which PACE
comes pre-loaded. All reports have plain-language names and descriptions which make their
purpose clear.



Name (¥ Description (¥ Category Last run T Type
Accumulated risk report -
P This report aggregates risk according to question by multipl... more Assessment Reports 18 Jan 2021 Standard

current status
Accumulated risk report - . 3 N . 5 N
original risk This repert aggregates risk according to question by multipl._. more Assessment Reports 25 Nov 2020 Standard Modify  Run
Assessment answer data This report allows you to explore responses to individual ri.. more Assessment Reports Standard Modify ~ Run
Completion report This report shows assessment completion dates for active use... more Assessment Reports 03 Feb 2021 Standard

This repert allows you to recreate the dashboard statistics ... more Assessment Reports 29 Jan 2021 Standard Run
Email count report This repert shows how many times a user has been emailed usi... mors 26 Jan 2021 Standard Modify  Run
Email template overview This reports shows all course users who have been sent email... more Course Users Standard Modify ~ Run
Healthy Waorkin

,y 9 In addition to showing the Healthy Working training and asse... more 16 Nov 2020 Standard Modify  Run

Compliance report
High risk Dashboard
Regporl High risk Dashboard Report. Assessment Reports 25 Nov 2020 Standard Run
Issues outstanding This report lists all outstanding risk assessment issuas by ... more Aszsessment Reports 11 Dec 2020 Standard Medify  Run
Issues summary This report provides a summary of the number of issues origi... more Standard Modify ~ Run
Risk assessment list This report lists risk assessment records. Assessment Reports Standard Modify  Run
Risk assessment list - R . 3 )
status view This report lists the status of risk assessments. Assessment Reports 15 Dec 2020 Standard Modify ~ Run
Task codes with costings This report lists all active task codes Assessment Reports Standard Modify  Run
Training report This report shows course users who have started and complete... more Training Reports Standard Modify  Run
User list This repert lists all course users. Course Users Standard Modify  Run
Users with incomplete or N L N

This repert shows all users with incomplete or no assessment... more Course Users Standard Modify ~ Run
no assessment records
Users without training B . )

This report shows users who have not started training. Course Users Standard Meodify  Run

records

Click Run to run the reports for all users to which you have access. For example, if you want
to run a report that shows everyone who is active on the system and what their current

status is you would choose the Completion report.

Run report
Filters v
Organisation o,

Select your location or
multiple locations

+ Selectall ¥ Deselect all

4 kd Corp Health and Safety

Corporate Services

‘ Select report format

click Run

Html or Excel then

Html report will provide an on-screen report only

Report details

Name *

Completion report

Description *

This report shows assessment
completion dates for active

users. Producing this report in
Excel format is recommended -
due to its potential size.

Update history Show

OQutput Format *

Html ~

» Run

Xcel report will download to the bottom left side of your screen and can be opened etc. from

there.



7. Rules and Schedule

7.1 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 (i.e. the template to be used) for those
emails. Schedules are discussed in depth in the following section.

7.2 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:

o Create new rule
¢ Modify existing rule Please contact HealthandSafety@westlothian.gov.uk
o Delete existing rule for assistance should you need to create, modify or delete a rule

Email rules
+ Create new rule
Name (¥ Description @ Inuse (¥ Type @
All users All active users in the system No Standard Medify = Delete
Healthy Worki Acti who have outstandi tions in the Healthy Working Plan. U who hav leted thei it withi
ealthy Working ctive users who have outstanding actions in the Healthy Working Plan. Users who have completed their assessment within No Standard Modify Delete
Plan Chaser the last two weeks have been excluded
Healthy Workin
s 9 Active users who completed their Healthy Working assessment more than 1 year ago No Standard Medify  Delete
re-assessment
Healthy Workin Active users who have not completed a Healthy Working risk assessment but have received either an invitation or a
- g ) J LEE DL T No Standard  Modify Delete
reminder reminder. Users who have received emails within the last week have been excluded
Heslthy Worki Active users who have bean sent the Healthy Working invitation but have not completed the assessment. Users who have
ealthy Workin
. d: “1 g received the invitation within the last two wesks have been excluded. The rule also checks to make sure that the user has No Standard Madify  Delete
reminder
not already been sent Healthy Working reminder 1
Healthy Worki Active users who have been sent the Healthy Working reminder 1 but have not completed the assessment. Users who have
ealthy Workin
. ; 2 9 received the invitation within the last two weeks have been excluded. The rule also checks to make sure that the user has No Standard Medify Delete
reminder

not already been sent Healthy Working reminder 2.

Active users who have been sent the Healthy Working reminder 2 but have not completed the assessment. Users who have
received the invitation within the last two weeks have been excluded. The rule also checks to make sure that the user has Ne Standard
not already been sent Healthy Working remindar 3.

Healthy Working
reminder 3

|Z
=]
=
=

¢ Delete

7.3 Schedules

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

Please contact HealthandSafety@westlothian.gov.uk for assistance should you need to
create a Schedule.
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