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What is the user guide and who should use it?

This user guide has been produced for Org Admins of SWIMS. It is supplementary guidance
covering additional functions that only Org Admins can perform in SWIMS, including:

e Approve a new User

 Re-send registration confirmation email to new
User

e Change a User’s role

Org Admin

e Create a new Team

e Change a User’s Team

e Add Key Impact and Key Response Indicators
e Org Admin Widgets

For information on all other functions in SWIMS please see the User Guide



Data you can view as Org Admin

Org Admins can see all the data entered by

themselves, and all teams in their organisation SWIMS =
on the dashboard.

APPLICATION

Org Admins can see the total cost per event for
costs entered by all teams in their Organisation
on the View All events page

View Al

Org Admins can see all the data entered by & My Impacts

themselves, and all teams in their organisation EEE——— )

on the My Impacts, My Costs and My
Responses pages- Lad My Responses

£ My Costs



Contact Us

SWIMS is a muilti regional application. Please
contact the administration centre closest to you.
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Approve a New User for your Organisation

Org admins can approve registration requests for all new users from Top Tip

their Organisation requesting an account. Team Admins should

approve new users for
their teams. However, Org
Admins can also approve

Org Admins MUST approve registration requests for new users from any user registering as
. . . . part of their organisation
their Organisation who are part of a new Team that isn’t already S Elsystem if necaetl

registered on SWIMS.

Org Admins may need to
approve new users in
teams if:
TopTip * The Team Admins have
not approved the user.
e The User has registered
as part of a new team
in your organisation.

A User cannot create a new team when registering. The new team must be set up by
the Org Admin first before the new user can register to the team. As per the User
Guide Registration section, the new user will contact you with the new team name to
be set up during registration process. After they have registered you can then
approve their registration.




Approve a New User for your Organisation

You will receive a notification email when a new user registers as part of your Organisation.

SWIMS =
Click the link in the email you receive,
log into SWIMS and go to the ApSaTa
dashboard using the menu
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Approve a New User for your Organisation

Top Tip

CIFCk ol el Qrganisation in the pending user New users are grouped by Organisation in the pending users
widget to navigate to the User Management page widget. In this example there are 4 pending registration

requests from users in UAT Organisation

APPLICATION Notifications Dismniss A

[«] Dashboard

Pending Users Top user responders New registration request
R W user lion requests LE Matt Tolliday (matthew..
Events !
across all Events. 11/ 05/2020 1511

& My impacts _ New registration request

UAT Organisation x
B¢ bruno kj (kentbrunotest.

UAT Organisation

£ My Costs 07/05/2020 11:54

Kent Police

k&l My Responses Kent Police

A - Top Tip
You can also see new
registration requests by

ADMINISTRATION -
Sam organisation

Sam organisation
2 Users

clicking on the notifications
bruno test W Jovan Poposki M Test Test speech bubble icon at the top

o bruno test B adminName admintName
- Roles

christine grnail wissink gmail

of the screen



Approve a New User for your Organisation

Top Ti
Click on the pencil icon on right of page, for the 2

new user you want approve, to navigate to the New users must confirm their
‘Edit User’ page registration by clicking the link in
the email they receive when
registering before you can approve

SWIMS = them

APPLICATION Dashboard » User Manogerment > Users

[&] Dashboard

User Manﬂgement
[3 Events ¢

Manage the users within SWIMS.
W my impacts

Search Name Search Email All Roles Registration

Sam organisation Clear

f My Costs

k& mMy Responses Csv mm

ADMINISTRATION UserName Email LastLogin Role Locked Status m—
L . . L= P Ty s | - s = - =
2 users sam KJ sami23kj123@gmailcom (CUser | i S v

@ Roles

Showing 1to 1 of 1 entries Previous n Mext



Approve a New User for your Organisation

Edit User

Monage the User ocoount settings

Click approve account
request

ST
e

The user will now receive an email notifying them that they can log into SWIMS



Re-send a registration confirmation email to a new user

You cannot approve a user’s registration request until the user has confirmed their email

address by clicking the link in the email they received upon registering. You can re-send the
email to the user if its been lost or deleted.

Top Tip

Users who have not confirmed
. iiLeirirey - - o
Select Users SWIMS = Kl “ their email address will show

from menu to on the User Management page

access the User Dashboard > User Management > Users : y
Management B with the status ‘Unconfirmed
email’.

page

[«] Dashboard

User Munugement
(3 Events <
Manage the users within SWIMS.

& My lmpacts

£ My Costs Search Name Search Email All Roles Uncomfirmed All Organisations

& My Responses

DMINISTRATION
* Usors UserName | Email LastLogin Role Locked Status
2 Users

Calin Lupoiu lupoiu.calin@gmail.com User Not Locked Uncomfirmed |
o\ Roles ) Email
- oles



Re-send a registration confirmation email to a new user

On the user management page, click on the pencil icon for the Top Tip
user you want to re send the email to, to access the edit user
page

niLerrey
—_— Morth Sea Region
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Doshboard User Management
APPLICATION )

Check with users that their
registration confirmation email
is not in their junk mailbox

Users

[«] Doshboard

User Management
B Events <
Manage the users within SWIMS.

& My Impaocts

Search Name Search Email All Roles

Uncomfirmed Em
£ My Costs

ADMINISTRATION User Name

Il Organisations C

Search:

Emuail LastLogin Role Status

Mot Locked Unocomfirmed m
[ user | i s

2 sers Calin Lupoiu lupoiucalin@gmail.com



Re-send a registration confirmation email to a new user

On the edit user page
click resend email
confirmation

Edit User

APPLICATION

Manage the User account settings.

=] Doshboard

[3 Events -4 Email Organisation

CreateUser2@tes.com UAT Organisation
My Impacts
Cost First Name Teams
CreateTestUser2 UAT Team
[~
Last Mame
CreateTestUser2

L]
-
- Fhone Number
= Hol
e Organisc

User Role
.
-

User

MASTER DATA MANAGEMENT

User has not yet confirmed the email address!

& Impact Categories

The user will now receive the registration confirmation email again. They can now
confirm their email address and you can then approve their registration.




Change a User’s Role

All users are assigned the User role by default when registering on SWIMS. There may be
occasions when you need to assign a user a different role, for example if a Team Admin has
left your Organisation and you need to assign another user as the Team Admin for that team.

You can change the roles of all users registered to your
Organisation:

e Org Admin Role
e Team Admin Role

Org Admin

e User Role



Change a User’s Role

Click on Users from
the menu to see all

users in your SWIMS =

Organisation
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rih Sea Region
AMES
b G ek ELFICPEAH UG

Dashboard User Management Users

APPLICATION

[=] Doashboard
User Management
I Events <
Sea rCh for the user Manage the users within SWIMS.

q & My Impacts
you want to assign a
different role using
the SearCh fu nCtion I&d My Responses csv m m Search:

Search Name Search Email All Roles All Statuses All Organisations cl

My Costs

ADMINISTRATION User Name T Email LastLogin Role Locked Status
_ adminName dotnetdev@influentialsoftware.com 04/05/2020 (] V
adminlName
o o
& Role Bob Tost SWIMS@kant gov.uk 18/05/2020 i s

= Organisations bruno kj kentbrunotest@gmail.com

Click on the pencil
icon for the user you
want to assign a new
role to navigate to edit
user page




Change a User’s Role

SWIMS =
Select a new role for the user using the

APPLICATION

drop down list
Edit User

[=] Dashboard

Manage the User account settings.

[4 Events £
Email
l&d My impocts , :
' swimstestl@gmail.com
f MyCosts
First Mame
My Responses Christine
Last Name
Test

Click save

Fhone Number

Tenants

= Organisations
User Role

. OrganisationAdmin w

The user will be assigned the new role 2 Teams
when they log in il

FRAMES




Create a New Team

As an Org Admin you are responsible for approving and creating new teams for your
Organisation.

Org Admins must create new Teams for their Organisation.

Hub Admins can also add new teams to organisations in their hub however this function
should be performed by Org Admins in most circumstances.

Top Tip Top Tip

A User cannot create a new team when registering. The new team

To avoid duplication, before
must be set up by the Org Admin first before the new user can

creating a new team make

register to the team. As per the User Guide Registration section, the
new user will contact you with the new team name to be set up
during registration process. After they have registered you can then
approve their registration.

sure the team does not
already exist in SWIMS by
checking the Teams page
from the menu




Create a New Team

SWIMS N iLerreyg
— %rthﬁm!ngmn
Click on Teams in the menu -

APPLICATION Freyo org test Freya org test

[&] Doshboard

register new organisation register new organisation
(3 Events < NEW ORG USER Team NEW ORG USER
Scroll down and click on the & My impacts — ——
Create New Team button at ——
the bottom of the page ' gravesend team UAT Organisation
T~ Wy Responses
Sam organisotion Sam organisction
ADMINISTRATION
. bruno test bruno test
Top Tip PR
If you are creating a new § Organisation Organisation]
. - Holes
team for a user requestlng an =
UAT Team UAT Orgaonisotion
account, remember to - Organisotions

inform them that you have
created their teams so they

can Complete registration MASTER DATA MANAGEMENT




Create a New Team

Name the team and assign SWIMS =g

users to the team from

cu rren.t u§ers |n.your T Create New Team
Organisation using the |

dropdown list or leave the =~ ’ forre

team without users untila = """

new user registers to the Sl ageniation
team when requesting an i e UAT Organisation

a CCO u nt ADMINISTRATION Assigned users

Selact uzer Assigned users

a2 Users
admintomc
= adminlMarne
- Roles
= Hamecd

Surnomicd

-
=% Orgonisations Remmal SUrmore =
Click Creat
IC ea e - [E20rms surnamc3
MNamc2

Surname? 23

MASTER DATA MANAGEMENT

The new team will now be saved



Change a User’s Team

Users select their team when registering but may need to change team at a later date. You can
assigns users registered to your Organisation to different teams.

Top Tip

Use the bin and person icons to delete and
Click on Users in the ] | reactivate users. Once a user has been deleted
NS their status will be set to ‘inactive’ in the status
“ “ column on the user management page and they

[8] Dashboard will no longer be able to log into SWIMS
User Management

Dashboard

APPLICATION

(3 Events <

Manage the users within SWIMS.

Search for the user

you want to assign a
different team using
the search function s wy Responses csv ff excel J rint | Searoh:

ADMINISTRATION User Name T Email I.usthg'ln Role Locked Status

_ adminName dotnetdev@influentialsoftware.com 04/05/2020 [ Admin | rd
adminLMame
v qlem e f '
& Roles Bob Test SWIMS@kentgov.uk 18/05/2020 (EIETEEE =3 i s
° Click o the P ) ~

icon for the user

&l My Impacts

Search Name Search Email All Roles All Statuses All Organisations Cl

£ My Costs




Change a User’s Team

Choose a new

SWI M S = oyl -
team for the user e e e
USing the drop APPLICATION Edit User
down ||St Dashboard Manage the User account settings.

=]
[ Events < Email Organisation
dotnetdev@influentialsoftware.com UAT Organisation v
k&l Wy impacts
CI k £ My Costs First Name Teams
ICK Save adminName UAT Team v
& My Responses

Last Nome
ADMINISTRATION

admintName

TOp Tip & Roles Phone Number

You can also use &% Crgonisations

this page to edit 2 teams

user details e.g. A T

change an email et Corsgores B user is not in the dropdown list
address you can

User Role Top Tlp

Admin v

If the team you want to assign a

The user will now be assigned to the new team when they log in



Add a Key Impact Indicator (KIl) for your Organisation

KIl’'s are numerical indicators that are associated with impacts from severe weather
events that you want to record. SWIMS has an inbuilt list of popular Key Impact
Indicators however you can add new Key Impact Indicators for your Organisation

IIIIIIIIIII

Basic Details Response Details Cost Details Locality Details

Maintain Basic Impact Details
Have you been impacted by this event?

[ tvents
TOp Tip & My Impocts

How was your service affected by this Impact?

To avoid duplicating Key S @ N Q =N E —
Impact Indicators you can e e o e R =

check the inbuilt dropdown list AouNSTRATION

by accessing Step 1 Basic - = ‘li‘ *
Details of the Impacts Wizard '.

QRSTER LI NOMANGENENT fease add o short description on how you were affected:

Additional numeric information

Potholes reported by service users



Add a Key Impact Indicator (KIl) for your Organisation

Users from your Organisation will send you an email with name of Key Impact Indicator to be
added.

Click on Key Impact
Ind icatO rS from APPLICATION Dashboard Koy Impact Indicator Management Key Impact Indicators

menu [=] Daoshboard

Key Impact Indicators Management
3 Events £
Manage the key impact indicators within SWIMS.

& My Impocts
a Click Create £ My Costs
Show 10 ¥ enftries
&g My Resy
Name T Status Actions
Top Tip AoMINSTRATION Keylimpactindicator [ Active | W
You can also edit Key Impact T Test = i
.;h\
Indicators you have created on < oo 2o e
this page using the pencil icon. = oo
Do not delete any Kill’s from MASTER DATAMANAGEMENT
reate
this page because they will be & Impact Categories

deleted for all users in your _

Organisation




Add a Key Impact Indicator (KIl) for your Organisation

Add name of new Kl 2
N ilerireyg
swvs =B

Dashboard > Key Impact Indicators Management > Create New Key Impact indicator

APPLICATION

[&] Dashboard
B Events ) Create New Key Impact Indicator
; & My mpoacts
o Click Create o

f My Costs

Top Tlp / Responses

Key Impact Indicators you add will
be added to the inbuilt dropdown

STRATION

list in Step 1 Basic Details of the
Impacts Wizard for all users in your
Organisation

New KIl will now be populated in the drop down list for Step 1 Basic Details of Impact Wizard



Add a Key Response Indicator (KRI) for your Organisation

KRI’s are numerical indicators that are associated with responses to each impact from severe
weather that you want to record. SWIMS has an inbuilt list of popular Key Response
Indicators however you can add new Key Response Indicators for your Organisation

APPLICATION Basic Details Response Details Cost Details Locality Details

Maintain Response Details

Top Tip

To avoid duplicating Key
Response Indicators you can
check the inbuilt dropdown list

by accessing Step 2 Response
Details of the Impacts Wizard

Add key response indicator Value

Gritters dispatched v 4

Reset Add




Add a Key Response Indicator (KRI) for your Organisation

Users from your organisation will send you an email with name of Key Response Indicator to
be added.

ment > Key Response Indicators

Click on Key [#] Dashboord
. Key Response Indicators Management
Manage the key response indicators within SWIMS.
from menu & My Impacts
£ My Cost
Show 10 v entries
& My Resy
Name ' Status Actions

ADMINISTRATION ] -
est Key Response Indicator [ Active | [ g

Showing 1to1of 1 entries

Top Tip

You can also edit Key Response Indicators you

have created on this page using the pencil
icon. Do not delete any KRI’s from this page
because they will be deleted for all users in
your Organisation




Add a Key Response Indicator (KRI) for your Organisation

° Add name of new KRI
swivs = B _

Doshboard Key Response Indicotors S Create New Key Response Indicator
APPLICATION
[&] Doshboard
Click Create e < Create New Key Response Indicator

Cvents

k& My Impacts
Name
Top Tip
Key Response Indicators you add  SEEiss

will be added to the inbuilt

dropdown list in Step 2 Response
Details of the Impacts Wizard for
all users in your Organisation

New KRI will now be populated in the drop down list for Step 2 Response Details of Impact
Wizard



Overview of the Dashboard

The Dashboard is a quick and easy way to view key data recorded in SWIMS.

iterrey
=Wl Morth Sea Region
FRAMES
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APPLICATION

Event Type occurances Total yearly costs (£) per Cost Type. Top Tip
_ typo for ol legged Events Socured buent POt GRARESPANSe Costs groupad by the fype ofihe Inbuilt analysis

¢ g ] allows you to
view your data in
real time, gather

l . information on
. \ impacts, costs and

responses and

(3 Events

& My Impa Impacts costs

£ My Costs

l&d My Resp

3 Contact

Flood M Hightemp. B Gales b
Rainfall M Low temp. B Storms O Se rve patte rns
T T T T T T T T T T 1
3 AccessibfStatement B Drought £0.00k £5.00k £10.00k £15.00k £20.00 k £25.00 k £30.00 k £35.00 k £40.00 k £45.00 k £50.00 k d d
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Data is displayed in different widgets on the dashboard which can be accessed from the menu.

As an Org Admin there are two widgets that you can access that the User Role cannot.



Pending User Registration Widget

This widget shows the user SWIMS =

total pending user
registration requests
Pending Users Top U

m . y Review new user registration requests Top 5§ ul

Hub admins can see pending iy impacs o UAT Organisation
UAT Organisation
requests for their hub, Org £ MyCosts
Admins can see pending G My Resgicriaes @
requests for their R
q ) ) o bruno test TOp Tlp

organisation and Team & lisers i o e . .

. . = This widget is only visible
Admins can see pending P e on the dashboards of
request for their team Team, Org and Hub

Nt S g Admins
FRAMES

For more information on approving registrations please visit the Approve New Users for your
Org section.



Top User Responder Widget

This widget demonstrates the top 5 users in your Organisation “
that have logged the most responses across all events

TOpR user responaers

Top Tip:
By hovering over the widget i i
with a mouse, you can see
the % response rate of the
top 5 user responders. In
this example the top
responder has responded to
events 19 times and makes
up 30.2% of the top 5
responders

Top Tip:
This widget is only visible

on the dashboards of
Team, Org and Hub
Admins

Hub admins can see the top responders for their Hub, Org Admins
can see the top responders for their organisation and Team
Admins can see the top responders in their team
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