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Introduction

The purpose of this guide is to help you, our customer, to use the empulse Workbench / Dashboard.

The Web Workbench is a web application accessible through your browser from any device. It is the
platform for publishing all types of messages, managing the system and reviewing the dashboard
(data from the empulse Client).

It will be accessible by a URL which will be provided by your empulse System Administrator.

This guide includes the following information:

General Overview

The Dashboard - Analysing data

Sending and managing messages, quick polls and alerts
Managing and creating subscriptions

Managing User Roles

Managing Widgets

Managing the Admin

NoupkwnNeE




Getting Started

When you begin, you will come to the empulse login page. You can use your Single Sign On details to

login.

: e

O Type here to search



Dashboard

The Dashboard is where Analytics received from the empulse client(s) are published. The analysis
and information reporting provided by the empulse product is powerful and can be used to improve
communications within an Enterprise. However, customers can extract maximum value from the
empulse database by downloading the information into their business intelligence capabilities. This
helps you gain deeper data insight.

Overview

When you first enter the empulse workbench it will show you the Dashboard overview window. This
tells you the following:

e Licenses — How many licenses have been used - this is to show consumption of licences
against the number of licences purchased

e New Subscribers - these are users that have subscribed to one of your Subscriptions.

e New Subscriptions — these are any new Subscriptions (Communication Channels) that have
been created within empulse.

e New Notifications — these are messages or quick polls that have been sent. (Quick Polls are
messages that include a one-off question that the user can answer with a thumbs up or
thumbs down, i.e How was your IT service today?)

e New Alerts — Emergency Alerts are real-time notifications that can’t be ignored and help to
keep your employees informed about any emergencies that may arise. They will take over
the screen and will not shut down until the person does this manually to make sure they
have read it. Alerts can also have an associated SMS text message.

y
W emp lse General Overview & Hello Jane smith
0165

New Notification Lastweek ()

Current Dashboard v Add Bookmark
New Alert

Dashboard

& New Subscriptions A New Alerts

1 2

Natifcations Subscrivers: [T Subscriptions [T] Alers

N
> Quick
> Alerts

User Pulse

Notifications

Alert 1 \
Subscriptions

7 out of 1001 Licenses used

User Roles
Request more licences

Widgets o
05 Sep 06 Sep o

Sep 08 Sep

Admin

Logout

The image above is the Dashboard overview screen. By default it tells you what has been happening
in the last week to ensure you have visibility of the latest information. However you can change the
dates you would like to see the statistics for when you
corner.

Last Year Last Month Last Week

B 15/06/2022 12:00 AM

Jun 2022 Jul 2022

Mo Tu We Mo Tu We Th Fr




If there is a certain time frame you would like to see regularly, such as ‘last week’ ‘last month’ or a
specific date range, you can create a ‘Bookmark’. To do this, click on the dates (start date and end
date) that you would like the data for then click on ‘Add Bookmark’, create a name for your
bookmark and then click ‘add’.

a Hello Jane Smith

Add Bookmark

From 2022-04-01 to 2022-04-30 m

e
April 2022 ‘ Add Bookmark '

A New Alerts

It will then appear in the ‘Current Dashboard’ drop-down box for you to choose at any time.

Hello Jane Smith

Last Week m

Current Dashboard v Add Bookmark

Current Dashboard
May 2022

April 2022

If you hover over the graph it will bring up the specific data of the Notifications sent and the number
of new Subscribers there were on a certain date.

General Overview & Hello Jane Smith

Last Week @

May 2022 v Delete Bookmark

& New Subscribers B New Subscriptions A New Alerts

3 0 0

— ) ] s

5 501
31 May 2022 N

[l Notifications: 7

[l Subscribers: 2

1 7 out of 1001 Licenses used

” Request more licences

N D D D D D D D D D D DD D DD DD DD DD DD DD DD
F R F P R F S P TP RFIIFLLIIFLIILIE
R O A A I AR A A



Throughout the Dashboards, you can toggle options to show or hide the details of specific metrics.
For example, in the image below, the ‘Notifications’ metrics have been ‘unselected’ (indicated by the
strikethrough on the metric title). The graph now only shows Subscribers, Subscriptions and Alerts
metrics. By toggling and reviewing the graph you can quickly home in on the metrics that matter to
you. Note the little red dot in the top left. This is telling you the number of Alerts sent.

Subscribers [ | Subscriptions [ Alerts

07 Sep 2022
B Subscribers: 1

B Subscriptions: 1
B Alerts: 2

07 Sep 08 Sep

Another example, below, shows ‘Notifications’ and ‘Subscribers’ toggled off, leaving just the results
from the Subscriptions and Alerts. The graph shows 2 dots, a red one on 7t" September and a blue
dot on 8" September. This indicates that 2 alerts were sent on 7" September, but none were sent on
the 8™ hence there is no red graph line for Alerts. Similarly, the blue dot on the 8™ September
indicates a new subscription was created only on that date and no new subscriptions were created
on the 7" hence there would be no graph line to show any trends between these 2 dates. The
Dashboard not only allows you to see the results, but also helps you to visualise trends.

) Sobserbers [ | Subscriptions [ Alerts

08 Sep 2022

B Subscriptions: 1
[l Alerts: 2

07 Sep 08 Sep



Subscripti

Subscriptions are the Communication Channels within empulse.

ons

When you click on the Subscriptions option under the Dashboard menu, you will see a more detailed
overview of the Subscription information. By default, it will show you results from the ‘last week’,
but you can change that on the calendar icon at the top right of the page (same as in the overview

previously).

New Notification

New Alert

Dashboard

Notifications
Quick Poll
Alerts

Real-time Feedback

Notifications

Alert

Subscriptions

User Roles

Widgets

Admin

Logout

y en :
Wo empulse Subscriptions Overview

Select Subscriptions v
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Closed by 4 Publisher
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There is an overview at the bottom of the page detailing Notifications, Subscriptions and
Subscribers. Hover over the icon under the ‘To’ field to see who the notification was sent to. (This
hover feature works similarly throughout the workbench)

Subscriptions Overview & Hello Jane Smith

Select Subscriptions

v

Dashboard » Subscription

‘ New Subscribers | 59

B New

Subscriptions

Notifications

Subscriptions Subscribers

Date Sent$

35
30 |
25 |

20 |

0
Feb 2022

10/06/2022

Sent to

0 W w o

A
v

Mar 2022 Apr 2022

Received by

WM N

w

May 2022

A
v

Read by

WwiNn || -

Jun 2022

Ao
v

Closed by

Jul 2022

Y
v

Aug 2022 Sep 2022

Publisher

Jane Smith

] ith
Bijal Shah
Bijal Shah

Bljal Shah

Oct 2022

"rrrer

Oct 2022

Nov 2022

AR

Last vear ()

Nov 2022

©

CAICRECRECINC)



Under ‘Type’ the Ll icon means it was a quick poll that was sent, and the [l icon means it was a
general message.

‘ New

B New

Subscribers

Subscriptions |

Notifications

litle
IT Service
Staff Club

IT Service

Subscriptions

1

Subscribers

Wellness Walking Challenge 2022

Health and Safety Questionnalre

IT Service

Goto page: [ row count: [[EIED
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Jane Smith

Jane Smith

Jane Smith
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yp°
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View
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showing 1-6 of 6

If you want to have a quick look at the message that was sent, then you can click on the @>
icon and it will look like the example below. Clicking this icon throughout the workbench

will show further details of the message sent.
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Read by
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Publisher
Jane Smith
Jane Smith
Jane Smith
Bijal Shah
Bijal Shah

Jane Smith

Jun 2022

Type

PPEPPRE

Jul 2022

o

View

CRCICRICRECILC
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Subscriptions
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You can choose which subscription (or multiple) you would like to investigate in more detail.

Subscriptions Overview

B Acme o
W Acme Co. Saudi
W Jeddah
W Events
B Facilities
@ Ryadh
B Events

W Facilities

o
01 Aug

Subscriptions Overview

€o., Jeddah

[re——

[ subsertions [T Sutmcribers

& Ryadh

W Everls

® Facilfties

[
o1 fug 02Aug

Notifications

Subscribers

& Hello Jane Smith

Lastweek 88

When you click on the ‘Subscriptions’ option you will see the graph below that focuses on the
Subscription analysis. The table below the graph tells you the number of subscribers you have in
each Subscription and if you click on ‘Subscribers’ it will tell you who those subscribers are.

Select Subscriptions %

Dashboard » Subscription

23

‘ New Subscribers

B New

Subscriptions

RE

Notifications Subscribers

Display Name

Acme Co.

Acme Co. Saudi
Chess Club
Electronic Systems

Events

4 No of Subscribers

Last vear ()

Notifications

[ Subscriptions [ Subscribers

0.
Feb 2022

Mar 2022 Apr 2022 May 2022 Jun 2022 Jui 2022

o)

Created

8 06/02/2022
6 06/02/2022
1 06/02/2022
1 06/02/2022
2 06/02/2022

At the bottom of the table you can use the ‘Go to page’ option if there is more than one page, and
you can choose the ‘Row count’ option to see more or less rows.

Notifications Subscriptions Subscribers

(2]

Date Sent$ Sent to o >d by Read by Closed by Publisher
IT Service = 08/09/2022 1 1 1 Jane Smith Al @
Staff Club = 08 022 1 1 0 Jane Smith ‘ @
IT Service ﬁ 07/09/2022 8 3 3 3 Jane Smith ‘ @&
Wellness Walking Challenge 2022 = 8 3 2 0 Jane Smith 5 @
Health and Safety Questionnaire =1 8 3 3 0 Jane Smith [ @&
IT Service - g 3 2 1 Jane Smith [sil @

Go to page: Row count:

Showing 1-6 of 6
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Notifications

Click on the ‘Notifications’ option in the left-hand menu and it will show you statistics relating to the
notifications that have been sent. Similar to the subscriptions, it will default to the ‘last week’,
however you can change this. In the top left-hand side, it will show you the total number of
Notifications that have been sent — for instance if there have been 8 notifications sent to 10 people,
this number will show 80. You will see there are percentages shown ~(the lighter , detailed in the
labels above them.

Notification Overview & Hello Jane Smith
New Notification Select subscriptions. v Last Month @
New Alert Dashboard » Notifications
Dashboard Recelved vs Not Recelved - From Total Notifications Sent Interested vs ot interested - From Total Notifications Read Read vs Unread - From Total Notifications Recelved
Received Not Recelved Interested [N Not Interested Read [N Unread
> Overview No Response
» Suhecrintions 4 1 3
>
78% 56% 71%
2 Guiion
5 (T Notifications
Sent
> Real-time Feedback
Notifications Notifications
20
18
Alert 18
14
Subscriptions =
10
8
User Roles 6

Widgets o

14Sep 15Sep 16Sep 17Sep 18Sep 19Sep 20Sep 21Sep 22Sep 23Sep 24Sep 25Sep 26Sep 27Sep 28Sep 28Sep 30Sep 010ct 020ct 03Oct 040ct 050ct 06 Oct

Notifications e

Title % To & DateSenty Sentto & Receivedby & Readby & Unreadby 4 Closedby & Publisher 4 View

Admin

Logout

The information highlighted in red in the table below means notifications have been received by
users but not yet read — green means notifications have been received and read by the user(s).

Notification Overview & Hello Jane Smith

Select Subscriptions v Last Year m

\J I 7
61% 52% '69%

Notifications
Sent

Notifications

n

Feb 2022 Mar 2022 Apr 2022 May 2022 Jun 2022 Jul 2022 Aug 2022 Sep 2022 Oct 2022 Nov 2022

Notifications e

Date Sent$ Sentto 4 Receivedby ¢ Readby ¢ Unreadby ¢ Closedby ¢ Publisher

test 10/06/2022

= 6 2 1 1 1 Jane Smith @

Test B 10062022 6 2 1 1 1 Jane Smith @

Staff Club B 10062022 8 3 1 2 0 Bijal Shah @

MT-A B 09282022 8 3 2 1 1 Bljal shah @

MT-A B 092002022 8 4 3 1 2 Bijal Shah @
N B 09202022 8 4 3 1 3 Blial 5oz @
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If you hover over the circles, it will show even more detail, for instance it will tell you the number of

messages received / not received (not received means the ‘Client’ Application wasn’t open on the
computer for them to receive it).

Select Subscriptions v

Dashboard » Notifications

o
Feb 2022

Received vs Not Received - From Total Notifications Sent

Received [ Not Recelved

617

oo . N [lReceived: 379
Notifications
Sent @
Mar 2022 Apr 2022 May 2022 Jun 2022

12

Last Year m

Interested vs Not Interested - From Total Notifications Read Read vs Unread - From Total Notifications Received

Interested [ Not Interested

No Response

Read W Unread

52% 69%

Notifications

Jul 2022 Aug 2022 Sep 2022 Oct 2022 Nov 2022



Quick Polls

Click on the ‘Quick Polls” option in the left-hand menu and it will give you all the statistics of the
quick polls that have been sent in the last week. (Quick Polls are messages that include a one-off
guestion that the user can answer with a thumbs up or thumbs down, e.g. How was your IT service
today?)

y
W empulse Quick Poll Overview & Hellojane smith

New Natification Select Subscriptions v Last Month [}

New Alert Dashboard » Quick Palls

Dashboard Received vs Not Received - From Total Notifications Sent Satisfied vs Unsatisfied - From Total Noifications Received Read vs Unread - From Total Notifications Received
Received I Not Received Satisfied NENEN Unsatisfied Read NN Unread

Overview Na Response

36% ‘5% 100%

Quick Polls

Sent

Real-time Feedback

Notifications Quick Polls
Alert
Subscriptions
User Roles
Widgets
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Admin Quick Polls e

Logout Date Senté Sentto 4 Receivedby & Readby & Unreadby & Closedby & Publisher

e,
( Select Subscriptions Last Week a
— —
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Quick Polls
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Quick Polls e

Title ¢ To & DateSenty Sentto & Receivedby ¢ Readby & Unreadby ¢ Closedby ¢ Publisher & View

IT Service [} 03/08/2022 8 1 1 0 1 Jane Smith @&
IT Service Quick Poll ﬁ 01/08/2022 8 2 2 0 2 Jane Smith @
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Alerts

Alerts are real-time notifications that can’t

be ignored and are intended to keep your employees

informed about any emergencies that may arise, such as intruder alerts or severe weather warning
updates. Alerts can even reach employees away from their desk by sending critical messages to

their mobile phone via SMS.

Click on the ‘Alerts’ option in the left-hand
have been sent.

4
W empulse | Alert Overview

v2.0.4170

New Notification Location N Clear

New Alert Dashboard 3 Alerts

Dashboard

‘ New Subscribers | 7

Subscriptions
Notifications

ik Bo||

A New Alerts | 2

ine Feedback

Notifications
Alert
ELRECHpUOnS Subscribers | Alerts

User Roles

Widgets

Go to page: [iId Row mum:

Admin

Logout

menu and it will show you the statistics of the Alerts that

a Hello Jane Smith

Last Month &

[ Alert Subscribers

o
12 Sep 13 Sep 14 Sep 15 Sep 16 Sep

€ Sentto # Received by Closed by & Publisher

Showing 1-2 of 2

If you hover over the graph it will show more details of the Alerts sent and Subscribers they were

sent to.

Location v Clear
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A New Alerts | 7
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Subscribers Alerts
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Real-time Feedback

Real-time Feedback is a form of quick / short survey. It gives the user the opportunity to feedback to
empulse Administrators that they are happy or unhappy about something. The way the User does
this is by going to the Real-time Feedback widget in the empulse client. There they will see a drop-
down list of items defined by the enterprise and configured by the empulse admin team. The user
will select the item they wish to give feedback on and then click on either the happy or sad face.

This information is then fed back to the Dashboard which will display this information by location,
and/or the listed items from the drop-down list in the empulse client widget. This facility offers the
business the ability to capture and monitor real-time feedback on items specified in the list. This will
enable the business to quickly identify things that users are happy with or unhappy with and target
the appropriate actions.

y .
e empu_l_se Real-time Feedback & Hello jane smith

Select Location v Select Survey Type v From 06/05/2022 to 09/30/2022 [i]

Dashboard » Real-time Feedback > All Locations > All Types

New Notification
New Alert
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Dashboard
Satisfied [ Unsatisfied § Satisfied [ Unsatisfied B Satisfed N Unsatisfied
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5 B y |
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Alert
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User Roles 100% f i @

Widgets A v

Admin

Logout

You can filter the Location or the Survey Type at the top. If you click on the calendar on the top
right, you can choose the date range you are interested in.

L4
.‘9 empulse Real-time Feedharl & HelloJane Smith

v2.04.170
From 06/05/2022 to 09/30/2022 @
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If you hover over one of the circles it will give you details of how many users were satisfied with that

department. The green means satisfied and red means unsatisfied.

New Notification

New Alert

Dashboard
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Subscriptions
Notifications
Quick Poll
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Subscriptions
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Widgets

Admin

Logout
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Creating Notifications

To send a new notification to users you can either choose the first option at the top that says ‘New
Notification’ or use the option underneath the ‘Notifications’ option. Once you are in the New
Notification screen you will see a box that says, ‘Send date’, here you are able to choose a future
date to send the message or if you just leave it blank then it will send immediately.

Create Notifications & HelloJane Smith
My Templates Send Date @ 24/08/2022 1:57 PM m
staff Club o General Message v scheduled Until Date iz
IT Service o Mandatory

§ ¢ Paragraph ~ Tahoma v 1ipt v B I U &+~ A~
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1
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1]
il
<
iil
<
n
[}
v
[l

Here you can also choose if you would like to repeat this message Daily / Weekly etc...

My Templates

IT Service Q . v| FM

Aug 2022

Tu We Th

Never Repeat

Never Repeat
Every Day
Every Week
Every Month
Every Year
Custom

The box next to it is the date you would like the message to expire, this is automatically set for a
weeks’ time from when the message was sent but you can alter this.

Create Notifications & Hello jane Smith

My Templates send Date 24/08/2022 1:57 PM s
Staff Club [x] General Message v Scheduled Until Date m
IT Service [x) Mandatory

Title

€ (®  Paragraph ~  Tahoma ~ 11pt v~ B I Y &£ v A~
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You have the choice of sending either a General Message or a Quick Poll, make sure you choose the

right option for type of message you are sending.

Send Date

General Message

General Message

Quick poll
Title

The ‘Scheduled until date’ box is for if you have chosen to repeat the message, you can choose a

date for the message to stop sending.

Create Notifications & Hello Jane Smith

My Templates Send Date

Staff Club

IT Service

o

o

General Message

Mandatory

Ny

i

c Paragraph

v~ Tahoma

~

19/09/2022 8:53 PM

Scheduled Until Date

Iiil
lil

sz} 24/08/2022 1:57 PM

v

Cancel

~ PM ~

Aug 2022

Mo Tu We Th Fr

]
]

Click on the ‘Mandatory’ box if it is a message of importance that you would like everyone to read. It
will automatically go to the top of their message queue, and they won’t be able to delete it until it

has been opened/read.

Create Notifications & Hello Jane Smith

My Templates Send Date

Staff Club

IT Service

Q General Messag
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Title
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v
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Once you have filled out your message as normal, you can click on ¢ to insert a web link, click on
to insert an image, click on B8 ¥ toinsert atable. To insert the date and/or time click on v and

to create a new meeting click on

You can save any of your messages as templates for future messages by just ticking the ‘save as

template’ box.

N

o

paragraph ~  Tahoma ~ 11pt v~ B I Y &£~ A~
== =svEvE 2 S HBY DVB

v I

You can set templates so that they are easy for users to fill out, please see the example below.

Create Notifications & Hello Jane Smith

My Templates

Staff Club
IT Service
MT-D
MT-A
MT-B
MT-C

Informing trial to subscribe

o 0 0 © 0 o o o

Evaluation Invitation Message

General Message

Mandatory

Outages

Ny

>  Bold

Which System will be affected:

Date the Downtime will take place:

Point of contact:

Reason for downtime:

+ save as Template

19
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v heduled Until Date e
v 1pt v~ B I U &£ v A~
= S EHE O~
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If you want to send a quick poll, make sure to ask a simple question as the user will only be given
two options to answer this, a thumbs up or thumbs down so you need to make sure it is a ‘Yes or No’
type of question.

Send Date 1233 19/09/2022 8:58 PM A

General Message hd Scheduled Until Date @

+/ Mandatory

IT Service
€ (7 Paragraph ~  Tahoma v 11pt v B I YU £ v A v
= = = E SviEvE = S B B v

How has your IT service been today?

Lastly, select which subscriptions you would like the message / quick poll to be sent to. You can
choose multiple subscriptions if you like.

)

(7 Paragraph v Tahoma v 11pt v B I U &£ v A v

viEvE 2 g BEY Ovid

Save as Template

Search

19 Available Subscription

4 Acme Co.

¥ Acme Co. Saudi

»  Electronic Systems
Health and Safety Team
London Branch

Social Club
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Managing Notifications

To look at the Notifications in more detail go to the Notifications option in the menu. You will need

to choose Sent or Scheduled.

When you click on Sent the screen below will come up with all the details of the sent Notifications.

New Notification
New Alert

Dashboard
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New Notification
Alert
Subscriptions

User Roles

Logout
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Once in this screen you can click on the to copy the message and forward it on. If you click on (@
it will let you see a copy of the message that was sent. If you click on the 0 this will recall and
delete the message that was sent.

You can then look at the Scheduled Notifications (messages that are to be repeated or sent out in
the future). If you click on the #* you can edit the message before it goes out.
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Notifications
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Logout
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Creating Alerts

To send a new Alert go to the ‘New Alert’ option on the menu bar and select the location/s you
would like the Alert to go to (to send to everyone click on all locations). It will immediately be sent
to all the computers in those locations and will stay on the user’s screen until they close the message
to make sure they have read it.

¥
.4'-;-\ empulse Create Alert & Hello Jane Smith

New Notification
My Templates

New Alert i B Acme Co. Saudi
Site Intruder Alert

W jeddah
Dashboard

& Swindon

Notifications
Alert

> Sent

>
Subscriptions

User Roles

Save at Template
Widgets

Admin

Logout

The message format is the same as for the notifications, and you can also save them as templates for
quicker sending in the future. You can also send as an SMS so each user receives the message on
their mobile phone.

My Templates Select Location -

site Intruder Alert [x] Site Intruder Alert

)

*  Paragraph v Tahoma ~ 11pt v B I U £ v A~

vEvEE S BB O~

Please be aware of an intruder at your site

“
e Ten‘p‘a

Please be aware of an intruder at your location - notify security
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If you want to see what Alerts have been sent just click on the ‘Sent’ under the Alert option on the
menu bar.

v
o} empulse Sent Alerts & Hello Jane Smith

4164

¢ Actions
New Alert

Site Intruder Alert -} Jane Smith @
e site Intruder - Jane smith @
site Intruder Alert = @
Notifications Site Intruder Alert E @
Test =1 @
Alert Test -] @
Intruder Alert - @
Site Intruder Alert - @
Site Intrud = @
Teszt o empulseadmin @

Subscriptions

Go to page: [ Row count: EETG Showing 1-10 of 10

User R
Widgets
Admin

Logout

To show who the Alert was sent to just hover over the &

ent Alerts

m Clear

Location v

Site Intruder Alert

st
Intruder Alert
Site Intruder Alert

Site Intruder Alert

Teszt

If you want to see the text of the Alert that was sent, click on the @> and it will show the details of
that specific Alert.

& Hello Jane Smith

© 12:27 17/08/2022

Locat]
il -

stein Site Intruder Alert

Jane Smith To: Acme Co. Saudi
$ Actions

@

Site I Please be aware of an intruder at your site @
Site g @
Site IntroserEere T 1~ | T STUTZO. Y BIarsTan @
= 23/03/2022 Patrick Shannon @

= 23/03/2022 Patrick Shannaon @

ntruder Alert 1 23/03/2022 Patrick Shannon @
Site Intruder Alert -1 07/02/2022 empulseadmin @
Site Intruder Alert -1 07/02/2022 empulseadmin @
Teszt = 06/02/2022 empulseadmin @
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Creating Subscriptions

Subscriptions are the ‘Communication Channels’ that users subscribe to. Navigate to the
Subscriptions option in the menu bar to manage them.
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W empulse Subscriptions & HelloJane Smith

v2.04.164

New Notification Total Subscriptions: 19

Dashboard API Name
B Acmeco.(7)

Notifications &  Acme co. Saudi(6) [l

Alert Jeddah (0) [

Location Private Selected Publisher Only

Ryadh (0) [

User Roles &  Electronic systems (1)

Rochester (1)

Widgets

Swindon (1) 1
Admin

Health and Safety Team (1)
Logout
London Branch (1)

e 0 0 0 6 0 0 0 ©

Social Club (1)

To create a new Subscription, first decide whether you would like it under a Subscription that
already exists, if you do then click on the green plus next to it and it will add your new one into that
group. If you want to create a new one, just start typing out the information on the right-hand side
in the blank boxes (leave the API box blank as this will auto-populate), and then click save and it will
automatically save under your top Subscription (in this case, Acme Co.) When creating a new
Subscription you can tick whether it is a Location, Private group (only specific users are invited to see
this group) or Selected Publisher only (you can specify who is allowed to publish to this subscription).
Once created it will come up with a ‘New’ sign next to it. To delete a Subscription just click on the
red cross next to it, it will ask you to confirm this action just in case you clicked on it by accident.

When looking at the existing subscriptions you can tell which type it is by the icon next to it, the ones
with mean they are a ‘location’ for example ‘Tower 1 Floor 1’ or ‘Tower 1 Floor 2’. The ones with
a ﬂ mean they are private subscriptions that only those specifically invited to can see.

Subscriptions & Hello Jane Smith

Total Subscriptions: 20

G Learning and Development
Subscriptions JEEIf Expand All

Learning and Development
B Ameco.7)

A channel that is used to update users on their Learning and Development opportunities.

London Branch (1)

B Acme Co. Saudi (6) [x]
Jeddah (0) A [x} £
Ryadh (0) @ [x] Location Private Selected Publisher Only
Health and safety Team (1) o Subscribers  Publishers
Learning and Development (1) 0 Display Name ““-
) Jane Smith jane.smith jane.smith@amsdevdc.com
(]

Social Club (1)

24




User Roles

User Roles and rights management is where you manage the rights and permissions of each user.
Every user will be automatically assigned a Basic empulse User role (this role does not need access to
the dashboard) or other roles provide various permissions to use the Dashboard. You can create a
new role on the right-hand side of the screen. More details on this can be found in our supporting
document ‘Web Workbench Initial Setup’.

4
W empUlSJg Users and Rights Management & Hello Jane smith

New Notificatio reate New Role

New Alert

Dashboard User

Administrators Auto Assign To This Role at Login

Rights 00

No records selected

Notifications

Alert Empulse Basic User

e 0 o o

Subscriptions Web Workbench Full User

You can choose a multiple of rights for each new role you create.

B e s, & Hellojane Smith

Y O

Create New Role o

g LoginEmpulse Allows a user to use Empulse client. P
Dashl 2
O LoginWorkbench Allows a user to use Workbench client.
Admi| .} ReceiveNotification Allows a user to receive notifications.
(m} CreateNotification Allows a user to create general notification.
ol 2 ®
|} CreateAlertNotification Allows a user to create alert notification.
Web | 8] CreateQuickPolINotification Allows a user to create quick poll notification.

If you have a general user role that you would like to assign to all users, then click the ‘Auto Assign’
box and then when the users first login they will automatically be assigned this role.

Users and Rights Management & Hellojane Smith

Create New Role o

_ S pesme e

Dashboard User (x] Publisher
Administrators _ OAuio Assign To This Role at Login
Empulse Basic User (x) Rights e @

No records selected
Web Workbench Full User

cance! m
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Widgets

This section is used for creating shortcuts to frequently accessed web URL links, for easy access. This
could include any of your online systems such as Intranet, Expense System, Timesheet System or
other key online applications.

You can set up ‘Categories’ for your links to help users find them easily. Just click on Create New
Category and then add in the Category Name and the Display Name (what will show on the Client)
and click on save.

'
o empll'.lusf Category & HelloJane Smith

New Notification Create New Category o

New Alert Names of Categories
Dashboard Staff Zone (] D me

Alert
Subscriptions
User Roles
‘ Widgets
>
> Tools
Admin

Logout

Then under ‘Tools’ you can add the web URL pages that you would like to link to and choose which
of the categories to place them in on the Client.
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New Notification Create New Tool §3)

New Alert e e

Dashboard Staff Social Club )
Notifications staff Intranet o
Alert Google o
“
Subscriptions News o
Enabled
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Widgets

> (Categories

>
Admin

Logout
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When you add a description for the specific Tool, it will be shown when they hover over it in the
Client as below.

"gf; Jane Smith v

Widgets w

Search

© Staff Zone

>

Staff Intranet

Ct

For all social activities arranged
for staff

ternal Sites

Real-time Feedback

How is your IT Experience?

M

You have ' 0 new messages ready to be received! Version 2.0.4.169
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Admin

Licenses

This gives you the information on your licenses. When empulse is purchased, you will get to choose

either an annual or multi-year license for a certain number of users. Once the license expires (either
because the expiry date has been reached or you have more users using the system than the license
permits) some of the system features get disabled.

When a new license is due, you contact empulse and they will generate a license file which is sent to
you to upload and then you can then continue to use the system as normal.

= \ Choose File | No file chosen Submit

Requested Date » mwumber of Users

Upload License fil

L3

% Expire Date

01/12/2030

08/11/2021 12:47 AM

08/08/2019 09:53 PM 31/12/2300

Logs

This allows anyone who has permission to access this page to see all the various users on the
empulse system. You can also, if needed, clear the local cache of any user or also to shut the
individual client down.

There is also a button called ‘kill all clients’ — which shuts down all clients across all desktops if there
is a need to shut them all down — e.g. if there is a system wide update that is needed etc.

a Hello Jane Smith

Kill All Clients ' Refresh

Computer ¢ Waitt Notification Status$ Last ¢ last ¢ BeginTim& Cache Exit

Jane Smith EmpulseWebWorkbench

4.166 mpulsetest3 (1) TEET
(Jane.smith) 12.0.4.166) 2.04.166 empulsetest3 (21) 0:06:30
Jane smith EmpulseWeoWorkbench | 5 o 4 c0 empulsetest3 (21) 10:06:23
(jane.smith)

Showing 1-2 of 2
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Sensitive Words

You can program in any sensitive words that you do not want used across the system. If one of these
words are used when creating General Notifications, Quick Polls or Alerts, the user will get a
message pop up to tell them to edit the message.
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New Notification Create New Sensitive Word €3

New Alert Sensitive Words
Dashboard bloody 0 m —

Notifications damn o
Alert

Subscriptions

User Roles

Widgets
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Logout

Live Surveys

This relates to the Real-time Feedback widget at the bottom of the client. You can choose the
departments / services that users can feedback on. This list will appear on the Client where the user
can select it and choose the happy or sad face. The client will then wait 5 minutes before the user
can press it again, to stop people abusing the system and giving unclear or overly biased results.
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New Notification Create New Survey Type o
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Dashboard L o
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