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The Grouplink for SafestSchools Application

Logging In
- Go to your support Login page. The URL for this page will vary depending on the web address
designated in the Grouplink for SafestSchools system.

Figure 1.1
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Enter your Login ID and Password (Figure 1.1). If you do not already have a Login ID and
Password, contact your System Administrator.

» To change your password after initial login, click on your username in the upper left-hand
corner of the Grouplink for SafestSchools screen. Your user account will pop up with your
information, including a password text box. Delete the symbols that are currently in the text
box and create your new password. For security reasons, this password is hidden. For more
information, see the My Incidents Screen section.

« If you have forgotten your password, click the Forgot your password? link on the support
login page. It will then prompt you to enter the email address you used to set up your
HelpDesk account. Enter your email address in the text field and click the Reset Password
button. An email will be sent to your inbox with a new password. Return to the support login
page and enter your username and temporary password. Once you have logged in, click on
your username in the upper right-hand corner of the screen and reset your password.



The Grouplink for SafestSchools Menu
The Grouplink for SafestSchools displays a menu at the top of each screen in the application (Figure
2.1).

Figure 2.1
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(i) Welcome to GroupLink for SafestSchools

The following icons are shown in the menu:

- The My Incidents tab will take you to the My Incidents screen. This is also the first screen that
will appear when you log into Grouplink for SafestSchools. For more information, see the
My Incidents Screen section of the Help Files.

- The New Incident tab will open a blank Incident for you to fill out. This is discussed in
more detail in the Creating an Incident section.

- The Search tab will take you to the Incident Search screen. For more information, see
the Search section.

- The Filters tab will take you to the Incident Filters management page where you can
apply, edit, or delete Incident Filters. For more information, see the Incident Filters section.

- The Reports tab directs you to the Reports management page where you can view, edit, or
delete Reports. For more information, see the Reports section.

- The Knowledgebase tab will take you to the Knowledgebase screen where you can access
public Knowledgebase articles on different topics. For more information, see the
Knowledgebase section.

- The Dashboards tab will take you to the Dashboards page. Note that the dashboard icon will
only appear and be accessible if your organization has purchased the dashboard feature of
Grouplink for SafestSchools. Further information can be found in the Dashboards section.

- The Templates tab will take you to the Incident Templates page. This page is discussed
in the Incident Templates section of the Help Files.

- The IRT tab stands for Incident Response Time.

- The Sign out button will sign you out of the Grouplink for SafestSchools application and should
always be used before you close your web browser.



The My Incidents Screen

As mentioned above, the My Incidents screen (Figure 4) is, by default, the screen that opens when
logging into Grouplink for SafestSchools. The My Incidents screen is completely customizable to
allow Users to view Incidents based on individual Incident Filters. To navigate to the My Incidents
screen from any other screen in Grouplink for SafestSchools click on the My Incidents tab.

Figure 4
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My Incidents Screen Display.

On the far right side of the toolbar is the quick Incident search. To find an Incident, enter the Incident
number, Location, Group, Category, Category Option, Subject, Note, History Subject, or History Note
in the text field and click the search icon to the right or simply press enter. This will bring up the
desired Incident to be viewed or modified. To search for multiple Incidents at once, separate the
Incident numbers by a comma. All Incidents will appear in different windows.

* The My Incidents multi-action button will have three options when clicked, Export, Find User,
and Incident Templates.

- The first action listed under the My Incidents multi-action button is Export. Incidents can
exported into PDF or Excel format. Either format can be printed or saved and sent to others
in your organization. Note that if History Subject and/or Note are selected columns, the
most recent History Subject/Note will be displayed on its own line.

- The second action listed under the My Incidents multi-action button is Find User. This will
open the Find User pop-up window (Figure §) where you can search for any user in the
Grouplink for SafestSchools system or the organization LDAP and view their Incidents.
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o To look up a user, enter their last name, first name, or email address and click the Search
Grouplink for SafestSchools button. You can do a blank search to bring up every user in
the system. If your organization is integrated with LDAP, you can use the Search LDAP
button.

o Once you have completed your search, click anywhere on the row of the desired user.

Doing this will pull all of that user’s Incidents in the bottom portion of the window. There
are multiple things you can do with a contact from here.

71 The Create New Incident link will allow you to create an Incident in behalf of the
selected user.

1 Toinclude the user’s closed Incidents, check the Show Closed check box.

"1 To view an Incident fully, double click anywhere on the Incident row. Note that if you do
not have access to that particular Incident, an Access Denied error message will
appear.

- The third action lists the Incident Templates. Hovering over this action will list groups that
currently have Incident Templates available to launch. From here you can choose Incident
Templates from different Groups. Clicking on an Incident Template will take you to the
Pre-Launch page for the Incident Template. For more detailed information, see the Incident
Templates section of the Help Files.



» The Check Incidents button will refresh the current tab with any recently added Incidents or
updates on existing Incidents.

» The Customize Tabs button will open the My Incident Tabs screen. Here you can use saved
Incident Filters to add Custom Tabs to your My Incidents screen.

My Incident Tabs

To customize your My Incidents screen, click on the Customize Tabs # button in the upper,
right-hand corner of the My Incidents screen. This will take you to the My Incident Tabs page
(Figure 6).

Figure 6
€ ADD TAB
Tier-2 Test = g o
‘ Eeniie e Owned by me - (%]
[ek el e T My Closed Incidents = (5]
| o[ save Changes | cance

To add a new tab, click the Add Tab button ﬁ An Add New Tab pop-up (Figure 7) will appear.

Figure 7
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» Select the Incident Filter you would like to create your new tab from. If you need to create a new
filter, this should be done in the Incident Filters screen before adding your new tab.

» Enter the name you would like your tab to be called in the Tab Name text field.

» Select the order in which you would like your new tab to appear. The lower the number in the
order field, the further left your tab will appear in the My Incidents screen.

* Once you have filled in the necessary information, click the Save Changes button to add the
new tab to the My Incident Tabs list. If you do not wish to create the tab at this time, click the
Cancel button. Either action will close the Add New Tab pop-up and take you back to the My
Incident Tabs page.

Here, all tabs can be edited as well.

* The first column under the Add Tab button is the Order column. To order all tabs, type the



number corresponding to the tabs desired location on the My Incidents screen. The tabs will be
shown from the lowest number to the highest, left to right.

* The Name column is where you can edit the Name of each individual tab.

» The Incident Filter column is where you can change which filter a custom tab is created from. To
change the filter, click the down arrow next to the existing filter name and select from the
drop-down list the new filter you would like to use.

» At the end of each tab’s row in the My Incident Tabs page is a red X icon. To delete a tab,
click the red X icon and click the OK button when asked if you are sure you want to delete
the item. If you do not want to delete the tab, click the Cancel button.

Once you have made all the desired changes, click the Apply button. This will apply your changes
and keep you in the My Incident Tabs screen. Clicking the Save Changes button will apply your
changes and direct you back to the My Incidents screen. To go back to the My Incidents screen
without saving any changes you have made, click the Cancel button.

Incident Tabs

When using v9.1 or higher, the application will automatically create an “Owned By Me” tab, “My
Closed Incidents” tab, and default tabs based on Groups that each individual user are currently part
of in the system. Tabs created by Grouplink for SafestSchools will show all Incidents for that group. To
adjust which Incidents are listed, click the Edit icon _~ and make any changes desired. The order of
all tabs (including Custom Tabs) is dependent on the order given in the My Incident Tabs screen.

Note: If you have more tabs than are visible, you can use the arrows on either side of the tabs or the
Tab List drop-down on the far right side to find the desired tab.

Under each tab, the Incidents are listed with nine different default columns: Priority, Incident #,
Location, Subject, Category Option, Assigned To, Status, Created Date and Actions. Columns
can be changed, added and edited with the help of the Customize Tabs button and individual
Incident Filters.

» For example, an Incident Filter can be created to show all open Incidents for the IT group called
Open IT Incidents. The filter may include the custom field Room Number. When a new
Custom
Tab is created for the My Incidents screen using the Open IT Incidents filter, the custom field
Room Number will be listed as its own column.

The order of your Incidents in each tab is determined by the first column in the Incident Search
column order box.

» For example, if Priority is at the top of the list in your Incident Search column order box, the
Incidents in your customized tab will be listed in order by Priority.

Each column, including customized columns, can be sorted in ascending or descending order. To sort
a column, simply click on the column header. One click will sort in ascending order and another will
sort in descending order.

Bolded Incidents
When an Incident is listed in bold print, it is a new Incident that has not yet been updated.



Flagged Incidents

Incidents may have a red flag in the very first column of the Incident list indicating that the last
update on

the Incident was made by someone other than the logged in user. Incident Template Incidents
Incidents that are part of an Incident Template will have a form down icon if they are a parent

Incident or a form up icon & if they are a child Incident.

View Individual Incidents

To access an individual Incident, double-click the desired Incident. It will open in a separate pop-up
window and, depending on your user role, allow you to update the Incident as needed. You can also
export the Incident to a PDF file that will include the full audit trail.

You also have the ability to select certain Incidents from the My Incidents screen by holding the Shift
or Control keys and export multiple Incidents at once.

Text Bubble View

If a subject, note, or any other value is longer that the width of its field, the text will trail off with ellips-
es. To view the full text of that field, hover it to view the text bubble (Figure 8) with the complete text
of that field.

Figure 8
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Incident Export

It is now possible within the software to export a chosen set of Incidents without having to export your
entire Incident list.

To select consecutive Incidents to import, select the first Incident, hold the Shift key, and select the
last of your desired Incidents. To select Incidents that are not listed together, hold the Control key and
click the desired Incidents.

Once you have selected the Incidents you wish to export, click the drop-down arrow next to the
Export button.
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Creating an Incident

Once you have logged into the Grouplink for SafestSchools system, click the New Incident tab
located in the menu. A New Incident window will appear. (Figure 9).

Figure 9
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Contact Information

In the New Incident window, your Contact Information is already filled in with the information of the
person logged in including an email address link that, when clicked, will open a blank email to the
given Contact. If you are submitting the Incident for another user in your organization, you can select
that user from the Contact drop-down list or use the text field as a google-like search to change the
Contact.




Incident Information
You must fill in the Incident Info (Figure 11) in order. The drop-down options for each category
pre-determine which option(s) will appear in the drop-down for the next category.

Figure 11
- Incident Info
* Category | - * Priority High | -
* Category Option | + * Status Assigned Mot Updated -
* Assignment | - Resolution Still Pending | -
Est. Compl. Date [ »
Student Name Student Number

Location: Choose a location from the drop-down menu. The location options can be based on
Buildings, Business Sites, etc. Choose the location that best describes the area where your
problem exists.

Category, Category Option, and Assignment: Choose the appropriate options that apply to
your problem from the drop-down lists for these three categories. Note that if there is only one
option in the drop-down list, the name will be selected automatically for you.

Priority: Give the new Incident a Priority based on the immediacy of the issue. The default
Priority is Low.

Status: Select the status of the Incident based on what has or has not been done regarding the
issue. The default Status is Assigned Not Updated.

Submitted by: This field lists the user who is submitting the Incident.

Est. Comp. Date: When this field is clicked, a date picker will appear giving you the option to
select a date when you hope to have this issue resolved.

If the Internal Asset Tracker or ZENworks Asset Tracker are set up for your organization, a

search icon ‘4 will appear to search for assets to be tied to the Incident.
Other options can be added to the Incident Info section as they are needed for your company or
department. Fill in any other categories that have an asterisk (*) next to their name.

Description

Fill out the Subject and Note (Figure 12) as you would an email. Give a short title to your
problem in the Subject line, and then describe your problem in detail in the Note text box.

You can attach a relevant file to your Incident by clicking Browse. Doing this will launch a
pop-up window where you can navigate to files on your computer.

Figure 12

* Description

* Subject

Limited Users 0O

CcC
BC
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Be sure that you have filled in every required field (*). If required fields are not filled out, the Incident
will not save.
"S_a\r'r(‘:'linges

Once you have filled in all the relevant information, click Save Changes . This will
submit your Incident which will now appear in the default Owned by me tab in the My Incidents
screen.

Created Incident Information
Once Incidents have been created, you can view and edit them. The following is a brief explanation of
the contents of a created Incident.

The top of the Incident (Figure 13) contains information such as the Incident number, when it was
created, who submitted the Incident, and when it was last modified. Next to the Incident # is a refresh
button &, This button should be clicked if the Incident needs to be refreshed for any reason.
Pushing F5 to refresh will create a duplicate Incident with a new Incident ID. Three buttons also
appear in this section.

Figure 13
Edit Incident 51 & Work time po:00:00 | @ @
* Group Created
Lone Peak Elementary Sd = Aug 10, 2016 8:01:11 PM
Submitted by Modified

Schaol Principal Aug 10, 2016 8:02:22 PM

Add comment

Save Changes

* The Save Changes button will save any changes or updates you have made to the Incident.

* The Add Comment button will allow you to add a comment to the Incident with any updates
that have been made and notify the Principal and/or the User or neither.
There is also a multi-action drop down on the Add Comment button with the following options:

- Received a phone call: Selecting this option will open a comment with Received a phone
call in the Subject line. Here, you can add a comment pertaining to the received phone call
and click the Save Changes button. If you do not wish to save the received phone call, click
the Cancel button.

- Placed a phone call: Selecting this option will open a comment with Placed a phone call in
the Subject line. Here you can add a comment pertaining to the placed phone call and click
the Save Changes button. If you do not wish to save the placed phone call, click the Cancel
button.

- Schedule an appointment: Selecting this option will allow you to schedule an appointment
using the GroupWise Integration feature of Grouplink for SafestSchools. When selected, an
appointment window will open (Figure 14). To schedule the appointment, fill out the
following information and click the Save Changes button.
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Figure 14

From :
*To:

CC:

BLC :
Flace :
Start Date :

Duration :

Subject :

Mote :

Attachment(s] :

Motification :

Wonder Waman

vuonden@grouplink. net

2M02010 Start Tirne . (11:25 AM

=T

1 ¥ Hours hd Mark As: |Free -

Busy Search

Brovise..

& Technizian < User

Save Changes Cancel

To: In this field enter the recipient(s) of the appointment. When entering more than one,
each email address must be separated by a semicolon.

Watcher: In this field, click to add any person who would like updates on the Incident.
When clicking in this field, all users in Grouplink for SafestSchools will be available for
selection.

CC: In this field, enter any person you would like to receive a notification about the
appointment. Note that entering the email address here WILL NOT post the appointment
to the recipient’s calendar. It will only notify them of the event.

BC: In this field, enter any person you would like to receive a notification about the
appointment. Note that entering the email address here WILL NOT post the appointment
to the recipient’s calendar. It will only notify them of the event. In this case, no one else
will be able to see that this person received notification.

Place: Here, simply enter the location where you would like the appointment to take
place.

Start Date: Click in this field to open the date picker and select the date on which you
would like the appointment to take place.

Start Time: Click in this field to select the time of the appointment from the drop-down
list.

Duration: Select the duration time for the appointment in hours, minutes, or days.

Mark As: From this drop-down, select whether you would like you and the recipient(s) of
the appointment to appear as Free, Tentative, Busy, or Out of Office on the GroupWise
calendar.

Click the Busy Search button to see whether or not you and the recipient(s) are
available for the chosen date and time.

Subject: Enter a Subject for the appointment. The appointment must have either a
Subject or a Note to be sent.

Note: Add a note describing the appointment in more detail. The appointment must
have either a Note or a Subject to be sent.

Attachments: Add any attachments that pertain to your appointment. An attachment is
not required to send the appointment.

Notification: Choose to notify the Principal of the Incident, the User, both or neither.

14



o Click the Save Changes button to send the appointment or the Cancel button to cancel.
- Schedule a task: To schedule a task, follow the same steps listed above for scheduling an
appointment.

« The PDF button will open the Incident as a PDF document that can be printed, saved, or
emailed to another person in your organization.

Four new sections will be added to the bottom of the Incident as well (Figure 15): History
Comments, Sub-Incidents, Incident Audit, and Survey Results. These four sections record
various status changes and actions that occur after the Incident has been created.

Figure 15
+ History Comments

+ School Principal - Jun 24, 2016 5:08:09 PM

Incident changes:

Contact: from SYSTEM ADMIM to PGHS Principal |
Assignment: from School Pr|ng:|ﬂal to PGHS Principal
Priority: from High-Tier 3 to High-Tier 2

Status: from Assigned Mot Updated to Police Notified
Victim: from Timothy O'Leary to

+ Sub-Incidents

€ NEW SUB-INCIDENT

Mo sub-Incidents
+ Incident Audit

Field Name | From: | To || on By
Incident Created Jun 20, 2016 2:06:54 PM admin
Contact admin pahs Jun 24, 2016 5:08:01 PM sp
Assignment sp pghs Jun 24, 2016 5:08:01 PM sp
Priority High-Tier 3 High Jun 24, 2016 5:08:01 PM sp
Status Assigned Mot Updated Police Motified Jun 24, 2016 5:08:01 PM sp
Victim Timothy O'Leary Jun 24, 2016 5:08:01 PM sp

* Survey Results

Survey not submitted

History Comments

Whenever a change is made and saved on an Incident, the person editing the Incident is prompted
with a Note textbox. The Note textbox is designed to allow the person editing the Incident to explain
and clarify why the Incident is being changed or notify others about a related issue or problem.
Attachments can be added to the note as well. The notes are recorded in the History Comments
section where everyone who can view the Incident can see them. In this way, every Incident contains
a history of explanations, concerns, etc., that pertain to that Incident.



Sub-Incidents

Incidents can be logged in a series of Parent and Child Incidents. This feature enables Incidents to
be organized in a hierarchy. For example, if an Incident is logged concerning a virus that has spread
department-wide, it is also very likely that other Incidents will be logged that detail specific problems
caused by that virus. All of these sub-problems stem from a single problem—the virus that has spread
throughout a department. It is possible to create sub-Incidents regarding the same problem by
opening the existing Incident and clicking New Sub Incident under the Sub-Incidents heading. This
will allow you to create a new Incident as a Child Incident to the initial problem. Once the sub-Incident
is saved, it can be accessed under the Sub-Incident section of the Parent Incident or by searching the
Child Incident number. More information on the Parent/Child Incident relationship can be found in the
Mass Update section of the Help Files.

Incident Audit

On every Incident there is an Incident Audit section. The Incident Audit is designed to record and
time-stamp every change that is made on an Incident.

This section is designed by default to be collapsed. To see the Incident Audit information, click on the
blue triangle in the section header.

The Incident Audit section has five different columns:

» Field Name: Records the field or category being changed. For example, if the audit trail is
recording a change in Status for an Incident, Status will appear in the Field Name.

* From and To: These two columns record the actual change to the Incident—the change from
one designation to another. For example, a status can change from Awaiting Dispatch to Work
In Progress.

* On: Records the date and time the change was made.

* By: Records who made the change.

For example, if Principal sp changes the Status of an Incident from Assigned Not Updated to Police
Notified on June 24, 2016 (5:08 PM), the Incident Audit will record it as shown in Figure 16.

Figure 16
= Incident Audit
FreldiName. ] From To | on | By
Incident Created Jun 20, 2016 2:06:54 PM admin
Contact admin paghs Jun 24, 2016 5:08:01 PM sp
l Assignment sp pghs Jun 24, 2016 5:08:01 PM sp
I Pricrity High-Tier 3 High Jun 24, 2016 5:08:01 PM sp
Status Assigned Not Updated Police Mctified Jun 24, 2016 5:08:01 PM sp
Victim Timothy CO'Leary Jun 24, 2016 5:08:01 PM sp

Survey Results

Contacts can be given the opportunity to fill out a survey after the problem described in their Incident
is solved. This allows Grouplink for SafestSch