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About this Guide

About this Guide

This guide is provided to licensed users of Arbutus Results Manager to provide 
quick instructions on installing and configuring it. 

For more information about our products and services, visit our web site at:
www.ArbutusSoftware.com

Need Help?

Contacting Us
If you have suggestions for improvements or if you can not find a solution to a 
problem, you can contact technical support for assistance. Please include:

▪ Your serial number. 
▪ A description of what you were doing when the problem occurred.
▪ The error message, if any is encountered.

Support Center
Global Help Desk

▪ Phone: +1-604-437-7873 or +1-877-333-6336 ext. 332
▪ Fax: +1-604-437-7872
▪ E-mail: support@ArbutusSoftware.com

Or write to us at: 
Arbutus Software Inc.
270 - 6450 Roberts Street
Burnaby, BC
Canada V5G 4E1
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Chapter 1 Installing Arbutus Results Manager Results Manager Installation
(Windows)

 CHAPTER 1 INSTALLING ARBUTUS RESULTS MANAGER

This section describes how to install and update the Arbutus Results Manager 
(RM).

Results Manager Installation (Windows)
Arbutus does not currently use an MSI based installer but rather a zip file of all 
the parts required, which are in turn ‘installed’ and configured via a simple DOS 
batch file.  If necessary this DOS batch file and corresponding httpd.conf file may 
be edited before running install.bat to ensure maximum compatibility with your 
system and network environment. 

It should be noted that if you have no existing Web Server running on port 80 on 
the same machine used to install Results Manager (RM) and you are OK with the 
default install location, you will still be required to edit the IP address and host-
name of the Web Server in httpd.conf. Please ask your network administrator for 
the appropriate information.

To ensure the most efficient install, it is recommended that EM is installed on a 
machine that is not already running another web server.

Installation
To install Results Manager, perform the following simple steps:

1. Download Results Manager from the Arbutus downloads page:
https://www.arbutussoftware.com/en/download-software

1. Create a folder and copy RMandWCInstaller.zip to this folder
2. Unzip RMandWCInstaller.zip
3. Navigate to …\RMandWCInstaller\InstallFiles
4. Right-click on the install.bat and choose ‘Run as Administrator’

Note:You could also open an Administrator command prompt and CD to the install.bat loc-
ation and run it from the command prompt. You can log output of the install.bat for 
debugging by entering: install.bat 1> install.log 2>&1 at the Administrator command 
prompt.

Note:Python 3.5 (32bit) will only be installed if it is not on your system. (“Python 3.5 – 32 Bit” 
on page 6)

Once RM is installed you should be able to navigate to both:
http://<hostname/IP>:port//exception_manager

and
http://<hostname/IP>:port//admin
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You will be required to configure RM via the admin port before your user can use 
it. Please review the “Configuring Arbutus Results Manager” on page 9 for more 
details.

Updating an Existing Installation
When updating an existing installation, you must first run the uninstall.bat

Running the uninstall.bat will create a backup of your existing configuration and 
database settings.

Running  the install.bat will restore these settings once the install is complete.

Configuration
If you do required installation modifications, the files that can be edited by the 
administrator of RM are:

▪ install.bat
▪ httpd.conf
▪ uninstall.bat
▪ settings.py

Install.bat

The default install location on the server is defined in the variable WEBAPPS_
BASE in the file install.bat, and has a default value set to "C:\Arbutus". You may 
change this  path, however if you do so, you must use a path that has NO spaces 
in it. This in turn will assist in defining the variable WEBAPPS_HOME. (i.e. 
WEBAPPS_HOME=%WEBAPPS_BASE%\WEBAPPS). For example:

WEBAPPS_HOME  -> 'C:\Arbutus\WEBAPPS'

Windows 10 Operating Systems

If the operating system of the machine is native Windows 10 or higher, these 
machines no longer contain a "Program Files (x86) folder (unless the operating 
system was upgraded from Windows 7 or 8 to Windows 10). 

As a result, you will have to edit the install.bat to  comment out the (x86) path for 
Python and un-comment the alternate Windows 10 Program Files path for 
Python - the end result should look like this:

set PYTHON_PATH="C:\Program Files\Python35-32"

:: set PYTHON_PATH="C:\Program Files (x86)\Python35-32"

Nothing else should require modification within the install.bat. There are various 
comments throughout the file to document the purpose of each step.

Note:The value of WEBAPPS_HOME  variable in httpd.conf and the value of WEBAPPS_
BASE variable in the uninstall.bat must be changed to match what is specified in the 
install.bat
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Httpd.conf

Most sections in httpd.conf that may require modification include a comment 
line that starts with:

‘# ARBUTUS NOTE –‘

1. Change the EM_HOME variable to match the full absolute path used in 
install.bat:

Define WEBAPPS_HOME "C:/Arbutus/WEBAPPS"

…

2. Change the listening port (this is required if an existing web server is already 
installed and allocated to port 80):

Listen 80

…

3. Change the network or RM administrator email address:
ServerAdmin admin@example.com

…

4. If your localhost doesn't have a registered DNS name, enter the host's IP 
address as well as the port number (as entered in step 2 above):

ServerName localhost:80

…

There are other areas that can be fine-tuned in httpd.conf but should not be 
modified unless approved by the network administrator.

Note:To determine if and what may already be listening on port 80 (HTTP) and/or 443 
(HTTPS) you can open a command prompt as administrator and enter netstat –ab or 
netstat –ao.

HTTPS and Certificates

We highly recommend that you use HTTPS for secure communications between 
your user’s browsers and RM.  RM will have both HTTPS and HTTP enabled with 
the Apache Web Server upon installation, however, you should contact your net-
work administrator for assistance in an appropriate SSL certificate being con-
figured and used to prevent browser warnings.

Edit Extra\Httpd-ssl.conf accordingly.

Note:Without the use of HTTPS, when users log into EM their login password will not be 
encrypted.  This could compromise the security of your Windows server and/or network 
as the user's user name and password will be transmitted insecurely from the user's 
browser to the EM Web server.

Settings.py

This file can be found in:
"...\WEBAPPS\App\connectanywhere\connectanywhere\"
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The settings.py file can only be edited post installation, after making all neces-
sary changes to the Install.bat and the Httpd.conf files.

In the case where you have  modified  the ServerName in httpd.conf to something 
other than 127.0.0.1 or localhost, you will have to add ServerName value to the 
variable ALLOWED_HOSTS by appending your particular server name to the exist-
ing list, for example:

ALLOWED_HOSTS = ['127.0.0.1', 'localhost', 'CustomServerNameOrIP', ]

Uninstall.bat

Change the WEBAPPS_BASE variable to match the value used in the install.bat 
and update any other hard coded paths that were modified in the install.bat. 

If Python 3.5 (32 Bit) was installed by the install.bat and you no longer require it, 
you will have to manually remove it via Programs and Features.

The uninstall.bat will always backup the following files: settings.py, httpd.conf 
and the database file arbutus_db.sqlite3 in the WEBAPPS_BASE directory.

Note:To update an existing RM installation, you must first uninstall the existing installation 
using the Uninstall.bat

Python 3.5 – 32 Bit
Python 3.5 (32 Bit) is a requirement of the RM Installation, however if install.bat 
detects that it is already installed, it will not re-install.

It should be noted that the system Python will only have pip, virtualenv and vir-
tualenvwrapper site packages added to it, all the RM specific libraries will be con-
tained in their own virtualenv located in Env\arbutus so as to alter the  Python 
installation as little as possible.   Actually, besides Python, the complete RM install-
ation is all self-contained in the directory specified by WEBAPPS_HOME in the 
install.bat.

Updating the ArbutusS.INI File for the Arbutus Windows Server
For the RM system to function, the following lines need to be added to the 
Arbutus Windows Server server's ArbutusS.INI file (in the sections indicated):

The following two entries need to be added in the 'Stub' section of the Arbu-
tusS.INI:

[Arbutus Stub Info]

…

EMUser=F3E134D5A1D1DC0F390795CCFDF40C7F7E79E5785260471C64DAC31D0279567
3

EMPass=55AA3AA70FC2FDB6FDFE74F48DF298DBBB7128751DAB56F7F910F65BC96483F
6
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▪ EMUser is the UserID that will be used to access the data, encrypted like it 
were a password.

▪ EMPass is the encrypted password for this ID.
▪ For instructions on encrypting these values, see the section below entitled 

"Generating Encrypted EMUser and EMPass Values for ArbutusS INI" below

The following two entries need to be added in the 'Server' section of the Arbu-
tusS.INI:

[Arbutus Server Info]

…

EMAuth=511974462529

EM=C:\Arbutus_Data_Files\EM

Note:The path shown is only an example. It specifies the placement of RM data files and has 
nothing to do with the install WEBAPPS path. The path must not contain any spaces.

▪ EMAuth is a special code provided by Arbutus, to authenticate usage.
▪ EM is the full absolute path  on the server to the RM data files.

Generating Encrypted EMUser and EMPass Values for ArbutusS INI

The ArbutusS.INI file requires that the supplied EMUser and EMPASS values be 
encrypted prior to entering them.

To encrypt the values you were sent, you must create a temporary server profile 
in Analyzer and then copy the encrypted user and password values from the 
registry for entry into the ArbutusS.INI file.

The easiest way to create a temporary server profile is to copy an existing server 
profile – this will fill in all of the necessary server profile information with legit-
imate values that can then be saved (though none of the information other than 
the user and password values is relevant).

At this point, you simply need to edit and save the temporary server profile after 
entering the EM windows user name in the temporary server profile, and then 
repeat this process by entering the EM password in the temporary server profile.  
Each time you save the temporary server profile the information entered as the 
server profile password will be encrypted in the users registry where the encryp-
ted value can then be copied and pasted into the ArbutusS.INI EMUser= and 
EMPass= entries.

Encrypting the EMUser

1. Edit the temporary server profile.
2. Enter the windows user name in the user field AND in the password field and 

save the temporary server profile.
3. Run REGEDIT.
4. Locate the Analyzer temporary server profile in: 
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Computer\HKEY_CURRENT_USER\SOFTWARE\Arbutus\CSProfiles\...

5. Copy the encrypted password entry  and paste it into the EMUser= entry of 
the ArbutusS.INI file.

Note:In the future we may change it so that the EMUser is not encrypted but left plain, this 
would then just require obtaining the encrypted password as described below but for 
now you are required to encrypt the EMUser as well.

Encrypting the EM Password

Now repeat this process for the EMPass value.

1. Edit the temporary server profile.
2. Enter the windows password in the password field and save the temporary 

server profile.
3. Run REGEDIT.
4. Locate the Analyzer temporary server profile in:

Computer\HKEY_CURRENT_USER\SOFTWARE\Arbutus\CSProfiles\...

5. Copy the encrypted password entry and paste it into the EMPass= entry of the 
ArbutusS.INI file.

Clean Up

Once you have successfully encrypted and copied your EMUser and EMPass val-
ues into the ArbutusS.INI file and you are able to connect to Results Manager, 
you can then delete the temporary server profile from Analyzer.
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 CHAPTER 2 CONFIGURING ARBUTUS RESULTS MANAGER

This section details the steps to log into and configure the Arbutus Results Man-
ager (RM).

There are two steps to configuring the Results Manager for the first time:

1. First, log into the Web Application Administration Portal to set up the neces-
sary server profile to allow the Results Manager to communicate with the 
Arbutus Windows Server

2. Second, log into the Results Manager for configuration purposes.

Logging In

Logging Into the Web Application Administration Portal
Prior to logging into Results Manager, the administrator must log in to the Web 
Application Administration Portal (a one time setup) to specify the server profile 
to be used to connect the Results Manager to the Arbutus Windows Server soft-
ware.

The Web Application Administration Portal can be accessed via:
http://server-url/admin/ or IP address:port_number/admin/ 

(e.g. http://exception_demo.com/admin/)

The Web Applications Administrator Portal can be logged into using:
Username =  "admin"

Default  Password =  "adminpassword" 

Note:The password can be changed if desired.

Once logged into the Web Application Administrator Portal, edit the Server Pro-
files section and add the necessary Server Profile  information that Results Man-
ager will use to connect to the Arbutus Windows Server.

As Results Manager and the Arbutus Windows Server can potentially be running 
on different machines, specifying the server profile information is critical.  The 
server profile information required is the same server profile information that is 
required when adding a server profile in Analyzer to connect to the 
Arbutus Windows Server.

Once you have completed this step and logged out of /admin you should have no 
need to go back in here unless your server profile information changes in the 
future (like an IP Address or Port Number change).
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Logging Into Results Manager
Once the Web Applications Administrator Portal has been setup, Results Man-
ager administrators and users can log into Results Manager.

Navigate to the hostname/IP of the Results Manager website.

For example:
http://exception_demo.com/

Enter your user id and password - this  must match the user's authenticated Win-
dows Login ID and Password.

The Results Manager (RM) uses the user's actual Windows Login authentication  
(i.e. Active directory, local accounts, etc.) for the Windows server hosting the 
Arbutus Windows Server and the Results Management system.

The first user to log into the Results Manager post-installation will automatically 
be added to the RM users table and will have the Admin flag automatically selec-
ted.  

After logging in, the remainder of their User details should be edited as required 
by the administrator. For example, Name (which initially will be the same as the 
user id specified  when logging in), e-mail, initials, etc. 

Configuration
Administrators have additional menu options and functionality that are not avail-
able to non-administrative users.  This allows administrators to configure the RM 
system as required.

By default, after logging in to the RM system, all users (administrators and non-
administrators) will view the list of Activities assigned to them (Mine).  All users  
will have access to the Activities menu option, however, only the administrators 
will be able to re-assign activities in the list and to filter for All user activities or 
only Active ones.

Users can log out of the RM system by choosing the Logout option using the 
drop down menu under their name in the top right

All users can perform the following actions on their activity lists:
▪ sort the activities in their lists 
▪ click a column header in the activity list and choose to sort the column in 

ascending or descending order
▪ re-size column widths
▪ organize (move) columns
▪ add or remove columns - click on the Columns icon and select and/or 

deselect columns
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▪ save the changes to the activities list for a user, the user must click the 
Save Configuration option by clicking the pull down menu under their 
name. If not saved, changes are only in affect for the current session.

▪ restore  the activity list to its default presentation by clicking the Clear Con-
figuration option by clicking the pull down menu under their name

▪ scroll to review rows - all rows are displayed
▪ choose the Refresh icon to refresh the contents of the Activities list at any 

time to show the latest assigned Activity content.
▪ re-assign activities to other users - from the Activity screen set the status 

to Active then select the reassign person from the drop down menu. Then 
select the reassign icon beside the Activity that is to be re-assigned.

Administrators are responsible for establishing users, groups and workflows. 
Only administrators can re-assign activities.

The order in which you decided to add users and groups is up to the admin-
istrator.  The administrator can add multiple users first, then assign users to the 
desired group(s) as each group is added. Alternatively, the administrator can add 
multiple group’s first, then  assign each user to the desired  group(s).

Users
By navigating to the Users navigation bar menu option, administrators  can Add,  
Edit, and Delete users.

Adding Users

To add a user, click the Add button on the top left of the user list.

Users require the following information:
▪ Name - the user's proper name
▪ Login - the user's Login ID
▪ Email - the user's email address
▪ Initials - the users initials for display purposes in the Activities list
▪ Type - any single character that has meaning within the context of your 

business departments or business processes. For example, A for Audit staff, 
I for IT staff, M for management staff, R for reviewer, etc.

▪ Admin - the check box specifies if the user is an administrator
▪ Groups - used to specify the group(s) for which a user is assigned (belongs)

Editing Users

To edit an existing user, click the green Edit icon to the far right of the desired 
user row.
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Deleting Users

To delete a user in the User list:
▪ Click the Trash can icon on the left of each user row to delete a specific indi-

vidual user

Groups
By navigating to the Groups navigation bar menu option, administrators  can Add,  
Edit, and Delete groups.

When assigning Groups it is important to consider the use of Groups in the con-
text of the Results command which is the primary tool used to feed identified res-
ults into the RM system. Specifically, the Select parameter in the Results 
command is used to specify the initial defined Group (or individual) that will be 
assigned the identified exception(s).

It is a recommended best practice to always assign ownership to a Group as a 
Group allows for subsequent staffing changes to be administered easily without 
needing to subsequently modify ownership of each workflow.

For more detailed explanation of using Groups, see “Assigning Ownership to 
Workflows” on page 15.

For more details on the Results command and its related Select parameter that is 
used to assign initial exceptions, see the Results Command in the Analyzer Help.

Adding Groups

To add a group, click the Add button on the top left of the group list.

Groups require the following information:
▪ Name - the group name
▪ Description - a brief but detailed description of the group's purpose
▪ Method - specifies the default allocation method for the group which 

determines how activities are assigned to users within the group.    There are 
3 choices
▪ The Even method allocates the number of activities uniformly to users of 

the group
▪ The Least Busy method allocates activities to the user with the fewest 

number of  activities currently assigned to them
▪ The Random method allocates activities randomly to users within the 

group
▪ Users - used to assign users to the group
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Editing Groups

To edit an existing group, click the green Edit icon to the far left of the desired 
group row.

Deleting Groups

To delete a group in the Group list:
▪ Click  the Trash can icon on the far left on each group row to delete a spe-

cific group.

Workflows
By navigating to the Workflows navigation bar menu option, administrators  can 
Add,  Edit, and Delete workflows in a similar manner as used for Users and 
Groups.

Workflows define how exception management activities should be handled 
when assigned.

The Arbutus Exception Management system uses a novel approach to define 
each of your workflows, by using a visual editor with a combination of nodes 
(workflow states) and directional arrows (workflow results). 

Adding Workflows

When adding a new workflow, you will be prompted with a dialog that requests 
that a unique label and description be entered. A good description is recom-
mended. After clicking OK in this dialog, the visual workflow editor is launched.

The visual workflow editor is very simple to work with. 

On the left of the visual workflow editor is a toolbar which currently contains a 
single option, a node, which can be dragged and dropped into a position on the 
main graph pad drawing area. 

The main graph pad is automatically populated with mandatory Start and Close 
nodes.  These are special nodes that every workflow must have and are always 
provided when starting a new workflow.  The Start and Close nodes can be re-
positioned as needed.

The main objective is to drag as many nodes as required onto the drawing area 
to map to each state of a particular workflow.  

After dragging each node onto the drawing area, you will be prompted to 
describe the result to be performed by filling out the form fields.  At a minimum, 
every state requires a Label, Description and Owner  before you can submit 
(save) it.
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▪ Label - the workflow state name - it is a recommended best practice to be 
concise with labels as these are displayed in the workflow and you do not 
want them taking up excessive real estate in the workflow editor.

▪ Description -  a brief but detailed description of the workflow state's pur-
pose

▪ Owner - the owner of a state can be an individual or group. It is a recom-
mended best practice that you set a group as the owner of a state 
(although this is not a requirement).  The main reason is that it can save on 
subsequent administration. For example, assume for practical purposes 
that a state is owned by a specific user. If you assign this state to a group 
containing that specific user as a member, then if the user eventually 
leaves the group or the organization, there is no need to edit the workflow, 
instead you can simply update the user(s) of this  group.

▪ Next Field Allocation Method - by default is blank which is only applicable if 
the owner is a group - when blank, uses the allocation method defined for 
the group that is specified as the owner for this workflow state. Specifying 
a method allocation here, instead of specifying blank, is a way to override 
the default group method allocation.

▪ Can Return To Assignee - is an optional convenience that allows an activity 
to be returned to the assignee. If selected, this will provide an additional 
button on the close activity dialog to provide this choice.

▪ Duration - the expected time frame for any activity which happens to be in 
that workflow state.  Currently overdue activities are not supported. 

After all the nodes are dragged on the drawing area and arranged in positions 
that accommodate your final work flow, and the data for each of the workflow 
states is filled in, nodes can then be "joined" via use of workflow results (which 
describe what happens next).  

A result can only flow in one direction, so if you want to convey a result that can 
travel in both directions between two nodes, you must specify two distinct res-
ults (one from a->b and the other from b->a).

A result is created by clicking and dragging on a location port on the edge (side) 
of the source node, and dragging it to a location port on the destination node.

When a result between nodes is created, you will be prompted to fill in the fields 
of that result. 

▪ Label - the  result name between two states
▪ Description - explains what has been done to close that state.  It is recom-

mended that you invest some time supplying meaningful descriptions 
▪ Assignee - the individual or group that the result should be assigned to. The 

radio button options are:
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▪ Default - if the owner is a group, then the result uses specified allocation 
method

▪ Choice - choose assignee from the drop-down list of available assignee's 
that are appropriate for the next result node

▪ Same - assign to the current assignee

Once you are done creating all your nodes and results, you a free to move nodes 
and edges to achieve the desired workflow layout. Leave  reasonable spacing 
between nodes and results to make the workflow layout and workflow labels 
readable.  

You should move all nodes and results into their final locations before you 
modify the "bend" positions and lengths of the result edges as they reset to 
default upon moving their associated nodes.  There is a guideline that will 
become visible as you move nodes around to assist with alignment. The post 
that an result edge is linked to on a node edge can be moved at any time. You 
can right click on a node or a result edge to edit them or remove them.

Only one result edge may come from the start node.  Multiple edges can enter 
the Close Node. There must be at least one path from Start to Close via at least 
one user added Node before the workflow can be saved.

The label and description are also editable from the workflow page.

Assigning Ownership to Workflows

It is a recommended best practice to always assign ownership of an exception to 
a group as a group allows for subsequent staffing changes to be administered 
easily without needing to subsequently modify the actual ownership of each 
workflow. Even assigning an exception to a group with  only a single member is 
better (more manageable) than assigning an exception to an individual.

if the Results command does not specify a Select parameter, by default one 
member of the specified group in the workflow will be assigned any new excep-
tion.   If the specified group only contains a single member then that member 
would always be assigned any  exceptions (provided the Results command does 
not specify a Select parameter).

There are two options for assigning a class of initial results using the Results com-
mand with or without the Select parameter:

Option 1

You can assign any class of initial results to specific individuals.  You can have as 
many specifically assigned individuals (users) as you choose, and they do not 
need to be a assigned as members of the Group that owns the activity.
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Option 2

You can assign any class of initial results to specific sub-groups (like managers).  
Unlike option 1, you cannot use this option to assign the exception to an indi-
vidual (user) outside of the owner group.  To use this approach, you would create  
multiple groups and then assign individuals (users) as members of more than 
one group.  

Here are examples of various methods for allocating an initial exception:

Groups
▪ Inventory
▪ Production
▪ Management
▪ Staff

Individuals (Users) and Member Groups

Name Member of Group(s)
Sue Inventory, Staff
Bob Inventory, Staff
Joe Inventory, Management
Harry Inventory, Management
Mary Production, Staff
Bill Production, Staff
Jill Production, Management

If the initial result is for a result that is owned by the  Inventory group, then the 
Results command will do the following:

▪ any Results command without a Select parameter will be allocated 
between Sue, Bob, Joe or Harry, as they are all members of the Inventory 
group

Any Results command with a Select parameter, will do one of the following:
▪ if using Select "Staff", the exception will be allocated between Sue and 

Bob, as they are members of both the Staff and Inventory groups
▪ if using Select "Management", the result will be allocated between Joe and 

Harry, as they are members of both the Management and Inventory groups
▪ if using Select "*Joe", the result will be allocated to Joe
▪ if using Select "*Jill", the result will allocated to Jill, even though she is not 

a member of the Inventory group (the group owner)

Please note:
▪ The initial Results command and its Select parameter only controls the ini-

tial assignee in the workflow.
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▪ In this example there is still only one overall workflow. While any of the 
above scenarios will assign the initial result to a specific individual or sub-
group, assignment of all subsequent results will follow the assignment 
rules established within the workflow. 

▪ If the Management assigned results need to be approved or otherwise pro-
cessed by different individuals, then a different workflow would be 
required and would need to be established.

Results
By navigating to the Results navigation bar menu option, administrators and 
non-administrative users can review and create results.

Non-administrative users will only be able to see results assigned to them. And if 
they click on the result, they will see the Results Activity Log but will only be able 
to view previous activities that were not assigned to them. They can only close 
an open activity if it is available and has been assigned to them.

Users have the ability to create exceptions via the RM system's web interface, 
although in most cases, exceptions will enter the RM system from Analyzer pro-
cedures (most likely via scheduled jobs on the Arbutus Windows Server) that 
invoke the Results command.

Currently there is no way to edit or delete existing results. When  manually 
adding a new result you are prompted to enter the following exception inform-
ation:

▪ Type - is single character specific to the business departments or business 
processes.

▪ Description - explains what the cause of the exception was and should 
provide sufficient detail 

▪ Reference - is a reference number that has meaning in the workflow or 
business domain, it may link back to the original cause of the exception, 
etc.  

▪ Number reference - is similar in nature to reference but is limited to a 
numerical value (i.e. ranking, with severity from 0 to n)

▪ Associate the result by selecting the appropriate workflow from the list of 
available workflows  

▪ Assign a priority value (level of importance)

Once the result is created, a corresponding activity will be created and allocated 
appropriately based on the first state owner and the allocation method for the 
associated workflow.
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The command icon on the results list will redirect you back to the activities page 
with a list of all the activities that were created from that thread (essentially a 
history of the result from start to close or its current state).

 Activities
By navigating to the Activities navigation bar menu option, administrators and 
non-administrative users can review and address existing activities.

The Activity dialog lists a summary of read only fields that describe the activity 
and its current state and should provide a description of why this activity must 
be dealt with. 

From here a user can click the green icon beside an activity to launch the Activity 
Details dialog to view activity details , add attachments and notes, and get 
instructions on the description of the current state of the activity.

Additionally there are 3 fields that a user can add values to:
▪ Hours
▪ Cost
▪ Result amount

Closing Activities

When a user is ready to close an Activity, they will click the green icon beside the 
activity in the Activity dialog. This will launch the Activity Details dialog.

At the bottom of the Activity Details dialog, valid results for advancing (closing) 
the activity in the workflow are displayed as orange buttons. The user must 
choose the correct result by clicking the orange button for the desired result. 

Note:Available results will correlate with established allowable results for this state of the spe-
cific workflow. This means the number and type of allowable results will vary by work-
flow and state.

Once a result is chosen by the user, the activity will be removed from the users 
activity list and will be moved to the next stage in the workflow.

Dashboard
The Dashboard is available to all RM users who are set up as administrators.

From the Dashboard screen, the various graphs for the Dashboard can be 
accessed for selection or de-selection by clicking on the Customize Dashboard 
button in the top right.

Graphs can be repositioned by clicking and holding with your mouse on a graph 
and dragging it to the preferred location.

To access the preferences for each graph, click on the 3 dot icon in the top right.
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Certain graphs in the dashboard support drill down functionality. Clicking on a 
section of the graph will generate a new graph based on the selected area. If a 
graph does not support drill down, this option will be grayed out when selecting 
graph preferences in the top right.

Administration
The Administration screen is used for creating backups of the RM data or to 
restore data from a previous backup.

Click the Backup button from the Administration screen. This will create a 
backup file that will have a name based on the date the backup was created. 

Once the backup is complete a message will appear on screen ‘Backup Suc-
cessful’ with the name of the backup file below.

To restore RM data from a previous backup, click the List Backups button. Click 
on the backup file that is to be restore the click the orange ‘Restore’ button.

Once the restore is complete a message will appear ‘Restore Successful’.
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