
 

 

 

Module 5: Admin functions 

 

For further information, contact:  

ROOT@rcslt.org  

mailto:ROOT@rcslt.org


 

Introduction 

 This module is designed to guide you through using the 

admin functions on the ROOT 

 It is relevant to users that have admin rights 

 The module will cover: 

 Adding and removing users from the ROOT 

 Generating admin reports 

 Setting up user defined/custom fields 

 Please note: the Admin Functions remain under 

development and are subject to change. We  

would really welcome your feedback on this 

functionality.  
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Admin users have access to 

an additional tab, “admin” 
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These are the additional features 

available to Admin users 



Login history 
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Click login history to view 

a list of users in your 

service and log-in history 



Login history 
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Use the drop-down box 

here to filter by date range:  

• This week 

• This month  

• All  



Manage user accounts 
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Click Manage Users to 

add, edit  and remove user 

accounts 



Manage user accounts 
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Click Add New User to set 

up a new account 



Manage user accounts 
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This process is going to 

change 

Enter the new user’s email address, 

forename and surname. If they also require 

admin rights, please alter their ‘role’ to 

‘Local Admin’ and click Save User.  

The new user will then be sent an 

automated email to finish setting up their 

account. This will contain a link that is live 

for 7 days.  



Manage user accounts 
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Click Edit to update/amend 

account details, including 

type of user (see next slide) 



Manage user accounts 
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Use can manually update the 

user’s name, email address and 

role here.  

Click this link to send an email 

inviting the user to reset their 

password 



Manage user accounts 
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After making any changes, click save 

user, otherwise click cancel and close. 



Manage user accounts 
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Click Remove to disable 

access for a user 



Manage user accounts 
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You can toggle between 

the lists of ‘active’ and 

‘inactive’ user accounts 

using this drop-down box 



Manage user accounts 
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To reinstate a user whose account has 

previously been removed from the system, 

select inactive and then click reinstate 



Deleted episodes 
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Click Deleted Episodes to view a list of 

episodes of care that have been deleted by 

colleagues in your service . 



Patient list 
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A full list of patients recorded 

on the ROOT by your service 

will appear here 



Patient list 
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You can toggle between the lists 

of ‘active’ and ‘inactive’ patients 

using this drop-down box 



Patient list 
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You can toggle between the lists 

of ‘active’, ‘inactive’ and 

‘removed’ patients using this 

drop-down box 

‘Active’: patients with an open episode of 

care on the ROOT  

‘Inactive’: patients with closed episode(s) 

of care on the ROOT  

‘Removed’: patients who have been 

removed from the system by colleagues in 

your service  



Reinstate a deleted patient 
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Patients who have been removed 

from the ROOT can be reinstated, 

if required. Open the ‘removed’ 

tab and click ‘reinstate’  



View service admin reports 
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View service admin reports 
 

Additional reports are available to users with admin rights, 

including high-level summary reports (A01), use of the system 

(A02-A05) and the ability to export data back to Excel (A06).  



Set up user defined fields 
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The ROOT also has the 

capability to record 

additional data items 

required locally: user 

defined fields 

Any user defined fields set up on the 

ROOT must be authorised by data 

protection leads and comply with local 

information governance policies. 



Set up user defined fields 
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Select Add New Field 



Set up user defined fields 
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Enter the name of the new field that 

you wish to add in Field Name 



Set up user defined fields 
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Select the Object Type from the drop 

down list (please see next slide) 



Set up user defined fields 
 
• Base  - not currently available  

• Patient – this category is for information that is collected 
about a patient once only, and does not vary. For 
example, date of admission, patient ID.  

• Episode – this category is for information that is 
collected about a specific episode of care. There will be 
one value per episode of care. Examples include: total 
number of contacts, setting(s) in which the intervention 
was delivered, the type of intervention(s). This is the 
most common type of category. 

• Rating – this category is for information that is collected 
each time a TOMs rating is made. It may be something 
that accumulates across the episode of care, such as 
‘number of contacts since the last rating’, or information 
that compliments the rating, such as an additional 
measure of risk or confidence. 

• Score – not currently available  
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Set up user defined fields 
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Select the Data Type from the drop 

down list (please see next slide) 



Set up user defined fields 
 
• Date – this type of field will always be in date 

format (i.e. DD/MM/YYYY) 

• Integer (whole number) – this type of field will 

always be a whole number 

• List (single select) – this type of field will 

contain values from a list of discrete options. 

These options may change over time.  

• Number – this type of field will contain numerical 

values that are not whole numbers (i.e. with 

decimal places) 
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Set up user defined fields 
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Once complete, click Save 

Please note: this functionality is currently under development 

and it is advised that you contact ROOT@rcslt.org for further 

information. Please also let us know any feedback that you have. 

mailto:ROOT@rcslt.org


Training resources  
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Resources to support with using the admin 

functions are available here 



NEXT STEPS 

32 



 

Next steps 

 Contact ROOT@rcslt.org should you have any queries or 

questions.  

 

 Please let us know what you think. Use the ‘Leave Feedback’ 

button on the ROOT to tell us about your experiences of using 

the tool and to make suggestions for what could be improved. 
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