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Form/Workflow Definition 

  
Accessed via the Administration menu the Form/Workflow Definition is used to edit the form 
design.  Each module will contain at least one form with associated workflow steps.  The forms 
listed within the module contain the Name of the form and display a preview of the workflow 
steps.  Each of the forms can be opened and the design changed as required using the Form 
Editor tools available.  
 
Form Editor Tools are available to Administrators to create forms and to maintain existing forms 
within the system.  Form Editor includes many quick and easy to use tools.  Depending upon the 
design of your system the create form option may not be available. 
 
It is recommended when creating new forms e.g. Inspection checklists that an existing form is 
cloned and then updated as needed.  Cloning an existing form will also copies existing workflow 
and enables a more efficient and easier process to create forms. 
 
Additional information regarding using the form editor tools can be found in the Form Editor 
manual. 
 
  

Create New Form/Workflow 

Clone Form is used when wanting to create a new form based upon an existing form.  Instead 
of creating the form workflow and design, a clone can be created and then amended as needed.  
A cloned form will copy the workflow and design of the selected form.  The Inspections module 
is the most common use of the Clone Form function as it allows the Administrator to quickly 
create an Inspection Checklist and then make changes to questions as required. 

 

1. Select the required module from the drop down list. 

2. Select the form from the list to Clone. 

3. Select Clone Form. 

 
 

4. Enter a Name for the form. 

5. Update form as required using the Form Editor tools.  See Separate Form Editor manual 
for instructions. 

6. Select Save. 
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Scheduled Record Creation 

Records can be automatically created on a regular time frequency.  An example of scheduled 
records would be Inspections that are run on a monthly basis.  However, any record can have a 
schedule created and pre-populated field values can be included.  
 
Select Scheduled Record Creation from the Administration link. 
 

 
 

Create New Scheduled Record 

 

1. Select the New Scheduled Record button. 

2. Select the module you are creating the Notification for from the drop down list, select OK. 

3. Enter a name in the Schedule Name field. 

4. Select Add Schedule Rule at the bottom of the form window. 

 

 

5. Select the frequency required from the drop down list.  Note the time is set to 24hour. 

a. Daily will require to enter the time to create the record in the system. 

b. Weekly will require to select the day of the week and time to create the record in 
the system. 

c. Monthly will require to select the day in the month and time to create the record 
in the system. 

d. Yearly will require to select the month, date in the month and time to create the 
record in the system. 

 

 

 

6. Select Prefill Field Values and complete the required fields to be populated each time 
the record is created.  Typically Person Responsible fields would be completed e.g. 
Accountable or Assigned To.   

7. Select Save. 

8. Select Save to save the Scheduled Record Editor window. 
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Edit a Scheduled Record 

 

1. Using the drop down form list select the module for which you want to change the 
scheduled record. 

 

 

2. Select the scheduled record to open and edit. 

3. Update the Schedule Rule as applicable. 

4. Update the Prefill Field Values as applicable. 

5. Select Save. 

 

Delete a Scheduled Record 

 

1. Using the drop down form list select the module for which you want to delete the 
scheduled record. 
 

 

2. Select the scheduled record to delete and select Delete Scheduled Record. 

3. Select Yes to confirm the deletion of the scheduled record. 
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Record Notifications 

Record Notifications are used to automatically send out event information when previously 

defined condition(s) are met within any of the myosh modules.  Creating a record notification 

requires a series of steps to complete the process.  The email template contains all of the content 

that will be included in the notification.  Notification conditions are used in order to trigger the 

notification being sent. The steps on the following pages guide through the process of creating 

Record Notifications.    

 

 Create Email Template 

 Create the Notification 

 Edit Conditions 

 Edit Notification Properties 
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Create a Record Notification 

1. Select Record Notifications from the Administration link. 

 

 
 
 

2. Select the module the record notification is to be created for from the drop down list. 

 

 

 

3. Select the E-mail Templates button.  

4. Select the module you are creating the Notification for from the drop down list 

 

 

5. Select OK. 
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The Email Templates window is displayed and will show existing Record Notifications 

associated with the module.  In the Email Templates window existing Templates can be 
created, updated and deleted.  

 

6. Select New Email Template. 
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An email template defines the content in the subject that is to be sent every time the record 
notification is triggered e.g. Brief Description, Risk Category, Link to the record. 

 

7. Enter the Template Name.  Reference the type of notification it is going to be used for 
e.g. Incident Category 4 Notification.   

8. Enter the Subject to be shown in the notification.  Usually the subject would contain both 

free text and Variables from the document. 

a. Type any free text that you would like to be included. 

b. Select Add Variable and select the field to include.  Repeat the process for 
additional fields to include in the subject. 

 

 

 

9. Enter the Message to be shown in the notification.  Usually the message would contain 

both free text and Variables from the document e.g. site reference, responsible people 
and due date. 

c. Type any free text that you would like to be included. 

d. Select Add Variable and select the field to include.  Repeat the process for 

additional fields to include in the message. 

 

 

 

 

10. Select Save. 
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Once the email template has been created the next step is to create the Notification.  Creating 
the notification requires conditions to be set for when the notifications is to be triggered and 
who the notification is going to be sent to. 

 

11. Select New Notification. 

 

 

 

12. Select the module you are creating the Notification for from the drop down list, select OK. 

 

 

 

The Notification Editor window will be displayed.  The Notification Editor is used to define 
the people who receive the notification, the conditions when the notification will be triggered 
and any other notification properties. 

 

13. Enter the Name of the Notification.  Reference the type of notification e.g. Overdue 
Action.   

14. Select the Notification Type:  Depending on the type selected the notification properties 
will vary. 

a. Triggered Notification. 

b. Timed Notification. 

c. Record Summary Notification. 

 
15. In the Send To field select Add and enter the recipients of the Notification.  Add names 

from the following Address source options.  Multiple names can be added selecting 
Add each time. 

  



      

 myosh Administration User Guide 9 

Input an Address Used for external email notifications.  

Select person(s) from the 
system 

Select a name(s) from the User list.   

Field value from the record Select a field from the record e.g. person named in 
Accountable or Supervisor field. 

Group Select a group to send the notification e.g. Safety Team. 

Look up value from specific 
record 

Select the module, module form, record, look up field 

Look up value based on key 
field value 

Look up information found in a record using any module 
form. 

Look up value based on 
Hierarchy 

Look up information found in a record matching a 
Hierarchy look up field. 

 

16. In the Reply To field select Add and enter no-reply@myosh.com. 

17. Follow the above steps for names to receive a Copy To. 

18. Follow the above steps for names to receive a Blind Copy To. 

19. Select the Template to be used in the notification.  

 

 
  

mailto:no-reply@myosh.com
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The next step is to define the conditions when the notification is to be triggered.  Notification 
conditions can be based on a field in the record or hierarchy values. 

 

20. Select Edit Conditions. 

 

 

21. Select Add Field Conditions. 

 

 

 

a. Select which field condition needs to be met.  The list available will change depending 
upon the module the notification is for. 

b. Select from the list contains, does not contain, is blank, is not blank.  

c. Select further record detail condition as appropriate. 

 
22. Add further conditions as required and in addition can be applied to Add Hierarchy 

Conditions.   
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When multiple conditions are listed there is the option to have the notification sent when any of 
the conditions are met or when all are met.  Select Match any condition or Match all 
conditions as necessary. 

 

 
 

23. Select OK. 
 

 
Once the Conditions have been set the Notification Properties should be completed.  The 
notification properties available will vary depending upon the type of notification selected e.g. 
Triggered, Timed or Record Summary. 
 

 

24. Select Edit Notification Properties 

 
 

 
25. Select the Notification delivery. E-Mail is the most common method selected.  For Push 

it will need to be first configured to make it available. 

26. Select the Triggering event e.g. Record Progressed in workflow or Days of week to 
trigger on. 

27. Select the Triggering Workflow step e.g. Open or Completed status change. 

28. Select OK. 

29. Select Save. 

 
The record notification has now been created and will automatically trigger based on the 
conditions defined.  The content of the notification will be sent as per the email template 
associated with the notification.  
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Removing Conditions 

 
1. Open the Record Notification that you want to remove the condition(s) for. 

2. Select Edit Conditions at the bottom of the form 

3. Select Remove alongside the condition you want to remove from the list. 

  

 

 

4. Select OK. 

 

 

Deleting Notifications 

 
1. Select the Record Notification that you want to  

2. Double click the record notification that is to be deleted. 

3. Select Delete Notification. 
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Risk Matrix Definition 

The Risk Matrix table that appears within the system can be updated by the System 

Administrator.  Changes can be made to the risk level definitions, likelihood and consequences.  

Further information can be included for each type of likelihood and consequence and is displayed 

when a person hovers over the corresponding risk rating.  The Risk Level Definition shows the 

different colour categories, name and description of the risk. 

 

 

Adding a Likelihood to the Risk Matrix 

 

1. Select Add Likelihood. 

2. Double click the newly created likelihood. 

3. Enter a name for the likelihood and add description information.  The description 
information that is entered will be displayed when a person hovers over the 
corresponding risk rating. 

 

Adding a Consequence to the Risk Matrix 

 

1. Select Add Consequence. 

2. Double click the newly created consequence. 

3. Enter a name for the consequence and add description information.  The description 
information that is entered will be displayed when a person hovers over the 
corresponding risk rating. 

 

Updating a Likelihood or Consequence 
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1. Double click the likelihood or consequence to update. 

2. Edit the Name or Description information. 

3. Select Save. 

 

 

Deleting a Likelihood or Consequence 

 

1. Double click the likelihood or consequence to delete. 

2. Select Delete. 

 

 

Adding a Risk Level to the Matrix 

 

1. Select Add Risk Level. 

2. Enter a Name for the Risk Level. 

3. Enter a Description of the Risk Level. 

4. Select a Colour for the Risk Level. 

5. Select a Text Colour. 

6. Select the number category. 

 

 

Editing a Risk Level to the Matrix 

 

1. Double-click the Risk Level to update. 

2. Edit the Risk Level as required. 
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Users 

Users contains all of the employee listings within a company.  The User list contains both users 

and non-users of the system.  Depending on system setup there may be automated settings 

setup to assign access to employees.  The below information outlines the manual creation and 

updating of user records. 

 

Create a New User 

 

1. Select New User. 

2. Complete First Name, Last Name and Email. 

3. The Username field will populate with the email address. 

4. Enter Employee ID. 

5. Enter the Phone number as applicable. 

6. Select the Occupation from the drop down list.  If appropriate a Secondary Occupation 

can also be selected. 

7. Select en-AU as the Locale. 

8. Select the Manager for the person as applicable. 

9. Select if Login Required.  Once Login Require a password can be set and the groups 

for the person to be a member of can be selected from the drop down list. 

10. Add a User Picture as applicable. 

11. Select Hierarchy values for the person to be assigned to. 

12. Select Create. 

 

 

Reset Password 

 

1. Double click the User to open the User Record. 

2. Enter a new password in the Password field. 

3. Retype the password in the Retype Password field. 

4. Select Save. 
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Adding Hierarchy Restrictions 

 

Adding a value to the Hierarchy Access Restrictions will restrict the user to being able to view 
records in a form that matches the hierarchy value that is listed in the restrictions box.  The 
purpose is to list hierarchy values they are supposed to have access to.  

 

1. Open the User record to apply the Hierarchy Access restriction to. 

2. Select Edit below the Hierarchy Access box. 

 

 

 

3. Select the applicable values from the hierarchy that the user should have access to.   

a. Single arrow will add the selected value to the list. 

b. Double arrow will add all values within the selected hierarchy level. 

4. Select OK. 

 

 

 

As per the above example the Hierarchy Access would allow the user to have access to Bayside 
Oil Terminal.   
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Groups 

Groups can be used in the system for defining access and also to create groups used for Record 
Notifications.  When creating groups either Admin Access or Group Membership can be used 
depending upon the requirement.  By default in the system there will be a series of groups 
already defined. 

 

Power User Create, Read and Update across most modules. 

User Create and Read across most modules. 

Supervisor Investigate Incident Reports. 

Authoriser Sign Off Incident Reports. 

Injury Manager Manage injury date in the Injury Management module.   

Confidential 
Monitor 

Access to view Incident Reports marked Confidential. 

 

Create a Group 

 

1. Select New Group button. 

2. Enter a Name for the Group. 

3. Select Edit to define Admin Access for the group.  See further information in the section 
below. 

4. Using the arrow select names in Group Membership to add members to the group. 

5. Select Create. 

 

Defining Admin Access 

Select Edit in the Admin Access section of the New Group window. 

 

 

1. Select the area of the system to define the access. 

2. Select the type of access to grant. 

3. Select the double arrow will move over all of the available access to grant.  Select the 
single arrow to move over the required selected access. 
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Hierarchies 

Hierarchy types are defined within a system to suit individual business requirements.  Once the 

myosh system is setup it would be the values contained within the hierarchy that are updated 

e.g. a new site or department. 

 

Create a New Hierarchy Type 

 

1. Select New Hierarchy Type. 

2. Enter a Name for the New Hierarchy Type. 

3. Select the checkbox if it Depends on parent.  The parent is assumed to be the value 

with the next lowest weight.  If the current hierarchy type has a weight of 5, the hierarchy 
type with a weight of 4 will be the parent.   

4. Enter a Weight for the Hierarchy type.  A weight value is used to order the hierarchy 
levels.  The lowest value weight is displayed first. 

5. Select New Value to define the values with the hierarchy level. 

a. Enter the name of the hierarchy level value 

b. Select Ok. 

c. Repeat step 5 for all hierarchy values contained within the level. 

6. Select Create. 

 

Archive a Hierarchy Level 

 

If a level of the hierarchy is no longer required it can be archived.  Once archived it will no longer 

be visible in new records that contain a hierarchy section. 

 

1. Select the Hierarchy Level to Archive 

2. Select Archive Hierarchy Type. 

3. Select Yes to confirm.   
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Occupations 

Occupations is used to assign a role to an individual.  When creating a new user if the occupation 
for that person is not listed it can be created as a new occupation.  Once the occupation has 
been created it will appear in the occupation list in the User form. 

 
The Occupation section provides the ability to set User groups and Hierarchy Access restrictions 
to users as a group rather than individually. Any user who is given a specific occupation will be 
assigned that occupations user groups and hierarchy access restrictions automatically. 

 

Create an Occupation 

 

1. Select New Occupation. 

 

 

2. Enter a Name for the New Occupation. 

3. Select Edit in the Hierarchy Access if the Occupation is to be available to a level of the 
hierarchy. 

a. Select from the list of Hierarchy levels to apply the occupation to. 

b. Select the specific value(s) from the Hierarchy e.g. Production. 

c. User the single arrow to move over the selected value, or use the double arrow 
to move all values in the list. 

4. Select OK. 
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Training Management 

The Training Management tab will only be visible to those environments that have the Training 
Records module. The Training Management module enables the recording of all types of training 
to be recorded.  Each type of training is referred to as a competency.  A competency can be 
assigned mandatory or desirable to Occupations.  A competency can also be a requirement 
based on specific hierarchy values.   
 
Once competencies have been created each person’s training record will show the required 
training applicable to them based upon their occupation, hierarchy or both. 
 

Create an Occupation 

 

1. Select New Competency. 

 
2. Select ignore hierarchy access to deselect the option.  The options is deselected If the 

competency is applied to certain hierarchy specifics.  Complete the hierarchy values 
which are relevant to the competency.  The ignore hierarchy access checkbox can be 
left selected if there are no hierarchy restrictions. 

3. Complete the Competency Name. 

4. Complete the Provided By. 

5. Complete the Training Time from the drop down list. 

6. Complete the Cost if applicable. 

7. Complete the Test Method from the drop down list. 

8. Enter the Proficiency if applicable. 

9. Select the Occupations the competency is Mandatory to as applicable. 

10. Select the Hierarchy values the competency is Mandatory to as applicable. 

11. Select the Occupations the competency is Desirable to as applicable. 

12. Select the Hierarchy values the competency is Desirable to as applicable. 

13. Select Create. 

 

Updating a Competency 

 

1. Double click the competency that requires updating 

2. Edit the Details and Occupation/Hierarchy requirements as applicable. 

3. Select Save. 
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Logs 

In the event of the following operations failing the following errors are logged in the Logs tab. 
 

 Email Received in the ongoing failure to process message. 

 Scheduled Record creation failure. 

 Newsletter/Summary email notification failures. 
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Import and Export 

 
In the Administration section there are a number of tabs that have the option to allow importing 
or exporting of data.  If the Import is selected then a step by step wizard will need to be followed 
in order to import the data.  The Export option can either export the data to Excel or download a 
copy of the blank template associated with the particular tab section.  The template can then be 
completed ready to import the data. 
 
Each tab section will have varying steps present within the Import wizard.  Follow the steps using 
the information provided in the wizard to complete the import. 

 

Import Users 

 
1. Select Import. 

2. Select Download Template. 

3. Complete the template. Fields marked with an asterisk are mandatory.   

4. Save the template. 

5. Select Next. 

6. Tick the box Automatically Generate Passwords as applicable. 

7. Select Send Registration Details if you want each user imported to receive and 
automated registration email with their login details. 

8. Select Next. 

9. The wizard with attempt to update users where they already exist.  Select the field that 
should be used to check for a matching or existing user.  If there is no existing user found 
a new record will be created. 

10. Select Next. 

11. Drop the import file into the Import User File section.  A summary will include the number 
of records to be imported.  Any errors in the input data will be summarised in a table. 

12. Select Next. 

13. The Summary will provide information of the imported User data. 

14. Select Finish. 

 

Export Users 

 

1. Select Export 

2. Select Excel or Template. 

a. If Excel is selected a link will show on screen to the data.  Select the link to open 
the exported list. 

b. If Template is selected a copy of the User template will be downloaded.  Select 
the link to open the template. 
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