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Consultation Manager (CM) is commonly regarded as an industry leader SaaS software provider for 

capturing and reporting on stakeholder and community engagement data.  With clients spanning both the 

public and private sectors, CM is used for various functions including Key Stakeholder Engagement, 

Community Engagement, Government Relations, Media Relations, Investor Relations, Public Relations, 

Change Management, and Issue Management. 

CM enables you to: 

1. Record all the interactions between your team and your stakeholders, no matter how those 

interactions take place. 

2. Flag any issues raised in these interactions and report on them. 

3. Ensure that any issues raised are followed up and alleviated to your satisfaction. 

Each system has a tailored framework to suit your organisation’s needs and reporting outputs. This is 

configured by system administrators and can be adapted as project needs change. Our new version offers 

even more flexibility with the types of information you can capture. 

This User guide is to step you through the basic features and capabilities of CM. More information on 

specific areas of CM is available on our Knowledgebase listed under ‘Self Help’ below. 

CM has a dedicated support team to assist with any product questions or concerns. They can be 

contacted between 8:30am-5pm AEST  Monday – Friday, on a variety of channels.  

 Email:  support@consultationmanager.com 

 Live Chat:  http://consultationmanager.com/ 

 Phone:  1300 850 058 

 Self Help:  http://vnsupport.consultationmanager.com.au/support/home 

 

 

 

 

  

mailto:support@consultationmanager.com
http://consultationmanager.com/
http://vnsupport.consultationmanager.com.au/support/home
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Your data within CM is usually segregated into six (6) major categories, including Stakeholders, Properties, 

Events, Issues, Actions, Documents and Team Members. These are referred to as entities, which are all 

interrelated. Depending on your system, you may have more, or these may be named something 

different.  

Stakeholder 

Stakeholders are the individuals you and your team interact with.  

Property 

Properties are physical locations, often including dwellings and land, and these will usually be 

associated with a stakeholder (for example, a stakeholder may own or rent a property).  

Event 

Any interactions between stakeholders and team members are considered Events. These are 

configured to suit your individual business requirements, and frequently include phone calls, email 

correspondence, meetings, discussion forums, letterbox drops, marketing campaigns, etc.  

Action 

Actions are tasks or “to do” items assigned by a team member to themselves or another member of 

the team, usually when follow-up activity is required. Actions remain Outstanding until they are 

resolved.  

Document 

Documents are any type of electronic files (e.g. Word, Excel, PDF, etc.) uploaded into CM, or URLs 

(website links) to files stored in external document management systems and referenced within CM.  

Users (Previously known as Team Members) 

Each member of your team is classified as a User. Often, they are organisational employees and project 

contractors. However, this is not limited and any person requiring system access can be created as a User.  
 

CM4 allows you to create additional entities to suit your situation.  If you are interested in creating custom 

entities, we can certainly work together with you to create a solution. Reach out to your Account Manager, 

or Support for more details.  
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Any new entry created in the system, such as an individual Stakeholder, Property, Event, Action, Document 

or User, is considered a record.  

Entities are divided into two different visibility levels; Global or Private.  

Global Entities are those that are visible to all Users and Projects on your system. The default function of 

the system is to make Stakeholders, Properties and Organisations classified as Global Entities as these 

typically could be common across multiple Projects.  

Global Entities help to prevent record duplication and assist with reporting at a holistic level.  

Private Entities are those that are assigned to an individual or multiple Projects and ONLY visible to Users 

that have been given access to those Projects.  Setting a record to Private will also filter out records that 

you don't need to see or use at the Project level, so when I select just one Project to view, I'll only see the 

private records associated to that Project. 

Entities such as Events, Actions and Documents are commonly classified as Private Entities as they are 

more likely to need Project specific. 

CM uses Projects to structure and segment data. Projects can be clustered into project groups so that you 

can report on a segment of Projects at once. Projects may be physical locations, such as a worksite or a 

road upgrade, or conceptual, like an education program or initiative.  

The overarching system configuration is referred to as framework. These are specific groupings, types and 

categories (called classifications) around which data is captured, such as Stakeholder Groups, Issues and 

Event Types. The framework is tailored to suit an organisation’s requirements and reporting outputs. 

Users are granted pre-defined permission roles according to the tasks they need to perform in the 

system. All Users will need to have a user capability, as well as at least one team permission to access data 

in the system.  

User capability is system wide and allocated once, based on features a User can utilise in the platform.  
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User Capability Enterprise 

Administrator 

Standard User 

Whole system visibility   
Create new Projects   

Bulk Import Data   
Batch Update Data   

Manage Projects   
Manage Users   

Manage Classifications   
Report Creation   

Report Generation   

 

Enterprise Administrators are Users who have very few limitations in the system. We recommend only a 

handful of Users have this type of role within each system.  
 

Standard Users can log in to the system, and access basic capabilities, such as reporting, searching etc. 

Team permissions determine what Users can do on Projects, such as create, modify, delete etc.   

Teams are designed to be a quick and easy way to assign multiple Users to a Project at once. Users are 

assigned to a Team, and Teams are assigned to Projects.  

Team Permissions Team 

Leader 

Editor Contributor Viewer 

Manage Team/Projects     
Bulk Import Data     

Batch Update Data     
Restore     

Delete     
Relate     
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Unrelate     
Modify     
Create     

View     

 

Team Leaders are the highest level of access to the data within the Team. They can manage their overall 

team and manage bulk amounts of data at once.  

Data Editor is the most common access level. This allows Users to view, create, and modify any record 

they have access to.  

Data Contributors can view and create data. They can modify records they have made themselves, but 

nothing else. This is useful if they need to see data but shouldn't be able to alter it at all.  

Data Viewers are only allowed to view records within the Projects they have access to. They cannot create 

or modify any records at all. 

 

This structure can work in many ways, depending on your organisation’s needs. For example, you can 

have a Team per Project, and simply assign a User to the Project by assigning them to the corresponding 

Team with one of the permissions above.  

Alternatively, Teams can be assigned to multiple Projects. For example, if you had an Engagement team, 

and recently created a new Project they needed access to, you would add the Engagement team to the 

new Project. This would give all Users in that Team the same access on the new Project as they had on 

other Projects the Team has access to.  

You can see what level of access you personally have on Teams and Projects quickly and easily by looking 

at your profile.  
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1. Team Name: This is the name of the team.  

2. Role: This is the type of permission you have on the Projects allocated to the Team.  

3. Projects: These are all the Projects related to the Team. If you have a Role in that Team, you will 

have access to and be able to work on these Projects. You will notice that the ‘All Projects’ Team 

and ‘Community Event’ Team have some of the same Projects assigned to them.  

Hint: If you have two different Team Roles on a Single Project, your Team Role will default to the highest 

access level.   
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Every CM Enterprise is accessed via a uniform resource locator (URL) or web link. This is usually displayed 

as a prefix or acronym unique to your organisation, followed by “.consultationmanager-preview.com.au” .  

e.g. https://prefix.consultationmanager-preview.com.au.   

Once you are created as a User in your system, you will receive an automatically generated email, with 

information on how to activate your account. This will include the details of your system URL. It is 

important to know your URL, as this is where you will login to CM.   

 

Hint: Bookmark this URL in your browser and keep a note for future reference, as you will need it every 

time you access CM. For best performance, we highly recommend using Google Chrome as your browser. 

To log into CM, click on the ‘Activate’ link provided in your welcome email. This will take you to a page 

where you can set your new password. 

  

https://prefix.consultationmanager-preview.com.au/
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Once you input your password and click ‘Submit’, you will be logged in to the system.   

Credentials 

Your username is typically the email address linked to your CM user profile. For previous users of CM who 

have been migrated over, your legacy username will remain your Username to log in.  

Please note that usernames, emails and passwords are case sensitive and need to be entered into the 

system exactly as they were provided.  

Forgot your password?  

If you forget your password, you can reset it by clicking on ‘Forgot your password?’ and follow the prompts 

to receive a password reset link sent to the email address associated with your user account. 
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Once you have logged into Consultation Manager you will see the main navigation bar across the top of 

your screen and a dashboard below. 

This will remain in the same place no matter what are of the system you are working in. 

 

1. Project selector: Click to expand the Project tree, where you can see all the Projects you have 

access to. Select the Projects you are working on and Apply your selection to filter your view of the 

data. 

2. Home: The first screen you see when you log in is your Dashboard. Refer to our Dashboard section 

for more details 

3. Search: Our Searching area is where you can layer search terms to find any dataset you need.   

4. Workspace: The Workspace is where you can view, create, and edit Records. Each Record will be 

displayed in an individual tab, allowing you to work across multiple Records at one time. You can 

have as many tabs open at a time, but we do recommend keeping them below 20 for performance 

efficiency. 

5. Reports: Where you can find different reports to customise and generate.   

6. Tools: Additional tools which will help you manage your Stakeholder Engagement. Tools include the 

importer, webform builder and batch editor. 

7. Management: The Management area is available for Enterprise Administrators and is you can 

manage your Enterprise, including Classifications, integrations, and other settings. 

8. New button: Click to create a new Record. The New button will open a dropdown to select which 

Entity you wish to create a new Record for. 

9. Inbound Email search: Click to view a saved search in the main Search identifying Event records 

created via email that need to be categorised. 

10. Notifications: Notifications from the system will appear here. Click to view recent notifications. 

11. Profile: Quickly access your User profile and view related Records. 

12. Support: This will take you to our Support portal where you can search for helpful articles or lodge 

a support ticket. 
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CM Enterprise allows users to view multiple Projects simultaneously. For this reason, it is important that 

you have the correct Projects selected. 

 

Clicking the Project tab (1) in the top left corner will expand the list of Projects you have access to. Using 

the check boxes (2), tick the Projects you would like to view, and click ‘Apply’ (3).  

Clicking ‘Apply’ applies your Project selection.  
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Your Dashboard is the first thing you will see when you log into CM4. It will give you valuable information 

about your CM system in general, as well as things that may need your attention. 
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1. Personalised info: This is where you’ll get some information about how many Stakeholders your 

account has interacted with in the last 30 days, and if there are any Uncategorised emails you’ve 

sent into the system. Have a look at our Inbound Email section to find out more about this 

functionality.  

2. Tasks: This shows how many outstanding Actions you have assigned to you. Hover over the 

request text to see more information. 

3. Record counts: How many of each major Entity type you have in your system. It also gives an 

indicator of how many Duplicates there are that may need attention. 

4. Top Issues: The top Issues reported on all Events entered in the system in the past 30 days.  

5. Top Engagement Types: Indicates the top methods your Stakeholders are using to engage.  

6. Outstanding Action Summary: Linked to your Tasks, it shows how many Actions you currently have 

outstanding. If the graph is green, you have still got some time to complete them, if it’s orange or 

red, you’ve got a few overdue Actions that need your attention! 

7. Growth: Gives an indication of how much data has been entered into the system over the past 30 

days. It will allow you to see trends if data input is increasing as expected or decreasing and you 

may need to send a reminder to Users to make sure their data is up to date! 

8. Support: This is where you can find some information on how to contact CM Support if you have 

any questions, access training videos, and find out about our latest features. 

Using the navigation tabs at the top of the screen, select “Search”. 

 

This is where you can narrow down your results to find a specific records, or subsets of data within your 

Projects. 

 

Note: When looking at Private Entities such as Events, Actions, and Documents, you will only be able to 

see records linked to the Projects you have selected and open in your Project selector.  

 

 

 

 

  

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/3054904900/original/Bfzqva6vz3rLtJTSfoJKO2OBkONRgYg_Ow.png?1594097526


 

Page 15 of 46 

V3.1 

Consultation Manager – General User Guide 

1. Entity dropdown: Use this dropdown to select the type of entity you would like to search for. 

Records of the selected entity (e.g. Stakeholders) and their details will appear in the search grid. 

2. Field dropdown: Use this dropdown to select any fields you would like to search on. Some 

examples include Last Name, Stakeholder Groups, Organisation 

Example: Show me Records where Last Name contains Tucker 

The ‘Related to’ option allows you to search for records based on information in related records. 

Example: Show me Stakeholders Related to Events within a certain date range. 

3. Operator dropdown: Use this drop down to select the operator for your search. Some examples 

include Contains, Equals, Not Equals 

Example: Show me Records where Last Name Not Equals Simpson 

4. Settings: Click here to select whether to search only for current Records, include deleted and 

current Records in your search or to search only for deleted Records. 

5. Duplicates: Click here run a search for duplicate Records. The options to search duplicates change 

depending on the primary search Entity. 

6.  Saved Searching: Click here to save your current Search parameters. You may save up to 10. (See 

additional Searching tips for more info) 

7.  Hide: Use this to minimise the Search details, including the dropdowns and any existing Search 

parameters. 

When you have the search details you’d like to search on entered, click the ‘Search’ button to activate your 

search term.  

 

 

CM’s multi-conditional search feature allows you to build a detailed search query to further refine your 

results.  

Begin by completing a basic data search.  
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You will see your active search query below the search text field in a grey box.  

 

Choose the second field you would like to search on, input the details in the search bar, and click the 

‘Refine’ button which appears after activating your first search.  

 

You can continue to layer on additional search queries by repeatedly following these steps until you 

narrow down to the dataset you need. You can have as many search layers as you need.  

Hint: Changing the entity dropdown at the top of the search term area will remove all search queries and 

begin a new search. Clicking the ‘Clear All’ button will also remove all active search queries. 

 

You can see how many results your search has produced at the top of the search grid (1) and refresh your 

results by clicking the refresh icon (2). 

 

Your search results can be displayed in 3 different ways. You can change the view by clicking on one of the 

icons on the top right side of the search grid.  
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Grid View is the default view. It allows you to view your data in a tabular format, and open Records in the 

workspace.

 

From this view you can: 

1. Sort data: Sort the data by any of the available columns. Simply click on the header, such as 'First 

Name' if you would like your results sorted alphabetically ascending by First Name. Click again to 

sort descending. 

2. Edit free text: Edit any text field by double clicking on any free text cell. For example, you can edit a 

Stakeholder's First Name by double clicking on it and typing the new value. A save icon will appear 

in the top right corner of the grid when changes have been made. 

3. Copy data: Highlight multiple cells by clicking and dragging on the grid and right-click to copy 

anything highlighted. 

 

This view shows a graphical representation of classifications related to the original entity you’ve searched 

upon.  

For example, typically, a Stakeholder search will show a breakdown of Stakeholder Groups and 

Stakeholder Distribution Lists, an Event Search will show Event Types, and Issues, and Properties will show 

Property Groups and Property Distribution Lists. These visuals will change depending on the configuration 

of your system and the Classification Groups you have configured.  
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This view allows you to gain a geographical perspective on the data to help locate hotspots for common 

issues and interactions. Easily identify, predict and act on high-activity areas by using this search view.  

 

This view will show any entity within your search parameters that contains a valid address. This means you 

may have multiple search results, but only those with address details will display on the map. Using the 

above screenshot as an example, the search delivered 10 results, however there are only around 6 pins 

on the map as not all records in those results have mappable addresses.  

Clicking on a pin will open that record in the workspace. 

There are a few little additional features which aim to make using the system a bit quicker and easier.  

You can change the nature of your search by clicking the and button to change it to or.  
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Clicking on the ‘And’ button will change the search to show Stakeholders that are in the Resident 

Stakeholder group OR are in the State of QLD. 

 

The "Related to" search option allows you to search for records based on information in related records. 

To find a list of Events (1) that are related to a specific Stakeholder, first select Events as the primary 

search Entity, then change the field drop-down to "Related to" (2). This will reveal an extra drop-down (3) 

where you select the related Record type that you want to search against. Next, populate the search (4 

and 5) for the related Entity and apply your search. 

 

1. The primary Entity information you want to find. In this case, Event Records.  

2. The field list you would normally use to narrow your Events down, but also where you can select 

"Related to".  

3. The related secondary Entity you would like to search against. 

In this case, we want to narrow down our Event list based on related Stakeholder information. 

4. This is where you can select what aspect of the secondary Entity you want to search against. For 

example, I can find Events that are related to Stakeholders who belong to the "Business Owner" 

Stakeholder Group, Events related to Stakeholders that have the last name Tucker or Events with 

Stakeholders that belong to a certain Organisation. 

5. This is where you select the parameter you would like to search on. Example: Contains, Equal, Not 

Equal 

 

 

 

 

 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/3055014192/original/k2OvmQ0SqoNfIWQnr7v5uv_vXAWgmIqj_g.png?1594340262
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A completed search using "Related to" would look like this: 

 
In the above example: Events which are related to Stakeholders that are in the 'Residents' Stakeholder 

Group will be displayed. 

 

 

The Search Grid allows you to quickly Copy and Paste Data. This is a particularly useful feature to quickly 

pull data from the system. 

First, click on any cell in the Search Grid, hold your mouse button down and drag across. 

 

When all desired cells are highlighted, right click, and hit Copy (Shortcut Ctrl+C) or Copy with Headers. 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/3055014208/original/Jgr_hJmWRebU81TVkq4KPoGGdLkgCV9GXw.png?1594340330
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/3054976682/original/KvQGYLxBwjAqR1mMSToVI0VOkZbHK7LpEQ.png?1594248513
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Finally, paste it directly into Microsoft Excel, or wherever you would like. 

 

Saved Searches are useful to allow Users to apply commonly used complex and multi-layered Search 

queries quickly and easily. 

Once you have entered and applied the search parameters you want, click the save icon at the top right-

hand corner of the search grid.  

 

This will expand a pop-up window in which you can view any existing searches you have saved and add 

new ones. You can have up to 10 saved searches at a time. 

 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/3054976686/original/qtvh-DIaEi4Q6PjgZiW1W0CgNhZx_wL4wQ.png?1594248549
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/3055014403/original/nLq3VcrOQz6reKjtISHtpBbYWyud1AEIww.png?1594341723
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/3055014415/original/DKajlbOgGit4Rzdw2XNRcs2YfbPlYKFWeQ.png?1594341765
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Clicking ‘Save search as’ will open a pop-up window where you can enter a name for your search and save 

it. 

 

You will then get a message saying your new Search has been successfully saved.  

Note: No-one else can see your Saved searches, they are unique to your profile.   

You can use any of your existing Saved searches from the main search grid, or the reports area for easy 

reporting. 

Clicking the ‘x’ next to your Saved search will delete that saved search from your list. 

You can quickly and easily clean up duplicate records by using our merge function in the search grid.  

Merging records will consolidate all relationships and data from both original records, including related 

records, Projects, and any multi-select classifications such as Stakeholder groups. 

Note: You can only merge ‘global’ records. ‘Private’ records currently cannot be merged.  

Select both records you want to merge, and right-click in the grid.  
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This will enable an option to merge the records together. Click ‘Merge’ to combine the two highlighted 

records together.  

When there is conflicting information in single select classifications, or text fields, the first record you 

select will be the ‘primary’ record and that record’s data will be prioritised and retained.  

 

You can easily edit textual data from the search grid, making it easy to edit large amount of data quickly.  

Simply double click in the text field you wish to edit, which will convert the grid cell into a text box.  

 

Enter the data you need, click anywhere outside that text box, and a Save icon will appear at the top right 

side of the search grid next to the mapping icon. 

 

Click the Save icon to apply your changes.  

Note: If there are any mandatory fields on that record that haven’t been populated, an error message will 

appear, and the save will not apply.  
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When entering data into CM, there is a recommended workflow which we have found to be most effective 

after extensive consultations with our clients and general Users.  

This workflow follows the scenarios of entering data directly into the system after interacting with a 

Stakeholder and needing follow up afterwards. It covers: 

• Opening or creating a stakeholder 

• Adding an Event to that Stakeholder  

• Adding an Action to that Event 

• Linking other data to your new records 

 

We always recommend searching for a Stakeholder prior to creating a new one. This is to reduce duplicate 

entries of the same Stakeholder, which can lead to confusion and incorrect data outputs. 

 

If you have found the Stakeholder record you are looking for, click the arrow on the left to open it in the 

Workspace where you can edit the data, and relate other records. 

If the search results don’t produce the record you’re after, you can create a new stakeholder profile by 

following the below instructions.  

If you want to open more than one, simply select the Stakeholders you would like to open in your 

Workspace and click ‘Open Selected’.  
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On the top right-hand side of the screen, next to the navigation panel, you will find a green ‘New’ button. 

This button is a permanent feature of the system and will remain there regardless of what area of the 

system you are working in. 
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Click the ‘New’ button and select Stakeholder. This will open a new panel in the Workspace.  

 

At the top of any new record, including new Stakeholders, you will have the option to link the record to any 

of the Projects you are logged into. Linking records to Projects is the best way to categorise your data and 

keep it meaningful.  

Note: Typically, Stakeholders and Properties are ‘global’, which means you can see all of them regardless 

of the Projects you are signed into. Linking individual records to Projects allows you to narrow down 

searches to find Stakeholders/Properties linked to specific Projects.  

 

Once you have entered your required data for the new record, click ‘Save’ at the top of the Workspace. 

Each entity will have different fields to fill out. If any have been marked by your system administrator as 

‘mandatory’, you will be unable to create the record until you have populated these fields.  

Once you have saved the new Stakeholder, the system will display the new Stakeholder’s profile in the 

Workspace. 

Hint: This process can be repeated for any entity within the system by selecting that entity from the 

options in the ‘New’ dropdown menu. 
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Typically, new Stakeholders are only entered into the system after they have had an interaction with you, 

or another member of your team. Once you have found the relevant Stakeholder, or created them using 

the above process, you can create a new related record, or assign existing records to them.  

Hint: To see how to add multiple records at once, go to ‘Assign Existing Data in Bulk’. 

 

 

Once you have opened the Stakeholder’s profile, you will notice their details on the left, and their 

relationships on the right. From the Events window on the right click on the ‘+’ icon to add a new Event 

related to the Stakeholder. 

 

This will convert the panel into an Add/Assign/Unassign panel with the default Assign view. Click the ‘Add’ 

tab to add a new Event record to the system. 

Add: Create a new record in the system and automatically link it to the current record you have open.  

Assign: Search for and link one or more existing records in the system. (The system defaults to this tab) 

Unassign: This is where you can remove any existing relationships between the current record and any 

records already linked. 
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1. Name: This is where you can see the name of the Stakeholder you are currently linking your new 

Event to.  

2. Project Selection: At the top of every new record will be the Project selector where you can choose 

which Projects this record should be linked to.  

3. Event Type: The method of communication between a User and a Stakeholder. You can see that in 

this system, this field is required, meaning you must fill this in before the system will allow you to 

save your Event. 

4. Start Date/Date of Event: This will open a popup calendar where you can select the date and time 

and click ‘Apply’.  

5. Summary: A brief outline of the interaction - similar to a subject line in an email.  

6. Stakeholder Comments: A more comprehensive overview of the interaction.  
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7. Team Response: This section allows you to include what response the team member gave to the 

Stakeholder during the interaction. This section is useful to ensure continuous messaging 

throughout the team. 

8. Issues: Select the topics raised throughout the interaction. Recording the issues allows you to run 

searches and reports later and identify possible problem areas before they get out of hand.  

Note: You may have different fields on your entities depending on the needs of your organisation 

and the customisations you have made.  

 

 

Once all the information is added into the new Event, click ‘Save’. This will create a confirmation pop up 

giving you two options to continue with ‘Open this Event’ or ‘Go back to Stakeholder’.  

  



 

Page 31 of 46 

V3.1 

Consultation Manager – General User Guide 

 

When the newly created Event is open, you will see that it has automatically linked the Stakeholder to the 

new Event on the right-hand side of the panel.  

An Event may trigger deliverable outcomes you or another member of your team are responsible for. 

These can be managed by creating an Action relating to the Event to track the status of these outcomes. 

Actions are the ‘to do’ reminders that keep your Users on top of their tasks, which remain Outstanding 

until they have been marked as completed. 

To add an Action directly from a created Event, click on the ‘+’ in the Actions window on the right of an 

Event profile.  
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This will convert the panel into an Add/Assign/Unassign panel with the default Assign view.  

 

Click the ‘Add’ tab to add a new Action record to the system while linking it to your Event. 
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1. Event: This is where you can see the Event you are linking your new Action to.  

2. Project Selection: At the top of every new record will be the Project selector where you can choose 

which Projects this record should be linked to. Ideally, this will be the same as the Project linked to 

the Event you have just created. 

3. Initiated: A date selector to indicate when the Action originated. Select the date and time and click 

‘Apply’.  

4. Deadline: This is a date selector where you select the date and time the Action needs to be 

completed by.   

5. Resolved: This is a date selector to indicate when the Action was completed. When creating the 

Action, this is usually left blank upon creation. 

6. Action Requested: This is where you outline exactly what needs to be done for this Action to be 

completed.  

7. Action Taken: This is to be filled in once the requested Action has been completed by the User it 

has been assigned to. When creating the Action, this is usually left blank.  
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8. Email Sent: This is a read-only field which shows the date the reminder email was sent to the User 

letting them know of the Action assigned to them.  

9. Action Status: A read only field which shows if the Action is Outstanding or Completed. This is 

populated after the Action has been created and will change to ‘Completed’ once the Resolved 

date field has been populated and saved. 

10. Assigned by: This is a dropdown menu where you can select the person who has delegated this 

task. In most circumstances this would be the User creating the Action. 

11. Assigned to: This is a dropdown menu where you can select the user who is responsible for 

completing the Action.  

12. Action CC: This is where you can add additional Users to be notified of this Action’s progression. 

There are also two additional fields called ‘Elapsed time’, and ‘Performance’.  

 

 

Elapsed Time: This is a calculated field which is read-only and automatically populated when the Resolved 

field is filled and saved. It shows the time taken between the Initiated time and the resolved time to reflect 

how quickly the User completed the task since it was assigned. 

Performance: This is also a calculated field which is read-only and automatically populated when the 

Resolved field is filled and saved. It shows the time taken between the Deadline time and the Resolved 

time to reflect how the User performed compared to their expected performance. If the time shows as -4 

Days, -22 Hours for example, the User completed the task well before the deadline.  
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Once all the information is added to the new Action, click ‘Save’. This will create a confirmation pop up 

giving you two options to continue with ‘Open this Action’ or ‘Go back to Event’.  

 

For the best workflow, select ‘Open this Action’. This will take you back to your newly created Action and 

keep your Event open in your workspace.  
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When the newly created Action is open, you will see that it has automatically linked the Event to the new 

Action on the right-hand side of the panel. You will need to manually link the Stakeholder to the Action 

after it has been created by following the instructions in the ‘Assigning Existing Data in Bulk’ section.  

Note: The Stakeholder is not automatically linked because you may have multiple Stakeholders linked to 

the same Event, but only one that requires you to get back to them with information.  
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After the Action has been filled in with all necessary information, click the ‘Send Email’ button at the top 

right, to notify the Assigned User there is an Action for them to complete.  

 

This will send an email to the assigned User letting them know of the Action. The email will provide basic 

information on the Action, an attached (.ics) file to add to your calendar and a link to open the record in 

CM.  

Note: You can tell a User has been sent an Action email by the ‘Send Email’ button turning into ‘Send 

Reminder’. You can also check the Email Sent field to see when they received the Action notification.   
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Once a record is created, you can assign additional relevant records to it. For example, if there was an 

Event (such as a meeting) that a group of Stakeholders attended, they could all be related to the Event so 

any User would know who was involved by looking at the Event’s profile.  

 

From the Event profile, select the ‘+’ button from the Stakeholders window. 

This will convert the panel into an Add/Assign/Unassign panel. 
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In the Assign tab, narrow down your search to find the Stakeholders you need. You can assign them in a 

couple of ways. 

1. Assign Selected: Assign any Stakeholders you have selected by ticking the box next to their name 

and clicking ‘Assign Selected’. 

2. Assign All: Assign all Stakeholders that your search has produced.  

3. Link: Assign a single Stakeholder by clicking the chain icon next to their name.  

When the Stakeholders have been added to the Event, they will disappear from the search grid. Clicking 

‘Go Back’ at the top of the panel will take you back to the Event profile.  

This process can be completed for any type of record in the system as long as they are able to be related 

to each other.  

Note: This search will only show records that are not already linked to the record you’re currently adding 

to. Once you link a record, it will disappear from your search results. 
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If you have accidentally added the wrong record, you can unassign it in the same way you linked them via 

the ‘Unassign’ area, or by clicking the small un-link icon next to the incorrect record. 

 

Clicking this icon will not delete the record, just remove the link between the two records. 

CM4 has three main types of reports readily available within the system. Each type of report is highly 

customisable to reflect the information you need.  

To access reports, go to the Reports tab at the top of the screen.  

 
 

When selecting the type of report you need to generate, a new panel will open. Click the ‘New’ button to 

open the report search function.  
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Every report type has the same search function, which works identically to CM4’s main search function.  

Depending on how many records and fields are to be included in your report, it may take some time for 

your report to generate and download 

Note: All the following reports are editable once generated and downloaded.  

The top 3 reports are also accessible directly from the main search by clicking the report icon next to the 

Search view. 

 

Selecting which report type you need will take you to that report section with your search parameters 

applied. 

Note: CSV refers to the Tabular report as it comes out in .csv format.  
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The tabular report style generates and downloads in an Excel (.csv) file. It shows all the information on the 

main search entity in a grid format.  

 

You can choose which columns the report will include by expanding the Fields section (1) and ticking the 

boxes (2) on the left-hand side of the panel. 

Everything selected in the fields dropdown will appear in the report for the records captured in your 

search results.   

Once you are happy with your selections and search results, click ‘Generate and Download’ (3) to produce 

your report.  

Note: The button to generate your report will be the same for all 3 major reports. 
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The snapshot report is a highly flexible report generated in Word format which serves as a comprehensive 

briefing tool. It shows a summary of every record related to the record/s identified in your search. You can 

run this report on any type of record in the system. 

 

1. Project selection: You can choose which Project’s data you want to include in your report without 

having to log out of your Projects.  

2. Select report fields: Choose the fields from the main Entity you are reporting on that you would like 

to include.  

3. Include related entities: Choose which related entities you want to include. For example, you can 

include all the Event information relating to this group of Stakeholders.  

4. Include (or exclude) related entity fields: Choose specific fields on those related entities. For 

example, you can exclude the address of related Events when reporting on specific Stakeholders.  

5. Main entity: This is the main entity type you are reporting on. 

Note: This report is most commonly used as a briefing document, where Users can generate the report 

before meeting with a Stakeholder and quickly gain insight into the Stakeholder’s status and past 

interactions. 
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You can also run this report on any record by clicking the ‘Snapshot button at the top right-hand side of 

their profile.  

 

This will take you directly to the snapshot report area with the Search already applied for that record. 

Simply make any adjustments to your fields to include and click ‘Generate and Download’.  
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CM’s Statistics report is a quantitative report generated in Word which allows users to select any existing 

entity in the system and report on that entity’s classification data. 

 

1. Project Selection: You can choose which Project’s data you want to include in your report without 

having to log out of your open Projects. 

2. Select Report Fields: Choose which fields from the main entity you want to include. In this report, 

there will be one page per field.  

3. Show: Select the amount of each field you wish to be represented. For example, if there are more 

than 5 Issues reported, the top 5 will be shown, with the rest of the data consolidated into “Other” 

at the bottom of the table. 

4. Relationship Totals: This will default to ‘Do Not Include’ which will only report on the Main entity’s 

data. You can select another related entity to the main entity to report on. For example, when the 

main entity is Events, it is common to include Stakeholder relationship totals. This will include two 

additional columns in the report - one for distinct, and one for total. Distinct indicates how many 

unique Stakeholders were involved in those Events. Total tallies up every Stakeholder related to 

every Event, even if it is the same Stakeholder repeatedly. For example, if John Smith calls 10 times 

to complain about ‘Dust’, he would be counted 1 time in the distinct column, and 10 times in the 

total column.  

5. Select Related Fields: This allows you to select which fields in the entity you’ve selected in the 

‘Relationship Totals’ dropdown to include. There will be one page per field.  

6. Main entity: This is the main entity type you are reporting on.  

This type of report is most commonly used to report on Events during a certain period which will show 

you an overview of who you’re engaging with, what you’re engaging with them about, and through which 

channels.  
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Consultation Manager has a variety of features which aim to make your day to day management of your 

Stakeholder interactions quicker and easier. You can find more comprehensive information about each 

feature on our Knowledgebase, but to get you started on what other features are available, below is a 

brief summary on some handy additional tools to get your data into CM4.  

 

Our Email BCC feature allows Users to send emails directly into your Consultation Manager inbox and 

have those interactions automatically link to Stakeholders and Users who are in the system. Each Project 

in your database has it's own Unique BCC address which you can find by opening the Project profile, and 

clicking the tray icon on the tab. 

Quickly and easily send an email you’ve just received straight into your Consultation Manager system, 

where it creates an Event record linked to your profile for later categorisation.  

Note: To successfully use this feature, the email you are sending from must match your email on your 

profile in the system. 

 

Each Consultation Manager system is mobile friendly, so you can log in with your mobile device and 

continue adding or accessing data as long as you have an internet connection.  

Using the mobile version of Consultation Manager is very similar to using the desktop version, where you 

control which Projects you’re logged into, search for your data, view your data in tabular, graphical, or 

mapping format, and add data as necessary.  

Find relevant Stakeholder information as you need it regardless of the mobile device you are using. Once 

you have found the Stakeholder’s profile, you can call or email them directly.  

 

  

http://vnsupport.consultationmanager.com.au/support/home
http://vnsupport.consultationmanager.com.au/support/solutions/articles/3000097585-how-does-email-bcc-work-
http://vnsupport.consultationmanager.com.au/support/solutions/articles/3000095571-accessing-consultation-manager-from-your-mobile-device

