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RISKMAN GUIDE TO USING THE CUSTOM REPORT LAYOUT EDITOR

Introduction

This guide is aimed at Managers/Administrators who are
required to create Custom Report Layouts for one or more
Registers in RiskMan e.g. Incidents, Feedback, Risk, Quality
or any other custom register that you may have included in
RiskMan. Examples of custom reports are featured on the
following pages

Custom Report Layout Editor

1. To create a custom report layout from a Register
Reports page, click on the Customise Layout button to
open the Custom Report Layout Editor

Layout Choice

SN Comprehensive Custom Report - Customise Layout
Report Type

") Standard Farmat (RPT) (U Portable Doc Format [PDF] () Ward Document (DOC) () Excel Wi

M e & e T

2. Inaddition, 2 pop-up windows will also display - the
“Layout Settings” and “Display Fields” windows. The
latter window will be hidden behind the “Layout
Settings” window

e To move the pop-up windows, click your mouse at
the top of the window, and drag to desired
position

e To hide a pop-up window, click on the respective

¥

button. Details on how to open these

windows, and any other pop-up windows are
outlined on the following pages
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Example: Incident Custom Report Layout Editor

Viewing an Existing Custom Report Layout

1. Select the report from the Select Layout list

e Both the Layout Settings and Display Fields
(hidden under the Report Settings) pop-up
windows will also display

e You can hide/move these pop-up windows as
required (refer to example above)

Modify a Custom Report Layout

Care should be taken when modifying existing reports as
they may affect other users in your organisation who may
be using this report. An alternative to modifying an existing
report is to Clone the report and include your modifications

1. Select the report from the Select Layout © list

2. Modify the report as required (refer to details on the
following pages)

3. Press Save ®

Select Layout:

@
),

Layout Setting (Sub-Report) S
At

Clone a Custom Report Layout

Cloning a Custom Report layout is useful if you like the style
of an existing report but you would like to make minor
changes

1. Select the report from the Select Layout @ list
2. Pressthe Clone ® button

3. Asthe Report Name © will be cleared from the Report
Settings window, enter a new Report Name (you can
leave the title the same if it is relevant)

4. Modify the report as required (refer to details on the
following pages)

5. Press Save ®
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Delete a Custom Report Layout

Care should be taken when deleting a layout. Report
layouts cannot be recovered, and deleting a layout might
break a user’s My Report if it can no longer be found.

1. Select the report you with to delete from the Select
Layout list

2. Press the Delete button

3. Press OK to the pop-up message “Are you sure you
want to delete this report?” if you wish to proceed
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Example: Incident Report

[selmlaynul: sve | mew || clme || oelete || close

Last edited on 29 Oct 2013 by System Manager (Manager)

Created on 10 Jan 2011 by System Manager (Manager)
Layout Settings Helper Tools

Elncidents by Location 6 Title of the Report

Acurity Health Group - Develnpmenté

| Pagetcader | [H| Reset to Default |

| R XN W X Y RN SN XN XN XN KWL TN KNS K XN N T XN AN WL SR TNRE KRS INKF IS TNRF -TNRE - TNEE NKE)

[ 10 |fincident Date | [severity | [site | [summary .
9 Cotumm |IEadlll S
.

[ [ | | Reset to pefault |+ Please note: The font sizes for the grouping fields are larger on the actual report.

[ i 2 3 a e e T e i E e e T e i me a3 m s m o m
Report Groubing

[Location [Location P PS5

Detail
[ i v 2 v 3 v -4 1 -5 1 -6 1 -7 1 81 -8 110 1491 -12 113+ 1 14+ 116 1 - 18- 1 47+ | 18- 1 19 120+ 1 21+ 122 123 | 24 125 120 127 128
‘ 0 ”lncldenlDate | |s=verwty I ‘si\e ”summary I
O cContent from the Incident Record
Sub-Reports

Repeat Field Labels
On Each Page

n O e Sub-report to show the Classifications associated with each Incident
2 O

Suppress Border

Incidents by Location o Education
b1+ Incident Date Severity 9 Facility Summary
Tima Spacialty

pcatio ard B 3

144 4Jan 2012 15R 4 MINOR Acacia Private Pt give another patient medications
03:30 Orthopaedic

Supergroup 9 Incident Class Definition

Clinical 5 nt Type

t System Other E

145 4 Jan 2012 ISR 3 MEDIUM Acacia Private Pt was given incorrect tablets ax
03:30 Orthopaedic

Supergroup 6 Incident Class Definition
Qlinical Support System Identification Processes Incorrect identification

Medication

Error Type Wrong patient
168 9Jan 2012 1SR 4 MINOR Acacia Private Pt found wandering outside the hospital
18:30 Orthopaedic

sl b bt Al ..o gl g A AN . A M o I T i I S g

Example: “By Location (incl Classifications)” from Incidents. This report provides detail on incidents grouped by Location. In addition there is a
sub-report to display the associated Classifications
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Example: Feedback Report

[ Select Layout: | Issue Summary Report v

swe [ mew J[ come || veete ][ close JJ

‘ Layout Settings H Helper Tools ‘

Created on 9 Jan 2012 by System Manager (Manager)

Last edited on 9 Jan 2012 by System Manager (Manager)

O Title of the Report

Issue Summary Report

ZHead Development

[ Page Header \ [ Reset to Default ]

R R R SN R RN AN K K RIS L I - K S KA S Tk L IR LA IE R AT

-..Drag a field here...

‘ e ‘| Reset to Default |[EIE I e et Pt Pl el R Eett i i e [y et T Heme i e DT
[ 1 213 14 1 5 1 B+ 7 1 810 10+ 11 1 12- 113 1 14 1 15+ 1 18 1 17+ 1 181 10"
|GrDup ‘Gruup
g—Repeft—GFeriﬁg'
[category [category &
Detail
[ 1 1 213 1415 16"

©F ot B+ 0140 141t 42 1 43+ 1 44+ (46 1 B+ 1 A7+ 1 481 40|

-..Drag a field here...

Layout Settings ¥
Name: [ssue summary Report A
Type: [rssues

Style: JBiue ]

Hidden: O

Include items that have no I
1sues: te

Page Options

Page Type: ® portrait O Landscape

Page Size: ®as Onz
page Width: 19.50m
Layout Options
Show Report Title:
Show Organisation Name:
v
Show Report Lines:

Issue Summary Report (1)

Number of items for Absence of caring: 7 \
Number of items for Inadequate diagnosis: 1
Number of items for Inadequate nursing care: 3
Number of items for Inadequate treatment: 2 }
Number of items for Negligent treatment: 2

displayed

Number of items for Rough treatment: 1

Number of items for Wrong diagnosis: 1 y

Number of items for Treatment: 17

Issue Category

3 1
- s _’..'---M L NPT LS *"P"W""r\ P

ZHead RiskMan Education

Group Treatment

@ In this example the second Report
Group heading - Issue Category has
been hidden so only the totals are

[l Absence of caring 41.2%
Inadequate diagnosis 5.9%
B nadequate nursing care  17.6%
B Inadequate treatment 11.8%
B Negligent treatment 11.8%
Rough treatment 59%
[l Wrong diagnosis 5.9%
Total: 100.0%

ot A RN i R r-“ R

Example: “Issue Summary Report” from Feedback. This report does not contain any detail and is designed to show the total number of issues

raised grouped by Issue Group e.g. Access, Communication
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Example: Risk Report

[ Select Layout: | Risks by Accountable Exec (Actions & Controls) | Save Il New Il Clone Il Delete |

Close | ]

Last edited on & Sep 2012 by System Manager (Manager)

Created on 6 Sep 2012 by System Manager (Manager)

| Risks by Accountable Executive] o Title of the Report %
| PageHeader | [H| Reset to Defauit |
|1 -2 3 71 4 7 5 -1 6 1 7 1 8.1 8 7 M0 1 11 1 12-1 13- 1 4.1 -16- 118 1 7.1 181 18- .20 1 2{ Layout Settings ¥
5 [ext Review Date ik Category Rk Narme ]| Name: Risks by Accountable Exec (Actions & Can “
- Type: Rk Register
Column headings Beserstion
Style: Blue
Hidden: O
[ Groups. | B[ Reset to Default | = Please note: The font sizes for the arouping fields are larger on the actual report.
R RN XNENZ w—s—w&Re_po‘t_meuplngs-nqarwrm<wr17<\<1!w‘w‘l—znwZPzgel)pliuns
sk owner sk Gvner Page Type: O portrait @) Landscape
Page Size: ®as Oas
Detail E] Page Width: 28.25cm
I T d s e T e e i @@ Wi i i 10 3 2] Layout Options
[ fiext Review Date sk Category isi vame Show Report Title:
9 . Show Name:
D+ ipti
Content from the Risk Record Pescrption Show Resort Lines:
Sub-Reports ‘Show Record Dotted Line: v

Repeat Field Labels

Suppress Border "e7RSL TS Lo

. o] : . . .
— b - S 5 Sub-reports: Show Actions and Controls associated with each Rigk
2 0

ol . R |

ng Mext Review Date Rigk Category Risk Name Residual Risk Control Assesement
Desoription Management Fan
I Risk Category Finance I
B 66 (Nome Entered) Finance Unplanned and unbudgeted capital expenditure Low
Unplanned and unbudgeted capital expenditure {None Entered)
IRisl( Category Information Management |
7 18 Jul 2012 Information Managerment IT disaster recovery planning Miedium Moderate (6}
IT disaster recovery planning Active Management
Control Last Reviewed By Last Reviewed On Asgessment MNext Review By Next Review On
Awsdit of Internal sernvices performance b criterla may be {Mone Enterad) {MNone Ertered) Resview Pending [ None Emntened) {Nane Entered)
useful. Could ke carried out by Inbernal Audit.
Service level Agreement reports distributed to Bayside {Wone Enterad) {None Erntered) Review Panding (None Entered) (Mone Entered)

GMs on & monthly basis

Action By Date Allocated To Completed On Action Description Action Response

{Nome Entered) [Nane Entened) {None Entered) Disester recovery plans have been developed and (Mone Entered)
are to be regularly tested

(Neme Entered) [None Entered)

[ Nome Entered) Disgster recovery plan commisioned by Shared (None Enterad)
Services Committes with recommendations to hire
DRP resource comencing next financial year
20 Agr 2004 {None Entered) (Nome Entered) Disaster Recovery plan not formalised, for urgent (Mone Entered)

. r’w“—\- - iiﬂ-f_""-m' EREEpt Ly "‘-._
Example: “Risk by Accountable Exec (Actions & Controls)” from the Risk Register. This report shows all risks grouped by
Accountable Executive & Risk Category. In addition there are 2 sub-reports to display the associated Actions and Controls
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Creating a New Report Layout

The numbers on the example below represent the 8 steps to creating a custom report layout. These steps are described on this
and the following pages. These 8 steps can be applied to all Register reports

[ Select Layout: | M

Layout Settings Helper Tools

[ Layout Settings
§ Click here to edit the title...
: Name:
| Pageeader | | Reset to pefaunt | Type: e Feedback 7|
Style: Blue v
[ 2 3 a5 18 o7 8 5
6 Hidden: O
+..Drag a fi
Page Options
| Groups |‘ Reset to Default ‘ = Please note: The font sizes for Page Type: (® eortrait () Landscape
. ®as O
[ i 2 7 3 3 4 1 5 1 6 1 7 1 8- 1.8 -] ®as Oas
9 Page Width: 19.5¢m
Dragaf
Layout Options
Detail Show Report Title:
9 Show Report Lines:
Drag a fi
Show Record Dotted Line:
Sub-Reports
Suppress Border RePEILield Labels
OFOV O

step ©: Press New

If you have just opened the Custom Report Layout Builder
you can proceed to Step @

If you have selected a report from the Select Layout list to
view, press the New button to clear the content

Step @: Report Title

The Report Title is entered directly into the section under
the Layout Settings

The Report Title appears in the top LHS of your Report

Jo— 5 [ s
Layout Settings Helpes Tools f
3
e . To enter a Report Title, click |}
ﬂ”’mﬁv’ﬂ&*‘ inside this section and enter
the title )
— A =

Step ©: Layout Settings

If you have closed the Layout Settings pop-up window, click
on the Layout Settings button

The Layout Settings allow you to
e Specify the name of your report
e Select the type of report you are creating
e Select the Style & Dimensions of the Report

e Specify Site/Region Restrictions placed on this
report

Enter or details in the Layout Settings pop-up window as
described on the next page. These settings will remain
when you close this window

Select Layout: v

imcidenzsw Facility #read nevelanmem}

&
i
2}
:
pn PR Y VAW

[
\—(' AN gl ™l gl gl g™ l TN W

The Organisation title comes from your Global Settings and is
displayed/hidden based on your Layout Settings (detailed in Step
©). The Organisation Title can be changed when you save your
filters and report layout to your “My Reports” page

Layout settings || ll Helper Tools

Layout Settings

| Incidents by Facility \ N Harwe I
| Tree: | ——— |
Page tieader | [f] | Reset to Defauit
Style: e =
‘‘‘‘‘‘‘ e
Page Options
Groups | [H]| Resetto Default |~ Plaase note: The font sizes for the orouping fieds are large{ % 77" ®rortnic U tandscape
Page 5 @ Oma
etail Fage Width; 18.50m

ow Rapar
Suppress Barder REVESL Fiekd Labels
i Eacl Show Record Dotted Line:

1 v [ [

more information

Use the scroll to view
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Descriptions of the Layout Settings

Layout Settings

«

MName: o | A
Type: @ IIncident ~
Style: 9 IBIue L
Hidden: 0 I:‘
Page Options
. Y
Page Type: Portrait \_/ Landscape
Page Size: ®) as Oas
Page Width: @ 19.5cm
Layout Options
Show Report Title: \
Show Organisation Name:
Show Report Lines:
. W
Show Record Dotted Line:
Show Discrete Record Count: |:| >o
Show Date Range: |:|
Show Date & Page Number:
Totals
Show Grand Total: |:| J
Restrictions
Site:
Bowen
Royston
Wakefield (8]
v

© Name: Appears in your Select Layout drop down list on
the Register Report’s page

® Type: What part of the Register Entry form is the data
coming from - includes

Incidents: Incidents, Classifications, Contributing Factors,
Associated Risks, Journals, Group Incidents

Risks: Risks, Journals, Associated Incidents, RRControls,
RRAction, RRCatalystCauses, RRAssurance,
RRConsequences, RRInvestigation

Note: Types commencing with RR relate the sub-form sections on
the Risk Entry form

Feedback: Feedback, Issues, Group Feedback, Journals,
Actions

Quality: Quality Activities, Classifications, Journals,
Associated Risks, Group Quality Activities

Note: If you require Report Types associated with the
Recommendations based on the Recommendation Status (similar
to that in the Incident Report types e.g. Rec (All), Rec (Accepted),
contact support@riskman.net.au

Recommendation#1

£ Rec#1 Project Code

ropored 1)
el Completed On =

Example: Recommendations on an Incident Entry Form

If you create a report based on one of the following Report
Types in any Register (you may have additional ones
depending on the setup in your RiskMan system), then a
new option will display called “Include items that have no
<report type name>":

e Journals (all Registers)

e Classifications (any Register that uses RiskCat)

e  Contributing Factors (Incidents)

e Associated Risks (any Register that allows
association to risks)

e Associated Incidents (Risk)

e Associated Activities (Risk)

e Issues (Feedback)

e Actions (Feedback)

How is this option used?

If the report you are creating is a Parent report e.g. you are
creating a Classification report in Incidents; or an Issues
report in Feedback; and the report is not going to be used
as a sub-report, then this new option will be adhered to.

If the report you are creating is going to be used a Sub-
Report then this new option will not be used.

Layout Settings

«

Mame: IContributing Factors Report

~
Type: ICon tributing Factors ﬂ
Style: IOcean ﬂ
Hidden: I:‘

Include items that have no D (7]

TR i Pl N it P

Contributing Factors Report RiskMan Education (Latest Release)

Sumemary Location Contributing Factor

Contributing Factor Group Patient/Visitor Tssues

ISR 2 HIGH
Pt recetved wrung side hung op...

g

Severity 1SR 3 MEDIUM
32 19302012 Client became aggressive while Centre Biock sth Foor Process of care planning
showering.

A A P St O s

Example: In this example, a Contributing Factors Report has been
created to show incidents grouped by their assigned Contributing
Factor Group and Severity. It will only show those incidents that
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have an assigned Contributing Factor. All other incidents will not
be included in the report

«

Layout Settings

Mame: IContributing Factors Report A
Type: IContributing Factors ﬂ

Style: IOcean ﬂ

Hidden: I:‘

Include items that have no @
Contributing Factors: D o

e, M\J\Jﬂxr\“*.‘*’“=wdﬂ"‘i

Contributing Factors Report RiskMan Education (Latest Release)

ID Incident Dste Summary Location Cantributing Factor

Contributing Factor Group (None Entered)

Severity 1SR 1 SEVERE
17 Feb 2012 t fous

3444 10Jen 2012 BODY LOST GN WAY TO MORGUE Cafeteria (None Entered)

Severity 1SR 2 HIGH

3 Mar 2012 Hurt back when replacing operating table Operating Suite (Mone Entered)

A S T S i o i i i | i

Contributing Factors Repoit RiskMan Education (Latest Release)

D Incident Date Summary Location Contributing Factor

Contributing Factor Group Patient/Visitor Issues

ISR 2 HIGH
Pt received wreng side lung op... Centre Black 4th Floar Canfusion

1SR 2 HIGH
Pt racsived wreng side lung op. Cantre Block 4th Floar

Severity 1SR 3 MEDIUM
19 Jan 2012

Clierit became sgaressive whie Centre Block 6th Floor Precess of care planning

W BADGE QLIRS (0T, TOCESSE Dt sl s b, g Bt SO i b o g sl

Example: In this example, we have used the same Contributing
Factors Report but this will also include incidents that have no
assigned Contributing Factor

This type of report may be useful if you wish to check that all
Incidents that have an Extreme or High severity rating, have at
least one Contributing Factor selected

© Style: Select the colour/style for your report

O Hidden: If you check Hidden, the report will not be
available in the Select Layout list on your Register Report
page. Check Hidden if the report you are creating is a sub-
report and it would not make sense to run the report on its
own

Page Options:

© Page Type & Page Size: Is the report to be portrait or
landscape and will you be printing on A4 or A3 paper

Note: To use A3 printing, an A3 printer driver needs to be setup on
your RiskMan Web Server and you need to be able to print to an
A3 printer from your workstation

@ Page Width: This will be determined by the selected
Page Type and Page Size

Layout Options - @ Refer to the example below:

[m e o ocaton Severy

Grand Total
Record Dotted Line
Report Line
A A A
Discrete Record Count Date Range Date & Page Number

Restrictions

©® Contains a list of your Sites/Regions based on your User
Profile Site/Region Reporting Restrictions. The purpose of
this list is to enable you to restrict reports so that only users
with matching or higher Site/Region Reporting Restrictions
can view that report on the specific Register Reports page.
If a report has no Site/Region restrictions then it will be
available to all users who have access to that Register
Reports page

To restrict a report to one or more Sites/ Regions

e Highlight the Sites/Regions in the list (hold your CTRL
button if you wish to highlight more than one item)

e Ifthereportis to be made available to everyone who
has access to the respective Register reports page, DO
NOT highlight any Sites/Regions

step @: Report Groups

The Report Groups section is where you select how you
wish the report to be grouped. Grouping your report is

optional e.g. you may not want to include any grouping
fields if the report is to be used as a sub-report

1. Add a Report Group Field

O To add a group field, you will need to add a Report
Group row, by pressing the Add button

@® The Group Fields pop-up window showing a list of
available fields will also display (this pop-up window can
also be opened by clicking on the Report Groups button)

© Find the field in the Group Fields list and drag to the
Report Groups section. To add another Group field, add
another row and repeat this step

® The Field Properties window will display when you select
a Group field or when you click on a group field in the
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Report Groups section. You will not be able to see all details e Label Left/Width/Alignment: These fields enable
in this window at once, however, you can use the scroll you to change the Report Grouping label’s
down bar on the Field Properties window to view any position (from the margin), width and alignment
additional information © e.g. centred, left align
i s ¢ Field Left/Width/Alignment: These fields enable
Incidents by Facility/Location
you to change the content of the Report
e Grouping’s position (from the margin), width and
wDrag afield here.,
alignment e.g. centred, left align
® . Thefone ’ garontha
o BB e ’ . © Press Apply
Incidents by Facility/Location | Cayout Setings || Feipe Tools T o=
: e a3
SO Vo e WO eI ] 5 [1= T L 1
= Page Hoader | | Reset to etaut _5
A.C.D. Suggested T X KNS DNRY KX 0 T 0 XN TR [ENEE- TR RN ENRL O CNRT
= Plesse notei The ] nceiuiy ac The Tims e ) ] [ - i
T i T Acut‘e]\\ness TRt ] [ = = Font Size: [ ¥ A{
ADL's Boid: “ )
:::‘ 555555 oD [ Group | | Resct to Defouk | = Planss notes Tha ot staee for e groupig ek ane Larger on tha actuni repart. | 18 ] ¢
o IR C KN KA SN C N KN SRR K TN KR T RA PO KNI T TS i ej
I [ T T e | [EEERI Kliical Area i res o o <4
Airway Management in Progress L Detail B Lot (em): i Pl
P "E‘L’:::Lﬁ“:z;vwswe 4t 10 Min - J L W | W | Tt Abgn Lt ‘v L - i
PrteTime | I e 1 Eoverine
L _ - ] _‘ e O I i P e  a v S aw ’9“"—;
Select Loyt |1 Lo i *
-
—— I
inchdents by Location et e propees (’ 1 e
— S . 2/
— f
— = R
ot of = . <
= = -
= -
i S T L N e Sy e ,;,..-q--—uj

2. Moadify the field width or position of a group field on
the Report Layout page

O To move a field, click on the field and drag to the desired
position

Note: You cannot move the field to another row. This must be
done via the Field Properties

® To change the width of your field, click on the edge (your
cursor will change to <) and drag to the desired width

[ Report Groups ][Raetbol)efanlt] ’Mm:mmmﬁlﬂemﬁdﬁ“

B e e Y
4
[rectiey QO] |ty
[tacation Location

e Ere—— = ==,

3. Moaodify the field width or position via the Field
Properties

The position and widths of your grouping fields can also be
modified via the Field Properties of that field

O Click on the Report Group field to display its Field
Properties

® Modify the following in the Field Properties window
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4. Move a group field to another row

If you need to move a group field from one row to another,

or you wish to insert a new row and move one of your

current groupings to another row, this needs to be done via

the Field Properties window

O Click on the field that you wish to move to display its

Field Pr

® Enter the Row number

operties

© Press Apply

T T P 7
R N T SNy KRN XN KN SN X [FIm [ IR EIINEED
— g {
foander [cender }.
P = RS
Layout Settings || Helper Tools ‘f
*
*
CAR 2
| Incidents by Program ¢
L ~
—: = {
TR TR ST PEREE ERET) ‘
1
g o Gender | [ummary f.
Date/Time. I age IFMﬂm *
4
—m : T }
4
Brooran Frogam ot ;
— == rone s v 3
Bald: =] L
Nt — | ™ p
— — e = i€
— . [ e -/
i 5[ e o £
T | Sunmay | 3
s | b | [somity L
M e e e = |

Note: You cannot drag and drop a field from row to another. If
you have a blank row in the middle of the “Report Groups” section
(as in the example above), it should be filled, as it will be saved

with the report. To fill the row, either add another grouping or

move the existing groupings (by changing the Row number) so
that the blank row becomes the last row in this section. On saving

the report the blank rows at the end of this section will be removed

5. Remove a field

If you need to remove a grouping field, this needs to be
done via the Field Properties window

O Click on the field that you wish to delete to display its
Field Properties

® Press Remove

| Groups ‘ El | Reset to Default * Please note: The font sizes for the grouping fields are Iarger"“

3
[ -1 1 -2 - 1-3-1 -4 -1-5-1 B-1 7 1 Bt -8 1-10-1 111 -12- 1 13- | &

|program |Pr0gram

atlat

|Gender |Gender

Incidents by Program ® :J
vage weater | 8| meses to peroust - ;

1w ] 7!

= | = ]pe <

e /

Lo

oo & § 2

enter cendes -}
Detal i) J

e = ' 9 v _f

e | | o - -,
A S o S e S R S T e W ——F = —F =T

| oo [E] | Pease note: % i
r
I EETHEE} CRNE SN CNE RN T S IR AN TN TINEE EIE |
)
s s / '.
¢
[l gl oo, ittt et % s AN it il il A GO . I"‘j

6. Font, style and colour changes

You can change the colour scheme of your report as well as
the font size and style in the group fields. Below are a list
of ways in which you can change the group aesthetics of
your report:

© Change the font style, size and colour of the Label
Properties. This will change the font size and style of the
group label heading once the report is generated.

@® Change the font style, size and colour of the Field
Properties. This will change the font size and style of the
group field heading once the report is generated.

© Change the Group Colour scheme under Extended
Properties. Please note that changing the Group Colour
may over-ride over colour changes such as individual field
or label property font colours or selecting the Style in
Layout Settings.

® Press Apply
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lnudem’ by Program [ N *
1 Field Properties vy
Page Header | [H] | Reset to Detauit | Database Fied:  Program N

Griginal Labed:  Unknann =
SR e A e S N A N T NS TN X TENEET) PR I
inodert | [ 0| [_Genier | Bummary MaxLength: 0 [
R f
Datertime | hge | [severity
dmaﬂzs Kk
[ croups | [ Rosot o Dotaut | thmmmw Tou:
e — - e —
Text aign: e~
T om0 Font: v
Font Size v
IR R TR KA NN XA K A K KA TN [T ) 2 ;‘?
Inodent i Gender Surmmary Tralic: (m] [
| | —=
Dateriie | hae | [pevery underve: [ ;
G [y v E{{
Sub-Reports
Suppress Border REREAL Fiekd Labels Remove fei T
bl On Each Page
K _yregpumeeny— NN 1 NP WD SR R AP J—ﬂ,_f
Field Properties ¥
Database Field:  Program
~
Original Label:  Unknown
Avglength: O
Max Length: O
Row 1 v]
Label Properties o
Text Pr |
Leh (em): 0] ]
wan @y 2 ]
Text Align: eft ~
Font. |
Font Size v
Bold: [+
Ttaic: O
Underline O
W
Remove Apply e
Field Properties ¥
Field Properties 9 A
Left (am): [35 ]
width (em):  [24.35 |
Ttalic:
Underline:
oo
Extended Properties 9
Show Total: O
sortDrectr:
Hide Group:
v
po—— (4]
T Remove aoply |

Field properties

Label properties

Incidents by Program

Incident I, Gender Summary
Date/Time Age Severity,
Program Program

24 Feb 2015 4 Male fell down lift shaft

: M\‘,Q\*»

1
0o: ISR 3 f
2 Mar 2015 10 Dangerous ?
10:00 sac3
,,,,,,,,,,,,,,,,,, e .| Group colour ;
2 Mar 2015 12 water on veranda at front of Hospital
03:00 SAC2
e b e Pl W T . &

7. All other modifications to a field need to be done via

the Field Properties

Below is a list of additional modifications that can only be
made to a grouping field via the Field Properties

e Label Text: Changing the label of a grouping or
removing the label if you only want to show the
grouping value in your report e.g. Acacia Private
instead of Campus: Acacia Private

e Show Total: Show the total number of records at
the end of each grouping

e Sort Direction: Sort the content of a grouping in
ascending or descending order

e Hide Group: Hide the Group heading if you only
want to show a total for a grouping (useful for
summary reports)

o Chart Properties: Select a chart, its position, title and
title position/alignment. There are two types of charts
available; standard charts and comparison charts.
Standard charts represent only one grouping of data
(e.g. location). Comparison charts are used when there
are two groups of data (e.g. program and location) and
compares the results.

Standard

3D Column

Bar (Horizontal)

Bar (Vertical)

Pie

Time Line Mth

Time Line Mth (Data Points)

Time Line Mth/Yr

Time Line Mth/Yr (Data Points)

Time Line Yr

Time Line Yr (Data Points)
Comparison

Bar Side By Side

Stacked Bar

Stacked Bar (Data Points)

Line

Line (Data Points)

Cross Tab Small

Cross Tab Large

S e T v s ,..‘/—'J e el L NP S NE ol
Chart Properties

Type: Time Line Month [Data Paints] -
Date Fiald: Incident Date -

When you select a Time Line §hart, the Date
Field will become a read/write {ield. Select the
date you wish to base the monthor year
intervals on, on the chart

O Click on the respective grouping field to display its Field
Properties

@® If you make any changes, press Apply

[ st (5 5 [ s || e Cione e

i
:
5
£
5| ||
L

tayout sewings || vetpes voots

> o«

.V"\H_—"V\Tc‘_' T M gy

| Incidents by Location

[ o teaier | (8| et 10t |

(T | T | T | T

aterme | | vy

T
= 1)
etail " Ml
T3 3  ENEN ENEX ] 0 Ty [N 5| Underine: u]
- | — {— | 9 v
e o o | [y = )
atertime | o | momova ety
— T ey R T P S Ayt d

Step ©: Details

The Details section is where you select the fields you wish
to display in your report. As some reports can be summary
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reports which only show totals, it is not a requirement to
include Details in the report. You can select as many fields
as required provided they can fit across 4 rows based on

your selected layout option: Portrait or Landscape, A4 or A3

1. Add a Field to display in the report

O Click on the Details button to open the Display Fields list

® Find the field in the Display Fields list and drag to the

Details section. Notice the same field will also appear in the

Page Header section - this represents the column header

for that field in your report. Continue to add fields until you

have filled Row 1

© Whenever you add a field, the respective Field
Properties window will display

O If you wish to add another row of fields, click on the Add
button and repeat the above steps

P — e —am _

s

B v meme e T T e e
Report Groups Reset to Default | * Please note: 'I'l/efultmfulie
[ [ f

| I A SR Y A RO O N A R N I O s !

|Fa cility IFa siliey
|iocat.l'o.r.\ Iiocat.l'on
4
3
[
I S A e e e i
r

T e i

Display Fields ¥

Groups | [ | Reset ffoctoult | * Plasse notes The font sizes for the grows!

Repeat Field Labels
Suppress Bordar RSEERL Feld Lob

1 v L v

2. Moadify the field width or position of a Detail field on
the Report Layout page

O To move a field, click on either the Page Header or Detail
field and drag to the desired position. Notice that both the
Page Header and Detail fields will move together

Note: You cannot move the field to another row. This must be
done via the Field Properties

® To change the width of your field, click on the edge of
either the Page Header or Detail field (your cursor will
change to <) and drag to the desired width

- e e i i ottt i i
Incidents by Facility/Location
| Page Header | [#] [ Reset to Default | Display Fields ¥
[Fr-a- w3y 31 & 1516 17181 Incident Invelved Supergroup ELEHE.
Incident Ti
[tncident 10 | [tacident pate e
Initial MET Outcame
Investigations/Findings Tl
Insurer Notif Mode
| Report Groups | [#] [ Reset to Default | * Please notes The fof 1nzurer Notification Date (=] bn the act!
T s TS T s g Interventions X
Investigated By
|Facitiey Jrecttiey Investigations/Findings
[tocation Jtocazion HOE00 SR
Jab Title
Last Visited On Qi
Lacation f
= Pl
T TR TR R, TTETTTE
[necident 1o n | [incident Dare | [rncident nvolved | [servics
Hnvestigations/Andings
{ Open Field Properties (already open) f
R T L e E——————_ R o M“l

3. Moaodify the field width or position via the Field
Properties

The position and widths of the Display fields can also be
modified via the Field Properties of that field

O Click on the Detail or Page Header field to display its
Field Properties

Modify the following in the Field Properties window:

@® Label Left/Width/Alignment: These fields enable you to
change the Page Header position, width and alignment e.g.
centred, left align. You will find these under the Label
Properties section

© Field Left/Width/Alignment: These fields enable you to
change the Detail position, width and alignment e.g.
centred, left align. You will find these under the Field
Properties section

O Press Apply

Select Layout: |0 Dutcone v)

Layout Settings || Helper Fools

i

Incidents by Outcome hf-\lnl)rnpﬂrnﬁ—g_mf
Page Header | ]| Reset to Default ~B ¢
T TR e e =t

....... @ 1
e Tume IQ Age. ”:hm;alqu - 9 - E
— [ | Reset 1o Defaurt | = Please note: The foat stzes far the greuping felds se Larger an ] rest E

RN TN

i

[N A A RN A R R RN AR T A KA F ==
dent | [ || Gender | fmmary sk r
Suaten | T | L Remove o] 2

PR il gl o P _.._Lf-‘j
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P — v -
-
7
!' oklents by Outcome Field Properties v
Page Header | [ Reset to petaun e [ N ¢
[EX ENES INES ENEX ENES ENEN TS DNEN TR KNEL - IXRE TN IR ENRETY bt S ) 9 | ENEF -1
[ sk |[ B Gender | [Summary o i ~ ;
| e | [ mres Fiald preparties I ;]
unemy:  [sas =
Grouss | ]| et 1o Detaut | * Plasse note: The fat sices forthe srouping feds are arger anf] it (om) 1.5 e
[ e q
R WS TN EWE NN TN TN FW R Ty NN O O IR PO =z
|sveris Savarty e v (]
o =
—— 8 e [ i
(ER TRES TN TNEY TREY THEN THRS ENTN TIEY ENET TRS TN L TR TRLTY (W | DT
v
[ e | ® Gender | [gummary colour v |
|__Dstermene | nan | [cEnical Aves BAmIVE L |

il ity oot oy B i it it W

4. Move a field to another row

If you need to move a field from one row to another, this
needs to be done via the Field Properties in the same way
you do for the Report Group fields

O Click on the field that you wish to move in either the
Detail or Page Header sections to open its Field Properties
window

@ Enter the Row number

© Press Apply

| Pageteader | [ Resetto pefauit |

5. Remove a field

If you need to remove a display field, this needs to be done
via the Field Properties

O Click on the field that you wish to remove in either the
Detail or Page Header sections to open its Field Properties
window

® Press Remove

e  Press Ok to the pop-up message “Are you sure
want to remove this field?” if you wish to proceed

© The field in both the Display and Page Header sections
will be removed

1
Y
D R TN RN SRR ENEN - R AN - KL TR KNS TEE N SR IR TN RE AN 4
[ nece | [0 |[ cender | [pummar |
[ omermime | [ Aee | [peveriy (1] }
4
el Wl e e S e s F e
‘mwm Acurity Health Groy
i
[ page esger || Raset o patau | r
| ENEE FENEX NN TN NS KN Il [ w " Field Properties * ‘f'
o © | ovtabase ek Outcome
' ' ‘ ' etz ey =
CoteTine: [ ] P p
[Eeverity M Lengh: 13 -
— e
oo | « Please e 9
= B S
[ o |@ 5
S T e N W W W TN T R TR T =,
[ | [ | [ Geie | ey -
i or
[Eeverity

T e oW T F e T e T

Note: You cannot drag and drop a field from one row to another.
As is with Report Groups, if there is a blank row at the end of the
Details/Page Header sections, it will disappear once you save the
report. If there is a blank row in the middle of the Detail/Page
Header sections, it will remain when you save the report. You will
need to move your fields around so that the blank rows appear at
the bottom of the Detail/Page Header sections

5
i
4
z

%Im:idenu by Site
| pagemeader || Reset to petaun |
Field Prop
DR ] 1203048 R RN BN )
Database Field: Outcome
[ inadent o [ cender | fummary P o
[ osertime | I | 1 i
MaxLength: 13
| Groups | [ Resetto Defauit | * Please note: The font sizes for Label Properiics
Text: Severity
(AR NN TERE TNEE KRN TR SRR RN ENRK
Left (cm}:
[site jSite
Whdth {cm) 115
Text Align: Left e
Detail = o -
i 4-1:2-1-3:-1-4-1-5-1-8°1-7-1-8-1-:89 Font Size: AT
Incident D Gender | [ Bald: 0
[ [ | [urmmary . o
Tralic:
[owwime | (I e | )
Remove | Apply
oy sie - hy
l ¢
{
h—_...u.m., = :
| incidents by site X
*
Page Header  [#]  Reset to Default N
r |
(R A KRR R KRN KRR TN AN N KNS XY T KA KN F Ik KA T T - TRk TN AN KRR THRE T3 §
3
I Gander | [Fummary | G g
[ osertime | e | 9 Speciaty (
*
Grow Reset 1o Defauk | Please note:
| orows @ Defauk | J
4
[ A RN RN KRN KRR TN AN N KR K TS T KA NIk KA TN - TRk T K KNI T KF T
= ¢
r
Datail 2] {
-
S R A Y A A R W A W - K T N T KT T i KN P T
[ e |1 Gender | [summary | [cmist s ':
*
[ oaterime | | Specalty (4
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6. Modify the label of a Display field

The label of the column header for a field is done via the

Field Properties

O Click on the field in either the Page Header or Detail
section to open its Field Properties window

@ Enter the new label in the Text field under Label

Properties

© Press Apply - the label will be changed in both the Page

Header and Detail sections

e  You may need to adjust the width of the field that
you have re-labelled and also move the other

fields to new positions (as in the example below)

‘!nddanu by Site f
*
I Page Header ‘ Ihs-_lh)[)d‘nult‘
Field Properties ¥ :!
IR ENEE TR TARY SRR SN RN NS AN ENEN XN 7
Database Field: Outcome *
inadent | [ | [ Gender | [summary original Label:  severny A r
Datermime | [ ae |y @D AvgLengih: 6 4
Max Length: 13 _‘]
ton
—e
| Groups ‘ Reset to Default ‘ * Please note: The font sizes fo{ | abel properties
) ENEY (NS ENEN TN RN [every 1] ]
e am
site fsite (
Width (cm): 115 #
T e o *
[ 1 2:1:3 4 O D & 8 - 1| Font Size: 71 g
Incident ][ ] Gender | [Summary Bold: O
e A
Date/Time | [ Aee | [peveriy n b ]
Remove Apply i

| Incidents by Site

[ Page Header | Ilns-_l!ubd‘.‘mlll

«
\.&lLO -

7. Font, style and colour changes

Field Properties
i 2 i 3 a4 i 8 1 8 1 7 1 B 1 -9 1"
Database Fiekd: Outcome
madent | [ 10| Gender | [Summary Oniginal Label: Seventy ~
Datertme | [ A | feverty Avg Length: 6 T
‘< MaxLength: 13 —\l
——
| croups [ | Reset to Default | * Please notes The font sizes fo| | abel properties
Text: Severty 9 :{
[ 7 3 3 0 7 5 (RNK T
et (o)
- B ¢
width (em): 1L #
[ oo | p— 2
5
[ 1 2" E] - 8- [] 8- AT
Bold: O
inadent | [ 10| Gender | [Summary /' o |
Cate/me | [ rae | [everty | g
Y = |j’

You can change the font size, style and colour in the detail

and header fields as listed below:

© Change the font style, size and colour of the Label
Properties. This will change the font size and style of the
label heading once the report is generated.

@® Change the font style, size and colour of the Field
Properties. This will change the font size and style of the

field heading once the report is generated.

© Press Apply

Elncidenh by Site

| page Header | [l | Reset to Default Field Properties

Database Rield: Description

1213 14 510 718 6110 1

. Snnary
/ Avglength: 24

Incident © Gender | [Summary
Max Length: 50
Date/mime age Severity
| | Row:
Groups [H] | Reset to Default | * Please note: The font sizes for the aroun e, o overries
AR ENEE TNES ERRY CN R SNRY TN SRR TNRY ENELTT Test: [summery ]
| / Left (cm) 5.25
Site Site
A— wan e
]T o) / Text Align: et W
> Font:
T2 3 a5 18 7 d/e T T o size
Incident. | D [ Gender | [summary Bald:

| [seventy fale: =

Gatertime | e

Sub-Reparts &
T S N WY ey ST N e S———

Field Properties

«

Label Properties

A

11.5

Text:

Left (cm):

Width (cm):
1

Field Properties

or v
widrh ey e 1 9
‘ Remove ‘ | Apply ‘

.

Field Properties ¥

Ttalic: [ A

Underline: O

Colour:

Field Properties 9

Left (cm): |6.25 |

Width (cm):  [11.5 |

Text Align: Left hd

ont: Courier New hd

size:

Bold:

Ttalic: ™

Underline: D

Colour: eV
X | e H Aeply ] Field properties

Incidents by Site
Incident D Summary
Severity

kugiugtlihijol
o 153

Dangerous
sac3

water on veranda at front of
Hospital
sac2

o Yo £ §

ChinicalArea

fell down lift shaft

07:57 1SR 1 Speciality

R s ....‘J R I N Ty ' PRSI f"“‘_"

Label properties
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Step @ Sub-Reports

Sub-Reports are reports that are based on the sections of a
Register form where a user can select more than one item.
These include:

Incidents: Classifications, Contributing Factors, Journals,
Associated Risks, Group Incidents

Feedback: Issues, Actions, Journals, Group Feedback

Risks: Journals, Associated Incidents, RRControls, RRAction,
RRCatalystCauses, RRAssurance, RRConsequences,
RRInvestigation

Note: Types commencing with RR relate the sub-form sections on
the Risk Entry form

Quality: Classifications, Journals, Associated Risks, Group

Quality Activities

Note: Refer to Step @, for more details on how to create a Sub-

Report

To select an existing sub-report to be included with your
main report

O Click inside the drop down list and select the sub-report
you wish to attach to your main report

® If you check Suppress Border, there will be no border
around the Sub-Report within the main report.

©The “Repeat Field Labels on Each Page” option means
that if the sub-report extends to the next page, any column
headers for that sub-report will be repeated on the next
page

® By default in the Sub-Reports section, only one row will
display. Once you select a sub-report from the list, another
sub-report row will display. You can select up to 5 sub-
reports for any Register report

- (e T R e T T s T ST L
- 3-7-2-1 - 3-1 4" 1:5-1-6-1-7 1 -8-1-9 1 10 1 -11:1-12- 1 13- 1 14 113
(1o |[rncidens naze | [Incident favoived | [severiey |[service

[summary
[snvestigationsiFindings
Sub-Reports
Suppress Barder “Eﬁgii'izr's 1
. @ - .0 O
- el ‘\r._.“ﬁ..u..p\.-—"h.....h,‘ﬂﬂ-- A \@d-a-.\_’k?_‘\r‘_qr_

Example: No sub-reports have been selected

T SURSPENE SS P EE P S RN SO

e e A e T A R A R A A i A A e SR
[incident Date | |age Group | [ncident nvoived
[surmmary
Sub-Reports
Repeat Field Labels
Suppress Border (7 Page
1. Journals SR A4L - (=]
= @ - &
.-n‘..-;“-.-"‘ﬁ_‘_d_”i.—..,“ f—*“.—-\a—-"\‘ D U T

Example: One sub-report has been selected. Notice an additional
sub-report line will display

Step @ Save Report

When you have completed customising your report layout,
and have included any sub-reports, you are now ready to
save your Report

O Press the Save button to save the report

@® Press the Close button to close the Custom Report
Layout Editor

[ — I -~

———

© You will be returned to the respective Register Reports
page and the report you just saved will automatically be
selected in the Select Layout list

Inddent Reports

Layout Choice

Select Layour:  Incidents by Facility/Location e ~ | Customise Layout

Report Type

() Standard Format (RET) @ Porrable Doc Format (POF) () Ward Documeant (DOC) () Excel Warkbook (¥L5) () Excel
- Time Selection

Rats Selection A At A Sttt o A At AP IR AN

Note: If you do not press the Close button, then the report that

you created will not be available in the Select Layout list on the
respective Register Reports page. You will need to refresh the
page to view the report. If you do press the Close button then the
report you created will automatically be selected from the Select
Layout list on the respective Register Reports page (as in the
example above)
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Step ©: Create a Sub Report

A sub-report is a custom report that when associated with a Register Report links to each Register record that is displayed in
your report (refer to examples below and on the next page)

[ Classification SR A4L v

[

Classifications ZHead Development |
Page Header Reset to Default

1 -2 -3 1 -4-1 -5 1 -8B-1 71 B 1 -8 110 1 11 12 113 14 1965 1 16 (171 18- 18- 120 1-21  1-22- | 23- 1 24 1265 1 26 1 27 1 28]

[5upergravp [incident Class Definition

.
Detail

R S R R N KA N - KRR KRR TR RN - R RS RN TN TS TS PRI RN R RN SRR~ TARF- TR SR TRRF - NRE TRRRE)|

[Supergravp [fncident Class [befinition |

Example: Classification Sub-Report used in Incidents

o Incident Sumemary Location Severny

£
&
i

a9 25 Jan 2006 Pt fell from chair. No injuries sustained ‘Ward B2 ISR 4 MINOR
General medicine
Supergraup Incident Class Definition
roaression Aouression Troe s et
Classification
sub-report
BT i wmao0s | Peteund ing on e oo W ke naled T e, T
General Medicine
unlamqp-:w B T e e T o Wy Lo Sy 0L VW vy .‘.r‘“J-t
Example: Incident Report showing a Classification Sub-Report
Select tayout: | 1550e 21 5% = [ swe [ new [ ome | odee || e ||
Created on § Jan 2012 by System Manager (Manager)
Lot acte .1 A 2020y Sycem Manaper (ange
iI-uel lllaidncvclnpmaml
i
page Header | [ | Reset to Default
o1 -2 -3 -4 B 1 -8 1 71 B0 v A0 1 A1 1 13 1 13 1 - 1 18 1 48+ 1 17 1 48 1 98- 120 (31123 1 33 1 D4 1 26 1 08 1 3T 108
G [Category hssecated radiity Jhssocated Locatan [Compiainant Objective(s) Actual Outzomels]
[ _wows [ mesttopetaan |
Detail
i s i3 3 NN RS SNEY ENES KN EL TS (ENEE F TEE  ENRE L TR T I A SN TN TS (KN RY INRY - INRY DN TRy TN KF [ANRY ]
row atenory Jssocated Facitty Jsociated Location [Complainant Objective(s) JActunl Outcomes) |
Example: Issues Sub-Report used in Feedback
(o) Date Received Opened On Date Closed First Name (Cons) Outcome
Date Acknowledged Delay: Open/Close Last Name (Cons)
Summary
12 23 Sep 2005 23 Sep 2005 (None Entered) John (None Entered)
(Mone Entered) 2597 Smith
Not happy about Mr Smiths treatment. She is his legal guardian. Not happy about foed, and said nurses were rude
Group Category Associated Facility iated Location c i Actual Outcome(s)
Objective(s)
Atmosphere/Hotel Food too hot Acacia Private Food Services Allowed to lapse by user
Cost Acacia Private (None Entered)
Treatment Acadia Private (Nene Entered) Apology < Issues SUb-report
Compensation Paid
Explanation offered
18 (N n
R i ST PP RE SE %W“«W-&—M‘M ‘_'...-‘-»_‘___,__'.“‘._ . v

Example: Feedback Report showing an Issues Sub-Report
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(Sub-Report) Actions AdL 2

T ® 10 111 i 92- 1 13+ 1 14 1 18- 1 18 1 A7 18-t 9@ 120 1291+ 1 22- 1 23| 24 1 28 128 127 1-28]

[Completed on JAction Description Jction Response |

N R O DN IR AN IR N IR AN T

P13 1 ¥4 1 18 1 18 1 17+ 1 18+ b 19 120 1211 221 231 24 1 251281 .27 1 28]

[allocated To |action Description Jaction Response |

(Sub-Report) Controls AdL

© @ - 110 1 11 1 +12: 1 13- 1 M- 116+ 1 18+ 1 17+ 1 181 10+ 120+ | +21+ 1 22+ 1 23 1 24+ 1 2651 .20 1:27-1:28]

|Last Reviewed By |Last Reviewed On Jassessment [vext Review By [Next Review On |

S [T R R F R RN S ” N TN S XN AN W KN R ENEY - BN R IEN T - TN Y- SN EY TR TNEY TNRF ZNRF 1|

|Last Reviewed By |Last Reviewed On Jassessment [vext Review By [Next Review On |

U] Hext Review Date Risk Category Risk Name

66 {None Entered) Finance and eapital Low
and capital {None Entered)
7 18 Jul 2012 Informaticn Management IT disaster recovery planning Medium Moderate (6]
IT disaster recovery planning Active Management
Control Last Reviewed By Last Reviewed On Assessment Mext Review By Next Re
Audit of Intermal services performance to criteria may be {None Entered) (Nene Entered) Review Pending {None Entered) — Controls sub-report
useful. Could be carried out by nternal Audit.

Service level Agreement reparts distributed to Bayside  (None Entered)  (None Entered)  Review Pending
GMs on 3 menthly basis

Completed On Action Description Action Response
(None Entered) Disaster recovery plans have been developed and (None Entered)

are to be regularly tested

. e ActiONS sub-report

Disaster recovery plan commisioned by Shared
Services Committes with recommendations to hire

" {None Entered) (Wone Entered)

DRP MESOUICE COMENCING Next Anancial year

Disaster Recovery plan net formalised, for urgent
attention

Example: Risk Report showing a Controls & Actions Sub-report
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To create a sub-report HelEer Tools
Follow Steps @ - ® & @ outlined on the previous pages. The Helper Tools button allows you to

When creating a Sub-Report consider the following

Align Detail, Page Header and Report Grouping fields

In Step © - Layout Settings
P v & e Select fields that are to have the same width

O Report Layout Name: If the report is only to be used as a
sub-report, consider giving it a name that indicates this e.g.
Classification SR A4L or (Sub-Report) Classification A4L,

where SR = Sub-report, A4 = Page Type, L = Landscape e Open and close various pop-up windows

e Swap the order of selected fields on the same row, in
the same section

@® Type: Select which part of the Register Form the

<]

e Vi e U B Y

; L . T [ Select Layout: | Associated Risks
information is coming from e.g. classifications in the

Incident Register. On selecting one of these options, the

fields available in the Report Grouping and Detail sections l Layout Settings HI Helper Tools I l

will include fields from these sections as well as fields from

the main Register form

© Check Hidden so the report is not available in the Select Associated Risks

Layout list on the main Register reports page. In most cases

a sub-report would not make sense if it was run as a stand- | _Page Header | [#] | Recpt to Default |

alonereport [-|‘1‘|-2-|-3‘ 4 15181718
O Ensure the Page Type and Page Size is the same as the L

4

ik o __gp. 'Y_]g?;ggogx (Level 1) N

Report you will be associating this sub-report with

© Layout Options: You will not need to check all the Layout Helper Tools ¥
options. Suggested options to check: Lo i evemznis L -
o Show Report Title: This shows the Title of the report as pieldialionment
. . . Select Fields: =
in the example of the Risk Sub-reports on the previous
Master Field: {none selected)
page align Lefts: = 9
o Show record Dotted Lines: These lines separate each align Rights: B 5
record in the sub-report Same Widths: o
' Clear Selected ] [ Apply
Layout Settings ¥
Swap Opti
Name: Classification [ 1 ep Sptons !
A Field 1: Facility
Type: |Incident [2) v Field 2: Location
Style: |E’-Iue il Swap Lefts: =
Hidden: e Swap Widths: &}
Page Options ottt g sandn _— magpeminted.
T e e e e g AT e, _V___/N-\-—'“"-u
Page Type: @ Portrait O Landscape Openy/Close Windows
Page Size: (4] ®as Oaz All: [ 3
Page Width: 19.5cm Repart Settings:
Cisplay Fields:
Layout Options
3 Group Fields: |:|
Show Report Title:
Field Properties: D AN
Show Organisation Name: 0

Show Report Lines:
v O Lock Field Movement:

Show Record Dotted Line:

KR &R

e |f checked (this is the default & recommended), it
In Step @ - Report Groups means that if you change the width or move the

. . osition of a display field in either the Page Header or
In most cases, when creating a sub-report, it does not need P play g

' ' Detai . . ,
to be grouped (as in the examples on the previous pages) etail sections using your mouse, then both the

header and field will be modified at the same time.
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e If unchecked, then you will need to modify the Page
Header and Detail fields independently

@ Field Alignment:

The “Field Alignment” option allows you to align selected
fields that appear underneath each other (useful if you
have more than one row of Details), and make selected
fields all have the same width

Example: Left Align selected fields

O Check Select Fields
@ Check Align Lefts

© Click on the fields that you wish to align. The first field
selected will be the “Master Field”. All modifications will be
based on this field

O Press Apply
© All selected fields will be aligned to the “Master Field”

@ To clear the selected fields press Clear Selected

I, [ i R . R
T T R e S ok o

{Incidents by Facility /Location i
| PageHeader | [#] | Reset to Default |
AL Vo T R TR, .G'I.HelperTuDIs ¥ -
Lock Field B i
e Field Alignment
Select Fields: o
Master Field: Incident Date
| Report Groups | [#] | Reset to Default | # Please| Align Lefts: 9 =
T e i E e ] M Rishs:
Same Widths: =
|Facilicy |lzsciiey
Clear Selected Apply zi
[tocation | lzocation B
Swap Dptions
 EEE T e Field 2: Investigations/Findings
Swap Lefts: [F
Swap Widths (]

Inudents I:Iy Famlltnyocahon‘ B T o "‘

[ Page Header | [#] | Reset to Defauilt |

e | Helper Tools ¥
Lock Field : o
= _ ncidans Tovalved ook Fid -
Field Alignment
Select Fields:
Master Field: Incident Date
| Report Groups | (3] [ Reset to Default | * Pleasel Align Lefts: [ E
B s S a s e | Alian Rights: =
Same Widths: F
|Facitiey |lFscitiey
@[ ClearSelected || apply ]
|tocating | [tocation L
Swap Options
E — - e o Field 2 Investigations/Findings
Swap Lefts: |
_ Incident Involved
Swap Widths: =
{ :

© Swap Options:

This option allows you to swap the position and/or widths
of 2 selected fields on the same row.

Recommended: If you are swapping “Display” fields you should
select the same fields in both the Details and Page Header
sections

Example: Swapping the Severity & Service Display fields

O Check Select Fields
® Check Swap Lefts

© Click on the fields that you wish to swap. Ensure you
select the same fields in the Page Header & Details sections

Note: You cannot swap fields in the Report Groups section as there
is only one grouping field per row

O Press Apply
© The selected fields will be swapped
O To clear the selected fields press Clear Selected

Note: You can also manually modify the widths and positions of
fields from any row using drag and drop

r pagenaad;_j. Rmth:l)efault
| I e s e war Fararas 2 S NI KON G I VI XIS LIS TSRS XA TR V.

E Helper Tools
Field Alignment
Select Fields: o
|| Master Fields Saverity
Align Lefts: (=]
[ The font sizes for the grouping fields are larger on the actual report.
— Align Rights: (=
ESsmEW\d(hs: & | [ T 10- 3 11112 1 -13- ¢ -14- b 18- 1 17-
[Fed | Clearselected | | Apply 1
L Swap Options
Cl Field 1: Severity
— Field 21 Sarvice
ESwspLEﬁs: 110 1 -11- 1 -12- 1 13- ¢ -14- 1 15+ 1 -16- 1 17~
Howmias 0 @ | e — | —

sl i e - e e i —

i 5 -5 4 -e. & -7 By 5. i il B 1 i3 4 15 1 36 1 1P

[y Hetper Tools ¥ ]ﬁSi_
Field Alignment fil
Select Filds:

|| Master Field: Severity
Align Lefts: =

= The font sizes for i larger on the

— align Rights: D

1= RO IS ICS I v X T & SO - SIS R IS I I ¢
Same Widths: !

e @[ ClesrSelected | [ Apply ]

L Swap Options

E Field 1: Severity

1 Field 2; Service

= (RS T E S VR KIS F SRS T TR S XN TS,
Swap Lefts:

Howpmiss 11 | — S —

B

T R i e e e T

O Open/Close Window:

e If you check any of these options, the respective
window/s will open.

e If you uncheck any of the options, the respective
window/s will close

e e

Open/Close Windows
all:

Report Settings:
Display Fields:

Group Fields:

OooooO

Field Properties:
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Link <Register> Sub-Reports

Definition: <Register> refers to any of the registers in your

RiskMan system e.g. Incidents, Feedback, Risks and Quality.

In all Registers there is a concept of linking records with a
similar theme. When you run a report that includes linked
records you have the option to “Consolidate Linked
<Register>" which means only the master record is
included in the report.

If you would also like to view the child records, you would
need to create a “Linked <Register>" sub-report.

Examples of where linking could be used:

Incidents: A Linked Incident is usually one involving
more than one person e.g. An Aggression incident.
Each person involved would have their own Incident
Record, but they would be linked together because
they belong to the same event

Feedback: A Linked Feedback could be; the same
complaint raised by more than one complainant; a
complaint and compliment received by one consumer

Risks: An organisation with multiple sites may have a
Falls Risk for each site which is managed by different
Risk Owners. Each of these risks could be linked
together

Quality: Activity satisfaction surveys where the same
tool is used on many occasions

Incident Reports
Layout Choice

Select Layout: By Location (with Group Incident SR} + | Customise Layout
Report Type
(@) Standzrd Format (RET} @ Portable Doc Format (PDF} ) Word Document (DOC) &) Excel wo

Date Selection
() all Dates @ Selected Dates

Where  Incident Date -

is from 1 Jan 2008

= =
Standard Advanced Vour report will be previswsd using Standard criteria,

[ ey classification:
[ ey Contributing Factor:
[T ey J0urnal Type:

to 30Jun 2006

[Tl ey tncident Involved:
[ ey preventability:
[ ey Faciliy:

rkboak (XLS)

Time Selection

@ All Times ©

[ Excclude Items Without Any Contributing Factors?
onsolidate Group Incidents

Incident ID{s)

”'_\""‘“ﬂ"* i . i Ao "““*-r““‘-"‘*f" ‘r,_‘-p_k--,—\ P ‘J_M,_u_" gl i, e i _'ﬂm_rwu,‘_;_’-_

(@ Excel Workbook (XLS Data Only} ©

Rich Text Format (RTF)

Selectad Times

Example: When previewing a report that has a “Grouped <Register>” sub-report e.qg. Group Incidents, then you would check the
respective “Consolidate Group <Register>" field under the Standard tab e.g. Consolidate Group Incidents

Select Layout: | Grouped Incidents SR A4L v [ save Il New Il Clone Il Delete Il Close |
Created on 31 May 2011 by System Manager (Manager)
Layout Settings H Helper Tools
Last edited on 22 Feb 2012 by Anne Hayden (Trainer)
Layout Settings ¥
{ Grouped Incidents REr=s [Grouped incidents sr A4t A ZHead Development |
E Type: | Group Incidents v d
| Pageneader |[H | Resettopefaurt | Style: | Blue v
Hidden:
A 2 v a1 41 -85 1 -8-1-7 1818140 1 11" 2- 1231 24- 125128 1 27 1 28]
[ [Incident Involved [Full Name [Severity page Options
Page Type: O portrait ®) Landscape
| Groups | [ [ Resettopefaut | *Pplease note: The font sizes for the grouping i€ page gize: @n Om
Page Width: 28.25cm
Layout Options
[ 2 v a4 5 1 B 1 -7 1 -8B 18110 1 11" 123 "24-01.25.1 .28 1 27 1 28
Show Report Title:
[ [Incident Involved Full Name [Severity ¢\ wo Name: [
Show Report Lines: O
Show Record Dotted Line: v

Example: Group Incident Sub-Report. The fields available to include in a Grouped <Register> sub-report will be those from the main
Register Entry form - in this example that would be the Incident form fields
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Excel™ Reports

There are two options for exporting data to Excel in
RiskMan, determined by your Report Type chosen on the
report configuration page:

o  Excel Workbook (XLS Data Only), and
e  Excel Workbook (XLS Grid Format)

The XLS Data Only option will put your data into a ‘flat’
format (i.e. 1 row per record). You will need to create a

Layout specifically for exporting your desired data.

It should be noted that the XLS Grid Format output option
will not export any data from sub reports included in your
report layout.

Exporting to Excel using the “XLS Data Only” output

If you wish use the XLS Data Only report type, you will need
to create a report layout that contains all your fields on one
row. You can select up to 30 fields to be included in the
report.

The following will not be exported to Excel™
e Report Title & Organisation Title

e Layout Options & Colour schemes from the Report

B ARiAL 10 - [A ) ] | Siweore Gentral
— a copy
e B Y- E 0 A EEEEE| Dmepeacente | |5 % 0| W
Clipboard 3 Alignment Humber
AL e o[ 89
) ViewReport asp [Read-Only] {Compatib - = x
A B [ [} E F H 1 d K LM [ N
1 [ Jan 2006 0940 6010 89 ISRAMNOR  Acacia Prnvate General Pt fell from chair. Mo inuries sustained
2 T 1Jan 2006 0015 901099 ISRAMINOR  Acacia Private Ward A General Pt found fying on the floor. No injuries noted
3742 30Jan 2006 0030 701079 ISR 3 MEDIUM  Acacia Privats Vitard A General Pt found in bathroam on the fioor fitting
47143 3Jan 2006 (Hone 0w ISRAMNOR  Acacia Private Operatis Onthrop:Inappropriate equipment available s0 unable to perfan| =
5744 4Jan 2006 0830 TOt079 ISR4MINOR  Acacia Private Vilard B Orthrop: Pt give anather patient medications.
6 "M5  4Jan 2006 0830 901099 ISR 3MEDIUM  Acacia Private Vifard B Orthrop: F1 was given incomect tablsts oxycontin 10mg. HUM
7746 3Jan2006 1350 301039 ISR4MNOR  Acacia Private Vifard A ObstetriPt gven wrong medication
8 1153 5Jan 2006 1930 901099 ISRAMINOR  Acacia Priate VWard A Ganeral Pt absconded from hospdal. Brought back to hospite
9 "6 5Jan 2006 1830 901099 ISRAMINOR  Acacia Private Ward A General Found patient on floor na injury sustained
107166 TJan 2006 1715 801089 ISRAMINOR  Acacia Private Vitard A General Pt fell whilst gong to the toliet
117167 9Jan 2006 14:00 100 plus ISR4MINOR  Acacia Prvate Ward A General Pt found on flaor 7 Sipped out of chair
e, S JE0 TS | | SRAMNOR  Acscpriate  Ward B ONYR P cpdendig pugide e hoser |

Settings
e Page Headers
e  Charts

Sample “XLS Data Only” output

It should be noted that the XLS Data Only output will not
export the names of the fields you have exported as column
headers in the resulting spreadsheet.

The XLS Grid Format option is designed to utilise your
existing layouts, and will export your data with the grouping
used in the layout, and will include column headers.

L d - = Inadentsnagshots
o e age uias s Rede -
B w -l Genenal
Brg- @ s 4 9
€748 - 5
nEE A B [ 2 E
+ RN Faciity : Acacia Private (23)
+ L] Facisty : Begonia Day Surgery (40)
= 57 racimty : Eucatyptus Lodge (23)
¥ 539 Location : AC1 (39)
= 580 Location: AC3 (25)
- 5 0 Date
- |58z ty 7
583 e a 71 |8 et
584
585
536
547
£ap

Sample “XLS Grid Format” output

Consider the following when setting up your report:

1. Inthe Report Settings set the Page Type and Page Size
so that you can fit all the fields on one row

2. Inthe Details section drag & drop up to 30 fields on
Row 1 (only)

Tip: Each time you add a field, make the width of the
field as small as possible so you can still recognise what
the field is - you may also wish to relabel the field e.g.
“Incident ID” to “ID”
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Note: The field width and gaps between fields are ignored when exporting to Excel. Each field will have its own cell in the spreadsheet

and there will be no empty cells

| avout settmgs | nietper vooks |

(R RS TR TERY ENEY TNEY TN SRR CNEN KNEL TN EE DR - IR SR TR
st ot pie e

R R AR TR KN N TN R AN KRN A TR KR SR - KR EET

eveie] acity_focaion S | Summar_|

[BeelBopar

Shaw Report Title:

Shaw Organisation Name:

Example: Incident Report configured to output to Excel™

[rdent— I¥]
e =
(m]

® portraic. O Landscape

®m O

19.5em.

2]

=)

&

1)

Inddent Reports

Selact Layout: |Excel Raport

E[cnsh-niselaym.t

() Standard Format (RPT) () Portable Doc Format (FOF) () Word Document (DOC) ) Excel Workbook (xmql@ Exccal Workbook (XLS Dats Dn\y]lo Excel Workbook (XLS Grid Format) () Rich Tasxt Format (RTF)

9 Jan 205& 1830 T0to 79
i

ISR 4 MINOR Amca Ewate Ward B OrthmE Pt Hﬂg Eanderin outside the hospital

- Microsoft Exc
/ Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat
R e 1 ) E—— Nornai
133 Copy
Pasti === - Conditi | Format i
S Fomat Painter | (B £ W[ E7][ O A [ = = Efmerge & center - | [ - % 7 | o
Clipboard F} Font [} Alignment [} Mumber F}
Al - fe| 89
ViewReport.aspx [Read-Only] [Compatibility Mode] = = X
: B c | D E F | 6 | H | 1« | g | K| L ]| M| N
an 2006 09:40 80to 89 ISR 4 MINOR Acacia Private Ward B. General Pt fell from chair. No injuries sustained
an 2006 00:15 90 to 99 ISR 4 MINOR Acacia Private Ward A General Pt found lying on the floor. Mo injuries noted

30 Jan 2006 00:30 70to 79 ISR 3 MEDIUM  Acacia Private Ward A General Pt found in bathroom on the floor fitting
3Jan 2006 (Mone Oto 9 ISR 4 MINOR. Acacia Private Operatir Orthrop: Inappropriate equipment available so unable to perfor
4 Jan 2006 08:30 70to79 ISR 4 MINOR Acacia Private Ward B Orthrop: Pt give another patient medications
4 Jan 2006 08:30 90to 99 ISR 3 MEDIUM  Acacia Private Ward B Orthrop: Pt was given incorrect tablets oxycontin 10mg. NU
3Jan 2006 13:50 30to 39 ISR 4 MINOR Acacia Private Ward A Obstetri Pt given wrong medication
5Jan 2006 19:30 90to 99 ISR 4 MINOR Acacia Private Ward A General Pt absconded from hospital. Brought back to hospitz
5.Jan 2006 18:30 90to 99 ISR 4 MINOR Acacia Private Ward A General Found patient on floor no injury sustained
7Jan 2006 17:15  80to 89 ISR 4 MINOR. Acacia Private Ward A General Pt fell whilst going to the toliet
9Jan 2006 14:00 100 plus ISR 4 MINOR Acacia Private Ward A General Pt found on floor ? Slipped out of chair

Example: Incident Report exported to Excel™. When exporting to Excel™ check the “Excel Workbook (XLS Data Only)”

output option to ensure your report is exported in a spreadsheet format
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