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INTRODUCTION

This reference guide is aimed at Administrators who will be responsible for configuring and maintaining the
RiskCat set of classifications to be used with Incident Entry and Incident Reports in RiskMan.

What is RiskCat?

RiskCat is the tool which provides users entering incidents with the ability to select the nature of an incident
e.g. Aggression, Falls, Medication Errors, Infection Control, Injuries, Pressure Ulcers. These listings are

grouped up to 3 levels:

e Supergroups (top level)
e Classes (second level)

e Definitions (third level)

Your RiskMan Administrator has full control over the
content and layout of your RiskCat and a remapping
tool to enable you to re-map existing posted and/or
unposted incidents from old classifications to new
classifications

The administration and management of these
classifications is done through the ‘Classification
Editor’ tool which includes the following options:

E] (] substance abuss
D E @ SubstncaType

(@] Used By

ZE] () sbsconding

Classification Editor

Control Panel

o the "Classification Remapper’

Goto the Classification Exporter’

e Ability to add new, delete existing, or rename Supergroups, Classes and Definitions

¢ Design the layout of the RiskCat by changing the order in which the Supergroups are displayed as

well as the order in which the accompanying classes and definitions are displayed within each

Supergroup

e Specify the text and background colours for each Supergroup (and accompanying Classes and

Definitions)

e Specify which Supergroups are not displayed for specific “Incident Involved” types

e Ability to re-map existing unposted and/or posted incidents to new supergroups/classifications/

definitions

Note: If you wish additional customisations that are not available in the standard Classification Editor e.g.
certain incident fields or sections are only displayed based on a selected classification, please contact

support at RiskMan - support@riskman.net.au
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THE CLASSIFICATION EDITOR

How do | access the Classification Editor?

The ‘Classification Editor’ can be accessed by selecting Administration -> Classification Editor from the
menu.

How do | add a new Supergroup?
Option 1: Placing a new Supergroup at the bottom of the list of Supergroups

1. Click on the Add New Supergroup @ button

2. A Supergroup label ‘New Supergroup’ ® will be added to the bottom of your Classifications list.
Ensure that this label is selected (if not, double click the label) and enter the Supergroup name
Check mark the Supergroup to make it active

4. Press Save Changes Now © when ready to save

[
Control Panel tE] [# wezpons
| Review RiskCat Selector . .
o Revien RIekCat Selecter, . [ (& Used By
| Collapse All, . E [w#] Fou nd By
-, T 5.ocrorous
I | Add New Srﬁgmp_. I o
—— . i
| frsSuneromup Suter : There are Unsaved Changes.
| Goto the 'Mandatory Class Editor’, : 3
- H Sawve Changes Mow
Goto the 'Classification Remapper’ I
" Goto the 'Classification Exporter’ g _‘Mgﬁ
-

Option 2: Place the new Supergroup above or below a selected Supergroup

1. Highlight the Supergroup in the list @ where the new Supergroup is to appear above or below it, and
the ‘Control Panel’ will expand to display extra options

2. Click on the respective Insert Supergroup above the selected one @ or Insert Supergroup
below the selected one © link. A new label ‘New Supergroup’ will be added to the list. Ensure the
label is selected (if not, double click the label) and enter your new Supergroup name
Check mark the Supergroup to make it active

4. Press Save Changes Now @ when ready to save

:El ) sggression You have selected a SuperGroup E [ Aggression Context

[# (@) Aggression Type g You may: FijMew Supergrouniiill
(o] mew o J Insert Supsrgroup abowve the selecred ons. I e

. |#| Substance Abuse
. [&l | Aogression Context —
Bl (¢ GBubstance Abuse .
o) Suelanes e = . There are Unsaved Changes.
[l | Substance Tyoe H

|#| Uz=d By E ‘W—CWQES Mo 0
|#¥| Found By B e T —
— R
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How do | add a new Class?
Option 1: Place a new Class at the end of a Supergroup listing

© Highlight the Supergroup in the list where the Class is to appear under and the ‘Control Panel’ will
expand to display extra options

® Press the Add a new Class on the next level button and a new label ‘New Class’ will be added to the
bottom of the list.

FalNew ClassI

Ensure the label is selected (if not, double click the label) and enter your new Class name.
Check mark the new Class to make it active

© Press Save Changes Now when ready to save

.4 =] My Workspace - Management ~ | Administration - Analysis -~ Help ~ Log Qut USER: System Manager {Manager}

Classification Editor -

[ |#| Aggression Type
[ new
3] |#] Aggression Context
Bl (&) Substance Abuse
H [E3] |#f| Substance Type
|| Usad By
H || Found By
+E] (v Eider Abuse!
H [ (@) Tyoe 0f Abuse
[ [#) Alleged Offender
[ [#) Confirmation Level
[ (| Relationship of OFfender
i e ) )
1B () absconding
: [ (#) Abscond Type
[ (#) abscond Context
1Bl [ skin Integriy
i [ [ Pressure Ulcer
H |##| Skin Tear
1B o Falls
[H [« Fall Type
2] J
H O
Bl ) 1rfection Contrel
: [ [ sharps/skin Injury
[ (4 splash
[ |#| Exposure
EEI |##| Diagnostic
: [H () 1ncorrect
B (#) Missed
[H (¢ Delayed
[ ¥ 1rvestigation related
: [H (¥ other
Bl [ Clizns Mgt

Control Panel

| Review RiskCat Selecton
P e

Collapse All,

E d Al
voand A

| 224 Mew Supergroup.
e et

| Goto the 'Supergroup Sorter'

4 Goto the 'Mandatory Class Editor’.

| Geto the 'Classification Remappe

| Geto the 'Classification Exporter’

There are Unsaved Changes.

Save Changes Now e

| Cancel Changes.
R

You have selected a SuperGroup
2 ou may:

1 4 Insert Supsrgroun above the seleced ons.

2| |nser Supsrgroup below the selaced one.
HE

] 205 = new Class on tre rext lzuel, 9

" Delete this SupsrGroun.

El | -Rename this supergroun.
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Option 2: Place a new Class above or below a selected Class within a Supergroup

© Highlight the Class in the list where the new Class is to appear above or below it, and the ‘Control Panel’
will expand to display extra options

@® Click the respective Insert a Class above the selected one or Insert a Class below the selected one
link. A new label ‘New Class’ will be added to the list.

Ll M

Ensure that this label is selected (if not, by double click the label) and enter your new Classification
name

© Check mark the new Class to make it active

® Press Save Changes Now when ready to save

.4 =] My Workspace - Management ~ | Administration - Analysis -~ Help ~ Log Qut USER: System Manager {Manager}

Classification Editor -

[ [#) Aggression Type
[ new
[ (¢ Aggression Context
Bl (&) Substance Abuse
: [E3] |#f| Substance Type
|| Usad By
H || Found By
tB] () Elder abuse

[H (| Confirmation Level
H [H (| Relationship of Offender
1B () absconding
H [ (¥ abscond Type

[ (#) abscond Context
1Bl [ skin Integriy
i [ [ Pressure Ulcer
H |##| Skin Tear
1B o Falls
H [H [« Fall Type
2] J
H o
Bl ) 1rfection Contrel
: [ [ sharps/skin Injury
[ (4 splash
[ |#| Exposure
EEI |##| Diagnostic
: [H () 1ncorrect
B (#) Missed
[H (¢ Delayed
[ ¥ 1rvestigation related
[H (¥ other
Bl [ Clizns Mgt

Control Panel

| Review RiskCat Selecton
Fa

Collagss Al
Expand Al
| 224 Mew Supergroup.
20 Hews Su
[ Goto the 'Supergroup Sorter'

y Goto the 'Mandatory Class Editor’.

| Geto the 'Classification Remapper’

| Goto the 'Classification Exporter’
a4

There are Unsaved Changes.

Save Changes Now e
¥

| Cancel Changes.
e

You have selected a SuperGroup
2 ou may:

1 3 Insert Supsrgroun above the seleced ons.

| Insert Supergroup below she selscred one.
"

kl Add 2 new Class on the next level, e
kl >

_" Delete this SuperGroun.

El | Rename this supergraus.
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How do | add a new Definition?

Option 1: Place a new Definition at the end of a Class listing

© Highlight the Class in the list where the Definition is to appear under and the ‘Control Panel’ will expand

to display extra options

® Press the Add a new Definition on the next level button and a new label ‘New Definition’ will be added

to the bottom of the list.
#| New Definition;
Ensure the label is selected (if not, double click the label) and enter your

© Check mark the new Definition to make it active

® Press Save Changes Now when ready to save

new Definition name

[H [ sggression Type
|#| new
E2] |#] Aggression Context
EE [#] Substance Abuse
H [ |#] Substance Type
|##] Used By
H |#| Found By
1B ¥ Elder 2buse

Bl v Typ= 0F Abuzel
#] Physical
[+ Verbal
¥ Financia
[ Sexual
|##] Spiritua
[##| psychological/Emoricnal
[#] Neglec
o e §)
[H [ Allaged Offender
[H [#) confirmation Leval
: [ [ Relationship of Offender
1Bl @ Absconding
H [H [ 2bzcond Type
[# [#) Abscond Context
i ) Skin Integrity
D [ (¢ Pressure Ulcer
H ) Skin Tear
1B @ Falls
H [ [ Fall Type
3] (]
H o
iB] (@ trfacsion Control
[H [« sharps/skin Injury
[H [« splzch
[ (¢ exposure

:E [# Dizgnostic

4 = ] My Workspace ~ Management -~ | Administration = @ Analysis ~ Help ~ Log Qut USER: System Manager {(Manager)
Classification Editor =
'E|£\Aggresso'|A.

Control Panel
| Review RiskCat Selecror.
JEevien RiskCat Selecror.
Collazse &1,

| Expand All

| Add New Supergroup.
&

‘Goto the 'Supergroup Sorter'

Goro the 'Mandatory Class Editor’.
&

| Geto the 'Classification Remapper’

| Goto the 'Classification Exporter’
4

There are Unsaved Changes.

_Szve Changes Now e
aQ

Cancel Changes.
a—

You have selected a Class

1 You may:

3| insert a Class above the selected one.
_

% | Jinsert 2 Class below the selected one.

" 403 = new Definition o the nexs level. e

4 Delete this Class.

1| | Rename this Class.
D e

1 |coll 1l Cl .
1| collapse =il clzsses,
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Option 2: Placing the new Definition above or below a selected Definition within a Class

© Highlight the Definition in the list where the new Definition is to appear above or below it, and the ‘Control

Panel’ will expand to display extra options

@® Click the respective Insert a Definition above the selected one or Insert a Definition below the
selected one link. A new label ‘New Definition’ will be added to the list.

| Hew Definition;

Ensure the label is selected (if not, double click the label) and enter your new Definition hame

©® Check mark the new Definition to make it active

® Press Save Changes Now when ready to save

4 > ] My Workspace ~ Management - Administration -

Analysis - Help - Log Out

USER: System Manager (Manager)|

[H [ sggression Type
|##] new
[H [ sggression Comesxr
1B [ substanca sbuse
H [E &) Susstance Tyze
|#] Used By
H |#f| Found By
1B [ Elder abuse
H E] (@) Tyoe of Abuse
[FilNew Definiton]
[ Verbal
[#| Financial
o] Sexual
[ Spiritua
|| Psychological/Emational
|| Meglect
[H (¥ Alleged Offender
[H ¥ Confirmation Level
: [H (¥ Relationship of Offender
1Bl @ Absconding
[H (¥ abscond Type
[ @) Abscond Contex:
YE] [ Skin Incegrity
: [H @) pressure Ulcer
H |##] Skin Tear
1B v Fals
H [ (&) Fall Type
2] o
H (]
(B (@ 1nfaction conerl
[ [ sharps/skin Injury
[ ¥ splash
[ [##| Exposure

‘B [# Dizcnoste

Classification Editor

Control Panel
Revisw RiskCst Selecior
Faae
Collagzz &/l
| Expand All.
| 224 Mew Supergroup.
FaE

| Geto the 'Supergroup Sorter'

| Goto the 'Mandatory Class Editor’.
o

| Goto the 'Classification Remapper’

Goto the 'Classification Exporter’
-

There are Unsaved Changes.

| Save Changes Now o
S

| Cancel Changes.
e

: You have selected a Definition
t You may:

H " Inzert 3 Definition above the selzced one.

: [ ansert 2 Dsfiriton belowsche selecred an. e

Delete this Definiticn.

3 " Rename this Definizion.

-
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Mandatory Classes Control Panel

There is an option to allow you to specify if a gl Review RiskCat Selector

Supergroup/Class combination is to be a mandatory selection J Collagse All.

if it is displayed in the RiskCat | £mand Al
A_—'

Il 22d New Supergroup.

‘,' Goto the 'Supergroup Sorter’

O Click on the Goto the Mandatory Class Editor link in the
‘Control Panel’ of any of your Classification Editor pages

A new Mandatory Class Editor page will be displayed

I I. Gote the 'Mandatory Class Editor’, I o

Il Goto the 'Classification Remapper’

‘,' Goto the 'Classification Exporter’'

® Check mark the Classe/s that are to be mandatory if visible
in RiskCat at the time the incident is being entered

Mandatory Class Editor =

|##| Aggression Context

= Elsubstance Abuse
H || Substance Type

|| Used By
] Feund By

{Eleider abuss 3
: [ Type OF Abuse ; Control Panel

|_] Alleged Offender

[] Confirmation Lavel

| Review RiskCat Selector,

H [ Rlationship of Offender 1 | Geto the 'Classification Editor',
:EI-‘“JSW"dI "?A o 3 A | Goto the 'Supergroup Sorter'
H | Abscond Type ]

[ Abscond Contexr 3 | Goto the Classifieation

= El skin Intagriny
- || Pressure Uleer

: [ Skin Tear : There are Unsaved
iBlras : Changes.

H [ Fall Type 1

= Elinfection Contral : Save Changes Now

H [ Sharps/skin Injury : JESREEREE

H ] Selash | Cancel Changes.

H [ Expasure
= El piagnostic

[ Incorrect
|| Missed
|| Delayed
|| Investigation relazed -
© Click Save Ch anges Now when I’eady to Classification Supergroup Sorter
save s g T ————— o
Iﬁg‘!sﬁbﬂ a @Ekin Integrity ﬁ"a\uud Matters %mmum:ahcn E
Next you need to enable the Supergroup s (s e eotreen
3 |cer Abuse *+nfection Control \natomical/OHS
as Mandatory. 5 e E—
_ Sverca
O Click on Goto the ‘Supergroup Sorter’

in the Control Panel

Supergroup Details

Hide the selected Supergroup when
Text Color ‘Incident involved' is of these types
Change Color

; [ Clane colr | Hini: Helé <Cirl> o select mulinls s, |mava/Clian:
© Select the Supergroup you chose in the p— g
Color _Cllzngz Color i;amg?uw
Mandatory Class Editor e Text Retsreaverer
ity oy

Supergroup Initial State | Expanded To Class ¥

O Put a tick in the When shown, an entry in
this supergroup is Mandatory checkbox

¥/ \ihen shown, an entry in
this supergroup is Mandatory.

Supergroup Title Alignment

" ¥ou may only selact one item from this Supergroup.

Control Panel
@ Press Save Changes Now when ready to i sk sl There are Unsaved Changes.
save |-Geto che "Mandatory, Class Editor, i 5ove Changes Mow. e
A Goto the "Classification Editor’. 4 Cancel Changes.
4 Goro the "Classification Remapper’
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How do | rename a Supergroup, Class or Definition?

Option 1:

© Double click the existing Supergroup, Class or Definition and enter the new label name
@® Press Save Changes Now when ready to save

Option 2:

© Highlight the Supergroup, Class or Definition in the list

@® Press the respective Rename this Supergroup, Rename this Class or Rename this Definition link in
the ‘Control Panel’ and enter the new label name

© Press Save Changes Now when ready to save

EB = ] My Workspace ~ Management - Administration ~ Analysis -~ Help ~ Log Qut USER: System Manager (Manager)
Classification Editor 2
.Elgmggrmm‘.
[ [ sggression Type
|##] mew :
[H [#) Aggression Cantext ] Control Panel

1E] @) substance Abuse | Revisw RiskCat Sslacor

A ER REAL SRRt
[ [ Substance Type H i
) Used By ] Collagss all,
: ¥ Found By : | Expard All
B i Elder 2buse ] -
El (#) Tyee OF Abuse | 422 New Supergroup.
) Physical E Goto the 'Supergroup Sorter'
¢ Verbal ! e
|##| Financial s 4 Goto the 'Mandatory Class Editor’.
¥ seal | Goto the 'Classification Remapper’
. Seto the 'Classification Rema
|##] Spiritual H
[#) Psychological/Ematicnal | Jeoo the ‘Classification Exporter’
[#] Meglect :
[72] e Definitoni : There are Unsaved Changes.
[ [ alleged Offender H | Save Changes Now e
[H [#) confirmation Level -

: [H [#) Relationship of OFendar H Cancel Changes.
1Bl @ Absconding
H [ [#) Anzcond Troe

You have selected a Class

1 You may:
[H (] Abscond Context ;-
S| E T — - 3 Insert a Class above the selected one.
[H (&) pressure Ulcer E Jnsert & Class below the selected ane.
H ] Skin Tear i
Ho[ e £dd 2 new Definition on the next level. e
[H [ Fall Type | pelete this Clacs.
[
: =) . 3 Rename thiz Clazs.
+ B (@ 1rfecrion Control 2| Jl.collapse =l Clazzes,
[ (¥ Sharps/skin Injury ]
[H [« splzch
[ (¢ exposure -

:El ¥ Diagnosiic
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How do | delete a Supergroup, Class or Definition?
© Highlight the Supergroup, Class or Definition in the list

@® Press the respective Delete this Supergroup, delete this Class or Delete this Definition link in the
‘Control Panel’

© A pop-up message will ask you to confirm or cancel the deletion. Click OK
® Press Save Changes Now when ready to save

Note: The pop-up message asking if you wish to continue with the deletion process will not display if you
are deleting a Definition. The Definition will just delete from your list

ne w0 My Workspace ~ Management ~ | Administration = = Analysis ~ Help ~ Log Qut USER: System Manager {Manager)

Classification Editor =

[H (v sggression Type

(o] new
[ [ Aggression Cemext Control Panel

1B (@ substanca Abuse | Bevien RiskCat Selecior
[H [ substance Type

¥ Used By ] Lcoliagee all,
) Found By | £xpand Al
: - e
1B ¥ Elder Abuse : .
H El [#) Tyee= OF Abuse o | Acd New Supergroup.
o Physical  Goto the 'Supergroup Sorter!
¥ Verbal
[##| Finzncial _ Goto the "Mandatory Class Editor’,
) Sensl sites.riskman.net.au says : Goro the Classification Remapper’
|##| Spiritual :
¥ Psychological/Ematienal Are you sure you wish to delete that Class? 1 “' Goto the 'Classification Exporter’
[w#| Neglect :
[P e Definiioni e n Cancel ¢ There are Unsaved Changes.
[H (¥ slleged Offender : | Save Changes Now e
[ (@) confirmation Level . _
[H [ relationship of OFender ¢ Cencsl Chenges

+E] (¥ Absconding

: You have selected a Class
[ [ abscond Type |

1 Vou may:
[H [ abscond Context i ¥

Bl @) skin Integrity

1| lInzer a Clasz above the selecrsd one.
1

B @) prescurs Uleer 3|l insert a Class bolow the selected cra.
H ¥ Skin Tear =
1B ) Falls {1 Add 2 news Definition on the neu level.
: H g rel Tyve " Delete this Clazz. e

[

(] 1  Rename (s Class.

EE [##] Infection Control E  Collapse all Clsszes,

[ (¢ sharps/skin Injury e

[H [ splash

[ (¢ exposure
=B (¥ piagnostic
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Can | change the layout of the RiskCat?

The order in which the Classes and Definitions appear in your RiskCat, as well as which Supergroup and/or
Class they appear under can be done via the ‘Classification Editor’ page.

Re-arrange Supergroups, Classes, or Definitions

The layout of the Supergroups, this needs to be done via the ‘Classification Supergroup Sorter’ page
Definitions cannot be moved independent of the class they are under.

To reposition the Classes

O Click on the respective Class in the list

@ Click the E symbol next to the Class and drag it over the class you want it to appear under and drop it

© Release the mouse and the respective Class or Definition will be re-positioned accordingly

There are Unsaved Changes.

O Press Save Changes Now when ready to save :[==—=u |}

H Cencsl Changes.

Note: You can move a Class to appear under a different Supergroup and that Class Definitions will be
moved along with the Class to the new position.

El [# Elder Abuse El (¥ Elder Abuse

|-u_l"| Type Of Abuse o W BRA

[+] \#*| Relationship of Offender

RLDatix

| AAA | Mew Class

| New Class [+] | &lleged Offender
(6 (44, Aileged Hender @ Tvoe Of sbuze (€))
[+] f-Zonfirmation Level [+] \#*| Confirmation Level

[+] |#*| Relationship of Offender

16 April 2020 / Classification Editor

Page 11 of 26




CJRLDatix

RISKMAN REFERENCE GUIDE TO CLASSIFICATION EDITOR

To reposition the Supergroups

© Click on the Goto the ‘Supergroup Sorter’ link.

@ This will take you to the ‘Classification Supergroup Sorter’ page

© To move a Supergroup, click on the

O Press Save Changes Now when ready to save

icon next to the respective Supergroup and drag to the desired position

Control Panel

Revisw RiskCat Sslector

2dd Mew Supergroup.

'Supergroup Sorter'

Goto the 'Mandatory Class Editor’.

nggresson
Fsubsrance aouse
er Abuse

Classification Supergroup Sorter

Eatacaning Ehissaation
ki iy Hlood Martars
Srais Fepharmacy
Whntaction oaterice
& sy

&

Eemer cal

osersonsivamars

ormmurication & isputes

&

Hhiscellaneous

Supergroup Details

Control Panel

(2]

Enezsons

Gato the 'Classification R '
Goto the 'Classification Exporter’ Gt the 'Classification Remapper”
c:[.'l?-'.lgges‘tsinn

qr'.‘|:.-'Sul:rslan o Abuss
I: q[.'F.-‘Elder Abuse

€

q[.‘i:.‘SuI:}stan ce Abuse
q[.‘F.-'Eldar Abuss

Szwe Changes Mow

Iq[.‘l:-'ﬁggrﬁsion

Cancel Changes.

There are Unsaved Changes.

Can | view the changes | have made to RiskCat?

To preview the RiskCat, you can display all active Supergroups, Classes and Definitions, by clicking on the ‘Review RiskCat
Selector’ @ link which is available on ANY page accessed from the Classification Editor.

Control Panel

Leview RiswCar Selectorn o

‘"Mandatory_Class Editor',

Gata thz 'Classification Editar’.

Goto the 'Classification Remapper”

Show All
=
" Substance Abuse
Substance Type
Used By
Found By
=. Elder Abuse

AAA
Type Of Abuse
New Class

RLDatix

Alleged Offender
Confirmation Level
Relationship of Offender

= .
M Aggression
Aggression Type
new
Aggression Context

Hide Al Cancel

g -
. Absconding

‘abscond Type
Abscond Context

H Skin Integri
] in Integrity

Pressure Ulcer
Skin Tear

Falls

Infection Control

[

Sharps/Skin Injury
splash
Exposure

= i B
Incorrect
Missed
Delayed

Investigation related
Other

Client Mgt

Medication

Error Type
Medication Process

Method OF Delivery

Medical Record Management
Medication Administration

Blood Matters

Blood Issue
Blood Involved

Pharmacy

Drug Change

Dose change

ADR Docs

Change/racommended monitoring
Cease/withhold

Administration

Administrative

Initiation of drug therapy

Obstetrics
Ante-Natal (Maternal)y

] Operational Matters

Administrative / Contractual
Equipment / Instruments
Personal Property

Personal Injury
Environmental

Public liability

Other

= Y
] Communication & Disputes
Tssue Type

Issue Context

Miscellaneous

Unclassifiable
Relevant Committee
Criminal Activity
Other

Anatomical/OHS

Physical
Psychological
Nature of Injury

. __Intrapartum (Maternal) Mechanism of Injury/Disease
2naeslthe[5|a related ™ (Niconatal T
— st (e

C W
m  VWeapons

Used By
Found By
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Can | printout the RiskCat Classifications?
Control Panel

A snapshot of your RiskCat, displaying all active | Review RiskCat Selscror
Supergroups, Classes and Definitions, can be exported to  Collanse Al
Excel™ in spreadsheet format and printed from Excel™ -

‘i:-a'd All.
© To export your classifications, click on the ‘Goto the | 24d New Supergroup.

Classification Exporter’ link which is ONLY available
on ‘Classification Editor’ page

‘. Goto the 'Supergroup Sorter'

‘. Goto the 'Mandatory Class Editor’,

® To export your classifications to Excel™, click on the _ Goto the 'Classification Remapper’
icon. The classifications will display in spreadsheet
format.

Goto the "Classification Exporter’
o

Classification Exporter
| Return to the 'Classification Editor'

Cdulr'tnn Coluerﬁ'l ~=  Supergroup “= Class ~= Definttion
Edit | Delete JAbsconding lab=cond Context fssessed At Risk
Edit | Delete |Absconding labscond Context novn psychistric dizgnosis
Edit | Delete JAbsconding lAb=cond Context Mot Psychiatric Related
Edit | Delete JAbsconding lAb=cond Context Previous attempts

Edit | Delete [Abscanding abscond Cantext Successful (Campromiss)

Edit | Delete [Abscanding abscond Cantext Successful (Mo Compromiss)

Edit | Delete [absconding labscond Type |attampted

Edit | Delete [absconding lbscond Type Exit against medical advica

Edit | Delete [absconding labscond Type Exit prior to assessment

What does the ‘Classification Supergroup Sorter’ page do?
The Classification Supergroup Sorter page allows you to:
e Specify the colour of the backgrounds and labels of your Supergroups and your Classes/Definitions
e Hide specific Supergroups when certain ‘Incident Involved’ types are selected in the Incident
Notification e.g. you may only want to view specific hazard related classifications for Hazard
incidents and OH&S related Supergroups for OH&S and staff incidents
e Specify if a selection from a Supergroup is mandatory if that Supergroup is displayed in RiskCat
e Specify if the classifications under a Supergroup are expanded to Class or Definition level or not
expanded at all, by default

e Specify the alignment of your Supergroup titles e.g. left, right or centred
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To access the Classification Supergroup Sorter page

O Click on the ‘Goto the Supergroup Sorter’ link on ANY of the Classification Editor pages

e < My Workspace ~ Management - = Administration - | Analysis - Help =~ Log Qut USER: System Manager (Manager’
Classification Editor -
'E|Z|Aggressmn ............................................................................................................................ e
[H (¢ aggression Type
[ new

[H [« Aggression Cantext
1 E] (@) Substance Abuse
[ [# substance Type
[ used By
: [##] Found By
Bl (#) Elder Abuse
[ [ Tyoe 0f Abuse
[H [#) alleged Offendar
[ @ Confirmation Level
[ [ Relationship of OFender

Control Panel

2B ) sbsconding | | Review RiskCat Selecor
H [ [ abscond Type ! g Fimvien RISk,
[ [#) abscond Contexe 1 |l ollaese Al
=Bl () skin Integrity  Exomnd Al
[ [ Pressure Ulcer 1 -
|+ Skin Tear 22d New Supergroup.
1Bl vy Falis | Goro the 'Supergroup Sorter’ | o
E @ Fall Tvpe i 4
[ 3 | Goto the "Mandatory Class Editor’,
o L] E
H g | Goto the 'Classification
:E] @) 1nfection Contral ] -
[& (¥ sharps/skin Injury : I‘ Goto the "Classification Exporter’
[H (¥ splazh 5

4

Classification Supergroup Sorter

H %ﬁbmnding =+ Medication perationz| Matters pons

&!’mhslanm Abuse %k‘ll‘l Integrity "lk:'ﬂlnud Matters l%"’(}orrl‘rlunil:alion & Disputes.
E@EII{H A d.“'"‘?f:alls dk.:'li'ha rmacy '&“:‘Miﬂ Il

@Agg-mn Whnfaction Contral LBanatomical/oHs
d.‘d%iag nastic ‘@?psydmlugiml Trauma
Wictient Mgt

Emer call

Supergroup Details

Control Panel
J‘ Review RiskCar Selector,
J‘ Gaoto the 'Mandatory Class Editor'.

A‘ Gato the 'Classification Editor',

J‘ Gote the 'Classification Remapper’

Click, hold and drag the {k"} to mowve the Supergroups to where you want them.
Click on a Supergroup to edit its properties.
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Modify the title text and background colours
O Click on the Supergroup name
® Click on the respective button and © select a colour from the pop-up Color Picker

O If you know the hexadecimal colour code, type it next to the respective colour field or copy and paste from
another Supergroup configuration

Classification Supergroup Sorter

g !"J:;“\DE‘:O’\dl'lg’ _"\I\;Medvcaticn &‘Dperational Matters ;&Weapons 4_
l'{‘:Subshnce Abuse n ]7 H;S\-.n Integrity j'\]:.l:E ood Matters i&‘Communi:ation & Disputes ‘ Ll 7=
g“:‘l:E'IYQgr Abuse | "‘k Falls ‘;‘I:.l: Pharmacy &‘Mzsceﬂaneous ‘ |
;J':’Aqgressicn | !"&ln.‘ec{.o‘. Control %ﬁm %"’%nacomica{i’QHS ‘ l
: y‘l;biagncs:ic M ) \I;‘Psvchuﬁogical Trauma | [
A "\{?t ient Mgt .
Himsr cal = | ¢
1 9 Color Picker I

|

0 R ide the sel.
Text Color it . !;‘nceidte:tsi?\\fsl‘ve&
Change Color
o I} Hint: Hold <Ctri> to
Background (= 772323
Color Change Color
Title Text (=TT e =
Color Change Color
itl 000000
;:ciground Sl . Supe
Color Change Color
When shown, an entry in Supergr
this supergroup is Mandatory.
You may only select one item from this Supergroup.
Control Panel L Cancel
| Review RiskCar Selecton There are
} Goto the "Mandatory Class Editor'. Save Changes Now.
Goto the 'Classification Editor’. Cancel Changes.
oto the ‘Classification R
Click, hold and drag the ‘I}{:‘ to move the Supergroups to where you want them.
Click on a Supergroup to edit its properties.
Example of how the colour selections affect your RiskCat
Show All Hide All Cancel
Title Text =7 —
Color Change Color Uolaliie ADUSC Ahﬁtﬂﬂdlﬁg
ubstance Type Abscond Type
Title =ooooce Used By Abscond Context

Background
Color Change Color und By

=000000 r
Text Color .

Change Color :
= Background =ffazza
Color

Change Color
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Specify a Supergroup is mandatory when it is displayed in RiskCat

If a Supergroup is displayed, you can specify if it is a mandatory selection i.e. at least one of the classes and/or definitions needs
to be selected before the incident can be submitted. To do this

O Click on the Supergroup name that is to be made mandatory

@® Check mark the “When shown, an entry in this supergroup is mandatory” field
Specify if only one item may be selected from a Supergroup

Users can be restricted to only select one classification from a Supergroup. To do this

O Click on the Supergroup name

© Check mark the “You may only select one item from this Supergroup” field

Classification Supergroup Sorter

N d:k’l’ub9(:\ond|ng (gmedication l&"bpemlional Matters Q‘;‘
I%hﬂzﬂ:\e Abuse o %k’ln Integrity {"T.)Ellued Matters %mmuni:alion & Disputes
:mlder Abuse @?Falls dt.‘i!.?Pharrna{:y l#’l\ﬂis&:\ellaneous
:%ggrﬁsion @.’Inf&cﬁun Cantral l&‘)ﬂnau:lmi(ﬂ.."tlHS
—_—
H ql;ﬂ: l&%kvchnlugical Trauma
= Client Mgt
TEmeT call
Supergroup Details
=000000 Hide the selected Supergroup when
Text Color "Incident involved' is of thesa types
Change Color P I I ol Cliznt
Hint: Held <Ctrl> to select multipls items. 5 cli
— Patient/Client
Background Resident
Color Change Color Staff Member
Volunteer

TitleText = | | Refcive/Visitor

Color Change Color

Title =000000

Background [rooon00 ] Supergroup Initial State

Color Change Color

|| When shown, an entry in Supergroup Title Alignment

this supergroup is Mandatory.

! ¥ou may only select one item from this Supergroup. e

Control Panel

" Review RiskCar Selecton
" Goto the 'Mandatory Class Editor'.
" Goto the 'Classification Editor'.

J‘ Gaoto the 'Classification Remapper’

. Save Changes Now.

4 Cancel Changes.

There are Unsaved Changes.

Click, hold and drag the {k") to move the Supergroups to where you want them.
Click on a Supergroup to edit its properties.

RLDatix
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Altering the visual layout of your Supergroups

You are able to define the default layout for your Supergroups, including whether a Supergroup will display
e Fully collapsed, fully expanded, or expanded to the Class level and

e Left Justified, Right Justified or Centred

To change the initial state of a Supergroup

© Click on the Supergroup name

@® Select the desired option from the Supergroup Initial State list box

Classification Supergroup Sorter

E %“)ﬂbmnding %edicaﬂon &bperational Matters &’
I%-lula-m Abuse n Lskin Integrity L Blood Matters e communication & Disputes
E@Ehﬁz sbuse eals %hamaq Lhiscellaneous
:%gg'ssiun “%‘?Infecﬁun Control %ﬂalﬂmidfoﬂs
—_—
E qlk"]: i %dmlug\al Trauma
E %ienl Mot
Fmer cal

Supergroup Details

=0o0000 Hide_ the selected Supergroup when
Text Color ‘Incident involved' is of these types
Change Color Client N
Hint: Hold <Cirl> to select multiple items. patient/Client
Background Resident
Color Change Color Staff Member
Valunteer
Relative/Visito: -
TieText [F | | ative/Vsitor
Color Change Color
Title =000000
e round [f200000 | Supergroup Initial State e
Color Change Color Fully Expanded
— Expanded To Class
| When shown, an entry in Supergroup Title Ali Fully Collaps=d
this supergroup is Mandatory.
[ vou may only select one item from this Supergroup.

Suggestion: If you select “Fully Collapsed” position your Supergroups in one column - like a tree view.
Refer to the section “How do | arrange my Supergroups into a tree view” for assistance
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© Fully Expanded: RiskCat will be expanded to Definition level (3rd level)

® Expanded to Class: Default setting where RiskCat is expanded to the Class level (2nd level). Users can
expand to the 3rd level by clicking on an individual Class or by pressing Show All

© Fully Collapsed: RiskCat will not be expanded, and all that is viewed are the Supergroup headings. The

user can then expand individual Supergroups to the Class and Definition levels or press Show All to fully
expand all the classifications

©

Show All

Hide All Cancel

Substance Abuse Absconding

=

u
Abscond Type
Abscond Context

Supergroup

Substance Type
expanded to Class ¥

Used By
Found By

= ; )
™ Skin Integrity

Eider Abuse Pressure Ulcer
AAA Skin Tear
¥ Type Of Abuse
Physical =1
Supergroup Verbal
expanded to =l Enancal Infection Control
Definition Sexual Sharps/Skin Injury
Spiritual Splash
Psychological/Emational Exposure
New Class =
Confirmation Level Incorrect
Relationship of Offender Missed
Supergroup fully " ] Delayed
collapsed ] Aggression Investigation related
Other

= Client M
= ient Mgt

Medication

Error Type

Medication Process

Methed Of Delivery

Medical Record Management
Medication Administration

Blood Matters

Blood Issue
Blood Involved

Pharmacy

Drug Change

Dose change

ADR Docs

Change/recommended monitoring
Cease/withhold

Administration

Administrative

Initiation of drug therapy

Obstetrics

Ante-Natal (Maternal)

o

To change the title alignment for a Supergroup

© Click on the Supergroup name

Classification Supergroup Sorter

L. Ik,
Seflabsconding S Medication qu-I"Opera:ional Matters qr“l""d\-‘lza:mﬂs
&-‘Substance Abuse o \J’-‘E"‘S\'ir Integrity \IvFB ood Matters qu-I»!c.-_,mmmica-.i.-_m & Disputes
Ly 4 45 L
#Elder Abuse = Falls #/Pharmacy +Mizczllanecus
*r-h.qgg ression Peintection Contro ¥ Cbstetrics Prnata mical/OHS
i
SFDizgnostic '&:\hnerrlly *rL-I»Psycho ogical Trauma
\r-i:t ient Mgt
& MET cal
@® Select the desired alignment from the Supergroup Title Alignment dropdown box
Left aligned Centre aligned Right aligned
Supergroup Initial State | Expandsd To Class ¥ = Shod Eide ” Cancagy =
] Substance Abuse ] Absconding ] Medication|
Supergroup Title Alignment Substance Type Abscond Type Error Type
k e Used By Abscond Context Medication Process
_Eg'_m Found By Method OF Delivery
= Skin Integrity Medical Record Management

RLDatix

= Elder Ab: u
| | er Abuse Pressure Ulcer
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Supergroups can be hidden based on selected ‘Incident Involved’ types

Supergroups can be hidden based on a selected ‘Incident Involved’ type. For example, you may only want
to show specific clinical Supergroups for Patient/Client/Resident incidents and OH&S specific Supergroups
for Staff incidents

© Click on the Supergroup name

@® Next to the Hide the selected Supergroup when ‘Incident Involved' is of these types, highlight the
‘Incident Involved’ types that you wish this Supergroup to be HIDDEN

Note: Hold your CTRL key when selecting more than one type

Classification Supergroup Sorter

1 cubetance Abuse '*l.k')nbsoonding PMedication %pemlional Matters @weap-s
E&EM&' Abuse '*I.}d"?skin Integrity %Inud Mattars %mmuni:alion B Dizputes
Eﬁwam "l.}i"'kalls ‘l.h:vhamacy “!hwisoellaneous
Binfection Control hnetomicalioks
i i ‘&'Psychulugi(al Traumz
%\enl Mgt
%FI’ call

Supergroup Details

—o00000 Hide the selectad Supergroup when
Text Color 'Incident involved' is of these types
Change Color y " I ol Client
Hint: Hold <Ctrl> to select multiple items. PRRSER.

— pmnte 2
Color Change Color Staff Member

Volunteer

Reelative/Visi
retet A | s
Color Change Color
Title =000000
Background [ro0o00 ] Supergroup Initial State
Color Change Color
| when shown, an entry in Supergroup Title Alignment
this supergroup is Mandatory.
(] You may only select one item from this Supergroup.

Control Panel

| Review RiskCar Selecror There are Unsaved Changes.
| Gere the Mandatory Class Editor. Ml Save Changes Mow.
J Goto the "Classification Editor’. A Cancel Changes.

J ot the "Classification Remapper’
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How do | arrange my Supergroups into a tree view?

© Drag the Supergroups into the first column, until there are no rows left and press Save Changes Now
You will notice that 3 additional blank rows appear

@ If you have more Supergroups to arrange continue to drag your Supergroups to the blank rows. Once

these rows are filled with Supergroups you will need to press Save Changes Now so save your changes
and add an additional 3 blank rows to the first column

Continue with the above steps until you have dragged all your Supergroups to the one column

Classification Supergroup Sorter

qrkSJI:ls:anclz Abuss qr\-i‘-‘()pera:icmel Mattars qu-I"\\c'lza:voﬂs
qu Elder Abuse qr\'("-\Cnmmmica:icm & Disputes

b hggression & Miscellanecus
Lo & .

=t Absconding =i )natomical/OHS
e X - I

=/5kin Integrity ‘Maternity = Psychological Trauma
[b g
Sk alls
by

=t/Tnfection Contro

I,
¥ Diagnostic

\J:Pc ient Mgt
\r-'t: MET Cal
Pedication
\I-t; Blood Matters
\I-i-' Pharmacy

&Bbsmma

Supergroup Details

Control Panel

evisve RiskCat Salector, There are Unsaved Changes.

= "Mandatory Class Editor', Save Changes Now. 9

Goto the "Classification Editor’. Cancel Changes.

Goto the 'Classification R

Click, hold and drag the {E"Jto maove the Supergroups to where you want them.
Click on a Supergroup to edit its properties.

Example of your RiskCat arranged in a tree view

»®

Show All Hide All Cancel

[

Elder Abuse

g &

[4]

]
b 4

Absconding

[

Falls

HEE

mE

Diagnostic
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Example of one of the Supergroups expanded in RiskCat

To view the Classes & Definitions under a Supergroup, click on the respective Expand [+] button

x

Show All Hide All Cancel

Elder Abuse

AAL

Type Of Abuse

New Class

Alleged Offender
Confirmation Level
Relationship of Offender

Absconding

|

Falls

HFE

mE

Diagnostic

What happens to my existing incidents if changes are made to RiskCat?

If you make changes to the classifications in RiskCat your existing incidents (unposted and posted) will still
retain the classifications originally selected.

Itis STRONGLY RECOMMENDED that you re-map your existing posted incidents (where applicable) to
your new classification set. This is to ensure that you have consistency with your Incident Reporting. It is not

necessary to re-map your unposted incidents as you may like to keep the originally selected classifications
for historical purposes.

Re-mapping of RiskCat classifications can be done through the re-mapping tool which is available from any
of the Classification Editor pages
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To access the Classification Re-Mapper page

© Click on the Goto the Classification Remapper link in the respective ‘Control panel’

Classification Supergroup Sorter

i ubstance Abuse bsconding edication Sioperational Marcers Wieapans
E@?slder Abuse Eiskin nzagriny bload Mazers communication & Dispures
¥Pggression rats pharmacy ehiscelaneous
g
H infection Control Prianzcomical/ons
%iagnos(i: %gvdmlugul Trauma
Lot Mgt
T call

Supergroup Details

Control Panel
J Review RiskCst Selector

‘J Goto the "Mandatory_Class Editor",

Al Goto ths 'Classification Editor'.

| | Goto the "Classification - |
r

Click, hold and drag the {.E'.') to move the Supergroups to where you want them.
Click on a Supergroup to edit its properties.
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Re-mapping Incidents to New Classifications

To only view a list of the classifications no longer active in the modified RiskCat for Posted Incidents,
uncheck @ [ apply to both Posted and Unposted{otherwise just Posted).

To view a list of the classifications no longer active in the modified RiskCat for Posted and Unposted
Incidents check ® [FlApply to both Posted and Unposted{otherwise just Posted).

In both cases the list of “orphaned” classifications (ie. no longer available in RiskCat) will display in the left
hand column labled ® “Existing Classfications”

.4 < My Workspace ~ Management v  Administration v = Analysis ~ Help - Log Out USER: System Manager (Managy
Classification Re-mapper
Drag an existing Classification from the left onto a current Classification on the right, to remap the classifications to the new wording.
You are currently viewing ALL existing classifications.
You are currently recording the mapping and changes will NOT happen immediately.
There are currently 7 replacements recorded for remap.
Control Panel
~_Goto the 'Classification Editor’ [Jonly show Orphaned classifications.
~_Goto the 'Supergroup Sorter' ¥l Apply to both Posted and Unposted({otherwise just Posted).
~_Goto the 'Mandatory Class Editor’ ¥ Remember the Changes, to review and apply later.
“_Apply the recorded changes. ~_Review the recorded changes.
Existing Classifications Defined Classifications
Classification A Classification A
* Workplace Behaviour ¥ 3rd Party Providers
* Work Health and Safety *  Administrative / Contractual
* Unplanned returns/readmissions/transfers ¥ Access
* Surgical/Theatre Admission
> skin Integrity Discharge
* Service information Information
> Security Other Services
> Radiation Oncology Staff v
* Patient Complications - General < < i >
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To re-map the existing classes/definitions to the modified active RiskCat

© Click on the class or definition from the Existing Classifications list and holding your mouse,
@® drag it over the top of the Class or Definition that you wish to re-map to in the Defined Classification list

The yellow arrow icon B identifies the Class/Definition remapping to

For each class/definition that is re-mapped, it will be removed from the Existing Classifications list on the
left.

Once all the classes/definitions are re-mapped for the selected Supergroup listing, it will disappear from the
Existing Classifications list on the right.

Note: Ideally there should be no classifications listed in the Existing Classifications list for posted incidents
after you have done the re-mapping

Control Panel

A. Goto the 'Classification Editor' ¥l Only show Orphaned classifications.
4. Goto the 'Supergroup Sorter’ ! Apply to both Posted and Unposted{otherwise just Posted).
A. Goto the 'Mandatory Class Editor' ¥/ Remember the Changes, to review and apply later.
A. Apply the recorded changes. ‘. Review the recorded changes.
Existing Classifications Defined Classifications

Personal Propert - -
= > Post Partum (Maternal)
¥ Patient Initiated

?  Unexpected death
Other Event Type

Patient Managerzgﬂgg I
"l Patient Management : — -
¥ Administrative / Contractua

Complications .
) Infection control event

Diagnostic ’ .
Infection Control Near Miss
Other

Other harassment

Dol P |

> Drug Involved
Failure in Sterilization
> Falls Patient Only
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To re-map the existing classes/definitions to the modified active RiskCat

© Click on the class or definition from the Existing Classifications list and holding your mouse,
@ drag it over the top of the Class or Definition that you wish to re-map to in the Defined Classification list

For each class/definition that is re-mapped, it will be removed from the Existing Classifications list. Once
all the classes/definitions are re-mapped for the selected Supergroup listing, it will disappear from the
Existing Classifications list

Note: Ideally there should be no classifications listed in the Existing Classifications list for posted incidents
after you have done the re-mapping

Ea 5] My Workspace -~ Management ~ Administration - Analysis - Help ~ Log Out USER: System Manager (Managg

Classification Re-mapper

Drag an existing Classification from the left onto a current Classification on the right, to remap the classifications to the new wording.
You are currently viewing ALL existing classifications.

You are currently recording the mapping and changes will NOT happen immediately.
There are currently 7 replacements recorded for remap.

Control Panel

~_Goto the "Classification Editor’ Do_nlysho—w()ﬂw
. _Goto the "Supergroup Sorter’ Ml Apply to both Posted and Unposted(otherwise just Posted).
. _Goto the "Mandatory Class Editor’ ¥IRemember the Changes, to review and apply later.
«_Apply the recorded changes. ~_Review the recorded changes.
Existing Classifications Defined Classifications
Classification APS Classification A
* Workplace Behaviour ¥ 3rd Party Providers
* Work Health and Safety *  Administrative / Contractual
¥ Unplanned returns/readmissions/transfers ¥ Access
Unplanned Return to Theatre Admissione
= Unplanned Admission to ICU o Unplanned Return to Theatre I
Transfer to Higher level of Care Intormation
Readmission to ICU Other Services
Readmission to Hospital Staff v
* Surgical/Theatre e P >
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© Before you apply the changes check your changes by clicking on the Review the recorded changes link. A pop-up spreadsheet
will display your changes.

O If a re-mapping is not correct, click on the respective Delete button. The classification will be available to re-map again from
the Existing Classifications list

© Once you are happy with the re-mapping changes that you have done, click on the Apply the recorded changes link. The re-
mapping will not take long

Once it is finished the Apply the recorded changes link will no longer be visible on the ‘Classification Re-mapper’ page

» « My Workspace ~ Management v = Administration ~ = Analysis - Help ~ Log Out USER: System Manager (Manag

Classification Re-mapper

Drag an existing Classification from the left onto a current Classification on the right, to remap the classifications to the new wording.
You are currently viewing ALL existing classifications.

You are currently recording the mapping and changes will NOT happen immediately.
There are currently 7 replacements recorded for remap.

Control Panel

. _Goto the 'Classification Editor' [Jonly show Orphaned classifications.
©_Goto the 'Supergroup Sorter' Wl Apply to both Posted and Unposted(otherwise just Posted).
©_Goto the 'Mandatory Class Editor' V] Remember the Changes, to review and apply later.
d ly the recorded changes. e e *_Review the recorded changes.
Existing Classifications Defined Classifications
Classification A Classification P
* Workplace Behaviour ¥ 3rd Party Providers
* Work Health and Safety *  Administrative / Contractual
> Unplanned returns/readmissions/transfers ¥ Access
* Surgical/Theatre / Admission
> Skin Integrity Discharge
* Service information Information
* Security Other Services
> Radiation Oncology Staff v
> Patient Complications - General ~ ’'a >
Vi
Outstanding Remaps ®

Classification Re-mapper

& 8 88888800 E AP EEAREEd e CIE I I N 4@ 8 &8 88 ESEENs C IR BN I RN L B B BN ]
Id Supergroup 0Old Class i0ld Definition New Supergroup New Class IMew Definition ,

Delete Behaviours of Concern Self Harm lAccess Information .

Dalete Business Continuity Failure |IT/Communication Failure ldministration Other

Delete Fall Fall Behaviours of Concern |Abscond

Dalete Medication Administration o lAocess Transport

Delete Medication Inventory lAccess Discharge

Delete Behaviours of Concern Self Harm Bzhaviours of Concern [Suicide

Delete Mutrition Mutrition 2Ird Party Providers ladministrative / Contractual

Delete Behaviours of Concern Self Harm Behaviours of Concern |Self Harm

- T e T T I T T I T I T sessssssshasansnsnssnsnhonsssansnannsnssnbhosasnnonsas
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