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My Email Log from the menu
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To view the details of an email sent to you

. . . . . 1. Click on the ID @ link of the email
To view a list of received/not received emails from -

RiskMan 2. The email with all the details will be displayed in the
Email Editor @. If the email was from an Alert there
will be 2 Email Body’s - an HTML and a Plain Text

1. Check/Uncheck “Unsent only” @

Note: Emails that have been sent from RiskMan that you may version. Depending on how the alert is set up, the

not have received could be attributed to one of the following: content of the email will appear in the appropriate

changes to your mail server; change of email address or section

incorrect email address. If there is a problem with your email

that cannot be identified, contact RiskMan Support — Email Log

support@riskman.net.au TP, < —
2. Enter a date range ® of when you received the emails "

Change Colirmns Expand Al Colapse Al Export.
Note: Global setting may perge records of a certain age. =
Refer to your RiskMan administrator for details [mn 7| e — v_wmmm_v‘_mw |q||w q_um“wf_v

-] Subjects A Jounal has besn added to the inddent that you crasted
=] Subjact: A journal that yau crasted has been actioned
(5] Subject: ALERT: Risk Raview Assassment Dus Today - Patiant Falls

3. Optionally select the type of RiskMan Emails sent to et oot g o i

() Subject: Complmint Action to be completed by: 5 Dec 2007

(2] Subjact; Naw RiskMan Faadback ltem

you from the Reason Sent ® list e.g. only show alerted eI e e roa N

1] Subjects mew Riskmtan Faadback tem: Complaint (Unspechiad SACH
=] Subjact: Naw RiskMan Feedback Ttem: Compliment (Unspecified SAC)

emails, journals, distribution lists, all emails T === =

-] Subjact: OVERDUE: Risk RaviewAssescmant New Qvardus - Patient Falls
(5] Subject: Ramindar: Risk Raview/ Aasassment Dus - Dationt Falls

4‘ Pl’eSS Refresh o J &M‘ﬁ" 2370872010 23/03/2010 ‘ahaydengriskman.n o

Alart

[ Sebject: RiskMan Tesining
Page 1 of 2 (19 items) [ z &
5. Alist of emails will display grouped by their subject ©. R count |15 =
Expand to see the emails as appropriate _
6 Email Editor
Email Log e b ) N
. Filtared to Emad .uf..:.ensﬂ......n,n.l,.u 9 o
Hark as sent v | MarkasSent | W ‘ﬁ
M:;::Z::wr::m - h;::‘au Colapse Al Epor: e e el iy B ;E_ AU L7 e
. Normal = | [ Ariad - (FortSie) -/ B Z U e = =2 = = | W- A
—
‘ - e mimree
e e s : :
) Subject: & journal that you crested has been sctioned
e e
) Subject: Complaint Actien to mpleted by: 19 Jul 2008
) Subject: Complaint Action to be completed by: 3 Dec 2007
] Subject: Mew RiskMan Feedback Item
o bas ias retese Bear cropi W]
a -) Subjact: Maw RiskMan Feedback Ttam: Complaint (Unspecified SAC)
et s bt e s s ey
Row Count |15 Set Raws xecutive or Management respansibility for this risk.
@
@
@
. . ‘J’
6. Emails can also be filtered by one or more columns by $
9
e Selecting a logical test ® option and then o
@
. . N @
e Entering your filter criteria @ seveimens )
lote: If you update the email in any way, a comment will be added to the bedy indicating that you have done so. Editing a Password email will

Page 1 Valid for Version 19.02



