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1] Subject: A Journal has been added to the incident that you created Begins with
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To view your personal Email Log, select My Workspace -> P— | = -
My Email Log from the menu

Note: A user must have the following General Basic User

. . To view the details of an email sent to you
Permission: Can see personal Email log from the menu

. . . . . 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 th il f Alert th

1. Check/Uncheck “Unsent only” © mail Editor e email was from an Alert there

will be 2 Email Body’s - an HTML and a Plain Text

version. Depending on how the alert is set up, the

Note: Emails that have been sent from RiskMan that you may
not have received could be attributed to one of the following:
changes to your mail server; change of email address or
incorrect email address. If there is a problem with your email
that cannot be identified, contact RiskMan Support — Email Log
support@riskman.net.au PR S AN ST
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Refer to your RiskMan administrator for details I ol B B ol ol o e

Subject: A Journal has baen addad to the incdant that you crasted
Subject: A journal that you creatad has been actionsd
Today - Patient Falls
mplaint Action to be complated by: 19 Jul 2008

int Action to ba completad by: 5 Dac 2007

3. Optionally select the type of RiskMan Emails sent to
you from the Reason Sent © list e.g. only show alerted e
emails, journals, distribution lists, all emails
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5. Alist of emails will display grouped by their subject ©. it 15 | =
Expand to see the emails as appropriate
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Double Click a row to view the Email.
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‘Subject: A Journal has baen addad to the incidant that you crastad

‘Subject: A journal that you creatad has been actionad
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Subject: Complaint Action to ba complated by: 5 Dac 2007

‘Subject: New RiskMan Feedback Item

‘Subjact: New RiskMan Faadback Itam: Complaint (Minor)

‘Subjsct: New RiskMan Feedback Item: Complaint (Unspscifisd SAC)
‘Subject: New, RiskMan Faadback tem: Compliment (Unspacfied SAC)

‘Subject: OVERDUE: Risk Revie e
‘Subjacti OVERDUE: Risk Review/Assessment Now Overdue - Patient Falls
Rist

i) Subject: RiskMan Training Sessions Body Rie B
R Falls :
Page 1 0f 2 (18 ttems) [ < | [fil 2 [3] o " R SSEAGHS b
w and/or reassessmant by: 30 Sep
Row Count [15 | [ setrows You ha d this notfcation because you have bean allocated Exacutive o Management responsibilty for this isk.

To carry out this raview, you should consider the falloving =

Reply To Address.
SMTP Server
Sender Name

6. Emails can also be filtered by one or more columns by et

Sent Reason

e Selecting a logical test @ option and then e

Last Error
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Error on Last Try

e Entering your filter criteria @ O doe )

iote: If you update the email in any way, a comment will be added to the body indicating that you have done so. Editing a Password email will
lestroy the body of the email. This is intentional and for security.
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