CJRLDatix

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

EREEIETN Comprehensive Custom Report + | | [customise Layout | ;

Report Type

7) Standard Format [RPT) @ Portable Doc Format [PDF} © Word Document (poC) ) Excel w?
R 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

e
b

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 ®

s, [ 2
Sub-Report) RCA Causal Factors
Sub-Report)
Layout Setting (Sub-Report) Skin Tear
oo

Sub-Report) Woynd
[l oA NP e . e .r‘*_l“\t"““'“:f

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. Press the 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 @

| stesttarent (5 iocoien v o [ see || mew || come r
[ tavous settinge || el Touls
L mmmsak‘
‘Incidents by Location Amriﬁ
| poue teader | (1] Reset o netoui | 1

Layout Settings L — |

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

B T a— swe [ wew || ceme [ vame || e

e
[ ot s

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

s Lo O Title of the Report e e
Page Header Reset to Default
i 7 2 73 4 5 i 817 818 8y A1 42 181 14 46 1 18- 1 47 1 181 19 120 1 21122 1 23 1 24 126 128 137 -2
[ ® I‘lm:lder\l Date | lseventv I | Summary .
e —_————— 9 Cotumn |leadl|||85
[ Baterrime Specialty
Groups Reset to Default | * Please note: The font sizes for the grouping fields are larger on the actual report.
[ 1 -2 7 -3 1 4 1 5 1 :6° 1 -7 1 8- 8 10 1A 112 1131 T i5 118 97 1 181 19 120 1211 22 123 1 24 125 1 2 127 128
|Location ‘Lacakmn
Detail
[~ 4 1 2 1 3.1 & 1 6.1 @8 (7 1 B:1 @ 10 1491 42: 1 131 14 116 t 48+ | 47 | 18| 40+ 120 | 211 22: |23+t 24+ | 25 | 28| 27+ 1:28]
[ |fincident Date | [severty | &= | [Summary |
[ ostertime Specialty 1 O content from the Incident Record
Sub-Reports
Suppress Border Repeat Hild Labels
On Each Page Vet e] q q A
; O © Ssub-report to show the Classifications associated with each Incident
2 O
. - - E
Incidents by Location o Education ¢
1D Incident Date Saverity 9 Facility Summary !
Time Specialty
ocatio ard B 3
e 144 4 Jan 2012 ISR 4 MINOR. Acacia Private Pt give anether patient medications 9
08:30 Orthopaedic
4
Soperini 6 Tncident Class Definition
Clinical Support System Other Event Type {No Definition)
Medication Error Type Wrong patient
e 145 4 Jan 2012 ISR 3 MEDIUM Acacia Private Pt was given incorrect tablets oxycontin 10mg. NUM informed
08:30 Orthopaedic 9
o
Incident Class Definition 1
o 168 9 Jan 2012 ISR 4 MINOR Acadia Private Pt found wandering outside the hospital 4
18:30 Orthopaedic :
S gpllaa A oA o o Al . SIS B0, o (IS, I, s i TN i et

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

[ Seiect Layouts [1ssve Summary Report vl se || mew || e | vmme | aese ||
Created on 9 Jan 2012 by System Manager (Manager)
Last on 9 Jan 2012 by System Manager (Manager,)

tssues R ZHead Devel ]

| Issue Summary Report o . ead Development | 2

| ) Title of the Report | | Layout Settings ¥

e T i s
Type: Issues v

iz i s a5 6 7 8 9 W i 2 B 1 W i B 178 m
Style: Blue v

..Drag a field here... Hiddens O

Include items that have no [ )

| Grouns || Resetto Default | = Please note: The font sizes for the grouping fields are larger on the actual report. ot

N CH RS SNy NS NN XIS AN SN TR KRR TR RN TR X TN TN TN SN R IN| Page Options
= Page Type: (® portrait. (O Landseape

[Group Jeroun

Page Size: @as Oas
‘Calegory footegony Page Width: 19.5cm
Detail H Layout Options
‘Show Report Title:
N CNE RS SNy WS NN XIS AN SN TR KRR TR RN TR X TNH-TN TN SN R IN|

Show Organisation Name:

..Drag a field here...
rag a ere. Show Report Lines:

Issue Summary Report (1] ZHead RiskMan Education

Group Treatment

Number of items for Absence of caring: 7
Number of items for Inadequate diagnosis: 1

Number of items for Inadequate nursing care: 3 (2) In this example the second Report

Number of items for Inadequate treatment: 2 } Group heading - Issue Category has

been hidden so only the totals are
Number of items for Negligent treatment: 2 displayed

Number of items for Rough treatment: 1
Number of items for Wrong diagnosis: 1 )
Number of items for Treatment: 17

Issue Category

1
B}
2 Absence of caring 41.2%
7 Inadequate diagnosis 5.9%
Inadequate nursing care 17.6%
Inadequate treatment 11.8%
Negligent treatment 11.8%
Rough treatment 5.9%
e Wrong diagnosis 5.9%
Total: 100.0%
3 1

- 400, gt e MR ot OIS BN N i NI iy G A 8 A s A —— ' g, gl e ptinis,
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

([t o [ st e s s cnvots ] | | |

1)

Created on 6 Sep 2012 by System Manager (Manager)

y System Ma (Manager;
| Risks by Accountable Executive] o Title of the Report X !
[ rapeticader | | eset to Detautt |
1.1 2 1 -3 - 4-1 5.1 6 -7 1 -8 1-8 1 W 11 12 113 114 116 16 17 1 8.1 18- 1 201 21 Layout Settings ¥
5 INext Raview Date ik Category sk tiam || Mame: [Risks by Accountable Exec (Actions & Con i~
c I h d- Type: IR«sk Register v
IDescripti
olumn headings [pescription o T T
-~ Hidden: O
| Growns | B[ Resettopefault | * Please note: The font sizes for the grouping fields are larger on the actual report.
iz i a4 5 e 7 Y Wl . i3s3 | 15 1 16 1 17 | 181 18~ 120 1 21 Page Options
] ‘ S Page Type: O Portrait ®) Landscape.
}msk Owner [Risk owner
Page Stz ®a Ous
Detail m Page Width: 28.25¢cm
1 12 1 3 4 i B 8 i 7 1 B 1 8 1 0 111 12 1 481 1A 1 5 1 18 (47 1 181 18- 20 1 2{ Layout Options
[ [Next Review Date sk Category sk iame ST
Shiow Organisation Nare
. escrnt
|® content from the Risk Record =~ Ston Reprt ines
e Show Record Dotted Line: b
Suppress Bonder ReDEREFied Labels
1. [ (Sub-Report) Controls A4L v (il
2. [(sutrrepor) Adions Adt v m] e Sub-reports: Show Actions and Controls associated with each Risk
2 O

gm Bext Review Date Risk Category Risk Name Residual Risk Control Assessment
Description Management Flan
0 66 {None Entered) Finance L and capital Low
L and eapital axp

{Nene Enterad)

7 18 Jul 2012 Information Management 1T disaster recovery planning Mediisr Moderate (6)

1T disaster recovery flanning Active Management
Control Last Reviewed By Last Reviewed On Assessment Mext Review By Next Review On
Audit of Internal services performance to criteria may be {None Entered) (None Entered) Review Pending (None Entered ) {Mone Entered)

wseful. Could be carried out by Inbernal Awdit,
Service |level Agreement reports distributed to Bayside {None Entered)
GMs on & meathly basis

(None Entered) Review Pending (None Entered) {None Entered)

Action By Date Allocated To Completed On Action Descripticn Action Resporse

(None Entered) {None Entered) (None Entered) Disaster recovery plans have been developed and {None Entered)
are to be regularty tested

{Mone Entered)

(None Entered) Disaster recovery plan commisioned by Shared
Services Committee with recommendations to hire

{None Entered)

[Mane Entered)

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

""'W- -'-'- ; -;'-;-‘,..m.- = "'-'-.., e '- o= -' - 'Pﬁa' -'-:,'__

Page 4 Valid for Version 2103



CJRLDatix

RISKMAN GUIDE TO USING THE CUSTOM REPORT LAYOUT EDITOR

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: | v

T T T |

Delete || Close.

’ Layout Settings Helper Tools

~

i Layout Settings
| Click here to edit the tile.
i
1 Name
T T e © Fesdind: =
style: Blue <
Loy 23 41 851 -0 127 1819 1
2 - 5] Hidden: O
Page options
| Groups || Reset to efauit |+ Plaase note: The font sizes for. Page Type: ®) portrait () Landscape
. @ O
‘ ; e - Page Size: @n Ons
e Page Width: 19.50m
gaf
Layout Options
Detail Show Report Title:
SN i RSN U S R S XS AN TN KR N
9 Show Report Lines:
Show Record Dotted Line:
Sub-Reports
Repeat Field Labels
Suppress Border REDEL Field Lab
-OF OV 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

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
= = L4 Enter or details in the Layout Settings pop-up window as
4 . . . .
¥ described on the next page. These settings will remain
[t T To enter a Report Title, click |/ when you close this window
jujﬁ%“’ﬂ’j’N" inside this section and enter
the title r e e —
Seloct Layoue | v / u?‘ .
9 T | Er
; P = .
. n / — _ : e ey LaYout Settings ¥ —
ncidents by Facility  Hea nmiwx“ 4 [sdens by Eadlin: 7"""77N7' o T A
[ ooz 2] st ] J} [ roem i ] ottt | " TEm =
R KR I YRy T KA 3 K T, TR S0, e s T s Sy THT 7 W [ = - : yle: T‘: 3
T At R e e S T I '

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

Groupa H * Plasse note:
|
r

‘\‘-.‘AE“.L.‘,.,‘e-k‘u Weom

Sub-Reports.

® paraie. O tansseape

i Onz

9.50m

Repe =
O ] 5] U o ’ I

Use the scroll to view

more information
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Descriptions of the Layout Settings Recommendation# 5
- O Rac#1 Project Code -
Proposed )
Layout Settings ¥ ‘ ™ A Somplorston =
MName: o I =
(2] o] &
T 3 Incident
i [fnciden - Example: Recommendations on an Incident Entry Form
Style: e IB\ue v
Hidden: @) ] If you create a report based on one of the following Report
Types in any Register (you may have additional ones
Baoe Optons depending on the setup in your RiskMan system), then a
. & Yy

FRs T Fortrart \_standscaps new option will display called “Include items that have no

H . "~
PR ) as O as <report type name>":
Page Width: @ 19.5cm

e Journals (all Registers)
Li t Opti
avout Dptions e (Classifications (any Register that uses RiskCat)
Show Report Title: \
o e  Contributing Factors (Incidents)
Show Organisation Name:
) e Associated Risks (any Register that allows
Show Report Lines:
v association to risks)
Show Record Dotted Line: . . .
| e Associated Incidents (Risk)
Show Discrete Record Count: [_| >0 L4 Associated Activities (Rlsk)
Show Date Range: ] o Issues (Feedback)
Show Date & Page Number: L4 Actions (FGEdbaCk)
How is this option used?

Totals
Show Grand Tatal: Ol J If the report you are creating is a Parent report e.g. you are

creating a Classification report in Incidents; or an Issues
Restrictions . . .
o report in Feedback; and the report is not going to be used

Bawen as a sub-report, then this new option will be adhered to.
Royston
Wakefield (8)

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

Vv
Layout Settings ¥

© Name: Appears in your Select Layout drop down list on Wi [Contributing Factors Report

. B e
the REg|Ster Report S page Type: IContributmg Factors ﬂ
@® Type: What part of the Register Entry form is the data i T [v]

. . Hidden: i

coming from - includes

Incluc‘:le items that have no D @
Incidents: Incidents, Classifications, Contributing Factors, b

Associated Risks, Journals, Group Incidents e

e Y o P wwM,ﬁ f""“‘«-‘

Risks: Risks, Journals, Associated Incidents, RRControls, Contributing Factors Report Risitan Education (Latest Release)

RRAction, RRCatalystCauses, RRAssurance, —— e —
e e

RRConsequences, RRInvestigation

Severity ISR 2 HIGH
3404 11Feb2012 Pt received wrong side lung op. Centre Block dth Floor

3649 SFeb2012 Centre Block 3rd Floor

Note: Types commencing with RR relate the sub-form sections on s svbiein | Frryey
the Risk Entry form Number of items for Patient/ Visitor Tssues: 3

Feedback: Feedback, Issues, Group Feedback, Journals, s R 1 gy

Actions

Severity
3492 193an2012

Quality: Quality Activities, Classifications, Journals,

Number of items for Process: 2

Associated Risks, Group Quality Activities
Severity ISR 3 MEDIUM
Note: If you require Report Types associated with the

349 12 Feb2012 ot sggressive blc couldnt speak Ward 2F

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

NS R ™

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 Layout Options - @ Refer to the example below:
be included in the report

«

Layout Settings

MName: 1C0ntributing Factors Report A Report Title

Type: IContributing Factors ﬂ —

Style: IDcean ﬂ

Hidden: |

Inc\u:_le it_ems that have no D'UI

Contributing Factors: - Nmber of lams or Watte Pate: 55 ] Grand Total
ik

w——— PP r"\w»—wﬂ"‘“,ﬁ f"""‘:ﬁ

Record Dotted Line

Report Line
Contributing Factors Report RiskMan Education (Latest Release)
Contributing Factor Group _(None Entered) A 7 N A
Severity ISR 1 SEVERE
P "t found ing o the for ouide room
S Discrete Record Count Date Range Date & Page Number
Severity ISR 2 HIGH M
3wz Vit back whn replaong cperating fale Opersing Sute (tone Emered)
) . . . .
o o AN i o N WO 75 A=W ©® Contains a list of your Sites/Regions based on your User

Contributing Factors Report RiskMan Education (Latest Release) PrOf"e Site/RegiOn Reporting ReStriCtiOnS. The purpose Of

D Incident Date Summary Location Contributing Factor

N A 8 R et AN i .0 e e,

this list is to enable you to restrict reports so that only users

Number of items for (None Entered): 1,271

e e with matching or higher Site/Region Reporting Restrictions

ISR 2 HIGH

Pt received wrong side lung op...

can view that report on the specific Register Reports page.
If a report has no Site/Region restrictions then it will be

patient had a fa

Number of items for Patient/ Visitor Issues: 3

) 1R 2 HrGH Reports page

3494 11Feb2012 Pt received wrong side lung op... Centre Block 4th Floor P

available to all users who have access to that Register

‘== T To restrict a report to one or more Sites/ Regions

ssive while Centre Block 6th Floor Process of care planning

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

L DUmDeE OfLEAS 1L PTOCELS: Zatiirc g, ponsslt 10t st PN S JERGERORSORIGII P

Example: In this example, we have used the same Contributing
Factors Report but this will also include incidents that have no e Ifthe reportis to be made available to everyone who
assigned Contributing Factor has access to the respective Register reports page, DO

This type of report may be useful if you wish to check that all NOT highlight any Sites/Regians

Incidents that have an Extreme or High severity rating, have at

step @: Report Groups

least one Contributing Factor selected
The Report Groups section is where you select how you

© Style: Select the colour/style for your report wish the report to be grouped. Grouping your report is
optional e.g. you may not want to include any grouping

O Hidden: If you check Hidden, the report will not be ] . .
fields if the report is to be used as a sub-report

available in the Select Layout list on your Register Report
page. Check Hidden if the report you are creating is a sub- 1. Add a Report Group Field
report and it would not make sense to run the report on its
own

O To add a group field, you will need to add a Report

Group row, by pressing the Add button
Page Options:

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

® 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)
Note: To use A3 printing, an A3 printer driver needs to be setup on

© Find the field in the Gr Fields list and drag to the
your RiskMan Web Server and you need to be able to print to an ! ! ! Group Fields i a8

Report Groups section. To add another Group field, add
another row and repeat this step

A3 printer from your workstation

O Page Width: This will be determined by the selected

Page Type and Page Size O 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
in this window at once, however, you can use the scroll
down bar on the Field Properties window to view any
additional information @

Incidents by Facility/Location

i e

[
|

e e Tt s o s g s e e

_!!, !.,!'.J!:;;_,T?',‘f“ﬁ"",;:,,,f‘f;:? T

Incidents by Facility/Location
&

Group Fields e
3 2

L] » &

[ eor roups | 8 et o peroe | s he|

Group Fields

TS e T | T
s e |

[ |6 Sttt |

2. Modify 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 | [ | Reset to Default | 3 Pheioe wol i Thi- fout o fo Ehe ey Bedle

| TS S S O T T TR SO S -FO e ]

|Facitiey ﬁ (Faciliey

|Locatfon

1 * 1 9130 133 & r13 >

LLocaTion

TR = EE g L=

3. Modify 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

[ ot |H
T
| N e S W SR O AR | e
| ===
Sub-Reports |
Repeat Field| = ’
Suppress Border O e J
1. - [} ®
! = = T
—— *
[P *
‘\ s s T
¢

e | [ (T
- B PN G BB r s N o i ., L f

o

AN \"‘\-—"'\M‘

e Label Left/Width/Alignment: These fields enable
you to change the Report Grouping label’s
position (from the margin), width and alignment
e.g. centred, left align

e Field Left/Width/Alignment: These fields enable
you to change the content of the Report
Grouping’s position (from the margin), width and
alignment e.g. centred, left align

© Press Apply

I | Evout Settings || Feloer ool

Field Properties

j"‘ e | Lt ropertien

= [ —

| rage veaer | (3] meset o veroun

| T [ |

[ |

for [t

6 ot o | =

i

| Field Progerties
Lot fer:

| e ey

9
=

et g

T | i

[

S il T Lt oF ST LS S L S

v

ST VU P Y U P

3]
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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 Properties

® Enter the Row number

© Press Apply

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 | Bl | Reserto Default | = piease note: The font sizes for the grouping fields are larger st
[}

1 2 13 1 4a+1 651 B 1 7 1B 1@ 110111 12: 1 13+ 14
o

|I1mgram |Prugrarr\ T.
>
|Gender |Gender ’

|

a e

Remove Ay
T Tt

e T

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

i SN SR SR U PR S P

Field Properties 0
bsbesencl: 5

N AL AL A

R =]

.o

[ Growps | | Resct to Detoutt | = Please note: u report. p
[Progeam roarar (
i
[Genaer Ganicr 0 ; Incidents by Program
P G i ol s P P PR | vawe iater | ot 0 vetant |
’ . I [ [ | B
[iomt s | | ‘ | =
[
: Field Properties ¥
i e Datesa e sex
Oriqinal Laoek:  Gender )
page wearer | [ | Reset to pefauit e s
: — = — et

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:

O 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.

O Press Apply
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| Incidents by Program

[ Poge teader | B[ st to oot |

Field Properties

Dutobuse Ficld:  Progeam

oogreltaer Unioont
NS EACHRN TR KRR T DN TR Ao
| e el o
G
[ oowime | [ R ey
.
e T o S ——
o XA e o]
e
Program - el
| L
—
- ke TV
T z N ENRX KNI N TEN KT () “
[ | A =]
[ e ] | Urderlne: =] C
; Ve
e oy E
— ‘ |

Repeat it Labela [ e
on Each

Suppress Border
P i O S AT SR e Y S L
Field Properties ¥

Database Field:  Program

~
Onginal Label:  Unknown
Avglength: o
Maxiength: @
row:
Label Properties 0
o
B —
e C—
Text Align
Font:
Font Size:
Bold:
Italic: (]
Underfine: 0
(o | VY
Remove Il Ay @F|
Field Properties ¥
Field Properties e A
Left (cm): [39 ]
Width em):  [24.35 ]
Lol -
Font:
Bold: (|
Ttalic: O
Underline: O
Extended Properties 9
Show Total: O
Sort Direction:
Hide Group:
v

EEmET (4)

Remove Apply

Field properties

Label properties

. 3
Incidents by Program 3
Incident 1D, Gender  Summary &
Date/Time Age Severity 4
Program Program ;
24 Feb 2015 4 Male fell down it shaft
07:57 ISR 1
26 Feb 7 Female Fall into lft
15 ISR 2 *,
2 Mar 2015 9 Female kugiugtlinijol )
0 -
Dangerous ?
sac3
L ........| Groupcolour
water on veranda at front of Hospital
sac2

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)

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

T vy ) S R
e T P e LT
Chart Properties
Type: Time Line Month (Data Points) -
Crate Field: Incident Date -

i, g o T»M‘

When you select a Time Line §hart, the Date
Field will become a read/write {jeld. Select the

date you wish to base the montior 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

[

o] | s tons (o [ |

e g

Field Properties

 Incidents by Location

>

e tesder || e oot |

g et
vt 17

-

e | [ oo | oy

T

| [ |y |

e ]
coonns | 9| et oo | = lcasn ot w5
roesio [t V]

e T e e S R
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Step ©: Details

The Details section is where you select the fields
you wish to display in your report. As some
reports can be summary 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

g < i 2 PO P T
| Report Groups | [ | Reset to Default | “I’l_aasem‘l:e:T{efnntsi:nE/fulﬂe

&

[ia=i+ 2 131 4r1+5-1 -1 +7+1 @1 191 -1 11

EFa ility iFa cility

Location !iocat.fon

Display Fields
funders

......

2. Modify 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

SR e o e o ememmm
Incidents by Facility /Location
| PageHeader | [H | Reset to Defauit | Display Fields ¥
T Y WP A ST Wee: Oy e Cout D e ] 1+ B+ 1| Incident Inwolved Supergroup
T Incident Time s
[Incident 10 | [incident aze iSem‘z!
Initial MET Qutcame
{nvestigations/ Findings Tritials
Insurer Notif Mads |
| Report Groups | [#] | Reset to Default | * Plesse note: The fof Tncure: Hatification Date =) po the act}
Ci-i-i 3 -1 3 i 4 -i'5-i-6:1 B s
Tnvestigated By
[Facility JFacitiey Tnvestigations/Findings
[oscion | Lssus Summary.
Job Title
field he,
Last Visitsd On et
Location | i
R
i i 2 3 7 8 -5 T 6 T 7 1 8 i insttimainc flikaly T =
; e —
e 1 ) | [frcidans Dece | [Zncidant Tnveived | [sarvi
Hings
{ Open Field Praperties (already open) |

SR SR e s o A ke ke f‘--mn.-mw,ﬁ

3. Modify 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
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4
s s g
[ rage nnader |G meset10psiont | esraton " -
A SR YT aC WA W E R YA 2R RUEY KW T KRR T KRBT ('g?".-.-f
adent | [ Gander 13
| 'd
| ;
I e e T e T T e [ I | e |
== e g ) —
[ = & . : ::
(R e e s T T s ==
R ~ o - 3}
| e | e | 3

Sebect Layout: | by Surcome ~

%lnﬂd:l“! by Qutcome

| poue esder | [E| moset o wetout |

‘‘‘‘‘ T O

o | |

| | T
[ e ] nt o s | Rl -
| s
[ oaar  |@

R TR EXRE EXEY SN RN EXE EES S T TN
(e | |
| omerrme | L e |fmeniae |

[ T ST g S o e S S S

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

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

imddgmhysita i
*
Ppage Header | [l | Reset to peraut |
Field Properties =)
[ s s e a8 7 i 8 i 8- o |
Database Field: Outcome
[ttt |[ B |[ Gewer | fommer G e A rd
[ atertime | [ Rae | feverity. o “|Aeloni S
Max Length: 13
s
Groups [ | Reset w Default | = Please note: The font sizes 10| L apel properties -
7 . Left (om) 5.25
i il wadth (emy: - [115
Co— e Te g [R v >N
=
i i 2 i 3 i -a 1 8. 1.8 7. 7-8:1 081 Fnsue EEIAN]
[ wodent || | [ cender | fummary L2 (] o
[ oaeriime | [ %= |Beemy = c @ )
oy 7
| S P . = 3 >

T ———)

v

. . . . . 3
O Click on the field that you wish to move in either the l [ tovout st || e oo ;;
Detail or Page Header sections to open its Field Properties = 7
Incidents by Site
window T ¢ EEETET I
I D PN K TN X, KRR A K I N Tk A Ik~ Xk K 7 KRR | Yo - A A T KA KM 5.
® Enter the Row number [ et | ® Gender | Bummary o
¢
© Press Apply [ o[ oo | s 3
Page Header Reset to Default 1 ‘pm ke .’
\"ww‘lw3\4‘-51517-swwwmwnwwzw‘u‘nﬂu‘-vswww»wwf B —— K
[ mnddent || | Gender | [summary lb [ T s a8 AN KRR IR TR - D K IS O T XSO A XN [E-INT
[ oartme | T | (1] " 3 | | | s S
ey e T P L e ) Datertime e B ESoeaaiy [ 4
{Incidents by Site Acurity Health Grog
v
| BT S I T ST IO s 71 Field Properties 5‘4’2
| e o S =
= L |t 1 -
o 4 —
e | o (2] B
!LM T2 7‘;“:-! OO RN TR TR T j
: =
[ om @ =
[ [ ][ e | - :f
— — x
= [ e mem | ;
SN e o S S e S S L g S S S

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

Page 12

Valid for Version 2103



CJRLDatix

RISKMAN GUIDE TO USING THE CUSTOM REPORT LAYOUT EDITOR

6. Moadify 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)

i
| Incidents by Site

| page weader | ]| Reset to Defaut | /

Field Properties

T

| pageHeader | [ | Reset to Defaut |

7. Font, style and colour changes

213 4 ‘B 18- i 7 i:8- 189
— Database Field: Outcome
[ madent |[ o |[ cender | fsummary Original Label: - Severity i
[ oweime | [ | | I {
Max Length: 13 i
o
—
[ Groups. | [ | meset 1o pefault | * please nate: The font sizes 0] (abel properties
| e
fsite Fiee | <
: § Width (en) ﬁ
Detail m Text Align: Left bl >
i
PR KRTICS XRET KON KON XN KN AN R K I | e AR
o g = Bold: (m]
[ e | [0 ] [_oewe | funmey ” ;
| | | ) 1 B o
l [ memoe ][ wwn ] f
o e el e i e e e el -
Incidents by Site f
+
[ i

I

il

=

Field Properties ¥
1 1 2 1 +3+1 -4+ 151 +8-4 T7+1 -8B 1°@°1
_ Database Field: Qutcome
[ oddent | [0 | [ Gender | Bummary e ety
| [ hee | eveny AvgLengen: 6
Max Length: 13
RO
| Groups | | Reset to Default | * Please note: The font sizes ol |abel propertics o)
_ witfemy: oz, ]
[site [site
width (cm):
Text Align:
Detail J
otz s i a s i e 7 8]
[ mnadent ][ ][ Gender |jSummay Z Bold: [m]
[ Baterime | e | peveriy talc: =
[ remove Apply
e e e e e e e

WL

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 gen

© Press Apply

erated.

I ncidents by Site

acis Howics R BFEl | ot s Datantt Field Properties
Datatise Fisld: Description
RN TN RE KRR XN NN X R TNREIE| e
[ oemn ][ B ][ cews | [eumy | avgrengen: 24
. | maxtengn; 50
[ pammme | [ A |levemy o
Groups | [F] | Reset o eraunt |+ prease note: The font sizes for the gros Broperties
R R Y S R S R T W N R TR T s
‘LER[O’H) 6.25
site i
v a wicth temi:  [15
[ o @ Teamign:  [Er v
/ o [ —7
[ KR KRN KRR CENRE NI X" 4 JOUKE TRRECE ey
[ ket [ | [ G | Bomwary Sold O
| [ me |poemw 1=k =]
Remove [ awoy

IR AL SR EIIES

N

Sub-Reports >
| SN SRS Py o N S e——

Field Properties

¥
Label Properties
4
Left (cm): 6.25
Width (cm): 11.5 -
1
I ﬁ h¥d
O
O
Field Properties
Lefe (e v
‘ Remove ‘ ‘ Apply ‘
Field Properties ¥
Italic: O o
Underline: D
Colour: Purple
Field Properties 9
Left (cm): 6.25
Width (cm): 11.5
Text Align: Left v
Font Courier New v
Bold:
Italic: D
Underline: D
\d
olour: ©
‘ Remove | ‘ Apply

Field properties

Incideat.
oatfTime

m Gendar

Incidents by Site

Summary
e severy.

kugiugtlihijel
a o)

Dangerous
sacs

Hospital
sac2

Label properties

fell down 1lift shaft

water on veranda at front of

Cliical Area

Spaciaty

Chcali res
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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

Quiality 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

O 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

T DD T —

[ e R e e R T i

10 |ltncident Date | [Incident Invaived | seversy |[service

|Summary

|Investigations/Findings 4

Sub-Reports

Repeat Field Labels
Suppress Border "“ToTL T A2 j

L (1) S 2) v ©

e P e R R R S L e e
Example: No sub-reports have been selected

[ i-1-2 v 3 71 -4-7:5-1-6-1-7-1-8-1-5-1 @0 1 -13-1-12- 1 -43- 1 38~ 1 15+ 1 -16-
70 \facident Date | |Age Croue | [acident favoived | [severity
e
Sub-Reports
Repeat Field Labels
Suppress Barder "t bage
1. Journals SR A4L - ] =
2 g! ~ ] i

res———_ PRSP e,
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

|| somcos [ o nor | ame vawe || om |
R e e A e o S T S gt o

© 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

| Select Layout: | Incidents by Facility/Location 9 ~+ | Customise Layout
(©) Standard Format (RPT) @ Portable Doc Format (PDF} () Werd Document (DOC) ) Excel Workbook [XLS) (0 Excel
‘Date

oSG S ) Time Selection
b B —— e e e

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)

| e v —

[

Classifications ZHead Development
Page Header Reset to Default

T

R S R S AR K N K KNI KA KK F R T KA - K AN PR PR C I R SR FRM - T KF TN K- XN AR Tl

| Bupersrous inciden: Class [Bsfinsion |

|

s ettt | e st e o e ks e
Detail

|-1\2\:\-4\5\5-7\s\-n\m\11-12\13-\10\-15-\45\17-19\15-\15-\-21\71-23\24\15-\25\-27\25\‘

[Svperaroun Jincidnt Class osfiton |

Example: Classification Sub-Report used in Incidents

1D Incident Summary Loeation Saverity
Date

Service

Wardl B2 ISR 4 MINOR
Genersl medicine

85 29 an 2006

et o et
prsstind Tt et -
= Classification

sub-report

312006 Px found lying on the ficor. No injuries noted Ward A2 ISR 4 MINOR

Genersi Medicine

S R s S A e e AN B _ gy B e A i e
Example: Incident Report showing a Classification Sub-Report

e ey — [ = I T

rasted on 9 Jan 3012 by System Mansger (Manager)

| tayous settings || relper toots J
e Last ediredl on 1 Aug 2612 by System Nanager (ianager)

EE

| Issues lH!mIDuvalnpmrllE_
Page Header | [&]| eset to Defaut

[

R S e SRR 1 T F N F Y T YN R T IR A Nk X~ R - SR - TN R - ST DI - |

[ [Categony 2 Jissodlated tocation [Compiainant Objective(s) JAckual Buic ]

croups | [ mescttopetautt | = r ids are larger o
Detall |

‘\ I T S T L T T B T T T B S T T e o T D ST e e o R _m|

= = esoad Faaity Jesocizted Location Camplainane Obiecive(z) rctual Guecome(z) ]

Example: Issues Sub-Report used in Feedback

D 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 Entersd) John (None Entersd)
(None Entered) 2597 Smith

Not happy about Mr Smiths treatment. She is his legal guardian. Not happy about food, and said nurses were rude

Group Category iated Facility iated Location [= i Actual Outcome(s)
Objective(s)
Atmosphere/Hotel Food too hot Acacia Private Food Services Allowed to lapse by user
Cost
Treatment Inadequate nursing Acacia Private (None Entered) Apology « Issues sub report
care Compensation Paid

Explanation offered

18 3 Jan 2006 3 Jan 2006 (None Entersd) John (None Entersd)
" 2t il o TR, g g g ot M.__A4IM(MM“‘\W-_M‘ hagh It R e n )

Example: Feedback Report showing an Issues Sub-Report
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Select Layout: | (Sub-Report) Actions AdL v | Ssave I New Il Clone || Delete I Close |
Created on 6 Sep 2012 by System Manager (Manager)
Last edited on 18 Oct 2012 by System Manager (Manager)
ZHead Developmen!
| Reset to Default
Lo v 273 v 41 618171810 1:10" 1 11112113+ 1 14+ 1 165+ 1 + 16 1 ‘17 1 18+ 1 19+ 120+ 1 +21+ 1 22+ 1 23+ | 24 1 25+ 1 +28 1 27 1 +28]
[Action By Date [Allocated To [Completed on Action Description [Action Response |
| Reset to Default | * piease note: The font sizes for the grouping fields are larger on the actual report.
A v 2 7 3 -1 -4-1:-5:1:6-1 -7 1 81 981101 11112+ 1131 14+ 1 16+ 1 16+ 1 17+ 1 18+ 19+ 120+ 1 21+ 1 22 1 231 ‘24 1265 1 26 127+ 1 28]
[Action By Date [Allocated To [Completed on JAction Description Action Response |
Example: Actions Sub-report used with a Risk Report
Select Layout: | (Sub-Report) Controls A4L v Save I New Il Clone || Delete [ Close
Created on 6 Sep 2012 by System Manager (Manager)
I Layout Settings “ Helper Tools
Last edited on 18 Oct 2012 by System Manager (Manager)
i Controls ZHead Development |
| page Header | ]| Reset to Default
[t v 2 v 3 1 41651 81 7181 +9 110119+ 1:12+ 113+ 1 14+ 1 15+ 1 + 16+ 1 47 1 181 19+ 1+ 20+ 1 21+ 1 +22+ 1 +23- | 24+ 1265+ 1 +26+ | +27+ | +28]
[Control Last Reviewed By [Last Reviewed On [Assessment fuext Review By INext Review On |
| Groups | Reset to Default | * please note: The font sizes for the grouping fields are larger on the actual report.
Detail
‘-1 |'I-2-\-3l-4'\5-\‘6l-7‘lB-lQ-I|DI|1-||2-\13-\|4'\|5\lDlI?‘IlBl!D-I‘Zﬁ‘l'Z!-l-22-\'23l24'\25-\'20!17‘!-23'
[Control [Last Reviewed By |Last Reviewed On Jassessment [uext Review By [Next Review On |

Example: Controls Sub-report used with a Risk Report

I Mext Review Date Risk Categary Risk Name Residual Risk Control Assessment
Descrigtion Management Plan
66 (None Entered ) Financa

Unplanned and unbudgeted capital expenditure
Unplanned and unbudgeted capital expenditure

(None Entered)

Imn Information Management

7

18 Jul 2012 Informatien Management T disaster recovery planning

IT disaster recovery planming

Control Last Reviewed By Last Reviewed On
Aasdit of Intemil services perfonmance to criteris may be {None Entered) (Neae Entered)
useful. Could be carried out by Internal Audit,

Service level Agreement reparts distributed to Bayside [Nane Entered) (Nene Entered)

GMs on & meathly basis

Medium Moderate (6}

Active Management

Assassment Next Review By Nt Re
Rl Pending (None Entered) ] Controls sub-re port
Review Pending 7 (None Entered)

Action By Date
(Nane Entered)

Allocsted Ta
{None Entered)

Completed On
(None Entered)

Action Description

Disasster recovery plans have been developed and
are to b reguiarly tested

[Wone Entered)

(None Entered) (tone Entered)
Services Committee with recommendations 1 hire

attention

Disester recovery plen commisioned by Shared

Action Response
(Mone Entered)

Example: Risk Report showing a Controls & Actions Sub-report
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To create a sub-report

Follow Steps @ - ©® & @ outlined on the previous pages.
When creating a Sub-Report consider the following

In Step © - Layout Settings

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

® Type: Select which part of the Register Form the
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
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
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-
alone report

O Ensure the Page Type and Page Size is the same as the
Report you will be associating this sub-report with

© Layout Options: You will not need to check all the Layout
options. Suggested options to check:

e Show Report Title: This shows the Title of the report as
in the example of the Risk Sub-reports on the previous
page

e Show record Dotted Lines: These lines separate each
record in the sub-report

Layout Settings

«

Name: Classification 0 e
Type: | Incident [2) ]

Style: | Blue v

Hidden: 9

Page Options

Page Type: @ Portrait O Landscape

Page Size: e { @ Ad O A3

Page Width: 19.5cm

Layout Options

Show Report Title:

Show Organisation Name: e

Show Report Lines:

Show Record Dotted Line: M

In Step @ - Report Groups

In most cases, when creating a sub-report, it does not need
to be grouped (as in the examples on the previous pages)

Helper Tools

The Helper Tools button allows you to
e Align Detail, Page Header and Report Grouping fields
e Select fields that are to have the same width

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

e Open and close various pop-up windows

Select Layout: |A550ciated Risks v| ;

*

Layout Settings HI Helper Tools I] ?

o

P #

Associated Risks (

{ Page Header ‘El[ Redet to Default ‘ {

4

ot 23 a4 -1 -85 1 61 7. -eg

- BEK,_‘_J.“ i_icmasggogzgggvelrl) : . J
Helper Tools ¥

Lack Field Movement: || o

Field Alignment

Select Fields: El
Master Field: (none selected)
Align Lefts: |} e
align Rights: I -
Same Widths: 1
Clear Selected | | Apply

Swap Options

Field 1: Facility
Figld 2: Location
Swap Lefts: El
Swap Widths: ]
Apply -

paions_, ik, s, et o e,
e e, | oo x
Dpen/Close Windows |
All: [ |5
Report Settings: [zl
Cisplay Fields: lzl o
Group Fields: |:|
Field Properties: |:| ;

O Lock Field Movement:

e |f checked (this is the default & recommended), it
means that if you change the width or move the
position of a display field in either the Page Header or
Detail sections using your mouse, then both the
header and field will be modified at the same time.
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e |f 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”

O To clear the selected fields press Clear Selected

T P T T T s T s i o TSR it s

 Incidents by Facility/Location ' ‘ j

| PageHeader | [F] | Resst Fault |

s s g | HelperTools ¥
Lock Field 2| *
REErE et | ncident fnvolved e cd w
9 Field Alignment
Select Fields: =] o
Master Field: Incident Date
: : q =
| Report Groups | [F] | Reset to Default | * plaase Alian Lefes: il 9 7
T T T T S e T R D [}
Same Widths Fl
|Faciticy | eettiey
Clear Selected | | Apply z[
[tocation | [tacsrion |4
Svrap Options
& 7 e = Field 2: Investigations/Findings
Swap Lefts: =
=3 =
Swap Widths: =

Al - wamwmmmtﬁwﬂ,“mw‘whﬁﬂ

e i Bt o o A o

= e e T

flnudents Iw Facility/ Lnﬁihnn E §

[ Page Header | [ | Reset to Default |

R TR R, Helper Tools ¥

?ﬁ Incident Tnvalved Lecleertl [ =

Field Alignment
Select Fields: =

Master Field: Incident Date
| Report Groups | [F] | Reset to Default | *please Align Lefts: il L
[t a e e ] AlanRighs [l
Same Widths: [
[Facifity | Facitiey
@[ ClearSelected | [ Apply |
[tacstinn | ltocstion L
Swap Options
s = == = Field 2: Investigations/Findings
Swap Lefest ]

D m 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

“Page Header

E Helper Tools
Field Alignment
Select Fields: @ o
|| Master Fiald: Severity
Align Lefes: m )
g align Rights: m i
El e - i SRS ¥ KNS X T SRS S T
E Clear Selected | [ Apply ] 1
L_{ Swap Options
Fisld 1 Severity
E Field 21 Service
= cuapitans @
E Suwap Widths El

Page Header | ] | Resetto efault | |

TS T B T B Ul

| o e
g Helper Tools

Field Alignmient

Select Fields:
[ | masrer Field: Severity
E Align Lefis: F Bl e
= align Rights L}
ESamewmhs: B | g &) S v S TR ) 5
fe (@[ cearselectea |[ moniy | |

Swap Options

E Field 1: Feverity
— Field 2: Service
] Swap Leftsi
[ Swap Widths: ]
v R AR > ST S

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
wmdow/s will close

e, T

Upen/close Windows

m

All:
Repert Settings:
Display Fields:

Group Fields:

e

1

Field Properties:
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Link <Register> Sub-Reports o

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

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

. . . e Feedback: A Linked Feedback could be; the same
records you have the option to “Consolidate Linked ¢
. . . complaint raised by more than one complainant; a
<Register>"” which means only the master record is P v P !
. . complaint and compliment received by one consumer
included in the report. P P v
' . ' R isks: N . . .
If you would also like to view the child records, you would Risks: An organisation with multiple sites may have a
need to create a “Linked <Register>” sub-report. Falls Risk for each site which is managed by different
Risk Owners. Each of these risks could be linked
Examples of where linking could be used: together
e 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

() Standard Format (RPT} @ Portable Doc Format (PDF) ©) Word Document (DOC) 0/ Excel Workbook [1.5) ) Excel Workhook [XLS Data Only) (0} Rich Text Farmat [RTF)

Date Selection Time Selection

@ AllDates. @ Selact=d Dates @ AllTimes () Selectad Times

Where  Incident Date -

is from 1 Jan 2006 to 30 Jun 2006

Standard Advanced Vour report will be previewed using Standard criteria,

[T ey Classification:
[El By Contributing Factors

[T ey Journal Type:

[l By Incident Tnvolved: | = m= without Ap

[Tl By Praventability:
[T ey Facilicy: Incident 1D(s)

aptributing Factors?

[V| Consolidate Group Incidants

s gl B oot i AR s s s b r‘* e e e, anlam e .,M-n»‘-v_.‘_m i i AR, T e s e s i

Example: When previewing a report that has a “Grouped <Register>" sub-report e.g. 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 AdL 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 £2
. Grouped Incidents A Joped e 7~ ZHead Development |
E Type: [Group Incidents I~ :
| Ppage Header | [ | Reset to Defautt | Style: |Blue [v]
Hidden:
172 1 -3 -1 -4-1-6-4-8-1 -7 -1 -8-1-8 110 (111 2. 123 24+ 1 25128+ 1 27 1 28]
|m |Inc\dent Involved |FuH Name ISevenq Page Options
Page Type: O portrait @ Landscape
[ eroups | [ Resettopefault | * Please note: The font sizes for the Grouping fi psge size: Ol O
Page Width: 28.25cm
Layout Options
| EN R NS TR YRy SN TN RN TN ANEN YA KNI TR I IR IR YR N IR AR
Show Report Title:
[ [Incident Involved Full Name Severity ¢\ v o t (W
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:

e  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.

IR Microsoft Excel
3 4
| Home | mnset  Pagelsyout Fomuss  Data  Review View  Adddns  Acobat
mo ARIAL <o - J[A W] = | | SwapTen General 4 [omal
— 143 Copy =
Paste et paiter || DA NI (s |- A || i Merge suCenter = | $ ~ % 9 || %8 %) F(;"m";:w,agggf:, Calculation
Clpbosrd d Font Number
AL ~ G £ 89
5 ViewReport.aspx [Read-Only] [Compatibility Mode] - = x
A B c E F G H I J K L M N
189 1< Jan 2006 09:40 80 to 89 ISR 4 MINOR Acacia Private Ward B General Pt fell from chair. No injuries sustained
2 17 1Jan 2006 00:15 90 to 99 ISR 4 MINOR Acacia Private Ward A General Pt found lying on the floor. No injuries noted
3 42 30 Jan 2006 00:30 70to 79 ISR 3 MEDIUM  Acacia Private Ward A General Pt found in bathroom on the floor fitting
47143 3Jan2006 (None 0to9 ISR4MNOR  Acacia Private _ Operatit Orthropsnappropriate equipment available 50 unabls to perfor|
5 M44 4Jan 2006 08:30 70to79 ISR 4 MINOR Acacia Private Ward B Orthrop: Pt give another patient medications
6 145 4Jan 2006 08:30 90 to 99 ISR 3 MEDIUM  Acacia Private Ward B Orthrop: Pt was given incorrect tablets oxycontin 10mg. NUN|
7 46 3Jan 2006 13:50 30to39 ISR 4 MINOR Acacia Private Ward A Obstetri Pt given wrong medication
8 1153 5Jan 2006 19:30 90to 99 ISR 4 MINOR Acacia Private Ward A General Pt absconded from hospital. Brought back to hospite]
97156 5Jan2006 18:30 90to 99 ISR4MINOR  Acacia Private  Ward A General Found patient on floor no injury sustained
10 "166 7Jan 2006 17:15 80to 89 ISR 4 MINOR Acacia Private Ward A General Pt fell whilst going to the toliet
117167 9Jan 2006 14:00 100 plus ISR 4 MINOR Acacia Private ‘Ward A General Pt found on floor ? Slipped out of chair
121 1
12 158“«49‘&" 200 § 18: g‘n‘lu‘m 79 .NASR 4 MLN'.OF /fgaw‘r‘\‘f\;.w‘!lald B Or\hvgyj\wandenng outside Ilvejms ital -

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.

I v Incdentsnapshotds

anm o C AN Sl B Sweete

et BI U E B-A- EEW e @

Sample “XLS Grid Format” output

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
Settings

e Page Headers
e  Charts
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

Excel Export v

Layout Settings

Blue

]

Page Options
Page Type: ® portrait. O Landscape

@ Ons

Page Width: 19.5em

N S AT W AR S AN W TS T N I R EE” XY i

Bevorwek

‘Show Report Title:
‘Show Organisation Name:

‘Show Report Lines:

SRR

‘Show Record Dotted Line:

Repeat Field Labels
‘Suppress Border RePeat Fiele Lab

Example: Incident Report configured to output to Excel™

Incident Reports

Selact Layout: [Excel Report

- Format Painter
Al - (\

L. E \ F Lo | 8 | 4 | 4 | K | L | M| N |

1SR 4 MINOR Acaciz Private ‘Ward B. General Pt fell from chair. No injuries sustained

ISR4 MINOR  Acacia Private ‘Ward A General Pt found lying on the fioor. No injuries nuted

ISR 3 MEDIUM  Acacia Private ‘Ward A General Pt found in bathroom on the floor fitting

Acacia Private |r0rthfop.1r\appmpnate eqmpmeﬂt avail

ISR4MINOR  Acacia Private

ISR 3 MEDIUM  Acacia Pmrate was given incorrect :ah]ets uxymmm 10mg. NU

ISR4MINOR  Acacia P_(lvate ‘Ward / AObstetn Pt given wrong medication o
5 6 1SR 4 MINOR Acacia Private Ward AGenefa\ Pt absconded from hospital. Brwght back to hospitz
5 Jan 2006 ISR4 MINOR  Acacia Private ‘Ward A General Found patient on floer no injury sustained
7 Jan 2006 ISR 4 MINOR  Acacia Private ‘Ward A General Pt fell whilst going to the toliet

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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