O RLDatix

RISKMAN GUIDE TO ENTERING AND REVIEWING RISKS

Entering Risk

e To enter a new risk, go to My Workspace>New> Risk

e  Move bet

ween data fields using the mouse, TAB or

SHIFT TAB keys
e DO NOT enter data with CAPS LOCK on
e Complete all fields/buttons that are displayed in

are comp

The case cannot be saved unless these fields
leted

e Tool tips may appear when you put your mouse over

some of t

he fields to help you with entering the risk

Policy Links I may appear next to some fields,
which you can click on to take you to an external
website.

When choosing values from a multi select field, ensure
you click the check box and not the text

ssue x

[ Retafsion s & result of compiaint

Field content can be deleted by highlighting everything
in a field and pressing the DELETE key.

Press Submit after you have completed the Risk.

Risk Entry
Submit this form to record the risk.
‘You will be able to modify this page once it is submitted
Risk name @ Details: Users are required to enter a Risk Name and
Description description and a reference if known. The Risk Name
et < field has a character limit of 300.
Risk status o = Risk Status: Enter the dates relevant to the risk by using
Date opened 193207 [ Next review date B the calendar picker or typing the date in the date field
Reminder period [~ Reminder date ] using DD/MM/YYYY format
A reminder period can be set. Click on the drop down to
P—— P = e — select frequency. A reminder will be sent to the relevant
Classifications risk owner based off the reminder date and period.
Category ~
Sub-cats v . ' . .
TRl ~ < Risk Classification: Users are required to select the
Clinical impact? S N hl K
Category and the Sub-category relevant to the risk
Hospital and Health Service =]
Fadility =
ward / Unit ~ Risk Ownership: Click the drop down in each field to
Service / Stream = < populate the relevant location information.
Division [v]
Key Personnel: Select the person icon to have a list of all
Risk owner <2 .
P ) - P RiskMan users present. Select the relevant user to
Isk coordinator g < i ) )
o e — e populate each field. If a user is named in any of these
Rt i fields, that user will be alerted to the risk once saved.
Catalyst/Causes: Click the “add catalyst” button to
d
em ] ™ populate information to describe circumstances or
scenarios that may bring about a risk exposure.
Add Consequence
-
Consequence: Click the “add Consequence” button to
populate information to describe negative consequences
that the risk may present.
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Inherent Risk: Click the “Consequence” or “Likelihood”
Where did we start from? P drop down that will present pop-ups to select the
Consequences. ~ Likelihood ™ ) . . .
relevant criteria. Once the criteria have been selected the
Inherent risk ﬂ Score
Pty it = Inherent risk, score and primary impact will
automatically populate.
Add Conteol < . “ ”
Controls: Click the “add Controls” button to populate
information to describe the controls that will be put in
e R SRR place to minimise the risk.
Control assessment ~ Management plan ~
Wliol e he Carts ot sk Hating s < Assessment: Click the “Consequence” or “Likelihood”
Consequences = Likelihood = )
. 2] drop down that will present pop-ups to select the
Risk rating [v] Risk Score . L, 3 .,
e relevant criteria’s. Once the criteria’s have been selected
Primary impact ﬂ
it = the risk rating and score will automatically populate.
<4— Actions: Click the “add Actions” button to populate
Add Action information to describe the specific activities to manage
this risk.
What risk level can we tolerate? 4— . . e L «, ”
Consequences o Tt o Project Risk Rating: Click the “Consequence” or
Acceptable risk = Score “Likelihood” drop down that will present pop-ups to
Brnaryimbact [v] select the relevant criteria. Once the criteria has been
selected the acceptable risk, score and impact will
automatically populate.
P Source of Assurance: Click the “add Source of
source of Assurance nl . . .
fe sl Assurance” button to populate information to describe
the assurance management process.
i Journal: Users are able to add information that is
al
relevant to the individual Risk such as general comments
or assign tasks.
——
<
bl Documents: Documents maybe uploaded to the risk if
Submit and Clone Submit the document is not relevant anywhere else within the
Clone details fram this Risk to a Submit this Risk. RiskMan will form such as images or diagrams.
new Risk. These Risks will be check if you have completed all
linked the mandatory fields.
1
al

Submit and Clone

Submit

Submit and Clone: Copies the current version of the
record and links the records together
Submit: Saves the current record
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Reviewing Records

Once a Risk Manager has submitted a risk, a Supervisor will
be notified via email that will include a direct link to the
relevant record for review.

Alternatively users may enter the ID number into the “Go
To” function to be directly taken to a record if known.

1. Pressthe d icon on the menu or press ALT-G
2. Select Item = Risk and enter the ID
3. Press Enter or click the Go button

4. If you have permission to the risk it will open

Go To *®
Selact an Item 1D Number Go
[Risk v|[t x| ‘g

To open a record within the list page, click on its respective
DO

3 | © | riyvieripece | Haragerent | pamickivaion | fepor | i | oaout T

Risk Register S B EBD

Who else needs to know about the risk?

As the Risk Manager, users have the discretion to distribute
records to other users that will allow that user permission
to view the record.

How to identify who has access to a record:

The Review History at the bottom of the risk will indicate to
you who has been notified of, edited or viewed the risk. If
required create a distribution list to notify other users of
the risk.

How do | let others know of the risk?:

If, after reading the risk and looking at the Review History,
you think other users within your organisation should be
notified of the risk, you can create a Distribution List
(details below)

Review History

Date - User 4 Notes

27 May 2016 12:08 Risk Manager (Risk Manager] Created the risk item.

27 May 2016 12:08 Quality Manager Email SENT: Notify Risk Manager

27 May 2016 12:08 Robb,Roy (Robbroy} Manager Email SENT,
27 May 2016 12:11 Risk Manager {Risk Manager) Risk item edited.

27 May 2016 14:45 Risk Manager (Risk Manager] Most recently viewead.

Risk Control Panel

The Control Panel contains various functions (depending on
the user’s permissions) to assist with managing the current
record.

Control Panel
Version Control

Thers hava besn no edits
Last editd by:GCHHS Line Manager 1 (GCHHS-LineMar-1) on § Aug 2016 11:55:23

Actions
[ Bookmark |[ archive || AlertMes || ChangeMistory || Distust || print Display as: PDF  [v]

Options within the Control Panel are:
BOOKMARK

Places the Risk into your Bookmarked Items list, available
via the My Workspace > Reminders & Alerts page. You may
wish to bookmark the Risk as one you would

like to follow-up later, or requires further information
before investigations are underway.

To Bookmark a Risk, click on the Bookmark ©@ button

Control Panel
Version Control

e

Last edted bysgHts Line
Actions

oo ] Avchive || Aletmer ][ Ghangetistory || Distiist || peee Displey ass| POF  [v]

i2ger 1 (GCHHS-LineMgr-1) on 5 Aug 2016 11:55:23

How do | view my bookmarked records?

All your bookmarked Risks will be listed in your
Bookmarked Items © list under the

My Workspace > Reminders & Alerts page
1. Toopen the Risk click the Notification Date ® link

2. Toremove the bookmark, click the Bookmark button
on the Control Panel

® @ | Myworkspace * | Reports v | Help ~ | Log Out LSER:S ipegiaac (el pet o)
[Reminders o
I Distribution Lists: 5 T Bookmarked Ttems: 1 1 Allocated Journal Actions: 0 1

You have bookmarked the following 1 item:

Tvpe DaysAstned 1D Beporters Surnams Facility Summary

Incidentd 17 May 2016 40 17 May 2016 Reporter Martin Rockhampton Hospital Patient was not feeling well

ARCHIVE

If Supervisors have completed a record and no longer
require the record to be shown in the “Entered Risks” list,
the record can be “Archived”.

To Archive a Risk, click on the Archive @ button

Control Panel
Version Control

Thers have been no edits,

Last edited by:GCHHS Line Manager 1 (GCHHS-LineMgr-1) on 5 Aug 2016 11:55:23
Actions

e e | e e (]
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To archive records from your Entered Risks page

1. Check mark © the record(s) that you would like
archived

2. Pressthe Archive icon®. The Risk(s) will be hidden
from your Entered Risk List

:t %) My Workspace ~ Reports ~ Help - Log Out
o N

Drag a column header here to group by that column

Entered Inciden

Shows Incidents entered by you or anyone report{

Archived @ Dist = jie) Motification Date ¥ | Reporters Name ¥ | Sur

¥ - % ¥
30 18 Apr 2016 Default, Mary Jon|
& = 1 | [+ Q—m——nmo Default, Mary Rer|
& e 1 23 14 Apr 2016 System Manager Jon
22 11 Apr 2016 Default, Mary Bo

4 Records Found (Page 1 of 1)

How do | view an archived record?

o

1. Enter Selection Settings by clicking on the icon

(1]

2. Click Show Archived ® and press Apply Settings ©

3. An Archived @ column will display, indicating which
records have been archived. Archived records can still
be opened and modified if required.

| ® | ©  myworkspace +  Reports +  Help * LogOut USER: Reporter (Reporter) |

@ Entered Incidents o B B
red by you o anyor

Shows Incidents enter o reporigloyou, o Pt have been Dsvotes ovou. )

| setection settings x

ion Settings
eris v

Incident date: From
& e Date entered In RiskMan:  From

223l

5 Records Found (Page

Crariayont

ALERT ME

What does the “Alert Me” function do?

The “Alert Me” function, when activated, will notify you of
any changes to the Risk (except changes to the Journals and
Documents).

1. Tosetup a Personal Alert click on the Alert Me ©
button

2. Select the duration the alert is to remain

3. Press Save ©

Personal Alert ®
Add a new Personal Alert.

Alert Duration | 3 Months[v] @3

| e @
Cancel

Control Panel
Version Control

i« < There have been o edits, -
Last edited by:GCHHS Line Manager 1 (GCHHS-LineMgr-1) on 5 Aug 2016 11:55:23
Actions

[ Bookmark |[_ Archive | Alertmer || changemistory || Dist.ist || Print Display as: POF  [v]

CHANGE HISTORY

How do | view the changes that have been made

to a record?

Each time changes are made to a record, a new version of
that record is created; this ensures the original version is
kept intact. The record you are viewing is the most current
version.

1. Click on the Change History © button in the Control
Panel of the opened Risk

2. The Risk Edit History window will open displaying the
changes by version or by field ®. You will only be able
to view the changes on fields that you have permission
to view in the Risk

Note: The Risk Edit History will not display any changes to
Journals or Document as there is no history. Only the current
versions of the Journals and Documents are available on any
version of an Risk

(Changes between Posted Version and Version 2
Value has changed for Occupation
Version 1 Food Services Saff
Version 2 Food Sanices it
Value has changed for Confirmed level of harm
Version 1
Version 2 Iy
Value has changed for (WHS) Confirmed nature of injury/iliness

Version 1

GaiaiEal Version 2 Wounds/lacerations/contusions.
= Value has changed for (WHS) Confirmed body part affected
Version Control Version 1
i o Version 2 Sack L it Foger
e i Value has changed for Confirmed level of care
Actions [
[ Bockmark ][ Archive ][ Aleimar | Ghompetimtom | Dtiet |[ Priet  |oiplayas POF  [v]

DISTRIBUTION LIST
1. Click on the Dist List @ button

2. Search for the users using the Filter List ® option e.g.
filter by the user’s first or last name

3. Highlight the user in the Unassigned List ® and press
Assign O

4. Repeat steps 2-3 if more users are to be notified

5. Recommended: Enter a comment © explaining why
the selected users are being distributed the Risk. These
comments will appear on the email that is sent to the
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nominated users and can also be accessed from the
Review History of the Risk

6. Press Send Email & Close @

Note: If there are already users in the Assigned list when
you are creating a Distribution list, it means that the users
have not yet read the Risk — do not delete them from the
list, as this could negate their permissions to the Risk. Only
the newly added users will receive the email

Distiuton Lt — Weby

Incident

Review History

Control Panel
Version Control

6} =

Last edited by:GCHHS Line Manager 1 (GCHHS-LineMgr-1) on 5 Aug 2016 11:55:23

Actions 0

[ Boskmark ][ Archive || Mlerimet ][ Ghamgemistoy | Distimr | pemt  oisleyess PP [v]

Can | view comments sent in a Distribution List?

The sender/receiver via the Review History of the Risk can
view the comments included in a distribution list email

To view the comments click on the <Email> link in the
Review History

2 Show Log Email -- Web Page Dialog
Distribution E-Mail Text.

Review History

)i Incident NOT viewed.

What happens when you are distributed an
Record?

1. If you have an email address in your User profile you

will be sent an email notification with a link to the Risk

2. If you have unread distributed Risks
e An Risks For Review message will appear at the
top of your RiskMan system (see example below)

USER: Supervisor (supervisor)

PRINT

Can | print a copy of the record?

A copy of the current version of the record can be printed
from an opened record in different formats e.g. PDF

1. Inthe Control Panel, select an output format ©

2. Press Print Preview ©®

Control Panel
Version Control

1« <l Thers hava besn no edits 3»i
Last editd by:GCHHS Line Manager 1 (GCHHS-LineMar-1) on § Aug 2016 11:55:23

Actions o @
[ Bookmark |[ archive || AlertMes || ChangeHistory || Distust || Print Tosstsy as:| Por V]|

e When you click on the link it will take you to the
Assigned Risk - Unviewed Listing page. You can
open the Risk from this page by clicking on the Risk
ID.

e Once you have read all your distributed Risk the
“Risk review required” message will disappear
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