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RISKMAN QUICK REFERENCE GUIDE TO MIANAGING LISTS

Introduction

This reference guide is aimed at RiskMan Administrators
who will be responsible for maintaining all the Register (e.g.
Incidents, Feedback, Risks, Quality Activities) and non-
Register specific lists used in your RiskMan

What are the Lists & Codes?

The List & Codes Maintenance provides Administrators

with the ability to view the content of all the list fields used
in your RiskMan with access to editing, adding or deleting
lists

In addition, users with the appropriate permissions can
import list items from an Excel™ document saved as a CSV
file into specific lists

What user permissions do | need to access the
List & Codes Maintenance?

For a user to have permission to the List & Codes
Maintenance page they will need the following permission

e General Administrative Permissions: Can maintain

codes (e.g. Site list)

What user permissions do | need to import data
into the List & Codes Maintenance?

For a user to have permission to import data into the Lists
they will need to have access to the List & Codes
Maintenance page and have the following:

e General Administrative Permissions: Can import list
from Excel

e In addition the Import button needs to be enabled on
the lists that you wish to import into

Note: This requires assistance from RiskMan Support —
https://hub.rldatix.com/SupportHUB/s/

How do | access List & Codes Maintenance?

1. From the menu select Administration -> List & Codes
Maintenance

2. When some lists are selected you will see an

information icon 0 0. This will show additional
about the list in question.

o e O

List & Codes Maintenance

ListName: (Incidents) Body Part Affected Graphics

This list allows you to name the body parts used in graphical selectors 9

Body Part Description ¥ | Sort Order ¥ Graphic Name
v

Mot stated/inadequately described 29 None.gif None

¥  Body Part Name

Lawer Right Front Abdomen
Hand Right
Hand Left

e i 2 conaan SIZ0LBIZNE Thigh, I

49 Lower_Right_Front_Abdomen.gif Lower Right Fron
30 Hand_Right.gif Hand Right
Hand_Left.gf Hand Left

57 _Front_Right Tighgif Front Right Thigd

The maintenance lists are segregated as follows:
(Alerts) — Lists specific to Alert Management.

(Feedback) - Lists that are specific to the Feedback Register
will be prefixed with (Feedback).

(Incidents) - Lists that are specific to the Incident Register
will be prefixed with (Incidents).

(Quality) — Lists specific to the Quality Activity Register will
be prefixed with (Quality).

(Risk Register) — Lists that are specific to the Risk Register
will be prefixed with (Risk Register)

No prefix — All other lists that are either shared between
the Registers or are non-Register specific e.g. pop-up
messages targeted at individuals or all users on a template

Note: Additional list items may appear in your List & Codes
Maintenance, depending on what Registers you have available
and any additional extensions that you might have available.
These will either appear with no prefix or will have a related prefix
e.g. The Register Name; Or the extension name e.g. (MET) for
those who have the MET extension in their Incident Register

How do you access a list in the List & Codes Maintenance
page?

1. If you want to narrow down your search, choose the
appropriate register from which you want to alter your
lists under Lists for Register® If you want to conduct a
general search, select {All}

List & Codes Maintenance

List Name | (Feedback) Related Service Lats tor Regiter ()
{al)
Feedback Register
Incident Register
Risk Register

0] ¥ | Related Service ¥ | Sort Order ¥

< >

19769 Community Care & o
& @

&
'

1
22189 Executive )
3
7
s S m
2
1
1

19788 Finance
Inforn

22909 Tocpn

22388

19785 Quality Support
10688 Residential

& o
& 1
& 0

19776 Respite & Direct Care

2. Select the relevant list from List Name. You can do this
by either @scrolling down to find the applicable list
name amongst all lists within the register or @ typing
part of the list name you are looking for so the lists will
be filtered accordingly.

Page 1

Valid for Version 2501


https://hub.rldatix.com/SupportHUB/s/

5)

RLDatix

RISKMAN QUICK REFERENCE GUIDE TO MIANAGING LISTS

List & Codes Maintenance

List Name: ‘ |

List Caption

(Alert) Level 1

(Alert) Level 2

(Alert) Level 3 o

(Documents) File Extensions

(Feedback) Complainant Objective

(Feedback) Consent Given to Person Providing Feedback
(Feedback) Consumer Type

(Feedback) Country

(Feedback) Current Status N

(Feedback) Custom Feedback Report Selection
(Feedback) Ease Of Resolution

(Feedback) Ethnicity

(Feedback) Feedback Involved

(Feedback) Feedback Report Date Selection
(Feedback) Feedback Report Filter Options
(Feedback) Formality Level

(Feedback) Gender

(Feedback) Has Permission to Access Medical Information
(Feedback) Interpreter

(Feedback) Issue Category

Lists for Register: {All}
Records Found
0
0
0
86
14
4
11
229

List & Codes Maintenance

List Namg | falld 2

List Captifn
(Incidentd) (Fall) Activity at time of Fall
(Incidentd) (Fall) Qontributing Factors
(incidentd) (Fall) Fpil Complication
(incidentd) (Fall) Fhil Context
(Incidentq) (Fall) Fhll History
(Incidents) (Fall) Fpll Ratings
(Incidents) (Fall) Fpotwear

(Incidentd) (Fall) Mobility Aids
(Incidentq) (Fall) Prevention Strategies
~—

3. The selected list will display

x - Lists for Register. {All}

Records Found

AR N @ N0
°

-+

List & Codes Maintenance

Lt Name (Incibente} ourrel Trces

L for Regzter

0 sty Jotemsi o i slwed. 5, e 8 4o

I7°Suegrees

1o 810 Ve, Tien et

" or Prnter Frendly rapor. ovtnot e rapert pas,

What general settings can be adjusted on the

v s dallonup feks

el ¥ b Linkes

Lists & Codes Maintenance page?

Lists and Codes Maintenance contains several settings that
can be adjusted to suit the user. To access these settings

click on the icon.

List & Codes Maintenance

BEOI

The below options will appear:
Settings x

Number of rows to display:

=]

Include actual listname in list selector:
Edit rows using a Form

Make the grid the fill the page width:

Ooooaod

Display the row ID column:

Apply

)

Below is an outline of each setting and its purpose. Select
the options which are relevant to you and click Apply.

1. Number of Rows to display — Allows you to select how
many rows are displaying per page

2. Include actual listname in list selector: — The default
setting in Lists & Codes Maintenance is to show the List
Caption or the friendly name of the list. This is the name
that users can see when utilising the system (e.g. on an
incident entry form). The Actual Listname, on the other
hand, is the underlying database list name. If this option
is ticked, you will see both the friendly name® and the
actual listname® under ListName:

List Name: ‘ Reporter's Position  [NatureOfEmployment] X |- Lists for Register:
List Caption Actual Listname

Reporter's Position
(Incidents) OH&S Nature of Injury List
(Incidents) Notifiable Events

NatureOfEmployment
NatureOfInjury
NotifiableEvents

Please note that in the majority of cases users will not need
to enable this setting as it is largely used for programming
purposes only.

3. Edit rows using a form — This option allows the user to
change the way lists and codes are edited.

If the Edit rows using a Form option is selected, each list
e
will have a O (edit) icon next to it. By clicking on
this icon, drop-down boxes for the relevant list will
appear ® to enable the user to make any necessary

changes with sufficient space. After any changes are

made to the list, click on the icon © to save. If you

want to close the drop-down box for a list without
saving changes, click on the Oicon. Be aware that
when using form edit mode, lists can only be edited and
saved individually.

— T —
| sortorder Cll
2] 5]

untington 10 o

rivate 999 il

us Lodge: 999 o

“ivate 999 i

Filter
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26198 Toownomba Surgicentre 999

List & Codes Maintenance List & Codes Maintenance
List Name:| Site  [Site] *  ListsforRegister: {All}
List Name: Reporter's Position ~ [NatureOfEmployment] - Lists for Registel
D v site v  Sort Order v
D ¥ Employment ¥ | Sort Order ¥ M

26202 Adelaide Day Surgery 995 &
hd 26208 Ballarat Day Procedure Centre 939 &
21756 Administration 999 o’t i 26199 Brindabella Endoscopy Centre 995 &

26201 ch lie Day Hospital 999
21875 | AIN 959 S 1 Chesterville Day Hospital o
= 26504 Cura Corporate Office 998 o
20603 Business Office Manager 999 & m’ 21186 Dee Why Endoscopy 998 &
22357 CFO 939 & i 26215 :\(If'rech Sauthside and Spring 058 ps

s
18937 Cleaner 999 & 1 26200 Ipswich Day Surgery 999 o
20526 Clinical Manager 999 & 26203 Kawana Private Hospital 999 il
22631 Cura - BDM 999 il 26205 Queensland Eye Hospital 999 &
26197 Sydney Day Surgery Prince Alfred 999 o
21726 Cura - CEO 999 & I veney pay surgery

P TUSSSS N T W P R T v 26206 The Eye Hospital 999 i}
o
o

26204 Victoria Parade Surgery Centre 999

5. Display ID columns — Every row has an ID number which

32357 CFO % &M is a numerical value identifying the actual row
18937 Cleaner 999 containing specific information. If this setting is
) switched on this ID number will display. Please note that
D 18937

in the majority of cases this setting will not need to be

Employment | Cl L .
e - enabled as it will be used for programming purposes.

Sort Order | 999

D ¥ Employment ¥  Sort Order ¥
00
e A d
If the Edit rows using a form option is not ticked, lists and 21756 | Administration o @
21875 AIN 999 biir}
codes are edited directly via the text field®. Multiple text 20603 Business Office Manager 999 @
fields can be edited before saving changes. After all 22357 CFO 999 i

relevant lists and codes have been edited, click on the After the relevant settings have been adjusted accordingly,

o click Apply.

icon ® and all changes will be saved in bulk. To
0 How do | add a new list item?
icon ©. 1

revoke any changes made click on the Select a list from List Name e.g. Site and click on the

0 e List & Codes Maintenance | iCOh P

List Name: | Login notification messages. _[LoginMessage] -
List & Code
Message to display at legin ¥ Enal

20704 Welcome to RiskMan. No List Name: | (Incidents) (Pressure Injury) Risk Score

Do you know what the difference is between an Incident, a Hazard and a near miss? o

=]
<

19498 No

Risk Score
IMPORTANT NOTICE! RiskMan will be unavailable for use between 11:30 AM and 12:30 PM today, 11/03/09 due to maintenance work,
i as 2228 Plopse teftinSr, using BiskMan during his Ugwe, Yau may, loain Inte BiskMan afler, 12: 30 P, I you haye logaed jo 4ung, NS UME. -, B2
>10 - At Risk
. . o . . . >15 - High Risk
4. Make the Grid width fill the page — If this option is 220 Very High Risk

selected, the applicable Lists & Codes grid will take up

the entire width of the page. If this option is not 2. If you have Edit rows using a Form ticked then an

selected, the applicable Lists & Codes grid will only take additional row will appear at the top of your listings as

; below:
up a small portion of the page.
. . +
Full width grid selected: RERERIE V| [EEIER Lt
°
List & Codes Maintenance & X
. = . i
s >10 - At Risk 30 Jiii]
o >15 - High Risk 20 1
e
e 20 - Very High Risk 10 i}
-
-8 Less than 10 - Not At
- g Risk 40 i
; § Not Recorded 999 i}
oo ¥ Create Filter
Full width grid not selected: 3. If you have Edit rows using a Form unticked then

additional rows will appear as below:
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Risk Score ¥ Sort Order ¥

v

Risk Score

Sort Order 999

>10 - At Risk 30 &M
>15 - High Risk 20 &
>20 - Very High Risk 10 P
Less than 10 - Not At Risk 40 & o
Not Recorded 999 & 1

¥ Create Filter

4. Enter the list name @ and the sort order @ if relevant. If
sort order is not relevant then the list will be sorted in
alphabetical order.

Edit rows using a Form unticked:

Risk Score ¥ | Sort Order ¥
¥

(1] | ® i}
>10 - At Risk 30 i}
>15 - High Risk 20 i
>20 - Very High Risk 10 i}
Less than 10 - Not At
Risk 40 i}
Not Recorded 999 i

¥ Create Filter
Edit rows using a form ticked:
Risk Score ¥ Sort Order ¥
v
Risk Score (1)

Sort Order 999 9

(<]
ol

>10 - At Risk 30 & 1
>15 - High Risk 20 & m
>20 - Very High Risk 10 & M
Less than 10 - Not At Risk 40 & m
Mot Recorded 999 &

¥ Create Filter

When saving is required, the field will be highlighted in
green. A message will also present next to the save and
delete icons to remind users that an action is required for
changes that have been made.

5. To save changes click the @ icon

@ [+ My Workspace ~ Management
Edited rows .
require saving LI

List Name: | (Incidents) Gender [Sex]

Gender Title

Intersex
Male

Female

How do | delete a List Item?

1. Select the list from the List Name @

2. Click on the
wish to delete

@® icon next to the listing that you

3. Once the list value has been deleted, you have the
option to Recover the deleted value. This will ensure
you have the option to reverse the action if needed. If
you want to continue with deletng the value, proceed
tostep 4

4. Delete rows requires saving. Click on the @ icon to
confirm delete

Deleted rows require

© © i

List & Codes Maintenance

@ savini
List Name| (Asset) Department o ~|  Lists for Register

Department ¥ | Sort Order A4 ‘
¥ N @

Admin R

Client Management 999 il @

Development 999 it

General 999 i

Help Desk 999 i

QA 299 i

Training 299 i

¥ Create Filter

Note: There may be some situations where RiskMan will not let
you delete a list item as it is being used elsewhere e.g. Site lists if
they are linked with a User’s Profile Restrictions. If this is the case
you may need to contact RiskMan Support to look at having your
existing data re-mapped before you can delete the list item.

How do | edit an existing list item?

There are two different methods by which a user can edit
an existing list item. Please refer to the section What
general settings can be adjusted on the Lists & Codes
Maintenance page? in this guide. Topic 2 Use Form Edit
explains the different methods by which lists can be edited.

Note: Changing or deleting an entry in a list simply changes the list
entry — it does not alter any notifications/activities, user profiles,
alerts or risks that have already been classified using the amended
or deleted entry. For example: If the “Paediatrics” entry in the
Programs list is altered to “Children’s Health”, any
notifications/activities/items on file that were classified using
“Paediatrics” will remain as “Paediatrics”. Contact support at
RiskMan Support — https.//hub.rldatix.com/SupportHUB/s/ if re-
mapping is required as a result of changing or deleting a list item

Can | sort my lists?

1. With a list selected, click on the column heading @

2. Anarrow ® will appear next to the heading indicating
the direction of the sort (ascending or descending)
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3. If you wish to sort the column in the opposite direction

click on the column heading ©® again

Site (1) ; Sort Order ¥
v
Adelaide Day Surgery 999 i}
Ballarat Day Procedure Centre 999 i}
Brindabella Endoscopy Centre 999 i}
Chesterville Day Hospital 999 i}
Cura Corporate Office 999 1
Dee Why Endoscopy 999 i}
E'Tlxle Tech Southside and Spring 999 o
Ipswich Day Surgery 999 1
T o A AT A S B AR il i e B X A e st b o b
Site e ¢ | Sortordery
¥

Victoria Parade Surgery Centre 999 m
Toowoomba Surgicentre 999 i}
The Eye Hospital 999 il
Sydney Day Surgery Prince Alfred 999 il
Queensland Eye Hospital 999 1
Kawana Private Hospital 5959 Iﬁ
Ipswich Day Surgery 999 1
ETI‘IE Tech Southside and Spring 990 i
-

Can | filter my lists?

There are two methods by which you can filter your lists:

1. With a list selected, click the Filter
the column heading® A drop down list of available

icon next to

filtering items @ will display. This will include blanks,

non-blanks and the name of each list item.

2.  With alist selected, click the Filter icon next to

the blank space below the column heading © A drop
down list of available logical tests will display. This will

include begins with, contains, doesn’t contain, ends

with, equals, doesn’t equal and like. After selecting the

appropriate logical test, type in your filter criteria ®
and press enter.

Site

Adelaide Day Surgery

Chesterville Day Hospital
Cura Corporate Office
Dee Why Endoscopy

Ballarat Day Procedure Centre

Brindabella Endoscopy Centre

Eye Tech Southside and Spring

¥ Sort Order ¥
(Al

(Blanks)

(Non blanks)

Adelaide Day Surgery @
Ballarat Day Procedure Cent

Brindabella Endoscopy Cent
Chesterville Day Hospital
Cura Corporate Office

Dee Why Endoscopy

Hill
Ipswich Day Surgery, 999 & 1M
Site Sort Order ¥

Hospital (3] A4 o

Chesterville Day Hospit; Begins with o

Kawana Private Hospita ¢  Contains (4] o i

Queensland Eye Hospit: Doesn't contain |

The Eye Hospital Ends with i

v Contains([Site] Equals Clear

Doesn't equal

Like ("%, " ")

Note: This might be useful when you are looking at your

Site/Location lists and you only want to view the Locations for a

particular Site

To remove a column filter

Y
1. Toremove a top filter, click on the Filter Oicon

next to the column heading and select (All) ®

2. Toremove a bottom filter either:

a) Manually delete all the filter conditions under the

column heading ® and press ENTER

b) Click on the Y

Ballarat Day Procedure Centre
Brindabella Endoscopy Centre
Chesterville Day Hospital
Cura Corporate Office

Dee Why Endoscopy

Eye Tech Southside and Spring
Hill

Ipswich, Day, Surgery,..

icon ®
Site O ¥ sortOrder¥
(AIL) (2]
(Blanks) A
Adelaide Day Surgery (Non blanks)

Adelaide Day Surgery
Ballarat Day Procedure Cent
Brindabella Endoscopy Cent
Chesterville Day Hospital
Cura Corporate Office

Dee Why Endoscopy

999, . 0.
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Site Sort Order ¥
==L © x|v e
Chesterville Day Hospital 999 f m’
Kawana Private Hospital 999 &
Queensland Eye Hospital 999 f m’
The Eye Hospital 999 &

¢ Contains([Site], 'Hospital') Clear

Q %

List

List Name: | Site

Site

‘ hospital|

Chesterville Day Hospital
Kawana Private Hospital
Queensland Eye Hospital
The Eye Hospital

¢ Contains([ Site], 'hospital'

Note: Assistance from RiskMan support will be required to
obtain the List Names

Example of the CSV file for the Site/Location list
2 Q My Workspace ™ Management ™ Administration ™ Reports ~  Help 7 Log Out
List & Codes Maintenance

Uist Name: Site/Speciay  [Program]

26374 Adelaide Day Suzen: femp—

Lists for Regs!

ADD-INS

e -
26375 Ademce ooy s B H O e
26376 Adelude Day 51 HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVEW  VIEW

N/

26377 Adekioe Doy S a ¥ o s
26378 Adebside Day S 5 Copy - Calibri LU [General
26578 Adelaide Day U Paste T . - s-% o W
i R $-% ;
26380 sallarat Day Prc
Clipbosra 5 Font Hur
25381 sallarat Day Pr
26382 sallarst Day Pre| 117 - fr
26383 Balavat Day Pre
26384 Balacil Dy Prc & 8 B c £
26014 mollarst Doy prc] || LIStNAmE site program Sort Order
s animantias| 3 SiteSpeciality Adelaide Day Surgery  Plastic Surgery 999
sitespeciality Adelaide Day Surgery  Reconstructive & Cosmetic Surgery 999
4 siteSpeciality Adelaide Day Surgery  Orthopaedic 9%
5 Sitespeciality Adelaide Day Surgery  Oral Surgery £t
6 Sitespeciality Adelaide Day Surgery  Paediatric 999
sitespeciality Adelaide Day Surgery  Ophthalmology 999

Can | export my lists to Excel™?

1. Arrange your selected list e.g. sort or filter

2. Press the Export © icon W8

3. You will have the option to save or open Excel™

4. If you select Open, your maintenance list will open i
Excel™

n

5. If you press Save, save your list. You will then have the

option to open your list

6. If you have filtered your list, only the filtered items will

be displayed in the Excel™ document

Note: If changes are made to the list in Excel™ you can import your

data back into the list in RiskMan — refer to the section “How do |

import data into a list?”

1. The Name of the list needs
to be included as the first
column in your CSV file

Codes Maintenance list

lists displayed in the respective List &

2. All other lists must correspond to the

Maintenance o X

; Lists for Register .

; Sort Order '

H A s}

‘f 999 & o

{ LI S |
% S0

w0 S0

How do | import data into a list?

Data file requirements

e The file you are importing MUST BE a CSV file (this file

format is saved from an Excel™ spreadsheet)

e The content of the data MUST contain the SAME
heading names as the list you are importing to, In

addition the NAME of the list e.g. SiteLocation, MUST

be included in your CSV file

To import data into a list

1. Select the list from List Name ©
2. Click on the Import ® icon ™=
Note: The Import button will only be available on a list with
the aid of RiskMan support
(2}
List & Codes Maintenance o X 2
ST
LY
= 48
= 48
wsa
wl e
3. A pop-up will appear with a list of options
x
List Importer
[ Choose File | No file chosen Upload
Test Only Replace List Append to list
e Test Only —this is where you can test if the Spreadsheet

from which you’re importing is valid or not before
importing the data. If the file is valid it will state List
validates correctly. If the file is not valid it will state
Invalid File type.
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e Replace List — this is where you import the applicable
Spreadsheet to your current list and replace it with the
existing data

e Append to list — this is where you add data from the
applicable Spreadsheet to the current list so that the list
now contains both existing and appended data

4. Locate the CSV © file that contains the data you wish
to import

e  Only check the Replace existing data @ option if
you are replacing your list with your new list,
otherwise the imported data will be appended to
your existing list

Note: If you do replace your list with a new list you may wish
your existing data e.g. Incidents, Feedback, Risks, Quality
Activities, User Profiles or any other Registers to be remapped
to your new lists. If this is the case contact RiskMan support —
https://hub.rldatix.com/SupportHUB/s/

5. Press Upload ©

6. Your list will be updated

]

# | Q| My Workspace | Management | Administration | Reports | Help | Log Cut

Lint B Cade Maintenance

[ohoose Musntanance List:  Site/Location

Administration Icon

The Administration icon is available to access Lists and
Codes that are not available to Administrators. The icon is
presented for RiskMan support purposes to allow the
RiskMan support staff to access these lists if required.

If you have selected Use Form Edit, your screen will look as

below:

Q00 List & Codes Maintenance [ 3 3
Lt e itgens) TosTo OeFitors oo natens

| cowrkegmen Jnevent gkt

4 type orbIcUSGERr I iy @ eI BOT 68 16 48 §ASEES 2UBr 1 ek
" iy e

=
e, i 35

» s P ]
ouseoieR L]
st e vt LeemnChilln MUUSLDRLK L]

ance B X
Is for Register: -
v
99
10 i

The function is password protected and only a password
generated by RiskMan will access the tool.

Tooltips

Tool Tips are available on fields and in some cases buttons
on the Register Entry form and can be created through the
List Maintenance page by selecting the respective ToolTip

Definitions list

(1] List & Codes Maintenance & 3
List Nme: (Indesre) TeaiTia Definifons | Lattar Rogister
e n
mmmmm == =
Duete nterret Expiore repd: it wil sppear
PR ¥ Top coer ¥ | ettom Color ¥ Tontip e ¥
i Staf Actian Taken</b% Temanthiffon  MOUSFOVER Ea ]
- : e
prp— Leonien | voUSEUR £ B
i VoSO W
Mo S|

o List & Codes Maintenance o X

Labsst of e Fielid b shiows ToalTip i ® | Top T ¥ Battoen Tip  Tom Colis ¥ Battom Color ¥ Toltin Type

Rasitn) R war S0
Example: Risk Register Tool Tips

i} List & Codes Maintenance & X

List Name: {Fostiics) TooTIp Definiions. - Lists for Rugiser Facchore Rugister
ke of Rhe |2kt chaw 122119 an AERLEY v uskEm i *  lopeior * Lowtom Loler v ez Ivpe .
ered retvenving el ype o | eelbece B Wi el men. o e caounkri? A e Aivettlue PRI ra i

Example: Feedback Tool Tips
To create a new tool tip
1. Click on the .I icon @

200 List & Codes Maintenance - Y

sl of thee | Iuded Lo show leallip un ¥ | lop 11g v | et ¥ loptolory | Lot Galer v Jeolup ey

' 5o

Regardless of which setting you are on, the field options
will be the same.
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Label of the Field to show ToolTip on: Select the field or
button that you wish to associate the Tooltip with

2. Bottom Tip: Enter the description for this tool tip.
3. Top Color: Select a colour for your Top Tip

4. Bottom Color: Select a colour for your Top Tip
5. Tool Tip Type: There are 4 types of tool tips that you
can select - it is recommended to select MOUSEOVER

To appear as an option in this list, a Template must exist
under the 'General' tab or in the 'Incidents’ register.

This list will have no effect on users created by an
administrator.

Using HTML Codes to enhance your Tool Tips

Your tool tips can be enhanced by including one or more of
the following: bold, underline or italicise words; add
paragraphs; add line breaks; add bullets and numbering to
separate text within a tool tip. Simple HTML code can be
used to include these enhancements. On the next couple of
pages are some examples of Incident Tools tips using HTML
Code which you can replicate in your RiskMan
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TOOL TIP EXAMPLES FROM THE INCIDENT REGISTER

Tag Example using the Tags Sample tool tip
I m

<b>Notification Date</b> Notification Date

Bold <b> The Date The Incident was Notified to

Group Clinical Governance.
<em>risk</em> or <em>risks</em> e
. incident
Italics <em>

Please salact the risk or risks that this
incident relates to

Underline <u>

<u>risk</u> or <u>risks</u>

Click here to associate a risk with an
incident

Please select the risk or risks that this

incident relates to

To view and select an Incident severity rating for this
incident, click on the icon next to this document.

. Action Taken
; <b><em>Not Required</em></b> |
Bold/Italic a / / Specify any action taken to prevent a
<b><em> recurrence of this type of event. If no
action is necessary, write Not Reguired
Nominate the severity of this incident, using the Outcome
. <b><em>Incident Severity Rating</em></b> document. {Mominate the severity of this incident,
Line break using the Incident Severity Rating
<br> <br> document.
To view and select an Incident severity rating for this Dozosni sz zdias Dl snE
rating for this incident, click on the icon
incident, click on the icon next to this document. {next to this document.
. . L . Dutcome
Paragraph Nominate the severity of this incident, using the INominats the seventy of Hhis incidenk
i <b><em>Incident Severity Rating</em></b> document. using the Incident Severity Rating
Break with document.
i <p>
line of space . . . . .
<p> To view and select an Incident severity rating for this {To view and select an Incident severity
incident, click on the icon next to this document. rating for this incident. click on the icon
|next to this document.
Nominate the severity of this incident, using the Qutcome
Y ’ g {Mominate the sewverity of this incident.
) <b><em>Incident Severity Rating</em></b> document. using the Incident Severity Rating
Horizontal <hr> e
Rule <hr>

To view and select anIncident severity
rating for this incident, click on the icon
next to this document.

More advanced examples on the next page
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(3) RLDatix

RISKMAN QUICK REFERENCE GUIDE TO MIANAGING LISTS

Tag

Example using the Tags

Sample tool tip

Bullet points
<uL>

<LI>

<ul><li><b>Minimal:</b> No harm, injury, loss or
increased care.</li>

<li><b>Minor:</b>Injury, harm or loss sustained
requiring increased care, observations.</li>

[ DI a significant event.</li></ul>

INCIDENT OUTCOME

Flease specify the immediate cutcome
of the incident....

# Minimal: No harm, injury, loss or
increased care.

#* Minor:Injury. harm or loss
sustained requiring increased
care, observations.

# Moderate: Injury, harm or loss
sustained resulting in increased
length of stay and/or additional
medical intervention.

# Major: Injury sustained resulting
in disfigurement, permanent

" harm, surgical intervention or

event constituting physical

1 assault.

* Serious:Life threatening or fatal

I events and all events

constituting a significant event.

Number
points

<0L>

<LI>

<ol><li><b>Minimal:</b> No harm, injury, loss or
increased care.</li>

<li><b>Minor:</b>Injury, harm or loss sustained
requiring increased care, observations.</li>

INCIDENT QUTCOME

Please specify the immediate outcome
of the incident....

1. Minimal: Mo harm, injury. loss or
increased care.

2. Minor:Injury, harm or loss
sustained requiring increased
care, chservations.

2. Moderate: Injury, harm or loss
sustained resulting in increased
length of stay and/or additional
medical intervention.

4. Major: Injury sustained resulting
in disfigurement. permanent
harm, surgical intervention or
event constituting physical
assault.

3. Serious:Life threatening or fatal
events and all events
constituting a significant event.

Defining templates for self-registered users
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(3) RLDatix RISKMAN QUICK REFERENCE GUIDE TO MANAGING LISTS

1. Click on the List Name drop down and locate Default
template to apply to self-created users, based on
selected site list

2. Click on the icon

(3] List & Codes Maintenance ETE - B K. 3

o

When a ussr seif ragisters in RiskMan, ncrmally they wil receive the Default’ templata for each register, and for Ganaral, Which Registers a default user gets can be
canfigured.

If the user s allowed to specify the Site field then thes list wil d. if is foun), the ‘Default’ template name to apoly i retrieved from here,

Should the user chocse 2 or mare Sitss, one will be selected randomly.

Should the site appear more than once in this lst, sne will ba selectad randomly.

The same tempiate wil attempt to be zpplied for each register, I the template does not existin any regster, the Default templzte wil be apphed.

To appear as an option in this lit, 2 template must exist under the ‘Ganeral tab or in the Tncdents' ragister..

This st wil have no effect on users created by an sdministrator.

There s alsa 2 Global Setting “Users/ Authentication/LDAP Details/ 200) The RiskMan Template to use when self creating new users." This will be effective orky If
the sis is not found in this st

Ll
0 o

| ste. [~]  Template To assign.

7 Create Filter

3. Select the site and template to assign for that site

4. Save or Discard the changes

List & Codes Maintenance hE R - I T 3

0006
~0

List Name: [ Jefault temglate to apply to self-created users, based on selected Site. [=]  Lists for Register

When a user self registers in RiskMan, normally they wil receive the ‘Default’ template for each register, and for General, Which Registers a default user gets can be configured.
¥ the user is llowed to specify the Site field then this list will be referred to and, if the St is found, the Defaul’ tempiate name to apply is retrieved from here.

Should the user choase 2 or more Sits, cne will be selected randomly.

Should the site appear mare than ance in this list, ane will be selected randos

‘The same temglate vl ttempt to b applied for each register. If the tempiate doss not st in any register, the ‘Defaut’ template will bs applied.

To appea 38 an cption in this list, a template must exdst under the ‘General' tab or in the Tncidents’ register...

This st will have no sffect on users created by an adminestrator.

There s a0 3 Glabal Satting "Users/ Authentication/LDAP Datails/200) The RiskMan Template to usa when self creating new users.” This wil be sffective oaly i the
site is not found in this |

Site. Q! | Template To assign. [~]
@ Eucalyptus Lodge  Manager ™
7 Coeate Filter

There is also a Global Setting 'Users/Authentication/LDAP
Details/200) The RiskMan Template to use when self-
creating new users.' This will be effective only if the site is
not found in this list.

During self-registration, if the user is allowed to specify their own site, then the above list will be referred to and, if the site is

found, the Tempalte the user should be allocated to is retrieved from here.

Should the user choose 2 or more Sites, one will be selected randomly.

Should the site appear more than once in this list, one will be selected randomly.

For each Register, the system will attempt to assign he user to the defined Template. If the Template does not exist in a

Register, the user will be assigned to the ‘Defulat’ Template instead.
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