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WHAT IS A LIST PAGE?

List pages are views in Riskman where you see a list of records.

List Pages can be accessed from the main navigation menu:

L=

1. My Workspace

Review My
List Pages

My Workspace ~

) reminders & alerts

R wew... .

) Review My... . Incidents
Feedback
@4 Assign a Dalegate
Stewards
Sg  wy ety v 2l cases
ol Broadcast Message Risk Registers v
4wy Email Log Shared Contrals
R Quality (cQ)
3 My Details
Quality Registrers >
MEM Ragistars v

Documents (NW)
Documents (TC)
RESPECT (CQ)

safer Together (DDH)

Compliance (TC)

Organisational Structure

2. Inbox

Management > Inbox > (register name i.e. Incidents)

Management > All Incidents & other register views

3. Enquiry

My Workspace > Review My > (register name i.e. Incidents)

Management > Enquiry > (register name i.e. Posted Incidents)

% Select a record to display the available tools. ) Entered InCIdents ) Q‘
Shows Incidents entered by you or anyone reporting to you, or that have been ‘Distributed” to you.
Drag a column header here to group by that column
| Archived | ) | Dist | ol Link Notification Da| Reporters Nanl su List of Records ¥ | First Name ¥ | Incident Date | Incident Invnq Severity ¥ ‘ Type OF ln]ur\% Date Entered
[ ][ ]v] |-+ A - M || -] | |7 | |7 | || -]~
| ® 1 4005 4004 2 Oct 2023 System Ma_.  fihkdir Cabell Hunt.. Centre Bloc.. skjfhjkrdf 2 Oct 2023 Patient/Clis.. ISR 4 MINOR 2 Oct 2023
@ None| [ 4004 Master 2 Oct 2023  System Ma..  fhkdir Cabell Hunt.. Centre Bloc.. skifhjkrdf 20ct2023  Patient/Clie.. ISR 4 MINOR 2 Oct 2023
@ none| O 4003 20ct2023  System Ma..  dkjwe Cabell Hunt.. AC2test m,sdm 2 0ct2023  Patient/Clie.. ISR 5 NEAR 2 Oct 2023
& @ @ nNone T 4002 20ct 2023 System Ma..  kh Acacia Priv.. Centre Bloc.. ,kjh 20ct2023  Patient/Clie.. ISR 4 MINOR 2 Oct 2023
@ Mone [ 4001 4000 2 Oct2023  System Ma..  kh Acacia Priv..  Centre Bloc.. kih 2 Oct 2023 patient/Clie.. ISR 4 MINOR 2 Oct 2023
@ 0  None| F 4000 Master 2 Oct 2023  System Ma.. kh Acacia Priv...  Centre Bloc.. kjh 2 Oct 2023 Patient/Clie... ISR 4 MINOR 2 Oct 2023
@ 1 [ 398 30 Aug 2023  Danish'Test  Kar Cabell Hunt.. Centre Bloc.. Mat 30 Aug 2023 Patient/Clie.. ISR 4 MINOR 30 Aug 2023
@ 1 | 398 30 Aug 2023 D'anishapost  Kar Cabell Hunt.. Centre Bloc.. Mat 30 Aug 2023  Patient/Clie.. ISR 5 NEAR. 30 Aug 2023
@ 1 [0 3ee7 30 Aug 2023  Danish'Test  Kar Mercy ACAS Mat 30 Aug 2023  Patient/Clie.. ISR 5 NEAR. 30 Aug 2023
@ 1 [ 3998 30 Aug 2023  Danish apost  Kar Cabell Hunt... AC2,test Mat 30 Aug 2023 Patient/Clie.. ISR 3 MEDI 30 Aug 2023
M @ 1 3995 30 Aug 2023 | Danish Test  Kar Cabell Hunt..  Centre Bloc.. Mat 30 Aug 2023 Patient/Clie.. ISR 5 NEAR 30 Aug 2023

4. Other register views

Management *  Administration *

Analysis ~

Help ~ Management ~

Administration ~

Analysis ~ | Help -

&y Inbox v
| Inbox List Pages

B¢ Inbox

@ ooy

Incidents
Feadback Ragister
Steward

Posted List Pages

N

»

Posted Incidents
Posted Feedback

Stewards

Management *  Adminstration *  Analysis *  Help * Lo
= R Entered Inci|
&) enqury * Ligots sty you o anyonetepod

ANl Tncidants

ANl Faedback 1

All Steward

All Steward

Additional

Case Management Register

List Pages

Quality Register (CQ)
Risk Registers

Shared Control Library

Quality Registars
MM Registers
Document Register (NW)

2018 Closed - complet

In progress
Document Register (TC) In progress
RESPECT (CQ) In progress.
Safer Together (DDH) open
Comphance Register (TC) —

The number of List Pages that a user will see in their menus will depend on the number of Registers

that your site has and the permission level of the user viewing the menus.
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Each List page has the Selection Setting menu.

Q.

Select a record to display the available tools.

Entered Incidents

Shows Incidents entered by you or anyone reporting 1( Selection Settings

Selection Settings give the user access to eight different List pages via the Display drop down list:

N o g bk~ D=

RLDatix

Inbox (Incidents)
Deleted Incidents
Accepted Incidents
All Incidents
Posted Incidents
Entered Incidents

Newly Assigned Incidents

Archived Incidents

This Selection Settings
option is only available from
the Entered Incidents
Display view.

Selection Settings

Selection Settings

Display: Inbox {Incidents) v
Incidents Involving: Inbox (Incidents) ]
Date Entered: From _

Deleted Incidents
Incident date: From )
Date entered in RiskMan:  From ACCEpted incidents

All Incidents
el s Posted Incidents

Entered Incidents
Allow rows fo expand vertically: Mewly Assigned Incidents

Apply Settings i

(ear Layout.

Selection Settings

S
Display: Entered Incidents v
Incidents Involving: _1
Date Entered: From | To s
Incident date: From | To =
Date entered in RiskMan: From ~| To >
Incident IDs:

#

Show Archived:
Allow rows to expand vertically:

Clear Layout
Clear Layout|
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The Following is an image of each List page header and gives a description of the type of records

that are displayed in that view.

Inbox view page

% Select a record to display the available INBOX - Incidents for Review #

tools. MNew Incidents and edits of Incidents

When auto-posting is turned off in the Global Settings, all Incidents that are submitted will be
displayed the Inbox view page. Incidents in the Inbox are un-posted and are not yet available to the
Reports modules. These unposted incidents are considered “drafts” that have not yet been
accepted and written to a “posted” master record. Every time there is an edit or change to an
incident record a new version will be written to the Inbox. When you view the record, you can see

the number of versions in the Control Panel.

Deleted Incidents view page

% Select a record to display the available tools. DELETED INCIDEN TS #

Displays all Incidents that are marked as deleted in the register. Deleted incidents will not be visible
in any of the other list page views except All Incidents, Entered Incidents, and Archived

incidents.

Accepted Incidents view page

% Select a record to display the available tools. ACCEPTED INCIDEN TS Q

Opening an item will show the associated Posted report.

Displays all Incidents that have a Posted (master record) and Inbox (draft) versions as well. When
opened the record shown is the Posted version with the option to view the Unposted (draft) record

that Posted version is based on.

All Incidents view page

% Select a record to display the available ALL INCIDEN TS #

tools. Show all Incidents, posted and unposted.

Displays all Incidents that exist in the register, posted or unposted (not including those marked as
Deleted).

Posted Incidents view page

% Select a record to display the available Posted Incidents #

tools Incidents accepted and reviewed, ready for reports.

Displays all Incidents that have been Accepted and Reviewed. Posted Incidents are written to the

master record. Posted Incidents are made available to the Reports modules.
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Entered Incidents view page

Y % Select a record to display the EnterEd InCidents #

available tools Shows Incidents entered by you or anyone reporting to you, or that have been ‘Distributed to you.

Displays all Incidents that the user has entered as well as any records where they have been

mentioned in the Review History. This includes when the user is given access by and alert or a
Journal entry or a Distribution List entry or records entered by a user that is listed as their staff.
Shows posted, unposted, deleted, or archived records. Any incident the user views from the All

Incidents tab they will also appear in the Review My > Incidents tab.

Newly Assigned Incidents

Assigned Incidents - Unviewed o

% Select a record to display the available tools. R . X .
Incidents specifically sent to you, which you have not yet viewed

Incidents which you have access to by assignment. Access is specifically sent to you by a triggered
Alert, a Distribution list entry, or your permission level. The Incidents in this view are those which
you have not yet viewed. As soon as incidents in this view are reviewed, they will no longer to

appear in this view and will appear in your Entered Incidents view.

Archived Incidents

% Select a record to display the available lEnterEd InCidentSl #
tools S% to you, or that have been ‘Distributed’ to you.

Drag a column header here to group b column
Archived Link Incident date Closed comp Incident stati Hospital and| Facility ¥ | Days open § Reporter's ni Subject affeq
[ hd hd - ¥ - ¥ hd hd hd hd hd hd
@ \; [ Yeg 1 None 5585 7 Sep 2020 7 Sep 2020 Inprogress CENTRAL .. BananaHS O System M.. Patient/ ..
& 4 Yoo None 5623 6 Nov 2020 Cpen CAIRNS ...  Atherton .. 1273 _abhitest2  Patient / ...
&/ 4 ves None & 331':63“ METRO N.. Redcliffe .. 2932 System M. Patient/ ..

Incidents which you have entered in the system will appear in the Entered Incidents view. From this
view you can Archive or hide Incidents, and only from this Entered Incidents view. When Show
Archived is enabled in the Selection Settings window the Archived column will appear and a green

Yes will indicate the record has a status of Archived.
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Multiple Views

Records can appear in more than one List page view at the same time.
For example:

Newly submitted Incidents can appear in any of the following list pages concurrently:

Inbox — Incidents for Review
All Incidents

Entered Incidents

Assigned Incidents

Deleted Incidents can appear in any of the following list pages concurrently:

e Deleted Incidents
e Entered Incidents
e Archived Incidents

Accepted Incidents can appear in any of the following list pages concurrently:

Accepted Incidents
All Incidents
Entered Incidents
Assigned Incidents
Posted Incidents
Archived Incidents

All Incidents can appear in any of the following list pages concurrently:

Inbox — Incidents for Review
All Incidents

Entered Incidents

Assigned Incidents

Posted Incidents

Archived Incidents

Posted Incidents can appear in any of the following list pages concurrently:

All Incidents
Entered Incidents
Assigned Incidents
Posted Incidents
Archived Incidents

Entered Incidents can appear in any of the following list pages concurrently:

Inbox — Incidents for Review
All Incidents

Entered Incidents

Assigned Incidents

Posted Incidents

Archived Incidents

Deleted Icidents
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Submitted records

When an Incident is submitted it will be recorded in the Inbox as a draft awaiting review.

Review
Reviewers open an incident from the Inbox and make the required changes. Once they have
completed making their changes to the record they have two options:

1. Posting - Once a record is reviewed it can be Posted which writes it to a master record or

2. Saving - It can be saved without Posting which creates a new draft version in the Inbox

Incidents can be re-opened and edited as many times as required. Each time there is an edit to the

record and the record is posted or saved and a new draft version will be available.

Versions

Posting register records like Incidents or Feedback can exist in several versions. These versions are
not necessarily written to the Posted master record.

If a Posted version of a record is opened and edited from a previous draft version and posted, the
resulting new posted master record will be updated in Posted Incidents and a new draft based on

the previous Posted record will be written.
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