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	RMSS Inspection – The Complete Chronological Process



	Logging In

· Use your web browser to navigate to:
http://adelaideuni.theriskmanager.com.au/theriskmanager/
· If you would like to practice using RMSS without having the data you enter being saved live, go to the test server at:
http://adelaideuni.theriskmanager.com.au/test/
· To log in, use your University of Adelaide Username (your staff ID number, preceded by a small “a”, thus:  a1234567)

· Use the Password that was issued to you after you attended RMSS training, sent to you via email. If you have previously logged in to RMSS and changed your password, use the new password that you assigned to RMSS.

· Click the “Login” button.

· RMSS will load and display Your Personal Dashboard page.

Getting Started – Allocate an Inspection
· Use the menu to navigate to “”Audits and Surveys”/”Workplace Auditor”/”Audit Central”

· From Audit Central screen go to the Open Audits section and click on the “Setup Respondents” button.
· Check the “Audit Category” and “Audit Name” filters are empty. If they are not click on the orange “Clear filters”

· Select the appropriate “Entity”/”Faculty/Division”/”School/Branch”/”Discipline/Unit”/”Campus”/”Building”
· With the “Room” you can select an individual room, or if you are doing multiple rooms select *N/A (there is an opportunity to details which levels or rooms inspected in another section of the template)
· Select the “room type”
· In “Item/Activity” select *N/A
· In “Audit Category” select “OHS”
· In Audit Name select the inspection you want to conduct.
· Under the filters, in the left column look for the name of the person to conduct the inspection – if it is there click on the tick box then click on the [image: image1.png]: Audit Respondents : - Internet Explorer provided by The Universit laide
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 button and the name will appear in the right column.
· If the name doesn’t appear in the left column you will need to add it. Do this by going to the section “Add a new respondent” under the columns. Ensure “Existing Risk Manager User” is selected. Find the name of the person in the drop down list and then click on the orange “Add” button. The name will then appear in the left column and you can follow the procedure in the previous dot point.

· In the right column click on the tick box next to the name of the person to conduct the inspection.
· Click on the orange “OK” button at the bottom of the page.
· You will be brought back to “Audit Central” and the inspection you have just created will appear in the Hello Your Name. Your Open Audits Section.
· If the person you have selected to do the audit isn’t you, you will need to let them know you have assigned it to them.
Connecting the PDA to the PC

The first time the PDA is connected to your computer you need to set up the Windows Mobile Device Centre.

Windows 2000 Users 

· Install Microsoft Active Sync Version 4.5 from http://www.microsoft.com/downloads/ and then update the settings.

Note: the link provided above goes directly to the Active Sync 4.5 download page – click Continue, Do not register, Continue, Scroll to the bottom of the page and click Download for the Setup.msi file only and save to your hard drive.

To install ActiveSync:

· Double click the Setup.msi file on your hard drive

· Click Next

· Accept the Terms of Agreement then click Next

· Enter User name then click Next

· Use default install location in Program Files and click Next

· Click Install the Finish

· The Program is located in the Root of the Programs directory via the Windows Start Menu on your PC

Note: This install includes the windows drivers for the PDA. It is necessary to install this program first so that the PDA will be recognised by the PC.
Vista users 

· Turn on your PDA and connect it to the PC using the USB cable provided, you will be prompted for relevant Setup (new) or Connection (existing) settings. 
· On the Connections Settings page, ensure that you tick/check all of the selections and in the field “This Computer is connected to: Select “My Network”.

Some users won’t be able to update these settings since you require “Elevated Rights” which allows you to administer software and settings on your computer. If you do not have these rights, then you can call the ITS Help Desk on X33000 and request they update them for you. The specific request is “to update your Mobile Device Settings for RMSS usage with a PDA “. Please try connecting first before contacting ITS.
Subsequent connections to your PC

· Windows 2000 users - the PDA should automatically connect and sync the next time you plug it in.

· Vista users - the PDA should automatically connect and sync the next time you plug it in. If it doesn’t please connect again as per instructions above.
Upload Inspection to PDA
· Select Start (top left corner of PDA screen)

· Select “The Risk Manager” or the “hardhat” icon from the menu (whichever is available to you). This will take you to the User Login screen
· Using the keyboard icon bottom centre of the screen, enter your staff number in the Username box and your RMSS login in the Password box
· Click on “Modes” at the bottom right of the screen and ensure both “Online Mode” and “Audit Mode” are ticked. Do this by touching “Audit Mode” with the stylus.
· Click on “Login”.

· Click on “Test Connection”

· If you get a “Cannot connect to RMSS PDA Service “error contact RMSS support for assistance.

· If you get the message “RMSS PDA service is ready” you are good to proceed.

· Click the ok in the top corner of the message.

· Click on “Next” at bottom left of screen.

· The audits that have been assigned to you appear in the drop-down box next to “Name”

· Click on the audit you intend to do and it will appear under filter name (may already be listed there).

· Click on the white box at the end of the line listing the inspection in the D/L column so that a tick appears.
· If you intend to download more than one inspection select subsequent ones from the drop-down list next to “Name” and tick the box in the D/L column.

· Click “Next “at bottom right of screen.

· Click on “Download Now”.

· The PDA will start loading inspection/s to PDA (a bar across bottom of screen will progress as loading progresses.

Conducting inspection

· “Click on Audits”

· If more than one inspection listed click on the one you are conducting. If only one listed it is automatically selected.

· Click on “Next”.

· A screen titled Element List will appear. Each line is a section of questions. The column called Criterions tells you how many questions are in that section. If the info says 0/2 that means 0 questions have been answered of the 2 that are in that section.

· You can click on any section however it is a good idea to simply start at the beginning. The box containing “1” should be green. Click on “Next” – this takes you to the questions for that section.
· Answer the question by selecting Yes, No or N/A. If “No” is selected click on “Action” and enter the details in the box. 

· Select the person responsible for doing the action from the drop-down list (if they are an RMSS User) or the person who is going to chase up the action being completed by another person (usually the HSO).
· If you wish to put a date by which the action must be completed click the box next to due date and then select a date.

· Click on “Save”

· You could enter details in the “Observations” box however the only way you will see this info is if you print out the Audit Questions and completed Answers report – it won’t appear in the Responsible Person’s Dashboard. It is a good idea instead to enter all relevant information in the “Action” box such as specific location and what needs to be done.

· The “explanation” button sometimes gives you information on what the question means if you are unsure.

· The “elements” button takes you back to the Element List (ie the question set) This is very handy if you want to jump in and out of sections rather than clicking on “Previous” or “Next” to navigate around.
· Click on “Next” to go to the next question

· Once all questions have been completed return to the Element List.

· Click on “Audits”

· Click on “Main Menu”

· Users with PDAs that have SIM cards can upload the inspection by clicking on “upload”. All other users see next section.

· Click on “Log Out”.

Uploading inspection/s to the computer
· Connect PDA to computer with USB cable.
· Navigate to RMSS User Login screen.

· Enter your staff number and RMSS password again.

· Click on “Modes” and ensure that both “Online Mode” and “Audit Mode” ARE NOT TICKED. If they are ticked the completed inspections will be wiped out with a blank template.

· Click on “Upload”.

· Select “Upload Audit”.

· Click on “OK”

· The inspections will upload to your computer and will give you a message “Audit upload process complete”.
· You are now done with the PDA and can click on “Logout” then “Exit” and turn it off.
Finishing the inspection off in RMSS
· Return to Audit Central (you may need to refresh the page if you didn’t leave the page when you left to do the inspection)

· Find the inspection in the Your Open Audits section and click on “Take Audit”.

· In the comments section you can type any relevant information such as list the people who conducted the audit and list the rooms or level that was inspected.

· Click the plus sign in front of the question set to open up the questions to double check that a responsible person and an action has been entered for every question that got a 0. If not entered you can enter it now. Click on Change to select a Responsible Person.

· Once you have checked each section click on the orange “Save” button.

· The orange “Finish” button will only appear once the last section has been opened with the plus sign in front of it.

· Once you click on “Finish” no more changes can be made. Only documents can be attached by clicking on the box next to “View attached links/files for this Audit”.

· The Actions that were assigned will now appear in the Responsible Person’s Dashboard and at the top of the page in Audit Central.

· Once the inspection has been “Finished” it will disappear out of your open audits section and will then go to the Closed Audits section. These audits can only be seen by using the filters at the bottom of the Audit Central page.

Using paper versions of Inspection forms
· If you want to complete the inspection on paper rather than using the PDA assign the inspection in RMSS (as per instructions above).

· In the line where the audit is listed in Audit Central go to the Report column and click on the little printer icon. A mouse-over of the icon reads “Print Audit questions and completed answers”.

· At the top of the page is a drop down box with “pdf” listed in it. Click on this to select the format you want to download the template to or leave as is if you want pdf.

· Click the icon directly to the left of the drop-down box to open the template in the preferred format.

· Print out the template and use to conduct the inspection.

· After conducting the inspection go back to Audit Central and click on “Take Audit”

· Complete in same way as you finish an audit in the previous section.

Finding closed inspections/audits
· Scroll to the bottom of the page in Audit Central.

· Select filters (go slowly and let the system tick over before selecting next filter).
· In Audit Category filter select either OHS for workplace inspections or HSW for HSW Team audits in your area.
· Click on “magnifying glass” to see audit or to attach documents.

· Click on “printer icon” to get report of entire inspection/audit or “notepad/pencil icon” for action plan.
How to request modified templates

If you wish to modify the question set please send your questions to rmss.support@adelaide.edu.au. The questions will need to be approved and can then be loaded into RMSS by the HSW Team.
Action Report and Management involvement

· Once the inspection has been completed in RMSS there are 2 kinds of reports that can be printed.

· Use the filters at the bottom of the page on Audit Central to find the inspection.

· In the Report column click on the printer icon to obtain the complete questions and answers report.

· The icon under it is the Print Action Plan – this just lists the Actions that were entered in the inspection.

· Print out the first report and provide to Management. Management must sign the first page to be kept on file.
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