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Assumed knowledge: RMSS training
	I want…
	Go here via the drop-downs
	Comments/extra steps

	Actions

	Incidents Actions
	
	

	Assign an action to an incident
	Incidents and claims » Incidents » Correcting
	· Find the incident by using the search function. 
· Select the big green plus button located on the right of the incident. 
· Fill in the details (including “responsible person” and “date”) then select “ok”.

	Add progress notes to an incident action or edit/view the incident action.
	Incidents and claims » Incidents » Correcting
	· Find the incident by using the search function. 

· Select the blue numbers next to the big green plus button located on the right of the incident.

· To edit the incident or add progress notes select the “pad and pencil” icon to the right of the action. This will drop the action down into the working panel so you can add to it, once edited or added notes then select ok.

	Close an action in incident
	Incidents and claims » Incidents » Correcting
	· Find the incident by using the search function. 

· Select the blue numbers next to the big green plus button located on the right of the incident.

· Select the “pad and pencil” icon to the right of the action. This will drop the action down into the working panel so you can add to it, tick the completed box, fill in the date then select ok.

· Note you will need to repeat actions from select pad and pencil icon if you have more than one action assigned to the incident.

	To accept/close an action on the dashboard (from an incident)
	Click “accept” to accept the action, add the date, and save. This will show up in your Dashboard as an action.
	To complete, click “complete” and add the date, and save.

	Risk Assessments Actions
	
	

	Assign an action in risk assessment
	Risk manager » Identify
	You must be in the RA you want to add an action to. 
· Select “control” button, ensure the relevant hazard is selected at the top of the page, and fill in the “action”, “responsible person” and “action due date” and select “save”. 
· If you wish to add more than one action from the control screen select the “create a new action button” located in the middle of the control screen.

	Close an action from a risk assessment
	Risk manager » Identify
	You must be in the RA you want to close action in.
· Select “control” button, 

· Find the open action (you may need to use the “first” and “previous” buttons to find it) 

· Fill in any “notes”, “accepted by” and “control type” sections (if these are not completed the action cannot be closed)
· Select the “date completed” button, fill in the date and save. 
· You will be asked if you want to risk assess again. Select “yes” (if appropriate) and risk assess with the control measure in place.
· Please repeat (from find the open action) if you have more than one open action. 

	Add progress notes to an RA action or edit/view the RA action.
	Risk manager » Identify
	You must be in the RA you want to edit/view action for. 

· Select “control” button, 

· Find the open action (you may need to use the first and previous buttons to find it) 

· Fill in any progress notes and save.

	Accept/close an action on the dashboard (from an RA)
	Click “accept” to accept the action, add the date, and save. This will show up in your Dashboard as an action.
	To complete, click “complete” and add the date, and save.

	Close an action on the dashboard (from a risk assessment)
	Click on the action (this will take you to the “Control” page in the Risk Manager module). Tick the “Accepted by” box near the bottom of the page, and then click “Save”
	This will still show up in your Dashboard as an action. Once the action is completed, click the action again, and then finalise it by clicking the “Date completed” button, and click ”Has all the completed action information been added” box - you can add extra detail here.

	I want…
	Go here via the drop-downs
	Comments/extra steps

	Inspections and Audits Actions
	
	

	Assign an action in inspection
	Audits & surveys » Workplace auditor » Audit Central
	· Find the inspection or audit in “open audit” section of audit central (if the audit is closed then you cannot add another action to a closed audit/inspection)
· Select “take the audit” (“pad and pencil” icon to the right of the inspection/audit).

· Complete the question set assigning “actions”, “responsible persons” and “due date” as you go.

· Select “save” and check that all actions have been assigned correctly by running an action report (pad and pencil icon located to the right of the open audit in the audit central screen)
· If all actions have been assigned and have a responsible person and a due date then select “take the audit”, select the last question, select finish button. This will lock the audit so no changes can be made.

	Close an action from an inspection/audit
	Audits & surveys » Workplace auditor » Audit Central
	View the top table and find the action you wish to close, then select the “big tick”, enter the date then select “ok”.

Note the action must be assigned to you or by you for you to be able to close an action in this module.

	Close an action on the dashboard (from an inspection/audit)
	Click on the action (this will take you to Audit Central), or

Audits & surveys » Workplace auditor » Audit Central
	Once in Audit Central, click on the red “tick” next to the action, and fill in the date etc. If you did anything different to the action, close the action, find and view the inspection in “Closed audits” and add an attachment (pdf) to explain the change.


	I want…
	Go here via the drop-downs
	Comments/extra steps

	Risk assessment (RA)
	
	

	To do an RA
	Risk manager » Identify
	See “Risk Assessment Cheat Sheet” document

	An RA checklist (hard copy)
	Risk manager » Monitor
	“Print Assessment Checklists” under the green banner

	Delete an RA
	Risk manager » Identify
	1. The author must select then delete (fourth grey button above hazards on the identify screen) ALL individual hazards, 
2. Once all the hazards are gone email RMSS support (rmss.support@adelaide.edu.au) and ask for the risk assessment to be deleted.

	Attach a file in RA
	Risk manager » Identify 
	Select “Notes & Documents” (button next to “Identify Hazards”), once added file or notes then select “close”. The note will now be visible as a bright green paper clip underneath the “Identify Hazards” button.

	To find a RA
	Risk manager » Identify
	Select “search records” (underneath the large “Identify” button), use the search function to find the RA. 

Note if you can’t find the RA select “clear filters” from the top right of the “search records” screen.

	Audits and Inspections
	
	

	To set up an inspection (“audit”)
	Audits & surveys » Workplace auditor » Audit Central
	“Setup Respondents” 

	A hard copy of an assigned inspection
	Audits & surveys » Workplace auditor » Audit Central
	Once it is set up, click “Print questions” (the upper printer icon on under “Report”)

	To attach a file in inspection or an internal audit
	Audits & surveys » Workplace auditor » Audit Central
	· Find the audit/inspection from either the open or closed audit section.
· If the audit is open select “take the audit”, if closed then select “view the audit”
· Select “view attached links/files for this audit” (located under the “comments” field at the top of the audit questions. 

· Fill in the sections, to find a file select “browse” button, then select “upload”.

	I want…
	Go here via the drop-downs
	Comments/extra steps

	To delete an inspection
	Audits & surveys » Workplace auditor » Audit Central
	· “Take” the inspection 
· Write “delete” in the “comments” box

· Open up the last category

· Click “Finish”

· Email RMSS support (rmss.support@adelaide.edu.au) and ask for it to be deleted. 

	To find an inspection/audit
	Audits & surveys » Workplace auditor » Report
	· Select “School/Branch”
· Select “OHS” (from audit category if you are looking for an inspection) or “HSW” (for audit)

· Select the audit name

· All the audit/inspections will then appear at the bottom of the screen

	Incidents
	
	

	To enter an incident
	Incidents and claims » Incidents » Recording
	Click “Record an incident”- grey button near the top. Refer to the incident cheat sheet for explanation on the sections of the incident recording form.

	To edit/view an incident
	Incidents and claims » Incidents » Correcting
	· Find the incident by using the search function. 

· Select the blue numbers next to the big green plus button located on the right of the incident.

· Under the action column (right of the incident) select the “edit incident detail” (pad and pencil icon).

	To close an incident
	Incidents and claims » Incidents » Correcting
	Contact the HSW Team to close the incident.

	To open a closed incident
	Incidents and claims » Incidents » Correcting
	Contact the HSW Team to open a closed incident.


	I want…
	Go here via the drop-downs
	Comments/extra steps

	To attach a file in incident
	Incidents and claims » Incidents » Correcting
	· Find the incident by using the search function. 

· Select the blue numbers next to the big green plus button located on the right of the incident.

· Under the action column (right of the incident) select the “edit incident detail” (“pad and pencil” icon).
· You need to proceed to the last page and the “attach file” section is at the bottom.

	To find an incident
	Incidents and claims » Incidents » Correcting
	Use the incident search function at the top of the page. 

Fill in the box then select the filter you wish to search by then select “search” button.

Note the “advanced” will allow you to search by location, type severity, body part and injury type.

	
	
	

	Reports
	
	

	A list of the inspections done in my area
	Audits & surveys » Workplace auditor » Report
	Export as csv format

	Action report (like the old CAR)
	Risk manager » Monitor
	“Action report” near bottom right - 2nd to last grey button 

(note that all actions on this report are open)

	A list of risks from a risk assessment
	Risk manager » Monitor
	“Risk Register” in right-hand column

Note- once actions have been completed, these hazards will disappear from this report- view the “Completed Actions” report

	A list of incidents in my area
	Incidents and claims » Incidents » Incident reports
	· Fill in the filters to an appropriate point, and then click on “Incident register” from the right-hand column.

· If you are doing a report for a committee meeting, select the date range you wish to report on then click on “incident register” from the right-hand column.

	I want…
	Go here via the drop-downs
	Comments/extra steps

	A single incident report
	Incidents and claims » Incidents » Incident reports
	Two options (note: the date range defaults to one month- adjust as needed)

1. Search by incident number- enter incident number in the field, and click outside of that box (it will then load the incident); or

2. Use the filters to narrow down to the particular area that the incident occurred in. Then click “Incident Details”

	A report from a single inspection detailing both open and closed actions (with completion dates)
	Audits & surveys » Workplace auditor » Audit Central
	· Go to “Closed Audits” at bottom of page and use filters to find audit.

· Click on the “pad and pencil” icon.
· To export report to pdf click on the icon to the left of the drop-down box at top of page.


 Frequently Asked Questions
	Question/issue
	Possible cause/answer
	Fix

	My password doesn’t work/I’ve forgotten my password/ I want to change my password
	Various
	Call/email RMSS Support 

	I can’t select fields in the “filters”
	Information has cached
	Click “clear filters”

	I can’t see an incident in my area
	Date range does not include the incident date (it defaults to one month)
	Change dates

	I want to inspect multiple rooms in a building- how do I do that?
	
	Fill in the filters up to “Building”, assign the remaining as “N/A” and then list which rooms you inspected in the “Comments” section

	Can I assign an inspection to two or more people?
	No- they will then all get assigned a separate inspection
	Assign it to one person, and then add the other name(s) in to the “Comments” section.

	I can’t edit a risk assessment name.
	This feature is only available to RMSS Support 
	Call/email RMSS Support

	Why did I receive a notification for an incident that is not in my area?
	You may possibly belong to two areas, or you are seeing incidents from other areas of your school/division.
	Call/email RMSS Support

	My reports aren’t printing correctly 
	Incorrect format/printing directly from the browser
	Open up as a pdf file and then print

	My action report has blanks in responsible person and date
	The auditor has not assigned the action correctly
	Contact the auditor and get the action corrected by redoing the inspection/audit or using the reassigning template.

	Can anyone change an inspection once it is finished?
	No
	The only thing that can change in a completed inspection is the addition/deletion of files. If necessary the inspection can be deleted (see procedure in section above) and then a new one setup and done again. 


	Question/issue
	Possible cause/answer
	Fix

	I have assigned an inspection, but it isn’t showing in Audit Central
	You possibly haven’t fully assigned the inspection to a “Respondent”
	When you set up the inspection in “Setup Respondents” you need to select the person completing the inspection from the table (click on the tick box) then click on the arrows pointing to the right of screen. The person’s name must then appear on the right side of the table.

	My inspection is appearing twice in Audit Central. Does it matter which one I take?
	No
	Inspections appearing above the “Setup Respondents” are ones that have been assigned to you. The ones below the button are assigned in your School/Branch


RMSS Support contact: rmss.support@adelaide.edu.au x31111
HINT: Use the “Find” function (Ctrl F) to search for keywords in this document
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