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When you first log in to Riskman, you may be asked to assign your manager.  To assign a manager please follow the steps below.  If you have 

already assigned a manager, please skip to page 3.  

 

Choose your 

manager from the 

list on the left 

Click ‘assign’ 
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Click ‘My 

workspace’ 

Click ‘new 

notification’ 

Click 

‘Quality 

activity’ 
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1. Pick an activity type: Quality improvement or  Audit 

2. Is this a redesign activity? Yes or No 

3. Complete your details 
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3. Choose site where the activity is to be 

implemented 
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4. Choose the Directorate and CSU that the 

area belongs in 

5. Choose the location where the activity is 

being conducted. 
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6. Choose whether the quality improvement is being ‘planned’ is ‘in 

progress’ has been ‘completed’ or has been ‘postponed or abandoned’ 
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7. Complete activity commencement date or 

completion date if the project/audit has finished 

8. Complete the activity title. 

*This is also the section that the 

search function reads from so 

please ensure your title includes 

key words e.g. falls,  

9. Add in the 

aim/objective of the 

project/audit 
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12. Enter any baseline results 

10. Enter 

funding body 

if applicable 

11. Were consumers involved? 

If so please specify 
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13. Include the intervention that occurred (what 

did you do to solve the problem) 

14. Enter what evaluation occurred 

for the project 

16. Does the project require follow 

up?  If yes please enter how and date 

15. Enter project results e.g. reduced 

wait times by 50% 

16. Does the project require follow 

up?  If yes please enter how and date 
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17. Select what standard, criteria or Austin 

Health objective the project or audit fits into  
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18. Click on the plus sign for the box to open  

18. You can select more than one criterion if 

applicable  
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19. Attach documents i.e. audit tool, project 

plan etc. by clicking the ‘add document’ 

button. 

20. Additional field will appear. 

Load document by clicking 

‘browse’ and searching for 

document. 

21. Attach to 

Riskman Q by 

clicking ‘add’ 

22. Click 

‘save’ 
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 23. You will receive a confirmation 

page with activity ID  

24. To distribute a Quality Improvement 

activity click ‘modify or apply a 

distribution list’ 
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23. Click ‘Filter list’ and 

select person you wish to 

add 

24. Their name will appear in 

‘assigned’ column. 

25. Write email if applicable 

and click ‘send email and close’ 
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To add a journal entry to a quality activity and forward it on as a task to another staff member 

 
26. Select add new journal 

entry 

27. Additional field will 

appear. Select journal 

type – task assigned 

28. Select date the 

task assigned  
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28. Select date the 

task assigned  

29. Select the 

person you want to 

assign the task to  
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29. Select the 

person you want to 

assign the task to  
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30. Enter a 

description of the 

task to be assigned 

31. Add entry 
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32. Select Save 


