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< K&{@i’ INITIAL SETUP GUIDE

INTRODUCTION

RiskClear has been installed and is now on your desktop - you are ready to get started and
make RiskClear your own. This Quick Set-up Guide will step you through the initial set up
phase.

Click on the RiskClear Icon on your desktop to get started.

INITIAL SETUP PROMPT

On first use, RiskClear will display the personalisation form below for completion by you.

 Enter your details X
Please complete your notification details before continuing ...

Your name (format: Jane Brown) Your position
Leanne Brown Director of Mursing w

Your email address

leanne@hospital.com.au

These fields will be used to identify you so that your details can be auto-filled on forms and
so you can receive RiskClear-originated notification emails.

Enter your name in the format: First-name Last-name e.g. Jane Brown.

Click the “Add new position” button and enter your position (role) in the box that appears
and press "OK.”

Enter your email address then click the “Continue ...” button to open RiskClear.

Note that if you are one of multiple sites, an additional drop-down box will also appear here
from which you will select your site.

After completing all fields on this form, it will not show again. This is a once off registration
process for each user.

This Guide will take you through your RiskClear Personalisation and Set-Up.
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The RiskClear User Manual and Training Guides found in our Training Library can also be
referenced where further detail or explanation is required.

HELPFUL TIPS:

Go to the Support Tab (1) in RiskClear and use this Guide in conjunction with the RiskClear

User Manual (2) when first getting started.
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Provides guidance on how to problem solve
the error message and who to contact, IT

Support or RiskClear Support

RiskClear and RiskClear Direct Staff

Provides guidance on how to set up your Risk

Register

Quality Coordinator or any RiskClear

or RiskClear Direct Staff

Click here for the R

Provides step by step guidance on how to
enter a quality impravement record into

RiskClear

Distribute the RiskClear Learning Package (3) and the RiskClear Training Resources (4) to
appropriate staff to maximise end-user knowledge and experience of the system. Ensuring
your staff know how to correctly utilise RiskClear will maximise both the data quality and

outputs you gain from the system.
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ORIENTATION TO SETUP TAB

SETUP TAB

Allows for the personalisation of your copy of RiskClear for notification purposes as well as
for the addition, alteration and hiding of information that appears in drop-down boxes
throughout RiskClear.

) - [u) X
RiS<CLEARD
O Your name (format: Jane Brown) Your position
asm Quality Services Coordinator 2
giselle@riskclear.com.au
General: Add/change dropdown items:

Resurrect Deleted Records

Al Staff & Email “ Audit Schedule
Doctors/Anaesthetists Training Register
Maintenance Schedule
Patient days/Beddays | @ Contractor Register
@ Staff Credentialling
@
@

Consequence
Likelihood
Change Record Site
Change Trainee Site

Clone Record

Advanced

Quality Improvement Repair Log

Cl Group Cases

§
I
I |

Surgeon Case Data

Complete Your Name and select Your Position as shown below:

»
I
o
X

Q

/ George Michael Memorial Hospital
ULEARY : ¢

e T R MR

0 e (format: Jane Brown) Your position
Qs RiskClear Training & Liaison Coord v
giselle@riskclear.com.au

13
=

J2

<

‘Add/change dropdown items:

General:

Al Staff & Email
Trainees & Staff Cred'ing
Doctors/Anaesthetists

Standards

Patient days/Beddays Clinical Indicator

Resurrect Deleted Records

Consequence

Likelihood

Summary Page

Change Record Site

Change Trainee Site

Clone Record

Audit Trail

Version 03.18.05 RCLQ64 NSW
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If the position is not linked to an email address when selected, it will prompt you for one.
These details are used by RiskClear when sending alerts to identify the sender or allow for
notifications to be sent to your position.

Alternatively, the personalisation of RiskClear to your hospital/organisation can be

completed as you go via the “’Setup’” button that is found at the bottom of various screens
within RiskClear.

(e e

GENERAL
This is where you can enter:
- All Staff & Email
- Trainees & Staff Credentialling
- Doctors
- Committees/Meetings
- Standards

You can also add/change dropdown menu items:
- Risk
- Incident
- Feedback
- Summary Page

Use Plus Items:

- Refer to the specific Training Guides for each of these functions

Access Advanced:

- This is where Senior Management and/or the RiskClear System Administrator
manages permissions and notification settings

GENERAL

ALL STAFF & EMAIL

This is where you need to enter your staff positions and email details so that they appear in
various drop-down menus throughout RiskClear and can receive email notifications for
various actions within the system.

STEP ONE: Click on “"All Staff & Email’”’

STEP TWO: Enter the new position of the staff member and then click “Add". The position
will then appear in the list as shown, where you can also add their email address.

4
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STEP THREE: Click “Close”

* - O

QsMm

q l&@;’ George Michael Memorial Hospital

ks —
Pl Add/Change Staff Positions or Name & Email

a
J Your na
Qasm Enter new position or staff name then press add Suggested ID '
giselle

General: ‘

Description ID  Auditor Display
Ancillary Services Coordinator ANC O (]
Trainees & Staff Cred'ing Email ‘gise”e@riskclear. com.au ‘ :]

: Chairman Chr O 2
Email ‘giseﬂe@riskclear. com.au ‘

[ Standards ] Chief Executive Officer CEO O -]
. Email ‘giseﬂe@riskcleur. com.au ‘

[ Patient days/Beddays ] Clinical Coordinator Clc O a2
[ Cl Benchmarking Data ] Email ‘giseﬂe@riskcleur. com.au ‘

Clinical Health Team CHT O a
[ €1 Benchmarking Data #2 ] Email ‘giselle@riskclear. com.au ‘

[ Cl Group Cases ] Complaints Officer COM J (]
Email ‘giselle@riskclear. com.au ‘

[ Surgeon Case Data ] Consumer Rep CON 0 a
Email ‘ ‘

Consumer Services Coordinator

Version 03.18.05 RCLO64 NSW

56 records ) Show hidden
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TRAINEES & STAFF CREDENTIALLING
This is where you need to enter your staff names for training and credentialling requirements
so that they show in various drop-down menus in RiskClear. This section is name based,
whereas the previous section was position based.

STEP ONE: Click on “Trainees & Staff Cred’ing”’

STEP TWO: Enter the new staff member's name and then click “Add"’. They will then
appear in the list as shown, where you can also add their email address.

STEP THREE: Click ““Close”

R - [m] X

Qsm

[ | &@i’ George Michael Memorial Hospital

4 Add/Change Staff
(J
Enter firstname lastname eg: Jane Brown Suggested ID

General: l
All Staff & Email peschption Iz Lizplay ed Records
***George Michael -]
Trainees & Staff Cred'ing Email ‘gise"e@rfskcl’ear. com.au ‘ Area |oyel2 Nursing -
Doctors/Anaesthetists Dirk Bogarde DBOG | @
Email ‘gise"e@rfskcl’ear. com.au ‘ Area |abatory / Adminis -
[ Standards ] Greg Chapell GCHA ) rd Site l
[ Patient days/Beddays ] Email ‘gise"e@riskcfear. com.au ‘ Area | eyel 2 Nursing v ee Site l
Harry Line HLIN -]
[ Cl Benchmarking Data ] Email ‘gise"e@rfsk::l’ear. com.au ‘ Area |evel 2 Nursing v rd
[ Cl Benchmarking Data #2 ] Humphrey Bogart alelg 2 ail
Email ‘gise"e@rfskcl’ear. com.au ‘ Area pllied Health v
[ Cl Group Cases ] Kevin Kline KKLI a _
il i i Area i i -
[ Surgeon Case Data ] Email ‘glse"e@rrskcfear. com.au ‘ Administration
Lou Reed LREE [-]
Email ‘giselle@rfskr:l’ear. com.au ‘ Area Finance v
Version 03.18.05 RCLQ64 NSW Mike Rudd -MRUD [ ]
- - L | Amm CIDSE
9 records () Show retired m
v
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DOCTORS

This is where you enter your doctors’ names so that they will appear in drop-down menus in
RiskClear.

Step 1: Click on “Doctors”

Step 2: Enter the Doctors first and last name and then click “’Create”. They will then
appear in the list as shown, where you can also add their email address.

Step 3: Click "Close”

R = a X
/ asm
George Michael Memorial Hospital
USKLLEAR : :
\ 4P Update Doctors ' Setup
a

Enter new doctor's details here then press 'Create’
(J
First Name Last Name

‘ Doctor Anaes- n:
Doctor name Code ethetist Display

All Staff & Email Adam Twelve TWELVA leted Records

General:

a a
Trainees & Staff Cred'ing Email  giselle@riskclear.com.au juence
Annie Lindemans LINDEA
Doctors/Anaesthetists L a
1 Email  giselle@riskclear.com.au
) Standards ] ety white WHITEB O . cord Site |
Email  giselle@riskclear.com.au
[ Patient days/Beddays ] ainee Site I
Fred Jones JONESF a ]
[ Cl Benchmarking Data ] Email  giselle@riskclear.com.au !ec:cird

Jack Black BLACKJ

[ Cl Benchmarking Data #2 ] a a2 Trail

Email  giselle@riskclear.com.au

[ Cl Group Cases ] Jack Green GREENJ 0 ]
[ Surgeon Case Data ] Email  giselle@riskclear.com.au
Jan Green GREEJA ) m
Version 03.18.05 RCLQ64 NSW 21 records ] Show hidden a
ose
v
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STANDARDS

This is where you enter your Standards names so that they will appear in drop-down menus
throughout RiskClear.

Step 1: Click on “’Standards”

Step 2: Enter the Standard title (e.g. NSQHS 1 Clinical Governance, ISO Standard, Aged
Care...) and then click “Add". These will then appear in the list as shown.

Step 3: Click the browse button (circled below) next to a Standard and navigate to the
document relating to that Standard. The link to the document will then appear in the Doc
link field (see highlighted below). As with all links in RiskClear, you can press and hold the
SHIFT key when clicking the browse button to add a folder rather than a single document.
Repeat for each Standard.

Step 4: Click Close

A RiskClear - 0 *

Giselle Latta
George Michael Memorial Hospital

Type the new description below then press Add

Description Display
NSQHS 1 Clinical Governance -] Administration:
Daoclink> \\rc-share\Work\Shared Folder\National-Safaty-ar Resurrect Deleted Records
INSQHS 2 Partnering with Consumers
Consequence
Doclink> \\rc-share\Work\Shared Folder\National-Safety-ar X D
|l NsaHs 3 Preventing and Controlling Helthcare Associated Infection @ J Likelihood
- — | Doclink> | \\rc-share\Work\Shared Folder\National-Safety-ar % D [ Change Recordsite

_ A | NSHQS 4 Medication Safety a
Patient days/Bedd | = Change Trainee Site
= Doclink> \\rc-share\Work\Shared Folder\National-Safety-ar X D 3 1ange Trainee Site
€1 Benchmarking Data MNSQHS 5 Comprehensive Care ] i Clone Record

Doclink> \\rc-share\Work\Shared Folder\National-Safety-ar X o

Cl Benchmarking Data #2 Audit Trail

NSQHS 6 Communicating for Safety [ -]
Cl Group Cases

Doclink> \\rc-share\Work\Shared Folder\National-Safety-ar X n

Surgeon Case Dats 1 rocoeds () Show hidden m

Version 03.19.00 RCLQ32 VIC

Advanced

Close
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ADD/CHANGE DROPDOWN MENU ITEMS

RISK

STEP ONE: Click “’Risk’ — this will open a window listing the various drop-down menus that
appear in RiskClear.

STEP TWO: For example, below: Category has been selected

STEP THREE: The blue dialogue box has had four categories added being Clinical, Corp/Clin,
Corporate, OHS.

STEP FOUR: Click “Close"’

*® _

[m] X

Qsm

q K{E\{@;’ George Michael Memorial Hospital

. e T N M [ 5

U Your name (format: Jane Brown) Your position
Qasm RiskClear Training & Liaison Coordi
giselle@riskclear.com.au

42 Add/Change Risk Categories

General: Add/change dropdown items: Type the new description below then press Add
=

Trainees & Staff Cred'ing Select field below to update: I
« Recorded By
Doctors/Anaesthetists @ Potential Business Threat (N/A) Description ' Display

[ Standards ] - Category Clinical (]
- Sub-category Corp/Clin a
[ Patient days/Beddays ] - Cause Corporate a
« Risk Owner HR / People and Culture a2
[ Cl Benchmarking Data ] N Ca— WHS / OHS 2
[ Cl Benchmarking Data #2 ] - Impact
- Controls
[ Cl Group Cases ] = Monitoring Strategies
[ Surgeon Case Data ] Cancel

Version 03.18.05 RCLQ64 NSW 5 records [ Show hidden m

*Repeat this process for each item listed in the window, completing the blue dialogue
box with your personalised items and click close.

INCIDENT

9
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STEP ONE: Click “Incident” — this will open a window listing the various drop-down menus

that appear in RiskClear.

STEP TWO: For example, below: Incident Category has been selected

STEP THREE: The blue dialogue box has had numerous categories added e.g. Clinical

Deterioration, Documentation, Environment etc.

STEP FOUR: Click "Close”

®

i.
General:
All Staff & Email

Trainees & Staff Cred'ing
Doctors/Anaesthetists

Standards

Patient days/Beddays

Cl Benchmarking Data #2

ClI Group Cases

P p—

)
)
Cli Benchmarking Data |
)
)
)

Surgeon Case Data

Version 03.18.05 RCLQ64 NSW

< @\\;@” N

- [m] X
Qsm
George Michael Memorial Hospital
Your name (format: Jane Brown) Your position
Qasm RiskClear Training & Liaison Coord v
giselle@riskclear.com.au
42 Add/Change Incident Categories
al
e Type the new description below then press Add
G
Select field below to update: 7 /
@ Incident Involves (N/A) Description l Display
+ Incident Category Access ]
- Incident Sub-category Building Equipment & Supplies 2
« Location Clinical Deterioration 2
- Area Covid-19 Pandemic 2
+ Contributing Factor Egress a
« Doctor/Anaesthetist Emergency a
- Admission Diagnosis Exposure [ ]
« Witness/First to Attend Failure Of Handover ]
= Health funds 1cT a
Infection ]
m

Cancel

Kndflakanfla

26 records [ Show hidden
|

*Repeat this process for each item listed in the window, completing the blue dialogue

box with your personalised items and click close.

FEEDBACK

10
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STEP ONE: Click “Feedback’’ — this will open a window listing the various drop-down menus

that appear in RiskClear.

STEP TWO: For example, below: Complaint Category has been selected

STEP THREE: The blue dialogue box has had numerous categories added e.g. Wait Times,

Inappropriate behaviour

STEP FOUR: Click “"Close”

2

« i@{\,@»

i.
General:
All Staff & Email

Trainees & Staff Cred'ing
Doctors/Anaesthetists

QsMm

giselle@riskclear.com.au

Incident

Feedback

Your name (format: Jane Brown) Yg{ 4 Add/Change Complaint Categories

Add/change dropdown items:

Select field below to update:

Standards
Patient days/Beddays
==y
Cl Benchmarking Data
Cl Benchmarking Data #2
Cl Group Cases
Surgeon Case Data

= Complaint Source

- Complaint Category

- Complaint Sub-category
= Complaint Outcome

= Complaint Owner

- Response

= Contributing Factor

* Health funds

- Suggestion/Compliment Category

Cancel
Version 03.18.05 RCLQ64 NSW

- (m] X
Qsm
George Michael Memorial Hospital
Ris a
Type the new description below then press Add
Description ‘ Display
Acce¥s [~ ]
Behaviour Of Another Patient (]
Carers [~ ]
Communication ]
Corporate services (]
Costs [~ ]
Decision making []
Equipment [~ ]
Grievances [~ ]
Inappropriate Behaviour (]
Ilea O Eaui (]
v

*Repeat this process for each item listed in the window, completing the blue dialogue

box with your personalised items and

click close.

SUMMARY

When you click Summary Page the window listing shows Standards (already completed in

the "Standards” section of this user guide), Committees/Meetings and Mark for Attention

of.

11
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This is where you can enter your Committee/Meeting names so that they will appear in
drop-down menus throughout RiskClear

STEP ONE: Click on Summary Page

STEP TWO: Select "Committees/Meetings”

STEP THREE: Enter the Committee or Meeting (e.g. MAC, Staff) title and then click "Add"".
These will then appear in the list as shown.

® = [m] X

Qasv

q %@l’ George Michael Memorial Hospital

¥ Add/Ch C itte Meeting N;
J Your name (format: Jane Brown) Your Wi /Change Committee / Meeting Names
Qsm Risk(
giselle@riskclear.com.au ] Type a new record below and press Add Suggested ID
General: Add/change dropdown items: J

a
Executive Committee CEO a2
Governance Committee ]

Medical Advisory Committee [~ ]
a

]

a

Description D Display

Clinical Operations Commttee

[ Standards
Quality and Safety Committee CLM
Patient d Bedd:
[ atien ays/ € ays ‘ - Standards staff Meeﬁng
[ Cl Benchmarking Data " Copmitice/bleeting Workplace Health & Safety Committee WHS
* Mark for Attention of

[ Cl Benchmarking Data #2 ‘ < !
ancel

Audit Summary
[ Surgeon Case Data Quality Improvement

Version 03,18.05 RCLQ64 NSW 7 records () Show hidden

—

[ ClI Group Cases

J
)
)
)
)
J

STEP FOUR: Click "Close"””

PLUS FUNCTIONS

(REFER TO TRAINING LIBRARY FOR ADDITIONAL RESOURCES)

Plus Functions included in RiskClear are:

- Audit Schedule

12
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- Document Register

- Training Register

- Maintenance/Schedule
- Contractor Register

- Asset Register

- Repair Log

- VMO and Staff Credentialling

7

<

2

\t@»

Qasm

>

General:

Al Staff & Email
Trainees & Staff Cred'ing

Doctors/Anaesthetists

Patient days/Beddays

Cl Benchmarking Data

@
@
Cl Benchmarking Data #2 | (@
@
@

Surgeon Case Data

Version 03,19.01 RCLQ64 WA

giselle@riskclear.com.au

Your name (format: Jane Brown) Your position

Quality Services Coordinator - M

Home

INITIAL SETUP GUIDE

K

Feedback

Summary Page

Clinical Indicator

Surveys/Evaluations

Quality Improvement

r

Audit Schedule

Document Register

Training Reglster

Maintenance Schedule

Contractor Register

VMO Credentialling

Staff Credentialling

Asset Register

~

Repair Log

Resurrect Deleted Records
Consequence
Likelihood
Change Record Site
Change Trainee Site
Clone Record
Audit Trail

Advanced

Close

Please refer to the specific Audit Schedule, Document Register, Training Register,

Maintenance/Schedule, Contractor Register, VMO and Staff Credentialling Setup

Guides as per the Training Library Resources found on the Support Tab in RiskClear.

Version 03.18.05 RCLQ64 NSW

RiskClear
Learning Package

RiskClear
Training Resources

View User Manual

‘www.riskclear.com.au

George Michael Memorial Hospital

=
g

= u] X

asm

13
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ADVANCED

(REFER ALSO TO THE RISKCLEAR MANUAL)

Click the (red) “"Advanced’’ button

The Advanced Setup panel contains several tabs depending upon your access level. All users
have access to the Local Settings tab. Global Admin permissions, allows access to the
Gen/Risk Settings, Incid/Fback Settings and Notifications tabs. To have access to the
Permission tab you must have Permission access.

In this Guide we will focus on Permissions (1) and Notifications (2)

4 Advanced Setup I o X

RiskClear Setup defaults (advanced use only)

Local Settings | General Settings | Risk/Incid Settings | Fback/Plus Settinas | Notifications |[Auditor Login | Sentry Alg Permissions

Email Method h
O Generic O Thunderbird O Outlook O other

Test email

RiskClear Folder path (must contain Licence and Updates folders) [JCloud Data

\\GiGi-PC\RiskClearsaL
ODBC Server Name GiGi-PC Connect Mode 1

ODBC Driver ODBC Driver 17 for SQL Server [JReset Links

Prefix search page description with:

@ Type (Risk, Incident, Complaint etc.)

B Category

[ Sub-category

[J) Password protect this copy of RiskClear

[_J Auto-check spelling when leaving a text field
[ Hide Windows task-bar while RiskClear is running

Save PDF and Excel reports to: (O Desktop © Other location | C:\Reports

Close

14
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PERMISSIONS TAB

RiskClear staff will usually setup one user with access to the ‘Permissions’ tab when installing
RiskClear for the first time. From here, permissions can be set for all users. It is important
your permissions align with your governance accountabilities. Active users will be shown
on this page after they log into RiskClear or RiskClear Direct for the first time. Separate login
entries will be shown for RiskClear and RiskClear Direct, with the latter appearing in a darker
shade and having the letters RCD appended to their login name.

To view or change a RiskClear/RiskClear Direct staff member’s email address, click the Email
button.

If a staff member leaves, they can be deactivated from RiskClear by removing the tick in the
Active box alongside their name. RiskClear only counts Active users when determining user
numbers against the number allowed under the licence. To view inactive users, tick the Show
Inactive box near the top of the page.

4® Advanced Setup a X

RiskClear Setup defaults (advanced use only)

Local Settings | General Settings | Risk/Incid Settings| Fback/Plus Settings | Notifications | Auditor Login | Sentry Alerts | Permissions
LogonName []Show . . Headers shaded in green apply to RiskClear only

Read Write Close Dropdn Search Delete (80,0 S Create UL HALULIS Doc  Add  Upd
ID LogonName/User Name Active D'base D'base recs update RC recs [NCLBRCT M AuSm RUTLENCLIR Reg  Docs Doc
1 John [John O'Halloran] 8@ RC ] [ ] ] a 2 [ ] 2 8 o8 2 8 8 [ ] ]
15 RiskClear [John O'Halloran] @ RC 2 [ ] 2 a 2 2 2 28 8 2 ] 2 (@] O
16 Giselle [Giselle Latta] 8 RC B a (-] 2 8 &0 8 &8 @ &8 @8 8 OO0
24 gisel [QSM] E=l @ rc a a 2 8 8 O &8 o B & @ a o o
2 JaneBrown [] e f@]e 8 8 8 0O 8 O 8 0 @8 8 @ 8 O
7 RCTest [Dave IT] ofle 8 98 ®8 @8 ®8 0 8 0 8 0 @8 0O O
8  RiskClearX [John O'Halloran] Ofe o B ®8 8 &8 08B 0 0 0O @8 O 0O
11 RiskClear [Jane Smith] Em e - 8 8 2 8 B B B B ) @B 8B OO0
12 John [iohn] Bfe 8 8 8 @8 8 0O @8 @8 @8 0O @ O O
17 Giselle [Giselle Latta] Email [l ] - 2 8 (] 2 8 8 0 B 8 8 8 8 0O O
[ElINurse INurse] oo 8 @8 8 @8 @8 0 8 0O @8 0O @ B ®©
Recovery Nurse [Recovery Nl. [ ] - ] [ ] ] a 2 [ ] O @ 0O [ ] O 9 [ ] 2
mAdmission Nurse [Admission Email [ -] - ] [ ] ] a 2 [ ] O a 0O 2 O 2 [ ] ]
23 Yack Black [ Jack Black] Ofe o 8 8 8 8 0 ®B 0 8 0O @ & @
92 Humia [Humial AR rr m BFal m m m m m m m m M m m m m m"
4 »

New staff defaults:
RC . Lic Act w
@B Close recs @ Dropdn upd (@ Delete Recs @ Reports B Create AuSm @ AuditSch [ JAuTemplt @DocReg [ AddDocs
RC 50 4

e B UpdDocs @ TraingReg @ Upd Trg Reg @ Add course @ Maint Sch @ ContrReg VMO Reg @ Staff Cred @ TGA/Adv 50 12

15
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READ D’'BASE

WRITE D'BASE

CLOSE
RECORDS

SETUPACCESS:

ALL OTHERS
CLONE
RECORD
DELETE RECS
REPORTS
SEARCH RC

AUDIT SCHED
AUDIT TEMPL
DOC REG
ADD DOCS
UPD DOCS
TRAING REG
ADD COURSE
MAINT SCHED
CONTR REG
ASSET REG
REPAIR LOG
ADD DOCS
VMO REG
STAFF REG
TGA/ADVIS
REMV AUDITS

SUPERVISOR

SET
PERMISS'NS

INITIAL SETUP GUIDE

PERMISSIONS LEVELS:

All new users receive this by default. If you wish to disallow any users’
login to RiskClear or RiskClear Direct, remove this tick. If the user
attempts to login, they will receive the message "You do not have
permission to access RiskClear”.

All new users receive this by default. If this is removed, the user will
open RiskClear in “Read-only” mode. This means that existing records
can be updated however new records cannot be created.

Tick to allow access to close risk, incident, and complaint records.

Tick to allow users to update remaining setup fields such as standards,
locations, areas etc.
Tick to allow access to the Clone Record function in Setup.

Tick to allow the user to delete records.

Tick to allow access to the reports section.

Remove to disable the Search RiskClear button and Search RiskClear
Direct button. This is enabled by default.

Tick to allow access to the Audit Schedule.

Tick to allow add/change audit template

Tick to allow access to the Document Register.

Tick to allow staff to add new documents to the Document Register.
Tick to allow staff to update documents.

Tick to allow access to the Training Register.

Tick to allow staff to add new courses to the training register.

Tick to allow access to the Maintenance Register.

Tick to allow access to the Contractor Register.

Tick to allow access to the Asset Register.

Tick to allow access to the Repair Log.

Tick to allow staff to add new documents to the Document Register.
Tick to allow access to the VMO Credentialing Register.

Tick to allow access to the Staff Credentialing Register.

Tick to allow access to the TGA/Advisory Alerts function.

This will give the staff member the ability to remove audits from the
audit schedule. It is not possible to remove an audit that has a
completed locked audit attached.

This gives permission to all tabs in Setup except the Auditor Login and
Permissions tabs.

This gives access to this Permissions and Auditor Login tabs

16
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ALL SITES This applies where multiple hospitals are connected to the single
RiskClear database. Allows the user to view, create, update and report
on records for any/all sites

Mew staff [+]Closerecs [ Dropdnupd [/ Delete Recs [ Reports  [»] AuditSch  [»] Doc Reg

Arcess: [«]AddDocs  []Upd Docs [ Traing Reg  [w] Add course [ Maint Sch  [»] Contr Reg

The User Table is situated the lower right-hand side of the Permissions screen. This shows
the number of licenced users in the green column for RiskClear (RC) and RiskClear Direct
(RCD) and the number of Active users in the blue column. These numbers are live and will
update as you tick or un-tick the Active box alongside each user.

Lic

pe [
¥

Who is logged in? — Clicking this will display a list of users currently logged into RiskClear or
RiskClear Direct.

RC 50
RCD |B10)

X3 Click the Excel logo to export the permissions list into an Excel spreadsheet.

MULTIPLE SITE MODE

ey Aerts | ermission [
Where more than one hospital is linked to a central =
RiskClear database, two distinct levels of access exist. e '
Standard access enables users in each site to view and B — [riove
report on only their own records. Users with “All sites” D o e 7
access will have access to all records. The Home, Search, o %
Snapshot, Reports, Plus Home Page and Plus Search pages 0 O o ﬁ
will have an additional drop-down box where either an 8 O e - %
individual site, or all sites can be selected. Where a 5 5 E :
Corporate site exists, any doctor or staff member allocated 5 5 : *
to this site will appear as a selection in all sites records. e =

NOTIFICATIONS

Notifications can be configured so that specific positions receive emails at the time a new
record is created in RiskClear and RiskClear Direct. Reminders can also be automatically sent.
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INITIAL SETUP GUIDE

An unlimited number of notification entries can be entered here. Select the recipient’s
position in the drop-down box. If the position does not have an email address attached, it
will prompt for one. Alongside each position is an Email button. Click this to view, change or
add the position’s email address. If no email address is recorded, the Email button will be red

in colour.

A Advanced Setup

RiskClear Setup defaults (advanced use only)

Local Settings| General Settings | Risk/Incid Settings | Fback/Plus Settings| Notifications | Auditor Login | Sentry Alerts| Permissions

New record notifications

Send email ne
creating the f
Click the dow:

Exel Low

~ | Chief Executive Officer |01 B
"~ |Infection Control Nurse @
" | Nurse Co-ordinator
~ | Nurse Unit Manager a2
| Quality Services Coordina [E2I] @

"< Click arrow to add Email (-]

oesse0’
aeCo00®
osooeo
oeBso00

RiskClear Users

080000

Compl- Other Infec  New
Risk /Mod Incident aints Fdback event QI

oesO000

a

080000

ea0000@

New TGA/ Repairs Repairs
Alerts Ex/High md/Lo

e0000@®

aeCo0C@®

Hazard Incident

aecoaod

Compl- Other Infec New
aint F'dback event Qf

[} JEN - Neae)

[[]Send notifications using custom From address >

[) Turn on email notification logging (for error testing only)

RiskClear Direct Users

aecCec0
[} JEpmpmy |
aeCen0

REMINDERS

The reminders system (as opposed to the notifications above) is handled by RiskClear Sentry.
This software is installed on the hospital's server and wakes up each night at an appointed

time to send reminders to relevant staff. To enable reminders, place a tick in the Enable

Reminders box and enter an email address into the Fallback email box. This email address
will be used when a recipient’s email address is blank. (Refer to the RiskClear Manual for

further information regarding frequency).
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