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During Risk Assessment, Users must 
analyse the risks posed by a hazard to 
determine what could happen if a risk 
was not controlled.

Analysis is recorded by working through 
a series of drop-down lists arranged in a 
hierarchy until the risk identified.

These drop-down lists are fully 
customisable, so that users are 
presented with options that are 
meaningful and relevant to your 
Organisation and industry.

Introduction
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Risk Classes are managed via Settings, 
which is found under the Profile icon at 
the top of the screen.

Click to expand the Risk section, then 
click ‘Risk Classes’.

Settings
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The existing fields are displayed and the 
options within each one are viewable 
within the drop-downs.

Risk Classes
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To edit a field name, click the ‘Edit’ icon 
next to the existing name.

Type the new name, then click the tick to 
save, or the ‘x’ to cancel the change.

Edit Field Name
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To add a new option to a drop-down list, 
click the ‘+’ icon and type the name of 
the option, then click ‘Save’.

Add Option
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To edit an existing option, select the 
option, then click the ‘Edit’ icon, make 
your change and click ‘Save’.

Edit Option
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To delete an existing option, select the 
option, then click the ‘Delete’ (Trashcan)
icon.

Note that this action is permanent and 
cannot be undone.

Note that changes made are committed 
the instant they are entered and 
therefore changes cannot be cancelled 
once made.

Delete Option




