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Standard Investigation

The Standard Investigation findings can  
be used for a short summary of an 
investigations  outcome.

An ongoing record,  providing important 
updates and information associated with 
any investigation being carried, and of 
course a combination of both.

Best practice is to carry out a findings 
update whenever something new is 
discovered during the investigation.

Update Findings
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IF your system has been setup to email 
an investigator when they are assigned to 
a standard investigation.

The email received will contain a ‘Quick 
link’ providing direct access to the 
applicable event record.

Simply click the link to view.

Assignment Email
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Edit record:

To edit this event record click ‘Actions’ 
and ‘Edit’.

Assignment Email cont.
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Any assigned standard investigation can 
also be found in the ‘My Assignments’ 
register.

This is Located under ‘Dashboard’ in the 
menu bar.

My Assignments
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Locate the required event either via the 
filter and register functionalities or by 
searching directly for the event ID.

My Assignments cont.
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Edit the event to action the required 
changes.

Initiating the edit - either by:

Clicking the ‘Event ID’ to view the record, 
then click ‘Actions’ and ‘Edit’.

Edit Event

'Event I.D.'



Update Findings

OR

Clicking ‘Actions’ then ‘Edit’.

Edit Event cont.

'Event I.D.'
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Click the ‘Standard Investigation’ tab.

Standard Investigation
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The ‘Findings’ field will display all current 
information loaded against the 
investigation.

Findings Field
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Ensure that the status of the investigation 
has been set as ‘Underway’.

Then update the ‘Findings’ field with all 
the information required.

As the amount of information increases

expanding the field can make viewing all 
information easier.

Just Click and Drag to so.

Findings Field cont.
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It’s important to note:

If using a paper based investigation form. 
A scanned copy can be loaded to the 
‘Files tab’ and referenced in ‘Findings’ 
field.

Findings Field cont.
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Then scroll to the bottom of the tab.

If actioning this in a Pending Event:

“Update Pending event” will save the 
entered details and leave the event in a 
Pending status.

“Save to Events” will save the entered 
details and save the event into an Active 
Event.

Update/Save
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If actioning this in an Active Event:

“Save” will save the entered details.

Update/Save cont.
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