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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.
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Update Findings

Outcome Summary

Ongoing Investigation Updates

Both Ongoing & Summary




Assignment Email

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.

I@ DAMSTRA




Update Findings
Assignment Email cont.

Edit record:

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

My Assignments
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Update Findings
My Assignments cont.
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_ My Assignments
. |COCTR—
:
Locate the required event either via the | - ’
filter and register functionalities or by ,
searching directly for the event ID.
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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’.
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Edit Event
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OR
Clicking ‘Actions’ then 'Edit’.
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Edit Event cont.
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Update Findings

Standard Investigation

Edit Event - 10778

Click the 'Standard Investigation' tab.
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The ‘Findings' field will display all current
information loaded against the
investigation.
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Update Findings
Findings Field cont.

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

Then update the ‘Findings' field with all
the information required.
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As the amount of information increases

expanding the field can make viewing all
information easier.

Just Click and Drag to so.
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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.
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Edit Event - 10778

.....

Edit Event - 10778

¥Drop files to upload (Or Click)
J
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Findings Field cont.
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Update Findings
Update/Save

Then scroll to the bottom of the tab.
If actioning this in a Pending Event:

. ) a Update Pending Event
“Update Pending event” will save the ° | Saves all entered details

entered details and leave the eventin a ‘ and leaves the event as

Pending status. 'Pending’

Save to Events
Saves all entered details
and saves the event as

‘Save to Events” will save the entered 'Active’

details and save the event into an Active
Event.
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If actioning this in an Active Event:

‘Save" will save the entered details.
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Update/Save cont.

Save to Events
Saves all entered details.




Update Findings

Saved

Site Selection A 4

B

@ Dashboard ]
Zle Governance @ Q (V] Add
b Risk E] ID v Case#  Subject Date EventType  Category PersonType  Name site Status

Events 778 Being hit by moving objects (05) 21/022018  Injury Contusion Third Party Lee Brammeld Sydney Warehouse Not Started Actions ~

_ Event Register Rev

ding

ctive A

OO NewMss  AdTsC  THPMY  Maylmb  NewFotst e
mmg NotSlaned Actions ~

4 conptace © o 7 Avalanche 00/022018  Incident Environment  Thid Pary Mary Lamb Melbourne Not Started Adtions +
B Assets ®
i88 People a

a St 0771 Avalanche 091022018 Inciden Environment  Third Party Mary Lamb Melboure Not Started Actons +

Allselected (3) ~

Emergency Being hit by moving obj

Forn

igation e
ctive Injury 6 Being hit by moving objects (05) 0910212

_ JSA/SWMS Active lliness

- Multiple Risk Assessment

Being hit by moving o 09/0272018  Near Miss ActivityTask ~ Third Party Mary Lamb
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Risk Assessment

None Selected ~ 0772 Avalanche 09/0212018  Incident Environment  Third Party Mary Lamb Melbourne Actions +

770 Falls on the same level (including trips and slips) (02) 03/11/2017 Near Miss Other Worker Jack Brazier Melbourne Actions ~
Event Type

Allselected (4) ~ Outdoor environment /1072017 Incident Spi Melboure Actions ~
search 58 Powered equipment, tools and appliances 03/102017 Otner Kyle Perry Melbourne Actions ~
Foreign Body 200092017 Injury Foreignbody ~ Worker Jethan Abuzar Geelong Actions ~

Show| 15 v | entries
Other muscular stress (10] Injury Strain Ballarat Actions v
Other muscular stress (10) Injury Strain Worker Mickey Earl Ballarat Actions ~
Being hit by moving objects (05) Incident Damage Lee Jenkins Geelong Completed Adtions =
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