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Remove Risk Assessment

There are two available methods for 
removing an item from the Risk 
Assessment Register:

Archive

• removes the item from the active 
register but keeps a copy of the data 
should it be required in the future

• can be undone if required 

• is the recommended method of 
removing a risk item from your system.

Delete

• removes the item and all of its 
associated data. 

• should only be used for items that 
have been added in error

Introduction



Remove Risk Assessment

Begin at the Risk Assessment Register, 
which is found under Risk in the Menu 
Bar.

Risk Assessment



Remove Risk Assessment

To archive an item, first locate it in the 
Risk Assessment Register, then click
‘Actions’, then ‘Archive’.

The item is now removed from the Active 
Register.

Note that only Completed items can be 
archived.

Archive Item



Remove Risk Assessment

To restore an archived item, search the 
register for archived items by clicking
the ‘Status’ button, then click the 
‘Archived’ checkbox to include items of 
this status in search results.

Enter the Risk ID or part of the subject in 
order to find a specific item, or leave this 
blank to find all archived items.

Once the right item has been found, click
‘Actions’, then ‘Unarchive’.

The item is now restored as an active 
Risk Assessment item.

Unarchive Item



Remove Risk Assessment

To permanently delete an item, click
‘Actions’, then ‘Delete’.

Delete Item




