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INTRODUCTION 

This guide has been developed as a first point of call to get started for Participants using RiskTeq and 
includes instructions on registration, dashboard navigation and workflow steps.  

Within RiskTeq, we refer to a Participant as anyone available to be assigned as a human resource to 
a planned activity. There are typically four types of participants; 

 UWA Staff 

 UWA Students 

 Contractors and sub-contracted organisation  

 Employees working for an external organisation/collaborator 
 

For further information or help please contact your school administrator: 

School Email Phone 

Plant Biology  riskteq-plants@uwa.edu.au 6488 2206 

 

QUICK REFERENCE – ICON GUIDE 

The following table denotes common icons used throughout the RiskTeq product.  

Icon Description 

 
More information available. Hover mouse over this icon to view a description.  

 

Click on the globe icon to view an address online in google maps.  

 
The red asterisk indicates a required field when entering information.  

 
Select this icon to link to a calendar tool 

 

 

 

Status Icons: 

The alert icon indicates that this field is not completed to satisfy current validation rules. This 
could result in an ‘error’ preventing any next steps) or a ‘warning’ which may allow you to 
proceed but won’t ultimately be approved.  

The tick icon indicates this field meets validation rules and is complete 

 

 

 

 

Risk Icons: 

The green alert icon refers to a risk that is identical to a Standard Risk. 

The red alert icon refers to a risk is a modified version of a Standard Risk and that the 
modifications have not been approved. 

The blue alert icon refers to a risk is a modified version of a Standard Risk which has been 
approved. 

 

PPE (Personal Protective Equipment) Icons: 

These represent common PPE to be mandated or assigned at a Project or Activity Plan level, 
and can be customised to your company. 

ACCESS 

mailto:riskteq-plants@uwa.edu.au
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HOW TO ACCESS RISKTEQ 
Use the following process to access and login to the RiskTeq system. Note that the way you login will 
be different if you are an external user and not a UWA staff, students or from an AAF member 
organisation.  
You will need to access the system to complete your registration and gain approval in order to 
participate in relevant activities. 

LOGIN-UWA STAFF, STUDENTS AND AAF MEMBER ORGANISATIONS 
 

1. Go to the UWA RiskTeq webpage to find the link for RiskTeq. The webpage also has further 
useful information and should be the first place you go to for information. 
http://www.safety.uwa.edu.au/topics/off-campus/RiskTeq 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The link will take you to the login 
page. Select ‘Login with your UWA 
Pheme account’. 

 
 
 

3. Enter you User Name (Pheme Number) and Password. 
 

 
 
 
 
 
 
 
 
 
 
 

LOGIN- EXTERNAL PARTICIPANT OR USER  
If you are an external participant or user (you do not have a Pheme account or from an AAF member 
organisation) your RiskTeq administrator will send you an email with your login instructions, 
including the link to the RiskTeq system.   
 

http://www.safety.uwa.edu.au/topics/off-campus/RiskTeq
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1. Select the link in the email sent to you by the RiskTeq administrator. 
2. The link will take you to the login page. Select ‘Login with another account’ and enter 

your account name and password provided in the email. When you login you will be 
prompted to change the system generated password.  

 
 
 
 
 
 
 
 
 
 
 

REGISTRATION 

REGISTER AS A NEW PARTICIPANT 

Use the following process to register within the RiskTeq system. Note that throughout the 
registration process, the ‘My Registration’ box on the right hand side of the screen will show a 
summary of your progress, with blank fields indicating data is yet to be entered. 

 

1. Enter Participant details. All fields with a red asterisk must be completed. You will be 

required to select your Work Group and Statement of Understanding (SOU). Once these are 

complete, hit Next on the top right hand side of toolbar to proceed.  

Note that you MUST select the correct SOU. The selection of the correct SOU is critical in 

allowing you to participate in the type of fieldwork you will be doing. Refer to the following 

table to make sure you select the correct SOU for your fieldwork. 
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2. Review the intended roles you will be performing for the organisation/project - select if not 

already prefilled. Hit Next.  

3. Review the skills and select those which are relevant to you. Hit Next. 

4. Add qualifications required for your intended role. Do this by selecting the Add New button, 

entering details and hitting Save. Hit Next.  

5. Enter your previous experience, if required. Note that your skills selection may not require 

you to enter any previous experience. Hit Next.  

6. Enter your medical details, if required. Note that you may not be required to enter medical 

details. If medical details are required, fields with a red asterisk are mandatory. Hit Next.  

7. Agree to your Statement of Understanding (SOU). You will now be presented with an SOU. 

Read this carefully and scroll to the bottom of the screen to select the checkbox to agree 

and enter your induction details. Hit Next.  

8. Lodge your registration. You will be taken to the lodge screen. When you are satisfied with 

all information entered, hit Lodge (located at the bottom of the ‘My Registration’ box on the 

right hand side of the screen. 

9. Review errors and warnings. You will be presented with a summary of any errors, warnings 

and other information messages. You may proceed if you have warnings, but all errors will 

need to be addressed.  If errors exist, select Cancel and update your registration. Once you 

     

  

   

Flying - Commercial flight (domestic/international)      

Flying - Charter flight      

Driving - General      

Driving - Towing     

Driving - 4WD     

Driving - Motor Bike and ATV/Quad Bike Use     

Driving - 4WD - All Terrain/Off Road     

Driving - Truck or Bus     

Terrestrial Field Operations- Low Risk      

Climbing/Working at Heights     

Confined Spaces/Caving     

Urban - Parks / Urban bushland     

Remote area walking trips     

    

Snorkeling - General    

Snorkeling - Manta tow    

Snorkeling - Spearfishing    

Shoreline operations - marine & freshwater    

Wader use - freshwater and marine    

Boat Trip - Lead   

Boating Operation - Internally operated (UWA) vessels   

Boating Operation - External operated vessels   

Electrofishing operations   

Deployment/retrieval of gear from vessels   

Use of winches from vessels   

Coxswain Grade 1 NC (full coxswain)   

Coxswain Grade 2 NC (restricted coxswains)   

Master <24 m NC and above (Master V or Higher)   

Diving - Surface attendant  

Diving - SCUBA  

Diving - SSBA  

Diving - Nitrox  

Diving - Aquarium  

Diving - Manta tow (compressed air)  

Diving - Working divers 'LIVE' from vessel  

Diving - Spearfishing  

STATEMENTS OF UNDERSTANDING (SOU)

The corresponding SOU will allow you  to perform 

 Terrestrial 

Based 

Operations

 Flight Travel

Driving

Work Involving - Hazardous Substances /Equipment

 Diving

Collaborator

Diving 

Operations, 

Terrestrial, 

Aquatic

Boating, 

Snorkelling, 

Terrestrial

Snorkelling, 

Shore Based 

Aquatic, 

Terrestrial

Terrestrial 

Fieldwork 

Only

General 

Travel 

Only

 Snorkeling

 Aquatic 

Activities

Undergraduate or Training Activity
Externally Managed Activity (Terrestrial only)
Externally Managed Activity (Boat Dive Snorkel) 
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are satisfied all have been addressed, select Confirm. Your registration will now be 

submitted awaiting approval.  

 

 

 

 

 

 

 

 

 

TIP: To upload photos or other attachments select the relevant tab and press “select”.  When you have located the 
desired file, hit open. The filename will now appear in the dialog box. Enter any comments and click “save now” to 
upload.  

UPDATE YOUR DETAILS 

After lodging your registration, your Home screen will display. You can make updates to your 
registration details, including adding any new qualifications, skills and experience, by following the 
steps below: 

1. From your Home screen, select My Registration.  

 

 

 

 

 

 

 

 

 

 

 

 

2. Revert your registration to the draft state using the toolbar in the top-right-hand corner of 
the page (unless the status in the top left hand corner already shows as Draft). 

3. Navigate the tabs of your registration, editing and saving required changes. Note that all 
changes are tracked in the 'Change Logs'. 

4. Return to the ‘Details’ tab and use the toolbar to re-lodge your registration for re-approval. 
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RISKTEQ FOR PARTICIPANTS – THE BASICS 

FORGOTTEN USERNAME /  PASSWORD 

UWA Staff and Students your RiskTeq login is your UWA Pheme username and password. If you have 
forgotten your username or password, contact UWA IT Service Desk to reset it. 
https://www.pheme.uwa.edu.au/Login.aspx  

 

If you are not UWA staff/student and you’re from an AAF member organisation please contact your 
organisation IT department.  

If you are from an external organisation and you have forgotten your username or password, 
contact your School RiskTeq Administrator. 

DASHBOARD 

The Dashboard shows your current plans and action items.  Use the  button at the end of a 
row to view and edit current Activity Plans, Participant Registrations, Activity Reports and Projects. 

 

 

MY PROJECTS AND PLANS 

In addition to the Dashboard, you can find your Projects and Activity Plans in the Projects/Plans tab 
under My Registration. 

SEARCHING IN RISKTEQ 

All RiskTeq’s built-in search screens have their own basic and advanced search functions.  

 

To complete an advanced search;  

https://www.pheme.uwa.edu.au/Login.aspx
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1. Select the area in which you wish to search (i.e. projects, plans, records etc) from the main 
toolbar 

TIP: You will only see the areas which you have access to (i.e. you may not have Admin access so you won’t see 
that Tab)  

 

2. Select the ‘Advanced Search’ bar 
under the Project Search section 
at the top of the screen (use the + 
symbol to expand or collapse the 
screen section). 
 

3. Enter your search criteria and select ‘Search’. The table below will display all search results.  

 

WORKFLOW AND APPROVALS 

A typical/simple workflow process consists of the following four states: 

 Draft – currently under construction or in the process of being edited. 

 Lodged – waiting for approval. This may include a simple approval/rejection or complex 
series of review steps 

 Approved – ready to be actioned, or 

 Rejected – rejection reasons must be reviewed and reverted to draft before editing 

Higher risk, or more technically complex workflow plans can be set with multiple review and 
approval levels. A basic workflow process that does not require review may also be programmed to 
pass through a simple one step lodge from Draft to Approved. 

 

Note:  
- You must navigate to the Details tab to perform any workflow functions like Revert to Draft, Lodge or Approve.  
- If a record has previously been approved, you must revert to draft before editing. 
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MY NOTES: 
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