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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;

e UWA Staff

e UWA Students

e Contractors and sub-contracted organisation

e Employees working for an external organisation/collaborator

For further information or help please contact your school administrator:

School Email Phone

Plant Biology riskteg-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.

Name: * | 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.

AN —

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

Risk Icons:

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

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

o 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
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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

WESTERN
A=/ AUSTRALIA Safety, Health and Wellbeing

[Ste Search UWA Viebsite V| qgay

LA Home » Sefety. Heath snd Wellben » Safcy opis * Oficamous sxtees > RiskTeq

© satety management

Safety, Health and Wellbeing

RiskTeq
RiskTeq is an application for planning. managing, recording RF.I‘.:\T[D :
and reporting on field trips or similar off-campus activities. it is ° INFORMATION

0 wprove the safety of every undertaking

© st xstamnne

off-campus activities such as field work, excursions, diving, .
boating and wherever there i risk. Dealing with untamiliar W ioagmony
surroundings can present challenges to anyone planning a project. RiskTeq provides tools o effectively © Do ety qiteines.

manage safety, environmental and operational risk and to ensure that risk management strategies and
RiskTeq also facilitates the obligatory compliance issues
Le. record keeping, currency of qualifications and training, fieldtrip team locations, post activity logs and
reports.

Current Status and Implementation

RestToq a viow v assess, aoprove Selowork actwites. The ol
ot wit be n s sk of such as diving. The:
5 Systom is centraly configured by Safety, Health and Wetbeng and wil be admnistered ocally by NGNIUS! Schodls. In an atempt to
© Sy ':‘"’""“ - accommodate 103l busIness s, SPECT CONNGUIABON IS fequired 1or | n

bt Prant Bioogy

Login with your UWNA Pheme account

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

Click the Login button below to login to RiskTeq using your UWA Pheme account.

| Login |

Login with another account

K

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

Login

ENE/ AUI;TRAUI/\\I You will need a UWA Pheme account in order to

use this service.

© AAF Home

UWA Home > AAF Login

‘Australian Access Federation - UWA Identity Provider Username | |
Login

You will need a UWA Pheme account in order to use this service. Password | |
vsemame[ ] [C] clear my attribute release consent
[

[ ciear my atiribute release consent LO g|n

Eorgotten vour password?

The service you have requested utises the Austraian Access Federation (AAF) to verfy your identiy with The Universiy of Westem
Australia Further information about the AAF can be found here

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.
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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.

Login with your U'WA Pheme account

Login with another account

Please login below to access the application

User Name:
Password:

| Login |

i

Flease protect your password, and do not allow the browser to remember it.

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.

My Registration Details

Emol:” | respantiopantiGematoon

Comtact commats:

Address not peovided 7
Work Geoups: * The Usrversity of Wesheen Austraia / Faculty of Science / Plant Bology / DRY
4 Seect
Statemnent of understanding: * Cellsborator
Comments:

Next of kin
Name:

Phone:
Addeuss not proviced 7
Do you wish 10 be listed as a contact (NB: This wil | o
allow

‘activity coordinators 1o $CCoss your contact
o

Gander: | < Nore seiected »

Work phone:

Fax:

Position: * | oup gudere
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The corresponding SOU will allow you to perform

STATEMENTS OF UNDERSTANDING (SOU)

Collaborator

Diving
Operations,
Terrestrial,

Aquatic

Boating,
Snorkelling,
Terrestrial

Snorkelling,
Shore Based
Aquatic,
Terrestrial

Terrestrial
Fieldwork
Only

General
Travel
Only

Undergraduate or Training Activity

v

v

v

v

v

Externally Managed Activity (Terrestrial only)

v

v

Externally Managed Activity (Boat Dive Snorkel)

Flying - Commercial flight (domestic/international)

v

Flight Travel Flying - Charter flight

<

Driving - General

Driving - Towing

Driving - 4WD

Driving Driving - Motor Bike and ATV/Quad Bike Use

Driving - 4WD - All Terrain/Off Road

Driving - Truck or Bus

Terrestrial Field Operations- Low Risk

Terrestrial Climbing/Working at Heights

Based Confined Spaces/Caving

Operations Urban - Parks / Urban bushland

Remote area walking trips

Work Involving - Hazardous Substances /Equipment

S SRS ENENEN ENENENENENENENEN

Snorkeling - General

Snorkeling [Snorkeling - Manta tow

Snorkeling - Spearfishing

Shoreline operations - marine & freshwater

Wader use - freshwater and marine

AR R AN AN AN AN EN RN AN BN RN BN RN AN AN AN RN N N

Boat Trip - Lead

Boating Operation - Internally operated (UWA) vessels

Boating Operation - External operated vessels

Aquatic — -
Electrofishing operations

Activities 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)

sl sfsffafsfsf o] fsfa o fsfsf oo sp o] o s f <] 1«

Diving - Surface attendant

Diving - SCUBA

Diving - SSBA

Diving - Nitrox

Divi
iving Diving - Aquarium

Diving - Manta tow (compressed air)

Diving - Working divers 'LIVE' from vessel

Diving - Spearfishing

sffafafsfsffapafafa]afsfafs]apafafs] sl sfafafafsfsf ol s fafsf ol s sf s o< f <«

SN RN ENEN ENENEN AN AN AN AN AN AN AN AN ENEN N RN AN AN AN BN AN AN AN AN AN AN ENEN ENENEN AN ENEN

Review the intended roles you will be performing for the organisation/project - select if not
already prefilled. Hit Next.

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

Add qualifications required for your intended role. Do this by selecting the Add New button,
entering details and hitting Save. Hit Next.

Enter your previous experience, if required. Note that your skills selection may not require
you to enter any previous experience. Hit Next.

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.
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.

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.

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
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are satisfied all have been addressed, select Confirm. Your registration will now be

submitted awaiting approval.

[ [emm
o e oy

You are now ready to attempt 10 lodge your registrat

The lodgement process will run 3 senes of validaton

[r v

1 Gender has not been specified
2 Address has not been spacifed

3 ext of kin phone has not been specified

4 Next of kin address has not been specfied.

[# [ ntomaton messages @)

1 test paricipant2 nas been assigned 1 qualfication
2 test parmcipant has selectsd 3 skl

To Status: UWA Supenvisor Review
Change Reason:

3 Qualified and approvabie for inlended roke: Vehicke Operator - Drivers (Boating, Boating - Training, Diving, Drving - Training.
Fieldwork (Rural & Remole), Oflzampus (ot Rural and Remote), Snarkeling. Snorkeling - Training, Terrestrial - Training!

4 Qualiied ana anorovabie for intended roée: Fisldwork - General Partcinants (Boating. Boating - Training. Dving. Divind - Trainina.

Change Comment:

= Generate Report

¥ Confirm | X Cancet |

&nd then re-odge

RISKTEQ

test participant?
Log Out | Docs | Help | Messages (0)

My Registrati

Details
Saved

Roles
3intended Roles

skills
3 skill

Qualifications

1 qualifications

Expenience

e

meaical
Saved

SOU & Induction

Complete

Lodge

| Lodge to Supthelser

ion

upload.

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

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.

My Dashboard
Registration Status: UWA Supervisor Review

Date of lodgement: 17/11/2015.
Coordinator status not activated: Date of confiration required

Forms Requiring Your Attention

Currently you don't have any forms that require your attention

Risk Assessments Requiring Your Attention
Currently you don't have any nsk assesments that require your attenton
Your Current Forms

Currently you don't have any submitted forms awaiting processing.

Assigned Roles

Actty Roe

RISKTEQ

test participant2

Log Out | Docs | Help | Messages (0)

No records fo dispiay

Activity Plans Requiring Sign Off

Currently you don have any Activity Plan requiring sign off

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

test participant?
Log Out | Docs | Help | Messages (0)

My Details

Date of birth: Gender:
Phone: Work phone:
Mobile: Fax:

Email:

Coantact comments:
Address:
Work Groups: The University of Westem Austraia / Faculty of Science / Plant Siology / DRY Position: PhD Student
Statement of understanding: Coliaborator €
Comments:
Next of kin

Name: J Partcipant
Phone:
Address:

Do you wish to be listed as a contact (NB: This Yes

‘will allow activity coordinators to access your
contact details.) € :

= Assigned Roles - current and upcoming activity plans.

Actvey Roe

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 [l eetis | button at the end of a
row to view and edit current Activity Plans, Participant Registrations, Activity Reports and Projects.

&

My Registration My Nominated Contacts My Assets Received Nofices My Tools

My Dashboard

‘ 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.

& P 2o u L

HOME PROJECTS PLANS RECORDS INCIDENTS ADMIN
To complete an advanced search;

REPORTS

RiskTeq Guide for Participants Published:  January 2016

Version 1.0

Authorised by UWA Safety, Health and Wellbeing Review: February 2019

Page 8 of 12

This document is uncontrolled when printed - the current version is on the Safety, Health and Wellbeing website



https://www.pheme.uwa.edu.au/Login.aspx

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 Proeets Seerh .
under the Project Search section S s o - —t
at the top of the screen (use the + e : P

Dynamic property: | « Nane sclected =

symbol to expand or collapse the
screen section).

A Search | | X Clear

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

RISKTEQ

W P hddry
Log Out | Docs | Help | Messages (0)

PROJECTS

XL

ad New

Projects Search

& My Projects &=
& Advanced Search &
Work Group §: | All - Approval state: | < Any >

Project type: | < Any > - Project titie:

Project leader: - Project description:

Year: | < Any> - Project id:

Dynamic property: | < None selected >
 Search | | X Ciear
Inciude Archived Go | | Showail | S Excel
] ;Tﬂe. Norkerows Leaou ;Tyge smnate | State Action
Basic Workflow Test- All Reviewed Activly  The Universty of Westem Australia sysadmin, fieidieq Research 010712015 UWA Spvst Review |, Detais

Types Faculty of St lant Biology

Sysadmin Workiow Test - Terrestrial Only The University of Weste Australia UWA Spvsr Review Details

sysadmin, fieldteq

k

‘WORKFLOW AND APPROVALS
A typical/simple workflow process consists of the following four states:

e Draft — currently under construction or in the process of being edited.
e Lodged — waiting for approval. This may include a simple approval/rejection or complex
series of review steps
e Approved —ready to be actioned, or
e 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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