Deakin University RiskManager Introduction

RiskManager is the electronic web-based database administered by the Risk and Insurance Team. which captures all Risk Registers and Compliance
Registers.

Prior to using RiskManager, you'll need to be set up as a user, just contact the Risk and Insurance Team on ext 68112 or 68083.
This is an introductory training tool which will cover the main functions that you will need to use - “Maintain Risks”, “Record Action Progress” and “Reports”.
We can provide a personal training session if requested. A very useful on-line help is also available and if you get really stuck, just call us on 68112 or 68083.

To gain access to RiskManager, just type the address — http://www?2.deakin.edu.au/RiskManager/ into Internet Explorer (nb. — RiskManager doesn’t work with
Mozilla). The screen below will open:

A Risk Manager - Microsoft Internet Explorer

worites  Tools  Help S
ek - D o] [F] @ D searen Sl ravertss €5 - 2 - 33

File  Edit  Wiew Fa

Address | @] htkp:ffunmnz . deakin.edu. aufRiskManager ] v|BYso uni ks

This is the main
option for capturing
and editing your
identified risks.

The reporting function
offers a variety of
reports.

nnnnnnnnnn : RiskManager User: Karyn Hughes Rele: ADMINISTRATOR

If you just want to
update the status of
your actions, this
option will make it
easier.

Risk hdan r Help: On-Line Help Library Save Help File
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http://www2.deakin.edu.au/RiskManager/

To enter new risks — “Maintain Risks”

‘2 BPC RiskManager Express - Microsoft Internet Explorer
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address @] httpfasp-dev-wnwz, ks, deakin, edu, aui6 L [RiskManager]
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Step 1.  On the main screen, select
“Maintain Risks”

Select the “Domain”.

You will only have access
to the organisational areas

relevant to you.

Step 2.

&] Done

V3 start

J Local intranet

Page 2 of 14



Deakin University RiskManager Introduction

-3 BPC RiskManager Express - Microsoft Internet Explorer

[-[B]X]
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Q- © - € A& ) search 7 Favorites 42) 2- :\ﬁ IR 3

Acdress (4] httpujasp-dev-wwn2. s deakin. edu. auB1 RiskManager|
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I Risk Maintenance - Maintain Risks

N i Select “New”
e e e Step 4. Enter the Risk Title — this is a

isalm Dnmﬁﬁ =] % Properties | 5 Risk Tree Change View| oo Maintain &1 » | |« ey ok = | 2 Step 3.

] Ry i L s “Cause and Effect” statement that
[KamHuges <] N

i £ B | ComiingFton articulates the risk to the
— = I“"“‘“ University.
Step 5. Enter a description of the

|Cornurdzation, Marketing and Posit, - |
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Ra | Inbisreant Fusting: Very High Value:200 | |Residual Rating:  Very High Value:300 | K “ "
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CONSEQUENCES CONTROLS ACTIONS “ . . ”
0 s Bl e e | Oaie B e i | % - B e S e and “Corporate _Objectlve from
’}Cunseq\mm:e [irapect Al [ Jcontrol [contol Catege & | [action Title Resporshility the drop down ||S‘[
Financial High | | | Action title - Testing for action Risk & Insuran

tction Title - This is the actual Karyn Hughes |~
iction title - test 4 Kearyn Hughes
sction title - testing for email re Darin Dalla Cos—

S Note: The “Person Responsible” will be
T automatically propagated with the Risk

. Register owner, or you can change the
“Person Responsible” from the drop down
list. If required.

[
[

|~
|w
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Risk Maintenance - Maintain Risks !IE-
Select Domain: |TEST - fD Propetties Change View ™5 Maintain Al « - I 7
I dh Fmd.uew ;"}lgeme :¢,ave ancel- << I < ] > I 2> I Active?Yes v
Risk D, Wotkshop Risk Title
[TeT-4 | v | [ Eter a titte which which adecquately describes the svent, so that risks may be understood in broad tams

Person Responsible
Karyn Hughes -
Category. Contributing Factors: Edit.

‘ ;J ruu should ask questions such as arisk'to what!, 'of what' and 'from what'

Corporate Objective
Recrviling and Reteining Staff =

Likethood: | v|  Impact| ~|  Contror: | -
[Batings | Inherent Rating: Value Residual Rating Value:
Details | Fielwis | RiskMiestones | EntyRetings | AudtRetings | Incidents |
CONSEQUENCES COMTROLS ACTIONS
(/ Assign 7'_5]\ Edit J Remove ‘ Assign ;'| Relit J Rsmove J Ass)gp?EJ Edit I Remove I
Wconseque [lmpact A | [Conteol [controtia’ | [action Titte [Responsibility [ Target Date [Status Latest Progress Hote ~
*|Financial Ol ¥
B Assipgn Consequence E]@E]
Select Consequencd Financial =
Title 1 B
Conssquence Description
Lpact Potential Lass,
E R $0.00
Uty FIER. ..osd | 1mpact End Date
High I =l
Medium 1
Low o OK Cancel
VeryLow >

" 3 RiskManager- ... | B Risk Mantenan. .
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Step 7.
Step 8.

Select “Assign” under Consequences

Select the “Consequence Title” from the

drop down list (refer to the Deakin

University Risk Criteria)

Select the “Impact” from the drop down

list (refer to the Deakin University Risk

Criteria)

Step 10. Click OK

Step 11. Repeat steps 7 & 8 until all impacts have
been captured

Step 12. This is a good time to save this

information — so just click on “save”.

Step 9.

Special note: Once a risk has been created and
saved in your Risk Register you can't delete it.

But you can change its status to inactive. Just click
on the drop down next to “Active?” and change it to
No.



Ml Risk Maintenance - Maintain Risks
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Select Domain: |TEST A lDPrupemes

Iﬁ Fmdlﬂew ;'Elgeme :'I Save |gance1- < | < | > | b IA“‘M Ves v

Change View "o Maintain Al v

|21

Risk ID: Wotkshop Risk Title

[rsT-4 [ | [Eater atitle which which adequately deseribes the evenl, so thal tisks may be understaod in brosd terms
Ferson Responsible:

Karyn Hughes -

Category Contributing Factors Edit

You will note that the “Impact” rating has
automatically populated in accordance with your
assigned consequences.

j' ou should ask gquestions such as a tisk'to what, 'of what' and 'from what'
Corporate Objective
Fecruiting g ot ~
Medium

fpact; |High

| Contrel | -

Step 13. Select the “Likelihood” from the drop
down list (refer to the Deakin University
Risk Criteria)

Value7 00 Residual Rating:  High Value:? 00
Details | Fielie | RiskMiestones | EntityRetings | AvditRatings | lncidents |
CONSEQUENCES CONTROLS ACTIONS

Assign ;’| Edit ‘ Remove | Assign ;’| Edit | Remove | Asslgn;‘i‘ Edit | Remave |

Consequence [tmpact &/ | [Conteol |conteot 1] | [Action Titte |Responsibility Target Date Status Latest Progress Hote -
|_|Financial High » D
|_|Environmental Very Lo
MoHes Me dium.

oe "3 calendar - karynh - ..
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[ 2 Risk Manager - Micro. ..

B Risk Maintenance - M... | o Eudora - [In]

You will notice that the “Inherent Risk” Rating and
“Residual Risk” Rating have automatically
populated
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| Select Domain: | TEST +| 47 Properties . Change View ot Maintain AL « uvey Link = Jﬂ
Iﬂ Find. Hew ;"ElDelete 1"'! Bave I Qancel- << I < I > I = IAchve? Yes v

RizkID W orkshop Rizk Title
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etson Responsible . “ "
Karpn: Hghes -l Step 15. Select the appropriate “Control Category
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et B control has its own list of controls.
— o ] = Step 16. Ifa contrpl is not alrgady in ‘:[he list, you )
-Knﬁw Inberent Rativg: High Value7 00 | Fesitsl Fativg: High Value7 00 can add it, by selecti ng the “New Control
Details ] File Links ] Risk Milestones ] Entity Ratings l Audit Ratings 1 Incidents tab and enterlng detalls Of the new
CONSEQUENCES CONTROLS ACTIONS
Assign 7% Edit | Assign 7 ) Edit J Remove J Assign 78| Edit COﬂtrOl . . o
; Consequence & J ontrol/ |CuntrolCategory ‘ComrulSubCategury |Respunslbihty Control Status Control Perind | ﬂ|Act1on Title o Step 17 . Select the approprlate “Responslbl | |ty",
Financial #| Anmuaal planning, evalualion DETECTIVE CONTROLS “ ” “ . "
o ' ' ' ' ' Control Status” and “Control Period” from
CH&ES
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M Risk Maintenance - Maintain Risks

Select Domain: [TEST ~| ] Propesties
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Step 20. Select the “Control” rating from the drop
down list (refer to the Deakin University
Risk Criteria)
http://www.deakin.edu.au/fbsd/risk/criteria
.pdf

You will notice that the “Residual Risk” Rating has
reduced.


http://www.deakin.edu.au/fbsd/risk/criteria.pdf
http://www.deakin.edu.au/fbsd/risk/criteria.pdf

Risk Maintenance - Maintain Risks.
Select Domain: |TEST +| 4] Propesties

2> W Active?|Ves

Risk ID) Wotkshop o Title
[sT.4 | |

Changs View "0 Maintain AL v

Enter a title which which adequately describes the event, so that risks may be understond in broad terms
Person Responsihle
Karyn Hughes -

Category Contributi

Factors: Edit.

J _.'_J ou should ask questions such a5 arisk'to what!, 'of what' and 'from what'

Corporate Objective
Recruiting and Retaining Staff A

Likelinood: [Medium | Impact [High | Contrat: [Medium E
[Ratings | - frpsent Rating: High Value7 00 | ResibalRatine  Medium Value:5.00
Details ] File Links ] Risk Milestanes l Entity Ratings l Audit Ratings l Incidents l
CONSEQUENCES CONTROLS ACTIONS
Assign ;’I Edit ‘ Assign ;’J Chssion N Edit J Remove J
Consequence (o] Control ~ |Respunslb1]ity ‘TargetDate ‘Stams (o]
¥|Financial |Lisison and pl ﬂ
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| |ones
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*' ACT.IDHPIUEJBS4

"Re 3p onsn‘éﬂ.ltv: | .Is.T.h;s Acuon bngomgA cﬁon‘Frequencv
[+ N a— g
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Htart Date:
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Original Target Date: Revised Target Date:
28042006 ] 1 ]
Date to Send Remmde)} /
Date Reminder ’ﬁ T
[7as Sen: B e

Action Description:

Mo actions ate angoing, once implemented or completed they should be migrated o controls. You should
then consider re-raling the Control rating

Linked to il
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Record of 0

Is This
- ! [i=]
AL:O,ionClosedl‘\lD Dl CIDSEJ =
S

0K Clancel

I Enter Action
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Step 21.

Step 22.

Step 23.

Step 24.
Step 25.
Step 26.

Select the assign option under “Actions”
and then choose “new action”.

Type in the “Action Title". If you need to
add more detail use the field “Action
Description”

Select the appropriate “Responsibility”,
“Status”, “Category” and “Sub-category”
options from the drop down lists.

Enter the “Original Target Date”

Click OK to save.

Repeat above steps until all the actions
have been captured.
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2 BPC RiskManager Express - Microsoft Internet Explorer

File Edt View Favortes Tools Help

Qui- © ) [ P Srewne @3- 15 W-[JE B

Address ‘E hittp:ffasp-dev-wwe2 its,deakin edu, au:81 RiskManager|

V‘Go Lnks > @y~

Step 27. If you want to close an Action, check
___Risk Manag | the “Completed” option in the drop
Bishop Phillps Consuling 2005 ‘ A SE‘FWH & About H 2 Hep ‘ down bOX.

" Step 28. A text box will come up, asking if

ik Maintanance - Maiatain Riss - you want to move the Action to the
skt Do FIVANCIAL & BUSINESS 81 v] . Prpatie | 3 Rk T Clings V] o Mamim AL | Smmyiiic s | [B Controls.

= Enier Action Step 29. Select “Yes” or “No”

Logo Mat &ssighed

—Monitaring

Action Title:
Testing % Action Progress
Responsihilit Is This Action Ongping?  Action Frequene N OW p ress Save
tatus:
Completed, - Start Date: 2571072007 I
O Target Date: Revised Tarpst Date

9 fou have flagged this action as completed, Would you like to transfer it ko contrals when you save the updates to this action?
. )

] |

T Born Sent? = Was Senl [ o) el | ACTIONS
Action Description. ; ;
i - [ Ea S Remove
[itle Respousibility &
Risk & Insuram
v
2|
Linkedily o [[FigkiD_ JRisk Tite [Closed Fisg |
isks =] g |
| Resordof > |[Fes31 |Rebecea's Testing | i Open|
b - ] ¥ 0K | 0 Cacdl
‘Action Closed? 110 Date Clossd: | |/ 5] OF Cs
L hction Cosed,

% Local intranst

7 s start 2} Deakin portal - Micros. .. “ ep anager Exp... B Risk Maintenance - M, ., I Enter Action

= Carfirm 2 RiskManager intraduc. .,
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“Record Action Progress”

Q- © X B Q| Onn Forows @22 B -1 B Step 1. On the main screen, select
Address | @] Ritpe oz, deakin. sdu. aujRiskManager] Y Be s “Record ACt|On ProgrESS"

Risk M
L TR ' Step 2. Select from the drop downs
Bishop Phillips Consulting 2005 | A SetFort H £ About | ‘ 2 Help | .
kg the filter parameters you
wish o use
= =] Step 3. Press Select.
—Update Risk Action Repart Menu:
T
- ; = S tion
Bl Record Action Progress: Selection __‘ Imh
—Action Filter
Domain Hame [TEST JE= | Active Help:
R d A P F
Potson Responsibld< ALL > [ | | I tatian s Lo ST
Target Date:| / / S| 1o [r/ |
Action Status SRR | 3 g
ey ager |User: Karyn Hughes [Rale: ADMIMISTRATOR
Between (Overdue): [ee B 1 [y k=l

Action Statem k Manager Help: On-Line Help Library  Save Help File

(OpenClosed
Clear Filter

SN~—
&) Dore % Local intranet

X Calendar - kary... T} Risk Manager - .., & Eudora - [In] Gl Risk Manageme. .. ol RiskManagerintr.. B T &)FF 11:148m
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Bl Record Action Progress

B SelectFxlf.erJ Iﬂ Fdeelete o I Edit _ I I I I

SENES)

Action Title Responsibility OngmalTargeLDaLe Revised Target Date |Send Reminder? |IMail Reminder Sent?|Closed?  |Estima &

Q2. ctions are new items requiring i B sl ———m-
Complets aworksafe proforma risk assessment on all hazardous mamaal Alice Di Pasguale Mo |38/04¢2006 31!05!2006 Ho Mo . .
Tt e o o o Mo Step 4. Select the action you wish

REATAIN Risk and Insurance Manage |[Ma 70442006 20/04/2006 |Tes Ha Ma .
RETAIN TEST MO 2 TO 3EE IF 30METHING I3 MARKED A3 COMPL Karyn Hughes HNo 3/04/2006 5/04/2006 T/04/2006 |Yes Ho Yes tO ed It.

Step 5. Update as required using
the drop down functions in
the “Action Progress” fields.

Step 6. Click on Save.

Step 7. You can also close an
Action in this screen.

Step 8. Select the “Completed”
option in the drop down box.

Step 9. A text box will come up,
asking if you want to move
the Action to the Controls.

e T — 2 Step 10. Select “Yes” or “No”
Summary << | [M[TET4  Enter :htle which which adequately describes the event, so that risks may be understs Opergn i Step 11. Then Select the “OK” bOX.

Step 12. A message will come up,
L confirming the transfer.

e T maws e KR ﬁﬁtlticr;[ the “Finished

|Progress Report Datel Date Action Taken |Actmn Status |Noles ~
j 12/04/2008 12/04/2008 v
ed
omplete
of Started
Ongoing

|

PFlanning Stages

Progress Links | Eltal!ed 5 ]
Expand >> Record 0 of 0|~ ko :
———
7

Lol [ Calendar - kary.., | 2 Risk Manager - ... B Pecord ActionP... | @@ Eudsrs - [In] [ 0% Reviews devel... | G Risk Ma o | @RskManagering.. B S @)L 1117 AM
;

Page 11 of 14



Deakin University RiskManager Introduction

Reports

&1 BPC RiskManager Express - Microsoft Internet Explorer
Eil Ed View Favorites Tools  Help

o R o Fmn ) [ Step 1. On the main screen, select
Qe - © - [x] [B th| Pseerch Formone: @ - B -LJE 3 “Reports",

Address |@ http:ffasp-dev-wwwz its,deakin, edu, au:51/RiskManager] vl Go Links ™ @ - Step 2. Select from the drop doWn
Do A | Rk ' boxes the filter parameters
- < Bishon Philips Corsuling 2005 | A setfant | [ 4 about | [ 2 Hep | .
—— you wish to use.

Step 3. Select the type of report you
wish to run. This will

"y Compliance 5t

T usually be “Risk Register”.
Step 4. Click on “Run Report’

Bl Report Menu @@
|Select Report Module: & Risk Register © Complia 2
FELERE R

Risk State: !OpenRJsks - |Rﬁtmg]_gvel: Diotaain -
Diomain: I ]
Workshop: I st

Fisk Organisation: |Deakin Unfrersity

Dieakin University

SO T | | o1 Facutiss
Corporate Objective: ~|" 1 Projects
Fe ‘3 Acadernic Process Risks
‘erson =

Responsible:
Inherent Rating: i= X j‘
Residual Rating: l= - -
i Clest Filter_|

—Zelect Report

— TABULAR ANALYSIS [ EXPORTS |
EEIRisk Register JEl Bar Charting !Export Rishs
E Petmls GE Risk Spread

% Actions @ Asction Status COWTROL SELF ASSESS |

EHWorkshop Report ¥ Nat Activated *

ET|Risk History

E&lIncident Report

| 145 WORD MAIL MERGE |
Select mail merge file:| = =]
Expart sanuple data to Excel to define new wadl rassge 8] Export|  Set-up werge options: Advanced => Set folder:

&@, gunReponzp gese | 2]

a Done

‘3 Local intranet

M Feport Meno 3l RiskManager introduc. .

&) 0 T gz am
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Flle Edit View Favorites
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B Report Menu
Select Report Module: & Risk Register [ode:

pliance Surveys

T~ Report &1 Dat

Tools  Help
e Back - \) B @ {:j p Search ‘i}? Favorites @ @ - :; - D ﬁ ‘ﬁ
Address |a http: ffasp-dev-vwwz its,deakin, edu, au: 61 /RiskManager/ 'J| Go Links ¥ @ Lo

(=13

Risk State: |{Open Risks vi

Domain: |TEST -

Workshop: I 'I

Rating Lewel: | Domain -

Risk Organisation: [Deakin University

Category: I 'ir
Corporate Chjective: I o l r
Person I vlr
Responsible:
Inherent Rating: |= x I j'
Residual Rating: I: - I -
& Clear Filter |

Deeakin Untversity

£ Faculties

1 Projects

B Academis Process Risks

| Select Report
I TABULLR I Report Options

=

" Ascending
* Descending

[EElRusk Registy
RJsk De?:]:r - Select Register Format
ETIRisk Actions " Standard Risk Register
BB Workshop Report " Standad Register with Actions
EXRisk History " Full Risk Register )
S| Incident Report + Full Risk Register with Actions:
| 13 WORD MAIL MERGE EDisplar @ Srt by Fatire Bkt Sott Directici
Select mail merge ﬁJe'I " Inherent Rating Value
Export saraple data to Excel to define & Residusl Rating Valus

|1
ER=a

et folder:

BEam Report I Close |

”Repuﬂ Printing Crptions

¥ Print Each Risk ona New Page

@ Daone
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"ﬂ Local intranet

Step 5. Choose the report options
you require.
Step 6. Click OK.
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= ¥ = -~ Close
or Save as you require,
Standard Risk Register Report (Erder by Residual Rsting Value] usina the icons on the to
Fating Level=Domain, Open Fisks, Domsin=FINANCIAL & BUSINESS SERY ICES g p
Fisk Code |Risk Title E % Consequences Contributing Factors f Controls E B g g _é" Adions rOW.
2lE “lz|t |5 |¢%
3 |% g SlE g |2
N 3 i a 3
&
_ _ Reports can be saved as a
FES 24 The overseas g & -Financial * The irten ation al g [DETECTE CONTROLS] =3 k=3 k=3 £ =3
emwionmentmay change  § B +Business Efficiancy emwionmantis = atic ¥ .FBAC repers T T I = B PDF fl
drasteally reducing the s 3 and out of the T  [REACTWECONTROLS] g B 2 2 & le.
influx of overs eas = University's control 2 . Bcpendture surtailed it = = = 2 E
student and ass ociated z =Revised course rewenue targets not met 5
income = prices may impact [REDUCTION CONTROLS] o
= negatively onstudent - Financial resenes
dermand &stablis hed & ragulaly
= Rising Australian dallar review ed
Printed25(10/2007  Demkin University Page:t
a
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B
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Any Questions? Just call the Risk and Insurance team on xt. 68083 or xt. 68112.
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