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1 What is RiskWare

RiskWare is a web based application that can be accessed any time of day, on or off campus and is used
to manage information and actions relating to incidents, hazards and risk assessments.

It enables employees to:
» Report an incident for themselves or someone else, with or without an injury;

Report a hazard for themselves or someone else;

The option of confidentiality when reporting on incidents and hazards;
Register a Risk; and

View the Enterprise Risk Register.

YV V VY

2 Risk Ware Field Trip Module

e How to create a new Field Trip
o Enter details about Field Trip including description, destination and dates.
o Identify activities occurring on the Field Trip and link risk assessments.
o Enter details of Field Trip leader, approver, communication person, first aid and
participants individually or add a class.
Enter Field Trip itinerary and communication plan.
Provide details of vehicles and add attachments and notes to support Field Trip.
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3 How to Access Field Trip Module
3.1 Loginto RiskWare
3.1.1 JCU Website

» The link to RiskWare is available on the JCU website. To access the website, you will need to do the
following:

Step 1 Open your Internet Explorer Browser to the JCU Homepage and click on ‘Staff’. Do not use
Firefox or other browsers (unless necessary) as they reduce the capability of RiskWare.

Staff JCU App Library LearnjCU Contact

=~ AMESCOOK | o= : "
= IL‘NIVERSITY 3 Future Students Current Students Research and Teaching Partners and Community Q

= AUSTRALIA

Coastal wetlands are vital to seascapes, landscapes, marine life and
livelihoods. However, urban development has put these unique
ecosystems in jeopardy. For World Water Day, 22 March, dive into the
Year 12 ” y fascinating workings of this ecosystem.

Discover JCU

Indigenous Students
Future Students
International Students
Parents

Partners and
Community

Scholarships

Search for courses Q All Courses

Step 2 Select ‘RiskWare’ under Quick Links.
STAFF Staff

| want to Search the JCU Public Directory

Estate

All fields v ‘ Find people | Q

Finance
Recruitment Process - New Vice Chancellor

Human Resources

At the Vice Chancellor's Staff Forum on 15 December 2020 Professor Sandra Harding AO announced her intention
to retire from JCU at the end of 2021. JCU Chancellor Bill Tweddell is leading the recruitment process to appoint her
successor on behalf of the Council of the University. Please read here for mare information 8.

ICT Services

International
JCU Connect Quick Links

Campus Indigenous Names &

COGNOS &

Concur - Travel Expense Management System &

COVID-189 advice

eAcademic 8

Employee Assistance Program (EAP) &

Impartant information regarding the Enterprise Agreement Variation (EAV) &
My HR Online &

My Requisitions a (requires access to the |CU network)
Policy Library

Request Maintenance ] (requires access to the JCU network)
Riskware &

Service Now &

Staff Email &

Staff Online &

Timetable and Room Booking

LTSE

Marketing

Media and Communications
OnejCU
Work Health and Safety

All Services A-Z
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Step 3 Scroll down to ‘LOG IN TO RISKWARE’ hyperlink.

To access and use RiskWare, staff and students must first authenticate using their JCU username and password.

Log into Riskware

*Note, not all staff are required to watch the ERM module; if this module is applicable to your role at JCU, you will be
issued formal notification by email.

Step 4 JCU Users will used their JCU log in details to access RiskWare.

» First you will need to register for Multi-Factor Authentication (MFA).
» Once you have registered for MFA, you can access RiskWare
» Anyone who has a JCU number can access RiskWare

LOG IN

Forgot Password?

Repod an iIncident'ClaimHazard View and manage View and manage WHS Rlisk Request a Field Trip

noidents ClaimsHazards Aszessments
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https://jcueduau.service-now.com/lp/lp?id=kb_article_view&sysparm_article=KB0000638&sys_kb_id=80916332db0f4d50712464d31496196a&spa=1

4 Exiting RiskWare

To exit the Web Self Service always use the LOG OUT option which is located at the top right hand side
of the navigation screen.

Step 1 Log off RiskWare

~~ JAMES COOK

weer [INIVERSITY

ALSTRALIA

ﬁHume E’Mv Tazks @Anﬂhrsis :'-I_ Feedbach ﬂggu_ut
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5. Functions of the Field Trip Register
Field Trip Register Screen

E}m [?M\[TESRS !'!Change Password F__.Feedback ILQQEIR
i Y & = o 9 Field Trip Register
Back MNew

.
Filter  Refresh  Print Export Help
Field Trips

RS o oors [0 | wwed [y roorovews | | St me 20 _tems e

- . o Risk Assessmen
E.- - - - — _

Other 9032020 13/03/2020 Hillary Smith Magnetic Island, QLD High |/ | |0|H|—'|3|

n- International 241031201 31103201 m FTM Training lizard island, big ben - / ¢

“ International 2710212020 20/02/2020 Mew FTM Training alice springs,brisbane, perth -- | / | |0|H| —-|$|

Intemational  24/07/2019 31072019 New  FIM Training Confict Isiands High /%@ =B

“ Otner 24/07/2018  29/07/201% New  FTMTraining wiork is being done, the next locaion High |'/ |!’ |0| Hl =] | 3|

n. Inemnational 1211202018 131212018 Approved FTM Training abe -- AT B EF]

“- Remole 28052017 31052017  Approved Raelene Fewguandie Alice Springs, Mac Donnell Ranges, -- B EE]
Print Field Trip

Refresh Register Export Register to
Back Icon Screen / Excel
/ Help
Create a New - /
Field Trip H‘ Y o = ;.:','
Back Mew r Refresh Print
Filterfield Aol

Trip View My Drafts My Peer Reviews

Active Field T i I i
Tﬁi ;\;e ie Dr.aft Field V_1ew All_ Achieved My Peer Invited Field Trip
Trips Field Trips Field Trips  Reviews



Commands Screen

Clone Existing Field Trip \
View/Edit » / .

A -
Request -
Review / 0 },&
/ ! ‘ | —————Reject Field Trip
/. Print Field T"\PPT{WE Field Trip

View Communication Plan

‘ ﬁlnvite a user to see the field trip
; " Return and close field trip

X

_— View Audit Details

-,

i ([

FAoway on Field Trip

|!J!

!Ili_{:

i

HUE?J o)

Under “My Drafts” tab select to delete a draft trip
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Useful Tips

o Indicates a required field ° Used to cancel the record
and must be completed Cancel
(- Used to go back and review & Used to assign to approver
Previous or amend data Submit
(::P;J Used to go forward to the H Used to save as a draft in
Next next page Draft Incident Report
Access to user guides
¥4 Currently unavailable
e ( Y ) Used to perform a search
Help Email safety@jcu.edu.au
for assistance
- Indicates a drop down list H Used to save as a draft in
is available save Risk Assessment

=What happens if | do not =
enter information where

Advises what mandatory there is a white arrow in = Click a question to display
. . . . i ?
- vums s me || field requires information S an answer to the FAQ

Category”

=What are the implications
of incident reparting?

Category” =How dn | proaress to the

+ You must enter "Location

6. Creating a New Field Trip

e Select the “New” icon from the Field Trip Register to log a new Field Trip.

) r L\ﬁ _; ‘i:

Filter Refresh Print Export Help

Field Trips
=Tl My Daiis | A1

e Tosave the information at any time and complete later, select “Draft” at the top toolbar.

= . Fl -
@ ®©® = (H) -
Cancel Prewvious Mext Jraft Help

| Field Trip |

e To view the draft Field Trips from the Field Trip Register, select ‘My Drafts”.

e - 5 .
E B & TS,

Back New Refresh Primt Export Help
Field Trips e

6.1 Enter “Field Trip Details” — Page 1 of 5
e Field Trip Name - Enter a brief name for the trip. (Maintaining any existing naming conventions, if
required).



mailto:safety@jcu.edu.au

o Field Trip Description - Enter a detailed description for the Field Trip.

Field Trip Description

‘ Field Trip Name
Trapping Animals &
Field Trip Description

Trapping animals specimens at Mount Morgan for research project #21 o

o Field Trip Destination - Enter the Field Trip destination/s. Use a comma to separate different locations
if required.

Field Trip Destination

-

¥
@ |F{ockhampton. Maongan, Mount Morgan, | &

o Field Trip Type - Select the type that best describes the Field Trip. (Information on Field Trip Types can
be found in the definitions section of the WHS-PRO-015 Field Trip Procedure).

o International

o Remote
o Other
Field Trip Type
ﬁ"ﬁ*’ iy Boating and Diving o
\—b i3 Intermational
 Other
1 Remote

e External Reference Number - For example boating reference number or travel ID number. This is not a
mandatory field.
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https://www.jcu.edu.au/policy/procedures/hse-procedures/hsepro007-field-trip-procedure

External Reference Mumber

g,;qi, External Reference Mumber (If Applicable)

o Field Trip Dates - Enter the start and end dates for the Field Trip by selecting the “Date Calendar” icon.

Field Trip Dates

san Dt @ ©
End Date: |:| o

o Field Trip Approver - the person with the overall authority to approve the Field Trip (as per WHS-PRO-
015 Field Trip Procedure ). To assign a person, select the “Magnifying Glass” icon and search for the
Field Trip Approver for your area. Information will populate update as required.

Field Trip Approver
~- Mame Email Phone Number

@ 2 S | |

Find a person

E@ ﬂ Enter one or more fields and click the search button to find a person

|Search for: ) Supervisors/Managers @ Everyone
Search
First Name: |ra | Surname: |f3| |
Employee 1D: | | Login Name: | |
Title: | | Location: | |
]
MName Title Login Name Employee ID Location
Raelene Fewquandie jedd7T81@jcu.edu.au Townsville -

Field Trip Approver

- Name Email Phone Number
“ |Raelene Fewquandie ||,|[E“| |raelene.fewquandie@jcu.edu.au | |4?814429 |

e Communications Person - JCU Representative not going on the Field Trip. To assign a person select the
“Magnifying Glass” and search for the Communications Person relevant to your Field Trip. The
communication person may be the approver. Information will populate update as required.

Communications Person

Name Email Phone Number
% |Raelene Fewquandie ||;|ﬁ‘| |raelene.fewquandie@jcu.edu.au | |47814429
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https://www.jcu.edu.au/policy/procedures/hse-procedures/hsepro007-field-trip-procedure
https://www.jcu.edu.au/policy/procedures/hse-procedures/hsepro007-field-trip-procedure

e Please Respond - The logger of the Field Trip must ensure they have spoken with the Communications
Person about the Communication Plan for the Field Trip. By ticking the text box, the Field Trip Leader
confirms that the Communications Person has been consulted.

Please Respond

lll have spoken to the nominated Communication Person and we have agreed on the Communications Plan for this Field Trip.
)

e Once all information is complete select next to continue.

= 4
L]
@ ® H
Cancel Previous Drraft Help

Field Trip

6.2 Enter “Activity Identification” Page 2 of 5
e Select “activity List” heading
e Select all the applicable activities undertaken on this Field Trip. Once activities are selected, approved
JCU risk assessments with corresponding activities assigned to them will populate the Risk Assessment”
box. Select “Add” to link the risk assessments to the Field Trip.

Select all the Activities undertaken

: Activities

/ # Activity List
] 4W
[ Animal Collection
O Art exhibitions
[ ATV
[C] Boating
[C] Camping

[ TP TR T R

Risk Assessments

ﬁ [ 434-Art Exhibition in London surveying arists | I 437-Clfwalking on Hu Shan Mountain China f

Find
Risk Assessment

Add >

Create
Risk Assessment

<< Remove

e Arisk assessment can be found by selecting - “Find a Risk Assessment” icon.
e Arisk assessment can be created by selecting- “Create Risk Assessment” icon.
e The directly linked risk assessment will appear
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4 Direcily Linked Risk Assessments

[T ] 8618-TV3001 Lisgar field trip.~ A

Please respond - as the Field Trip Leader, select the text box to confirm each risk assessment for the
Field Trip has been read and understood.

Please Respond

'i['.f CEDhe Field Trip Leader has read and understood each Risk Assessment and will ensure control measres are in place and all partcipants are aware of the risk

¢

6.3 Enter “Person’s Undertaking Field Trip” Page 3 of 5
o Field Trip Leader - the person authorised to lead the Field Trip. Only one Field Trip Leaders details can
be entered per Field Trip.

Fizld Trip Leader
L Mame Email Fhone Mumber
0 Raelene Fewqguandie Of‘ wne fewquandie@jcu edu.au| | 0437245729

Business Unit
Work Health and Safety

Emergency Conftact Contact Mumber
A Fewguandie 04372469387 &

o First Aider - Select “Add First Aider” to populate details.

First Aider < Add a First Aider

"( Name Email Phone Number Emergency Contact Contact Number
:h- Raelene Fewquandie O raelene fewquandie@jcu.edu.au 47814429 raelene. edu.| [raelene. ed| 1| (X

e Participants - you can individually add a participant one by one or add a class.
o Individually - select “Add a Person” and enter details of participant.

Participants 4 Add a Person
a : Name Email Phone Number Emergency Contact Contact Number Activities

Employee One O e 1@jeu.edu.au 147862369 Tom One 123654789 ] [X

o Add Class - From a csv file you can select “Add Class” from the toolbar to populate the
participants
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A | B c D | E

1 |[Name _|Emai| Mumber Emergency Contact Contact Number

2 |Alison Beil Alison@yahoo.com 44444444 44444444 44444444

3 |Christien Joan Christien@yahoo.com 44444444 44444444 44444444

4 |Dyna Helen Dyna@yahoo.com.au | 44444444 44444444 44444444

5 |Grace Mabell Grace@yahoo.com.au 44444444 44444444 44444444
€ © ® HII\E

Cancel Previous Draft \ Add Class J Sample Help

Field Trip

Add multiple participants

Participants

O

Name Email Phone Number Emergency Contact Contact Number

& Alison Beil | Alisongayanoo.com | [44444424 | [44442220 | (44444024 Je] (]
| Christien Joan |2 [ Christien@yahoo.com | [44444444 | [44444444 | 44444044 [ [X]
Dyna Helen |Dyna@yahoo.com.au | [444444 | [44442220 | 44444004 Je] (]
Grace Mabell | Grace@yahoo.com.au | [44444444 | [44444444 | 44444044 [ [X]

e Assign activities to individuals by selecting the magnifying glass. (optional)

Add Activities to participants X

H

save

Assign Acitivities to person

[| Apply selected activities to all participants

| DASL-Art exhibitions
| DASL-Cliffwalking

Version: 22-1 Approval Date: 31/05/2022
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Activities

DASL-Art exhibitions

-[®

6.4 Enter Field “Trip Itinerary/Comms Plan” Page 4 of 5

Joumey Details

Field Trip Details
Start Date/Time

Start Location

Highest Risk Activity

End Date/Time

End Location
Reporting Details

|s Reporting Method

required ?

Feporting Method

Feport in DateMime

Time Fone

Feport To

Freguency

| = [12am ][0 v

| Alice Springs NT, Australia [ 2]
|- Select Activity - v |

| = [12am w0 v

| 2]
|‘|’es - |

' Select Contact Method v/

| El R

|Australian Eastern Standard Time (AEST) v

| 2]

|Sele+:1 Frequency hd |

Non-Contact Response (Optional)

Field Contact Mame

In-Field Contact Number | |

BT

Version: 22-1
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Field

Description

Start Date

Select Field Trip date by using date = jcon

Start Location

Select '“ ' magnifying glass icon to choose start location

Use drop down menu and select highest-risk activity on the day for the Field

Highest Risk Activity Trip. Pre populated by risk identified in risk assessment. This box can be left
blank
End Date/Time Select Field Trip date by using date = jcon
End Location Select “' magnifying glass icon to choose end location
Reporting Details
(How is the Field Trip Leader going to report into the Communication Person)
Reporting Method Use drop down menu to select method identified
Report in Time Select time that reporting in will occur
Time Zone Select the applicable time zone
R T This is the identified Communication Person. Can be changed by selecting
eport To
P “ magnifying glass icon to choose another JCU staff member or free text
Frequency Use the drop down menu to select the frequency of the contact

Non-Contact Response (who is the Communication Person going to contact in the field if no contact
has been made at agreed times.

Field Contact Name

Type in contact name of person in the field to contact. (Free text box)

In Field contact Number

Type in the identified number of persons in the field. (free text box )

Select “Add” to populate details into the communication plan. To clear the information, select “Clear”.

Mount Isa, Queensland,
Australia

10:00

1510512017 Art exhibitions

o

Cancel

Field Trip

@

Previous

Miles End, Queensland
Australia

Mobile phone Raelene Fewquandie Daily Fred 123456

To edit the information, select the “Edit” icon and make changes.
Once all information is complete select “Next” to continue.

g
H e
Diraft Help

6.5 Enter “Vehicle & Attachments” Page 5 of 5

Vehicles

e

Vehicle Type Vehicle Sub Type

a

i

Color Registration Number

< Add a Vehicle

Select “Add a Vehicle” and enter the information on hand into the fields. All of these fields do not need

to be completed. Select “Save” once complete.

Version: 22-1
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Add Vehicle Details b 4

2

Save

Enter details of the Vehicle

Vehicle Type |_ Please select a Type - ¥ |

Make |_ Please select a Type — ¥ |

Fleet Type |~ Please select a Type - ¥ |

Maodel | |

Colour | |

Registration Mumber | |

Registered Couniry |— Please select a Country — v |

Registered In State |— Please select a State — ¥ |

e Toadd attachments click the “Add an Attachment” button, Click “Select File”, add notes if required and
click “Upload Attachment”. Files can include excel, word, PDF and pictures. Examples of attachments
may include; emergency response plan, details of further communication required, more detailed map

Add Attachment x

of location.

Attachments

>

| Click to add an attachment

Attachment Type

‘ Select File ’

Max file size: sSMB

Notes:

=D
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e Toadd notes click the “Add a Note” and add note in description field, selecting “Save” to create the note
in the Field Trip. These notes are not logged in the “Audit Trail”, they are only found on this page of the

Field Trip.
Notes !.:J..e
& Note Date: 2742017 =] Time [11AM ~]:[12 ~
Click to add a nojg/ Description: l_l &
>

e Once all information is complete select: “Next” to continue.

@ @® H &
Cancel Previous Diraft Help
Field Trip

e Submitting a Field Trip -To review any information select the “Previous” button to go back through the
pages and change information as required. If all the information about the Field Trip is correct and
does not require changes, select the “Submit” button for approval.

e If changes are required to be made to a trip after submitting a note can be added by the logger to advise
the approver of the change. Otherwise, to make changes the field trip will need to be rejected and it will
be editable in the “My Drafts” tab.

e Email notifications will be sent out.

Field Trip

o You are about to request a Field Trip

To complete this process, please follow the instructions below

To submit your request, click the @ button (located on the toolbar).

To review your information click the @ button (located on the toolbar).

e Your Reference Information” displays the unique identifier number for your Field Trip.

Your Reference Information

Your Field Trip has now been submitted for approval. Your Reference Numberis 14

Print the Field Trip
Request another Field Trip

Home Page

H D W@

Field Trip Register
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7 How to request a Review

This function allows a logger to assign another person or several people to have access to review the
Field Trip prior to submitting. The Field Trip is in draft status and should be assigned to someone
who has knowledge of the requirements of the risk assessment, Field Trip activities and has
experience with Field Trips. This may be a delegated person in the Division.

e Select the “My Drafts” tab on the Field Trip Register.

Field Trips | /\

My Drafts

avchived | My Poor Roviews.

e Select the “Review” icon.

L

e Search for the person/s, add them and select “Ok”.

e Select “Remove” to take people off the list.

e An email notification will be sent to the person/s that have been assigned as a review and will be
recorded in the audit trail.

e Once the review has been completed the logger will receive an email notification and also see the action

through the audit trail as the review being completed. This may be a divisional requirement before
submitting for approval.

Assign Peer Reviewers to Field Trip

ﬂ Choose the subject matter expert you would like to review this Field Trip.

First Name: |empl |
Last Mame: | |
Search
Search result : 1 Assigned : 1
Employee Two.employee2@jcu - Employee One employeei@jcu -

)

| Cancel (| 0K |
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8 Review a Field Trip

e Toreview the assigned Field Trip, go to the “Field Trip Register Page” select “My Peer Review”. All Field
Trips that have been assigned for you to review will be listed.

Field Trips /\
X vy Driis | A1 | Avchived [ My Peor Roviews
~NS—

e Select the “Review Field Trip” icon to view the Field Trip.

B =ER

o Use the “Next” icon to go through each page and review the information in the Field Trip.
e Use the “Review Note” icon to make suggestions to the Field Trip Logger (this is a mandatory step to
complete the review). E.g. Record using the “Review Note” that as the peer review delegate, you have

confirmed the Field Trip meets Field Trip requirements.

L_h |
= ® O = & (B \2
Previous Print Review Attach \ Review Note / Help
Field TrID ” Audit " Mote ” Attach |

Add Peer Review Notes x
€]

e Once a note has been added the “Review” icon can be selected.

. @ O = H K Cﬁ #4;‘ ":

Previous Pnnt Review Attach Review Mote Help

e The audit trail will demonstrate if a review has been requested, reviewed with notes added and

approved.
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Audit Trial

Create Approved Peer Review PEER REVIEW 13”05;212;; Raelene Fewquandie
Add Peer Review Note - [This field trip meets all requirements of a 19512017
field trip. Proceed to submit this field trip for approval | by Raelene ~ PEER REVIEW &:05 AM Raelene Fewquandie
Fewquandie )
. S 19/52017 ,

Raelene Fewquandie viewed this FieldTrip VIEW 904 AM Raelene Fewquandie
Notification [ Riskware - Field Trip Peer Review request | sent fo 19/5/2017 : it
raelene.fewquandie@jcu.edu.au Sl 9:04 AM ST
Raelene Fewquandie assigned as a Peer Reviewer by Annette @ 19062017 :
Quagliata - 904 AM Annefte Quaglata

. T 19/5/2017 ,
Annette Quagliata Created this FieldTrip CREATE 903 AM Annette Quagliata

9 Clone a Field Trip

This function allows a logger to clone a Field Trip that they have used previously.

e Select the “Clone” icon in the command section of the Field Trip Register.

Commands

o The Field Trip is reactivated to update details as required.

e Submit for review (if applicable) and submit for approval.
e The Field Trip is assigned a new reference number on the Field Trip Register.

Your Reference Information

Your Field Trip has now been submitted for approval. Your Reference Number is 37

Print the Field Trip
Request another Fild Trip

Home Page

H S W

Field Trip Register
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10 Approve/Reject the Field Trip

Once a Field Trip has been submitted the Field Trip Approver has access to see the Field Trip on the

Field Trip Register Page.

e Toapprove a Field Trip, select the “Approve” icon (hands up) and add note.
o Toreject the Field Trip, select the “Reject” icon (hands down) and add note.

Commands

COGE |

[7/1%]?

Approve >

NS

Approve Field Trip

To approve this Field Trip enter any comments and click the Approve
button

| N
.y

=,
=)

[pprove |[ cancet |

Reject Field Trip

To Reject this Field Trip enter any comments and click the Reject
button

This field trip has been rejected by ...

This field trip does not meet requirements of a field trip as the risk assessment
does not match activities identified in the plan. Resubmit field trip when the risk
assessment reflacts all activities identified in this field trip.

‘ Reject H Cancel ‘
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Audit Trial X

A Ly ACULIEY Ui Artinnad By

~Awette Quagliata approved this Field Trip [Field tip approved | APPROVE 559E:l” Annette Quaglia
Nolificelltioln [ Biskwar& - Your field trip has now been approved ] sent EMAIL 552017 2:38 Riskware Notification
to averil.hill@jcu.edu.au P

Notification | R|5kwgre -I‘murﬂeld trip has now been approved | sent EMAIL 51512017 2:38 Riskware Notification
to raelene fewquandie@jcu.edu.au PM

Notification | R|§kwar§ - Your field trip has now been approved | sent EMAIL 51512017 2:38 Riskware Notification
to annette. quagliata@jcu.edu.au P

Natification | R|§kwar§ - Your field trip has now been approved ] sent EMAIL 5ISI2017 2:38 Riskware Notification
to annette quagliata@jcu.edu. au PM

Notification | R|sklwar:|a - Field Trip is Submitted | sent to EMAIL 51512017 2:18 Riskware Notification
raelene fewquandie@jcu.edu.au PM

Notification | Rmkwgr& - Field Trip is Submitted | sent to EMAIL 552017 2:18 Riskware Notification
annette quagliata@jcu.edu.au PM

Notification | Bmkwgre - Field Trip is Submitted | sent to EMAIL 51512017 2:18 Riskware Notification
annette. quagliata@jcu.edu.au PM

Annette Quagliata modified this FieldTrip UPDATE 535}2%1; - Annette Quagliata
Annette Quagliata viewed this FieldTrip VIEW 5!5!2[;1; — Annette Quagliata
Annette Quagliata modified this FieldTrip UPDATE HE}EEH - Annette Quagliata
Annette Quagliata viewed this FieldTrip VIEW EJSQ%E — Annette Quagliata v

11 Leave/Return
Once the Field Trip has commenced select the “Leave” icon on the Field Trip Register. A note is
required to be added then select “Leave”.

/

&
e =
Cancel Help
New Field Trip
Status Approved
Date Created 05/05/2017
Date Depature 14/05/2017
Approver Raelene Fewquandie
Requested By Annette Quagliata

Comment

e On the Field Trip Register a green square will appear to indicate the Field Trip status has been updated
to “Left”.
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B & Y @ = o &
oW Export

Back N Filter Refresh Print Help
Field Trips

RS v 0ts | 1| Arohved | My Poor oo

Departure Date Return Date m|

Remote 1410512017 2105/2017 |

o Select the “Return” icon once returned. A note is required to be added, and then select “Close”.

-
e
Cancel  Help
New Field Trip
Status Leit
Date Created 05/05/2017
Date Depature 14/05/2017
Approver Raelene Fewquandie

Requested By Annette Quagliata

Comment

e The Field Trip is then closed and the Field Trip is moved to the “Archived” tab and status changed to
closed.

BE &2 Y & = = 92
Back Mew Filter Refresh Print Export Help
Field Trips

_ TN
[hcive |y Dot | | QR y Por Roviws |
N/

21 Remoe | sausavn | 2205017

e On the Field Trip Register, a red box will appear if the Field Trip has passed its return date.
e An email notification will be sent and the escalation process will be manually commenced by the
Communications Person.
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BE B Y & = m o
Back New Filter Refresh Print Help
Field Trips

International 13/04/2017 250472017

e L

Remote 16/04/2017 2170472017 Left

12 Invite a person to view trip

This function allows a logger to invite a user to see the Field Trip details.

e Select the “people” icon in the command section of the Field Trip Register.

e Search for the person/s, add them and select “Ok”.
e Select “Remove” to take people off the list.
e An email notification will be sent to the person/s

Assign Peer Reviewers to Field Trip

First Name: |empl |
Last Name: | |
Search
Search result : 1 Assigned : 1
Employee Two,employee2@jcu - Employee One employeel@jcu -
Add>>
<<Remove

y

| cancel (|| 0K |
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13  View invited trips

e To view the assigned Field Trip, go to the “Field Trip Register Page” select “Invite”. All Field Trips that
have been assigned for you to view will be listed.

Field Trips |
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