
 

Read the Excel instructions. This is a very important step.  
  
- Download a blank Excel Risk Register template from the website, click on Save as (give the register a 

name) and save into a folder. Do not open directly from the hse website as it opens in “Read Only” 
 
- Using the Excel instructions use ‘dummy/test data’ to learn how to set up the excel Risk Register and 

enter the data onto the Risk Register BEFORE migrating your old risk registers onto this Excel template. 
 
- The excel risk register can only be used as outlined in the instructions manual. You cannot add in 

columns, rows etc. If you try to add in extra columns, rows etc then it will not work as expected.  
 
- Setting up the Excel Risk Register: 

(a) Set up the Basic Details section first as this is where the data for the Unique ID numbering is 
established and also where the name of the register to appear on each of the sections is derived 
from. 

(b) Make sure you enter the names of the Risk Owner, Risk Coordinators and Action Owners into the 
drop down menus so that names are visible in the drop downs for selection. 

 
- All Risks that are entered onto this new excel risk register template have to be entered by clicking on the 

NEW RISK Radio Button on the Risk Register section. If you don’t add the risks in this way then the data 
will not pre-populate into the other Risk register sections. E.g. in the summary sheet etc. 
 

- When copying and pasting text from one document into this excel template please copy and paste the 
TEXT only.  I.e. double click into the cell where you are taking the text from and then highlight the text 
and copy it; then double click into the cell where you are putting the text and paste the text into the cell. 
If you don’t do this correctly you will copy in the formatting of the entire cell which ‘locks’ the cell in the 
new template. This prevents the ability to edit the text in that cell.  

 
- Be careful when adding in ‘existing controls’ in the Risk Register section and ‘New Actions’ in the Risk 

Action Log section. It is important to have the cursor on the correct cell before you click on the new 
control button.  

 
- There should always be some form of text in the existing controls column and the actions required 

column. If there are no existing controls or no actions required please type in NA or None in the relevant 
cells. Do not leave these cells blank as the report will not run correctly. 

 
- You must populate the initial risk rating in the Risk Register section and the current risk rating in the 

Risk Action log section even if they are the same rating. If these are not entered then the dashboard 
section will not work as expected.  

 
- To close a risk first, change the status of the risk from open or monitor to Closed on the Risk Register 

section. Make sure the existing controls and actions required columns are not blank. Then click on the 
Close Risk radio button on the Risk Register section. Remember when you close a risk you cannot re-
open it. It remains in the Closed Risk section. To reopen the risk you would have to re-enter the risk as a 
new Risk on the RR. 

 
- If there are no due dates assigned to the actions in the Risk action log section the actions pie chart in the 

dashboard section will not pre-populate.  


