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B. Preparing the Risk Register:

1. Download from Website.
Save the file by clicking ‘File’ (red arrow), then clicking ‘Save As’ (yellow arrow), at which
point the ‘Save As’ window will open.

H ©- -
HOME = INSERT  PAGE LAYOUT

0 - A A

3. Enter the File name in the ‘File name’ field (red arrow), and then select “Excel Macro-
Enabled Workbook” (yellow arrow) from the ‘Save as type’ field.

Save As xlsm file
@O'W—’- b Computer » OSDisk (C:) » ~ | 43 ||| Search 0sDisk (Cy
Organize - Mew folder
E Videos i Mame . Date modified Type Size
.. DRIVERS 18/02/2015 10:15 File folder
Ll Computer )
) Intel 08/01/2016 15:42 File folder
&, osDisk (C) _
. PerfLogs 14,/07/2009 04:20 File folder
—a Data (D) E . .
. Program Files 16/11/2017 17:53 File folder
g users (\fs02) (G|= i i )
Apps (gt .. Program Files (x86) 16/11,/2017 17:50 File folder
& Apps | - C:::: | Users 01/03/201716:55  File folder
consultin
= J = ) Windows 017 17:49 File folder

File name: 20170510 Risk Register - HSE Blank V5.3

“ Hide Folders

Save as type: ‘ Excel Macro-Enabled Workbook - '
Excel Macro-Enabled Workbook

Tools - [ Save

| [




If’

Feidhmeannacht na Seirbhise Sldinte
Health Service Executive

4. With the file saved, select the “Basic Details” worksheet by clicking it (red arrow).

Basic Det* Dashboard Summary Risk Register Risk Action Log Closed ... (¥

5. Navigate to cell ‘B7’ to the ‘Division’ field (red arrow), and input the Division for which the

Risk Register represents.
A B

: Feidhmeannacht na Seirbhise Sldinte
Health Service Executive

Risk Register

[ N N F R S

e

Division: Acute Hospitals Division

0 Risk Register Owner:

Month:

11
12

]l-j Report | Unlock| Lock | Spellcheck

6. If the Risk Register is to be used at the next level down, select cell ‘A8’ and use the
dropdown menu to select from the dropdown (red arrow). Then select cell ‘B8’, and input
the organisation the Risk Register will represent (yellow arrow).

A B

: Feidhmeannacht na Seirbhise Sldinte
Health Service Executive

Risk Register

(¥ R = FE R S S

i

Division: Acute Hospitals Division

Hospital Group:
Community Healthcare Organisation:
Nationally Delivered Service:

Risk Register Owner:

Month:

12

]l'j Report | Unlockl Lock | Spellcheck
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7. If the Risk Register is to be used at a further level down, select cell ‘A9’ and use the

dropdown menu to select from the dropdown (red arrow). Then select cell ‘B9’, and input
the organisation the Risk Register will represent (yellow arrow).

A B
1 —
2 . Feidhmeannacht na Seirbhise Sldinte
= i ). Health Service Executive
5
. Risk Register
. Division: Acute Hospitals Division

Hospital Group: Saolta Hospital Group

11
12
13
14

8. Navigate to cell ‘B10’ (red arrow) and input the name of the individual who is ultimately

responsible for the Risk Register.
A B

Report | Unlockl Lock | Spellcheck

: Feidhmeannacht na Seirbhise Sldinte
Health Service Executive

Risk Register

(S R R U R S

-~

Division: Acute Hospitals Division

Hospital Group: Saolta Hospital Group

9 Hospital: University Hospital Galway
0 Risk Register Owner: HLliliEliili] ‘

Month:

11
12

ii Report | Unlockl Lock | Spellcheck |

9. Each risk will be assigned an alphanumeric ID. The alpha component of the ID is generated
combining the initial letters of the Division and other fields above i.e. in the above example
the alphanumeric ID will be AHDSHGUHG1, AHDSHGUHG?2 etc.

10. Preparation of the Risk Register is now complete.
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C. General Information

The Risk Register is comprised of 6 separate excel worksheets. Below is a description of each
worksheet:

1. Basic Details: This worksheet contains information regarding the unit in which owns the Risk
Register, and the month of the reporting period.

2. Dashboard: This worksheet will contain graphical representation of data as it is entered.
Summary: This worksheet will contain a summary of all risks with a status of open, monitor
or closed.

4. Risk Register: This worksheet is the worksheet for data input of information related to risks
and existing controls.

5. Risk Action Log: This worksheet is the worksheet for data input of information related to risk
actions.

6. Closed Risks: This worksheet will contain a historic list of closed risks.

Each time you open the Risk Register excel file, certain functionality will be automatically
disabled. You will need to enable this content each time you open the file. Do this by clicking the
“Enable Content” button that appears on the Security Warning ribbon (red arrow).

-
0 “E | Calibri -1 -
Eg -

Paste - -
~

>
-

Clipboard = Font Alignment Mumber Styl
I SECURITY WARMING Macros have been disabled. Enable Content

D. Changing the Branding — (S38 and S39 Agencies version ONLY)

1. Select the “Basic Details” worksheet by clicking it (red arrow).

Basic Details‘ Dashboard summary Risk Register Risk Action Log Closed ... (#)
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2. Locate and click the “Unlock” button (red arrow).
A B

: Feidhmeannacht na Seirbhise Sldinte
Health Service Executive

Risk Register

-—

L R R R O R

0 Risk Register Owner:

Month:

11
12
13
14 Report ‘ Unlock ock Spellcheck

15
16

17
1R

3. Now you can select the HSE logo, delete as required, and replace with a new logo. You can
also select cells A6:A11 and change the colour to better reflect departmental branding. The
colour of header cells in sheets “Summary”, “Risk Register”, “Risk Action Log” and “Closed
Risks” can also be changed to reflect departmental branding.

4. Once all changes have been made, go to “Basic Details” sheet.

5. Locate and press the “Lock” button.

-

Risk Register Owner:

10
Month:
11
12
13
i Report ‘ Unlock‘ Lock pellcheck
15

E. Adding New Risk Owner

1. Select the “Risk Register” worksheet by clicking it (red arrow).

Basic Details Dashboard Summary lisk R Risk Action Log Closed ... (¥
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Above the ‘Risk Owner’ heading, locate and click the ‘+’ button (red arrow) and this will open
the ‘New risk owner’ window.

In the ‘New risk owner’ window, input the name of the possible owner of risks in the field
provided (red arrow) and click ok (yellow arrow).

Mew risk owner @
Whao is the new possible owner of risks? oK !

" -

The inputted name will now appear on the ‘Risk owner’ dropdown.

Adding New Risk Co-ordinator

Select the “Risk Register” worksheet by clicking it (red arrow).

Basic Details Dashboard Summary Risk Register Risk Action Log Closed ... (&)

Above the ‘Risk Co-ordinator’ heading, locate and click the ‘+’ button (red arrow) and this
will open the ‘New risk co-ordinator’ window.

g

Oosed Risk T.f

In the ‘New risk co-ordinator’ window, input the name of the possible co-ordinator of risks in

the field provided (red arrow) and click ok (yellow arrow).
Mew risk co-ordinator @

Who is the new possible co-ordinator of risks? oK !

| -

The inputted name will now appear on the ‘Risk co-ordinator’ dropdown.
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Entering New Risks: (NB: - All risks have to be entered on the spreadsheet using the

New Risk radio button)

Select the “Risk Register” worksheet by clicking it (red arrow).

-

Basic Details Dashboard Summary Risk Register Risk Action Log Closed ... ()
To input a new risk, locate and click on the “New Risk” button (red arrow) and this will open

the ‘New risk’ window.
A E (s [x]

1
: 7] _ceseasis | %} Register - Acute

Rizk Criteria

In the ‘New Risk’ window, select the risk owner from the dropdown menu in the ‘Risk
Owner’ field (red arrow). If the adequate person is not included in the dropdown, click the
‘Cancel’ button and go to Section E Adding New Risk Owner on page 6.

Mew Risk (=3

Risk Owner | | j
John Smith

Risk Co-ordinator
Risk Type | j
Risk Category | j

Risk Description: Ensure to indicate the cause, event and effect
of the risk, i.e. Due to a lack of funding (cause) there may be a
shortage of doctors (event) which would lead to lower patient
safety (effect).

oK Cancel
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Select the risk co-ordinator from the dropdown menu in the ‘Risk Co-ordinator’ field (red

arrow). If the adequate person is not included in the dropdown, click the ‘Cancel’ button and
go to section F: Adding New Risk Co-ordinator on page 7.

New Risk @
Risk Owner | John Smith j
Risk Co-ordinator | j
Co-ordinator 1
Rigk Type
Risk Category

Risk Description: Ensure to indicate the cause, event and effect
of the risk, i.e. Due to a lack of funding (cause) there may be a
shortage of doctors (event) which would lead to lower patient
safety (effect).

oK Cancel

Select the risk type from the dropdown menu in the ‘Risk Type’ field (red arrow).

New Risk [=23a]

Risk Owner | John Smith

=
Risk Co-ordinator | Jane Doe j
E

Risk Type |

Operational
| -

Risk Category

Risk Description: Ensure to indicate the cause, event and effect
of the risk, i.e. Due to a lack of funding {cause) there may be a
shortage of doctors (event) which would lead to lower patient
safety (effect).

oK Cancel




Feidhmeannacht na Seirbhise Sldinte
Health Service Executive

6. Select the risk category from the dropdown menu in the ‘Risk Category’ field (red arrow).
The options included in the dropdown menu are aligned to the impact table of the HSE Risk

7.

Policy.
Mew Risk @
Risk Owner | John Smith j
Risk Co-ordinator | Jane Doe j
Risk Type | Strategic j

Risk Category |

L

Physical or psychological harm
Risk Description: Ensure to il Service user experience
of the risk, i.e. Due to a lack|_Compliance with standards
shortage of doctors (event)
safety (effect).

Business continuity
Reputational
Financial
Environmental

CK Cancel

Input the risk description into the ‘Risk Description’ field (red arrow). Ensure to follow the
instructions provided for the risk description. Finally, click the ‘OK’ button (yellow arrow)

Mew Risk
Risk Owner | John Smith j
Risk Co-ordinator | Jane Doe j
Rigk Type | Strategic j
Risk Category | Objectives and projects j

Risk Description: Ensure to indicate the cause, event and effect
of the risk, i.e. Due to a lack of funding (cause) there may be a
shortage of doctors {gvent) which would lead to lower patient
safety (effect).

Due to a lack of funding there may be a shortage of doctors
which would lead to lower patient safety.

oK Cancel

=58

10
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The inputted information will now appear on the “Risk Register” worksheet. The date
entered will auto-populate into column ‘G’ (red arrow), and the risk status will default to
‘Open’ in column ‘M’ (yellow arrow).

£ E [ [ E F [} H [ H

z Heaw Rizk | W Osed Risk I !t Register - Acute Hospitals Division, Saolta Hospital Group, University Hospital Galway, New contrst Itl"_, | "'m_l Sub-registers |

Riisk Criteria ory | Risk Description

Objectives and Diuc to 3 lack of Funding there may be a shortag

13-Jun-16
prajects dctors which would lead to lower paticnt safety "

John Emith Jane Do Strategic

Certain information will now also appear on the “Risk Action Log” worksheet (red arrow) and
the “Summary” worksheet (yellow arrow).

A 3 3 [ 3 F H

a
1

= |Risk Register - Acute Hospitals Division, Saolta Hospital Group, University Hospital Galway, John tewszion | (€| oeie= I Y
B ’

Jahn Smith Jane Do Diuc ta a luck of funding there may be a shortags of | Open

Jane Doe Oue to alack of funding there may be a shortage of 19-Jur-16

Editing a Risk

Select the “Risk Register” worksheet by clicking it (red arrow). Risks cannot be edited in any
other worksheet besides “Risk Register”.

Basic Details Dashboard Summary Risk Register Risk Action Log Closed ... ()

To edit the risk owner, risk co-ordinator, risk criteria or risk category, select the applicable
cell, and click the dropdown icon which appears (red arrow).

A B C D E
! . = ;i . t . . .
2| MNew Risk | . Clesed Risk | | 's, |Register - Acute Hospitals Division, Saolta
3

-ordinator Risk Criteria

John Smith Jane Doe Strategic

[

Select and click the adequate option from the dropdown menu (red arrow).
A B C (8] E

1

2 New Risk | AN closed Risk | [ "5, | Register - Acute Hospitals Division

Unigue

D Risk Owner Risk Co-ordinator Risk Criteria Primary Risk Category

John Smith

Jane Doe Strategic Objectives and projects

Fhysical or psychological harm
Service user experience
Compliance with standards
Objectives and projects
Eusiness continuit

(R RN T ]

Financial
Environmental

=
- a

11
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4. To edit the risk description select the applicable cell in column ‘F’ (red arrow) and edit the
cell contents.

A B C o} E F
L + +
2| MNewRisk | ; Closed Risk | | s, |Register - Acute Hospitals Division, Saolta Hospital Group, Universit
3 =
Risk Owner Risk Co-ordinator Risk Criteria Primary Risk Category Risk Description
4
Due t lack of funding th b hort: f

UHG1 John Smith lane Doe Strategic Objectives and projects uetos EF oFfunding there may ea_s orags o

5 doctors which would lead to lower patient safety.

5. To update the status of the risk to “Monitor” by selecting the appropriate cell in column ‘M’
(red arrow), clicking the dropdown icon which appears (yellow arrow) and selecting
“Monitor” from the dropdown menu (blue

I K L

= | Sub-registers

Review
Date

sk

Likelihood
Impact
Initial Ri:

Open
Monitor

Closed

6. Any edits made to the “Risk Register” worksheet will be replicated to the “Risk Action Log”
and “Summary” worksheets.

I. Adding an Existing Control

1. Select the “Risk Register” worksheet by clicking it (red arrow).

Basic Details Dashboard Summary Risk Register Risk Action Log Closed ... (¥

2. [If inputting the first existing control to the risk, continue to step 3. If inputting an additional
existing control to the risk, skip to step 5.

3. Select the first available cell in column ‘H’ (red arrow) in the row related to the applicable

risk (yellow arrow).

A E [ o E F ] H
1
H Hew Risk I N Onsed Rizk | ! t Register - Acute Hospitals Division, Saolta Hospital Group, University Hospital Galway, Mew Contot hlo_, LEEE I
K

Rizk Ca-ardinatar Rizk Criteria

Primary Riizk Categary | Pizk Deseription Existing Cantrols

UHGT | John Smith Jame Dioe Strategic Okjectives and Due to 3 ack of Funding there may be 3 chorkage of
projects doctars which would lead to lower patient safety.

4. Input the existing control in that cell.

12
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If an additional existing control is required, select the cell of the most previous control in the
example below ‘H5’ (red arrow). Locate and click the “New Control” button (yellow arrow).

A E [ [ E F 5

1

H 1 J
X Dcsed Risk I ! I Register - Acute Hospitals Division, Saolta Hospital Group, University Hospital Galwc:- "= contr Itl'o_, Deletz I

i
2
=
1)

Riisk Criteria ory | Risk Description

UHED | John 2mith Jane Do Strategic Objectives and Duz to a back of funding there may be @ shortage of
5 projects doctors which would lead to lower paticnt safaty.

13-Jur ang contral 1 Open

This will merge cells in adjacent columns, but will allow 2 rows of cells in column ‘H’ as
shown below. If the correct cell was not selected in step 5, and the cells do not merge as
shown below, locate and click the ‘¥2” button (red arrow); this will reverse the action and
start again at step 5.

- 3 ° o e r a "

1
. L3 N T . . - . . . . = .

z Hew Rizk I 3 Tosed fisk I ™. [ Register - Acute Hospitals Division, Saolta Hospital Group, University Hospital Galway, "ew tentrst Itl'o, Sub-registers
: ’ I
4
o luHEt | sohn smith Jane Dioe Strategic Objectives snd Dus o 3 luck of Funding thers may be 5 shortage of 19-Jun-te| E¥isting control 1. Open
- projects doctors which would lead to lower patient safety. I 1

Initially Rating a Risk — (This is the rating at original date of risk assessment)

Select the “Risk Register” worksheet by clicking it (red arrow).

Basic Details Dashboard Summary Risk Register lisk Action Log I&)

To input the likelihood rating from 1-5 select the appropriate cell in column ‘I’ and click the
dropdown icon which appears (yellow arrow).

5 H 1 J K L M
ity Hospital Gahway, New contro |tl"'-"_,r oeiete | Sub-registers |
B =
= =
Exizting Controlz = =
2=l 2
— —
Existing control 1. -»
13-Jun-16 | Exizting contral 2. Open

Exizting control 3.
Existing contral 4.

| |
Select and click the adequate rating from the dropdown menu (red arrow).
G H ; ] K L L4
sity Hospital Galway New Control ||i10 I ) [EEEE | Sub-registers |

Existing Controls

Initial Risk

Existing control 1.

19-Jun-16 | Existing control 2. Open
Existing control 3.
Existing control 4.

13
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4. To input the impact rating from 1-5 select the appropriate cell in column ‘)’ and click the
dropdown icon which appears (yellow arrow).

G H I J K L [t
sity Hospital Galway New Centrol ||i10 S Bt | Sub-registers |

Existing Controls

Impact

Initial Risk

Existing control 1.

18-Jun-16|Existing control 2. 4 Open
Existing control 3.
Existing control 4.

5. Select and click the adequate rating from the dropdown menu (red arrow).

G H I J K L [t
sity Hospital Galway New Centrol ||i10 ) B | Sub-registers |

Existing Controls

Existing control 1. .n

12-lun-16| Existing control 2. 4
Existing control 3.
Existing control 4.

Bl &

o @
£| a
o E
=

Initial Risk

6. The initial risk rating will then be calculated and inputted to the appropriate cell in column
‘K’. The colouring will also represent the severity of the risk rating; Green = Low; Amber =
Medium; Red = High.

G H 11K L M
sity Hospital Galway New Control I'Ii‘n.o I UEEE | Sub-registers |

Date
Entered

Existing Controls

Existing control 1.

18-Jun-16 | Existing control 2. 4 5 Open
Existing control 3.
Existing control 4.

K. Risk Review Date — (This is the date that the risk is due for review/reassessment)

1. The ‘Risk Review Date’ field is located on the “Risk Register” worksheet (red arrow), in
column ‘L’ (yellow arrow).

Basic Details Dashboard Summary Risk Register Risk Action Log Closed ... ()

14
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G H 1 J K L [

sity Hospital Galway New Contral ||it‘° o ) EEEE

Sub-registers
—_

Existing Controls

=

2| @
= (=8
T| E
2] =
=

Initial Risk

Existing control 1.

12-Jun-16 | Existing control 2. 4 5
Existing control 3.
Existing control 4.

The risk review date is the date the risk was most recently reviewed. To input the date,
select the appropriate cell in column ‘L’ and input the date in the dd/mm/yyyy format.

6 H 1)K L M
sity Hospital Galway New Control ||it‘) ) _ Dele= | Sub-registers |

Existing Controls

Impact

Existing control 1.

18-lun-16 | Existing control 2. 4 5
Existing control 3.
Existing control 4.

Adding New Action Owner

Select the “Risk Action Log” worksheet by clicking it (red arrow).

Basic Details Dashboard Summary Risk Register

Risk Action Log +
Above the ‘Action Owner’ heading, locate and click the ‘+’" button (red arrow) and this will
open the ‘New Action Owner’ window.

“‘"LI ; V

In the ‘New action owner’ window, input the name of the possible owner of actions in the
field provided (red arrow) and click ok (yellow arrow).

Mew action owner @

Who is the new possible owner of actions? oK :
Cancel |

The inputted name will now appear on the ‘Action owner’ dropdown.

15
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M. Adding an Action

1. Select the “Risk Action Log” worksheet by clicking it (red arrow).

Basic Details Dashboard Summary Risk Action Log

2. If inputting the first action to the risk, continue to step 3. If inputting an additional action to
the risk, skip to step 8.

3. Select the first available cell in column ‘F’ (red arrow) in the row related to the applicable

risk (yellow arrow).

A E o o E F a3 H

= |Risk Register - Acute Hospitals Division, Saolta Hospital Group, University Hospital Galway, John tewsctien | (42 Delete
k]

4 W m

UHG1 John Emith dane Do

Due to o lack of funding there mag be o shartage of
doctors which would lead to lower patient =afety,

Open |

4. Input the action required in that cell.

5. To input the action owner select the associated cell in column ‘G’, and select the action
owner from the dropdown menu (red arrow). If the adequate person is not included in the
dropdown, go to section L: Adding New Action Owner on page 15.

ospital Galway, lohn ewaction | (42 Delete T

Actions Fequired

mpact

=
=
-
=

Open Ackion 1

6. To input the action due date select the associated cell in column ‘H’ (red arrow), and in put
the due date in the format dd/mm/yyyy.

E F ] H I J E L H H

sspital Galway, John sewicion | (931 e |

Open Action 1. Jdane Do |
[ ]

7. The Action status will auto-populate based on the action due date, action completion date

and today’s date.
With no action completion date, and an action due date in the future, the status will be ‘Not

due’ (red arrow).
E F 5] H 1 o E L M H

wspital Galway, John wew sction Delate ]
5 g o
Bl
in 2R
= |E
=
Open Action 1. Jane Dae H1-Dec-16 Mat duz

—

With no action completion date, and an action due date in the past, the status will be
‘Overdue’ (yellow arrow).

16
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H I o 3 L M H

E F 5]
ospital Galway, lohn ewaction | (42 Delete T

Action Update

m pect

Lkelliood

Open Action 1. dane Doe

When an action completion date has been entered, the status will be ‘Complete’ (blue

arrow).
E F 3 H 1 o 3 L M H
aspital Galway, Johin sew acticn Deleze z
] H E_
=z | E
S
Open Action 1 dane Dos -dan-16 | 1-dan-16 | Complete

_—

If an additional action is required, select the cell of the most previous action; in the example
below ‘F5’ (red arrow). Locate and click the “New Action” button (yellow arrow).

A E 3 o E F a3

1

= | Risk Register - Acute Hospitals Division, Saolta Hospital Group, University Hospital Galway, § " - tewction | £ Delzte W
E

Actian Owe-
4
LHE John Emith Jane Dave D ko a Iac_k aof funding there may b a_shortagt af B action 1.
5 dockors which would lead o lower paticnt safety, (

This will merge cells in adjacent columns, but will allow 2 rows of cells in column ‘F’, ‘G’, ‘H’,
‘I’,'), and ‘K’ as these columns are related to actions, as shown below. If the correct cell was
not selected in step 7, and the cells do not merge as shown below, locate and click the ‘$J’
button (red arrow); this will reverse the action and start again at step 7.

o E F =] H | o K L M H

pital Group, University Hospital Galway, Jo/ sewasen | (€

-m o . H - E_EEE

linqthars may ks arhartage af o Bction i,
n
leadtn lauer patientrafety, " I

Current Risk Rating - (A point in time Risk Rating)

Select the “Risk Action Log” worksheet by clicking it (red arrow).

Basic Details Dashboard Summary Risk Register

Risk Action Log +
To input the likelihood rating from 1-5 select the appropriate cell in column ‘L’ and click the

dropdown icon which appears (yellow arrow).
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Action Update

LEe|lhood

LI

3. Select and click the adequate rating from the dropdown menu (red arrow).
K LM N

Action Update

LEa oo

1
H
1
H

4. Toinput the impact rating from 1-5 select the appropriate cell in column ‘M’ and click the

dropdown icon which appears (yellow arrow).
K L . H H

5. Select and click the adequate rating from the dropdown menu (red arrow).
K L W H

6. The current risk rating will then be calculated and inputted to the appropriate cell in column

|
=
-
—

LK |lhood

1
H
1
H

‘K’. The colouring will also represent the severity of the risk rating; Green = Low; Amber =
Medium; Red = High.

K L M H

B rg
= | E |5
3

4
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0. Deleting a Control

1. Select the “Risk Register” worksheet by clicking it (red arrow).

W2/

Basic Details Dashboard Summary Risk Register lisk Action Log Closed .. ()

2. Locate and select the cell containing the existing control you wish to delete in column ‘H’.

3. Locate and click the ‘Delete’ button (red arrow).

a3 ! 1 Al 4 L 4]
ity Hospital Galway, Mew Sentr |'ll“'-"_Jf Delete Sub-registers I

Exizting Cantrals

g

Exizsting cantral 1.

13-Jun-16{ Existing contral 2. 4 & 1-Jun-16 | Dpen
Existing contral 3.

Existing contral 4.

4. This will delete the existing control selected.
ialway University H¢ New Control | ) Dpeler | Sub-registers |

Date

Existing Controls
Entered

Existing Control 1.
18-Jun-16 Existing Control 3. 4 5 1-Jun-16 Open
Existing Control 4.

5. If the correct control was not selected in step 2, locate and click the ¢y’ button (red arrow);
this will reverse the action and start again at step 2.

Sub-registers |

Existing Control 1.
18-Jun-16 Existing Control 3. 4 1-Jun-16 Open
Existing Control 4.

P. Deleting an Action

1. Select the “Risk Action Log” worksheet by clicking it (red arrow).

Basic Details Dashboard summary Risk Register
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Locate and select the cell containing the action you wish to delete in column ‘F’.

Locate and click the ‘Delete’ button (red arrow).
E F ] H 1 J

wspital Galway, John Hew action | 3 Delete

Actionz Required

Open Action 1. |Jan-: Do F1-Dec-16 Mat duc
[

This will delete the action selected.
E F G H I ]

versity Hospi-talJI Mew Action | ) Delete |

~ Action
Action Due

Actions Required Action Owner Completio
Date
n Date

Open
If the correct control was not selected in step 2, locate and click the ¢y’ button (red arrow);

this will reverse the action and start again at step 2.
E F G H 1 ]

versity Hospi-talJI Mew Action | ) Delete |

~ Action _
Action Due Action

Completio
Date Status
n Date

Q. Preparing Sub-registers to send to Risk Co-ordinators

Note: This activity should be carried out two weeks prior to the report issuance date to allow
amble time for co-ordinators to complete their updates, and for their updates to be reflected on

the Master-register.

1. When preparing for a report, select the “Basic Details” worksheet by clicking it (red arrow).

Basic Details ashboard Summary Risk Register Risk Action Log Closed ... IZ'_-E:

2. Select cell ‘B11’ and enter the date of the report.

3. The date will appear in the format mmm-yy (red arrow).
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g A= ;

’ . Feidhmeannacht na Seirbhise Sldinte
+ § ) Health Service Executive

. Risk Register

; Division: Acute Hospitals Division

g Hospital Group: Saolta Hospital Group

M Hospital: University Hospital Galway

10 Risk Register Owner: HALLLIESIN))

- Month: June-16

In preparing the report, information must be gather from the risk co-ordinators. To aid in

doing this, sub-registers must be created. Sub-registers are separate excel files which

contain only the risks co-ordinated by a certain person. If there are 4 risk co-ordinators on

the risk register, there will be a need for 4 sub-registers.

To create the risk sub-register(s), select the “Risk Register” worksheet by clicking on it (red

arrow).
Basic Details Dashboard Summary Risk Register Risk Action Log Closed ... (¥

Locate and click the “Sub-registers” button (red-arrow). This will create the required amount

of sub-registers and save them to the same location as the risk register is located.

L.} E =3 o E F G H 1 J K L M
1
z W) cosed i I !t Register - Acute Hospitals Division, Saolta Hospital Group, University Hospital Galway, New centrel Itlo_, Deiete I Sun-registers
E

Exizt control 1.

13-Jun-16 | Dieleted - 1/0E/2016 Exicking-conteald, 4 5 1-Jun-16 | Open
Existina control 3.

Objectives and Diue to 3 lack of funding there may b 3 shartage of

4
5

UHG! | John Smith Jane D Strategi
: chnmith | daneHes fakegle prajects doctors which would lead to lower paticnt safety.

Locate the files and change the names to an appropriate name (red arrow).
My Shapes
. Scanned Documents
| Shortcuts - Copy
ﬂ_HJane Doe Subregister
Bl Book?
B Book3
Bl Bookd
B BookS
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8. Send the sub-register(s) to the applicable risk co-ordinator(s), requesting an update of
information. Upon receipt of updated sub-register(s), skip to section T Receiving Updated

Sub-register(s).

Note: Pressing the ‘Sub-registers’ button will generate sub-register(s) for each risk co-ordinator
listed in the dropdown menu (red arrow). If there are names listed on the dropdown menu that
are not a co-ordinator to risks on the register, blank sub-register(s) will be created. To remove

names from the ‘Risk Co-ordinator’ dropdown list, go to section S Removing Risk Co-ordinators.

Risk Co-ordinator

Rk Type:

Note: The sub-register(s) created do(es) not have the same functionality as the Risk Register,
and there are no buttons or dropdowns included. Risk Co-ordinators will update the file as they

would with any other excel file.

R. Preparing Sub-Action Lists to send to Risk Action Owners

Note: This activity should be carried out two weeks prior to the report issuance date to allow
ample time for Action Owners to complete their updates, and for their updates to be reflected
on the Master-register.

1. In preparing the report, information must be gather from the risk action owners. To aid in
doing this, sub-action lists can be created. Sub-action lists are separate excel files which
contain only the risk actions owned by a certain person. If there are 10 action owners
assigned to actions on the risk action log, there will be a need for 10 sub-action lists.

2. To create the risk sub-action list(s), select the “Risk Action Log” worksheet by clicking on it
(red arrow).

Basic Details Dashboard Summary Risk Register

3. Locate and click the “Sub-Action List” button (red-arrow). This will create the required
amount of sub-action lists and save them to the same location as the risk register is located.

Sub-Action List

Action Update

Risk Action Log

New Action | ) Delete | e

Action Due
Date

fuctions Required Action Owner

This is test data for demo purposes only Action Owner 1 31-lan-18 18-Dec-17 Complete This action is complete
This is again test data for demo purposes only |Action Owner 2 31-lan-18 MNot due This item is on target

This action has stalled due to resou

Again this is just for demo purposes Action Owner 1 31-lan-18 Mot due issues
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4. Locate the files and change the names to an appropriate name (red arrow).

Mame

!ﬂ:JJane Doe SubhctionList
B3 Book2
B[ Book3
B Bookd

5. Send the sub-action list(s) to the applicable risk action owner(s), requesting an update of
information. Upon receipt of updated sub-action list(s), skip to section T Receiving Updated
Sub-register(s).

Note: Pressing the ‘Sub-Action List’ button will generate sub-register(s) for each risk owner listed
in the dropdown menu (red arrow). If there are names listed on the dropdown menu that are
not an action owner, blank sub-Action List(s) will be created. To remove names from the ‘Risk
Action Owner’ dropdown list, go to section X Removing Action Owners.

| Action Cwner @ I

Choose which action owner you would like to delete?

Action Owner | -
Action Cwner 1
Action Owner 2

QK | Cancel |

Note: The sub-actions list (s) created do(es) not have the same functionality as the Risk Register,
and there are no buttons or dropdowns included. Risk action owners will update the file as they
would with any other excel file.

S. Removing Risk Co-ordinators

1. Select the “Risk Register” worksheet by clicking it (red arrow).

Basic Details Dashboard Summary Risk Register Risk Action Log Closed ... (¥

‘

2. Above the ‘Risk Co-ordinator’ heading, locate and click the *-" button (red arrow) and this will

open the ‘Co-ordinator’ window.
[

Olosed Risk 4

3. Select which risk co-ordinator from the dropdown you would like to remove (red arrow), and

click ‘OK’ (yellow arrow).
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P )

Co-ordinator @

Choose which co-ordinator you would like to delete?

| ~|

Co-ordinator 2

Co-ordinator

QK ‘ Cancel |

Note: This will remove the risk co-ordinator from the dropdown menu, but will not remove a risk
co-ordinator’s name from a risk if a risk is assigned to that co-ordinator. If a risk co-ordinator has
been removed from the dropdown, but risks are still assigned to the same co-ordinator, a sub-
register will not be created; a sub-register is created for each name on the dropdown menu.

T. Receiving Updated Sub-register(s) and Sub-Action List(s)

1. Once the risk co-ordinator has updated their applicable sub-register, and have sent it back,
the updates need to be mirrored to the master risk register.

2. Inorder to highlight the changes made to the sub-register by the risk co-ordinator, use the
‘Track Changes’ functionality. Note: this functionality is not available if the excel file is read-
only. Save the file and open in edit format.

3. Onthe ‘Review’ tab (red arrow), in the ‘Changes’ group select ‘Highlight Changes...” (yellow
arrow) from the ‘Track Changes’ dropdown (blue arrow). This will open the ‘Highlight
Changes’ window.

H - Jane Doe Subregiste,
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW DEVELOPER PDF-XChange 2012

? q |f= | E}_w IJ g &3 Protect Shared Work]
a
Y '|=|__,|Sh0w;1\ll Comments

Spelling Research Thesaurus Translate MNew Share -

Comment -5 Show Ink Workb ok [ Track Changes
Proofing Language Comments 3 [# Highlight Changes...

H19 - f\ 1. Site facilities management in situ in all hospitals. ] Accept/Reject Changes

4. In the ‘Highlight Changes’ window, ensure that ‘All’ (red arrow) is selected in the ‘When’
field. You can choose to have the changes highlight on the worksheet (yellow arrow), or
have the changes listed on a new sheet (blue arrow). If ‘Highlight changes on screen’ is
selected, continue to step 5. If ‘List changes on a new sheet’ is selected, skip to step 6.

24



Feidhmeannacht na Seirbhise Sldinte
Health Service Executive

Highlight Changes (2 ll=]

Track changes while editing, This also shares your

Highlight which changes

When: | All |
[ who: Evaryone g
] Where:

EI Highlight changes on screen
List changes on a new sheet

5. Any cells that have been updated by the risk co-ordinator will now be highlighted with a
coloured box around the cell (red arrow). Hover over the cell to expose the note (yellow

[ OK ]’ Cancel ]

arrow). This will help mirror updates from the sub-register(s) to the master register. Once all

updates are mirrored, skip to step 7.
H [ J K
Action Due
Date/

Action
Completio Action Update
n Date

Update

Date

build, 20/07/2016 12:26:
Changed cell 16 from "=blank="to
200072018,

an 31-Dec-16 (20-Jul-16 |4

6. A new sheet will have been created that lists all the updates that were made. This will help
mirror updates from the sub-register(s) to the master register.

A B C D E F G H 1 J K
Action New old Action  Losing
1 |Number - Date ~ | Time |~ |Who | ~ Change |~ Sheet ~ |Range |~ | Value - Value |~ Type |~ Action v
2 1 20/07/2016  12:26 build |Row Insert Risk Register '18:18
3 2 20/07/2016  12:26 build | Cell Change Risk Register H18 5. test control <blank>
4 3 20/07/2016  12:26 build | Cell Change Risk Action Log 16 20/07/2016 <blank>
5 4 20/07/2016  12:26 build  cCell Change Risk Action Log G12 Angela Fitzgerald <blank=
3 5 20/07/2016  12:26 build  Cell Change Risk Action Log H12 01/09/2016 <blank>
7
8 |The history ends with the changes saved on 20/07/2016 at 12:26.

7. Once all updates from sub-register(s) are mirrored in the master register, select the
“Summary” worksheet by clicking it (red arrow).

Basic Details Dashboard

FEYTIEEE  Closed ... (%)

8. Select the appropriate cell in column ‘', and determine if the current risk rating has changed

summary

since the last report. Click the appropriate button; No change (red arrow); increase (yellow
arrow); decrease (blue arrow)
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Risk Clwner Rizk Ca-ardinator Risk Description

UHG1 John Smith Jane Doe Due to alack of funding there may be a shortage of 13-Jun-16|  1-Jun-16
UHGZ | .John Smith 20-Jun-16 Mhen

BESETIEY

The register is now ready to generate a report.

Spellcheck

Prior to generating a Report, you should perform spellcheck on your risk register. Select the
“Basic Details” worksheet by clicking it (red arrow).

Basic Details' Dashboard Summary Risk Register Risk Action Log . @

Locate and click the “Spellcheck” button (red arrow).
B

: Feidhmeannacht na Seirbhise Sldinte
| Health Service Executive

Risk Register

L R N R O R

Risk Register Owner:

10

Month:

11
12
13
14
15
16

17
1R

Report | Unlock| Lock | Spellcheck
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V. Generating a Report

1. Select the “Basic Details” worksheet by clicking it (red arrow).

Basic Details -ashboard Summary Risk Register Risk Action Log Closed ... (¥

2. Locate and click the “Report” button (red arrow).

B B
l _ Feidhmeannacht na Seirbhise Sldinte
+ § J Health Service Executive
Z Risk Register
. Division: Acute Hospitals Division
Ml Hospital Group: Saolta Hospital Group
5 Hospital: University Hospital Galway

10 Risk Register Owner: AL GES1 0]

Month: u
11 on June-16

12
13
14 Report

3. This will create a new excel file, and be open on the “Risk Detail” worksheet, in print view. It
is possible that the page break will be placed half-way through a risk, with some existing
controls or actions above the page break, and some below. Adjust the page break by
hovering the cursor over the broken blue line until a double-ended arrow appears (red

arrow), click and drag the page break into plac

. i3
9 2

4. Now, right-click any worksheet, and click “Select All Sheets” (red arrow)

I g = = development & continuing education. Hiae | -
2 = | Rqist
e dical Fta
32 E §F Lot
3
1 Select All Sheets
1 ... | Dashboard summary Risk Dretam | ]
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5. Save the file by clicking ‘File’ (red arrow), then clicking ‘Save As’ (yellow arrow), at which
point the ‘Save As’ window will open.

B H - -

HOME IMSERT PAGE LAYOUT

[0 -] A a
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T

6. Enter the File name in the ‘File name’ field (red arrow), select “PDF” (yellow arrow) from the
‘Save as type’ field, and click the “Save” button (blue arrow).
Save As @
—_— S
@Uv j » Libraries » Documents » v|$f|| Search Documents P|
Organize = Mew folder = I@l
®  Documents library
=2 Libran Arrange by:  Folder
wl Libraries Includes: 2 locations i
3 Documents .
J1 Music Name Daterr *
& Pictures = )l Add-in Express 05/02/| %
P L
E Videos J Custom Office Templates 02702/,
p
, DYMO Label 27104/
18 Computer . Fax 08/01/. +
&, 0SDisk (C:) ~ (] 1 N o
File name: Risk Report June -
Save as type: |PDF hd
Authors: Thomas Lynch Tags: Add atag
Optimize for: @ Standard (publishing Open file after
online and printing) publishing
) Minimum size
{publishing online)
Options...
~ Hide Folders Tools - [ Save Cancel l

7. This will create a PDF report, with a Cover Page, 2 pages of a Dashboards, Summary Pages,
and Pages with the Risk Details, with headings and page numbers.

W. Removing Risk Owners

1. Select the “Risk Register” worksheet by clicking it (red arrow).

Basic Details Dashboard Summary

isk Register

Risk Action Log

Closed ...

TN
'\,'!';'

2. Above the ‘Risk Owner’ heading, locate and click the ‘-" button (red arrow) and this will open

the ‘Owner’ window.
E

s
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3. Select which risk owner from the dropdown you would like to remove (red arrow), and click
‘OK’ (yellow arrow).

[ Chwner @

Choose which owner you would like to delete?

-

Owner

~|

Owner 2

QK Cancel

Note: This will remove the risk owner from the dropdown menu, but will not remove a risk

owner’s name from a risk if a risk is assigned to that owner.

X. Removing Action Owners

1. Select the “Risk Action Log” worksheet by clicking it (red arrow).

Basic Details Dashboard Summary Risk Register Risk Action Log

’

2. Above the ‘Action Owner’ heading, locate and click the ‘-’ button (red arrow) and this will

open the ‘Action Owner’ window.

e |

3. Select which action owner from the dropdown you would like to remove (red arrow), and
click ‘OK’ (yellow arrow).

-

| Action Cwner @

Choose which action owner you would like to delete?

Action Owner

QK
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Note: This will remove the action owner from the dropdown menu, but will not remove an
action owner’s name from an action if an action is assigned to that action owner.

Y.

1.

2.

Closing a Risk

Select the “Risk Register” worksheet by clicking it (red arrow).

Basic Details Dashboard Summary Risk Register Risk Action Log - B
Locate and select the appropriate cell in column ‘M’ (red arrow). Click the dropdown icon
which appears (yellow arrow) and selecting “Closed” from the dropdown menu (blue arrow).

I J K L M ‘ [l
e Sub-registers |

Review
Date

ke

[

o
m
=

=

Likelihood
Impact

open [~
COpen
Monitor

Closed

The Risk will remain on the “Risk Register”, “Risk Action Log” and “Summary” worksheets,
and appear as closed. When a Report is generated, the closed risk will appear on the Report.
A closed risk should only appear on a Report once; it should be removed from subsequent
Reports.

To remove the closed risk from the “Risk Register”, “Risk Action Log” and “Summary”
worksheets, on the “Risk Register” worksheet locate and click the ‘Closed Risk’ button (red

arrow), which will open the ‘Closed Risk’ window.
E C D E

Closed Risk

Risk Owner Risk Co-ordinator Risk Criteria Primary Risk Ca
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In the ‘Closed Risk’ window, select the alphanumeric ID of the closed risk from the
dropdown (red arrow), and click the ‘OK’ button (yellow arrow).

-

Lo oo ==

Choase which risk is dosed, and is to be removed?

Rizk j

AHD1

AHD3
Ok AHD4
AHDS
AHDG
AHDF
AHDE il

This will remove the closed risk from the “Risk Register”, “Risk Action Log” and “Summary”
worksheets and move it to the “Closed Risks” worksheet.
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