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Introduction, Scope and Function

This training manual provides a step by step guide to using the 2023 HSE Excel Risk Register and
applies to all staff that carries out the function of risk register administration. The Risk Register is
comprised of 6 separate Excel worksheets. Below is a description of each worksheet:

Basic Details: In this worksheet you:

a) Enter the name of the risk register; e.g. Acute Hospital Division, Saolta Hospital Group, UHG
b) Enter the name of the risk register owner; e.g. John Smith

c) Enter the month of the reporting period e.g. 31-August-2023

d) Run a Risk Register report.

e) Run a spellcheck on the risk register.

f) That data entered in this section will determine the unique risk ID number.

Dashboard: This worksheet contains graphical representations of the risk data that is entered in the risk
register and risk action log sections.

Summary: This worksheet contains a summary of all risks with a status of open and monitor. The risk rating
change column in this worksheet is the only manual input into this section as the rest of the data
prepopulates from the data that is entered in the risk register and risk action log sections.

Risk Register: This worksheet is the worksheet where you:

a) Add new risks — all risks entered onto the EXCEL Risk Register have to be entered by selecting
the ‘New Risk’ radio button.

b) Add or delete risk owner details

c) Add or delete risk coordinator details

d) Enter Inherent Risk rating

e) Enter or delete existing controls

f)  Enter Residual Risk rating

g) Enter arisk review date (based on the date that the risk was last reviewed)

h) Create the sub-register reports to send out to the Risk Coordinators (if required)

i) Close Risks

Risk Action Log: This worksheet is the worksheet where you:

a) Enter the additional actions to mitigate the risk

b) Assign action owners and due dates / action status

c) Enter action updates

d) Enter Target Risk rating

e) Add or delete action owner details

f) Create the action owner (sub-action list) reports to send out to the action owners

Closed Risks: This worksheet contains a list of all the closed risks.



The training manual is set out to explain the following

PwnNPE

5.
6.

Preparing the Excel Risk Register

Entering a risk onto the Risk Register

Editing a risk on the Risk Register

Running the following reports:

a) action owner(s)report

b) the risk coordinator(s) reports,

c) Monthly or bi-monthly or quarterly Risk Register full report in PDF format.
Closing a risk

Reviewing Dashboard

The manual provides a step by step guidance on how to complete each of the above

and also includes exercises to complete during training.
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Section 1: Preparing the Excel Risk Register

This section includes the following:

e 1.1 Downloading and saving Excel Risk Register from the HSE website
e 1.2 Populate the “Basic Details” worksheet

e 1.3 Adding and removing Risk Owner

e 1.4 Adding and removing Risk Coordinators

e 1.5 Adding and removing Action Owners

e 1.6 Unlocking the Risk Register —S38 and S39 Agencies

e 1.7 Running a spellcheck

e 1.8 Exercise
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Section 1.1: Downloading and saving Excel Risk Register from the HSE
website

Go to: HSE Risk Management Tools 2023

Within this section there are two Excel Risk Registers

1. HSE Excel Risk Register (Version to be used by HSE Services) and
2. S38S39 Version.

Top Tip:

Do not open the file directly from the HSE website as it opens as “read only”. Choose the “Save as” option

Click on the HSE Excel Risk Register at which point the ‘Save As window’ will open.

Click on ‘Save As’ (yellow arrow)

Size: 184 KB
Type: Microsoft Excel Macro-Enabled 12
From: www.hse.ie

=2 Open

The file won't be saved automatically.
=» Save

=» Save as

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

¥ Rlaohannrl - v b - .. pa— T

File name: | HSE-excel-risk-register _

Save as type: Excel Macro-Enabled Workbook

Authors:  build Tad™ a tag Title: Add a title

Top Tip: It is important to save document type as Microsoft Excel Macro-Enabled Worksheet as failure to do
so will prevent the Excel risk register template from performing all of the functionalities.

Do not put a Share workbook password on the Excel Risk Register Workbook. This causes problems when
closing a risk.



https://www.hse.ie/eng/about/who/riskmanagement/risk-management-documentation/hse-enterprise-risk-management-supporting-tools/

Section 1.2: Populate the “Basic Details” worksheet

Step 1:

Open the saved Excel Risk Register
Click on Enable editing (red arrow) and then

Top Tip Failure to “enable editing” and “content” will prevent the Excel risk

register template from performing all functionalities.
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Step 2:

Select the "Basic Details" worksheet by clicking on it (red arrow)

eaids e LUICE Ll aerw +1

Input the Risk Register basic details:
Division e.g. Acute Hospital Division

e Hospital Group / CHO / Nationally Delivered Service
e  Risk Register Owner e.g. John Smith
e Month: In the format of dd/mm/yyyy- e.g. 31/08/2023

Risk Register Risk Register

Risk Register Owner § Rizk Register Cramer:

M Month:

Risk Register

Dibvishom: Division

Hospital Group: Hospital Group

Hospital:

Risk Register Owner:

Month:

z
13 Report | Unlock | Lock Spelicheck Report | Unlock | Lock |  spelicheck |




Top Tip Every risk entered onto the Excel risk register risk is assigned a unique alphanumeric
ID. The alpha component of the ID is generated combining the initial letters of the Division and
other fields above therefore it is useful to use a meaningful naming convention when naming

the risk register. E.g. in the above example of cute ospital ivision aolta ospital roup
niversity ospital alway the alphanumeric ID will be AHDSHGUHG1, AHDSHGUHG?2 etc.

Section 1.3: Adding and removing a Risk Owner

Adding a Risk Owner to the Risk Owner drop-down list
Step 1:

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

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

Step 2:

Above the ‘Risk Owner’ column heading, locate and click the ‘+’ button (red arrow) and this will open the ‘risk
owner’ window.

Risk |

Risk Owner

Step 3:

In the ‘New risk owner’ window, input the name of the Risk Owner in the field provided (red arrow) and then
click 'ok' (yellow arrow). Please note: it is optional to use either names or roles to identify the owners on your
risk register, however it is imperative for reporting purposes that that you consistently use one of these only.

New risk owner ﬂ]
Who is the new possible owner of risks? [Tox
e

- |

The inputted name will now appear in the ‘Risk Owner’ drop-down list.

Removing a Risk Owner from the action owner drop-down list.
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Step 1:

Repeat Step 1 above.

Step 2:

Above the ‘Risk Owner’ column heading, locate and click the ‘-” button (red arrow) and this will open the ‘risk
owner’ window.

Risk |

Risk Owner

Step 3:

Click on the drop down list (red arrow) and select the name of the Risk Owner that you want to delete and click
ok (yellow arrow)

The deleted name will disappear from the ‘Risk Owner’ drop-down list.

New risk owner g‘l
Who is the new possible owner of risks? [Toxk
Cancel
[ ’ l
J

Section 1.4: Adding and removing a Risk Coordinator

1. Adding a Risk Coordinator:

Step 1:

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

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

Step 2:
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Above the ‘Risk Co-ordinator’ column heading, locate and click the ‘+’ button (red arrow) and this will open the
‘New risk co- coordinator’ window.

¢
ccsanizk | [N
tizk Co-ordinator

Step 3:

In the ‘New risk coordinator’ window, input the name of the risk coordinator in the field provided (red arrow)
and click ok (yellow arrow). The inputted name will now appear on the ‘Risk coordinator’ drop-down list.

New risk co-ordinator ]

Who is the new possible co-ordinator of risks? 0K ]

2. Removing a Risk Coordinator
Step 1:

Repeat step 1 above.

Step 2:

‘

Above the ‘Risk Coordinator’ column heading, locate and click the
‘Coordinator’ window.

- button (red arrow) and this will open the

o

Qosed Rizk |

Rizk Co-ordinator

Step 3:

In the ‘Coordinator’ window, select from the drop down list the name of the Risk Coordinator you want to dele

te

(red arrow) and then click 'ok' (yellow arrow). The deleted name will disappear from the ‘Risk Coordinator’ drop-

down list.

Co-ordinator 8

Choose which co-ordinator you would like to delete?

Co-ordinator

Co-ordinater 1
Co-ordinater 2
Finola Cashman

10



I.ﬁ:’

Section 1.5: Adding and removing an Action Owner

1. Adding an Action Owner

Step 1:

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

Basic Detads Dashboard Surnmany Risk Register
Step 2:

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

Step 3:

In the ‘New action owner’ window, input the name of the action owner in the field provided (red arrow) and
click ok (yellow arrow). The inputted name will now appear on the ‘Action owner’ drop-down list.

New action owner ]
Who is the new possible owner of actions? OK 4
Cancel

“ —

2. Removing an Action Owner

Step 1:
Repeat step 1 as above.

Step 2:

11
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Above the ‘Action Owner’ column heading, locate and click the ‘-’ button (red arrow) and this will open the

‘Action Owner’ window.

Step 3:

Click on the drop down list (red arrow) and select the name of the Action Owner that you want to delete and
click ok (yellow arrow). The deleted name will disappear from the ‘Action Owner’ drop-down list.

Action Owner

Choose which action owner you would like to delete?

Action Owner
Action Owner 1
Action Qwner 2
Finola Cashman
OK

Section 1.6: Unlocking the Excel Risk Register —S38 & S39 Agencies

This function can only be performed on the S38 and S39 Agencies version — it is available in order to change the

branding.

Step 1:

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

Step 2:

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

Fis bl FEasgyioe lasr

[STE PR

Basic Details. Dashboard Summary Risk Register Risk Action Log Closed ... ({-}

Bl Frinkh Fmgiater Chorame

Bioniis

12
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Step 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

”ou

“Summary”, “Risk Register”, “Risk Action Log” and “Closed Risks” can also be changed to reflect service branding.

ot | e ) L [
Saint John of God Hospitaller Ministries —
Risk Register
Division:
Risk Register Owner:
Month:
i)
P
i Report | Unlock | Lock | Spelicheck
h 0 bt Dotbind | Loy Rk Begalr TRTNEOWY (ol s ) ‘
ba 5 I03 iw -

Step 4:
Once all changes have been made, go to “Basic Details” sheet. Locate and press the "lock" button.

It is important that you 'lock' the spreadsheet to prevent further 'customisations’.

Risk Register Owner:

Month:

Report |Un|ock| Lock pellcheck |

Section 1.7: Running a spell check

Step 1:

Select the 'Basic Details' worksheet by clicking it (red arrow)

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

Step 2:

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

13
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The spell check function will perform and as spelling errors are identified you fix them as required.

Section 1.8: Exercise

e Download and save HSE Excel Risk Register from the website and save to desktop
e Populate the “Basic Details Spreadsheet” with the following identification details
o Division:  Acute Hospital Division

o HG/CHO/National: Saolta Hospital Group

o

Hospital/Directorate: Letterkenny General Hospital

o Month: 31-August-2018
e Add Michelle Obama and Annie Lennox as Risk Owners
e Remove Annie Lennox as a Risk Owner
e Add David Bowie, Donald Duck and Jane Austin as Risk-Coordinators
e Remove Donald Duck as a Risk Coordinator
e Add David Bowie, Jane Austin, Kate Bush and Michelle Obama as Action Owners

e Remove Kate Bush as an Action Owner.

14
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Section 2: Entering a risk onto the Excel Risk Register

This section includes the following:

e 2.1 Copying and pasting text from another word or Excel document into the Excel Risk Register.
e 2.2 Entering a risk onto the Risk Register.
e 2.3 Adding existing controls
e 2.4 Adding inherent risk rating
e 2.5 Adding residual risk rating
e 2.6 Adding risk review date
e 2.7 Adding an action
O Assigning an action owner from the drop-down list
O Adding action due date
O Adding action Completed date
e 2.8 Adding target risk rating
e 2.9 Exercise

Section 2.1 Copying and Pasting from one source document into the
Excel Risk Register

For copying and pasting from a Word or Excel document into this Excel Risk Register template it is recommended
to have the source document and the Excel Risk Register open as you will be flipping between the two
documents.

When copying and pasting it is important to copy and paste the text only. If you do not copy and paste correctly
you will copy the source documents formatting into the Excel Risk Register cells and this will LOCK the cells. This
prevents the ability to edit the text in that cell going forward.

In the source document highlight the required text only (not the cell or table) and ‘right click’ on the mouse and
select ‘copy’. Then click into the Excel Risk Register template and double click into the required cell and ‘right
click’ on the mouse and select ‘paste’.

Top Tip: When copying and pasting Risk Descriptions in the New Risk window it is important
to have copied the risk description from the source document BEFORE you click the ‘New
Risk’ button. To paste the text into the risk description cell in the New Risk window you

have to use Ctrl V (right clicking and selecting paste does not work in the risk description
field in the New Risk window)

Section 2.2: Entering a risk onto the Risk Register

All risks MUST BE entered onto the Excel Risk Register by using the ‘New Risk’ Radio button on the Risk Register
worksheet.

Adding a risk without using the ‘New Risk’ radio button will distort the whole risk register.

15
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Step 1:

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

Bate: Details Dazhboard Crmmary

Step 2:

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 1=} =]
1 + +
H Few Risk b S=s=d Rizk | ™ @ Register - Acute

Risk Criceria

ARizk Co-ordinator

Step 3:

In the ‘New Risk’ window, select the risk owner from the drop-down menu in the ‘Risk Owner’ field (red arrow).

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).

(=4 Cancel

Step 4:

MNew Risk ==
o X — TIP: If the Risk Owner name is not already in
R —— the drop down list click the ‘cancel’ button

(yellow arrow) and follow the instructions in
Rk Tvpe | =] Section 1.3 to add Risk Owner to drop down
Risk Category [ = list. Once you add the risk owner move to

Section 2.2 Enter a risk onto the Risk
Register.

Select the risk coordinator from the drop-down menu in the ‘Risk Coordinator’ field (red arrow).

Pewe Risk

e [ 3ohn smith 1

Risk Co-ordinator [ =1
o in=tor L

Risk Type =

Risk Category | e |

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 {ewent) which would lead to lower patient
safety (effect).

oK Cancel

TIP: If the Risk Coordinator name is not already
in the drop down list click the ‘cancel’ button
(yellow arrow) and follow the instructions in
Section 1.4 to add Risk Coordinator to drop

down list. Once you add the risk Coordinator
move to Section 2.2 Enter a risk onto the Risk
Register.

16
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Step 5:

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

Risk Owwner

Risk Co-ordinator

Riisk Tywpe

A Operational
ategory | -

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

KD Cancel

Step 6:

Select the risk category from the drop-down menu in the ‘risk category’ field (red arrow). The options included in
this drop-down list are aligned to the HSE impact table of the HSE Enterprise Risk Management and Procedures
Policy 2023.

Mew Risk
Risk Cwner | Cwner 1 j
Risk Co-ordinator | Co-ordinator 1 j
Risk Type | Strategic j
Risk Category || |

Harm to a Person

Risk Description: Ensure to il Service user experience
of the risk, i.e. Due to a lack| Compliance with standards
shortage of doctors (event)| Objectives and projects

safety (effect). Business continuity
Adverse Publicity/ Reputational

Finandial Loss

: _Environment

Step 7:

Type or Ctrl V (paste) the risk description into the into the ‘Risk Description’ field (red arrow). Then click the ‘OK’

17



If._:’

button (yellow arrow)

New Risk (S|
Risk Owner [ 30hn smith ~|
Risk Co-ordinator | Jane Doe ;]
Risk Type | Strategic _v_]
Risk Category [ Objectives andprojects ~ ~|

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).

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

OK Cancel

The risk data added in this New Risk window will now appear in the Risk Register worksheet and the date
entered will auto-populate (red arrow), and the risk status will default to ‘Open’ (yellow arrow)

The risk data entered in the ‘New Risk’ window will also prepopulate on the “Risk Action Log” worksheet (red
arrow) and the “Summary” worksheet (yellow arrow).

A E

[} H L H

o
N Qcsed Risk

! | Register - Acute Hospitals Division, Saolta Hospital ® niversity Hospital Galway, Mew centet (44D | Deletz Sub-registers

John Smith Jane Do Objectives and Duz to o back of funding thers may be a shartage of P
projects doctors which would lead to lower paticnt safaty.

Strategic

A & o o E F [ H

= |Risk Register - Acute Hospitals Division, Saolta Hospital Group, University Hospital Galway, lohn_sewazion | (43 Delete %

Risk Deseription

5 Diuc ta 2 luck of funding there may be s chortage of | Open

John Smith Jane Doe Due to alack of funding there may be a shortage of 13-Jun-16

18



If‘:'

Section 2.3: Adding existing controls

Step 1:

Select the “Risk Register” worksheet by clicking it (red arrow). If inputting the first existing control to the risk,
continue to step 2. If inputting an additional existing control to the risk, skip to step 3.

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

Step 2:

Select the fist available cell in the Existing Controls column (red arrow) in the row related to the applicable risk
(yellow arrow) Double click the cell to activate the cell, NB. Type in (or paste) the existing control into that cell.

Fagh Corie il i Rijh Critorsy, | Frimiry Rask Gotogiry | Pk Dt raptios

Dbpectives wed Dhe 0w borche o Femidineg than Mo B w chortug of

A ¥
| e R v P et i kil wriopl bl 1 B it dtp

Step 3:

If more than one existing control is required, select the cell of the most previous control (red arrow). Locate and
click the "new control" button (yellow arrow). You can repeat this step to add in as many existing controls as

required.
L} E < o 3 F & H 1 4 K L L
Wew Rk W] cemsns I i Register - Acute Hospitals Division, Saolta Hospital Group, University Hospital Galwe = sns=t |'ti‘3 Deiete Sutregiter:

. D b0 2 back of funding thers may b 3 shortage of
5 doctars which would lesd to lower patiest safety.

13-dr g control 1L

Step 4:

The 'new control' button will merge cells in adjacent columns but will split the ‘existing control’ cell so that you
can enter another existing control as shown below (yellow arrow). If the correct cell was not selected in step 3
you will get an error message (red arrow)

7] closedRisk v Isk Register - Acute Hospital Division, Saolta Hospital Group, St Itas Hospital, Finola ¢ NE""CD"UD'l ) 95'4

Risk Co-ordinator Risk Criteria Primary Risk Category Risk Description Existing Controls

This i isti trol
Co-ordinator 2 Operational Harm to a Person This is risk decsription 1 6-Apr-18 15 15 one existing Spniro

19
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Microsoft Excel

You cannot add a control above the header row. Please select a cell below the
header row,

oK |

Top Tip: If there are no existing controls it is important to enter some text in this cell e.g. enter N/A

or none in the cell. You cannot leave this cell blank. If this cell is left blank it distorts the running of

the report and closing a risk function.

Section 2.4: Adding Inherent risk rating

Step 1:

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

Basic Details Dashboard Summary

Risk Register I Risk Action Log

Step 2:

To input the likelihood rating from 1-5 select the ‘Liklihood’ cell and click the drop-down icon which appears
(yellow arrow).

G H

1 4 K L L)

ity Hospital Galway, "ew contral lt&o Delete I

Date
. c .
Entered Existing Control

Existing control 1.

13-Jun-16  Existing control 2.

Open
Existing control 3.
Exicting control 4.

20
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Step 3:

Select and click the required rating (1,2,3,4 or 5) from the drop-down menu (red arrow).

G H 1 ! K L M
ity Hospital Galway New Control |'|i\‘_) ey BN | Sub-registers

Existing control 1

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

To input the impact rating from 1-5 select the ‘Impact’ cell and click the drop-down icon which appears (yellow

Step 4:
arrow).
G il 1 JoE K L ™
ity HOSPit!' Galway New Control !ﬁ\o/ Delete Sub-registers

|Date

Entered

Existing Controls

Existing control 1

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

Step 5:

Select and click the required rating (1,2,3,4 or 5) from the drop-down menu (red arrow).

G H I J K L M
bity Hospital Galway New Control |II10J Dok Sub-registers

Date
Entered

Review Risk

Date Status

Existing Controls

Initial Risk

i<}
o}
=
| E
Existing control 1. . =

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

Step 6:

The inherent risk rating will then be calculated and inputted to the appropriate cell. The colouring will also
represent the severity of the risk rating; Green = Low; Amber = Medium; Red = High.

G H I J X L M
ity Hospital Galway New Conwrol !\i\‘_) L) = Duas I Sub-registers

Date
|Entered

Existing Controls

Impact

Likelihood

Existing control 1.

19-Jun-16| Existing control 2 4 5 Open
Existing control 3
Existing control &
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Section 2.5: Adding Residual risk rating

Repeat Steps 1 to 6 from Section 2.4 Adding the Inherent risk rating for columns N; O; P: (yellow highlighted) to
add the Residual Risk rating

J|K | L M , N, o, PP O | R

Mew Cuntmll Q_,./ Deleta Sub-registers |

sk
H

Date Entered Existing Controls Review Date

Residual Ri

o=
4
C
a
=
u
=
=

Section 2.6: Adding risk review date

The review date is the date that the risk was last reviewed.

Step 1:

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

Basic Details Dashboard Summary Risk Register Risk Action Log Closed ... :{-“.

Step 2:

The risk review date is the date that the risk was last reviewed and is based on the managing and monitoring risk
register procedure. To input the date, select the appropriate cell in column ‘Q” and input the date in the
dd/mm/yyyy format. (yellow highlight).

J K L M N o P, Q | R

Mew Cuntroll Q_j Delete | Sub-registers |

sk
k

Date Entered Review Date

idual Ri

Existing Controls

a5

;:I_:
-
[=
a
=
a

=
C

R
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Section 2.7: Adding an action, assigning an action owner and a due
date

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

Basic Details Dashboard Summary Risk Register

Risk Action Log

Top Tip:

If there are no actions required it is important to enter some text in this cell e.g. enter N/A or none in

the cell. You cannot leave this cell blank. If this cell is left blank it distorts the running of the report
and closing a risk function.

Step 2:

If inputting the first action to the risk, continue to step 3. If inputting an additional action to the risk skip to step
7.

Step 3:

Select the first available cell (red arrow) in the row related to the applicable risk (yellow arrow). Double click the
cell to activate the cell. NB: Type or copy and paste in the action required in that cell.

a [ © o (] [ [ H

: | Risk Register - Acute Hospitals Division, Saolta Hospital Group, University Hospital Gal John wmaﬁ] L2 Desete ]

" Dus o 3 back of funding there may be 3 shortage of
5 doctors which would lead to bower paticnt safety. =5

If the relevant action owner name is not included in the drop-down menu, add them to the drop-

down menu (see section 1.5 above).

Step 4:

To assign the action to an action owner select the associated cell, and select the action owner from the drop-
down menu (red arrow).

3 r = [ 1 2 3 L mn

bspital Galway, John vewazien | (€ seee |

B
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Step 5:

To input the action due date select the ‘Action Due Date’ cell and in put the due date in the format of
dd/mm/yyyy.

[ r a " ] 2 3

bspital Galway, John_Sewamien | (€ | N

Step 6:
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).

3 V & 7] ] 3 ¥ LoMoN

bspital Galway, John wewacien | (€ Oetete S

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

Action Owner . ' ':'_ Action Update

Opea  Actioa L Jane Doe Fdan-16

Action
Completio| Action Update
n Date =

Action

Due Date

Action Owner

Lke lhood

Action 1.

Step 7:

If an additional action is required, select the cell of the most previous action, (red arrow). Locate and click the
“New Action” button (yellow arrow).

a ® © ° 3

r
: Risk Register - Acute Hospitals Division, Saolta Hospital Group, University Hospital Galway, ; * = Sewacsen | (€ Seete

Duc to & lack of funding there may be 5 shortage of
UNGH John Sminh <
o SOV doctors which would lead to lower paticat safety.

Lot
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Step 8:

This will merge cells in adjacent columns, and will allow 2 rows of cells to be split as these columns are related to
actions. Once the cell is split, type or copy and paste in the additional control, assign an action owner and due
date (as outlined in Steps 4, 5 & 6 above)

Section 2.8: Target Risk Rating

Step 1:

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

Basic Details Dashboard Summary Risk Register M

Step 2:

To input the likelihood rating from 1-5 select the appropriate cell and click the drop-down icon which appears
(yellow arrow).

Step 3:

Select and click the required rating (1, 2, 3, 4 or 5) from the drop-down menu (red arrow).

[ L HM H

Step 4:

To input the impact rating from 1-5 select the appropriate cell and click the drop-down icon which appears
(yellow arrow).
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Step 5:

Select and click the required rating (1, 2, 3, 4 or 5) from the drop-down menu (red arrow).

Action Update

Step 6:

The target risk rating will then be calculated and inputted to the appropriate cell. The colouring will also
represent the severity of the risk rating;

Green = Low; Amber = Medium; Red = High

Action Update

Lkellood
n pact
Crrrent
REK

Top Tips:

Any changes to a risk rating must be made on the Risk Action Log worksheet.

The inherent risk rating (on the risk register worksheet) and target risk rating must be populated

even if they are the same rating. The Dashboards will not work if both are not populated.
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Section 2.9: Exercise

e  Enter the below risk assessment form manually (by typing each field)
e  Enter the risk assessment form using the soft copy saved on your desktop. (Remember the information
of copy and pasting and using Ctrl C & Ctrl V.)

At the end of this exercise, you should have 2 risks on your risk register. Each risk should
contain 5 existing controls, 5 actions, 1 risk owner and 3 action owners.

27



Risk Assessment Form

Division: Source of Risk:
HG/CHO/NAS/Function: Primary Impact Category:
Hospital Site/Service: Risk Type:

Dept/Service Site: Name of Risk Owner (BLOCKS):
Date of Assessment: Signature of Risk Owner:
Unique ID No: Risk Co-Ordinator:

Objective being impacted: IRisk Assessor(s):

ACTIONS [ADDITIONAL CONTROLS]
REQUIRED

2HAZARD & RISK DESCRIPTION EXISTING CONTROL MEASURES

3ACTION OWNER

*Inherent Risk 5Residual Risk 5Target Risk

Likelihood Impact Rating Likelihood Rating Likelihood Impact Rating Closed
[1-5] [1-5] St [1-5] s [1-5] [1-5] St

! Risk Assessor required for OSH risks only.

2 Where the risk being assessed relates to an OSH risk please ensure the HAZARD and associated risk are recorded. Other risk assessments require a risk description only.
3 Person responsible for the action.

4 Rating before consideration of existing controls.

5 Rating after consideration of existing controls.

® Desired rating after actions.
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Section 3: Editing a risk on the Risk Register
This section includes the following:

3.1 Editing the Risk Owner, Risk Coordinator, Risk Criteria, and Primary Risk Category
3.2 Editing a risk description

3.3 Updating risk status

3.4 Deleting an existing control

3.5 Deleting an Action

3.6 Changing a Target risk rating

3.7 Exercise
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Section 3.1: Editing the Risk Owner, Risk Coordinator, Risk Criteria and
Primary Risk Category

Top Tips

Edits to Risk owner, risk coordinator criteria, primary risk category, risk description, existing

controls, risk review date and risk status must be made on the Risk Register worksheet as these
changes will be replicated in other worksheets.

Step 1:

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

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

Step 2:

To edit the risk owner, risk coordinator, risk criteria or risk category, select the applicable cell, and click the drop-
down icon which appears (red arrow).

A 3 c D E
1
2 New Risk 2 \ closed Risk | F *s] | Register - Acute Hospitals Division, Saolta

w

Risk Co-ordinator Risk Criteria Primary Risk Category Risk Description

John Smith Strategic Objectives and projects

Step 3:

Select and click the appropriate option from the drop-down menu (red arrow).

A B C D E
1

2| mewnisk | ~7| ciosearisc | fsl|Register - Acute Hospitals Division

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

John Smith

lane Doe Strategic Objectives and projects

5

6 Physical or psychological harm
Service user experience

7 Compliance with standards

s Objectives and projects
Business continuit

2 Fep

10 Financial

11
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Section 3.2: Editing the Risk description

Step 1:

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

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

Step 2:

To edit the risk description select the applicable cell (red arrow) and edit the cell contents.

A B C D E F
1
2| NewRisk .| clseskisk | f's. Register - Acute Hospitals Division, Saolta Hospital Group, Universit

Risk Co-ordinator Risk Criteria Primary Risk Category  |Risk Description

Due to a lack of funding there may be a shortage of

Objectives and projects
doctors which would lead to lower patient safety.

UHG1 John Smith Jane Doe Strategic

Section 3.3: Updating risk status
Step 1:

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

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

Step 2:

To update the status of the risk to “Monitor” (red arrow), clicking the drop-down icon which appears (yellow

arrow) and select 'Monitor'

1 ) K L !_
fe Sub-registers

Review
Date

Ukelihood
Initial Risk

Open

Closed
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Section 3.4: Deleting an existing control
Step 1:

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

-

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

Step 2:

Locate and select the cell containing the existing control you wish to delete and then locate and click the 'Delete’

button (red arrow)

G o 1 J K L M
Hospital Galway, "ew centat k.‘) ) _ Delete Sun-registers |

Review Rizk
Date Status

OvA Exizting Controlz

il Rek

Entered

Existing control 1.

13-Jun-16| Existing control 2. 1 & 1-Jun-16 Open
Exizting control 3.
Exicting control 4.

Step 3:

If the correct control was not selected, locate and clickthe ‘'undo’ button (red arrow); this will reverse the
action and then startagain at step 2.

Shreputen ‘

13026 Eugnng Coone §
Lusteg Conorol &
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Section 3.5: Deleting an Action
Step 1:

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

Basic Details Dashboard Summary Risk Register Risk Action Log

Step 2:

Locate and select the cell containing the action you wish to delete.
Step 3:

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

This will delete the action selected.

€ ¥ G H 1 J

bspital Galway, John “ew Actien I £ 2] Detete N

Rizk

Status

Actionz Required

Open Action 1, Jane Doe 31-Dec-16 Not due

Step 4:

If the correct action was not selected, locate and clickthe ‘undo' button (red arrow); this will reverse the action
and then start again at step 2.

E

F
ersity Hospitall New Action £2) Delete N & |

|Action
Risk Action Due | Action
| Actions Required Completio

|
Status Date Status
n Date

Open

Top Tip

You can delete the text within the cell but you are unable to delete the cell. It is important to place some text

for example N/A into this cell as failure to have this cell populated will distort the document.
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Section 3.6: Changing a Target Risk Rating

Step 1:

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

Basic Details Dashboard Summary Risk Register Risk Action Log

Step 2:

To input the likelihood rating from 1-5 select the appropriate cell and click the drop-down icon which appears
(yellow arrow)

Step 3:

Select and click the required rating (1, 2, 3, 4 or 5) from the drop-down menu (red arrow)

Action Update

Step 4:

To input the Impact rating from 1-5 select the appropriate cell and click the drop-down icon which appears
(yellow arrow)
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Step 5:

Select and click the required rating (1, 2, 3, 4 or 5) from the drop-down menu (red arrow)

Auction Up-date

Step 6:

The new risk rating will then be calculated and input to the appropriate cell. The colouring will also represent the
severity of the risk rating;

Green-Low; Amber=Medium; Red = High

Section 3.7: Exercise

¢ Change the risk category from Compliance to Harm to Person
e Delete the 2" exiting control in risk 1

e Delete the 1%t action in Risk 1
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Section 4: Generating Reports from the Excel Risk Register

This section includes the following:

*4.1 Running “sub-action list” reports for risk action owners
®4.2 Running “sub-register” reports for risk coordinators
*4.3 Receiving updated sub-register(s) and sub-action List(s)
*4.4 Running a Risk Register Report

¢ 4.5 Exercise

Top Tips:

Before running the Risk Register report, sub-registers or sub action list do the following checks:

Ensure reporting period is entered in the basic detail worksheet and that the date format is
dd/mm/yyyy.

In the risk register worksheet ensure there are no blank cells in the existing control column
In the risk action log worksheet ensure there are no blank cells in the action column.

In the risk register worksheet ensure that the residual risk rating is complete

Take a copy of the Excel Risk Register and run the reports from the copy.
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Section 4.1: Running “sub-action list” reports for risk action owners

The timing of the request for action updates will depend on the Risk Register managing and monitoring

procedure that is in place.

In preparing the risk report, information must be gathered 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 that are
owned by a certain person (action owners). If there are 10 action owners assigned to actions on the risk action

log, there will be a need for 10 sub-action lists, one sub-action list per risk action owner.

Step 1:

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

Basic Details Dashboard Summary Risk Register Risk Action Log

Step 2:

Locate and click the "sub - Action List" button (red arrow). Pressing the 'sub -action list' button will generate an
action report for each of the risk owners.

New Action D Delete

Sub-Action List

Action
Action Due
Actions Required Action Owner Completio Action Update

Date
n Date

[This is test data for demo purposes only Action Owner 1 31-Jan-18 18-Dec-17 Complete This action is complete
This is again test data for demo purposes only Action Owner 2 31-Jan-18 Not due This item is on target
This action has stalled due to resou
Again this is just for demo purposes Action Owner 1 31-Jan-18 Not due Fasxiae
Step 3:

The action reports when generated will have a file name of Book1, Book 2, and Book 3 etc. these need to be
located, renamed and saved in a folder (red arrow)

Name

@ |Jane Doe SubActionList
B | Book2
B Book3
B Book4

Step 4:

E-mail the sub-action list(s) to the relevant action owner(s), requesting that they provide an update on the
actions that are assigned to them. Updates must be provided on the sub-action list template that is sent out to

the action owners then returned to the Risk Register Administrator
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Note: The sub-actions list created does not have the same functionality as the Risk Register, and there are no

buttons or drop-downs included. Risk action owners will update the file as they would with any other Excel file.

When the Risk Action Owner(s) return the updated sub-action reports move to Section 4.3 for instruction on

Receiving Updated Sub-action lists from the Risk Action Owners.

Section 4.2: Running “sub-register” reports for Risk Coordinators

The timing for the request to re-assess the risks will depend on the Risk Register managing and monitoring

procedure in place.

In preparing the risk report, information must be gathered from the risk coordinators. 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 coordinators on the risk register, there will be a need for 4 sub-registers, one

per risk coordinator.
Step 1:

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

Eunsic Deetails l Dashboard Summary Risk Register

Step 2: Select cell ‘Month’ and enter the date of the report in the following format dd/mm/yyyy and press return

(red arrow) the date will default as month/yy.

Risk Register

Division: Acute Hospitals Division

Hospital Group: Saolta Hospital Group

Hospital: University Hospital Galway

Risk Register Owner: REUGESIIG

B Month: June-16 —

Step 3:

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

Lhofed ... [+ g

Risk Regis

(]

ter 5, K ik Acteon Log

g Eaiic Details Dashboard Summany

Step 4:
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Locate and click the “Sub -register" button (red-arrow). This will create the required amount of sub-register

reports and save them to the same location as the risk register is located.

vou e | meene | N | Regivter - Acute Mospitals Division, Sacita Mospital Group, University Hospital Gabway, w=tomes Jt0 ) swe | o |

Conting a1
L Do 50 4t o A s g e & mage o
R e O - R e B Py -y (U Voww Oy
_JE o~ v = e Ao e o -

Step 5:

The sub register reports when generated will have a file name of Book 1, Book 2, Book 3 etc. these need to be

located, renamed and saved in a folder (red arrow)

lﬂ My Shapes
. Scanned Documents
| Shortcuts - Copy
ﬂﬂ]ane Doe Subregister
5 Book2
B Book3
0 Bookd
A5 BookS

Step 6:

Email the "sub-register(s) to the relevant risk coordinators requesting that they re-assess the risks and provide

re-assessment information on the sub register report and submit back to the Risk Register Administrator.

Note: The sub-register(s) does not have the same functionality as the Risk Register, and there are no buttons or

drop-downs included. Risk Coordinators will update the file as they would with any other Excel file.

When the Risk Coordinator(s) return the updated sub-register(s) move to Section 4.3 for instruction on Receiving

Updated Sub-Register(s)

Section 4.3: Receiving updated sub-action list(s) and sub-register(s)

Once the risk action owner(s) and the risk coordinator(s) have updated their applicable sub-action list or sub-
register, and have sent it back, the updates need to be mirrored to the master risk register.

In order to highlight the changes made to the sub-action list and sub-register by the risk action owner(s) and the
risk coordinator(s), you can 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.

On the ‘Review’ tab (red arrow), in the ‘Changes’ group select ‘Highlight Changes...” (yellow arrow) from the
‘Track Changes’ drop-down (blue arrow). This will open the ‘Highlight Changes’ window
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I Show All Comments
Spelling Research Thesaurus  Translste New ) F Share

Comiment .5 Show Ink ckb) [ # Track Changesl
Proofing Language Comments {5+ Highlight Changes..
3 X\ Accer

H19 - Ix 1. Site facilities management in situ in all hospitals. Seck Chispes

B Jd = Jane Doe Subregiste
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW W DEVELOPER PDF-XChange 2012
ABC oz . ; t F 3 Protect Shared Work
v _[©} L _.| LAz S Ees

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).

Highlight Changes %=

V| Track changes while editing. This also shares your workbook.

Highlight which changes
v/ When: Al

Who: Everyone

B &[]

Where:

V| Highlight changes on screen
\ | List changes on a new sheet

[ oK J‘\ Cancel }

Any cells that have been updated by the risk coordinator will now be highlighted with a colored box
around the cell (red arrow). Hover over the cell to expose the note (yellow arrow). This will help
mirror updates from the sub-register(s) to the master register.

Action Due | .
Action

Date/

Update

Date

Completio Action Update
n Date

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

an 31-Dec-16 |20-Jul-16 G4 "20/07/2016,

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 I J K
Action New old Action  Losing
1 |Number |~ Date - |Time |~ Who |~ |Change |~ Sheet ~ |Range |~ |Value v |Value |~ |Type |+ Action ~
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  Cell Change Risk Action Log G12 Angela Fitzgerald <blank>
6 5 20/07/2016  12:26 build  Cell Change Risk Action Log H12 01/09/2016 <blank>
7
3 |The history ends with the changes saved on 20/07/2016 at 12:26.

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

Basic Details Dashboard summary’ Risk Register Risk Action Log Closed ... () |

Select the appropriate cell, and determine if the residual risk rating has changed since the last
report. Click the appropriate button; No change (red arrow); increase (yellow arrow); decrease
(blue arrow).

ique ate late = | Fisk =
Il;:l:—"qu—" Risk Owner Risk Co-ordinator Risk Description E:.:-:-_rs-d E;::s--.-md 5 E o = v Y
2
3 |UHG1 Jokin Smitk Jare Doe Due ta a lack of funding there may be & shonage of 1G=Jur=16|  1=Jun=16 <« |
4 UHGZ2 John Smith 20-Jur-16

Top Tips:

An alternative and perhaps an easier option to Step 4.3 could be to ask the risk action owners and the risk
coordinators to highlight the changes that they made in red text on the sub register and sub action list

template that they received. On receipt of the sub register(s) and sub-action lists from the Risk action

owners and risk coordinators copy and paste the updates and changes made into the Master Excel Risk
Register — see Section 3 for instruction on how to edit a risk register.

Section 4.4: Running Risk Register report

The timing for running Risk Register reports will depend on the Risk Register managing and monitoring
procedure that is in place.

Step 1:

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

Basic Details ashboard Summary Risk Register Risk Action Log Closed ... (&

Step 2:

Select cell "Month" and enter the report date in the following format dd/mm/yyyy (yellow arrow) and press
return. The date will default as month/yy. This is the date that will appear on the risk register report.
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Risk Register

Division

Hospital Group:

Hospital

Risk Register Owner

Month

Step 3:

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

Risk Register

Division

Hospital Group

Rl o pital

Nisk Reginter Owner

Month

Step 4:

When the report is finished running a new Excel file will be created 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 place.)

tihg
A Siabt indwetinn | braning {edurstion 1 Link with HP: & NF) 1 ids i

Step 5:

Now, right-click on the "Risk Detail" worksheet (yellow arrow) and click “Select All Sheets” (red arrow).

23 g P = FeveTopmant % CORTINUING CAUCIToN. Hiae [ z
— I Regizst
= 3 dical Sty
3 E s
e : : ; _ Select All Sheets
< ... | Dashboard | Summar-  Risk Detan | )

Step 6:
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Save the file by clicking ‘File’ (red arrow), then clicking ‘Save As’ (yellow arrow), at which point the ‘Save As’
window will open.

Step 7:
In the "File name" field enter the name of the report e.g. Risk Register report Q2, 2018 (red arrow)

In the "Save as type “field it is important to select “PDF” from the dropdown list (yellow arrow). If you do not
select PDF the report will not publish.

Then click on the “Save” button (blue arrow).

-
Save As (o]
6Qo| 5| » Libraries » Documents » - | 43 ||| Search Documents ol

Organize v New folder = @

Documents library

Arrange by: Folder ~
Includes: 2 locations

o~ Libraries

<] Documents —
‘J\ Music r| Name Date mr ,“
&=/ Pictures = Add-in Express 05/02/=
Videos = i. Custom Office Templates 02/02.
DYMO Label 27/04
™ Computer | Fax 08/01/.
&, osDisk (C) - (= i - s »
File name: Risk Report June -
Save as type: [PDF -
Authors: Thomas Lynch Tags: Add a tag
Optimize for: @ Standard (publishing [¥] Open file after
online and printing) publishing

Minimum size
(publishing online)

. Hide Folders Tools ~ [ Save Cancel ]

This will publish the risk report in a PDF format. The risk report is a point in time snapshot of the Risk Register
which contains the following information:

e  Risk Register Cover Page;

e 2 pages of dashboards;

e Risk information Summary Pages, and a
e  Full risk register report.
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Section 4.5: Exercise

e  Run Risk Coordinator(s) sub-register(s)
e  Run action owner(s) sub-action list(s)
e Run a point in time Risk Register report
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Section 5: Closing a risk

Top Tips:

Before moving a risk from the “Dashboard”, “Summary”, “Risk Register”, “Risk Action Log” worksheet to
the “Closed Risk” worksheet carry out the following checks:

Ensure the risk is marked closed on the Risk Register worksheet.

In the risk register worksheet ensure there are no blank cells in the existing control column. If

there are blank cells enter N/A in the cells

In the risk action log worksheet ensure there are no blank cells in the action column. If there are
blank cells enter N/A in the cells.

In the risk action log worksheet ensure that the target risk rating is complete.

Step 1:

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

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

Step 2:

Locate the risk that you want to close and select the appropriate cell (red arrow).
Click the dropdown icon which appears (yellow arrow) and selecting “Closed” from the dropdown

menu (blue arrow).

C

IAitial B

0f ¥
Cpen

Kanitar
Chosed

Selecting “Closed” on the risk register worksheet does not archive the risk into the “Closed Risk” worksheet. The
Risk will remain on the “Risk Register”, “Risk Action Log”, “Summary” and “dashboard” worksheets, and the

status will be noted as “closed”. When a Report is generated, the closed risk will appear on the Report.
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A closed risk should only appear on a Report once. The risk should then be removed from subsequent reports by

archiving the risk in the “Closed Risk” worksheet.
Step 3:

To remove a "closed" risk from the “Dashboard", "Risk Register”, “Risk Action Log” and “Summary” worksheets,
to the "Closed risk" worksheet (after completing the checks as outlined in the tops tips section) on the “Risk

Register” worksheet locate and click the ‘Closed Risk’ button (red arrow), which will open the

‘Closed Risk’ window.

B C

Closed Risk

Risk Owner Risk Co-ordinator Risk Criteria Primary Risk Ca

Step 4:

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).

Make sure you select the right risk ID from the dropdown list. It is easy to choose the wrong risk ID from the list.

(e ()

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

e E

AHD1

AHD3
OK AHD4
AHDS
AHD6
AHD7

08 e

Selecting “OK” will remove the closed risk from the “Dashboard”, “Risk Register”, “Risk Action Log” and

“Summary” worksheets and move it to the “Closed Risks” worksheet.
Moving a risk to the “Closed Risk” Worksheet in Error.

If you choose the wrong risk ID from the drop-down you can undo this error by clicking on the “Risk Register”
worksheet (red arrow) and select the ‘back arrow’ button (blue arrow). This will undo the action.
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This undo action will only work if you have not saved the document.

Thereis

o Risk Action Lo Closed Risks .~ 7]

Basic Details Dashboard summary | Risk
el

or New Control |fc.‘)/,. l Delete | Sub—registersl

Section 5.1: Exercise

Close Risk 1 on Risk Register

Undo the Closing of Risk 1 on the Risk Register.
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Section 6: Reviewing Dashboard

The “Dashboards” worksheet contains a graphical representation of data on the Risk

Register.

There are 8 graphical representations of the data on the dashboard and these are shown in

each of the figures below:

Low Medium

Inherent Risk Rating - 3
Risks

Residual Risk Rating - 3
Risks

Low Medium = High - 25
= High - 20 = High- 16 = High - 15

Target Risk Rating - 3

Risks
1 0
1
: 0
Low Medium = High - 25

= High - 20 = High - 16 - High-15

Figure 1. Risk Ratings for Inherent, Residual and Target.

e Inherent shows there are 2 high and 1 medium

e Residual shows there are 2 high and 1 medium

e Target chows thereis 1 high, 1 medium and 1 low

0

Risk Status - 3 Risks

Open Monitor

Figure 2. Risk status. There are 3 risks and all are open.
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5
Mot Due = Overdue Complete
Figure 3. Actions.
There are 9 actions in total.
e 5Sarenotdue.
e 2 areoverdue.
e 2are complete.
Risks by Category [Residual]
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Figure 4. Risks by Category (Residual)

There is one risk for 3 of the categories shown. 2 are high and 1 is medium.




Risk by Criteria

= Strategic = Operational

Figure 4. Risk by Criteria.

There are 2 strategic and 1 operational risks.

Risks by Criteria [Residual]
3
2
1 O
1
0 o
Strategic Operational
Low ® Medium B High

Figure 5. Risks by Criteria (Residual)

There are 2 high strategic risks and 1 medium operational risk.
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