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Complete a new Audit or Inspection

The Riskware Audit and Inspection module allows you to complete an Audit or Inspection in
the workplace using a pre-configured template.

— Audits / Inspections must be scheduled first on a desktop computer before it
= appears for completion on your mobile device.

A) Scheduling a new Audit / Inspection

1. Navigate to the “Schedule new inspection” section in Riskware using the hyperlink

OR click “Schedule” in the Audit/Checklist Register on the Riskware homepage
(available under Easy Logins on the Staff Portal)

| Dash Board

Good afternoon paige Incident/Hazard Incident/Claim/Hazard/Case
Reporting Register

el
You have 2 Tasks to perform. Incident/Hazard View and manage reported @

You have 2 Audits to conduct. : .
You have 1 Open Hazard Reporting Incidents/Claims/Hazards/Cases

You have 1 Open Incident.
RBHS Applications and Facility Register
Approvals Register

Create and Manage Radiation, |

Manage and schedule Ry s
.a'fﬁ s Biosafety and Hazardous EEE View Location Facilities
Audits & Checklists Substances Applications

Fieldtrip, Event or Travel Checklists & Inspections Analyse Data Audit Setup

e ) ¥ s, iy S -
Maintain certifications and Request a Fieldtrip, Event or Perform checks and e Configure and maintain
) H o Analyse my data
training ~ ‘ Travel ‘ inspections. Audits

Audit / Checklist Register

& Back ey Schedule ) Y Filter CRefresh  [V]Export @ Help

‘ Audit Register H Audits Requiring Action H Audits to Conduct “ Checklists & Inspections ‘
New Group Audits by

Ref. Status Auditor Auditee Location Business Unit Compliance Planned Start Date Planned Comp Date Commands

2. Name this instance of your Audit / Inspection in the “Schedule Name” field.

3. Select the relevant audit template you wish to complete and click “Add”
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https://prod.riskcloud.net/Audit/Maintenance/ScheduleAudit.aspx?ccode=ecu
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Audit Schedule Details

EE) Schedule Name:

|Decemher Inspection |

Audit Name:
ECU Carpark Inspection HS Workplace General Inspection
Inspection of Storeroom TAE
oondalup Sports Centre Inspection '
South West Creche Inspection

South West Gym Facility Inspection
Uploading of a paper-based workplat
4 3

Planned Start Date:

4. Enter a planned start date and completion date
5. Select the “Person” audit workflow

6. You will now be able to enter the Audit / Inspection details. Search for the relevant

name and location using the field search buttons ‘O and complete the fields as

follows:
Field Requirements
Auditor
Selection Select the name of the person completing the audit / inspection

Auditee Type Select “Auditee” as the Auditee type

Auditee Selection

g Auditee Type:

I ®auditee PEE O Location :{: O Business Unit

Auditee Name:

Selected Auditees:
| o

Auditee Name Select the relevant Manager of the relevant area you are completing your
Audit / Inspection for. The Location and Business Unit fields will
automatically update

Location & Update the Location to the specific area you are completing the Audit /
Business Unit Inspection for and check the Business Unit is correct.

(These fields will automatically update to the relevant Campus & Business
Unit one you select the auditee) but the location needs to be updated to a
more specific location.

Click Add. Once the above fields have been completed, click “Add” (the relevant
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information will be saved and the Manager’s name will move to the selected Auditees

field)

x& Auditee Type:

3 ® ruditee oﬁE O Location ;{: O Business Unit

Auditee Name:

Selected Auditees:

|F‘aige NEWTOMN |Dh
*Location:
|Joundalup |,O""
Business Unit:
|Semat3.r and Employment Relations |D =
C = D o |

Additional Individuals

jo)
Corrective This should usually be selected as the person completing the
Actions audit/inspection unless there is an agreement for a separate allocated
Coordinator person to assign these. This person will be responsible for assigning actions

from the Audit/Inspection.

Audit Approver | Select the Manager of the area of the location that is being audited /
Selection inspected, this person will approve / sign off the Audit/inspection in the
system.

7. Submit the Audit / Inspection. This will now be available to be selected and completed
from a mobile device in the PocketAudit app OR under “Audits to Conduct” in the
Riskware Audit / checklist register. The next section provides information on
completing the Audit / Inspection template.
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B) Completing / Conducting a new Audit /inspection

After the Audit / Inspection has been scheduled as per the start of this guide, please follow
the below instructions to complete the Audit / Inspection:

1) Download the pocketAudit app by PAN Sofware to complete an Audit / Inspection on
your mobile device. A separate guide on installation of this app is available here.

T

If you wish to complete your Audit / Inspection from a Desktop computer or
laptop instead of a mobile device, you can complete this

under “Audits to Conduct” in the Riskware Audit / Checklist register and click
conduct audit.

Audit / Checklist Register

< Back Cdscneauie Y Fiter Cretresn  [“Jexport  (@Preip

‘ Audit Register H Audits Requiring Action H Audits to Conduct H Checklists & Inspections ‘
Group Audits by

Ref. Status Audit Name Auditor Auditee Location Planned Comp Date Commands
Conduct Audit
12 Mot Started “':I’:';:;‘i‘g;"g'ﬁe General Paige NEWTON Paige NEWTON Business Administration Managemen

Transfer Audit

Show Status

2) Under “My Audits” on the pocketAudit App, click the relevant Audit / Inspection you
have scheduled for completion

P My Audits

2 + WHS Inspection
Auditee: Benjamin KNOX -+ 17/09/2020

testing inspection

7 - WHS General Workplace
Inspection.

Auditee: Jennifer ROBERTSON -
29/10/2020

WHS General Workplace Inspection

3) Complete all relevant fields for the Audit / Inspection on each page and add any
relevant photos (click camera button to add photo).
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Findings/Observations

No

N/A

Evidence Sighted

Recommendation

Check punch-out mark on tag

4) Click Submit once all sections are completed.

This Audit / Inspection will now require Actions to be assigned in the desktop version.
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https://prod.riskcloud.net/Audit/Register/#list/Assigned/0/new/by_name/1?ccode=ecu

