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Edit an Investigation or Action Plan (Supervisor)

To Edit an Investigation:

= You can only modify an Incident Investigation for an incident with a status of Open

1. To modify an incident investigation, navigate to the incident in the ‘Assigned
Incidents/Hazards’ tab and click the ‘Investigate’ button or icon.
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3. Edit the information as required then click the Save button to update your

changes.
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22 Note — Attachments such as witness statements or photographs must be attached from
é within the incident report by choosing ‘View Details’ then using the ‘Attach’ B rinch

icon.

To Edit an Action Plan:

= You can only modify an Action Plan for an incident or hazard that has a status of
= Open

1. To modify an action plan, navigate to the incident or hazard in the ‘Assigned
Incidents/Hazards’ tab and click the ‘Complete Action Plan’.
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The Action Plan will be displayed on the screen.
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2. While viewing the Action Plan, you may Delete, Modify or Add a Control Measure.

You can also edit the completion status of control measures and amend target
completion dates.
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Click the ‘Save’ @ button to commit your changes.
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