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What is RiskWare 
RiskWare is a web-based application that can be accessed any time of day, on or off campus and is used 
to manage information and actions relating to incidents, hazards and risk assessments. 

It enables JCU Users to: 
 Report an incident for themselves or someone else, with or without an injury; 
 Report a hazard for themselves or someone else; 
 The option of confidentiality when reporting on incidents and hazards; 
 Register a Risk; 
 View the University wide Risk Register; and  
 Create a field trip.  

How to Login to RiskWare 
JCU Website 

 The link to RiskWare is available on the JCU website. To access the website, you will need to do the 
following: 

 

Step 1 Open an Internet Explorer Browser to the JCU Homepage and click on ‘Staff’.   

 

Step 2 Select ‘RiskWare’ under Quick Links.  
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Step 3  ‘LOG IN TO RISKWARE’ hyperlink. 

 
Step 4 JCU Users will used their JCU log in details to access RiskWare. 

 First you will need to register for Multi-Factor Authentication (MFA). 
 Once you have registered for MFA, you can access RiskWare 
 Anyone who has a JCU number can access RiskWare  

 

 
 

RiskWare Layout and Navigation 
General User 
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Menu Explanations 

Global Menu 

 FAQ – Frequently Asked Questions 

 Shortcut to – Home, My Tasks, Tutorial, Analysis, Feedback 

 My Tasks 

 Change Password, Sign Out, Switch to Classic View  

Panel 

Incident/Claim/ 

Hazard Register 
Used to view and manage reported Incidents / Claims / Hazards 

WHS Risk Register Used to view and manage WHS Risk Assessments 

Field Trip Used to request a Field Trip 

Incident/Claim/Hazard 
Reporting 

Used to report an Incident / Claim / Hazard 

Checklists and 
Inspections 

Used to perform checks and inspections 

Analyse Data An alternative way to view statistical information and run reports 

Useful Tips  

* Indicates a required field 
and must be completed  

Used to cancel the record 

 Used to go back and review 
or amend data 

 Used to assign to approver 

 
Used to go forward to the 
next page  

Used to save as a draft in 
Incident Report 

 
Access to user guides 
(Currently unavailable) 

Email safety@jcu.edu.au 
for assistance 

 
Used to perform a search 

 

Indicates a drop down list 
is available  

Used to save as a draft in 
Risk Assessment 

 

Exiting RiskWare 

To exit the Web Self Service always use the LOG OUT option which is located at the top right hand side 
of the navigation screen. 

Step 1 Log off RiskWare 
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Investigation of an Incident in RiskWare – Action Plan  
Step 1  A notification is sent via email with an Incident Number to the responsible person  

Step 2  Log on to RiskWare 

Step 3  Click on View Incident/Claim/Hazard Register 

 

 
Step 4 Double click on the incident number of the incident being investigated or click on View 

Incident Icon at the right hand side of the incident record  

Step 5  Click on Action Icon  

  
Step 6  Enter the immediate action/s that were taken following notification of the incident 

 
Step 7  Click “Next” to move to next page 

  
Step 8 Consider the potential consequence and likelihood of the incident with current control 

measures and click on the appropriate box within the Risk Matrix 

 Consider if the incident with the current controls in place, could have been resulted inled 
to more severe consequences than what it actually did.was 

 In assessing the likelihood, it is important to consider the nature of the risk in addition to 
past incidents, frequency of task/activity, number of people exposed etc., 
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Step 9  Click “Next” to move to the next page 

 
Step 10 Identify relevant contributing factors of the incident by: 

 Clicking next to the relevant People Contributing Factors of the incident 
 Provide details of why this was a contributing factor 
 Provide recommended control 

 Clicking next to the relevant Equipment Contributing Factors of the incident 
 Provide details of why this was a contributing factor 
 Provide recommended control 

 Clicking next to the relevant Environment Contributing Factors of the incident 
 Provide details of why this was a contributing factor 
 Provide recommended control 

 Clicking next to the relevant Procedural Contributing Factors of the incident 
 Provide details of why this was a contributing factor 
 Provide recommended control 

 Clicking next to the relevant Organisational Contributing Factors of the incident 
 Provide details of why this was a contributing factor 
 Provide recommended control 

Step 11 Click “Next” to move to the next page 

 
Step 12 Identify whether this risk can be eliminated by clicking Yes or No 

 
Step 13 Assign Target completion dates and Person Responsible to Control Measure 

 Contributing Factor and Recommended Control are carried over from previous page 
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 Further Contributing Factors and Control Measures can be added at this stage 

 
Step 14 Follow Step 8 for guidance and consider the potential consequence and likelihood after 

the new control measures are implemented and click on the appropriate box within the 
Risk Matrix 
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Step 15 Identify if this incident is a Notifiable incident to the Regulator 

 
Step 16 Click Submit to complete. 

 

 
 
 
 


