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Incident Recording and Reporting 



How to Use the Form 

To report the incident from your risk area, 

select the Incidents and then press Add 

incident.   

You will see a list of incident types to choose 

from within the table. 

 



Incident Number and risk area  

The first part of the form gives you a unique Incident number – generated automatically by the 
system.  

Incident risk area is automatically populated with the risk area selected in the top right hand corner 
of your screen. 

 

You can edit the risk area if you have access to other risk areas. 



Person details 

Fill out the 
Incident 

form with 
the 

relevant 
details.  

The blue question marks are helptext.  Click 
on the icon to display the text. 

The fields 
displayed 

is 
dependant 

on the 
Type 

selected.  



Incident details 



Body maps 

Use the ‘Injured body 
parts map’ to show 
where the person was 
injured  



PPE and Causes 

• Multiple PPE and Causes can 
be checked against an 
incident or event 



Effects 

• Multiple effects can be selected too. 



Insurance costs and incident questions 

Enter insurance costs and answer 
the questions using the dropdown 
controls. 



Tasks 

• Tasks can be added to a incident incident and 

allocated to Rivo users using this form.   

• On pressing save a notification is sent to the users 

informing them they have a task to complete. 

• On marking the tasks as complete, an email will be 

sent to you to let you know. 

• Many tasks can be linked to an incident. 

• Tasks will appear in the tab for all users allocated to 

tasks or task owner (i.e. the person who created the 

Task). 

 

 

 



Related Documents 

You can also attach any related documents from your 

company network or directly from your computer by 

pressing the Choose file button and then selecting a 

file from the file system.   

This could include scanned letters, witness 

statements and photographs to the record. You can also download all files which will save 

the files on you computer or network and you 

can then attach these files to emails to send to 

third parties. 



Witness statements 

• Multiple witness 
statements can be 
added and documents 
including letters, emails 
and photographs 
attached. 

• Permission can be 
demonstrated using the 
tick box. 



Enforcing agencies involved and RIDDOR 

Tick the RIDDOR 
tick box to 
indicate 
whether an 
Incident is 
RIDDOR 
reportable 
Health and 
Safety Shall 
complete the 
details. 
 



The incident can 
be saved and 

allocated, 
investigation 

created etc.  via 
the tabs along the 
bottom of incident 

reporting form. 



Options – Allocating to a user…… 

If an investigation is required, the incident can be ‘allocated’ to a user to 
undertake an investigation.  When you select ‘ Allocate to a user…’ from the 
Options menu, a task is created. 



The listpage 

Once a record has been saved it will appear as a record on the Incidents listpage. 

• To perform a search on the list of records, click the magnifying glass and select the column you 
wish to search on.  This allows you to enter a partial or full text search.  For example to list only 
incident records, press search, select Incident Category and enter Incident. 

• You can only search on columns where the title is underlined.  To undo the search press the 
icon with the magnifying glass with the Red Cross.  

• At the top of list pages you will see Filters.  These filters allow you to stream the data in the list.  
On the incidents list page you can filter on sites.  

• Any columns underlined on the list page can also be sorted by clicking on the column heading.   

• If you scroll to the bottom of the list page you will see an options for Exporting. 



Incidents - Options 

When you save the details that you have entered, the new accident, 
near miss, physical or verbal abuse incident will appear in the ‘View 

incidents’ list 



The Reports 

On selecting the Reports tab an incident section 

is displayed. 

These reports include a custom tabular incident 

report and view all incidents. 

These reports can be exported, made specific by 

using the filter options and saved as favourites. 

You can also email this report to yourself, which 

sends an email with the report attached as a pdf. 

 


