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	Click on the Corrective Actions tab to view corrective actions outstanding and completed

	
	
	

	
	
	Corrective Actions are allocated in the investigation stage and are an important step in the inciddent reporting process to 
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	Corrective Actions are listed and show the person(s) responsible and the due by date

Corrective Actions with a date that is past due are noted in red with an !

	
	
	

	
	
	


Click on the Corrective Actions Tab
Adding a Progress Note
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	You can add notes regarding the progress of a Corrective Action

Click the radio button next to the corrective action and click the Progress Note button

	
	
	

	
	
	Add any process information here
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	Any previous progress notes will be displayed.

To add a new progress note click the Add Note button

	
	
	

	
	
	Add any process information here
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	Type the note in the window

Additional supporting documents or pictures can be uploaded

Click Submit to save your note

	
	
	

	
	
	Add any process information here
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	Each progress note is displayed every time you click Progress Note.  It also displays the date of the update

	
	
	

	
	
	Add any process information here
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	When the last part of the action has been completed click the radio button next to the Corrective Action and click the Close button

The Corrective Action text box will appear as usual, enter your note and press Save

	
	
	

	
	
	Add any process information here
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	A pop up window will advise you are closing the corrective action.  Click OK

	
	
	

	
	
	Add any process information here
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	A close date will be displayed next to the corrective action

	
	
	

	
	
	Add any process information here



Close an Incident
Once all the corrective actions have been closed the incident can be closed
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	Select the incident from the Incident Tab

Click Close Incident

	
	
	

	
	
	Add any process information here
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	A pop up window will advise you are closing the incident

Click OK

	
	
	

	
	
	Add any process information here

	
	
	

	[image: image12.png]Message from webpage

[\ i 578 oo s





	
	A window will advise the incident is closed

The people on the distribution list will be advised this incident is closed

	
	
	

	
	
	Add any process information here
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