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Figtree User Guide 5 — Reporting

Introduction

The purpose of this user guide is to provide instructions on how to run reports in the Figtree
workplace safety incident and hazard reporting tool. The information that is available will
depend on your level of access within the Figtree system. In most cases, only WHS and
management staff will have full access to detailed reports for your area.

There are 3 separate tabs within the Reporting section of Figtree, they are:

System — Reporting — Standard Reports
(Reports which are readily available within Figtree)

System — Reporting — Ad-hoc Reports
(Custom built reports which can be shared amongst Figtree users)

System — Reporting — Available Reports
(A library of reports previously run by the user)

1. Standard Reports

Standard Reports have been purposely built by Figtree to provide useful data in a neat and
presentable format. These particular reports are not editable.

You may ‘Filter by Module’ to narrow the list of reports. For example, choose ‘Incident’ in the
drop down selection and ‘Incident Summary Report (Date Range) will appear. Click on this
report and then fill ‘Organisation and ‘Incident date’ fields. Press the Run button to launch
the report within Figtree, a copy will also be sent to your email.
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Incident Summary Report (Date Range) summarises incidents in a .PDF file. This report
also bookmarks associated Hazards, Injuries, Risks, Controls and Actions.

ﬂ] R0029291.PDF - Adobe Reader
Ele Edit View Window Help

Do [ABRBEBEE[+ ® ] c® (=[50 oz|
=
FE 2 NTTDaTa
2B incoo00036 Incident Report (Date Range) NTT DATA Figtree Systems
4 I njoooo023
I INcooo0037
={F INcooooose 'NC°°°0°36
P INJO000024 Incident Status  Initially Recorded Date 8 Nov Incident Date 8 Nov 2017 Incident Time  12:00
[ inyooooo2s reviewed 2017 -
P NJ0000026 Reported By Reported Employees Incident  Fellows Rd, Acton ACT 2601,
P By Type Location Australia
INJ0000027 . .
I INJ0000028 Describe How Incident Test
r Occurred
INJ0000029 )
) (UTTEiED Immediate Test
Action
[ Hazoooo015 o "
r Injuries Yes Near Miss No Property No
RIS0000007 -
I CONO000006 Sustained Damage
=1F INC0000039 Vehicle/Equip. No Environmental No Notifiable No Date Reviewed 8 Nov
Involved Impact Incident 2017
7 InJ0000031
Injury Number INJ00Q0023  Injury Date 8Nov 2017 Injury Time  12:00
Injured Employees Injured Person Injured Person
Person Type Given Name Surname
Injury Details Test Date
Reviewed

Another useful report is the Pyramid Report which gives monthly and year-to-date numbers
in a simple diagram.

Pyramid Report NTT DAaTa

NTT DATA Figtree Systems

0NI2

0 LTI 2

5 Near Misses 101
24 Total Incidents 549
0 Workplace Inspections 0
0 Safe Behavior Observations 0

2 Hazards Reported 101

Monthly Figures YTD Figures

Legend
NI = Nofifiable Incidents ~ MTI - Medically Treated Injury Report Year: 2017
LTI = Lost Time Injuries ~ FTI - First Aid Treated Injury Report Month:  December

Report created 31/01/2018 10:18:29
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2. Ad-hoc Reports

The Ad-hoc report function allows users to create, save and update as required their
customised data reports. The data results can be exported to various formats (CSV, Excel,
HTML). The Work Environment Group has created two Ad-hoc reports which can be easily
copied and used for WHS reporting in your area.

WHS Incident Report - WEG
Searchable by selecting; ‘Filter by Module’ = Incident, also ensure ‘All users’ is ticked.

WHS Hazard Report - WEG
Searchable by selecting; ‘Filter by Module’ = Hazard, also ensure ‘All users’ is ticked

Try searching for these reports, once located, click to highlight and press the
‘View/Edit/Copy’ button.
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NTT DATA Figtree Systems

Comcare
Filter by Module | Incident - All users 7|

Quick Menu
" Last Modified from ] Last Run Date from ]
Welcome Nathan Canizares
Username Search Reset Add View/Edit/Copy Delete
U1008061 -
itle Username Last Modified Last Run Date Last Run By
Reference Documents
incident Detail Repor nsi U1008061 18/01/2018 18/01/2018 U1008061

WHS Policy WHS Incident Report - WEG U1008061 29/01/2018 29/01/2018 U1008061
WHS Procedure

You may need to toggle ‘Page’, or change view quantity to ‘All’ to locate.
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In the next screen, press the ‘Copy’ button to create a duplicate version of the report.

Ad-hoc Report Designer
Report On:

Fields

Filter

Run Report

The next step is to edit the ‘Report Name’.
Then specify ‘Organisation’ by clicking on *_’

Next, specify the ‘Created date’ range. Click on\[Spec

Ad-hoc Report Designer
Report On: Incident

Fields

Filter pel Incident number | Created da

= Incident
=4 ~
=«
=%
=] *Given Name#
=] *INC Risk Treat#
=] *Init Risk Rev#
=15 Whys Flag#
=] Action Complete#
=1 Actions comments
=] Active?
=] Activities
=] Add attachments on save
=] Additional users
=] Affected person
=] Affected person type
=] Alone system#
=] Ambulance involved
=] Any witness(es)
=] AUD Review Calc#
=] Audit Review#
=] C1 root cause
=] C2 root cause
=] C3 root cause
=] C4 root cause
=] C5 root cause
=] Cancel incident v
=] Cause

< >

Output Fields

x

Report Name:

VIl 1ocident number | Created da | tncident | Incident d | tncident time | Notiiabl _| tocident | Reported by | sup

(character) 20

Edit | Delete

Size: 354
Sort Order
Created date
Order: Normal
Page break?: No
Totals?: No

Organisation

Totals?: No

Output Fields
(character) 20 (date) 10
Edit | Delete
<
Size: 354

Sort Order

(date) 10

Edit | Delete  Edit | Delete

Edit | Delete Edit | Delete

(date) 10 (character) 50 (code) & (code) 9 (character) 17 (char

Edit | Delete  Edit | Delete Edit | Delete  Edit | Delete  Edit | Delete Edit

|
Wrap Text Show Counts.

Criteria
Organisation equal to ** X
AND X
Created date greater than or equal to [Specify] x
AND X
Created date less than or equal to [Specify] X

] to open calendar options.

Copy of: WHS Incident Report - WEG

(character) 50

Incident d Incident

(date) 10 (code) &

(character) 17

Edit | Delete Edit | Delete dit |/Delete  Edit | Delete

Criteria

| Created date

: Order: Normal

| Page break?: No
| Totals?: No

x| AND OR NOT )

neportcaiy | su

(char
Edit

>

[7] Wrap Text [ | Show Counts

| Organisation

{ Order: Normal

| Page break?: No
| Totals?: No

Once filled, press the Save button.

Page | 4
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Save Close
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Once saved, click on the ‘Run Report’ button.

Ad-hoc Report Designer

Report On: ~  Report Name:
{
Fields Output Fields
|| Fiter VORI incident number Created da | Incident | Incidentd | Incident time | Notifiabl | Incident | Reff
(character) 20 (character) 42 (date) 10 (code) 3 (date) 10 (character) 50 (code) 9 (code) 3 (cha
on
Edit | Delete Edit | Delete Edit | Delete  Edit| Delete Edit | Delete  Edit | Delete Edit | Delete  Edit | Delete  Edit
Size: 396 Wirap Text Shaw Counts
Sort Order Criteria
| Created date (Totals) X
| Order: Normal r 5
| Page break?: No. | || Organisation equal to ' X
Totals?: Yes
anp X
Organisation x|, ]
i Order: Normal | || Created date greater than or equal to [Specify] x
| Page break?: No —
Totals?: Yes AND X|
| Created date less than or equal to [Specify] x|

R Repar EN o o=

The following options window will appear. Tick ‘Generate raw data only (comma separated
file csv) and press the Run button which will open a .csv version and also send a copy to
your email.

Run Ad-hoc Report X
Include a specification page [

Generate with totals only (no detail records)
Generate raw data only (comma separated file csv)

coc
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The result should look like the following.

R0029609 [Read-Only] - Excel =

Pagelayout  Formulas  Data View  ACROBAT @ Tell me what youwant te do. A\ Nathan Canizares £, Share

oy JbCut Calibi BERRIr Y - ErWrpTex General . % [normal Bad gm B [x] Z AutoSum ~ Ay O
o D s s | Condion Fomms o DEE\I K weu- Sort & Find &
EftE ~ FormatPainter | B T U - B MergeuCenter ~ $ - % 0 B Fo?rr;;&‘c:‘r:v c%r:‘a:js Good Neutral - "iER =vm m:nat A F.‘Erv 5!\‘,m
Clipboard & Font ) Alignment & Number & Styles Cells Editing S
vis - fe v
5 c ) 3 F G H i ) 3 L M N o 3 Q4
1 |Created da Incident Incidentd  IncidenttNotifiabl Incident Reportedby  Supemisor Incident Describe how the incident  Injuries  Injuryty Injured person Nearmiss Property  Vehicle/e
2 |8/01/2018 Incidentclosed  27/11/2017 1500 No Level 1 Reportonly ? Other/Not listed ¥ Yes FTI k4 No No No
s |8/01/2018 Open s/o1/2018 030 o srererer Sci Teaching Bd 136 Linnagus W Lvi 1 77272772 Yes  FT 7727272 No o o
4 9/01/2018 Incidentclosed  (31/12/2017 1200 No Level 1Reportonly 77272777 Other/Not listed srererer Yes o o o
5 |10/01/2018 10/01/2018  11:00am No Level 2 srererer Comp Sci & Info Tech Bld 108 N Rd L3 77777777 Yes  FT 7727272 No o o
6 |10/01/2018 8/01/2018  S00AM No Level 1Reportonly 77272777 Advanced Instrument Tech Cirlvi 1 27277772 No Yes o o
7 |11/01/2018 11/01/2018  3:00pm  No Level 2 srererer Burton & Garran Hall 49 DaleyRd Lvi 2 27272227 No o Yes o
& 11/01/2018 Completed 23/12/2007 500 No Level 1 Reportonly 77272727 Advanced Instrument Tech Cirlvi 1 27272727 Yes  FTI 2727272 No o o
9 12/01/2018 Open 12/01/2018  3spm Level 2 erererer JCSMIR Stg 3 1316 Garran Rd Lvi 2 erererer Yes  FTI 2727272 No o o
1015/01/2018 Initially reviewed  15/09/2017  1000am No Level 3 erererer Hugh Ennor B10 117 Garran R L 1 27272727 No Yes o o
11[15/01/2018 Incidentclosed  15/01/2018 1240 No Level 1 Reportonly 77272727 Hugh Ennor BI0 117 Garan R L2 27272P2? Yes  FTI 2727272 No o o
12[16/01/2018 Initially reviewed 16/01/2018  8.30am No Level 3 2222777 University House Basem 2222777 No No Yes No
13 [16/01/2018 Completed 16/01/2018 1435 No Level 2 2222777 Brian Gerson BId 115 MillsRd L2 27272727 Yes  FTI 22227272 No No No
14 |16/01/2018 In i B/0L/2018 1600  No Level 2 2222777 Chem B1d 137 137 Sullivans Crk Rd Ll 2 27272727 No Yes No No
15 [17/01/2018 In i 15/01/2018 1100  No Level 1 Reportonly 77272777 School of Music 100 Childers Stlvi 1-2 27272727 Yes  FTI 22227272 No No No
16|17/01/2018 I i 3/01/2018 1200 No Level 2 2222777 JCSMR Stg 1131 Garran Rd vl 1 2222777 Yes  FTI 22227272 No No No
17| 17/01/2018 1 i 17/01/2018 950 No Level 2 2222777 Chem B1d 137 137 Sullivans Crk Rd Ll 3 27272727 Yes T mEren No No No
18 |18/01/2018 17/01/2018 1500  No Level 1 Reportonly 77272777 HedleyBull Ctr 130 Garran Rd Lila 27272727 Yes  FTI 22227272 No No No
19 |18/01/2018 17/01/2018 230 No Level 1 Reportonly 27272777 Advanced Instrument Tech Crlvl 1 27272727 Yes No No No
20 |15/01/2018 19/01/2018 1245 Level 1 Reportonly 27272777 Coombs Lect Theatre 8A Daley Rd vl 1 27272727 No No No Yes
21 |18/01/2018 18/01/2018  allday No Level 1 Reportonly 77272777 Hugh Ennor BId 117 Garran Rd vl 3 27272727 Yes No No No
22 |1/01/2018 3/01/2018 1300 No Level 1 Reportonly 77272777 HW Amndt BId 25A Kingsley St Lvl 1 2222777 No Yes No No
23 |22/01/2018 15/01/2018  3pm  No Level 1 Reportonly 77272777 University House Lul 1 2222777 No Yes No No
24.|22/01/2018 22/01/2018 925 No Level 2 2222777 Hugh Ennor Bld 117 Garran Rd vl 1 27272727 Yes  FTI 22227272 No No No
25 |22/01/2018 11/01/2018 900 No Level 2 2222777 Hugh Ennor Bld 117 Garran Rd Ll 2 27272727 Yes  FTI 22227272 No No No
26 |22/01/2018 17/01/2018 163 No Level 1 Reportonly 27272777 Other/Not listed 2222777 Yes No No No
27 |23/01/2018 18/01/2018 123 No Level 1 Reportonly 77272777 Hanna Neumann Bld Lvl 3 2222777 No Yes No No
28 |23/01/2018 17/01/2018 1055 2222777 Baldessin Precinct 110 Ellery Cres Lvi 1 27272727 Yes  FTI 22227272 No No No
29 |23/01/2018 22/12/2017 1600 No Level & 2222777 Law School 5 Fellows Rd Lvi 2 2222777 Yes  FTI 22227272 No No No
30|23/01/2018 23/01/2018  900AM No Level 2 2222777 Linnaeus Bld 134 Linnaesus W w2 27272727 Yes T wmEren No No No
31 |25/01/2018 25/01/2018 830 No Level 2 22222722 Chem BId 137 137 Sullivans Crk Rd L1 77777727 Yes No No No
32(29/01/2018 Completed 19/01/2018  1am  No Level 1 Reportonly 77272777 Grad House Ll 1 22222722 Yes No No Yes
R0029609 @ < >
Ready iii} m - 1 + 8%

* Instructions on building and editing Ad-hoc reports are available for more advanced users.
Please email whs@anu.edu.au to obtain.

3. Available Reports

This tab simply contains any reports which have previously been launched by the user. You
can simply double click to open and also delete reports you no longer need.
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(50 SeetAl  UnssectAl Defte Seected
[ [ — T
ASCII (dHock: gy Report (year to dte) - 09022018 12302 mOnveAcw 760k [3
‘Welcome Nathan Canizares | ASCIL (AHOck WM Incdent Repart - Patil.. 0G/020018 10038 ROOZEan  B7B (3
ASCIL (ad Hacl: Copy of: WHS Incident Resert 002018 090922 G 127B (3
— Standard - Pyramid Repart W 008 RmELeE WSR3
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Standard - Hazard type by rsk sutcome L 15453 RRMSIH  Sal 3
Standard - sk Recond Mou 15 Bt WSk 3
ASCIL (Ad-Hocl: Standard - isk Regiter S 159025 MMMy M [3
AdbHoc Inodent Detad Repset (nsight WO e REMn R3k 3
ASCIT (A Hoc): Tcient Detal Report (Insight)  IR01/2018 12:45:39  EM20SLcn  76M8 3
ASCIL (AdHock: Inobent Dut Regort (insght)  9/01/2018 12:92:08 Bossecry 70k [3
A Hoc: Tnury Repert 2017 - NG BT 1045 BNsMn 1M 3
ASCIT (A4 Hock: Ty Raport 1017 - NC wzmy nes ey w7k 3
AdHoc: Tnjury Regset 2017 - NG WY 10 RomsEn MW (3
Adtoc: mury wizmy waes  mumewn e 3
Standsed - TotalInfuries by Meath Wy 0o Rmsses  nIB 3
Standard - Totl infury Type (Fie) mzmy 0w messsd oS [3
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