
RAISING AN INCIDENT ON THE TERMINAL

RAISING AN INCIDENT DURING A PROCESS CONTROL CHECK

RAISING INCIDENT VIA RAISE INCIDENT TILE

COMPLETING OPEN INCIDENT LOG ACTIONS

Login to the terminal 

RAISING AN INCIDENT DURING A PROCESS CONTROL CHECK

To raise an incident during a check, at the top of the check page you will see a Black ‘Raise

Incident’ button, select it:

Then simply fill in the details for the Incident Log,



if the log is being raised but not being actioned immediately then leave the status of the incident

as Open and it can then be accessed from the Open Incident Log Actions to close after

Corrective Action has been taken. 

It is important that the correct ‘Reason for Incident’ is selected as this information feeds

into the Quality KPI Dashboard. 

Please Note: Photographic Evidence is not a compulsory field. 

RAISING INCIDENT VIA RAISE INCIDENT TILE

Now find the ‘Raise Incident’ tile from the initial page after logging into the terminal:

Then as above fill in the details of the incident;



COMPLETING OPEN INCIDENT LOG ACTIONS

You will only see open Incident Log Actions if they are assigned to you. 

From the main page of the terminal find the ‘Open Incident Log Actions’ tile, if you have any

open actions when you go into this tile you will see them 

To add any actions select the Blue ‘Play’ button to open the incident log, fill in the corrective

action taken and then save it 




