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Overview 

This Work Instruction provides guidance on how to use the Reporting and analytics tool to 

view Portal reference data available for selection in identifying the correct incident Topic, 

Event, Cause(s) and Control(s).  

Note: Bold words in the text refer to field, link, and button names within the Portal.  

Reporting and analytics reference data 

When entering an incident into the RSHQ Portal, you will be asked to select an incident 

Topic, Event, Cause(s) and Control(s). Entering this data provides RSHQ with valuable 

information relating to risks and patterns relating to incidents and determines the type of 

reference data attached to the incident. It’s important to select the right Topic and Event to 

provide the correct reference data for the incident.  

 

Topics are groups of incident categories (e.g. if the event involved a fire, then the Topic 

would be ‘Thermal’; a storm would be ‘Environmental’; and exposure to chemicals or toxic 

gases would be ‘Contaminant exposure’). 

Events are sub-categories of a Topic (e.g. Events under the Topic ‘Thermal’ include 

'Explosion on surface', ‘Heat stress underground’, ‘Fire on vehicles or mobile plant’). 

Selecting a Topic in the Portal will display all related Events. Only one Topic and one Event 

can be selected per incident notification.   
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A Cause is a further sub-sub-category which reporting and analytics tool entering or 

reviewing incidents in the portal further refines the cause of the incident (e.g. Causes under 

the Topic ‘Thermal’ and the Event ‘Fire on vehicles or mobile plant’ include ‘Accumulation of 

flammable materials’, ‘Arc flash’, ‘Bearing failure’ etc). Selecting an Event will display all 

Causes relating to that Event. 

Controls are the controls put in place to mitigate or prevent the incident. 

Selecting the correct data 

When selecting the incident Topic, consider the overall context of the incident. For example, 

any incident that involves fire would sit under the Topic of ‘Thermal’. Similarly, any incident 

that involves fall of ground or equipment would sit under the Topic of ‘Gravity’. Any incidents 

involving exposure to chemicals or toxic gases would sit under the Topic of ‘Contaminant 

exposure’.  

If you are unfamiliar with the Topics and Events available for selection in the system, take 

some time to peruse the options available in the Reporting and analytics tool prior to making 

a selection. Selecting an incorrect Topic and Event can lead to a lack of useable data. 

If the relevant Event is not available for selection, select the 'Other' option or contact CAPU-

IR for assistance.  

Procedure 

To use the Reporting and analytics tool when entering or reviewing incidents in the Portal 

follow the steps below:  

1. Log in to the RSHQ Portal. If you are already logged into the Portal, right-click on the 

Home logo at the top left of the screen and select: 

• Open link in new tab or Open link in split screen: best if you have one 

screen. 

• Open link in new window: best if you have two screens. 
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2. The Portal will open in a second tab or window, allowing you to peruse available 

reference data while keeping your new case open on the other screen. In the newly 

opened tab/window, select Reporting & notifications, then Reporting and 

analytics. 

 

3. The Incident analysis data tool will display. Select the plus symbol next to each 

Topic to view their associated Events.   
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4. Select an Event to view related Causes and Controls.  
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5. Once you have determined the relevant Topic, Event, Cause and/or Control, return 

to the original tab or window with the case open. 

 

6. Enter the required data. Note that you can use the first three letters of each Topic, 

Event, Cause and Control, along with an asterisk immediately before and after the 

search term, when searching in the Portal (e.g. *mat* to search for Match).  

 


