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How to resurrect an archived Risk Assessment.

To find your archived Risk Assessment, go to Modules > Risk > Activity Risk Assessment (STFC)
Next, click the ‘Filters’ tab and select ‘Show Archived Records’
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This will now display all archived records and allow you to search for archived records using the search button.
Click the ‘search’ icon and then enter your search query, in this case we are searching for the RA reference
number.
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Click the cogicon () on to the right of your RA and select ‘Edit’.
Go to the Approvals page of your RA.
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6. To reinstate the assessment back into the Evotix system, you can click the ‘Re-open’ button.
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7. Next you will be given the option to add comments to the risk assessment to jusity the re-opening of the record.
Once you have added comments or left this field blank, you can press ‘Save and Close’ to reinstate your record
back in the system.
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8. If done correct, you will now see the RA states it is ‘In Progress’ and unassigned, you may wish to reassign this to
the correct person at this stage.
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