
Staff Impact Register – Incident Recording 
Module Quick Reference guide 

 

1. How to access the Incident Management Module to add a new impacted staff 

record? 
a. Open the COVID-19 Safety record home page 

b. On the right-hand top corner of the page, click on Add New and select COVID-19 Incident 

Notification from the available options 

c. This will open a form to record a new Incident  

 

 

 

 



2. How do I record a Confirmed case or close contact? 
a. From the new form page in Question 1 select Confirmed case or Close Contact as applicable 

in the dropdown field as shown in the below image 

 

 



3. What information must be entered in the form? 
a. Once the case type is selected, a form will be presented for the user complete 

b. Follow the prompts and the explanation provided to complete the form 

c. Select Employment Type 

 

d. Find the Affected Team Member by searching in the field 

 
e. Contact details 

i. The Employees Location will be prepopulated based on the employee records 

ii. Please provide a valid contact number for the employee 

iii. Employee Email Address will be pre-populated based on the employee records but 

can be edited if necessary. 



 

 

f. Search and Enter the Worksite details if known 

 
g. Incident Notifiable Contact – Please include the Facility Manager and Territory Manager as 

this is necessary information. Any additional nominees can be added in this field 



 

h. Incident details – please select the quarantine type based on the employee’s situation 

 

i. Based on the selected value in Step -h some additional information may be requested 



 

 



4. How do I find the affected Staff / team member? 
a. In the Affected Team member field start typing in the Employee’s name. The Search Engine 

will provide you with the potential matches to the provided name.  

b. Select the correct employee from the presented options 

 

 

 

 



5. What if I am unable to find an Employee? 
a. Please email CovidRapidResponseTeam@auspost.com.au with the Employee details to have 

the employee’s profile created in the system 

b. Post the profile creation, an incident can be recorded for the employee as per the usual 

steps. 

 

mailto:CovidRapidResponseTeam@auspost.com.au


6. What next after completing the initial form for a Confirmed case? 
a. Upon clicking completing on the first page form for a Confirmed case, some additional 

information will be requested. The user will be redirected to the secondary questionnaire to 

be completed 

**Please note that this second page must be completed and submitted when reporting a 

Confirmed Case 

 

 

 

 



7. What next after completing the initial form for a Close Contact? 
b. Upon clicking completing on the first page form for a Close Contact, some additional 

information will be requested. The user will be redirected to the secondary questionnaire to 

be completed.  

**Please note that this second page must be completed and submitted when reporting a 

Close Contact 

 

 

 

 

 

 



8. How to find an already existing incident record? 
a. on the COVID-19 Safety record home page locate the CV19 Incident records on the left 

side panel and click on this 

b. Upon Clicking on this the user will be presented with a dashboard displaying the records 

relevant to the role 

 

c. From the first drop down on the top left corner of the inner page, select “My Team’s 

CV19 Incidents Reports” to see the list of all Incident reported for the user’s reportees 

 

d. Additional filters can be applied based on dates, the name of the Employee and Org Unit 



 

 

 



9. How to update an existing record and add additional information?  
a. Click and select on the identified record from the search from Question 9 

 

b. On clicking, the user will be presented with the Case details  

c. Select on the UPDATE sub-form  

 
 

d. add any necessary information as prompted 



 

 

 


