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Managing Tasks on RiskBase 

An email will arrive notifying you that a task has been assigned or an assessment has been completed. 

 

5 tasks were assigned to you yesterday. 

 

Please sign-in to https://admin.riskbase.uk to complete the tasks. 

1. Number of tasks by "Due Group": 
Assigned To You 

Future 5 

 

 

 

 

 

Login to RiskBase using your password or link and click on the ellipses next to the ‘University of 

Edinburgh tab’ and navigate to ‘tasks’.  

 

 

There are multiple filters that can be used to navigate tasks. Not all users will have access to 

everything. Please select remedial action as the task type and select your own name or your 

group/team to view the tasks that you have been allocated. 

Number of tasks by "Task Type": Assigned To You 

Remedial Action 

Fire 5 

https://admin.riskbase.uk/
https://admin.riskbase.uk/
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Tasks can also be filtered via the search box using: 

• building number  

• task reference number e.g., RB-EX3ASI 

• key word e.g., evacuation chairs 

To expand the task details in a new window double click the building name in blue text. Tasks are filtered 
by due date but this can be changed to suit user preferences. 

 

 

 

Updating Tasks 

Assigned users can update the task status to ‘in progress’ or ‘completed’. Tasks can only be cancelled or 
reassigned by managers and FSU administrators. There is space to add comments and the date that the 
task was updated. 
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Document version 

Version number Summary of change Date and by whom 

1.0 Initial Publication 14/03/2024 NSangster 

   

Alt format  

If you require this document in an alternative format please contact The Health and Safety Department 
on health.safety@ed.ac.uk or call (0131) 651 4255 

 

mailto:health.safety@ed.ac.uk

