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Homepage 

 
The home page should display your name and user type: 
 

 

 
 

The purpose of this page is to provide an overview of your current compliance status and 
highlight where any attention is required.  

 

1.1 Selecting Registers 

 

If you have more than one legal register you can select the register you wish to view, using the 

drop-down box -“Available Registers”  If this is the register you wish to work on by default, 

select the “Set as Default” option and this register will be loaded each time you log into the 

system. 

 

1.2  Legislation boxes 

The home page will show legislation boxes for each legislation type (Energy, Health and Safety, 

Environmental) depending on the register being viewed. Some items may fall into more than 

one category. 

Displayed, within the boxes will be counters, that show how many items are currently assigned 

the “Non-compliant” or “Partially compliant” status, how many New items of legislation have 

been added to the Simplifi Library since last reviewed, the number of items actually on your 



    

 

legal register and any major and minor amendments. Revoked and unrevoked items of 

legislation will also be displayed within the Legislation boxes. 

 

1.3  Actions 

This box will only be visible if you have the Simplifi Actions module included in your subscription 
and is an overview of actions that have become overdue and require your attention. 

 

1.4      New Legislation 

 

“New legislation” is added to the system automatically and is included in your “Legal Register” 

or the Not Applicable section based on your register profile (see 4.1). All new legislation items 

will be shown on the counter on the home page to ensure users are aware they need to be 

reviewed. These can be viewed by double clicking the text within that line and will remain in 

the new legislation table until they have been marked as reviewed. 

 

 

Each “New” or “Amended” item is added to this list, as it is automatically uploaded into the 

Simplifi database. Depending on your Register profile, it will either be added to your “Legal 

Register” or to the “Not applicable” area. This status will be indicated in the “Applicable” 

column. The user will always have the ability to manually add or remove any item to or from 

their Legal Register.  

This list allows you to review all “New” and “Amended” legislation and once reviewed, each 

item can be ticked. Once you have ticked the items which have been reviewed, you can click 

the “Confirm reviewed items” button which will remove them from the list. If you need to re-

view the reviewed items, simply click the “Show reviewed” button. 

Note: The end column will allow those users who utilise the Simplifi “Subordinate” register 
structure to review the selected item for multiple Subordinate Registers. 

Any items which haven’t yet been reviewed will be highlighted with a “Red Flag” in the left-hand 

column of the Legal Register home page. Only after the user has ticked and confirmed reviewed 

items, will the red flag be automatically removed. This provides a quick and useful visual 

reminder. 

 



    

 

1.5   Modules 

Simplifi provides a modular system built around the “Legal Register” function. Depending on the 

package purchased, some or all of the modules will be available to the user. To access the 

modules, click on the dropdown menu entitled “Modules”. 

 

 

You will then be able to access any modules that are live on your account. Any modules not 

included in your package will display a red text box when hovered over, letting you know that 

this module is not available, please let Simplifi know if you would like a demonstration or a trial 

of that particular module. 

Once you are logged into any module, including the Legal Register, there is an option to add that 

module to the toolbar at the top left of the page which provides quicker access. Just click the 

plus sign, to add the module to the toolbar or the minus sign, to remove as required. 

 

 

1.6 Tool Bar Icons 

 

The four icons positioned in the top right of your screen along the tool bar allow for shortcuts 

to different options: 



    

 

The envelope is a shortcut to the messages module which will display any messages sent to the 

user from Simplifi. The user can also use this function to send messages to Simplifi, providing 

the Messages module is available on their account. 

The “person” icon allows you to view and edit your user profile. 

The question mark is a shortcut which allows the user to download this user guide. 

The three lines “Hamburger” settings icon, as well as allowing a quick “log out” provides a 

number of account options 

The user can activate a "Two Step Authentication" when signing in to their account, this is to 

help those who wish to add another layer of security to their Simplifi account.  Once activated, 

the system will email a 5 pin verification code to the user, which can then be entered into the 

box provided on the log in page. 

Note: Before activating the additional security, the user should check that their correct email 

address is logged in their profile, otherwise the verification code will be sent to the wrong email 

address and the user will be temporarily locked out and will need to contact Simplifi to gain 

access. 

 

 

 

 

 

 



    

 

 

The user can also determine the level of details that they are alerted to on the home page. 

When a new piece of legislation or an amendment is added to the Simplifi database, the 

legislation team member is asked to save as a “minor” or “major” change. 

If the user wishes to view all legislation updates, they can specify this within the “account 

options” settings if they wish to view only the “Major” updates, this option can also be set here. 

Users can also choose to have related Guidance appear linked to the Legislation in the Legal 

Register view. The Guidance module needs to be active on the account for this option to be 

available. 

 

 

 

An Option to have compliance charts displayed on the home page is available here. This will 

show charts for each discipline of legislation and the levels of compliance / None compliance/ 

not assessed either in numbers or percentage format. 

 

The user can also choose to receive email alerts when items of Guidance are updated within 

Simplifi.  



    

 

 

If the Actions module is active on the account, the user can set “Countdown” alerts to be sent 

via email when target completion dates are approaching, as a reminder. They can also choose 

for an item of legislation to automatically show as non-compliant if any related actions become 

overdue. 

 

2 Administration 

The Administration area allows you to configure individual modules and set your own 
parameters and descriptions. It will also inform you what modules are active in your account 
and how many user permissions you have on your account and how many of these individual 
user permissions have been used. This feature is only available to an “Account Administrator”. 

User profiles can be edited within the Administration area. This is where “Username” and 
“Password” changes can be made, “read – only” or editing permissions for specific registers are 
configured and email alerts are switched on or off, depending on each user’s requirements. 

 

2.1 Users 

The users tab allows the “Account Administrators” to set permissions for other users on the 

system as well as restrict their access and to set up new “user” details. “Users” can have their 

permissions set for each legal register using the drop-down menu next to the user’s name and 

the Account Administrator can assign, for all legal and aspects registers, if subscribed. 

The user rights can be set as follows: 

None, Read only, Read only (and comment), Read and Write. 

 

2.2 Action Types and Departments 

This feature is only available when the Simplifi Actions module is active. It allows the “Account 

Administrator” to define action types, such as: Health and Safety, Environmental, Operational, 

Financial. Departments such as Procurement, Warehouse, Quality, etc can also be configured. 

 

To add a “Department” or “Action” Type: 



    

 
 

1. Select either “Action Types” or “Departments” from the menu. 
 

2. Select “Add new” button. 
 

3. Type in the desired title and click insert 
 

4. Types and Departments can then be edited or removed if needed. 
 
Once these definitions have been added within the “Administration” area, they will appear in 
the relevant dropdown menu, which is displayed, when setting an “Action” either in the Actions 
module or when creating an action related to a specific item of legislation.

 
 

 

2.3 Legislation Compliance Levels 

 

The compliance definitions are set as a default within the software:  

Green: “Fully compliant”, Yellow: “Partially compliant”, Red: “Non-compliant”, Grey: “Not 

assessed”. 

 There is an option within the “Administration” area to add more colours and compliance 

definitions. For example, you may wish to add a definition: “For information only” This could 

be used for any item you wish to include within your “Legal register” that is not critically 

important or always relevant. 

 

 

 

 

 



    

 

 

 

 

 

2.4     Risk Definitions 

This section allows the account administrator to define what the “Risk factors” mean in the 

legal compliance section of the Legal Register. Using the drop-down box and selecting Edit, will 

allow the Account Administrator to create their own parameters and descriptions which will 

then be available in the “Risk rating” drop down menu, within the compliance section of the 

Legal Register. 

The default scale runs from 1 to 10 but can be expanded or reduced. The descriptions / 

parameters can be as simple or as complex as is required. For example, an organisation with 

high risk or complex processes may require a description for each of the 10 entries. Number 10 

may be “Close down all operations” Number 9 may be “Cease operations in certain 

departments” and so on, down the scale. Whereas an organisation with simple and relatively 

low risk processes and activities might only use the first four entries in the scale and have a 

structure along the lines of, 0 – No risk, 1- Low risk, 2- Medium risk, 3- High risk. 

 

 

 

2.5 Audit Check Lists and Definitions 

 

These options are for use with the “Audit” module and enable the user to create multiple audit 
types and related checklists in order to conduct and record internal audits. 

 Please refer to the Audit Register section of this Manual for a detailed explanation of these 
options. 

 

 

 

 

 



    

 

 

 

 

 

2.6 Risk Register Options and Descriptions. 

The remainder of options within the Administration section are only associated with the “Risk 
Register” module and provide configurable and variable preferences within the Risk Register. 
Please see the section on the Risk Register for detailed information but to clarify, those options 
are below: 

 

Risk Activity Categories 

Risk Activity Definitions 

Risk Control Types 

Risk Business Types 

Risk Controls 

Risk Probability Definitions 

Risk Severity Definitions 

Risk Control Level Definitions 

Risk Rating Definitions 

 

3 Forthcoming Calendar 
 

The Forthcoming calendar module displays a calendar view as to what is happening within the 

world of policy and legislation and displays information about events occurring in the future, 

this includes new pieces of legislation that are coming into force and public consultations in 

which the user may want to be involved. A user can also add their own events to the calendar, 

such as scheduled audits or regulatory visits. 

Users can click the arrows at the top of the calendar to scroll through the months. 

Note: those users who have the “Actions Module” included, will see actions appear in the 
calendar according to their target completion date. 

Any entry, when hovered over with the mouse, will display a brief description of that entry. 

If the entry is “clicked, a pop-out box will appear, showing the description and a link to that 
item will be displayed, if available. 

An ical option is provided for any users who wish to link to Google or Outlook calendars. 

 



    

 

 

 

4 Legal Register 
 

The legal register section of the software is a powerful tool which helps the user identify 
applicable legislation, understand it and fully manage their organisations compliance with it. 

 

 

4.1 Building a Register 

 

To build your Legal Register, navigate to the Legal Register section and click the button that 
reads “Build register” 

  

 



    

 
 

This will take you to the register builder, where you will need to give your register a name and 
choose the discipline(s) of legislation – Environmental, Energy and Health & Safety and 
countries you wish to be included. 

 

 

Click “Next” and this will navigate you to the “Register Builder”. This is a profiling wizard which 
utilises a series of questions and related question cards. The user works through the initial layer 
of questions, ticking the options which apply to their organisation. (The questions have “help” 
attached which appears when the question mark is hovered over with a mouse.) 

 

 



    

 
 

 

 

Once the first layer of questions is completed, the “Next” button should be clicked. This will 
display a series of “question cards”. These cards contain further questions which are designed 
to “drill down” and gather further information about the organisation which allows the wizard 
to create a bespoke profile. It is this profile which determines what legislation is included within 
your legal register. (The number of question cards depends on which options were ticked within 
the first layer of questions.) 

Once you have completed all the cards and questions, click “Finish” and the Simplifi wizard will 
automatically build a bespoke Legal Register. 

 



    

 

 
There may be the need to fine tune the “Legal Register”. The profiling wizard does most of the 
work in collating the relevant legislation, however, the user is responsible for what items of 
Legislation are relevant and included and the user has the ability to manually remove or add 
items to the Legal Register where necessary. 

Note: Simplifi strongly recommend that ‘as a minimum’ an organisation’s HSE representative 
should re-visit the profiling wizard preferably once or twice per annum. As an organisation 
structure may have changed, mergers, acquisitions, new processes or working practices will 
require a re-visit to the profiling wizard. Working through and checking the question set 
regularly will ensure that the wizard is made aware of an organisation’s changed profile and 
will account for these changes in the bespoke Legal register. It is the user and the information 
they provide that is responsible for what items of Legislation will be included. 

 

4.2 The legal register view. 

The home page of the legal register shows the list of legislation which can be viewed as one 
long list or as a ‘page’ structure. The list is divided into columns which display the “Section 
Heading”, “Title”, “Reference”, “Date last updated” (by the Simplifi team), the “Compliance 
status”, the “Risk Rating” and the “Relevance rating”. There is a “view” button for each item, 
allowing the user to access and view each piece of legislation. 

At the top of the Legal Register page, are various buttons and dropdown menus to help filter 
the legislation and to view different registers, where multiple registers are included on an 
account. 

 



    

 

 

             

The button “copy register” is for creating a “Subordinate Register” and will only appear as an 
option when an account subscribes to that functionality. The button called “Edit Register” will 
bring you back to the profiling wizard. The button “Print Register” will create a PDF report of 
your register and provides various filters to enable the user to create tailored reports. The 
button “Delete Register” will delete the register:  a warning will pop up first to make sure you 
definitely wish to delete that register. 

The “Register Options” button provides a number of configurable options which allows the user 
to tailor the compliance area of the legislation view as detailed below. The user can change the 
name of the register and can choose to show or hide elements that they may wish to use or not 
use:

 



    

 
 

Underneath the row of buttons, there are filters to allow a user to view only Environmental, or 
only Scottish legislation or to filter sections such as “air”, “waste” or “chemicals and dangerous 
substances”. 

Underneath the Dropdown menus, is located a search facility. Items of legislation can be 
searched for, by title or reference. Once found, an item may appear, either in the “Legal 
Register” tab or in the “Not Applicable” tab. 

The Tabs appearing under the “Search” facility are divided into “Register”, “Not applicable”, 
“Revoked” and “other.” Every item of Legislation, within the Simplifi Legislation Library, that 
does not appear on the Legal Register list, can be found within the not applicable tab. All 
revoked items that have been revoked by the Simplifi legislation team are found within the 
“Revoked” section. The “Other” tab is for anything the user may wish to include as part of their 
overall evaluation of compliance that isn’t necessarily legislation. For example: Industry specific 
work permits, the organisations own procedures or client’s requirements. 

 

Users will note there is a new feature for those who have the Guidance module on their 
account. Whilst users have always had the ability to link any related Guidance with items of 
legislation, this useful option has always been a manual process. Over the coming weeks and 
months, users will notice more and more items of guidance being automatically linked to the 
legislation as the Legislation team work through the Database: 

 



    

 
 

4.3 Legislation overview page. 

Each item on the Legal Register (and in the “Not applicable” section) has an option to view and 
whenever the view button is clicked, it takes the user to the overview page: 

 

 

This “Overview” page has the same format for each piece of legislation within the Simplifi 
system. At the top, are some navigational buttons, which allow the user to return to the home 
page of the register or view the next or previous item. There is also an option to “remove” that 
item from your Legal Register if required or to print the item. When viewing items in the “Not 
applicable” section the “Remove from register” button will read “Add to register” 

Simplifi provide two summaries for each item of legislation as well as the full text. The first 
summary is a very brief “At a glance” description of the legislation. The next summary is a 
more detailed commentary called “In depth” and the user can also view the full text of each 
item. Each of these options can be accessed by clicking anywhere in the blue bars. 

The “next” option on the blue bar underneath “full text”, is an option to view any amendments 
to that particular item of legislation. 

  

The option, “Actions” will only be available if the “Actions” module is active on the account 
and allows a user to associate an action with an individual item of legislation. For more details, 
please see the Actions module below. 

 



    

 
 

The last blue bar is entitled “Documents” and when clicked, provides the user with an option to 
“add” a document and/or “add” a Guidance paper or a “link”. If a user clicks either “Add 
Document” or “Add Guidance” they will be taken to the respective module, where they can 
choose, either a document or a guidance paper which will then be attached to the item of 
legislation they are currently viewing.  

This could be for the purpose of providing evidence of compliance or supporting 
documentation or an associated Guidance paper, which assists with information on how to 
comply with that item of legislation. As detailed above, eventually all the Guidance will 
automatically be linked to the relevant legislation. 

The final and most important area on the overview page is the “Compliance scoring” section. 
Here a user evaluates the organisation’s compliance with the item of legislation. The default 
options are: “Compliant”, None Compliant” and Partially Compliant”. These compliance 
options can be changed or added to, within the administration area as detailed above. 

Once the compliance status has been ticked, there is an option to add notes. There is also a 
Risk Scale and a Relevance Scale which can be configured in the Administration area, as well as 
an opportunity to capture and record any “Risks” or “Opportunities” related to that item of 
legislation. 

If the user wishes to display on the home page, a record of when the last transaction was 
completed on that item of legislation, there is an option to tick the “Update reviewed date” 
box. The last reviewed date will then be displayed on the home page of the Legal Register. 

 

 

 

Any changes made in this area, will be saved, once the “Commit Changes” button has been 
clicked. Each transaction is then recorded with the username, the date, and the time which 
provides a valuable audit trail. 



    

 
 

As we saw earlier, the compliance status, and the risk and relevance ratings, as well as the “Last 
reviewed” date are all displayed on the home page of the register, creating a visual tool which 
allows the user to identify quickly, any areas that require attention each time they log onto the 
Legal Register view. 

 

4.4 Print Register 
 

The print register button on the Legal Register “Home page” will allow you to create a “PDF” or 
Word version of your legal register. When clicked, you will be taken to a page where you can 
select what you would like to include in in the report: 

 
Legislation summary: This will create a report with the details from your legislation summary 
page. 

 
“At a glance”: This will include the at a glance summary of legislation within your register. 

 
“In depth”: This will include the in-depth summary of legislation within your register. 

 
“With comments”: This will include the comments from your compliance notes. 

 
“Related documents”: This will provide a summary of documents attached to each legislation. 

 
Forthcoming event: This will create a report of events from the forthcoming calendar  
up to the date specified 

 
Legislation type: select the type of legislation you require in the register. 
 
Compliance status: Filter by: “Compliant”, “None-compliant” or “Partially compliant”. 
 
There is also a facility for the user to display new legislation from a date range taken from any 

two points within the previous year. To create this report, tick the “Only Legislation that is New 
or Amended between the following dates:” option and select the date range from the calendar: 
 



    

 

 
 

 

 

 

 

 

 

 

 

 

 



    

 
 

 

4.5 Legislation library 

 

The Legislation Library is a list of all legislation within the Simplifi database. It allows you to view 

all legislation together regardless of whether it is in your “Legal Register” or in the “Not 

Applicable” section. The review column gives you the opportunity to review items that haven’t 

been added to your legal register. You can add notes to explain why or how the item of 

Legislation is/are not applicable. 

 

 

 

5 Guidance Module 
 

The Guidance module is a library of “Guidance” documents created from a range of sources and 
regulating authorities. It can also be used as a library of the user’s own documentation using the 
“Upload” feature. It is divided into similar sections to the Legislation to make it easy for you to find 
what you need as well as including some additional sections such as EMS. 

The guidance is from a range of sources including Government departments, European Union, 
Non-Government Organizations and industry professionals. 

As detailed in the Legal Register section, a new feature of Simplifi will be Guidance automatically 
linked to the relevant legislation: 

 



    

 

 

 

 
 
 
 
 
 
 
 
 



    

 
6 Documents Module 
 

This section allows the user to upload documents and files which can be stored and accessed 
easily.  

To upload your own documents, select the “Upload” button, which will then navigate you to 
the upload page. Initially, you can only upload to the My management files folder, however by 
selecting this folder you will be able to create sub-folders in order to organise your uploads. By 
selecting the “Choose” button you will then be able to navigate to where your documents are 
stored and upload them into the system. 

Once uploaded, documents can be attached to legislation to demonstrate compliance or to 
assist in identifying legal requirements. 

This module also currently contains our management system templates along with guidance on 
how to use them. It provides templates, guidance and examples to implement a management 
system based on the standards ISO 14001 and OHSAS 18001. 

These are based on the 2004 standards and Simplifi now provide ISO modules based on the 2015 
standards and it is envisaged that the 2004 documents will be superseded in the near future by 
the new ISO modules. 

 

7 Action Register 
 

The “Action” register allows the user to create and assign any “actions” that are required, as 
part of their compliance management. “Actions” can be assigned to yourself, a colleague or 
someone outside the organisation.  

An action can be instigated from within the “Action register” module, the “Internal Audit” 
module or from the “Legislation overview page.” When an action is created within the 
Legislation overview page, it is automatically associated with that particular item of Legislation. 

When an action is created from within the Internal Audit module, it is automatically associated 
with that non-conformance or opportunity for improvement. 

You can assign the action to yourself or any other user in the system. Actions can also be 
assigned to colleagues who aren’t users on the system by adding their contact details to the 
“external mailing list” which is contained within the Administration area. 

Actions can also be sent to multiple recipients. 

To Create an action, select “Create new action” button. Then select who you want to send the 
action to from the drop – down. 

The next options are to select a department and an action type. As we saw earlier these can be 
configured within the administration area. 

The “Action” can then be given a name and description, start date and a target completion date. 
These details will then be sent to the recipient of the action via email. 

 



    

 

 

 

 

 

Recurring actions can be created by clicking the “Frequency” dropdown menu and selecting the 
desired frequency. You can choose from the options or specify your own by choosing “in 
Months” 

 

 

 

 



    

 
 

 

If the action is created within the Action Register Module, it can still be linked to an item of 
legislation. Once the user has entered the details of the action and assigned a target completion 
date, they will see an option to “Select Legislation”. Here, they can select the relevant Legal 
Register and search for the required legislation item by entering the title or key words or 
phrases. 

Once found, the item can be selected and saved. 

 

 

“Actions” will drop into the “Forthcoming Calendar” automatically, if the user has this module 
available on their account. 

Once the target completion date has passed, the originator and the recipient will receive a daily 
email alert, letting them know the action is overdue. 

Note: The email alerts can be disabled or configured by ticking or unticking the relevant email 
alert options for both the Actioner and the actionee. 

Actions can be managed within the Action Register module where there are options to “Close” 
the “Action” or delete completely, as well as editing any comments or extending the target 
completion date. 

 

 

Actions can be filtered by actioner or actionee and a “Report” option creates a PDF showing all 
actions with comments, status, and any associated Legislation. The report can also be filtered 
by actioner or actionee. 

 



    

 
 

An Action Analysis Report can be accessed by clicking the Blue text at the top of the Action 
Register page: 

 

 

 
This will provide useful data and identify trends, such as number of actions that have been overdue in a 
specified time period.  

 
 
 

8 Aspects Register 
 

The “Aspects Register” is designed to be used with ISO 14001 management standard and 
provides a system whereby environmental “Aspects” and “Impacts” can be recorded, scored for 
significance and associated with relevant Legislation or Guidance. 

Additional comments and reviews can also be recorded. 



    

 
 

8.1 Creating an Aspects Register. 

To build your “Aspects Register” click the “Build New Register” button. You will then be taken 
to the register details page, where you will be required to give the register a name for 
identification in the system. Type the name you require in the box and click the “Save” button. 

You can then add categories for your “Aspects”. Categories can be whatever you need them to 
be, such as ‘air’, ‘water’, ‘waste’, ‘location’ etc. 

Once you have created your register you can add “Aspects” by clicking the “Add New Aspect” 
button on the required category page.  

You can then assign: 

Reference, owner, Aspect name, Description and influence, Impact. 

 Condition: N = Normal, A = Abnormal, E = Emergency. 

You can then Record any controls which have been implemented and the condition in 
which the controls have been / are applied. 

 

You can also assign a ‘significance’ score to each aspect which will help prioritise which 
“Aspects” require urgent attention. (These are usually the highest scoring ones. Scoring is based 
on: 

Legal compliance 

Frequency of occurrence 

Severity of impact 

Likelihood of occurrence 

 

When you click the save button the score will be automatically calculated based on the 
following method: (Legal + Frequency + Severity) x Likelihood = significance score 

 

 

If a user wishes to remove the frequency element of the equation, they can click on the “Edit 
Register” button, this will bring them to the Register Builder area: 



    

 

 

 

 

They will see a dropdown option for using the frequency score, once “No” is selected, and the 
“Save” button clicked, Frequency will no longer be included in the matrix. 

 

Columns can be filtered by key words or phrases to assist with sorting for influence levels, 
conditions, controls and other useful categories. 

Once an “Aspect” has been added, you can use the drop-down menu in the right-hand column, 
to link any relevant items of legislation. 

To associate relevant legislation with an aspect, in the Aspects Register view, navigate to the 
drop-down menu in the far right “Action” column and select “Legislation” 

From here, you can select the relevant Legal Register and search for the required legislation item 
by entering the title or key words or phrases. 

Once found, the item can be selected and saved: 



    

 

 

 

 

Any comments will be date stamped with that date shown as “last reviewed” within the 
aspects overview, along with the user’s name.  

 

8.2 Aspects Overview 

 

This page shows all the “Aspects” from all categories, within a “league table” format, showing 
the highest scoring items at the top. 

There is an option to view all of the details for each individual “Aspect” as well as to view any 
associated (linked) legislation. 

 

9 Risk Register 

The Risk Register is a multi-layered risk management tool which can be configured to record 
and manage multiple ‘risk’ types. This module will allow the user to link relevant legislation, 
assign multilevel stakeholders, create actions and attach documents. 

 

9.1 Risk Activity Categories. 

The “Risk Activity Categories” enable the user to ‘group together’ activities that can be defined 
within the “administration” area. Typically, the categories could be different areas of the 
organisation, different departments or processes. 

 

 



    

 
 

To add a category, simply click the “Add” button. A user can add as many categories as needed. 
The categories can be deleted or edited at any time. 

 

 

9.2 Risk Activity Definitions 

The “Risk Activity Definitions”, enable the user to describe the relevant activities which are to 
be assessed within each “Activity Category” and again, can be defined within the 
“administration” area. 

To add a “Risk Activity”, click the “Add” button, choose a category under which the activity 
occurs from the drop – down menu, then give the “Activity” a title and description. The 
‘Activities’ can be deleted or edited at any time. 

 

 

 

9.3 Risk Control Types 

The “Risk Control Types”, provide the option to determine what type of ‘controls’ are to be 
applied to any specific “Risk Activity”. The control types can be anything that makes sense to 
the user or users within an organisation but typically, “control types” could be “compliance,” 
“system” or “financial”. To access these options, navigate to the Administration section. 

 

 



    

 
 

To add a “control type”, click “Risk Control Types” in the tool bar at the top of the page, then 
click the “Add” button, type in the “control type” and click the “save” button. The Control Types 
can be deleted or edited at any time. 

 

 

9.4 Risk Business Types. 

This area allows the user to define their business ‘type’ – e.g. Automotive, Oil & Gas. 
Manufacturing, IT etc. 

The Business types can be deleted or edited at any time. 

9.5 Risk Controls 

This page allows the user to add relevant controls within each ‘control type’ and ‘business 
type’. Once added, these controls will appear in the drop-down menu which the user can then 
select to apply the controls to the individual risk activities. 

To add controls, click “Risk Controls” in the tool bar at the top, then click the “add” button. Select 
the Control Type and the Business Type from the drop-down menus and give the control a name 
and description. Then click save. 

The Controls can be deleted or edited at any time. 

 

 



    

 

 

9.6 Risk Probability Definitions 

This area allows the user to set the descriptions and parameters for identifying the probability 
of individual risks. Once configured, these ‘risk probability levels’ will appear in the relevant 
drop-down menu which the user can select to determine the ‘probability level’ of each risk. 

 

 

To add a ‘Probability Definition’, click “Probability Definitions” in the tool bar at the top of the 
page, then click the “add” button. Type in a ‘category’, allocate a number in the range, Type in 
a description, then click “Save”. 

The probability definitions can be deleted or edited at any time. 

 

9.7 Risk Severity Definitions 

This area allows the user to set the descriptions and parameters for identifying the severity of 
individual risks. Once configured, these ‘risk severity levels’ will appear in the relevant drop-
down menu, which the user can then select, to determine the severity level of each risk. 

 

 

To add severity definitions, click “Risk Severity Definitions” in the tool bar at the top of the page, 
then click the “add” button. Select a ‘category’ and type in a description, then click “Save”. 

The severity definitions can be deleted or edited at any time. 

 

 

 



    

 
9.8 Risk Control Level Definitions 

This page allows the user to set the descriptions and parameters for scoring any controls, which 
have been applied to individual risks. Once configured, these control levels will appear in the 
relevant drop-down menu which the user can then select to determine the score of each 
control, applied. 

 

To edit a ‘Control Level’, click “Risk Control Level Definitions” in the tool bar at the top of the 
page, then click the “Edit” option within the drop-down menu in the righthand column. 

9.9 Risk Rating Definitions 

This area allows the user to determine the rating for the overall “Risk Rating” after all the other 
parameters, including, ‘Probability’, ‘Severity’, and ‘Control levels’ have been considered. 

  

9.10 Building a Risk Register 

Once the variables and parameters have been configured as (described above), the register can 
be built. To build your Risk Register, navigate to the Risk Register module and click “Add New 
Register” and give the register a name. 

Now you can add your ‘categories’ (these can be different locations, areas or processes). Once 
you have added your categories you can begin adding specific risks. 

Start by clicking the “Add New Risk” button. 

This will bring you to a data entry page where you can record: a reference number, a 
description and select which activity the risk belongs to, (clicking on the “Risk Activity” drop – 
down will show all of the activities that have been entered previously). 

Any affected items or people can be recorded in the box provided and the owner selected from 
the drop-down menu. 

If you wish to plan the next Risk assessment date, this can be done by clicking into the calendar. 

 



    

 

 

Once the “Save” button has been clicked, you will have a choice of returning to the register 
where you will see your risk details without any assessment scoring, or for improved workflow, 
move straight into the “Risk assessment”. 

 

9.11 Risk Assessment 

After the “Assess Risk” button has been clicked, the risk assessment data page will appear. Here 
you will see all of the parameters, previously configured, along with helpful reminders of your 
descriptions for Risk Probability, Risk Severity, and Control Levels, available in the related drop-
down menus. 

 



    

 

 

Please note: On the first assessment, no controls can be applied, However, this option will be 
available on all subsequent assessments. This is to allow an organisation to show pre and post 
mitigated risk and to demonstrate the improvement of scores once the ‘relevant controls’ have 
been added. 

Select the correct options for ‘Probability’, ‘Severity’ and, control level from the relevant 
dropdown, then click the “Calculate Risk” button. The risk rating will automatically be 
calculated and displayed. 

The next box allows the user to capture any opportunities associated with this risk. 

Any notes can be recorded and the “Risk Assessor” selected from the drop – down menu. 

Once saved, the risk will be added to the homepage of the ‘Risk Register’ showing the Risk 
status and the date the ‘Risk’ was last assessed. 

 

 

 

In the right-hand column, there is an “Action” column. The drop-down menu in this column will 
provide a number of interactive options for each risk. 

Assess Risk: 



    

 
This will open up the Risk Assessment page to allow further risk assessments. 

View assessment History: 

This will allow the user to view all previous assessments of that particular risk. 

Related Comments: 

Allows any notes and comments to be recorded. 

Risk Stakeholders: 

Provides an option for stakeholders to be assigned to individual risks. 

Related Legislation: To associate relevant legislation with a risk, in the Aspects Register view, 
navigate to the drop-down menu in the “Action” column and select “Related Legislation” 

From here, you can select the relevant Legal Register and search for the required legislation item 
by entering the title or key words or phrases. 

Once found, the item can be selected and saved. 

Related Documents: 

Allows documents which have been uploaded to the “Documents” module to be attached to 
the risk. 

Related Actions: 

Navigates to the “Actions” module to allow the user to create an action associated with that 
particular risk, as seen in the “Actions” module previously. 

Edit Risk Details: 

Allows the details of that risk to be edited. 

Delete Risk: 

Deletes that risk from the Risk Register. 

Once the Risk register is up to date, there are a number of reporting options available, 
including: an ‘overview report’, a ‘detailed report’ and a ‘spreadsheet’ report. 

 

 

 

 

 

 

 

 



    

 
 

10 Audit Register 

This Module allows you to create different ‘audit’ types and ‘checklists’. The ‘checklists’ can be 

assigned to a relevant ‘audit type’. An audit can then be created and the assigned ‘checklist(s)’ 

will appear. The questions on the ‘checklist’ can be answered and any evidence attached. The 

audit results are captured and stored within the “Audit Register”. 

 

 
 

 

 

 

 

 

 

 

 



    

 
10.1 Creating Checklists and Audit Types 

 

To create a checklist, navigate to the Administration module then click on to “Audit Check Lists” 
and click the ‘Add’ button. You can give your checklist a name and define the purpose. This is 
typically, something as simple as: “Warehouse” and “audit procedures”. Once this is done, click 
the insert button. 

You will now see an ‘Action’ column on the right of the page. Click ‘Questions’ and start adding 
questions to the checklist. You can add as many as you need. Once you have added your 
questions to your checklist, you are then ready to create ‘Audit Types. 

 

 

 



    

 
10.2 Creating Audit Types 

Click ‘Audit Type Definitions’ in the Administration sub menu and click “Add”. You can then give 
your audit type a name and purpose. Again, this could be something along the lines of:14001 
‘Audit 14001 procedures’. Click “Insert”. In the action column you can then assign a checklist or 
multiple checklists to the audit types. You can build as many checklists and audit types as you 
need and you can assign multiple checklists across multiple audit types. Once you have a check 
list assigned to an audit type you have everything you need to implement an audit. 
 

10.2 Implementing an Audit 

To run an audit, click ‘Audit Register’ on the main menu and select ‘Add’. Type in an ‘audit 
description’, then select ‘Audit type’, ‘Auditor’ and ‘Start date’ from the drop-down menus. Click 
‘insert’  

 

Select details from the ‘Action’ column on the right, and the details of your audit will be 
displayed along with the related checklists and their status. 

 

In the Action column select , ‘Run’ and again you will see an ‘action’ column where you can 

answer the questions in the checklist. Once each question is answered, you will have the option 

within the Action column to ‘add evidence’. When this option is selected, the software will allow 

you to browse your computer to where your evidence is stored. 

 

 

 

Once all your questions are answered and evidence attached you can then capture the results 
of your audit. Select your result from the dropdown and type in any recommendations. 

 Once this is saved, you will then have an opportunity to create a PDF report of your audit     
findings. 

 

 

 



    

 
 

If any Non-Conformances are identified during the audit, the “Non-conformance” tick-box can 
be ticked. This will automatically create a “Non-conformance report” which can be completed 
as required. The form allows you to record: Areas being audited, the nature of the Non-
conformance, corrective / preventative actions, “opportunities for improvement” and “Root 
cause analysis”. 

If the user subscribes to the “Simplifi” “Actions” module, there will be an option to create an 
action related to the Non-conformance, which can then be tracked through to completion , as 
detailed within the “Actions” module. 

 

 

All of your audits will then be stored on the Simplifi platform for future reference. 

 

11 Messages Module 
 
The ‘Messaging module’ provides a link to support from us. The Simplifi team can also send you 
information about new legislation, guidance and policy. We can also let you know of any changes 
to the system. 

You can request support from Simplifi, by creating a new message and sending it to the System 
Administrators who will respond to your query as quickly as possible.  

There is also a link to the support team email at the bottom of the page within the Simplifi 
system. 

 

12 Management Reports 

The ‘Management Reports’ module allows a user to create different types of ‘Reports’ using 
data securely stored on the Simplifi system. You can combine information provided from 



    

 
multiple areas of the Simplifi software and can also schedule a ‘Report’ to be emailed to key 
personnel at pre-defined intervals 
 

12.1 Creating a Report 

Navigate to ‘Management Reports’ and click the ‘Create Report’ button.  

Give your ‘Report’ a title then click “Save Title”. Next, click “Add Report” this will allow a user 
to choose data needed to build a ‘Report’, for example ‘New Legislation’, ‘Aspects’, 
‘Outstanding Actions’ etc. Once a user has selected the required data a user will be given further 
parameters from which to choose, once selected click ‘Save’. 

A user will then be given the opportunity to add further ‘Report’ information, following the 
same process as above. Once all the ‘Report’ information and parameters are selected click the 
‘Return’ button. A user will then see the ‘Report’ in a table showing: ‘Report Title’, ‘Created by’, 
‘Creation date’, and ‘Last updated’. A user will also be able to a select from the ‘Action’ column 
a drop-down menu which will give options to ‘Edit’ ‘Delete’ or ‘Preview ‘the ‘Report’. 

 

 

 

 

 

 

 

 

 

12.2 Scheduling a Report 

 

Once a ‘Report’ is created, a user can schedule that ‘Report’ to be sent to selected/key 
personnel via E-mail at a pre-defined frequency. To do this navigate to ‘Reports Schedule’ in 
the main menu and click ‘Add Schedule’. Give the schedule a description and select which 
‘Report’ you wish add to the schedule, using the drop-down menu.  

Choose the required frequency from the drop-down menu, then click ‘save’ 

 



    

 

 

 

 

 

 

 

A user will then see the schedule in a table showing: ‘Description’, ‘Report title’, ‘Next run’, ‘Last 
run’, ‘Frequency’, ‘Report period start’, ‘Report period end’, ‘Recipients’ and again an ‘Action’ 
column with options in a drop down. 

A user will see that the ‘Recipient’s’ column is empty. To add a ‘Recipient’, choose the 
‘Recipients’ option from the drop- down, select the ‘Recipient’ from the next drop down and 



    

 
click the “Add Recipient” button, then click ‘Return to schedule’ the desired ‘Recipient’ should 
now appear in the ‘Recipient’ column. 

The scheduled report will now be sent to the chosen recipient(s) via E-mail at the frequency you 
have set. To stop the scheduled E-mails or change the frequency simply ‘delete’ or ‘edit’ the 
frequency. Note: the recipients in the drop-down menu are taken from the ‘contacts’ you have 
entered into the ‘mailing list’ within the ‘Administration’ Area. 

 

 

 

 

 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 


