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1. CREATING RISK ASSESSMENT TEMPLATE 

1.1. SETUP DETAILS OF THE RISK ASSESSMENT 
 

Step 1: Sign in to Foods Connected and select Supplier Approval then select Risk Assessment Manager 

 

 

Step 2: Select Add New 

This will open a page to enter the Risk Assessment Details. 
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Step 3: Complete Risk Assessment Template Details. 

 

 

Step 4: Select how the score is displayed using Score By/Display Format Total and use the Score Display if 

only the scoring criteria description is required to appear. Select Shown in Score Summary Display if a 

breakdown of scoring per section is required. Once all details have been entered Select Save & Edit then 

select Risk Assessment Template.                                                            

This will open a page to create the Risk Assessment Template 

 



     5 
 

 
 

1.2. CREATING / EDITING A RISK ASSESSMENT TEMPLATE 

 

Step 1: Sign in to Foods Connected and select Supplier Approval then select Risk Assessment Manager

 

 

Step 2: Select the dropdown beside the risk assessment which is being created/updated and select Edit 

Risk Assessment 
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Step 3: Select Add New Section to add required fields using form builder and select Save 

 

 

 

 

1.3. ADDING EXTERNAL FIELDS TO RISK ASSESSMENT TEMPLATE 
External fields can be used to supplier information from other tools within Foods Connected. Scoring can be 

applied to these fields to contribute to the Risk Assessment Outcome 

 

Step 1: Select Add New and select External Field from the dropdown options. 
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Step 2: Enter the external field details and select Add Field when the details have been entered.  

 

N.B. An example of an external field which can be used includes the ‘Last Completed Audit Date’ from 

Audit Manager, which can be pulled into the Risk Assessment template to show the last completed audit 

date for that supplier and audit type. This can be scored according to the length of time that has passed 

since the last completed audit date. 

1.4. ADDING SCORING CRITERIA TO RISK ASSESSMENT TEMPLATE 
Create custom outcomes against the Risk Assessment template. Using colour coded Scoring Criteria helps to 

determine the Risk Assessment Outcome at a glance. 

Step 1: Select Scoring Criteria  

Step 2: Select Add Criteria 
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Step 3: To add scoring fill in the required field in the Add Scoring Criteria Tab. Select Add Criteria when 

details have been entered.  

 

Per Form/Section – add scoring criteria 

per form and/or per section 

Description - what each score boundary 

means e.g. pass/fail 

Min Value/Max Value – Select the score 

boundaries 

Colour – Select a colour for each score 

boundary 

Affect Frequency – Update frequency 

based on score 

 

 

Step 4: Once all scoring criteria has been added select Done 

 

1.5. ADDING CONFIRMATION ACTIONS TO RISK ASSESSMENT TEMPLATE 
Confirmation Actions update the Supplier Compliance Rule based on the Risk Assessment Outcome 

Step 1: Select Triggers and then select Confirmation Actions 

 

 

Step 2: Select Add Action to add Confirmation Actions 
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Step 3: Enter Action Title and select Supplier Compliance Rule Assignment in the Action Type dropdown. 

Select the Supplier Compliance Rule which the Supplier should be moved to on completion of the Risk 

Assessment 

 

Step 4: Enter the Risk Assessment Scores which this Confirmation Action applies to and Select Save to add. 
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2. RECORDING, UPDATING & VIEWING RISK ASSESSMENTS 
 

2.1. RECORDING RISK ASSESSMENTS 
 

Step 1: Sign in to Foods Connected and select Supplier Approval then select Risk Assessment Manager 

Step 2: Select Record New  

 

 

Step 3: Select required Site and Supplier then Select Continue  

 

 

 

 

 

 

 

 

 

Step 4: Complete Risk Assessment then select Save and Select Save Progress & Exit 
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Step 5: Select Dropdown at completed Risk Assessment and select Confirm Risk Assessment  

 

 

 

Step 6: Enter any additional detail required and select Save  

               Risk Assessment status will show as ‘Confirmed’.
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2.2. VIEWING COMPLETED RISK ASSESSMENTS 

 

Step 1: Sign in to Foods Connected and select Supplier Approval then select Risk Assessment Manager 

Step 2: In Risk Assessment Manager select View Completed at relevant Risk Assessment 

 

 

Step 3: Select Dropdown at completed Risk Assessment and select View Risk Assessment  
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2.3. UPDATING RISK ASSESSMENTS 

 

Step 1: Sign in to Foods Connected and select Supplier Approval then select Risk Assessment Manager 

Step 2: View Completed at relevant Risk Assessment 

 

Step 3: Select Dropdown at completed Risk Assessment and select Edit Risk Assessment  

 

Step 4: Complete Risk Assessment then select Save and Select Save Progress & Exit  
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Step 5: Select Dropdown at completed Risk Assessment and select Confirm Risk Assessment  

 

Step 6: Enter any additional detail required and select Save  

Risk Assessment status will show as ‘Confirmed’. 
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2.4. CLOSING RISK ASSESSMENTS 

Closed Risk Assessments will no longer require review. 

Step 1: Sign in to Foods Connected and select Supplier Approval then select Risk Assessment Manager 

Step 2: In Risk Assessment Manager select View Completed at relevant Risk Assessment 

 

 

Step 3: Select Dropdown at completed Risk Assessment and select Close & Lock 
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2.5.  REOPENING CLOSED RISK ASSESSMENTS 

Reopen Risk Assessments to review and update. 

 

Step 1: Sign in to Foods Connected and select Supplier Approval then select Risk Assessment Manager 

Step 2: In Risk Assessment Manager select View Completed at relevant Risk Assessment 

 

 

Step 3: Select Dropdown at completed Risk Assessment and select Recall Risk Assessment 
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3. CREATING REPORTS 

3.1. CREATING COMPARISON REPORTS 
 

Step 1: Sign in to Foods Connected and select Supplier Approval then select Risk Assessment Manager 

Step 2: Select dropdown beside relevant Risk Assessment and select Completed Comparison Report 

 

 

 

Step 3: Select required reporting parameters and select Next 
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Step 4: Select fields to compare then select Generate Report. Select the responses you require to report 

on (if all responses are required select Options checkbox and select Generate Report. 

 

 

3.2. CREATING SNAPSHOT REPORTS 

 

Step 1: Sign in to Foods Connected and select Supplier Approval then select Risk Assessment Manager 

Step 2: Select dropdown beside relevant Risk Assessment and select Completed Snapshot Report 
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Step 3: Select required reporting parameters and select Next 

 

 

 

Step 4: Complete requirements for the report and select Generate Report 
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Step 5: Select Create Dashboard Widget. Select Save As then select New Widget. 

 

 

 

3.3. CREATING ANALYSIS REPORTS 

 

Step 1: Sign in to Foods Connected and select Supplier Approval then select Risk Assessment Manager 

Step 2: Select dropdown beside relevant Risk Assessment and select Completed Analysis Report 

Step 3: Select required reporting parameters and select Next 
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Step 4: Select fields to analysis and select the Chart Style then select Generate Report. 

 

 


