
Adding a Project Risk Log 
The logs can be found at the bottom-left of the project: 

 

 

 

 



A note on access and permissions: 
To be able to add a risk log, check the following: 

 You must be logged in to the site 

 You must be a member of the project group, with a role of Editor, Publisher or Group Administrator. Check with the Project Manager if you are 

unsure of your access to a project.  

Click on Risk Log and you will be taken to the risk log view: 

 

 

To add a new log, click on the green button for ‘Create new log entry’. 

 

 

 

 

 



Fields can be populated as follows (* denotes a mandatory field): 

Identification Fields: 
1  

 
 

Title:  
This free text box should contain the title of you your risk. It will appear on 
the risk log view, the excel output and the programme ‘Project Risks’ log. 
Examples of commonly occurring risks can be found here. 
Where the risk is the result of a dependency (see also field 9) it is best 
practice to use ‘Dependency:’ at the start of the title. 
 

2 

 

Description: 
This free text area allows the user to input any content type including 
attachments and links to help describe the risk and it’s potential impact on 
the project. 

3  

 
 

Project Stage: 
This is the stage in the project that your risk could impact upon, should it 
occur.  
One of the following options must be chosen here: 

 Initiate 

 Plan 

 Execute (includes Analyse > Accept) 

 Deliver 

 Close 
 
 
 

http://www.projects.ed.ac.uk/using-this-site/risk-management-guidance


4  

 
 

Date Identified: 
Select the date the risk was first identified. This field defaults to today’s date 
but can be updated as required. 

5  

 
 

Identified by: 
This free text field allows the user to capture who or what area first 
identified the risk. 

6  
 

 
 

Initial Probability: 
This field captures the likelihood of your risk occurring before any action has 
been taken. This is also known as the Inherent probability. 
You must select one of the following options: 

 Very High 

 High 

 Medium 

 Low 

 Very Low 
 

7  
 

 

Initial Impact: 
This field captures the impact to the project if your risk occurred, before any 
action has been taken. This is also known as the Inherent impact. 
You must select one of the following options: 

 Severe 

 Major 

 Moderate 

 Minor 

 Insignificant 
 



8  

 
 

Risk Category: 
This field can be used to further sort, track and report on your risks. The 
following options are available: 

 Academic 

 Financial 

 Governance 

 Operational 

 People 

 Regulatory 

 Strategic 

 Technology 
 

9  

 
 

Dependency: 
This field can be used to tag risks that are present because of a dependency 
elsewhere that may have an effect on the project. Further details on the 
dependency can be noted in the ‘Description’ field, as well as the ‘Title’. 

 

Management fields: 
10  

 
 

Current Probability: 
This field captures the likelihood of your risk occurring after any action has been 
taken. This is also known as the Residual probability. 
You can select one of the following options: 

 Very High 

 High 

 Medium 

 Low 

 Very Low 
Note that where one or no selection has been made in the current 
impact/probability fields, the system will default to the same as the initial 
impact/probability. 



11  

 
 

Current Impact: 
This field captures the likelihood of your risk occurring after any action has been 
taken. This is also known as the Residual impact. 
You can select one of the following options: 

 Severe 

 Major 

 Moderate 

 Minor 

 Insignificant 
Note that where one or no selection has been made in the current 
impact/probability fields, the system will default to the same as the initial 
impact/probability. 
 

12  

 
 

Management Approach: 
This field captures what style of approach the project will take to manage the risk. 
You must choose one of the following options (default is set to ‘Reduce’): 

 Transfer 

 Exploit 

 Reduce 

 Retain 

 Avoid 
 

13  

 
 

Risk Owner: 
Each risk must have an assigned owner. This field does a search on users within 
the site by name or Universal Username (UUN).  
If the required user cannot be found, it may be because they have never logged 
onto the site before. All users must have done this once in order to create a 
Projects Website account. 
 
 
 
 



14  

 

Contingency: 
This free text area allows the user to input any content type including 
attachments and links to help describe the action to be taken should the risk 
occur and become an active issue. 

15  

 
 

Date of Last Review: 
This calendar box can be used to record the date the risk was last reviewed to aid 
in risk management and tracking. 

16  

 
 

Target Resolution date: 
This calendar box can be used to record a date that the risk is expected to either 
be resolved or no longer be relevant to the project. 

17  

 
 

Senior Management Responsibility: 
This free text box allows the user to capture the role within Senior Management 
that will have responsibility of the risk. 
 
 
 
 
 
 
 



18  

 
 

Date Closed: 
This calendar box allows the user to close risks as they are resolved. The risk log is 
still kept for tracking and reporting purposes, but becomes less visible as it is no 
longer active. 

 

Further sections available: 

Updates: 
The user can capture multiple updates for each risk as the project progresses. 

 

 



Actions:  
The user can assign actions as part of risk management for individual risks that can be tracked separately in the Actions log. 

 


