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1.1. Introduction 
 

This guide is to assist users to generate Incident and Hazard reports for their area/ business 
unit that they are responsible for through CHARM 
 

1.2. Privacy of Information 
 

Reports generated from CHARM contain personal information and care should be taken when 
distributing reports.  
 
In accordance with the University’s Values and Signature Behaviours, members of the 
University community are responsible for respecting an individual's right to privacy. 

1.3. Generating Reports  

Managers/Supervisors are able to generate reports via their own log-in and dashboard. This 
allows users to have 24/7 access to generate reports for their areas, which can be referred to 
in Health & Safety Sub Committees, Safety meetings and general department/area meetings. 
Health and Safety will continue to provide executive performance reports and ad-hoc reporting 
requests.  

An extensive number of reports are available to analyse area/department data. There are 
many criteria within each report that can be selected to customize your report.  

The following list contains recommended reports that can be generated through CHARM 

1. Incident and Hazard Summary report with Actions 

2. Injury Summary by Mechanism of Injury 

3. Tasks Reports 
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1. Incident and Hazard Summary report with Actions 

The Incident and Hazard Summary report with Actions generates a pdf report with the 
incident/hazard description and corrective actions which have been identified in the action 
plan.  

This report can be generated for monthly reports, as this report contains both 
incident/hazard and action information. The action information can assist users to see if 
actions are completed, incomplete or overdue their expected completion date.  

To generate an Incident and Hazard Summary 
report:  
 

1. From any page on CHARM, click on the + 
button on the top right corner of the screen 
and click Analysis 

 

 
 

 
2. Expand the Standard Reports drop down 

list 
 

3. Expand the Occupational Health & Safety 
drop down list 

 
4. Click on Incident and Hazard Summary 

Report with Actions  
 

 

 
 

 
5. Click on the Selection Criteria tab 
 
6. Select your Date Range using the calendar 

drop down lists 
 

7. Under “Status” tick the New and Open and 
Closed checkboxes. To view 
incidents/hazards with a status of New, 
Open and Closed.   
 

8. Enter a title for the report in the Custom 
Title free text box section. 
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9. Click on the “preview” tab 

 
 

10. Business Unit Level: select which business 
unit level you would like the report results 
to group as. 
 
E.g. Level 1 – Results will group as “Curtin 
University”. 
Level 2 – Results will group as “Office of 
the Provosr”   

 
11. Click on the Submit button 

 

 

 
 

 
12. The report results will appear in a pdf 

viewer in the Preview tab available for 
download. 

 
13. Depending on your browser, hover over the 

top middle or right section of the report 
where a task bar and save/download icon 
will appear.  
 

14. Click on the save/download or print icons to 
download or print the pdf report. 
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Figure 1. Example: Incident/Hazard Summary Report with Actions 
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2. Injury Summary by Mechanism of Injury 

The Injury Summary by Mechanism of Injury report produces a pdf report with a colourful pie 
graph of the mechanisms of injury and a description of the incidents/hazards broken down 
into mechanism categories. 

This report is useful to identify the leading mechanisms of incidents/hazards occurring in your 
area.  

For example in Figure 3.2 you can see 3 of the 6 incidents are related to slips, trips and falls. 
This information can assist to identify that further actions that may need to be put in place to 
prevent slip, trips and falls.  

 
To generate an Injury Summary by Mechanism of 
Injury report:  
 

1. Go to the Analysis tab 
 

2. Expand the Standard Reports drop down list 
 

3. Expand the Occupational Health & Safety 
drop down list 

 
4. Click on Injury Summary by Mechanism of 

Injury 
 

 

 
 

 
5. Click on the Selection Criteria tab 
 
6. Select your Date Range using the calendar 

drop down lists 
 

7. Under “Status” tick the New and Open and 
Closed checkboxes.   
 

8. Enter a title for the report in the Custom Title 
free text box section. 
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9. Click on the “preview” tab 

 
 

10. Business Unit Level: select Level 3 from the 
drop down list 
 

11. Click on the Submit button 
 

 

 
 

 
12. The screen will go to the Preview tab and the 

report will appear in a pdf format in the pdf 
viewer to download. 

 
13. Hover over the top right section of the report 

where a task bar will appear.  
 

14. Click on the download icon to download the 
pdf report. 
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Figure 3.1 Example: Injury Summary by Mechanism of Injury 
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Figure 3.2 Example: Injury Summary by Mechanism of Injury  
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3. Tasks Report 

A Tasks report produces a pdf report to show the corrective actions/ tasks that have been 
identified across all CHARM modules. This report is useful to identify what corrective actions/ 
tasks are currently open or overdue.  

An overdue tasks report generates a pdf report which flags any tasks that have not been 
completed prior to their assigned due date.   

 

To generate a tasks report  
 
1. Click on Analysis (top right menu bar) 
 
2. Expand the Standard Reports drop down 

list 
 
3. Expand the Task Management drop down 

list 
 

4. Click on Tasks - by Business Unit  
 

  
 

5. Click on the Selection Criteria tab 
 
6. Select your Date Range using the calendar 

drop down lists 
 

7. Under “Status” tick the New and Open 
checkboxes to view tasks for new and open 
checklists.  

 
Note: The Closed checkbox is not required to be 
ticked as these actions will already be completed 
unless you wish to include closed tasks into your 
report.  
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8. Click on the Tasks tab 
 
9. Tick the “Open” and “Overdue” check 

boxes 
 

Optional 
10. Task Owners 
To generate a report to see tasks assigned 
to a specific person/s, type the surname in 
the surname box to generate a search. The 
search results will appear in the Task 
Owners found box. Click Add>> to add the 
user to the Selected Task Owners section.  
 

 

 
 

11. Click on the “preview” tab 
 
12. Under “Show Tasks for” Click the 

checkboxes to view tasks for the relevant 
modules.  

 
13. Business Unit Level: select Level 3 from 

the drop down list for results to be 
sorted by Faculty, or level 4 for results 
to be sorted by School 

 
14. Click on the Submit button 

 

 
 

 
15. The screen will go to the Preview tab 

and the report will appear in a pdf 
format in the pdf viewer to download. 

 
16. Hover over the top right section of the 

report where a task bar will appear.  
 

17. Click on the download icon to download 
the pdf report. 

 

 
 

 

 

 

 

 



CHARM Reporting Guide 
 

Updated August 2022 Health and Safety Page 11 of 11  
                                    

Figure 5. Example: Overdue Tasks report 

 


