
 
 

Creating an Action on a Standard Risk 
Assessment 

Step one 

Log on to the Evotix/Assure system using Single Sign On (SSO) at the URL 
https://uk.sheassure.net/lse.  
If you are already logged on the LSE systems with Authentication, you should be able 
to log on by clicking on the blue bar saying Microsoft. If you are not logged on to any 
LSE systems, you may be asked to use your Authenticator app. 

 

 

 

 

 

https://uk.sheassure.net/lse


 
 

Step two 

Log into the Assure system, click on the ‘Modules’ tab and then click on the 
‘Standard Risk Assessment’ link. 

 

Then click on the ‘+ New Record’ button in the top right-hand corner to start a new 
standard risk assessment. 

 

Step three 

Complete the standard risk assessment (see Creating a Standard Risk Assessment 
user guide) and click on the ‘Save’ button at the bottom of the page. 

 



 
 

Step four 

You will be directed back to the top of your standard risk assessment, once you have 
clicked the ‘Save’ button, and from here click on the ‘Actions’ tab at the top of the 
standard risk assessment. 

 

Step five 

Click the ‘+ Add’ button on the right-hand side to create a new action. 

 

Step six 

This will open an ‘Action Details’ window.  Start by completing the Action and, if 
required, Action Details text boxes. 



 
 

 

Next, you will need to select the user who will need to complete this action.  To do 
this, click on the cog wheel next to the ‘For User’ box and click on the ‘Select’ button. 

 



 
 
This will generate the list of users in your organisational unit.  Click on the user from 
the generated list and their name will appear in the ‘Action Details’ window. 

 

 

Complete the remainder of the ‘Action Details’ window, setting a completion date for 
the action and assigning a priority level for the action (low, medium or high), and 
include any comments if required. 



 
 

 

You will also have the ability to include any attachments to documents and images, 
as well as links to both internal and external webpages. 



 
 

 

Once you have completed the ‘Action Details’ window, click the ‘Save & Close’ button 
at the bottom of the page and the action will appear on the ‘Record Actions’ page. 

 

  



 
 

Creating an Action After the Standard Risk 
Assessment has been Rejected 

Step one 

From the Assure home page, click on the ‘Modules’ tab and then click on the 
‘Standard Risk Assessment’ link. 
 

This will direct you to the dashboard showing the list of standard risk assessments 
you have completed. 

 

Step two 

Find the standard risk assessment that needs an action assigned to it and click on 
the reference number to open the risk assessment. 
 
 



 
 

 
You will then be directed to the overview page of your risk assessment, where you 
will be able to review the content of your risk assessment. 
 

 

Step three 

Click on the ‘Actions’ tab at the top of the risk assessment form and then click on the 
‘+ Add’ button. 
 



 
 

 
This will open an ‘Action Details’ window.  You will need to complete all of the 
mandatory fields marked with a red asterisk (*). 
 

 
 

Step four 

You will need to assign the action to a user for their attention.  To do this, click on 
the cog wheel icon next to the ‘For User’ box and click on the ‘Select’ option. 



 
 
 

 
 
This will open another window containing a list of the users will be able to assign the 
action to. 
 



 
 

 
 

Step five 

Once you have selected the user to assign the action to, you will need to select the 
due date the action will need to be completed by and select the ‘Priority’ rating for 
the action. 
 



 
 

 
 

Step six 

Once you have set the due date and priority rating of the action, and entered any 
comments you wish, you will have the ability to attach any files and external website 
links if needed. 
 



 
 

 
 
Once you have finished, click on the ‘Save & Close’ button at the bottom of the page. 
 

Step seven 

You will then be redirected back to the ‘Actions’ page and the action will be logged. 
 

 
 


