
GMS004.3: Risk & Issue Reporting for 
Grant Recipients 
Click here to watch 

 

This guide provides detailed instructions on how Grant Recipients can 
efficiently create and edit risk and issue reports in the Grant Recipient Portal 

1. Disclaimers 

This guide uses screenshots and videos from the DESNZ training environment 
with demonstration data. The Warm Homes Grant Management System (GMS) 
is continually evolving, so this reflects the system as of July 2025. For the 
best experience, have GMS open and pause the video as needed to follow 
along. 

https://app.guidde.com/playbooks/rtK8GzYo79m87hryGQmqAn
https://app.guidde.com/playbooks/rtK8GzYo79m87hryGQmqAn
https://app.guidde.com/share/playbooks/rtK8GzYo79m87hryGQmqAn


 

2. Contents 

This guide covers the following topics: 1. Creating & Submitting risk reports 
via monthly reporting   2. Editing & Submitting risk reports ad hoc   3. 
Understanding the risk RAG scoring matrix 

 

3. Risk Reporting for Grant Recipients 

Submitting Fraud and Error Reports through Monthly Report. 



 

4. Monthly Reports via home page 

Firstly, let's get to the right place. We will access the monthly reports through 
the home page this time. 

 

5. Click "Edit Existing" 

Since we’ll be shining a spotlight on the risk section of the monthly report 
only. Let's revise the existing report rather than create one from scratch. Just 



so you know, training videos on populating monthly reports by funding award 
type are also available. 

 

6. skip ahead 

skipping ahead to the section on risks! 

 

7. skip fraud 



You'll then land on the fraud and error reporting section of the monthly report. 
This is explored in its own separate training video. So, for now, let's report no 
fraud. 

 

8. Risks for reporting month 

The table on screen shows you a list of all risk and issue reports created in 
the portal within previous and current month. These reports are automatically 
associated with the monthly report for that time period. 

 



9. Create new risk by first reviewing 

Select a record to view the high level details expanded below the table. You 
might have noticed that if you'd like to create a new report or declare no 
further reports, you need to select an existing record first to display the 
buttons, this is deliberate. 

 

10. Action buttons hidden 

It's to encourage you to take a moment to review what's already been 
submitted in the month before creating new reports or indicating no risk. This 
way, you can ensure everything is accounted for and help keep records 
accurate. 



 

11. Click on "Create New Risk or Issue" 

Click on "Create New Risk or Issue" 

 

12. Risk register details 

Fill in key fields such as risk category, start date and status. Fields marked 
with an asterisk are required to move to the next page. 



 

13. Cause and effect 

This example report discusses a weather disruption currently affecting 
England, which is expected to lead to delays in ongoing work. 

 

14. Likelihood and impact 

It is highly probable that this issue will have significant consequences if not 
addressed promptly. 



 

15. Action and contingency plans 

Outline any proposed actions related to the identified risks, as well as your 
contingency plans. 

 

16. Summary and submit 

You can then review the details you just entered in a read-only format before 
submitting. 



 

17. Return to monthly report page 

A new record has been created - number 30, that's what we will look out for. 
You can then return back to the starting point: the monthly reporting page. 

 

18. Review new risk record 

This is what the new record looks like within the monthly report. You'll notice 
its now been assigned a score of 25, and has a red risk rating. More on this a 
bit later. 



 

19. Risk Reporting for Grant Recipients 

Editing & submitting risk reports, ad hoc 

 

20. Ad hoc risks 

Navigate to Fraud and Risks, then select Risk Reporting to create risks on an 
ad hoc basis. 



 

21. Risk Ad Hoc - full list 

You are now presented with a detailed list of reports pertaining to risk and 
issues. Unlike within the monthly report, this list is unfiltered, showcasing all 
cases that have been created over time. 

 

22. Create new at the top of page 



Something to note is that the button to create a risk or issue report is located 
at the top of the screen, not at the bottom, underneath the table, as it is in the 
monthly report. Additionally, no record needs to be selected to display it. 

 

23. Edit a closed risk 

Now, let's walk through the process of editing an existing risk using number 
27 

 

24. Edit risk 



This risk pertains to health and safety and is currently marked as closed. We 
will be making a single modification: updating the Risk Owner from Delivery 
Partner to Contractor. 

 

25. Review before and after page 

After selecting next you'll see a summary page that shows you the values 
before and after edit. 

 

26. See "Risk Owner (After Edit)" 



Here is the change 

 

27. review edited risk 

Once you declare no further reports to raise, here is the edited record in the 
main risk list. 

 

28. record 27 

Record 27. 



 

29. Risk Reporting for Grant Recipients 

Understanding the risk RAG scoring matrix 

 

30. Risk RAG Scoring Matrix 

The scores assigned to each risk record are automatically calculated in the 
background using the information displayed in the matrix. This process 
generates both a RAG (Red, Amber, Light Green and Dark Green) colour 



indicator and a corresponding score. The calculation relies on two key fields: 
likelihood and impact. 

 

This guide covered the following topics: Creating & submitting risk reports via 
monthly reporting Editing & submitting risk reports ad hoc Understanding the 
risk RAG matrix. Thank you for watching! 
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