Archer GRC Tool- Create Exception Request for Findings

Once all findings have an appropriate owner, a remediation plan to address each finding need to be created. In some cases, it’s not feasible to address the findings and an exception request can be created instead. Unlike Remediation Plans, Exception Request may only include one Finding.

Open the Finding record from the Compliance To Do List and click on the Accept Risk button.
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Once you have clicked on the Accept Risk button, scroll down to the Exception Request section and click the Add New button.
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Fill out all required sections of the new record screen. Please be as detailed as possible since this will be retained as a reference for anyone interested in the risk exception. You should also discuss this request with all parties involved before submitting.
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[bookmark: _GoBack]Once you have completed all sections, click on the Save button and then the Submit for Review button will appear. The HWGM/Reviewer will be notified by email that an Exception Request has been submitted for review.
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¥ INSTRUCTIONS

Please Start Here Before Proceeding

1. The Assessment Submitter must address this Finding, if the Assessment Submitter is not the person responsible for the
Finding they may re-assign the finding to another party. This should be discussed with the HIPAA Working Group Member
before being re-assigned.

2. Please review the scope and the Finding below. Please note the due date; this Finding is due by the stated due date.

To begin working on this Finding, click the # €T button on the menu above.

3.1f you are the appropriate person to address this Finding, click the appropriate button to either'Remediate Risk' (which allows
you to complete a Remediation Plan) or ‘Accept Risk’ (which allows you to complete an Exception Request).

4. Once you dlick the =) or button you must follow the instructions below for Remediate Risk or Accept

Risk

5. If you accepted the risk you must now create an Exception Request to be sent to the HIPAA Working Group Member for
approval. Follow the instruction below to complete the request.

6. If you are remediating the risk you must create a remediation plan as shown below.

7. 1f you are not the appropriate person to address this Finding, ask your HIPAA Working Group Member to re-assign the
Finding

To Re-Assign the Finding

1. Clickonthe button

2. Select the user that is responsible to complete the remediation work on the finding. If that person is not listed please contact
the Service Desk to request that they be added to the Archer Users List.

3. Once complted clck o the buton.
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with each Risk Exception Request and wil nvolve both the HIPAA Working Group Member (Assessor) and the Responsibe Party
for your Covered Enty.

1. Cickthe button above.

2. Click | Add New below to add and submit your exception request for approval.

Status Owner.
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Start here before proceeding

1. The Exception Request Owner must submit a completed request for approval.

Date Created: 3/212018 1:43 PM Last

2. Ifyou're not already in Edit Mode, then click the % €2 button above to switch to Edit Mode.

ES BSAVE L on.

ill n all required fields marked with a *, After filling in all the required fields click the.

4. you are sarisfied with the exception request click the button to send the request to the HIPAA Working Group Member
for the first level of approval.

5.To exit the record click on the
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