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Employees will be provided 
with a web link to access the 

Employee Incident Report 

They will use their First Name, 
Last Name and Date of Birth to 
access a blank incident report 



Click on Lookup 





Click on Search 



Click on the 
name to open a 
blank incident 



Any field heading 
in red must be 

completed 



 Enter your Supervisor, 
Phone Number & 

Email Address 



 
Using the scroll bar at the 
right of the screen, move 

down and continue 
completing the web form 



 

Read and select an 
Incident Type 

Enter Date and 
Time of Incident 



Click and Add 
a Witness 



Click and Add a 
second Witness 



Click the dropdown 
to see available 
Location choices 



 Click in text boxes to 
answer Incident 

questions 



 

If this is a Hazard, the Submit button 
appears following this question 

Click in text box to 
provide additional 

Incident details 



 

 

If this is a First Aid, Health Care or Lost Time, 
the User must complete additional 

information prior to submission 

Click dropdown to 
see available 

Injury choices 



Click on a check box 
to indicate the 

injured body part 



 
Indicate whether Medical 
Treatment was sought --

If “No”, click “Submit” 



If “Yes”, click where 
Treatment was received 

and click “Submit” 



When required fields have not been 
completed, an error message will appear 

and the missing fields will highlight 



 
Scroll through the form and correct 

any errors and resubmit the incident 

Print a copy of the report for 
reference, if required 



 
Once submitted, an 

email is issued to 
assigned Users for 

follow up 
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