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TO:		All University Faculty and Staff
FROM:		NMU Safety Department
DATE:		June 4, 2018
RE:		Electronic Incident Reporting

	In an effort to streamline the Incident Reporting process, NMU is converting to an Electronic Incident Report System.  This system will make the reporting process more consistent and accurate.  Please begin using the system immediately.
	Please note that there are two types of Incident Reports.  In the first section of the report, you must  select Incident Report or Athletics and Rec Sports Incident Report.  The Athletics and Rec Sports Incident Report is for incidents involving individuals that are utilizing the physical education facilities at NMU.  The instructions for this report begin on page 11.
	Paper Incident reports will not be accepted after July 1, 2018.


INCIDENT REPORTING INSTRUCTIONS
To access the Incident Report, sign into your MYNMU and select the Employee Services tab.  The link for the Incident Report is in the Public Safety Services box.Click here to access the Accident Reporting System


[image: ]

To open the Accident Report, click on the New Report Button under the Home Tab. 
[image: ]Click here to open a new Report Form.
Home Tab




The first section of the report is the Complainant Information.  Complete all items in this section.
[image: ]Next
Incident Report

There are two different report types.  For all incidents involving employees, visitors and students that do not take place in the physical education facility select Incident Report.
Upon completion of this section, click the NEXT button.  If all items are complete, the system will move on to the next section.  
If you do not complete the asterisked items, the program will not allow you to move forward to the next section and an error message box will appear at the top of the form.
[image: ]Error Message


Fill in the missing information and click the NEXT button and the system will advance to the Injury Information section.
[image: ]
Complete each item in the section of the form.  The Incident Location has a dropdown box with campus buildings and addresses.  Select the appropriate location.  If you do not see a location that fits your incident, select other and type the information in the Exact Location field.  The Exact Location area must be completed to add detail (room, parking lot number, door, etc.)
Click NEXT to move on to the Area of Injury section.
[image: ]
In this section, select all areas of the body affected by the accident.  In the Detail box is for specific information, such as which finger, etc.  If the Area of Injury is not listed, select Other and enter the information in the Details box.
Click NEXT to move on to the Type of Injury section.
[image: ]

Select all Types of Injury that apply.  If the accident involves more than one area of injury and or more than one type of injury, enter the specifics in the box.  
Click NEXT to move on to the Incident Details section.


The items in this section are filled in with sample information to give you an idea of what information is needed. Please enter as much detail as possible.  If you have questions about how to complete this section, please contact Lori Pelkola at ext. 2152 or Mandy Magno at ext. 1415.
[image: ]
Click NEXT to move on to the Action Taken section.


[image: ]
Select all items pertaining to the accident and add detail for clarification.
Click NEXT to move on to the Bloodborne Pathogens (BBP) / Other Potential Infectious Materials (OPIM) section.
[image: ]
Complete each item as necessary.
Click NEXT to move on to the First Aid / Treatment Information Section
[image: ]
Enter all details of the treatment provided at the scene of the accident.
Click NEXT to move on to the Employee Information section.	
[image: ]
All items in this section must be completed, including the question “Incident Reviewed by Supervisor?” and the Supervisor’s information.  Use the pulldown menu for The Employee Department to select the department the employee works in.  Titles for Faculty and Staff should match what is listed in the University Telephone Directory.  
 If an employee leaves work because of an accident, indicate the number of days missed in the appropriate area.  If this information is not available, please complete the form and Human Resources will add this information.  
Click NEXT to complete the form.
You will then be viewing the screen shown on the next page.	


[image: ]Submit
Pink Box

Please note:  This is not a complete picture of what will show.  It is the first three out of the nine boxes of the form.
Please note the message in the pink box at the top of the page.  You have not submitted your form at this point.  You must click the SUBMIT button.  


Please review the form before you submit it.  If you find there are corrections/changes to be made, click the EDIT button next to the SUBMIT button.  
The following screen will display:
[image: ]Edit Button

Indicates section is complete.



The check marks on the right of the screen show that the sections are complete.  To edit information in any section, click on the box with the pencil in it, next to the title of each section.
The following screen will appear after you click the Submit button.
[image: ]
To enter another report, click the Home button.  
The My Reports button will show you a list of all reports you have submitted.


Once you have submitted the form, the NMU Safety Department will receive notification that a report has been submitted.  The report will be reviewed and finalized if it is complete.  If there is information/detail missing from the report, it will be returned to the submitting supervisor with notes regarding why it is being returned.   Please furnish the information requested and resubmit the report.
If you have questions about the returned report, please contact Lori Pelkola at ext. 2152 or Mandy Magno at ext. 1415.

Athletics and Rec Sports Incident Report
This version of the form is only completed for individuals who are injured while utilizing the physical education facilities at NMU.
To open the Accident Report, click on the New Report Button under the Home Tab. 
[image: ]Home Tab
Click here to open a new report form.


The Complainant Information section is the same for both report types.  Complete all items in this section.  [image: ]Select the Athletics and Rec Sports Incident Report

Next

Complete each item of the section and click on the NEXT button to move on to the Injury Information Section.
[image: ]
Complete each item in the section of the form.  The Incident Location has a dropdown box with campus buildings and addresses.  Select the appropriate location.  If you do not see a location that fits your incident, select other and type the information in the Exact Location field.  The Exact Location area must be completed to provide detail (room, parking lot number, door, etc.)
Click NEXT to move on to the Area of Injury section.
[image: ]

In this section, select all areas of the body affected by the accident.  In the Detail box is for specific information, such as which finger, etc.  If the Area of Injury is not listed, select Other and enter the information in the Details box.
Click NEXT to move on to the Type of Injury section.
[image: ]
Select all Types of Injury that apply.  If the accident involves more than one area of injury and or more than one type of injury, enter the specifics in the box.  
Click NEXT to move on to the Incident Details section.
[image: ]

These reports are for visitors or students only, so it would not be unusual to not have information about preventing the accident/injury.  
Complete all items that do apply and click NEXT to move on to the Action Taken section.
[image: ]
Select all items pertaining to the accident and add detail for clarification.
Click NEXT to move on to the Bloodborne Pathogens (BBP) / Other Potential Infectious Materials (OPIM) section.
[image: ]
Complete each item as necessary.  Click the NEXT button to complete the report.  This will bring you back to the Home screen where you will be given the option to EDIT or SUBMIT the report.
Once you have submitted the form, the NMU Safety will receive notification that a report has been submitted.  The report will be reviewed and finalized if it is complete.  If there is information/detail missing from the report, it will be returned to the submitting supervisor with notes regarding why it is being returned.   Please furnish the information requested and resubmit the report.
If you have questions about the returned report, please contact Lori Pelkola at ext. 2152 or Mandy Magno at ext. 1415.
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