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What is Reportlt?

The requirement for Reportlt is actually over ' years

old!

It’s origin came from the underreporting of
accidents in the Army.

It’s based on two fundamental concepts:
Accident reporting is too complex!

(Provide the Army with a TurboTax like way of reporting
accidents.)



What is Reportlt?

Injury /Damage information already exists in

databases.

(Collect this information to
accidents.)
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What will Reportlt ofter me?
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What will Reportlt ofter me?
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What will Reportlt ofter me?

Offline -+ Allow you to run Reportlt on your local 3
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How do [ access Reportlt?

Direct -

From the CRC homepage -

* i RANY SAF
i qo)b iS f,‘sfp,‘v S fiNv 1) m

anvy Ao LS ARMY COMBAT READINESS SAITTY CINTER ©

search I

NOTICE: On Sau'day, June 2, 2012, from 0800-1200 hours CDT, ALL web systems and web applications to indude: TRIPS, GRAT, ARAS, ARAP,
ASMIS, RMIS, and this USACR/Safety Center public website may expenence intermittent instances of being off-ine due to scheduled
maintenance, Please plan accordingly. Thank you.

Latest PLRs
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ONE SOLDIER'S LIFE
A 12th Aviation Brigade.
Rear Detachment, Stork
Barracks Deshem,

Germany, Soidier was
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Reportlt
Reportlt is the single Army 2ccident and risk
month. 1 C Sucting a Feddetehio oy 10 [ management system for collecting injury, ilness and
44 o loss data and effectively managing its safety and
occupational health program.
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ReportIt is now the official Army accident
reporting tool.
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il no longer use the Loss Reporting Accident
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Faghtfax
Crash Rescue Products

ing accident reports ASAP.
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Recrestions’ Vehides



https://reportit.safety.army.mil/
https://safety.army.mil/

How do [ access Reportlt?

Report?

Report it will be the single
Army accident reporting and
’ ,& (;‘k risk management system for
e =57 @ oy collecting injury, illness, and

T . loss data and effectively

managing its safety and
occupational health program.

The New Reportit Dashboard!

The new Reportit Dashboard is streamiined
organized, intuitive. and much faster! Click
the image 1o the left for 3 quick preview

What is Reportit?

Repoﬂn-ﬂbeacemrauedmecnanmlor:mmgnm #iness and loss reports 1o
help the Army meet its appiicable reguiatory requirements and effectively manage its
safety and occupational health program

What will Reportit do for me?

The US Army Combatl Readiness/Safety Center (USACRC) supports the Army by
collecting. stoning. analyzing. and disseminating actionable information o assist leaders.
soldiers. families and cviians in preserving and protecting our Army's resources. The
Reportit system will fully accommodate the data elements required by DoD and meet
command-specific functionality, as well as reflect a streamiined, efficient reporting
process, that will facitate reporting and boost reporting rates.

Want to learn more about Reportit?
Read our business case L

Need Some Guidance?

For assistance while entening a report. a User's Guide for L s

avaitable through a link at the bottom of all screens, as-elasmeln'onnathmm
the Reportit sidebar

Reportit worksheets are availlable to assist you in
gathering your accigent information These
worksheets follow the order in which you will need to
enter accigent data into Reportit. The worksheets
Inciude ail blocks for each form type and moce

Ciick one of the links below to downioad and print 3

Don’t know if an incident should be
reported or not? Left-clicking on this
icon will launch a step-by-step
interview to help you make that
determination!

-

Ready to report an accident? Left-
clicking on this icon will allow you to
create a report in Guided or Expert
mode!

.
Need to continue working on a report

or access the Safety Office Console?
Left-clicking on this icon will take
you to your Dashboard so you can
access both!

Need to review a report submitted to :
you? Left-clicking on this icon will
take you to your Dashboard and
reports in review!



How do | manage my reports?

Your reports are
filtered &
organized by

Live Mode ®

Submitter

& & Jomes, Jon S Mr CTR USA OSA USA Reports In Draft Status (Submitter)

@0 Help & Turora This veew chows all accident reports created by you and that are in a Draft status (Le. that you are still working on). ﬁ

‘ }

& My Profile r

My Alerts Looking for a specific report New Advanced Search Festure by clicking the Advanced Search link
8 Advanced Sesrch..
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L SO i Board Member
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1 In Review (1)
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& 29 Reviewer
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How do I manage my reports?

make it easier to manage your reports:

Collaborate — Launches the Collaboration Summary for that report and allows
you to start or join a discussion group with the Submitter and/or Reviewers. It is
only available for board members and/or when safety officer rules apply.

Delete — Allows the Submitter to delete that report. It is only available when
the report is in Draft or Rejected status.

Edit — Allows the Submitter or Board Member (with edit rights) to enter and
make changes to that report. It is only available when the report is in Draft or
Rejected status.

View Forms — Allows authorized users to open the associated DA Forms. The
forms will open in a separate window as an Adobe PDF file and can be saved
locally.




How do I manage my reports?

make it easier to manage your reports:

Report Status — Launches the Report Status tracker in a separate window. This
provides a way to track the report, from creation through receipt at the CRC. It is
available to authorized users once the report has been submitted for review.

Recall - This allows the Submitter to pull back a report. It is only available to
the Submitter and when the report is in review.

Manage Reviewers — Allows authorized users to view, add, edit, and/or delete
reviewers associated with that report. It is only available once the report has
passed audit.

Request Extension — Allows the Submitter to request a date extension, from the
CRC, for that report. It is only available for reports with a due date and in Draft
or Rejected status.




How do | manage my reports?

New make it easier to manage your reports:

Review - Launches the Reviewer Tasks page. It is only available for Reviewers
when the report is awaiting their review.

Loclked - This allows the report to be locked from editing. It is only available to
CRC personnel.

13



How do | manage my reports?

Advanced Search allows me to find any/all reports that
I'm associated with!

searchable fields
Results returned in same window

My Profile
[ My Alerts

In Review (1)

@ Past Due (4)

&) Atcrc (@

' Finali
[ Investigation Board
|53 In Draft
In Review (2)

@ Past Due (1)
&
v Finalized (3)
[E-C5] Reviewer
! For My Review (9)
I'm Reviewing (2)

I've Reviewed (In COC Re

+ T've Reviewed (Final) (3)

Advanced Search

The Advanced Search tool allows you to search accident reperts based on the various criteria,

Advanced Search

The Advanced Search tool allows you to find reports based on the criteria listed below. You must make at least one (1) entry or selection,

Reportlt ID Report Description Local Number
Date Occurred (from) Date Occurred (to) Date Due at CRC (from)  Date Due at CRC (to)
[ ®m[ m[ =

Responsible UIC Country
[Select

Date Created (from) Date Created (to)

Classification | d By (na

Page size: 3itemsin1 pages

Status Reportlt ID Created By g;:ﬂent E::tad E:tCER[‘J:UE Action

- Jones, Jon S Mr CTR . 2. =
AGAR R20110925008 USA OSA USA /2011 26/2011 10/25/2011 # @
Jones, Jon S Mr CTR.
USA OSA USA

In Review

AGAR  Reportable  R20120207003 JJONES  2/7/2012 2/8/2012 3/8/2012

Jones, Jon S Mr CTR =
417/ 417/ 7, ’
R20120417002 |\ "0 1o WEEEEE ~ 4/17/2012 4/17/2012 5/17/2012 & W&

3items in 1 pages

14



How do I create a report?

From the Landing Page...

»

Ready to report an accident? Left-
clicking on this icon will allow you to
create a report in Guided or Expert
mode!

Worksheets

In ¢
> 2:”?‘3{;3:;!’:’lcr;:zf"::gz"d Reportit worksheets are avallable to assist you in 3 | ‘
risk management system for gathering your accident information. These } =y ‘
collecting injury, illness, and waorksheets follow the order in which you will need to -
oo data nd Stsciiiei enter accident data into Reportit. The worksheets raly ! |
managing its safety and include all blocks for each form type and mode t ‘
Y -
ccupstionsl health prograi, Click one of the links below to download and print a T Y § "- >

Reportit worksheet

Login to Reportit!

To login to Reportit, make a selection in
the Login box below.

Select a Mode: @

Live Mode

DoD-Approved Certificate Login
To login using your Smart Card, press
the Login button below

DoD-Approved Certificat

Reportlt is the single Army accident
reporting and risk management system
for collecting injury, iliness, and loss
data and effectively managing its safety
and occupational health program.

15



How do I create a report?
From the Dashboard...

ashboard | Issue Tracking System

Dashboard

Jones, Jon § Mr CTR USA OSA USA
@0 rd Help & Tutorials...

25 My Profile

[ My Alerts

#8 Advanced Search...

[ My Accident Reports

-3 Submitter

In Review (1)

@ Past Due (4)

Reports In Draft Status (Submitter)

This view shows all accident reports created by you and that are in 3 Draft status (i.e. that you are still werking on).

¥ Looking for a specific report? Try the New Advanced Search Feature by clicking the Advanced Search link in the tres

Status Form  Class Reportit ID Created By g::;da'“ 22;2 .

R20100524001

mode!

F

Best for the safety professionals or those
familiar wih the accident reporting process
You'll enter data straight into the appropriate
flelds without a ot of questions!

You can always switch 10 Guided Mode at
any point dunng the reporting process

Stant in Expernt Mode

»

Ready to report an accident? Left-
clicking on this icon will allow you to
create a report in Guided or Expert

Recommended If you are new to Reportit o
the accident reporting process. This mode
offers more guidance and therefore more
questions to lead you through your report

You can swich 1o Expert Mode at any point
aurng the reporting process

© Guided Accdent Worksheots

| ®1atin Guidea oae

16



How do I create a report?

Choose a mode...

Expert Mode

Best for the safety professionals or those
familiar with the accident reporting process.
You'll enter data straight into the appropriate
fields without a lot of questions!

You can always switch to Guided Mode at
any point during the reporting process.

Start in Expert Mode...

Recommended if you are new to Reportit or
the accident reporting process. This mode
offers more guidance and therefore more
questions to lead you through your report.

You can switch to Expert Mode at any point
during the reporting process.

@ Guided Accident Worksheets

Start in Guided Mode...

For safety professionals
User selects form type
accident classification

Faster than Guided Mode
Relies on user’s safety knowledge

For non-safety trained personnel
More pages/questions than
Expert

Step |"" by |‘ Step l‘ Interview|

17



Best for the safety professionals or those
familiar with the accident reporting process.
You'll enter data straight into the appropriate
fields without a lot of questions!

You can always switch to Guided Mode at
any point during the reporting process.

How do I create a report?
Expert Get Started...

Get Started (Expert Mode)

To create the new report, make the appropriate selections below then click the Continue button to
proceed.

Was the person (or persons) involved in this incident on-duty?
© Yes

© No

Did this incident occur during or is your unit currently in a combat operation?
O Yes

Please select the Form Type
© Form AAAR
Abbreviated Aviation Accident Report

Form 2397
Full Aviation Accident Report

© Form AGAR
Abbreviated Ground Accident Report

© Form 285
Full Ground Accident Report

© P'm not sure
(if you select this option you will be placed in Guided Mode when you click the Continue button).

Please select the Classification

Class A
The resulting total cost or reportable damage is $2,000.000 or more, an Army aircraft is
destroyed. or an injury and/or occupational iliness results in a fatality or permanent total
disability.

© class B
The resulting total cost of reportable property damage is $500.000 or more but less than
$2.000.000, an injury and/or occupational ilness results in permanent partial disability. or three:
or more personnel are hospitalized as inpatients

© classc
The resulting total cost of property damage is $50,000 or more but less than $500,000, a
nonfatal injury causes any loss of time from work beyond the day or shift on which it occurred.
or a nonfatal iliness or disability causes loss of time from work or disability at any time (lost-time:
case).

© classD
‘The resulting total cost of property damage is $2,000 or more but less than $50,000, or a
nonfatal injury that does not meet the criteria of a Class C accident (no-lost-time case).

© ClassE
The resulting cost of property damage is less than 52,000

~ Class F
Turbine Engine Foreign Object Damage Incident (FOD). Reportable damage confined to
turbine-engines as a result of unaveidable interal or external FOD. Turbine engine FOD
incidents are to be reported on an AAAR as a Class F incident, regardiess of cost

Reportable
All occurrences that cause injury, occupational iliness, or property damage of any kind must be
reported to the Soldier sfemployees/unit's servicing/supporting safety office.
© I'm not sure
(if you select this option you will be placed in Guided Mode when you click the Continue button).

Is there a formally-appointed Investigation Board?

18



How do I create a report?

Guided Get Started...

Guided nni! '

Recommended if you are new to Reportit or
the accident reporting process. This mode
offers more guidance and therefore more
questions to lead you through your report.

[ You can switch to Expert Mode at any point
during the reporting process.

@® Guided Accident Worksheets

Start in Guided Mode..;.m

%

Interview




How do I get help while in a report?

Safety & Technical Help is provided on each and every screen!

Hover over the question mark icon ®  to see field specific help...

(Z REPORTIT BN Siiiammmtiih
J ' ' ,«J @ Date: You can enter the date of the accident within the text
field using the YYYYMMDD format or click on the calendar

icon,

If using the calendar, years can be easily navigated through by
left-clicking on the month/fyear title.

General | Personnel | Materiel || DA Form 285-AB Block 1a, b, & ¢

seneral Introduction Date and Time unit 4 Time: Enter the time of the accident in local military time (24-
' ' hour clock).

AWhen did this accident ccocur? D& Form 285-AB Block 1d

ter the date and time of the accident. %\1

Gusss @

20



How do I get help while in a report?

Help is provided via the ReportIt Information
Center by clicking on:

A link within the Information Center Section
An item in the Additional Resources Section

The Information Center
provides quick and easy access

to helpful information,

To search help resources click

the link below.

Search Help Resources....

Click the link below to go to

the Information Center Home

page.

Information Center Home

< Reportit Information Center
B Sesech o Categories/Resources...
Bl Palicy - Guidance
[ Frequently Asked Questions

Property Damage

=i On Demand Training Damage 1o Army FIFUDEI'W._"\CWNW Government-fumished mateniel (GFM), or Govemment-umished property (GFP), or Government
[@ Additional Resources [~ 4 D Dashbosrd Traing fumished equipment (GFE) provided 1o a contractor
=i | Satety Office Consce Training Also, any damage to non-Amy property as a result of Army operations
 Office Console Overview

Property Dam =%

Opening the Sefety Dffice Consale

'y Dffce Console Components.
@ Creating a Safety Office Hiesarchy
4 23 Managing Perscanel
o[ Managing Usits
Bl Acronyms
&) Terms and Definitions
[ Using Reporth
o Decurnents

B How are accident classi
determined or changed within
Reportlt?

Support & Feedback el

(3 Ground - Create Report Process
+1- L4 Auintion-Create Report Process
o [ Repentt Teeks

+i- [ Safety Office Console




How do I get help while in a report?

[ can ask for help by clicking on the tab
located at the bottom of every page!

General Introduction Date and Time Unit Address Unit Details Instaliation Explosives Location Det: Report Section @

Ask for Help

Asking for help via the Reportlt Help Desk is fast and easy! Just make a
selection below, provide us with a detailed explanation of your question or
problem, and click the Submit Help Request button.

Our Help Desk personnel will be notified and will assist you as soon as
possible. Just follow the quick steps below.
Your Army E-mail Address (required)

General Information
We need to collect some basic information about this accident. Please describe your question or issue in the box below (r

Click the Continue button to get started.

Submit your Help Request.

_ Submit Help Request...

“kip this Se~*rq 7=~y

22



How do I get help while in a report?

Through the Information Center, I can also:

Ask for technical support
Request a new feature
Ask a question

Take a survey
Email the CRC Helpdesk

| Help Desk Duty Hours:
0600-1800 (Central Time)

Phone: (334) 255-1390
DSM: (312) 558-1390

W VR W ey V. . W W VW

s



How do I review the DA forms?

From the Dashboard...
Hover over the folder icon = ¥, and then click on “Open Forms”...

- - lones, Jon S Mr CTR
3 Mot yet . o
UASAR | D e USA OSA USA 3/26/2012 '
View Report

_ lones, lon 5 Mr CTR. 4
"ARF Mot yet USA OSA USA 471372012 1. Open FGr‘ITll:_i

assigned ,

_ . Jones, Jon 5 Mr CTR 2
AGAR  Reportable  R20110925008 US; OSA USA 9/26/2011 10/25/2011 & , |

“v//:’r p7

Kaons

] ' TIME & DATE OF ACCIOENT (3.7 |2 T 2. PERICD O DAY COMBAT §TATUS D'." E
tenl o500 Clowr (] werw o [ owen
oukadres 0 fcueews 00 TAmwe

R ) O I

y W
- [Oom Domen —— — Terowwonam Ou
3. Brefy Sescroe e ~ssion. -

3 VERICLLBOUFUENT MATERSL NVOLVED r 4
[aTeestimmrorercane fowesswoors 0 fcbews 00 feowsmi e fmcswcComoDencr [t ieeorcomsen  J

36, DATE ABSIGNEOMRED Y YYARIE!

‘ T T2 DUTY $TATS.
Do

[m[EEY




What is the Collaboration Tool?

Provides authorized users the ability

to discuss the report online! e
Submitters can request support from
their safety office. s
Safety Officers can provide feedback \

once the report is created.

f.,

Safety Report ‘—I fa
Dlscussmn \

\Offlcer \

AP

/_r

PPT—

AR \Submitter >

a8



How do I access the Collaboration Tool?

From the Dashboard...

Left-click the “two-people” icon | 2% under the Action column...

R2012041000

R20120417002 A OSA USA

R20120326006  |jsA OSA USA WEEEEE

WEEEEE

3/26,/2012

4/10/2012

41772012 4/17/2012 5/17/2012

302672012 /242012

Accident Report Collaboration Summary

Collaboration discussions for this report are listed below. To view discussion entries and comments for
a specific discussion, click the discussion name in the table

Retum to My Dashboard Open Report...
Report Collabaration

The tree stucture below contains a quick view of the most significant information for
the selected report.

1= [J Report 20120417002
=[] General Information

/1742012

=[5 Personnel Involved
& Na e cation: Active Army Injury ity: No.
Injury Injury Cost: 50
1=+ Materiel
Owner: Army  Estimat

Unspecified Unspecified

Accident Report Collaboration Summary

Collaboration discussions for this report are listed below. To view discussion
a specific discussion, click the discussion name in the table.

Return to Wy Dashboard. Open Report...

itries and comments for

Report Collaboration

Accident Report Collaboration

The Report Collaboration tool provides a convenient means for submitters, Safety
Officers, and Board Members fo exchange information, ask questions, provide
answers, and simplifies the report creation process.

To initiate a discussion, click the Create Discussion button below and provide a

title and content. To learn more about the Report Collaboration Tool, click the
Help link below.

earn more about the Collaboration Tool...

Create New Discussion... | @

26



How do I access the Collaboration Tool?

rom within a report...

General Introduction Unit Address. Unit Details Installation Explosives

Briefly descibe the mission the individual or unit was conducting at the time of the accident. If off du
state so. @

Characters (with formatting): 8 Remaining: 92 {100 characters allowsd 1S
Date and Time Unit Address Unit Details Installation Explosives Location Detais Synopsis
Was the task a Mission Essential Task List (METL) task? @

2 Yes When did this accident occur?

J% Need Guidance?

Enter the date and fime o accident. @
Use Report Collaboration to
ask your Safety Office(s) for

Guidance.
ollaboration Forms | @ AskFor Help

© Information Center

Did the accident occur during combat? @
ccident Report Collaboration TheInformation Center
le Report Collaboration tool provides a convenient means for submitters.

ty Officers, and Board Members to exchange information, ask questions,
ovide answers, and simplifies the report creation process.

provides quick and easy access
No

to helpful information
Did the accident occur due to Army operations? @
To initiate a discussion, click the Create Discussion button below and provide a Yes
title and content. To learn more about the Report Collaboration Tool, click the
Help link below.

To search help resources click
) No the link below.

Search Help Resources..
il Learn more about the Collaboration Tool Enter a description for the Reportit dashboard: @

Click the link below to go ta

the Information Center Home
Content Manager Update for Wind Direction

Create New Discussion... | @

Discussions/Topics Replies Status Last Post

No records to display.

View Report Collaboration Summary
Save & Go Back

27



How do I attach support documentation?

Left-click on the
tab:

Select from
the dropdown

Provide additional
information

Left-Click on the
button

Locate and choose your
document or picture

Left-click
button

Frovide any supporting documentation you may have.

To attach a file. click the Aftach Documend bution To edd an existing item_ click the pencil kon. To
remowe an exsting fem, cick the red X

vaid fle types include: bpm, csv. doc. doc gif, jpeq. Bg. pdl. prg. ppt et Nt B b, s
i - The prefemed Nie type 5 .pal

WARNING: Do not attach autopsy files to the report. Autopsy files should be mailed directly
to the CRC.

(There is a 10MB limit on fle size )

Aftach a Flie

WARNING: Aulopsy infarmation shoukd be sent directly 1o the CRC a
electronically to the report.

15 this 3 fle thal can be “alached” of 2 “hardcopy” document that will
Attachment [=

5 provided in this file?

What would you lke to name this fle?
This &5 a map of the accident site

Provige remarks 1o indicate if requined information is being delayed or)
Hid,

File name: s with-pis-stripes (1)

Which “area* should this file be associated wih?
Inci =l
Descrigion/Caption. @
This t5 a picture of the car before mpact
Sedect
£ This attachment has 3 landscape orientation (GStaul is porrait)

28



How do [ submit a report?

If all your data is complete, left-click on the tab...
> IMPORTANT - Check the box!

Left-click on the “Check Report for Errors” button

Intreduction Report Audit

Your Report is Ready for Inspection!

We are ready to initiate the audit of your report. The evaluation process may take several minutes
to complete. Once you click the “Check Report for Errors” button below, do not press any buttons
within your browser. When the inspection is complete, the results will be displayed for you.

heck here to complete the final evaluation of your report. By checking this box, you are
BYing that you have completed all of the data entry for this report. Your report will now be

evianggied to ensure it meets all the requirements of the currently displayed accident class and form
type.

If you have not completed the entire report, you may leave the box un-checked and we will do a
basic evaluation to alert you to any items that will need correction prior to the final evaluation.

You must check the box and run audit before being allowed to submit this report! @

29



How do [ submit a report?
Fix any/all errors by left-clicking on hypertext...

Overview | General | Personnel | Materiel | Environmental | Witnesses

Introduction Report Audit

Report Contains Errors/\Varnings

Our inspection of the information you have provided indicates that one or more steps contain either

Errors or warnings. The table below lists each erroriwarning. The Possible Action(s) column provides All errors muSt b e

links that allow you to navigate directly to that step (or steps) to resolve the problem.

o
The list of audit errors/warnings below is a snapshot from the last report evaluation executed at the leEd a
date/ftime shown below:
6/5/2012 10:39:26 AM

These results can be refreshed by re-auditing the report. To initiate another audit, report Can b e
click the Audit Report button at the bottom of this page. -
submitted for

review!

A\Error(s) found | g Warning(s) | = No steps flagged

1-Doe JoeE

4\ You must specify the Date of Hire. (Error Code: 00908) Update Date of Hire...

Update Service Class cati"l{h
i\ You've indicated ew we was on duty when the accident Eix this Error... =
occurred , but you did not specify the Time Work Began.
(Error Code: 00839

A\ Youindicated the activity for ew we is ‘Parachuting’; Update Jumper Informaticn...

therefore the Parachute Equipment Type must be specified,

Update Activity...
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How do [ submit a report?

Once Audit is passed, left-click on the Submit tab...

Oveniew | General | Personnel | Materiel | Environmental = Witnesses

| Point of Contact | Reviewers

Point of Contact (POC)

Every report must have a POC. You are the report Recorder and therefore, by default, are the POC
for this report; however, you can specify another individual to fill this role.

L] L] L]

The current POC for this report is shown below. Click Continue If this information is correct. Click the \ / erlf t I ] e 1 I ] for I ] l atlo I l
Change Point of Contact button if you would like to appoint someone else as the POC

S for the report Point-of:
The fields below are read-only and are intended for verification purposes only.
Full AKO Name (read-only) ‘ O ntact P O ‘
Jones, Jon S Mr CTR USA OSA USA
AKO E-mail Address (read-only) ' ' '
i continuin
jon@usacrcdev.com 1 1 i

If the information in the fields below is inaccurate, make the necessary modifications.

Or anization
US Army Combat Readin Center

Unit Identification Code (UIC)
WJONES

Title
Mr

Rank or Grade
Mot Reported
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How do [ submit a report?

Reviewer(s) Recipient:

Add/Manage Reviewers... by ] e

Recipient Name Title
No Courtesy Copy Recipients specified.

Oveniew | General | Personnel | Materiel | Environmental | Witnesses

Pointof Contact | Reviewers
Manage Reviewers Add Recipien

You can add. edit. and view the individuals designated to review this report. This includes board
member (if applicable), supervisory/command, and safety office reviewers.

Click on a tab to add, edit, or view the different types of reviewer.

Step3
Safety Office | Courtesy Copy
Reviewer(s) | Recipient(s)

Step 1 Step 2
Command || Safety Offics_
Reviewer(s)

.
The table below lists the safély office reviewer(s) that this report will be routed through. I e ft C 1 1 C l< O n

If none are listed or you would like to include additional local safety office reviewers, click on the
"Add Reviewer" button. Add as many reviewers as needed.

Safety Office reviewers will receive this report in the order they appear in the table below. Use the Wh e n

& Nelson, John L Mr Cape Fe Up and Down arrows to change the routing order
CTRUSA OSA USA Government
Primary Approval Ser
Authority

At least one safety office reviewer is required for this repol
ot :
ready to submit!

.

Sefety Office  Reviewet
@ Satey
* Office Test -

1

Add Reviewer

ollaboration Form

Save & Go Back I'm Finished - Submit Report to Reviewers

Reviewer Name

£ Jenlones
TEST4
Primary Approval

At least 1 Reviewer ' E

Batchelor
TEST1

Primary Approval -
(el : |
Authorlty ls X [ © Add Reviewer |




How do I review a report?

From the Dashboard, under “Reviewer” role...
Left-click the “magnifying glass” icon under the Action column...

poard | Issue Tracking System

My Dashboard

£ Jones, Jon S Mr CTR USA OSA USA

Reports For My Review

This view shows reports that are awaiting your review. Please review each report in the list as soon as possible.

Looking for a specific report? Try the New Advanced Search Feature by clicking the Advanced Search link in the tree to the left.

B8 Advanced Search...
[ My Accident Reports

Status

In Review AGAR
In Review AGAR
In Review AGAR
In Review AGAR
In Review AGAR

In Review AGAR

B3] Reviewer
For My Review (9)
I'm Reviewing (2) In Review
I've Reviewed (In COC Review) (4)

In Review 285

In Review

Reportlt ID

R20120301004

R20120308002

R20120308002

R20120308002

R20120308002

R20120311003

R20120330002

R20120207003

R20120402005

Created By

Jon Jones TEST1

Jon Jones TEST1

Jon Jones TEST 1

Jon Jones TEST 1

Jon Jones TEST1

Jon Jones TEST1

Jon Jones TEST 1

Jones, Jon S Mr CTR
USA OSA USA

Jon Jones TEST1

Wi

W12345

Wi12345

W12345

W12345

W12345

WEEEEE

JIOMNES

WWWWWW

Accident  Date pateDbe

Date Created CtRC "

3172012 34/2002

3/8/2012  3/9/2012

3/8/2012  3/9/2012

3/8/2012  3/9/2012

3/8/2012  3/9/2012

341172002 312/2012
3/26/2012

2/7/2012  2/8/20012  3/Bf2012

4/9/2012  4/9/2012  5/9/2012

B BEP PP BB

=2

9 items in1 pages
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How do I review a report?

My Review Steps

Step 1 - Review

o visited

The first step of the process is to review the information in this report. To meet the
various needs of reviewers, three options are provided. Please read each option
below to determine which path is right for you.

Option #1
Quick Summary

This option provides the
quickest means of
review. The Report Quick
Summary tab provides
an overview of the most
significant information for
this report.

When your review is
complete, the Reviewer
Remarks tab can be
used to enter general
commentary.

il

This option allows you to
open the completed form
in another window and
execute your review via
the form.

While conducting your
review, the Reviewer
Remarks tab can be
used to enter general
commentary.

The form preview will
open in another browser
window.

Option #3
Step-by-Step

This option allows you to
navigate through the
entire report step by
step. Although this option
is more time consuming it
is the most thorough.

While conducting your
review you can provide
commentary directly in
the page being reviewed.

q Review Report...

There are = ways to
review report data:

Quick Summary

DA Form

The report in Expert

Mode
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How do I review a report?

Quick Summary provides basic accident information.

Quick Summary

The Quick Summary is provided to reduce the time required for you to review this
report. The most significant information for this report is shown in the tree below.
Option #1
Qﬂiﬂt 5un'mar]r To return to your Reviewer Tasks, click the My Tasks tab at the top of the
page.
This Dption prtwides the
UiCI'{ESt means of - .
review. The Report Quick %) General Information
i e of Accident: 3/1/.
Summary tab provides Dete ol fcadent 312012
an overview of the most - Timne of Accident: 0100

| Report 20120301004

significant information for Fertod of Dev: Day
this report. ) on:

When your review is
complete, the Reviewer || : opsis: sddsdsds
Remarks tab can be . Co 5 (United States)
used to enter general -3 state: AL (Alabama)
commentary. Total Accident Cost: §12
= |3 Environmental Conditions (Weather)
-E Condition: (Dust, Fumes, Gasses, Smoke, Vapors) No description provided
=3 Materiel
a, Quick Supmary... - @ Name: dsdsds Model: dsdsds Owner: GSA Estimated Cost: §12




How do I review a report?

Form review launches the DA Forms as an Adobe PDF.

U.S. ARMY ABBREVIATED GROUND ACCIDENT REPORT(AGAR)

For use of this form, se= AR 38540 and DA Pamphlet 38540, the propanent agency is OCSA

let's Branch SF

b. Type Location
H4

7. EXPLOSH

This option allows you to
open the completed form
in another window an
execute your review via
the form.

Materiel Failure/Malfunction Information (Blks 9g-31)

a. Type of item (Nomenclature) b. Make/Model # d. Ownership e. Estimated Co

Materiel Failure/Malfunction Information (Blks 9g-91)

g. Failure Mode h. Part Nomenclature lipatz  [iPatnsn art Manufactur

While conducting y
review, the Reviewer
Remarks tab can be
used to enter general
commentary.

The form preview will
open in another browser
window.

WHY DID THE MATERIEL F.
cause(s) led fo the materel fail

. LEADER STDSPROCEDURES
(Not ready , willing, or able to {Not clear, Not practical)
enforce standards)

@g Review Form... -

E nghel Command 'ﬁuperwsnn mmﬂ None s E Inadequate Facilities/Services. E

ST Y N —




How do I review a report?

Report review allows for a field-by-field review within
Reportlt .

m Overview | General | Personnel | Materiel | Risk | Environmental | Witnesses

Option #3

Step-by-Step

This option allows you to
navigate through the
entire report step by
step. Although this option
is more time consuming it
is the most thorough.

While conducting your
review you can provide
commentary directly in
the page being reviewed.

@g Review Repurt...n;-m_

Report Overview

Report Overview (Expert Mode)

Each section and step that is currently active within Expert Mode view of this incident report is shown
below. Sections can be expanded or collapsed by clicking the Show Section or Hide Section links. To
navigate directly to a specific step, click the Start or Update button for that step.

o 4
\ N

. General

General

[|Forms | [f Reviewer Remarks (@ AskFor Help
Reviewer Remarks (This Report Step)

Reviewer remarks for this step are listed below. Reviewers are listed by review section.

= |__l Reviewer Remark(s)
-3 Command Reviewers
: &. Jon Jones TEST 3 (Mo remarks)
[ Safety Office Reviewers
Jones, Jon 5 Mr CTR USA OSA USA (Mo remarks)
(@) Add Remark

I'm Finished - Return to My Tasks | Continue '
-
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How do I review a report?

This is the reviewer’s op'p'ortuﬂnity to
agree or disagree with the data in the
Sep 2 Signiy Sencuence report. There are 3 options:

If you have reviewed this report completely. please provide your concurrence
or non-concurrence by making the appropriate selection below.

Please make a single selection below:

Report continues up

©' | concur with all information in this report

© | Concur with information in this report with the Conditions Specified Beloj . Concur reVieW Chain

@ | DO NOT Concur with the information in this report (comments required)

Optional comments
\

W @@l . Report continues up

Continue review chain
Routing Required comments

‘. Saving your concurrence or non-concurrence does not complete your
review. To complete your review you must complete the last step below.

* Report is sent back to
Non-Concur | the POC for changes

Rejection

* Required comments
\




How do I review a report?

Optional

Step 3 - Forward

If you would like to view all specified reviewers or add new reviewers, click the b
below.
Otherwise, go to Step 4.

Wiew or Add Reviewers... -

Step 4 - Finish

You must complete this step to finish your review.

I'm Finished - Submit the RE'“"L.-.“‘
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How do I recall a report?

From the Dashboard, under “Submitter” role, “In Review” filter...
Left-click the “green back arrow” icon <) ' under the Action column...

@ E"] Page size: 1 items in 1 pages )

Date Due

Reportlt ID At CRC

R20120207003 JIOMES 2/1/2012 2/8/2012

Two important rules:

The Submitter (report POC) is
the individual that can recall a Rl eors

As the Submitter of this report you can recall it from an In Review status. If no reviewer has begun his/her review, the
recall will ta mediately and the report will be returned to a Draft status. If a reviewer is currently reviewing

rep O rt ! n will be sent and he/she will have the option of granting or declining the recall request.

I have additional information concerning the hospital stay

The report “In Review”!

Recall this Report...
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How do I recall a report?

Another way from the Dashboard, left-click on the “torso” icon /£
the “Submit” tab within a report...

Status Form Class Reportlt ID UIC Accident Date Date Created ES?RDCUE

Action "
)

R20120207003 JJONES 2/1/2012

Reviewers for This Repd

Reviewers specified for this report are listed within the tabs below. To view a specific section click thg
tab. To view all sections and reviewers, click the All Reviewers tab.

To recall this report, provide a justification in the box below then click the Recall button.

Reason for Recall

Point of Contact Reviewers

Reviewers for This Report

Reviewers specified for this report are listed within the tabs below. To view a specific section click that

tab. To view all sections and reviewers, click the All Reviewers tab.

L?g Recall Report...

Step 1 Step 2 Step 3
Command | Safety Office | Courtesy Copy

—_— Reviewer(z) | Reviewer(s) Recipient(s)
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