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About this Guide

This document is divided into chapters. Within the chapters are lessons that cover specific topics of
the chapter. Some lessons provide you with easy to read and follow step/action tables.

This document contains the following chapters:

e Chapter 1: Introduction

e Chapter 2: Getting Started

e Chapter 3: Processes

o Chapter 4: Reportlt Tools

o Chapter 5:Getting Help with Reportlt
o Appendix A — Additional Features

¢ Appendix B — Safety Office Console

e Glossary

Who will use it?

This guide is for the following users:

e Active AKO account users

Typographical Conventions

This document uses the following topographical conventions:

e Command buttons and field names appear in bold.

e Screen tabs and views appear in italics.

o Text entry display as [Last Name]

e Hyperlinks appear in blue underlined text.

o Cross-references appear in parenthesis, ex (refer to page ...)

¢ Notes, Tips and Cautions are included in the document in the following format:

Motes

Notes will include additional information about a topic.
| =

@ A tip gives you tips, tricks, and shortcuts you can use when working in Reportlt.

Caution alerts you to specific steps or results to be aware of when performing a task.

&
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Chapter 1: Introduction

Before you begin using the Reportlt application, it is important to understand what the Reportlt
application is and how it will benefit you in accident and incident reporting tasks.

At the end of this chapter, you should be able to understand:

v What Reportlt is
v" The benefits of using Reportlt

1.1 What is Reportit?

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

1.2 Benefits

Reportlt assists the Army in meeting its mandate, as defined in AR 385-10, to capture all military,
civilian employee and contractor incidents and report those incidents within a centralized repository.
Three challenges that affect all personnel and accident classes are:

1. Inconsistent, complex, and inefficient reporting practices
2. Lack of functionality to accommodate all reporting requirements
3. Arresultant failure to adequately report injuries, illnesses, and loss events

Reportlt helps address the problem of under-reporting within the Army by:

Providing a single, efficient, standardized system for reporting

Helping Army commands promote a culture of reporting

Automating current demanding and somewhat perplexing manual processes

Increasing data integrity through the use of business rules in the form of passive and active
validations

o Accommodating all classes and types of incidents for military, civilian, and contractor
personnel

Reportlt User Guide Page | 7



Chapter 2: Getting Started

Now that you have a background on what Reportlt is and the benefits of using the Reportlt
application, you are ready to access the system, understand software and hardware components of
the application, and navigation.

At the end of this chapter, you should be able to:

Understand system requirements for Reportlt

Log into the Reportlt application

Navigate the Reportlt application

Understand the data field types found in the Reportlt application

ANENENEN

2.1 System Requirements

In order for the Reportlt application to function efficiently, ensure the following hardware and
software requirements are present on your computer:

o Microsoft® Internet Explorer® 8.0 to 10.0
e Valid AKO account or valid CAC account

2.2 The Reportlt Landing Page

To access Reportlt, type the URL below into your IE browser window.

https://reportit.safety.army.mil

Result: The Reportlt landing page displays.

@ Save the URL address to your Favorites for easy access.

Reportlt User Guide Page | 8
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The Reportlt landing page has an abundance of information about the Reportlt application and
accident reporting.
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Reportit will be the single

Army accident reporting and

risk management system for To assist you in completing your reports
collecting injury, iliness, and within Reportit, e have provided

loss data and effectively warious on-demand wideo tutorials for
managing its safety and the differant componeants in the system.
occupational health program. for a listing of those tutorials

Need Some Guidance?

For aszsistance while entaring a report, a

The ABC s of Repomtm iz available through a link at the bottom of all
screens, asmell asthe Information Center of the
Desbeen A Find answers to frequently asked Reportit sidebar.
=i . questions and get a brief gimpse into new
g ! ETE features and functionality coming in the
Dasa ...| R near future. ALARACT 371/2011

.

ALL ACCIDENTS,
. RESULTING IN

Click Here to Learn More...

JAL ILLMESS

What is Reportlt?
Reportlt is the centralized mechanism for collecting injury, illness and |oss reports to help
the Army meet its applicable regulatory requirements and effectively manage its safety
and ccoupational health program. Army Safety Management Information System Revised
{ASMIS- R, is necessary to reduce accidental loss. This automated incident reporting
systemn will meet the functional needs of both command organizations and users. 1t will
also improve regulatory compliance by offering 2 single, standard, and efficient process
for reporting incidents.

What will Reportlt do for me? Read full message HERE.

The U.5. Army Combat Readiness/'Safety Center (USACRC) supports the Army by
collecting, storing, analyzing, and disseminating actionable information to assist leaders,
soldiers, families and civilians in preserving and protecting our Army’s resources. The
Repaortlt system will fully accommeodate the data elements reguired by Dol and meet
command- specific functionality, as well as reflect a streamlined, efficient reporting
process, that will facilitate reporting and boost reporting rates.

ILLNESS ¢
ARM 3 . LINE REPORTING IS5 THE
OR SUBMITTING ACCIDENT

Want to learn more about Reportlt?

Resd our business case

Reportlt User Guide Page | 9



Component Description

1 This link will open the official home page of the United States Army.
2 This link will open the USACR/Safety Center Home page.
Links to:

o USACR/Safety Center Home
e About Us: Opens the U.S. Army Combat Readiness Center Information
page
3 e Help: Opens the U.S. Army Combat Readiness Center Information Help
page with help resource information.
e Contact & Feedback: U.S. Army Combat Readiness Center Information
Contact Information

4 This link opens the Reportlt home page.
These four buttons start the reporting process in Reportlt:

e Should I Report
5 e Create Report

e Resume Report

o Review Report
6 Information about the Reportlt application; Reportlt business case.
7 Links to Video Tutorials and the Reportlt User Guide
8 Additional Links

To log into Reportlt you will use one of the four options presented at the top of the landing page:

e Should I Report — Takes the user through a series of questions to determine if the
accident/incident is recordable. If it is determined that the accident should be reported, the
user will be asked to log in and will be taken to the Create Report page.

o Create Report — After logging in, the user will be taken to the Create Report page where they
will select a mode to use to create the report. The modes include Guided, Expert and Forms.

e Resume Report — After logging in, the user will be taken to their dashboard where they can
access existing reports. This option should also be used to access the Safety Office Console if
you have access to this console.

Reportlt User Guide Page | 10
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o Review Report — After logging in, the user will be taken to their dashboard where they can
access existing reports.

After clicking one of these options you will be asked to log in.

2.3 Log into Reportlit

To log into the Reportlt application you must use your CAC credentials.

Insert your CAC card into your keyboard or laptop, and click and enter
your CAC card credentials.

2.4 The Dashboard

The Reportlt dashboard is an interactive user interface that organizes and presents your report

information in a way that is easy to analyze and navigate.

The dashboard link is visible in the top right-hand corner of the Reportlt window as seen in the

image below.

My Dashiboard | Isswe Tracking System | Administrative Consoles | Safety Office Console
o

rrw— ?
Reports In Draft Status (Submitter) ! e
Tris view shaws &l accient neperts Created by you and it ane in & Draft siats (e, 1hat you ane st werking o 5: g
e ]
S My At WF  Locking for 3 specific report? Try the Mew Advanced Sesch Feature by cicking the Avanced Search irik In the tree 1o the ieft L
B Acvarced Searcr. $
=i 27 My Accdent Reports ]
5 07 Submities W felfedi]2 385678 5wl rgeseln ~ 183 Hers In 10 paged
| ! InDratt (192) ]
Views [l In Review (26)
in @ Rejected (2) -
] Recortuble ” Hadcen, G8il W s " S e g =@ .
Q & it oo iany | acas : 20121128003 T weTazs 10282012 12sa02 1820 sasd5 DB
& amcrc o i Fadden, Gail W ks ool TR e '
7 o MR D RI0121115001 it 11150012 1wAsR02 1AsR02 '3 | Ba
i £ investigation Board 2 P radcen, Gall W ki NS0 - - }
a oaan Fit) " Hot yet sstigrea bt el 1171572002 = e Ld [ #) {
 InDratt 28 4
) 1n Review i8) ae | AGMR € RI0121114003 toden o Wiaes 14012 a4z 21120013 '3 | Ba
0 Rejected (5)
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© Pastue 32 oak | AGMR € R20121114002 patm by 2 11472012 11472002 2120018 ra | Da {
W Ao ) Duh | AGAR  C R20121114001 Hisdden, Ga W i - 114012 142002 2272018 s 8 Ba
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-0 Reviewer o | acan RI0171107001 mg’“‘x_‘ WGTOLA 172 1702 12202 AP BDa i
[ For My Review (1) s i
5 — 3 = Hadcen, Gall W ks J
) rm Reviewing () e amR € Not yet sasigned CTRUSA DSA USA 1772002 s £ 4 & 2
[ I've Reviewed (In COC Review, H Gall Wikdes
Mokt asor pcen, n |
Ppi a = ok A€ dot et szt gred ey 182012 78 [ = ?
Ell rve Reviewsd (At CRO) (1) oan | . Hadoen, Gall W M - j
2 4 23201 sa3082 rs i
i T [ e | %0820 RI0120523001 o 0o S ok W6 EETH 3201 &r22012 'S | Ba {
)t et iy San | B Hot yet assgnec ;‘:?;‘gg“l};“ S22r2002 N 'S Ly =] §
4 Colaboration Repots e §
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Components found in

e The Reportitt
o Decide
o Create

Reportlt Dashboard

the Reportlt dashboard: (Your Reportlt role defines components)
ask bar which allows you to:

if you should report it

a report
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0 Resume a report
0 Review a report
e Screen tabs which include:
0 My Dashboard
0 Issue Tracking System
0 Administrative Consoles (if role permits)
0 Safety Office Console (if role permits)

2.4.1 My Dashboard

My Dashboard shows a list of all of your reports separated by roles that you may be associated with.
¢ Roles which include:
0 Submitter
o0 Investigation Board (if applicable)
0 Reviewer (if applicable)
o Safety Office Reports (if applicable)

e Views by Role:

o0 Submitter:

In Draft —shows all accident reports created by you that are in a Draft status
(i.e. that you are still working on).

In Review —shows all accident reports created by you that are being reviewed
by your commander(s), Safety Office(s), or recommendation reviewers.
Rejected —shows all accident reports created by you that have been reviewed
by at least one commander or Safety Officer and that have been rejected for
corrections or modifications. You should make the necessary corrections and
resubmit the report for review as soon as possible.

Past Due —shows all accident reports created by you that are past due based on
the Date Due at CRC.

At CRC —shows all accident reports for which you are the Submitter that have
been reviewed by all members of your chain of command and Safety Officers
and are in review by the CRC.

Finalized —shows all accident reports created by you that have been reviewed
by all applicable parties and are in a Final status.

o0 Investigation Board — Only displays if you have reports for which you are included in
the Investigation Board

In Draft —shows all accident reports on which you are an Investigation Board
member and the report is in Draft status.

In Review - shows all accident reports on which you are an Investigation Board
member and that are currently in review by the submitter's chain of command
or Safety Officers.

Rejected - shows all accident reports on which you are an Investigation Board
member that have been rejected by a reviewer for correction or modification.
Past Due - shows all accident reports on which you are an Investigation Board
member that are past due.

At CRC - shows all accident reports on which you are an Investigation Board
member that have been reviewed by all member of the Submitter's chain of
command and Safety Officers and are in review by the CRC.

Finalized - shows all accident reports on which you are an Investigation Board
member that have been through all reviewers and are in a Final status.

0 Reviewer — Only displays if you have reports for which you are included as a
Reviewer.

Reportlt User Guide
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For My Review - shows reports that are awaiting your review. Please review
each report in the list as soon as possible.

I’'m Reviewing - shows reports for which you have started your review but you
have not completed your review. Please complete your review as soon as
possible.

I've Reviewed (In COC Review) - shows reports for which you have completed
your review that are in review by others in the chain of command.

I've Reviewed (Rejected) - shows all reports that you have reviewed and are in
a Rejected status. All reports in this view are read-only.

I've Reviewed (At CRC) - shows all accident reports that you have reviewed
and that are currently in review by the CRC.

I've Reviewed (Final) - shows all reports that you have reviewed and are in a
Final status. All reports in this view are read-only.

o Safety Office Reports (Collaboration)

Collaboration Reports
e Reports In Draft - shows reports for which the Responsible UIC is
within your purview and your Safety Office is directly associated to that
UIC. As a Safety Officer, you can either collaborate/advise the
submitter or edit non-board reports directly (based on your
permissions).
o Reports Rejected - shows reports for which the Responsible UIC is
within your purview and your Safety Office is directly associated to that
UIC. As a Safety Officer, you can either collaborate/advise the
submitter or edit non-board reports directly (based on your
permissions).
All Reports
e Shows reports in various stages (In Draft, Review, Rejected, Past Due,
At CRC, Finalized) for which the Responsible UIC is within your
purview and your Safety Office is associated to that UIC. You will be
able to see reports created by the lowest level of your review chain that
has been set up in the Safety Office Console. These reports will display
here as soon as the Responsible UIC is entered into the report by the
submitter.

2.4.2 Sorting the Dashboard
All columns in the dashboard are sortable with the exception of Action.

Sort the list by clicking the column header (name). The list will sort ascending on the first click, then
descending on the second click. The up arrow next to the column name indicates ascending order by
that column data, and the down arrow next to the column name indicates descending order by that
column data. To return to the default sort, click the column name a third time.

Reportlt User Guide
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2.4.3 Dashboard Actions

The Icons displayed in the Action column are dependent on the Role and View you have selected.
Icon Description

4

Edit - Available for Submitters or Investigation Board members with edit rights when
report is in Draft or Rejected status

Delete - Available for Submitters when report is in Draft or Rejected status

Attachments — Displays the Supporting Documents page in a separate browser
window. From this page you can view attachments that have been added to the report
or add attachments (based on your permissions - See Attach a New Document).

Collaborate - Only available based on Board and SO rules (See Collaboration Tool)

Manage Reviewers — Displays list of reviewers and the status of their review

View Forms — Allows user to view the form(s) associated with the report.

Report Status — Displays the Reviewers and the dates and times that the report
passed certain milestones.

Recall Report — Only available to the submitter when the report is In Review

Request an Extension — Only available to the submitter when the report in a Draft or
Rejected status.

P e EEr °

Review Report — Only available for Reviewers when the report is awaiting their
review.

2.4.4 Dashboard Default

Your dashboard default view is set based on the view you had set when you last navigated away from
the dashboard. For example: if you were viewing reports “For My Review” when you last logged out,
upon logging back into Reportlt the view that will be displayed will be “For My Review”.

2.4.5 Using

While the li
reports will
advanced fi

the Advanced Search

st of reports will be easy to navigate at the beginning, as you use Reportlt, your list of
grow making it more difficult to locate a specific report or a group of reports. The
Iter allows you to filter your dashboard to locate a specific report or a list of reports.
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Administrative Console

'> My Dashboard | Issue Tracking System
|

b My Dashboard

[=- £\ Hadden, Gail W Mrs CTR USA OSA USA
© Dashboard Help & Tutorials... =
&7 My Profile Use the Advanced
i £ My Alerts Search to locate re
#8 Advanced Search.
=-3) My Accident Reports
=03 Submitter
f | In Draft (182)
) In Review (23)
© Rejected (2)
© Past Due (73)
1 [2) AtcrC3)
_ +/ Finalized (20)
| =) Investigation Board
. In Draft (27)
In Review (8)

S et

After clicking Advanced Search... from your dashboard, follow the steps below to use the advanced
filter to locate a report or list of reports.
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Step  Action
1 Enter your criteria in as many fields as needed to achieve the desired result. Your
options for filtering are:

e ReportltID
Report Description
Local Number
Date Report Created (an array)
Date of Accident (an array)
Date Due at CRC (an array)
Form Type
Accident Class
Created By
Responsible UIC
Responsible UIC Country
Responsible UIC State
My Role

Step  Action

2 Click Search...

Result: The result list displays.

2.4.6 My Profile

Your AKO (Army Knowledge Online) profile information stores in the Reportlt User Profile the first
time you login. The updates to user profiles are performed on a regular basis but you can manually
import your current AKO information should it change prior to the system making this update. To

update your profile just click impottnov Cugrent. NEO Inforpation.

| | Motes

Edits to your Reportlt profile will not affect your AKO account information.

o
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My Profile n‘

My Profile

The first time you logged into Reportlt, your AKO (Army Knowledge Online) profile information was retrieved and stored within the Reportlt User Profile Store.
You can update the designated fields through this page by entering the correct values in the spaces below and pressing the Save Profile button.

The changes that you make here will not affect your AKO account, but will only update your information within Reportit.

If your AKO information has changed and has not already been updated by Reportlt, you can quickly import your current AKO information by clicking the
button below.

[ Import my Curmrent AKO Information... ]

Email Address Name Display Name 5

Rank Grade MOS

i

| ;
! *ff"_“;'_._‘ o

|

|

|

City State ZipCode

-
AT e N o WS o o

Army Phone

DSN Phone

Classification uIc

st

My Profile View
2.4.7 My Alerts

My Alerts view gives you the ability to customize how you are notified of events that affect the
report, such as a status change, or when a reviewer concurs or non-concurs. Notification is via your
default AKO e-mail address.
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My Alerts

My Alerts

Use the selections below to customize your alerts and notifications. When you are finished, click the Save Selections button at the bottom of this page.

Safety Office Alerts

All of the alert types shown below are available to Safety Officers. Place a check beside every event type for which you wish to receive e-mail notifications. All e-mail
notifications will be sent to your default Army e-mail address,

Accident Classifications
As a Safety Office reviewer, you can specify the accident classifications for which you would like to receive notifications by checking the desired options below.

Mcassa Woass Mossc Mossp M cassE Ground and Avistion) W] ClassF

Reviewer Notifications
As a Safety Officer reviewer you will be notified via e-mail each time a report is assigned to you for review. Regardless of your selection, reports assigned to you for review
will be available via the Repartlt Dashboard Case List (Case List tab at the top of this page). This selection ONLY turns on/off automated e-mail notifications.

[[] Report Due Date | Notify me day(s) prior to the Due Date of a report

Make a selection above to initiate an automated e-mail reminder to you that Due Date is approaching.

[_] Report Reviewer Inactivity | Notify me after day(s) of inactivity by a reviewer
Make a selection above to notify you when a reviewer has received notification of his/her responsibility to review the report but has not taken action with the specified
number of days.

[] Report Rejection
This cption provides an automated e-mail whenever a reviewer's non-concurrence results in the report entering a Rejected status.

Courtesy Copy Motification
If the Submitter of a report selects you as a Courtesy Copy Recipient you will receive an immediate notification when the report is initially routed for review,

Save Selections. .

My Alerts View
Your Reportlt role defines the available alert/notification options.

2.5 User Controls

Reportlt has many user-friendly options for easy data entry. For information on the available
controls in Reportlt, refer to the table below.
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User Control Display

Screen tab bar

Overview | Investigation Board | General | Personnel | Materiel | Risk Management | Environmental | Witnesses |]I

I Conditions

In the hierarchy of the application, the screen is the top menu
level. Screens are broken into categories of information of an
accident report.

View links

Overview | Investigation Board | General | Personnel | Risk Management | Materiel | Environmental | Marrative | Wi

G‘.eneral Introduction Date and Time Unit Address. Unit Details Installation Explosives Location Details

LSS

View links are dependent on the screen that is active. Views are
the sub-menus of screens.

Selection buttons

Select One ‘

Civilian » Federal Wage System »

Foreign 3 General Schedule/Senior Executive Service 3

Military ¥ Non-appropriated » Non-appropriated Funds 3
Miscellaneous ¥ Civilian Army Contractor Trades & Crafts 3
QOther 3 Civilian

|

Department of Army Civilian

Selection buttons filter your options with each selection.

Drop-down list Flight Plan:
[Select DHE]E

Clicking the arrow in a drop-down box opens the list of options
available for the field the user can select.

Hyperlinks - Emergency

""" Accident

Text used to open a page. Hyperlinks usually appear underlined
and in color, but may be indicated when the mouse pointer
changes to a hand.
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Date/Time Field

Date & Time of Accident
06,/10/2011 = |1300

Use the calendar icon to select a date or enter the date directly

into the Date field as mm/dd/yyyy. Time is entered as a 24-hour
clock.

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

Text box

GRID Coordinates &
AQFJI1234567890

A rectangular box in which the user can type text, alphanumeric
text, or numbers. If the box already contains text, the user can
select that default text or delete it and type new text.

Command buttons

Command buttons initiate an action. Command buttons with an
ellipses indicate another dialog box will appear (another action is
needed before the action can be completed).

Radio buttons

Fire Present
O ves © No

Round button used to select one or a group of mutually exclusive
options.

Checkbox
The event resulted in
[T An injury or occupational iliness. @
[[TDamage to property (Army, public, or private). @&
[T none of the above.
Square box selected (to turn on) or cleared (to turn off), for an
option. Some checkboxes allow you to select more than one box
at a time.
7
Edit (icon)
Opens a record for edits or updates.
Reportlt User Guide
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Delete (icon)

b 4

Permanently deletes a record.

Move up (in a list)

.y

Move a record up in a list.

Move down (in a list)

&

Move a record down in a list.

Field Help (icon)

@

Hover over the icon to display help text.

Tree Hierarchy Structure

=" Weather Conditions
' Add Condition

- Condition: Freezing Rain

| &) Add Recornmendation |

- Recommendation from Level: Ensure Personnel Are Ready To Perform

=" Other Conditions

| @ Add Condition

A tree structure is created by entering data into each “node”. For
example, when you click Add Condition, complete data entry
for a condition, and save the record, the Add
Recommendation button appears below the condition. When
you add a recommendation, you are assocciating that
recommendation to the condition. The tree hierarchy also has
expand and collapse buttons next to each “root” or parent. Each
“node” of the tree is a hyperlink which will open the record for
edit or updates.

@ In several areas of the application, options are only available using the right mouse
i;’y Click, such as move up or down, and delete.

2.6 The Reportlt Sidebar

The Reportlt sidebar offers many helpful options to assist you while working with an accident report.

Reportlt User Guide
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et gidebar options give you systematic instructions. These are located in the Reportlt Tools

chapter of this document. Click the link to navigate to the desired topic.
S

Options in the Reportlt sidebar include:

e Information Center: Help resources via the Information Center Home page. (Refer to
Chapter 6: Getting Help with Reportlt)

e Additional Resources: Provides topic (page) specific help. When you click on the resource
link, the help text displays in another browser window.

e Support & Feedback: Allows user to provide feedback on the Reportlt application. (Refer
Chapter 6: Getting Help with Reportlt.)

o Flags: Allows you to tag or mark a page to which you may want to return. The flag will
appear in your checklist next to the page name. (Refer to4.2 Flag a Report Page)

e Checklist: Allows easy navigation to screens and pages in the report whether in the guided
or expert mode. ( Refer to4.2 Using the Checklist)

e Contact Us: Creates an email to the Reportlt support team. (Refer to Chapter 6: Getting
Help with Reportlit)

e Settings: Edit settings for the Reportit field list display. (Refer to 4.3 Display Code Values.)

s

P

L Information Center v
ﬁ Additional Resources w
L% Support & Feedback w
fﬂFIags bl
w’ Checklist v
L Contact Us W
2 Settings v

Reportlt Sidebar

2.6.1 Navigating the Resource Center Sidebar

By default, the resource center sidebar displays on the right side of the Reportlt application. The
table below describes the user controls available for easy navigation of the resource center.
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(7 REPORTIT |
User Control Display

Expand or Collapse
resource options »

© Information Center [A

The Information Center
E 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

Additional Resources {Ead|

m' Army Commands

E‘ Direct Reporting Units

E Army Service Component

Commands

J,Z}" Support & Feedback [v]
E'?Flags v
o Checklist [v]
4 Contact Us b
-3 Settings [v]
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Chapter 3: Reportlt Processes

Reportlt offers the user three ways of creating a report: Guided mode, Expert mode or Forms Mode.

Guided mode asks the user questions about the accident/incident and builds the report by the
answers you give.

Expert mode allows the user to enter the accident information without question guidance. This
mode is for the user who prefers to enter data without the step-by-step assistance of the application.
Expert mode displays the topics available for the form type selected. You can, however; switch to
Guided mode as needed.

download a copy of the Guided worksheet to gather your data elements you will use before
creating a new report. The Guided worksheet link is located at the bottom of any Reportit

page.

o The Guided mode does not follow form flow for data entry. It is suggested that you

At the end of this chapter, you should be able to:

v" Determine if a report should be created in Reportlt
v' Create a Report

* By Guided mode

= By Expert mode

= By Forms mode

Resume a report

Add an attachment

Review a report

Audit a report

Submit a Report

SNANENENEN

3.1 Should I report?

The Should I Report screen is a guided set of questions to assist answering the question; “Do | need
to create a report.”

Follow the steps below to complete - Should I report?

Step  Action

' aéws%@
®
Click - "4 from the Reportlt task bar.

Click to answer the systematic questions.

Results: Depending on your answers, the accident will be a recordable or a non-
recordable type accident.
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Action
3 Click Yes to report the accident

Or

Click No Thanks to close the Should | Report? window.

3.2 Create a Report

Accident reports can be created in Guided Mode, Expert Mode or Forms Mode. If you are new to the
Reportlt application Guided mode will assist you by offering a question and answer scenario to
complete the report. As you become more comfortable with the report creation process, Expert mode
allows you to enter your accident data without guided assistance or Forms Mode will allow you to
enter data into a user interface that looks exactly like the DA Forms.

If the report is started in Guided or Expert Mode, the Reportlt application offers the user the ability
to start a report in one mode, switch to another quickly, easily, i.e., start your report in Guided mode,
and switch to Expert mode at any time in the reporting process. If the report is started in Forms
Mode, the user will not have the ability to switch to a different mode.

3.2.1 Create a Report in Guided mode

Guided mode is a systematic data entry process in the report creation. The answers you give allow
Reportlt to decide what class and type of report you need, as well as what forms are required.

Follow the steps below to create a report in Guided mode.

Step  Action

Click REPO™  from the Reportlt task bar.
2 C|iCk| Start in Guided Mode...

Result: The Get Started screen displays.
3 Click AT

4 Select the appropriate answer for each category of questions.

Result: The Result page displays the correct report type (AAAR, AGAR, 285 or
2397) from the selections made.
Note: 285 and 2397 accident reports are not currently supported in Reportit.

5 Click to begin the reporting process.

Categories of information display for the report class and type. Your selections will determine what
questions are required. For information on viewing a form, refer to Open the Form View.
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As you enter your accident report data into Reportlt, the answers you give may

change the report type and class. At the prompt, accept the change — or - continue your report

0 asitis.

3.2.1.1 Ground Report Screens and Fields — [Guided Mode]

This section breaks down the screens/views/fields that you see when you create a report in Guided
mode. It includes step-action tables, screen images, and field explanations to assist you in
completing a ground report using Guided mode. Keep in mind that screens/views/fields are
conditional to the information provided.

Get Started

Screen

Get Started: These

type.

screens will ask the user
questions and the answer
will determine the report

View

Accident Date

Fields
Q: When did this accident occur?

Enter the date of the accident or use the calendar
icon to select the date.

Aircraft-Related
Accident

Q: Was this a flight or flight-related
accident/incident?

User selects None of the above apply to the aircraft-
related accident/incident question

lliness or Injury

Q: Did the accident result in any injury or
occupational illness?

(If you answer Yes; the severity of the injury must be
determined and a list of injuries or illnesses will

display.)

Property Damage Q: Did the accident result in property damage?
(If you answer Yes: select the total estimated
property damage cost of damage that resulted from
the accident.)

Duty Status Q: Did the incident occur on duty?

Combat Reporting
(presence of this
page is based on
responses to the
previous questions)

Q: Are normal investigation and reporting
procedures impractical due to combat operations?
Q: Did this incident occur during or is your unit
currently in a combat operation?

Result

Displays the report class and type.

The Screen tabs display both required and optional screens in an accident report creation. The report

class defines the screen tabs that display. The example below is for a 285-AB form, accident class.

In order to work more efficiently in the Reportlt application, it is important to understand the
terminology used in this guide, and how the application is configured to gather the accident

information.

Reportlt User Guide

Page | 26




The hierarchy of a Reportlt screen elements:

» Screens: Categories of information located on the screen bar displayed as tabs, defined by

your report type and class.
» Views: Subsets of data elements per screen tab selected.
» Fields: The uniquely named units within a view where data is entered
Refer to the image below to locate the application components in the example.

Example: Screen — General
View —Date and Time
Field — Enter the date and time of the accident

m

| Crearview Genearal

Personnel | Materiel ithesses Documents Audit

Screens

| Ganeral Introduction Crate and Time Unit Al Instaliaticn Explosives
When did this accident aceur?
Enter the date and time of the accident. &
20141124 [ | 1300
Enter the period of day. &
[Day il
Did the accident oceur during combat? §
© ves — Fields
LL_EI N oY E—
Did the accident occur due to Army operations? &
= ves
' No
Please give a brief description of the accident. &
e

A mpecimpmn of 200 charsciers sllcnawsd

Location Datai

Reportlt Component Hierarchy Example

@ Use the checklist located in the right navigation panel to easily move to sections

of the report.

Overview

The Overview displays the “mile-high view” of what categories of information (screens) are available
to complete your accident report. You can use the screen tabs to open the available views and the

report field pages, or you can use the Start button for that view.

Reportlt User Guide
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General | Personnel Materiel | Environmental

' Investigation Board Risk Management

Witnesses

Documents | Audit

" Report Overview

Report Overview

Each section and step that is currently active within 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.

This is an overview of the information to be
collected for the accident.You can click the
Start button to begin, or click the screen or
view hyperlink for a specific screen or
view.

éqs Investigation Board

Start

nvestigation Board Introduction

Board Member List
Add, Edit, or Delete Board Members

&Susan. Byrd (Recorder)

As you complete the required information,
the Start button becomes an Update
button.

Start

Tean not eany

@ General
‘ —

General Introduction Screen hyperlink

Date and Time
When did this incident occur?

Unit Address
Tell us about the aCEountable

View hyperlink

Unit Details

Additional details aboutthe accountable unit

IIII B ‘II B

Installation

Overview Screen

PSS

CJ Information Center

>

~ The Information Center
m 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

Additional Resources |
Start _
|.# Support & Feedback |
&4 Flags v
(not visited) Start & Fiag b
w7/ Checklist A
(not visited) Start ﬂ Overview
’ V Report Overview
(not visited) Start ﬂ Investigation Board
ﬂ General
frot %m_;wmﬂ & Personnel v

L‘\'vuwh-r‘v\..._Ju'\.F'—‘“\luaﬂ\(VV\_.\_,..,__J-\(uu\,.\_;\.w-.oL/"\r‘""\.v(UUHW\_.,-vu\J"‘HJ"‘*‘L-V'\r-'ux_.(\u_...,—.l‘u.a(\lu-\.——wv\—u\./vv\‘r gy

Investigation Board

The Investigation Board screen allows the recorder to add, edit, or delete board members.

"—: Notes

L.

o—
Screen View
Investigation Board: Add a Board
Defines the investigation Member

board member list for the
report.

Investigation Board is not available in 285-AB Report.

Fields

Find User...
e AKO User Name (search)

The report creator is, by default, added to the Board
Member List as the Submitter. The Submitter role
can be changed to Recorder if applicable. The
submitter/recorder record cannot be edited or
deleted.

Reportlt User Guide
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Screen View Fields
View/Edit Board Details for a board member include:
Member ¢ Name (pre-populated from AKO)
e Address
e Email Address (pre-populated from AKO)
e Rank
e Branch
¢ Classification
e Board Position
e Board Member Permissions (default is read-only
access; however, edit capabilities may be added
for a screen or the entire report.)
General

The General screen gathers basic information about the accident; such as date, time and mission.

Screen

General: Basic
information about the
accident. This information
is required to submit a
report.

View

Date and Time

Fields

When did the accident occur?

Date and Time

Period of day

Did the accident occur during combat?

Did the accident occur due to Army operations?
Reportlt Description (this displays in your
Reportlt dashboard only.)

Briefly describe the mission the individual or
unit was conducting at the time of the accident,
if on duty.

Was the task a Mission Essential Task List
(METL) task?

Unit Address

Details about the accountable unit:

UIC code

Name of the Unit
UIC Address
Country/State

Unit Details

Additional details about the accountable unit:

Army Headquarters
Army Branch

Installation

Where did this occur?

Did the accident occur on post?
Country/State

Enter the name of the nearest
installation/facility

Explosives

Were explosives present at the time of the
accident?
Were explosives involved in the incident?

Location Details

Describe the exact location of the accident.
Enter the type of location.

Reportlt User Guide
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e Enter either the Military Grid coordinates or the
Lat/Long. You can use the interactive tool to
map the coordinates by clicking

Locate Coordinates Interactively... §

Synopsis e Enter a summary of events from the time of the
accident until the aircraft was at rest.

Personnel

The Personnel screen collects all the necessary information about any persons that were involved,
caused, or injured in the accident. How you answer questions in this section will determine the field
pages that display. The table below outlines likely details collected on personnel.

Screen View Fields
Personnel: Details Personnel List For each person involved in the accident, a detailed
about people that were /Personnel Details | record for that person should be created in Reportlt.
involved (caused, / Summary For more than one personnel record, the order in
contributed or injured) in which they appear in the Personnel List is the order
the accident. Personnel can be they display on the printed accident report. Up and
added, edited, or down arrows will display to arrange the order of
deleted personnel if needed.
General General information about this person:
e Personnel classification or category
e Rank or pay grade
e First Name/Last Name/ Ml
e SSN
e DOB
e Gender
e Was this individual in a flight status?
¢ Individual's MOS

Unit Address
e Unit Assigned to (selected existing unit or add a
new involved unit)
o UIC
e Unit Name
e Unit Country/Street address/City/State/Zip
Code

Unit Details
e Date individual was hired or assigned to the unit

Duty e Was this individual on duty at the time of the
accident?
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On-Duty (Displayed for both on and off duty
personnel)
e Time the individual began/report to work?
e How many hours were continuously worked
without sleep?
¢ How many hours of sleep did this individual get
in the last 24 hours?

Off-Duty (Displayed for off-duty personnel only)
e What was the individual’s off-duty status
e Ifon Leave or Pass
0 To/ From Dates
o0 Phase of the leave/pass the accident
occurred

Deployment History
e Has this individual been deployed within 365
days prior to the accident?
e |fVYes,

o Isthe soldier still deployed?
0 Where was the deployment?
o How long was the deployment?
e When did the individual return, if applicable?
e Was the individual notified they would deploy
soon?
Leader Contact
e Was there leader contact prior to the accident?
o Ifyes,

0 What was the level of leadership?
0 What type of contact occurred?
lliness/Injury Was this person injured?
e What was the extent of the injury?
o |If fatal: Date of Death; Time of Death; Cause
of Death; Was an Autopsy Performed?

Treatment
e Was this individual treated in an emergency
room?

o0 Name of physician/healthcare provider
e Was treatment provided away from the
worksite?
0 Name of facility
0 Country/Address/State/City/Zip Code

Days Affected
e Time lost due to illness/injury
0 Days lost due to hospitalization
o0 Days lost not due to hospitalization
o0 Days restricted

OSHA
e OSHA Form 300 case #
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Injury Details
e Details about the injuries:
What body part?
What was the injury to this body part?
What was the cause of this injury?
What object or substance directly caused
this injury?
Activity What was the individual doing at the time of the
accident?
e Which activity or task was this individual
performing at the time of the accident?
e Give a description of the activity
e Last time this individual received training for
the activity/task
Jumper (displayed if activity = parachuting)
Jumper Height
Jumper Weight
Parachuting equipment
Weight of equipment
Parachute Model
Aircraft Model
Jump Details (displayed if activity = parachuting)
e At what altitude did the jumper exit the aircraft
e What number in stick was the jumper to exit the
door?
From which exit door was the jump performed?
What type of jump was performed?
What time was pre-jump conducted?
What was the wind direction and speed at the
jump height?
¢ What was the wind direction and speed at the
drop zone?
Jump History (displayed if activity = parachuting)
e How many jumps had the individual done prior
to the accident?
e What was the type of the last jump performed
prior to this accident?
e When was the last jump performed?
e When did the individual graduate from basic
airborne training?

Parachute Factors (displayed if activity =
parachuting)

e Factor

e Explanation

[elelNolNe]
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Training
e Was this individual on a named operation, field
exercise, or neither?
o0 Name of operation/exercise
e Was this activity part of tactical training?
0 Type of training facility used
0 Type of training the individual was
participating in at the time of the accident
Vision Device
e Were night vision devices used at the time of the
accident?
0 Type of device

Drugs and Alcohol
¢ Did alcohol use by this individual cause or
contribute to this accident?
0 What was the BAC percentage?
¢ Did drug use by this individual cause or
contribute to this accident?
0 What drugs were involved?

Certifications

e Was the individual licensed to operate
vehicle/equipment?

¢ Did the individual receive the mandatory 4 hour
traffic safety training?
o0 Date of traffic safety training\

e Was the individual riding a motorcycle at the
time of the accident?
0 Was the individual MSF certified?

= Date of MSF certification

PPE What personnel protection equipment was required,
available to, or used by this individual?
o Type?

0 Required?

0 Available?

0 Used?

Mistake Did this individual make a mistake that caused or
contributed to the accident?
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Mistakes
¢ What mistake did this individual make?
e How was the task/activity performed
improperly in relation to this mistake?
Root Cause
e Why was the mistake made?
e Description of Root Cause
Corrective Action
e What do you recommend?
e Unit Corrective Action
0 Unit, command or activity best capable of
implementing the action
o Corrective action description
Higher Level Corrective Action
o Unit, command or activity best capable of
implementing the action
o Corrective action description
Army Level Corrective Action
o Army Agency responsible
o0 Corrective action description

Associations What items(s) and/or conditions are related to this
individual: Materiel/Environmental

Materiel

The Materiel screen collects all the necessary information about materiel involved in the accident.
How you answer questions in this section will determine the field pages that display. The table below
outlines likely details collected on materiel.

Materiel: Details about Materiel List For property/materiel involved in the accident, a
the property/materiel detailed record is created in Reportlt. All
involved in the accident. Materiel can be property/materiel involved in the accident is
added, edited, or recorded, regardless of whether it caused or
deleted contributed to the report.
General General information about the materiel:
Information o Type of property/materiel

e Model Number
Materiel Details

e Serial number
e Owner

Damage
e Estimated cost of damage for this item

Accident e Describe the collision in which this property or
materiel was involved

Explosives and e Is this item an explosive or ammunition?

Ammunition Explosives General Information
e Enter the lot number for this device
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Screen View Fields

e Enter the quantity for this item

e Enter the net explosive weight for this device

e Enter the DOD Identification/DOD Ammunition
Code for this device

Component e Were there any components/parts that failed or
malfunctioned related to this materiel item?

Components
Describe the part
Part Number
National Stock Number
Part manufacturer
Was EIR/QDR submitted for this part? If yes,
EIR/QDR number
Failure
e Indicate the failure
Root Cause
e Underlying reason why this materiel failed
e How did the underlying reason cause the
materiel failed
Corrective Action
e What do you recommend?
e Unit Corrective Action
0 Unit, command or activity best capable of
implementing the action
o Corrective action description
Higher Level Corrective Action
o Unit, command or activity best capable of
implementing the action
o Corrective action description
Army Level Corrective Action
0 Army Agency responsible
0 Corrective action description

Associations Associate personnel/environmental conditions to
this materiel item.

Risk Management
The Risk Management screen is for class C accidents and above.

Screen View Fields

Risk Management: Mission e At what level was the mission or training

Details about risk conducted?

management performed e What was the rank of the person who approved

by the responsible the mission/training?

organization. 0 What was the duty position of the person who
approved the mission/training?
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Screen View Fields
Responsible e What was the rank of the person who was in
Leadership charge of the mission/training?

e What was the duty position of the person who
was in charge of the mission/training?

e What was the rank of the senior leader present
during the mission/training?

¢ What was the duty position of the senior leader
during the mission/training?

Performed e Was risk management performed?

0 What was the rank of the person who
performed RM?

0 What was the duty position of the person
who performed RM?

Process ¢ Was risk management process communicated?
Communicated o0 Which methods of communication were
used?: Order; verbal/brief; worksheet;
unknown; other.

Identified Risk e Was the accident event identified or considered
during risk management?
o0 What was the level of identified risk?

Control Measures e Were control measures applied?

0 What was the rank of the person who was
responsible for implementing controls?
What was the duty position of the person
who was responsible for implementing
controls?

0 What was the level of risk after the controls
were applied?

Accepted Risk e Was the potential for the accident event

accepted as residual risk?

0 What was the rank of the person who
accepted the residual risks?

0 What was the duty position of the person
who accepted the residual risks?

Environmental

The Environmental screen collects information about the weather/environmental conditions that
were present at the time of the accident.

Screen View Fields

Environmental: Details | Conditions e What were the environmental conditions
about the environ_m_ental present at the time of the accident?

and \_/veather condl_tlons at e What effect did the environmental condition
the time of the accident. have on the accident?

e How confident are you about the effect of the
condition on the accident?
e Provide a description
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Fields

Corrective Action
¢ What do you recommend?
e Unit Corrective Action
0 Unit, command or activity best capable of
implementing the action
o Corrective action description
Higher Level Corrective Action
o Unit, command or activity best capable of
implementing the action
o Corrective action description
Army Level Corrective Action
o0 Army Agency responsible
o0 Corrective action description

Association

o Tell us about the materiel and/or personnel
associated with this environmental condition.

Witnesses

When you have witnesses of an accident, the Witness screen allows you to gather the necessary
information required for the accident report. Not all accidents have witnesses. If this section is
optional for your class type, click the Skip This Section button.

Screen View Fields
Witnesses: The Witness | Witness List / Add, Edit or Delete Witnesses: Provide general
screen is an optional Witness information for each witness, such as:
screen to enter witness Information ¢ Isthisalimited or general use report?
information for an e Add witness
accident. Witnesses can be o Witness Name
added, edited, or o Address/Phone #/DOB
deleted. o Occupation/Employer/Rank/Background
0 Witness location at the time of the accident
Interviews Interviews for this witness: You can have multiple
interviews for one witness. Information asked about
an interview are:
¢ Date of interview
e Who conducted the interview
e Interview summary
Promise of Details about witness promise of confidentiality:
Confidentiality ¢ Did the Commander, USACRC authorize
confidentiality to this witness?
0 Was it offered
0 Was it requested
0 Was it declined (displays only if “Yes” to was
it offered)
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The Documents screen is for attaching documents external to the report application, such as maps,

pictures, etc.

Screen

Documents: Attached
documents are associated
to ascreen and if
applicable, a screen list
item, such as Personnel >
[person] or Materiel >
[component].

View

Attachments

Fields

Select file type

Information provided in the file
Name of the file

Remarks

Area associated with: Specifically
Description/Caption

Select file

3.2.1.2 Aviation [Guided] Report Screens and Fields

This section breaks down the screens/views/fields that you see when you create a report in Guided
mode. It includes step-action tables, screen images, and field explanations to assist you in
completing an aviation report using Guided mode. Keep in mind that screens/views/fields are
conditional to the information provided.

Get Started

Screen

Get Started: This section
will ask the user questions
and the answer will

determine the report type.

View

Aircraft-Related

Fields

Q: Was this a flight, flight-related, or aircraft ground

Accident accident/incident?
Foreign Object Q: Was the only damage to the aircraft confined to
(This view will turbine engine damage because of unavoidable

appear only if you
answered that
there was
reportable damage
to an aircraft.)

internal or external foreign object?

Note: Answering yes results in a Class F accident

lliness or Injury

Q: Did the accident result in any injury or
occupational illness?

(If you answer Yes; the severity of the injury must be
determined and a list of injuries or illnesses will

display.)

Property Damage

Q: Did the accident result in property damage?

(If you answer Yes: select the total estimated
property damage cost of damage that resulted from
the accident.)

Duty Status

Q: Did the incident occur on duty?
Q: What personnel types were involved?
Q: Was the accident due to Army operations?

Combat Reporting

Q: Are normal investigation and reporting
procedures impractical due to combat operations?
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Q: Did this incident occur during or is your unit
currently in a combat operation?

Result Displays the Report Class and type.

The Screen tabs display both required and optional screens in an accident report creation. The report
class defines the screen tabs that display. The example below is for a 2397-AB form, accident class.

Overview

The Overview displays the “mile-high view” of what categories of information (screens) are available
to complete your accident report. You can use the screen tabs to open the available views and the
report field pages, or you can use the Start button for that view.

. R At A st

- = e e -
[ < 2
H@Bm lGenerai ‘ Personnel

Alrcraft | Risk ‘ Environmental | Narrative LFMI\QS | WMJ Documents | Audit I

Report Overview 7 Information Center -

Each section and step that is currently active within 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 The Information Center
a specific step, click the Start or Update button for that step. m provides quick and easy access

_ i to helpful information.
This is an overview of the information to be [

@ ° collected for the accident. You can click

Board : ; :
w o the Start button to begin, or click the :
: screen or view hyperlink for a specific To search help resources click

SCreen or view the link below.

Investigation Board Introduction As you complete the required information

Search Help Resources....
the Start button becomes an Update T S
button .
e l Click the link below to go to
|
Add, Edit, or Delete Board Members T the Information Center Home

& Hadden, Gail (Recorder) (can not edit) poge.
Information Center Home

~
@ General
Y @ Additional Resources hd
— | Support & Feedback v
General Introduction m | Update ‘ =] Flags hd

 Checklist

Date and Time [ y A}
(not visited) | Start
When did this accident occur? L ‘ T Overview

1>

+ Report Overview
+ Board

) - General
Overview Screen

Event Types

(not visied) | stat
Accident Events . .

Installation

i\uv‘/\‘*'v-uq'r"VE'W'“\Wﬁc;mﬂtﬂ'q"h*ﬂ%ﬁmw’vwm—vwmwﬂm

Investigation Board

The Investigation Board screen allows the recorder to add, edit, or delete board members.
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Investigation Board: Add a Board Find User...

Defines the investigation Member e AKO User Name (search)

board member list for the

report. The report creator is, by default, added to the Board

Member List as the Submitter. The Submitter role
can be changed to Recorder if applicable. The
submitter/recorder record cannot be edited or

deleted.
Screen View Fields
View/Edit Board Details for a board member include:
Member e Name (populated from AKO)
e Email Address (populated from AKO)
e Rank
e Branch
o Classification
e Board Position
e Rating
e Board Member Permissions (default is read-only
access; however, edit capabilities may be added
for a screen or the entire report.)

General
The General screen gathers basic information about the accident; such as date, time, and location.

Screen View Fields

General: Basic Date and Time When did the accident occur?

information about the e Date and Time

accident. This information e Period of day

is required to submit a e Accident Type

report. e Reportlt Description (this displays in your

Reportit dashboard only.)

Event Types e Primary Event Type
e Secondary Event Type
e Tertiary Event Type

Installation Details about where the accident occurred:
Did it occur on post?

Country

State

City nearest the accident site

Name of nearest installation

Did the accident take place on an airfield?

Location Details Enter either the Military Grid coordinates or the
Lat/Long. If you use the lat/long coordinates, you
can locate the coordinates interactively which will
populate the fields for you.
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Unit Address Details about the accountable unit:
e UIC code
¢ Name
e Country/State/Home Station
Unit Details e Army Headquarters
Synopsis Enter a summary of events from the time of the
accident until the aircraft was at rest.

Personnel

The Personnel screen collects all the necessary information about any persons that were involved,
caused, or injured in the accident. How you answer questions in this section will determine the field
pages that display. The table below outlines likely details collected on personnel.

Screen View Fields
Personnel: Details Personnel List For each person involved in the accident, a detailed
about people that were /Personnel Details | record for that person creates in Reportlt. For more
involved (caused, / Summary than one personnel record, the order in which they
contributed, or injured) in appear in the Personnel List is the order they
the accident. Personnel can be display on the printed accident report. Up and down
added, edited, or arrows will display to arrange the order of personnel
deleted if needed.
General General information about this person:
e Personnel Service Code
e Rank or pay grade
e First Name/Last Name/ Ml
e SSN
e DOB
e Gender

Unit Address

e Unit Assigned to (selected existing unit or add a
new involved unit)

o UIC

Duty What was the individual’s role:
e Onduty?

e Duty Position

e Onflight controls?

Background Background about the individual:
o Activity for the last 24 hours
0 Hours Slept
o Hours Worked
o0 Hours Flown
e Date redeployed from a combat zone
Lab Tests

e Were the required lab tests accomplished?
0 Result of the lab tests
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Qualifications MTDS Quialifications
e Total flight hours in the accident aircraft MTDS?

Flight Experience
e Total flight hours in all aircraft?

PPE Details about protective/restraint/survival
equipment:

e Did it function as designed?

Personnel Protective Equipment

¢ What was the PPE item?

e What type?

e Was it required; available; used; produced an
injury; allowed an injury; prevented an injury;
reduced the severity of an injury; functioned as
designed?

¢ Information Codes
o ltem
o Component
o Condition

Escape/Rescue Escape/Rescue required

e Was there escape difficulties or a rescue
required?

Personnel Escape

¢ Individual location at time of accident:

0 Location Type

0 Location

How did the individual escape?

Which exit was used?

How was the aircraft positioned at escape?

Cabin/cockpit conditions at time of accident?

Individual’s physical condition?

Explain any failures, malfunctions, injuries or

other problems not adequately defined.

Exit Attempted
0 How did this person attempt exit?

Escape Difficulties
o0 Escape difficulties encountered

Survival Rescue
o Survival problems encountered
0 Means used to locate individual
0 Rescue equipment used
o0 Factors that helped rescue
o Factors complicating rescue

Rescue Time
0 Select phase
o0 Date/time phase initiated
0 Hours/minutes of elapsed time from
beginning to end of the phase

Evacuation Vehicles
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¢ Rescue vehicles used for evacuation

¢ How many nautical miles did the closest aircraft
have to travel to the accident site?

¢ How many statute miles did the closest ground
rescue vehicle have to travel to reach the
accident site?

IlIness/Injury Was this person injured?

e What was the extent of the injury?
o If fatal: Date of Death; Cause of Death; Was

an Autopsy Performed?

Effects

e Was this individual unconscious? (Hrs/Mins)

e Did this individual experience amnesia?

(Hrs/Mins)
Treatment
e Was this individual treated in an emergency
room?

e Name of physician/healthcare provider
e Was treatment provided away from the
worksite?
0 Name of facility
0 Country/Address/State/City/Zip Code
Days Affected
e Days lost due to hospitalization
e Days lost not due to hospitalization
e Days restricted

OSHA

OSHA case number

Date Individual Hired / Assigned
Time Work Begain

Home Address/City/State/Zip/Country
Injury Details

e What body part?

Primary aspect of the injury for the body part
Secondary aspect of the injury for the body part
What was the injury to this body part?
What was the cause of this injury?

Select the injury mechanism qualifier

Select the injury cause factor subject

Select the injury cause factor action

Select the injury cause factor qualifier
Remarks
Mistake Made mistake?

¢ Did this individual make a mistake that caused

or contributed to the accident?

Mistakes

e What mistake did the individual make?
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Screen View Fields
e When did the mistake occur in the accident
sequence?
e Where did the mistake occur in the accident
sequence?
e How was the task/activity performed
improperly?

e What directive, common practice or standard
governs the performance of the task/activity?
e Explanation of the consequences of the mistake
¢ What effect did the mistake have on the
accident?
e How confident are you about the effect of the
mistake on the accident?
e What was the ATM task number being
performed at the time of the mistake?
e What was the phase of operation that was in
progress at the time the mistake occurred?
Root Cause
e Why was the mistake made?
e Describe the root cause and how it caused the
mistake.
Recommendation
¢ What do you recommend?
e Unit Corrective Action
0 Unit, command or activity best capable of
implementing the action
o Corrective action description
Higher Level Corrective Action
0 Unit, command or activity best capable of
implementing the action
o Corrective action description
Army Level Corrective Action
0 Army Agency responsible
o0 Corrective action description

Associations What items(s) and/or conditions are related to this
individual: Aircraft/Environmental

Aircraft

The Aircraft screen collects all the necessary information about all aircraft involved in the accident.
How you answer questions in this section will determine the field pages that display. The table below
outlines likely details collected on an aircraft.

Screen Fields

Aircraft: Details about Aircraft List For each aircraft involved in the accident, a detailed
the aircraft that were record creates in Reportlt. If more than one aircraft
involved (unit, mission, Aircraft can be record is entered, the order in which they appear in
maintenance history, added, edited, or the Aircraft List is the order they will be displayed
damage, etc). deleted on the printed accident report. Up and down arrows
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will display to arrange the order of aircraft if
needed.
General General information about this aircraft:
Information e Serial Number

e MTDS for this aircraft

Unit Information

Aircraft was assigned to...
UIC Code

Organization level

Name of organization
Country/State

Home Station

Unit Details
e Army Headquarters

Tools
o Digital source collector installed?
o Type
¢ Night visual aids used?
o Type
Mission
e What type of mission was this aircraft involved
in at the time of the accident?
¢ Single or Multi-aircraft mission?
0 What was the total number of aircraft on this
multi-ship mission?
o Type of flight plan at time of accident?
e Was this mission part of a named operation,
field exercise, or neither?
o Name of operation/exercise?

Damage

Was the aircraft a total loss?

How much did the aircraft damage cost?
How many man-hours did the repair take?
Damage to other military property by this
aircraft?

e Damage to civilian property by this aircraft?
Fire Fire Occurred?

e Was there fire associated with this aircraft?
Fire General Information

¢ In which phase did the fire start?
Fire Indication

e What events indicated a fire?

Fire Combustible Material
e Were there any combustible materials on the
aircraft that served as the principal source of the
fire?

Fluids Spillage
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e Was there any spillage of flammable fluids by
this aircraft? What type/ amount spilled

Spillage Source

e What type of part leaked?

e name of part

e manufacturer’s part number
part NSN

Fuel System and Tanks

e Was this aircraft equipped with crash resistant
fuel system?
o Did the fuel system breakaway valves

separate as designed?

e Was the aircraft equipped with auxiliary fuel
tanks?
0 Internal or External
0 Were they crashworthy?

Flight Data Emergency Phase

Phase of operation

Second phase of operation

Third phase of operation

planned duration of the flight

AGL altitude

airspeed (KIAS)

aircraft weight

overgross conditions?

Accident Phase

Phase of operation

Second phase of operation
Third phase of operation
planned duration of the flight
AGL altitude

airspeed (KIAS)

aircraft weight

overgross conditions

Impact Impact Type
¢ Did this aircraft collide with an object in-flight
and/or terrain?
e Was occupiable space compromised?
0 Wire Strike?
0  WSPS Installed
" WSPS Engaged Wire
e  WSPS Cut Wire
. WSPS Functioned as
Designed
o  Diameter
0  Number of Wires

In-Flight
e Was there damage to the aircraft as a result of
an in-flight collision?
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0 KIAS or true airspeed just before impact
o0 vertical speed and direction just before
impact
o flight path angle and direction at major
impact
0 pitch angle and vertical direction at the
moment of impact
o roll angle and horizontal direction at the
moment of impact

Obstacles

e Type of obstacle

¢ how high above the ground did the aircraft
strike this obstacle

¢ how noticeable was the obstacle from the crew’s
position under the environmental conditions
and terrain at the time of impact

e Where did this obstacle strike the aircraft?

(Note: Some obstacle strikes, such as wire, require
further field data)

Wire Strike

Wire Type

Number of Wires

Diameter

WSPS Installed

o Did WSPS engage wire?

o Did WSPS cut the wire

o Did WSPS function as designed

Location

e Was there damage to this aircraft as a result of a
collision with terrain?

Terrain Impact

e What was the ground speed

e What was the vertical speed and direction of the
aircraft just before impact

e what was the flight path angle and direction just
before impact

¢ which two measures are the most accurate

e what was the impact angle

e what was the pitch altitude and vertical pitch
direction at the instant of impact

¢ what was the roll attitude and horizontal roll
direction at the instant of impact

¢ what was the yaw attitude and horizontal
direction at the instant of impact?

Rotation
o Did the aircraft rotate about any axis after the
major impact?
0 What was the pitch and vertical pitch
direction after the major impact
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o what was the roll and horizontal roll
direction after the major impact

0 what was the yaw and horizontal yaw after
the major impact

Impact force

e What is the estimated or analytically determined
vertical force (G’s) and force direction at the
aircraft center of gravity?

e What is the estimated or analytically determined
longitudinal force (G’s) and force area at the
aircraft center of gravity?

e What is the estimated or analytically determined
lateral force (G’s) and force direction at the
aircraft center of gravity?

Fuselage deformation

e Fuselage deformation area

e Specific area

e amount or type of deformation

e Caused Injury to personnel?

Large component displacement

e Select the component

e Displaced from normal position

e cockpit penetrated or entered

e component torn free; cabin penetrated or
entered.

Remarks

¢ Additional impact remarks (as indicated)

Materiel Aircraft Failure
e Were there any components and/or parts that
failed or malfunctioned on this aircraft?
Component/Part Detail
Component or part
Name
Model (if component)
Part Number
NSN
Serial number
MFG code

Causative Role

e Did materiel failure have a causative role in
accident

¢ Did maintenance act of omission have a
causative role in this accident

¢ Did design of component/part have a causative
role in this accident

¢ Did the manufacture of this component/part
have a causative role in this accident

Failure
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Fields

What type of failure/malfunction did this
component/part undergo?

When the component/part failure happened in
the accident sequence

Where the component/part failure happened in
the accident sequence

Consequences of the materiel failure

Caused contributed state

Phase of Operation

Select phase of operation

Root Cause

Root Cause for the failure
How the root cause contributed to the failure

Recommendation

Higher Level Corrective Action

Army Level Corrective Action

What do you recommend?
Unit Corrective Action
o Unit, command or activity best capable of
implementing the action
o Corrective action description

0 Unit, command or activity best capable of
implementing the action
o Corrective action description

0 Army Agency responsible
o Corrective action description

Associations

Associate personnel/environmental conditions to
this aircraft.

Risk Management

The Risk Management screen is required for class C accidents and above, and optional for all other

classes.

Screen

Risk Management:
Details about risk
management performed
by the responsible
organization.

View

Mission

Fields

At what level was the mission or training
conducted?

What was the rank of the person who approved
the mission/training?

What was the duty position of the person who
approved the mission/training?

Responsible
Leadership

What was the rank of the person who was in
charge of the mission/training?

What was the duty position of the person who
was in charge of the mission/training?

What was the rank of the senior leader present
during the mission/training?
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¢ What was the duty position of the senior leader
during the mission/training?

Performed e Was risk management performed?

0 What was the rank of the person who
performed RM?

0 What was the duty position of the person
who performed RM?

Screen View Fields
Process ¢ Was risk management process communicated?
Communicated o0 Which methods of communication were

used?: Order; verbal/brief; worksheet;
unknown; other.

Identified Risk e Was the accident event identified or considered
during risk management?
o0 What was the level of identified risk?

Accepted Risk e Was the potential for the accident event

accepted as residual risk?

0 What was the rank of the person who
accepted the residual risks?

0 What was the duty position of the person
who accepted the residual risks?

Environmental

The Environmental screen collects information about the weather/environmental conditions that
were present at the time of the accident.

Screen View Fields

Environmer_ltal: Details | General ¢ Did the aircraft have any icing issues?

about the environmental e What were the general weather conditions at the
and weather conditions at time of the accident?

the time of the accident. e Was the moon above the horizon at the time of

the accident?
o Was the moon visible at the time of the

accident?

o How far did the moon appear above the
horizon?

0 What was the percentage of moon
illumination?

0 What was the clock position of the moon
from the flight path or nose of the aircraft?
o Did the aircraft experience any turbulence?

Conditions ¢ What were the environmental conditions
present at the time of the accident?

e What effect did the environmental condition
have on the accident?
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o How confident are you about the effect of
the environmental condition on the
accident?

0 Provide a detailed description of the
environmental condition.

0 Describe when the environmental condition
happened in the sequence of events.

o0 Describe where the environmental condition
occurred in the sequence of events.

0 Explanation of the consequences

0 Provide a description of how the
environmental condition actually caused
and/or contributed to the accident.

Recommendation
e What do you recommend?
e Unit Corrective Action

o Unit, command or activity best capable of

implementing the action

o Corrective action description

Higher Level Corrective Action

0 Unit, command or activity best capable of

implementing the action

o Corrective action description

Army Level Corrective Action
0 Army Agency responsible
o Corrective action description

Associations Associate personnel/aircraft to this environmental
condition.

Narrative

The Narrative screen is where you record the facts, conditions, and circumstances established during
the accident investigation. The information obtained from the narrative impact witness interviews of
the accident.

Narrative of Narratives The four main sections of the narrative include:
Investigation: Enter the History of Flight
facts, conditions, and Human Factors Investigation

circumstances established Materiel Factors Investigation
during the investigation. Analysis

(The sections above have sub-sections to complete.
The History of Flight, Human Factors Investigation
and Material Factors Investigation must contain
factual data.)

Findings
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When an accident report has human errors, materiel failures/malfunctions, and/or environmental
conditions, Findings and Recommendations are required. The “Findings” screen concatenates all
findings and recommendation ‘source’ fields into one editable textbox.

This editable Findings textbox allows the user the ability to format or rearrange the order of the

findings text. The screen also provides easy navigation back to the desired location to add new details
to the findings and recommendations.

WARNING: The information displayed in the text box is a snapshot only of the information you
have entered in the report. While you have the option to edit the text, these edits will not match with
your original entries. Add new findings and recommendations using the links provided in the
Findings screen.

Refer to image below for information on using the Findings editable window.
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IO NEALENE Any naw ASINGE BN PODMMSNd kN SrTES IS 10 DE S0080 WEing 1Me (ks CAkow B3 PRI 1O th BDOFODNBTE BOTSENT
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|64 M Frtnga] [ E54 baman Facar Fodogs Bt Envrormenss Frsngs 3]

This edit window allows you to format
the text within it. Please do not add
new findings and recommendations
directly into the window.

jl:nmm-_ Forma GmFo-H-u_ i Contest Uarager 5]

4 | Click Build Findings button to display the findings and recommendations for this report. This
has to be done only once

2 Rewview the displayed information for accuracy. Do not add new findings and
| recommendations in this window (refer to step 3 and 4). Format text as desired (note wamning
in step 4).

3 To add new findings and recommendations, click the appropriate button to return to that area of
Reportlt. (A waming displays to alert you that all updates you have made to the text will be lost on
retun and rebuild.) When all updates are made, retumn to the Findings screen

4 || Click the Rebuild Text button to display all new information added. Format your text as desired.

| 5 || Click Save & Continue when finished. The information, as displayed, will print to the form.

Finding Editable Window

Witnesses

When you have witnesses of an accident, the Witness screen allows you to gather the necessary
information required for the accident report. Not all accidents have witnesses. If this section is
optional for your class type, click the Skip This Section button.
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Screen View Fields

Witnesses: The Witness | Witness List / Add, Edit or Delete Witnesses: Provide general

screen is an optional Witness information for each witness, such as:

screen to enter witness Information e \Witness Name

information for an o Address/Phone #/DOB

accident. Witnesses can be e Occupation/Employer/Rank/Background
added, edited, or e Witness location at the time of the accident
deleted.

Interviews Interviews for this witness: You can have multiple
interviews for one witness. Information asked about
an interview are:

¢ Date of interview
¢ Who conducted the interview
e Interview summary
Promise of Details about witness promise of confidentiality:
Confidentiality e Was it offered
e Was it requested
e Was it declined (displays only if “Yes” to was it
offered)
Documents

The Documents screen is for attaching documents external to the report application, such as maps,

pictures, etc.

Screen

Documents: Attached
documents are associated
to a screen and if
applicable, a screen list
item, such as Personnel >
[person] or Aircraft >
[aircraft].

View Fields
Attachments e Select file type
e Information provided in the file
e Name of the file
e Remarks
e Area associated with: Specifically
e Description/Caption
e Selectfile
Forms Displays forms that print for the accident report.
Add remarks as required.

3.2.1.3 UAS [Guided] Report Screens and Fields

This section breaks down the screens/views/fields that you see when you create a report in Guided
mode. It includes step-action tables, screen images, and field explanations to assist you in
completing an unmanned aircraft report using Guided mode. Keep in mind that screens/views/fields
are conditional to the information provided.

Get Started
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Screen

Get Started: This section
will ask the user questions
and the answer will

determine the report type.

View

Aircraft-Related
Accident

Fields

Q: Was this a flight, flight-related, or aircraft ground
accident/incident?

Note: You answer if the aircraft involved was
manned or unmanned. Selecting unmanned will
create a UAS report.

Foreign Object
(This view will
appear only if you
answered that
there was
reportable damage
to an aircraft.)

Q: Was the only damage to the aircraft confined to
turbine engine damage because of unavoidable
internal or external foreign object?

Note: Answering yes results in a Class F accident

IlIness or Injury

Q: Did the accident result in any injury or
occupational illness?

(If you answer Yes; the severity of the injury must be
determined and a list of injuries or illnesses will

display.)

Property Damage

Q: Did the accident result in property damage?

(If you answer Yes: select the total estimated
property damage cost of damage that resulted from
the accident.)

Duty Status

Q: Did the incident occur on duty?
Q: What personnel types were involved?
Q: Was the accident due to Army operations?

Combat Reporting

Q: Are normal investigation and reporting
procedures impractical due to combat operations?
Q: Did this incident occur during or is your unit
currently in a combat operation?

Result

Displays the Report Class and type.

The Screen tabs display both required and optional screens in an accident report creation. The report
class defines the screen tabs that display. The example below is for a 2397-U form, class C accident.

Overview

The Overview displays the “mile-high view” of what categories of information (screens) are available
to complete your accident report. You can use the screen tabs to open the available views and the
report field pages, or you can use the Start button for that view.

Reportlt User Guide Page | 55



§ reror

R gy A .
= S

Il r — : T
@l_m[m‘m[mm“m[mm|Narmm‘mes|wm[ommm‘mn‘

Report Overview

2 Information Center -

The Information Center
m'-\ provides quick and easy access

to helpful information.

Report Overview

Each section and step that is currently active within 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.

This is an overview of the information to be <
@ ° Board collected for the accident. You can click

L Y the Start button to begin, or click the
screen or view hyperlink for a specific
SCreen or view

As you complete the required information
the Start button becomes an Update

To search help resources click
the link below.
Search Help Resources....

Investigation Board Introduction

Click the link below to go to

§;ar d Member Lisl button
Add, Edit, or Delete Board Members

Investigation Board

| st |
> : the Information Canter Home
& Hadden, Gail (Recorder) (can not edit) page.
Information Center Home
~
@ General
\ Yo 0 Additional Resources v
| Support & Feedback v
General Introduction | Upadate ] Flags =
Date and Time 7 ) —J ch LaJ
ot visi | Start -
When did this accident occur? - e = Overview
Event Types + Report Overview
Ackiok Evots (not visited) | Start | 3 Bosrd
Installation 4~ General

Overview Screen

The Investigation Board screen allows the recorder to add, edit, or delete board members.

Investigation Board: Add a Board Find User...
Defines the investigation Member e AKO User Name (search)

board member list for the
report.

The report creator is, by default, added to the Board
Member List as the Submitter. The Submitter role
can be changed to Recorder if applicable. The
submitter/recorder record cannot be edited or
deleted.

e T e e dl S i

Screen

Fields

View/Edit Board
Member

Details for a board member include:
¢ Name (populated from AKO)
e Email Address (populated from AKO)
e Rank
e Branch
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Classification

Board Position

Rating

Board Member Permissions (default is read-only
access; however, edit capabilities may be added
for a screen or the entire report.)

General
The General screen gathers basic information about the accident; such as date, time, and location.

Screen View Fields

General: Basic Date and Time When did the accident occur?

information about the ¢ Date and Time

accident. This information e Period of day

is required to submit a e UAS category

report.  Reportlt Description (this displays in your
Reportlt dashboard only.)

Event Types e Primary Event Type
e Secondary Event Type
e Tertiary Event Type

Installation Details about where the accident occurred:

Did it occur on post?

Country

State

City nearest the accident site

Name of nearest installation

Did the accident take place on an airfield?
Location Details Enter either the Military Grid coordinates or the
Lat/Long. If you use the lat/long coordinates, you
can locate the coordinates interactively which will
populate the fields for you.

Unit Address Details about the accountable unit:
e UICcode

e Name

e Country/State/Home Station

Unit Details e Army Headquarters

Synopsis Enter a summary of events from the time of the
accident until the aircraft was at rest.

Personnel

The Personnel screen collects all the necessary information about any persons that were involved,
caused injury, or were injured in the accident. How you answer questions in this section will
determine the field pages that display. The table below outlines likely details collected on personnel.
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Screen View Fields
Personnel: Details Personnel List For each person involved in the accident, a detailed
about people that were /Personnel Details | record for that person creates in Reportlt. For more
involved (caused, / Summary than one personnel record, the order in which they
contributed, or injured) in appear in the Personnel List is the order they
the accident. Personnel can be display on the printed accident report. Up and down
added, edited, or arrows will display to arrange the order of personnel
deleted if needed.
General General information about this person:
e Personnel Service Code
e Rank or pay grade
e First Name/Last Name/ Ml
e SSN
e DOB
e Gender

Unit Address

e Unit Assigned to (selected existing unit or add a
new involved unit)

e UIC

Duty What was the individual’s role:
e Onduty?

e Duty Position

e Onflight controls?

Background Background about the individual:
e Activity for the last 24 hours
0 Hours Slept
0 Hours Worked
o Hours Flown
e Date redeployed from a combat zone

Lab Tests
e Were the required lab tests accomplished?
0 Result of the lab tests

Qualifications MTDS Quialifications
e Total flight hours in the accident aircraft MTDS?

Flight Experience
e Total flight hours in all aircraft?

llIness/Injury Was this person injured?
e What was the extent of the injury?
o If fatal: Date of Death; Cause of Death; Was
an Autopsy Performed?
Effects
e Was this individual unconscious? (Hrs/Mins)
e Did this individual experience amnesia?

(Hrs/Mins)
Treatment
e Was this individual treated in an emergency
room?

e Name of physician/healthcare provider
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e Was treatment provided away from the
worksite?
0 Name of facility
0 Country/Address/State/City/Zip Code
Days Affected
e Days lost due to hospitalization
e Days lost not due to hospitalization
e Days restricted

OSHA

OSHA case number

Date Individual Hired / Assigned

Time Work Begain

Home Address/City/State/Zip/Country
Injury Details

e What body part?

Primary aspect of the injury for the body part
Secondary aspect of the injury for the body part
What was the injury to this body part?

What was the cause of this injury?

Select the injury mechanism qualifier

Select the injury cause factor subject

Select the injury cause factor action

Select the injury cause factor qualifier
Remarks

Mistake Made mistake?

¢ Did this individual make a mistake that caused
or contributed to the accident?

Mistakes
e What mistake did the individual make?
¢ When did the mistake occur in the accident

sequence?

e Where did the mistake occur in the accident
sequence?

e How was the task/activity performed
improperly?

e What directive, common practice or standard
governs the performance of the task/activity?

e Explanation of the consequences of the mistake

e What effect did the mistake have on the
accident?

¢ How confident are you about the effect of the
mistake on the accident?

Root Cause

e Why was the mistake made?

e Describe the root cause and how it caused the
mistake.

Recommendation
e What do you recommend?
e Unit Corrective Action
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0 Unit, command or activity best capable of
implementing the action
o Corrective action description
Higher Level Corrective Action
0 Unit, command or activity best capable of
implementing the action
o Corrective action description
Army Level Corrective Action
0 Army Agency responsible
o0 Corrective action description

Associations What items(s) and/or conditions are related to this
individual: Aircraft/Environmental

Aircraft

The Aircraft screen collects all the necessary information about all aircraft involved in the accident.
How you answer questions in this section will determine the field pages that display. The table below
outlines likely details collected on an aircraft.

Screen View Fields
Aircraft: Details about Aircraft List For each aircraft involved in the accident, a detailed
the aircraft that were record creates in Reportlt. If more than one aircraft
involved (unit, mission, Aircraft can be record is entered, the order in which they appear in
maintenance history, added, edited, or the Aircraft List is the order they will be displayed
damage, etc). deleted on the printed accident report. Up and down arrows
will display to arrange the order of aircraft if
needed.
General General information about this aircraft:
Information e Serial Number

e MTDS for this aircraft

Unit Information

Aircraft was assigned to...
UIC Code

Organization level

Name of organization
Country/State

Home Station

Unit Details
e Army Headquarters

Tools
o Digital source collector installed?
o Type
0 Was the data captured and preserved?
0 Storage location
Mission
e What type of mission was this aircraft involved
in at the time of the accident?
e Single or Multi-aircraft mission?
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o If Multi; What was the total number of
aircraft on this multi-ship mission?
o If Manned/Unmanned Teaming; Level of
Interoperability (LOI)
¢ Simultaneous UA Operation?
o0 If Yes, Number of UA Operating
Simultaneously; Simultaneous MTDS
e Type of flight plan at time of accident?
¢ What were the flight rules the UA was flying
under?
e Was this mission part of a named operation,
field exercise, or neither?
o If Yes, Name of operation/exercise?

Damage
e Was the aircraft a total loss?
e How much did the aircraft damage cost?
¢ How many man-hours did the repair take?
e Damage to other UAS sub-systems was caused
by this aircraft?
¢ How much damage to other military property
was caused by this aircraft?
e How much damage to other civilian property
was caused by this aircraft?
e Total aircraft damage cost

Fire Fire Occurred?

e Was there fire associated with this aircraft?

¢ Do you want to complete a 2397-12 for this
aircraft?

Fire General Information
e Inwhich phase did the fire start?
e If completing 2397-12
0 When specifically did the fire start?
0 What percentage of the damage was caused
by this fire?
o Did the G-Force activated fire extinguishing
system function as designed?
o Additional remarks

Fire Indication (if completing 2397-12)
e What events indicated a fire?

Fire Location (if completing 2397-12)
e Where did the fire begin?
e How certain are you that this is where the fire
first started?
e Isthis also the principal location of the fire?
o If no, Where was the fire located mainly?;
how certain are you that this was the
principal location of the fire?

Fire Ignition Source (if completing 2397-12)

¢ Ignition Source
0 What ignited the fire?
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0 How certain are you that this started the fire?

Fire Combustible Material (if completing 2397-12)

e Were there any combustible materials on the
aircraft that served as the principal source of the
fire?

0 Which combustible material was a principal
source of the fire?

0 How certain are you that this was a principal
source of the fire?

Fire and Smoke Detection Systems (if completing
2397-12)
e Was a fire smoke detection system installed on
this aircraft?

o0 Ifyes, Did the detection system operate
properly?; Were the detectors within range of
the smoke/fire?

Fire Extinguishing System (if completing 2397-12)
e Fire extinguishing system type
e How well did the fire extinguishing system
work?
¢ Did the fire extinguishing system fail?
o IfYes

0 What is the name of this fire extinguishing
system?

0 What isit's NSN?

o0 What is the QDR/EIR number?

0 What is the size of the fire extinguishing
system?

0 What type of agent was used?

0 What was the actual failure or malfunction of
this system?

0 Why did this fire extinguishing system fail or
malfunction?

Fire Emergency Shutoff (if completing 2397-12)
e What type of emergency shutoff system was
used?
e What was its effect on the fire?
e How certain are you of its effectiveness?

Fire Distances (if completing 2397-12)
e How far did the aircraft occupant have to travel
to escape?
e How far by air was the nearest available military
firefighting equipment?
e How far by road was the nearest available
military firefighting equipment?
Fire Toxicity (if completing 2397-12)
e Were there any toxic products associated with

the fire?
e Ifyes, what is the name of the toxic product?
Fluids Spillage
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Screen

View

Fields

e Was there any spillage of flammable fluids by
this aircraft? If Yes, What type/ amount spilled

REFORTEY

Spillage Source

What type of part leaked?
name of part
manufacturer’s part number
part NSN

Fuel System and Tanks

Was this aircraft equipped with crash resistant

fuel system?

o Ifyes, Did the fuel system breakaway valves

separate as designed?

Was the aircraft equipped with auxiliary fuel

tanks?
o Ifyes,
= |nternal or External

= Were they crashworthy?

Flight Data

Emergency Phase

Phase of operation

Second phase of operation
Third phase of operation
planned duration of the flight
AGL altitude

MSL altitude

airspeed (KIAS)

aircraft weight

overgross conditions?

Accident Phase

Phase of operation

Second phase of operation
Third phase of operation
planned duration of the flight
AGL altitude

MSL altitude

airspeed (KIAS)

aircraft weight

overgross conditions

Aerostat

Was this aerostat?
If yes,

o Nominal operating altitude of aerostat or

amount of tether out

0 Specific altitude at time of incident
o Time since last tether maintenance
0 Tether tension history for last 30 minutes

prior to anomaly

o0 Time since last helium top-off
0 Aerostat fan and pressure data

0 Age of envelope
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Did the Flight Termination System Function?
Altitude

Altitude Type

Distance from Mountains

Distance Type

o Additional Aerostat Information

Loss of Link
e Was there a loss of link?
o Ifyes,
0 Types of links lost
o Types of links
o UA Distance from GCS at time of loss of link
Take Off/Landing
¢ Did the accident occur during the take-off or
landing phase?
o If Take off; Take-off method
e If Landing; Landing Phase Method

Materiel Aircraft Failure

e Were there any components and/or parts that

failed or malfunctioned on this aircraft?

Component/Part Detail
Component, part or UAS Subsystem
Name

Model (if component or UAS Subsystem)
Part Number

NSN
Serial number

MFG code

Causative Role
e Did materiel failure have a causative role in
accident
¢ Did maintenance act of omission have a
causative role in this accident

¢ Did design of component/part have a causative
role in this accident
¢ Did the manufacture of this component/part
have a causative role in this accident
Failure
e What type of failure/malfunction did this
component/part undergo?
e When the component/part failure happened in
the accident sequence
e Where the component/part failure happened in
the accident sequence
e Consequences of the materiel failure
e Caused contributed state

Phase of Operation
e Select phase of operation

Root Cause

OO0OO0OO0O0
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Screen

View

Fields

e Root Cause for the failure
e How the root cause contributed to the failure

Recommendation
e What do you recommend?
e Unit Corrective Action
0 Unit, command or activity best capable of
implementing the action
o Corrective action description
Higher Level Corrective Action
o Unit, command or activity best capable of
implementing the action
o Corrective action description
Army Level Corrective Action
0 Army Agency responsible
o Corrective action description

Environmental

The Environmental screen collects information about the weather/environmental conditions that

were present at the time of the accident.

Screen

Environmental: Details
about the environmental
and weather conditions at
the time of the accident.

View Fields
General e Would you like to enter in the information for
the 2397-11?
0 Temperature?
o0 Altimeter settings?
0 Altimeter reading?
0 Pressure altitude?
0 Weather forecast correct?
e What were the general weather conditions at the
time of the accident?
Moon
¢ Did the aircraft have any icing issues?
e Moon above horizon (if completing 2397-11)
o0 Moon visible
o0 How far did the moon appear above the
horizon?
0 What was the percentage of moon
illumination?
0 What was the clock position of the moon
from the flight path or nose of the aircraft?
0 What was the local time of the moon’s rise?
0 What was the local time of the moon’s set?
o Did the aircraft experience any turbulence?
Conditions e What were the environmental conditions

present at the time of the accident?
e What effect did the environmental condition
have on the accident?
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o How confident are you about the effect of
the environmental condition on the
accident?

0 Provide a detailed description of the
environmental condition.

0 Describe when the environmental condition
happened in the sequence of events.

0 Describe where the environmental condition
occurred in the sequence of events.

0 Explanation of the consequences

0 Provide a description of how the
environmental condition actually caused
and/or contributed to the accident.

Recommendation
e What do you recommend?
e Unit Corrective Action

o Unit, command or activity best capable of

implementing the action

o Corrective action description

Higher Level Corrective Action

0 Unit, command or activity best capable of

implementing the action

o Corrective action description

Army Level Corrective Action
0 Army Agency responsible
o Corrective action description

Associations Associate personnel/aircraft to this environmental
condition.

Narrative

The Narrative screen is where you record the facts, conditions, and circumstances established during
the accident investigation. The information obtained from the narrative impact witness interviews of
the accident.

Narrative of Narratives The four main sections of the narrative include:
Investigation: Enter the History of Flight
facts, conditions, and Human Factors Investigation

circumstances established Materiel Factors Investigation
during the investigation. Analysis

(The sections above have sub-sections to complete.
The History of Flight, Human Factors Investigation
and Material Factors Investigation must contain
factual data.)

Findings
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When an accident report has human errors, materiel failures/malfunctions, and/or environmental
conditions, Findings and Recommendations are required. The “Findings” screen concatenates all
findings and recommendation ‘source’ fields into one editable textbox.

This editable Findings textbox allows the user the ability to format or rearrange the order of the

findings text. The screen also provides easy navigation back to the desired location to add new details
to the findings and recommendations.

WARNING: The information displayed in the text box is a snapshot only of the information you
have entered in the report. While you have the option to edit the text, these edits will not match with
your original entries. Add new findings and recommendations using the links provided in the
Findings screen.

Refer to image below for information on using the Findings editable window.
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This edit window allows you to format
the text within it. Please do not add
new findings and recommendations
directly into the window.

jl:nmm-_ Forma GmFo-H-u_ i Contest Uarager 5]

4 | Click Build Findings button to display the findings and recommendations for this report. This
has to be done only once

2 Rewview the displayed information for accuracy. Do not add new findings and
| recommendations in this window (refer to step 3 and 4). Format text as desired (note wamning
in step 4).

3 To add new findings and recommendations, click the appropriate button to return to that area of
Reportlt. (A waming displays to alert you that all updates you have made to the text will be lost on
retun and rebuild.) When all updates are made, retumn to the Findings screen

4 || Click the Rebuild Text button to display all new information added. Format your text as desired.

| 5 || Click Save & Continue when finished. The information, as displayed, will print to the form.

Finding Editable Window

Witnesses

When you have witnesses of an accident, the Witness screen allows you to gather the necessary
information required for the accident report. Not all accidents have witnesses. If this section is
optional for your class type, click the Skip This Section button.
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Screen View Fields

Witnesses: The Witness | Witness List / Add, Edit or Delete Witnesses: Provide general

screen is an optional Witness information for each witness, such as:

screen to enter witness Information e \Witness Name

information for an o Address/Phone #/DOB

accident. Witnesses can be e Occupation/Employer/Rank/Background
added, edited, or e Witness location at the time of the accident
deleted.

Interviews Interviews for this witness: You can have multiple
interviews for one witness. Information asked about
an interview are:

¢ Date of interview
¢ Who conducted the interview
e Interview summary
Promise of Details about witness promise of confidentiality:
Confidentiality e Was it offered
e Was it requested
e Was it declined (displays only if “Yes” to was it
offered)
Documents

The Documents screen is for attaching documents external to the report application, such as maps,

pictures, etc.

Screen

Documents: Attached
documents are associated
to a screen and if
applicable, a screen list
item, such as Personnel >
[person] or Aircraft >
[aircraft].

View Fields
Attachments e Select file type
e Information provided in the file
e Name of the file
e Remarks
e Area associated with: Specifically
e Description/Caption
e Selectfile
Forms Displays forms that print for the accident report.
Add remarks as required.

3.2.2 Create a Report in Expert mode

Expert mode displays the fields for the report type by screen category and view, rather than a page-
by-page question and answer scenario as Guided mode. You will still provide the same information,

however, with fewer pages.

As with Guided mode, your answers create the forms that are required for the report type. Expert
mode is for the more experienced accident reporter but anyone can create a report in Expert mode at
any time during the reporting process.
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Follow the steps below to create a report in Expert mode.

Step  Action
1 I ﬁ
Click REBOI  from the Reportlt task bar.
2 Click ~ Statin Expertiode.. |

Result: The Get Started (Expert Mode) screen displays.

3 Make your selections for your report and accident type.
4 Click LT to enter the details of your accident report.

Result: The Report Overview screen displays. Click the Start button for a section
to enter the details. See the tables below for descriptions of screens/views/field
pages.

3.2.2.1 Ground [Expert] Report Screens and Fields

This section will break down the screens/views/fields that you will see when you create a report in
Expert mode. There will be step-actions tables as needed with screen images and field explanations
to assist you in completing a ground report using Expert mode. The data you enter determines the
screens and views that you see during report creation.

Get Started (Expert Mode)

Screen View Fields ‘
Get Started « Accident date

this screen allow you to e Was this person (or persons) involved in this

define the report type, incident on-duty?

classification, etc. e Did this incident occur during or is your unit

currently in a combat operation?

e Select the Form Type

e Select the Classification

¢ Isthere a formally-appointed investigation
board (dependent on your selection of form type
and classification)?

Investigation Board

Add, edit, or delete board members in the Investigation Board screen.

' | Notes

L Investigation Board is not available in 285-AB Report.

O a—
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Screen

Investigation Board:
Defines the investigation
board member list for the
report.

View

Add a Board
Member

Fields

Find User...
e AKO User Name (search)

View/Edit Board
Member

Details for a board member include:
Name (populated from AKO)

Email Address (populated from AKO)
Rank

Branch

Classification

Board Position

Board Member Permissions

Follow the steps below to add an investigation board member:
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1 Create a report or resume a report that meets the requirements for an investigation
board.
(Refer to 3.2 Create a Report) or (refer to 3.5 Resume a Report to resume a report.)
2 Navigate to the Investigation Board screen.
3 .
Click () Add Board Member |
4 Find User...

Enter the JAKO User Name] and then click

Step Action

5 Complete the following fields:
e Branch
e Board Position
__ The name and e-mail address fields are pre-populated and not editable.
6 By default, board member permissions are read-only.
Modify the Board Member Permissions as appropriate by: (1) Clicking the report
screen name, i.e., Materiel, Environmental, and then (2) Click the checkbox to allow
the board member to edit the information, and then (3) Click Save.
— %\A W“”WM_AHJ"_"\M—M}
Board Memﬂt:-er Permissions castas 3
Use the report section listing below to specify permissions for this Board Member. }
) {
:Idﬁ Permissions for this Board Member %
} ; Manage Board Member — EN
¢ € Entire Report Permissions '-'...9 J}'
= ?@ General (Read-only) I
Board Member Permissions for the {
53 Personnel (Read-only) Materiel (Read-only) section 5
£
7 (5% Risk Management (Read-only) If the box below is checked, this Board 3
1 F’? Materiel (Edit) Member will have the at:-ility to edit any A
information for the specified section. ;I
?@ Environmental (Read-only) g
) ) Permission(s) have been saved. i
?@ Witnesses (Read-only) 3
{5 Documents (Read-only) 2 Board Member can Edit all information \;
i within this sub-section f
j IMPORTANT- You must click the Save bution ?
3 to save any permission changes é,
Fs
1 3
3 )
7 Click REELERIURGIEREEINRIEIIEEE to return to the Board Member List view.
8 Repeat the steps to add another investigation board member as required.
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° Click Ml UMV EEEREREI \when all members are added.

General

The General screen gathers basic information about the accident; such as date, time, and location.

Screen

General: Basic
information about the
accident required to
submit a report.

View

General

Fields

Date and Time

Period of day

Occurred during combat

Due to Army Operations

Were explosives or ammunition present

0  Were explosives or ammunition involved
Brief description of the accident

Accountable Unit Information [fields]
Accident Location [fields]

Coordinates [fields]

Mission Details [fields]

Provide a brief synopsis of the accident
explaining what and how the accident happened

Personnel

The Personnel screen collects all the necessary information about any persons that were involved,
caused, or injured in the accident. How you answer questions in this section will determine the field
pages that display. The table below outlines likely details collected on personnel.

Screen

Personnel: Details
about people that were
involved (caused,
contributed or injured) in
the accident.

View
Personnel List
Personnel can be

added, edited, or
deleted

Fields

Create a detailed record for each person involved in
the accident. For more than one personnel record,
the order in which they appear in the Personnel List
is the order displayed on the printed accident
report. Up and down arrows will display to arrange
the order of personnel if needed.

General

General information about this person:
Personnel Classification

Rank or Grade

First Name/Last Name/ Ml

SSN

DOB

Gender

MOS

Unit Information (For Military Only)
Duty Status at the time of accident
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Screen

View

Fields

Flight Status

Date individual hired/assigned (time began

work)

Continuous work without sleep (hours sleep in

last 24 hours)

Date of redeployment from Combat Zone

If Off-Duty,

0  On Leave or Pass

0  Leader Contact

0  Was this soldier deployed within the 365
days prior to the accident?

Injury/Activity

Severity of llIness/injury

Body Parts and Injuries [fields]
Days away from work

Days hospitalized

Days of restricted activity
Treatment/Care [fields]

Activity at time of accident [fields]
If Parachuting,

0  Parachute Information [fields]

Training /
Equipment

On field exercise / named operation

Activity part of tactical training

Last time individual received training

Protective Equipment

Vehicle Training and Licensing

Did alcohol use by this individual
cause/contribute to this accident [BAC % if Yes]
Did drug use by this individual cause/contribute
to this accident [Drugs if Yes]

Were night vision devices being used? [Model]

Mistake /
Associations

Did individual make a mistake? (Only if mistake
made) [fields] — Root cause/Recommendation
Materiel Associations

Environmental Condition Associations
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Iomani WV
1Dverview Investigation Board | General | Personnel

PR PP, -H_r_"\_—‘]
Materiel | Risk Management m Witnesses}

Personnel List

! add, Edit, or Delete Personnel
F
4

Personnel involved (caused, contributed, or were injured) in this accident/incident are listed below. To
add a new individual, click the Add New Individual button. To edit or remove an individual, click the

appropriate icon.

Once you are done with the Personnel section, select Done With Personnel to move to the next
section. Use the arrows to change the order the personnel will be displayed in the printed accident

report.
Move  Move MName S5N Rank Personnel Classification Edit Delete
Up Down
& Testing, Tester JOOK-KK-3456 ES Active Army & X
ﬁ Person, Testing HOO(-XX-4567  Civilian Army Civilian & X
Army
Contractor

Arrange personnel
how you want them
to appear on the
printed form.

() Add Individual

Edit or Delete
personnel

£ Collaboration || Forms | @ Ask For Help Closes Personnel

SCreen

Done with Personnel

syt Py Pt I o g B gt s Ny,

3
{
§

Personnel Screen [Expert Mode]

Materiel

The Materiel screen collects all the necessary information about all materiel involved in the accident.
How you answer questions in this section will determine the field pages that display. The table below
outlines likely details collected on materiel/property.

Screen View

Materiel List

Materiel can be
added, edited, or
deleted

Fields

Create a record for materiel/property involved in
the accident. Up and down arrows display to
arrange the order of materiel items if needed.

General
Information

General information about materiel:
Type of Item

Serial Number

Estimated cost of damage
Make/Model #

Ownership

Vehicle Collision [fields]

Explosive

e Isthis materiel an explosive item?
0 Net explosive weight
0 Lot number
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Screen View Fields
o DoDIC/DoDAC
0 Quantity
Component ¢ Add Component Details [fields]

o Nomenclature
o Part Number
o0 National Stock Number
o0 Manufacturer
0 EIR/QDR Submitted: EIRQDR Number
0 Add Failure [fields]
0 Add Root Cause [fields]
0 Add Corrective Action [fields]

e Personnel Associations

e Environmental Condition Associations

|

S ~—, e,
S-S\f’e;:w General | Personnel Matem mements ‘ Audit

;

Add, Edit, or Delete Materiel

Materiel involved in this accidentincident are listed below. To add a new materiel item, click the Add
New Materiel button. To edit or remove an item, click the appropriate icon. Once you are done with the
Materiel section, select Done With Materiel to move to the next section.

Name/Description Model Edit Delete
Up Down
& Materiell MDL123 & ) 4
Materiel 2 MDL456 4 X
Arrange materiel Edit or Delete Add Materiel
items in desired materiel items
order for form
printing
,;3 Collaboration Forms = @ AskForHelp

P T i e T R O I i L T e e e W iy

. & Content Manager
Close the Materiel -
m i Done with Matenel

L i T i W Tt e LWLV L NS S W

\

Materiel Screen [Expert Mode]

Risk Management

The Risk Management screen is for class C accidents and above.
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Screen View Fields

Risk Management: Risk Management e Level Mission Risk Conducted At:

Details about risk ¢ Risk Management subsections:

management performed o Risk management performed

by the_ res_ponsible 0 Riskaccepted

organization. 0 Risk management communicated
o0 Risk considered/control measures
0 Leaderin charge
0 Senior leader

S e W e O e Vet e s P g R P

J

Risk Management Performed

Prowde information about risk management performed including approval and involved leadership.

At what level was the mission/training conducted?

[Select One] Wl Select Level '

Risk Management subsections are displayed in the leftmost list below. Click an item to work with that
section. Complete each section prior to clicking Save & Continue.

Risk Management Performed Was Risk Management performed?

{ @
{
é
2 Risk Accepted O ves © No
§
5

Risk Management Communicated

Complete
questions for
each section

Risk Considered/Control Measures

Leader in Charge _
Senior Leader Click each RM \
section to add

\Ihe details J

Click Save & Continue
when all sections are

“‘w v\'\“\f‘“\!\wv-v—'—"\J"\ud'ﬁ“ﬂﬂ.J"V‘\f"‘""""-J\'v-wf"'\f\u\,./b-/\.f“"wthw\‘vwv*\'""\‘.f“ﬂvd

complete
aﬁ-Collaboratlon _ Forms | @ AskFor Help _ )
i1 Content Manager
L”NWMWM.MWM%W

Risk Management Screen [Expert Mode]

Environmental

The Environmental screen collects information about the weather and environmental conditions that

were present at the time of the accident.

Screen ' Fields
Environmental: Details | Conditions ¢ Add Condition [fields]
about the environmental ¢ Add Recommendation [fields]

and weather conditions at
the time of the accident.
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General | Personnel | Materiel Environmental

Investigation Board Risk Management

Conditions

Witnesses

§ reror

Provide information about the environmental conditions present at the time of the
accident.

Environmental Conditions and Corrective Actions @

rCIick Add
Caondition button

Add Condition 1

Condition: @
[Select One]

2 Select the

Contribution: @

[Select One] Contribution

[=]

Materiel Associations

Select materiel
association(s)

|:| Materl 23 3
O Materl23765

Personnel Associations

Select personnel
association(s)

[CITesting, Tester 4
[CPerson, Testing

Click Save to save
selections.

Environmental Screen [Expert Mode]

Condition and
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Witnesses

REPORTIT

When you have witnesses of an accident, the Witness screen allows you to gather the necessary
information required for the accident report. Not all accidents require witnesses. If this section is
optional for your class type, click the Done with Witnesses button to continue.

Witnesses: The Witness | Witness List / Add, Edit or Delete Witnesses: Provide general
screen is an optional Witness information for each witness, such as:
screen to enter witness Information e General or Limited Use Report
information for an e Witness Name
accident. Witnesses can be e Address/Phone #/DOB
added, edited, or e Occupation/Employer/Rank/Background
deleted. e Witness location at the time of the accident
Interviews Interviews for this witness: You can have multiple
interviews for one witness. Information asked about
an interview are:
e Date of interview
e Who conducted the interview
e Interview summary
Promise of Details about witness promise of confidentiality:
Confidentiality e Was it offered
e Was it requested
e Was it declined (displays only if “Yes” to was it
offered)
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£ u b > X y - - h b W - - v %
Overview | Geﬁerai ‘ PEEBMﬂe] M:;ten'el | Riskh'laﬂaﬁemem Environmental Wxittnesses f}ocuments .FugI

Add, Edit, or Delete Witnesses

~ The table below contains all withesses identified or interviewed for this accident. To add a new

witness, click the Add New Witness button. To edit information for an existing withess click the pencil
“icon in the rightmost column of the table. To add, edit, or delete interviews for a withess, click the
_pencil icon in the Number of Interviews column.

-Note: This section is optional for this form type.

Is this a limited or general use report? @
@ Limited Use

2 General Use

TRALLABLLAMN M A et A, AL

MName P\Eurnb_er o8 Location at Time of Accident Edit Delete
Interviews

£ Sawit Witness 1 & location at the time of the ac ... &~ b4 >
3 | © Add witness |§
-
«
o
Forms | (@ AskForHelp )
|':_} Content Manager
: Done with Witnesses

. B L W . \.-.. 4 - . l---\ -- L -9 -- LY 5
verview ‘ General ‘ Personnel | Materiel § Risk Management (Enﬁronmenfa] Witnesses | Documents | Ad.

" Witness List Witness Information Interviews Promize of Confidentiality

|W'rtness, Sawit

~Interviews for this Witness

Interviews for the specified withess are shown in the table below. To view or edit an existing interview,
click the Edit link in the table. To create a new interview click the Add Interview button.

oy

Date of Interview Interviewer Edit

X

G2 9/9/2011 Susan Byrd (Recorder) &

() Add Interview

™.

5
2
Ay Ashiay TICUTERTTRS an oty A s A Ay AL

P NPT S L ST TG NS LY W W SN SN P N ST Y S S N W
Witness Screen [Expert Mode]
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Documents

The Documents screen is for attaching documents external to the report application, such as maps,
pictures, etc.

Screen View Fields
Documents: Attached Attachments e Select file type
documents ar(éi a:sociated e Information provided in the file
toascreenand i e Name of the file
applicable, a screen list e Remarks
item, such a; _Pers]?tngel > e Area associated with: Specifically
Egﬁ'rcsrz:‘]t]]or Ircra e Description/Caption

' o Select file

Forms Graphic representation of the forms to be print for
the accident. Add remarks as needed to a form type.

Examples of external documents are accident site diagrams, photos, video, audio (signed witness
interviews), maps, etc. Supporting documentation can be associated to the accident, personnel,
aircraft, environmental condition, or witness.

Supporting documentation can be associated to a report as:
e Attachment: Electronic attachment, i.e. image, lab report.
e Hardcopy: Supporting documentation that cannot be electronically attached to a report, i.e.
x-ray; however, is pertinent to the accident case.

Acceptable file types are:

Text files:

.doc, .docx, .pdf, .ppt, .pptx, .txt, .xls, .xIsx
Image files:

.bmp, .gif, .jpeq, .jpg, .png, .tif, .tiff

Follow the steps below to attach supporting documentation.

1 Create a new report or resume a report from your dashboard.
2 Click the Documents tab.
3 R

Click .J Aftach Document

Results: The Attach Document fields display.

4 Click the Association Method drop-down arrow and select Attachment or
Hardcopy.

5 Click the File Type drop-down arrow and select the appropriate file type from the
list.

6 Enter a File Title for the attachment.
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Step Action

7 Enter Remarks as appropriate.

Results: Remarks display in the form as part of the Index A, block 4, Remarks
section.

8 Click the Associate Attachment Record Type drop-down arrow and select the
report category to associate the attachment to, i.e., Personnel, Aircraft,
Environmental Condition, Incident.

Note: Your selection here will define your choices in the next step. For example, if
you select Personnel, you will need to have already created a personnel record to
associate an attachment to.

9 Click the Associate Attachment to drop-down arrow and select the record to
associate the attachment to.
10 Enter a Description/Caption.

Results: For a hardcopy attachment, the Description/Caption displays in form
placeholder. For electronic attachments, the Description/Caption displays at the
top of the document.

11 Select
If this is a file that will be attached, click L2 | , browse to the location of the file
and select the file.

12 C|iCk‘ SavelAttach ‘

Results: The record displays in the supporting document attachment list with
options to edit or delete.
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Overview | Investigation Board | General | Personnel | Materiel | Risk Management | Environmental | Witnesses | Documents | Audit

|

Attachments

Supporting documents.
Supporting documentation can be attached and submitted electronically with an accident report (optional for this report type).

To attach a new document, click the Add Document button. To edit or remove a document, click the appropriate icon in the list of documents.
Once you are done with the Substantiating Documentation section, select Done With Documentation to move to the next section.

Please note there is a 10MB limit on file size.

Click Attach 1
Document button © Attach Document

Attach Document:

Association Method: @

Attachment E

File Type: @

Map of Accident Site [=] Izl

File Titie: - - Complete the

Map of accident site required fields

Remarks:

This is a map of the accident site -

Associate Attachment Record Type:
Incident

Description/Caption:
This is where the accident happened|

save your changes

Documents Screen [Expert Mode]

3.2.2.2 Aviation [Expert] Report Screens and Fields

Click Save/Attachto

)

3

Setect Click the Select button | 4 3

to locate the }

@ supporting document SEUSHIEED E

¥

e T AW s e T e M\M\'—’\_,,_r

T R S P R I P R STy LS

This section will break down the screens/views/fields that you will see when you create a report in
Expert mode. There will be step-actions tables as needed with screen images and field explanations
to assist you in completing an aviation report using Expert mode. The data you enter determines the

screens and views that you see during report creation.

For this example, a 2397-AB report is used.

Get Started (Expert Mode)

Screen Fields
Get Started: The fieldsin | Get Started e Was this person (or persons) involved in this
this screen allow you to incident on-duty?
define the report type, e Did this incident occur during or is your unit
classification, etc. currently in a combat operation?
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Screen

View

Fields

Select the Form Type

Select the Classification

Select the Flight Category

Is there a formally-appointed investigation

board (dependent on your selection of form type

and classification)

Investigation Board

Add, edit, or delete board members in the Investigation Board screen.

Screen

Investigation Board:
Defines the investigation
board member list for the
report.

View

Add a Board
Member

Fields

Find User...

AKO User Name (search)

View/Edit Board
Member

Details for a board member include:

Name (populated from AKO)

Email Address (populated from AKO)
Rank

Branch

Classification

Board Position

Board Member Permissions

Follow the steps below to add an investigation board member:
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1 Create a report or resume a report that meets the requirements for an investigation
board.
2 Navigate to the Investigation Board screen.
3 ..
Click (23 Add Board Member |
4 . Find User
Enter the JAKO User Name] and then click
5 Complete the following fields:
e Branch
o Board Position
+.. The name and e-mail address fields are pre-populated and not editable.
6 By default, board member permissions are read-only.
Modify the Board Member Permissions as appropriate by: (1) Clicking the report
screen name, i.e., Materiel, Environmental, and then (2) Click the checkbox to allow
the board member to edit the information, and then (3) Click Save.
Board Member Permissions et 1
Use the report section listing below to specify permissions for this Board Member. }
j :
5 :l&é Permissions for this Board Member Manage Board Member '};
£ =I*€® Entire Report Permissions %
""" ?@ General (Read-only) L
Board Member Permissions for the {
/ """ {52 Personnel (Read-only) Materiel (Read-only) section E’
? & Risk Management (Read-only) If the box below is checked, this Board 3
% i = % Materiel (Edit) Member will have the ability to edit any !
information for the specified section. ;I
""" ?@ Environmental (Read-only) g
) i Permission(s) have been saved. i
""" ?@ Witnesses (Read-only) 3-
@ Documents (Read-only) 2 Board Member can Edit all information \;
'L within this sub-section g’
) IMPORTANT: You must click the Save button ?
3 to save any permission changes é
3 i
3 )
WWMW_‘NW}
7 Click MECUERIURUIEREC TN RIS to return to the Board Member List view.
Repeat the steps to add another investigation board member as required.
9 i
Click MelSIURINERT EEBIREREI when all members are added.
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General
The General screen gathers basic information about the accident; such as date, time, and location.

Screen View Fields

General: Basic General e Date and Time

information about the e Period of day

accident. This information e Accident Category

is required to submita e Reportlt Description (this displays in your

report. Reportlt dashboard only.)

e Type Events (Up to three events may be entered.
The event that best describes the accident
should be listed first)

e Accountable Unit Information [fields]

e Accident Location [fields]

e Concise Summary of events

Personnel

The Personnel screen collects all the necessary information about any persons that were involved,
caused, or injured in the accident. How you answer questions in this section will determine the field
pages that display. The table below outlines likely details collected on personnel.

Personnel: Details Personnel List Create a detailed record for each person involved in
about people that were the accident. For more than one personnel record,
involved (caused, Personnel can be the order in which they appear in the Personnel List
contributed, or injured) in | added, edited, or is the order displayed on the printed accident

the accident. deleted report. Up and down arrows will display to arrange
the order of personnel if needed.

General General information about this person:

Personnel Service Code

Rank or pay grade

First Name/Last Name/ Ml

SSN

Gender

Duty Position

DOB

Unit Information (For Military Only)

Personnel Data [fields]

Injury Occurrence [fields]

Escape/protective [fields]

Personal Details [fields]

Duty Status [fields]

Condition [fields]

Body Parts and Injuries [fields]
Treatment/Care [fields]

Personnel Protective/Restraint/Survival
Equipment

e Personnel Evacuation/Escape [fields]

Injury/Activity

Protective/Escape
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Screen View Fields

Location in Aircraft [fields]

Exit Attempted [fields]

Escape Difficulties [fields]

Lapsed Time for Rescue [fields]
Personnel Survival/Rescue [fields]

Distance from Accident to Rescue Vehicle
Other Vehicles Assisting in Rescue [fields]
Explain failures, malfunctions, injuries, and
other problems not adequately defined.

G revorr |

Vehicles Actually Performing Evacuation [fields]

Mistake / Mistakes (Only if mistake made) [fields]
Associations e Aircraft Associations
e Environmental Condition Associations

Almeth el B st D, P S AT Bt et ot Bt £ e O s gt

Ovendew | Imeestigabion Board = General | Flrs-:nn-al Adrcraf | Risk HII'II;II'I"III'II Emdranmenial um 'I'M'IIHIS;
- . : yd
Peragnnel Lat i
Add, Edit, or Delete Personnel
Personnel involved (caused, contnbuted, or were injured) in this accidentincident are listed below. To
add a new individual, click the Add New Individual button. To edit or remove an individual, click the
approprate icon
Once you are done with the Personnel section, select Done With Personnel 1o mave to the next
section. Use the arrows to change the order the personnel will be displayed in the printed accident
report
| Move - Move Mame S5M Rank Personnel Classification Edit Delete
Up Dowmn
-‘ Testing, Tester N-N-3456 ES Active Army & x
f Person, Testing H-M0-456T  Crailian Armry Civilian & K
Armiy
Contractor
Arrange personne a Add Inl:lmdual
how you want them EditorDelete § —
to appear on the personnel
printed form
& Coliaboration Forms | @ AskForHelp || Closes Personnel

screen None with Personneal

Personnel Screen [Expert Mode]
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Aircraft

REFORTEY

The Aircraft screen collects all the necessary information about all aircraft involved in the accident.
How you answer questions in this section will determine the field pages that display. The table below

outlines likely details collected on an aircraft.

Screen

Aircraft: Details about
the aircraft that were
involved (unit, mission,
maintenance history,
damage, etc).

View
Aircraft List
Aircraft can be

added, edited, or
deleted

Fields

Create a record for each aircraft involved in the
accident. For than one aircraft involved, the orde

which they appear in the Aircraft List is the order

displayed on the printed accident report. Up and
down arrows will display to arrange the order of
aircraft if needed.

rin

General
Information

General information about this aircraft:

e Serial Number

e MTDS for this aircraft

e Unit Information (For military only)

o Aircraft assigned to...

Unit UIC

Unit Name
Country
State
Station

o Army Headquarters

Damage [fields]
Was aircraft occupiable space compromised?
Mission Type

Operation Type

Flight Plan

Night Vision Device/Systems?

o0 Device Type

On-field Exercise?

o Field Exercise

Fire Present?

Flammable Fluid Spillage?

Digital source collector installed?

Fire Starts (If fire present) [fields]
Digital Source Collectors (If digital source
collectors installed) [fields]
¢ Flight data: Emergency; Accident [fields]

Oo0OO0O0O0

Impact

e Terrain Impact?
Ground Speed at Impact

Flight Path Direction and Angle

Impact Angle
Roll Direction and Angle at Major Impact

O O0OO0OO0OO0OO0O0

Vertical Direction and Speed at Major Impact

Slect the two most accurate measurements

Pitch Direction and Angle at Major Impact
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Screen

View

Fields

o0 Yaw Direction and Angle at Major Impact
In-Flight Impact

0 Airspeed at Impact

Vertical Direction and Speed

Flight Path Direction and Angle
In-Flight Roll Direction and Angle
In-Flight Pitch Direction and Angle

0 Obstacle Identity

Rotation After Impact

0 Roll Degrees

o Pitch Degrees

0 Yaw Degrees

Vertical Impact Direction and Force
Longitudinal Impact Direction and Force
Lateral Impact Direction and Force
Enter additional remarks

[eleleolNe]

Damage / Spillage

Fuselage inward deformation or collapse and
injury relationship

Large component displacement [fields]
Aircraft fuel system [fields]

Fluid Spillage [fields]

Spillage Source [fields]

Component/Part
Detalil

Add Component/Part [fields]

Cause of failure/malfunction [fields]
Add Failure [fields]

Add Root Cause [fields]

Add Corrective Action [fields]
Personnel Associations

Environmental Condition Associations

Fire

Ignition Sources [fields]
Combustible materials [fields]
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G revorr |

Investigation Board = General | Personnel | Aircraft | Risk Management | Environmental

Aircraft List

Add, Edit or Delete Aircraft

Provide information for each aircraft involved in the accident.

e s MTDS
Up Down

@ ABC3456

L \ CHD1234
\
© Add Aircraft

Use the up and down
arrows to arrange
aircraft report order. Edit and delete icons.

g?t Collaboration Forms @) AskFor Help
Close the Aircraft
screen when all

m aircraft are entered. M N one with Aircraft F

Aircraft Screen [Expert Mode]

Risk Management
The Risk Management screen is for class C accidents and above.

Screen View Fields

Risk_ Manage_ment: Risk Management e Level Mission Risk Conducted At:
Details about risk e Risk Management subsections:
management performed 0 Who approved the risk

by the responsible
organization.

Risk management performed

Risk accepted

Risk management communicated
Risk considered/control measures
Leader in charge

Senior leader

O O0OO0OO0OO0O0
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Risk Management Performed 2
mede information about risk management performed including approval and involved leadership. i;
1

§
g Level Mission Risk Conducted At: 1k SelectLevel E
Company v ' k
: $
{ Risk Management subsections are displayed in the leftmost list below. Click an item to work with that 5
g section. Complete each section prior to clicking Save & Continue. i
;
1 Who Approved the Risk Who Approved the mission/training {
Risk Management Performed Rank: {
3 [ B !
Risk Management Communicated 3 f
- Risk Considered/Control Measures Duty Position: f
Leader in Charge [Selact Ondj i Com{)!etef E
AU questions for 3
Senior Leader each section {:
Click each RM g
i section to add the j’
§ details Click Save & Continue {
? when all sections are i].
complete 3
£ Collaboration | Forms | @ Ask For Help | L}
g & Content Manager ?
g )
; | [Savel[[Sove & Continue [
WW

‘-w-—-"""\.,-m-\ AN AT N i
Risk Management Screen [Expert Mode]

Environmental

G revorr |

The Environmental screen collects information about the weather and environmental conditions that

were present at the time of the accident.

Environmental: Details | General
about the environmental
and weather conditions at
the time of the accident.

General Weather Conditions
Aircraft Icing
Moon above horizon?

IHlumination Data [fields]
Aircraft Turbulence

If Yes to Moon above horizon: Moon

Conditions Add Weather Condition [fields]
Add Other Condition [fields]
Recommendation [fields]
Aircraft Associations

Personnel Associations
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@ reporr 1 |

e T e B W Y e W g

Environmental conditions, ¢

Click "Add Condition"
to add a condition.

-|- Weather Conditions
Add Condition

-/~ Other Conditions

© Add Condition |

-

Complete displaye

fields
<

Condition: @ Contribution: @ 3 2
[Select One] - [Select One]
Aircraft Associations Associa_te Condition to
Aircraft if applicable

There are no Aircraft available for association.

Associate Condition to
Personnel Associations Personnel if applicable
Click "Save" to save

4 the condition

["] One, Personnel

T T L e et O o LT R A T Y WY

‘ Save ‘ | Cancel l

- e PSS —
Environmental Screen [Expert Mode]

Narrative

The Narrative screen is where you record the facts, conditions, and circumstances established during
the accident investigation. If your report is a Class A or B, on-duty accident, a narrative of
investigation is required.

Screen View Fields

Narrative of Narratives The four main sections of the narrative include:
Investigation: Enter the e History of Flight

facts, conditions, and e Human Factors Investigation
circumstances that were e Materiel Factors Investigation

established during the e Analysis

investigation.

(The sections above have sub-sections to complete.
The History of Flight, Human Factors Investigation
and Material Factors Investigation must contain
factual data.)
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REFORTEY

Overview | Investigation Board | General | Personnel | Aircraft | Risk Management | Environmental Narrative}
i Green checkmarl

1T indicates this section
has been completed.

Investigation Narrative

- History of Flight History of Flight : Flight Phase

v/ Pre-flight Phase
=

" Post-flight Phase

"J Human Factors Investigation

+_| Materiel Factors Investigation

et u ook kb A b g A e M At Ay s b MR AR o AL L A SR G A

+I* Analysis
Click the plus sign
to dizplay
narrative subsets.
Click the Save
button after each
entry.
“—
4> Collaboration | [ Forms | @ AskFor Help
| Content Manager ) |
_ 3 S S
_J ;
3

PO PSRN TP P S WP U AP G S TR PR P YO SR N WP TR VEPRRE YT AT, |

Narrative Screen [Expert Mode]

Findings

When an accident report has human errors, materiel failures/malfunctions, and/or environmental
conditions, Findings and Recommendations are required. The “Findings” screen concatenates all
findings and recommendation ‘source’ fields into one editable textbox.

This editable Findings textbox allows the user the ability to format or rearrange the order of the
findings text. The screen also provides easy navigation back to the desired location to add new details
to the findings and recommendations.

WARNING: The information displayed in the text box is a snapshot only of the information you
have entered in the report. While you have the option to edit the text, these edits will not match with
your original entries. Add new findings and recommendations using the links provided in the
Findings screen.

Refer to image below for information on using the Findings editable window.
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@ REPORTIT |

Frerg | ureTwero

Findings & Recommendatons

Clicx Build Finginga bufion 1o display alll findings and recommandations in the window bekow

WARNING The iformation giplaysd i ihe tex Box i 8 snagihed only of the indormation you hive sniered in the eecr 1While you Rave the
sEbicn 10 #dd tha teal thete edib will not be ppnahrotized 16 yowr ohginel erdne in matene], penonnel o savirsamaental Rodengs and

mpormmandEiont Any naes ndings #nd remommend ston enties e 10 be Boded using the lnks balow 1o return 10 the SpEFOONME KIBeN

To rebwih the windoe with Bny new infermation, dic the Retwild Test buBen WARNING All changes will Be kel suoh & Rormatting o

sacingnal
mﬂwﬁ?l'_-';

a -

This edit window allows you to format
the text within it. Please do not add
new findings and recommendations
directly into the window.

| 4 | Click Build Findings button to display the findings and recommendations for this report. This
has to be done only once

2 Review the displayed information for accuracy. Do not add new findings and
i recommendations in this window (refer to step 3 and 4). Format text as desired (note waming
in step 4).

! 3 || To add new findings and recommendations, click the approprate button to return to that area of
Reportlt. (A waming displays to alert you that all updates you have made to the text will be lost on
return and rebuild ) When all updates are made, return to the Findings screen

| 4 || Click the Rebuild Text button to display all new information added. Format your text as desired.

'5

Click Save & Continue when finished. The information, as displayed, will print to the form,

Finding Editable Window
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Witnesses

REFORTEY

When you have witnesses of an accident, the Witness screen allows you to gather the necessary
information required for the accident report. Not all accidents have witnesses. If this section is
optional for your class type, click the Skip This Section button.

Screen View Fields

Witnesses: The Witness | Witness List / Add, Edit or Delete Witnesses: Provide general

screen is an optional Witness information for each witness, such as:

screen to enter witness Information e Witness Name

information for an e Address/Phone #/DOB

accident. Witnesses can be e Occupation/Employer/Rank/Background
added, edited, or e Witness location at the time of the accident
deleted.

Interviews Interviews for this witness: You can have multiple
interviews for one witness. Information asked about
an interview are:

¢ Date of interview
¢ Who conducted the interview
e Interview summary
Promise of Details about witness promise of confidentiality:
Confidentiality e Was it offered
e Was it requested
e Was it declined (displays only if “Yes” to was it
offered)
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Overview | Investigation Board | General | Personnel | Aircraft | Risk Management | Environmental | Marrative | Witnesses ‘ Documents | Audit

Witness List

*\o&mmr

Add, Edit, or Delete Witnesses

The table below contains all witnesses identified or interviewed for this accident. To add a new witness, click the Add New Witness button. To
edit information for an existing witness click the pencil icon in the rightmost column of the table. To add, edit, or delete interviews for a witness,
click the pencil icon in the Number of Interviews column.

Note: This section is optional for this form type.

Name Nurmber of Interviews Location at Tirne of Accident Edit Delete

=N Witness Sample 1.6 Standing on the comer of Main ... & X
[

\ | T

Edit interviews for
the selected witness.

Add, edit or
delete a witness

£ Collaboration | [ Forms | @ Ask For Help

= i)
|.,3 Content Manager Closes the ) |

Witness screen - - =
m Done with Witnesses

F W v T T T R T R W T T LW T Y L A N W T N T Y W TV N R W WYY W YT F F Y W Ve v v

A A A A T I A R A e

Aircraft | Risk Management ] Environmental | Marrative P

Cwenview | Investigation Board | Generell ] FPersonnel ]

Witness List Vitness Information Interviews Promise of Confidentiality

- | Sample, Witness

shA A b, A AARTEFRUIAA M Asth A a4 MMk AR

Interviews for this Witness

Interviews for the specified witness are shown in the table below. To view or edit an existing interview,
click the Edit link in the table. To create a new interview click the Add Interview button.

Date of Interview Interviewer Edit Delete

2 91,2011 Susan Byrd (Recorder) ar? b4

() Add Interview

- &% Collaboration | Forms | @ AskForHelp
|l content Manager

Save & Go Back

(P T S NPTRD T SPSP ST PRCST N SO S N e e W W P e T ey

\,W&

Witness Screen [Expert Mode]
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Documents

The Documents screen is for attaching documents external to the report application, such as maps,
pictures, etc.

Documents: Attached Attachments
documents are associated
to ascreen and if
applicable, a screen list
item, such as Personnel >
[person] or Aircraft >

e Select file type

¢ Information provided in the file
¢ Name of the file

e Remarks

e Area associated with: Specifically
e Description/Caption

[ ]

[aircraft]. Select file
Forms Displays the forms that will print for this accident.
Remarks can be added to a form type as required.
cvasdot | Knweoasen Bows | i | s | Ak | sk esmaparmed | maworeasntt | o | Wi | Dosumaces Ml

AR Feers

Supporting documaents,
Supporting documentation can bé Mtached and submated electronically wilh an accident repon (oplional Tor his repon type)

To atiach a new document, cick the Add Docwmen] bulton. To édit or rémove a document. cick the appropriate icon in the kst of documents
Once you anre done with the Substantiabing Documentation section, sehect Done With Documentation (o mave 1o the nest section

Please nole there s 3 10MB imit on file size

Chick Attach
Document bution > a

Attach Document

Assodiation Method: &
Attachment =]

File Type: @
Map of Accident Site

Fiiz Title Complete the
Map of accident site requered fields

Rlemarks
This is a map of e accident sile

Associate Attachment Record Typse

Incident [=]

Description/Caption ~ e

This is where the accident happened :H:::::wf_#:::e;ﬂ

Click the Select button
to locate the
@ supporting docurment

Documents Screen [Expert Mode]
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Examples of external documents are accident site diagrams, photos, video, audio (witness
interviews), maps, etc. Supporting documentation can be associated to the accident, personnel,
aircraft, environmental condition, or witness.

Supporting documentation can be associated to a report as:
e Attachment: Electronic attachment, i.e. image, lab report.
e Hardcopy: Supporting documentation that cannot be electronically attached to a report, i.e.
x-ray; however, is pertinent to the accident case.

Acceptable file types are:
Text files:
.doc, .docx, .csv, .pdf, .ppt, .pptx, .txt, .xls, .xIsx

Image files:
.bmp, .gif, .jpeg, .jpg, .png, .tif, .tiff,

Follow the steps below to attach supporting documentation.

Step Action

1 Create a new report or resume a report from your dashboard.
2 Click the Documents tab.
3 . ¥

Click .o Aftach Document

Results: The Attach Document fields display.

4 Click the Association Method drop-down arrow and select Attachment or
Hardcopy.

5 Click the File Type drop-down arrow and select the appropriate file type from the
list.

6 Enter a File Title for the attachment.

7 Enter Remarks as appropriate.

Results: Remarks display in the form as part of the Index A, block 4, Remarks
section.

8 Click the Associate Attachment Record Type drop-down arrow and select the
report category to associate the attachment to, i.e., Personnel, Aircraft,
Environmental Condition, Incident.

Note: Your selection here will define your choices in the next step. For example, if
you select Personnel, you will need to have already created a personnel record to
associate an attachment to.

9 Click the Associate Attachment to drop-down arrow and select the record to
associate the attachment to.
10 Enter a Description/Caption.

Results: For a hardcopy attachment, the Description/Caption displays in form
placeholder. For electronic attachments, the Description/Caption displays at the
top of the document.
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Step Action

options to edit or

delete.

11 Select
If this is a file that will be attached, click (it , browse to the location of the file
and select the file.

12 C|iCk| Save/attach |

Results: The record displays in the supporting document attachment list with

3.2.2.3 UAS [Expert] Report Screens and Fields

This section will break down the screens/views/fields that you will see when you create a report in
Expert mode. There will be step-actions tables as needed with screen images and field explanations
to assist you in completing a UAS report using Expert mode. The data you enter determines the
screens and views that you see during report creation.

For this example, a 2397-U report is used.

Investigation Board

Add, edit, or delete board members in the Investigation Board screen.

Screen

Investigation Board:
Defines the investigation

board member list for the
report.

View Fields

Add a Board Find User...

Member e AKO User Name (search)
View/Edit Board Details for a board member include:
Member Name (populated from AKO)

Address

Email Address (populated from AKO)
Rank

Branch

Classification

Board Position

Board Member Permissions

Reportlt User Guide
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General
The General screen gathers basic information about the accident; such as date, time, and location.

Screen View Fields

General: Basic General e Date and Time

information about the e Period of day

accident. This information e Accident Category

is required to submita e Reportlt Description (this displays in your

report. Reportlt dashboard only.)

e Type Events (Up to three events may be entered.
The event that best describes the accident
should be listed first)

e Accountable Unit Information [fields]

e Accident Location [fields]

e Concise Summary of events

Personnel

The Personnel screen collects all the necessary information about any persons that were involved,
caused, or injured in the accident. How you answer questions in this section will determine the field
pages that display. The table below outlines likely details collected on personnel.

Personnel: Details Personnel List Create a detailed record for each person involved in
about people that were the accident. For more than one personnel record,
involved (caused, Personnel can be the order in which they appear in the Personnel List
contributed, or injured) in | added, edited, or is the order displayed on the printed accident

the accident. deleted report. Up and down arrows will display to arrange
the order of personnel if needed.

General General information about this person:
Personnel Service Code

Rank or pay grade

First Name/Last Name/ Ml

SSN

Gender

Duty Position

Unit Information (For Military Only)
Personnel Data [fields]

Injury Occurrence [fields]

Personal Details [fields]

Duty Status [fields]

Condition [fields]

Body Parts and Injuries [fields]
Treatment/Care [fields]

Mistal_<e / Mistakes (Only if mistake made) [fields]
Associations e Aircraft Associations
¢ Environmental Condition Associations

Injury/Activity
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Aircraft

The Aircraft screen collects all the necessary information about all aircraft involved in the accident.
How you answer questions in this section will determine the field pages that display. The table below
outlines likely details collected on an aircraft.

Aircraft: Details about Aircraft List Create a record for each aircraft involved in the
the aircraft that were accident. For more than one aircraft involved, the
involved (unit, mission, Aircraft can be order in which they appear in the Aircraft List is the
maintenance history, added, edited, or order displayed on the printed accident report. Up
damage, etc). deleted and down arrows will display to arrange the order of
aircraft if needed.
General General information about this aircraft:
Information e Serial Number

e MTDS for this aircraft
e Unit Information (For military only)
o Aircraft assigned to...
Unit UIC
Unit Name
Country
State
Station
o Army Headquarters
Damage [fields]
Mission Type
Operation Type
Simultaneous UA Operation
0 Number of UA Operating Simultaneously
0 Simultaneous MTDS
e Flight Plan
e Flight Rule
e On-field Exercise?
o Field Exercise
e Fire Present?
o0 Complete 2397-12 for this aircraft
Flammable Fluid Spillage?
Digital source collector installed?
Fire Starts (If fire present) [fields]
Digital Source Collectors (If digital source
collectors installed) [fields]
Flight data: Emergency; Accident [fields]
e Was this aerostat?
0 Aerostat [fields]
e Was there a loss of link?
0 Types of Lost Links
Types of Links
UA distance from GCS at time of loss of link
Did the accident occur during the take-off or
landing phase?

Damage / Spillage o Aircraft fuel system [fields]
o Fluid Spillage [fields]

Oo0OO0O0Oo

(e}NelNe]
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Spillage Source [fields]

Add UAS Subsystem/Component/Part [fields]
Cause of failure/malfunction [fields]

Add Failure [fields]

Add Root Cause [fields]

Add Corrective Action [fields]

Personnel Associations

Environmental Condition Associations

Fire Started

Fire indication [fields]

Locations of Fire [fields]

Ignition Sources [fields]

Combustible Materials [fields]

Extinguishing System Effects [fields]

Fire Smoke Detection System [fields]

Effects of Emergency Shutoff Procedure [fields]
General Data [fields]

Additional Remarks

Component/Part
Detalil

Fire (if completing
2397-12)

Environmental

The Environmental screen collects information about the weather and environmental conditions that
were present at the time of the accident.

Environmental: Details | General e Enter data for 2397-11?
about the environmental Temperature
and weather conditions at Pressure Altitude
the time of the accident. Altimeter Setting
Altimeter reading
Sky Condition
Horizon
Visible distance
Wind Aloft — Direction and Velocity
Surface Wind — Direction and Velocity
Surface Wind Variance
Surface Wind Gust
Forecast Correct
Vision Obstructions
Moon Above Horizon
=  Moon lllumination data [fields]
e General Weather Conditions
Aircraft Icing
Aircraft Turbulence

Add Weather Condition [fields]
Add Other Condition [fields]
Recommendation [fields]
Aircraft Associations

O0OO0OO0OO0OO0OO0OO0OO0OO0OOOOO

Conditions
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e Personnel Associations

Narrative

The Narrative screen is where you record the facts, conditions, and circumstances established during
the accident investigation. If your report is a Class A or B, on-duty accident, a narrative of
investigation is required.

Narrative of Narratives The four main sections of the narrative include:
Investigation: Enter the History of Flight
facts, conditions, and Human Factors Investigation

circumstances that were Materiel Factors Investigation
established during the Analysis

investigation.

(The sections above have sub-sections to complete.
The History of Flight, Human Factors Investigation
and Material Factors Investigation must contain
factual data.)

Findings

When an accident report has human errors, materiel failures/malfunctions, and/or environmental
conditions, Findings and Recommendations are required. The “Findings” screen concatenates all
findings and recommendation ‘source’ fields into one editable textbox.

This editable Findings textbox allows the user the ability to format or rearrange the order of the
findings text. The screen also provides easy navigation back to the desired location to add new details
to the findings and recommendations.

WARNING: The information displayed in the text box is a snapshot only of the information you
have entered in the report. While you have the option to edit the text, these edits will not match with
your original entries. Add new findings and recommendations using the links provided in the
Findings screen.

Refer to image below for information on using the Findings editable window.

Reportlt User Guide Page | 103



Findings & Recommendations

This page allows you to construct your Findings and Recommendations text in the appropriate
format.

Click Build Findings button to display all findings and recommendastions in the window below.

WARNING: The information displayed in the text box is a snapshot only of the information you have
entered in the report. While you have the option to edit the text, these edits will not be synchronized
to your original entries in materiel, personnel, or environmental findings and recommendations. Any

new findings and recommendation entries are to be added using the links below to return to the
appropriate screens.

To refresh the window with any new information, click the Rebuild Text button. WARNING: All
changes will be lost, such as formatting or additional text.

EﬁtWF‘m”Eﬁtﬂm Factor F‘n&:gs“Eﬁt Environmental F'I-iu-
- | Buisd Fingings | [ Retuis Text

This edit window allows you to
format the text within it. Please
do not add new findings and
recommendations directly into
the window.

Would you like to generate a 2297-2 for this report® -
Z Yes T No

Click Build Findings button to display the findings and
recommendations for this report. This has to be done only once.

Review the displayed information for accuracy. Do not add new
findings and recommendations in this window (refer to step 3 and 4).
Format text as desired (note warning in step 4).

To add new findings and recommendations, click the appropriate
button to return to that area of Reportit. A warning displays to alert
you that all updates you have made to the text will be lost on return
and rebuild. When all updates are made, return to the Findings

Click the Rebuild Text button to display all new information added.
Format your text as desired.

Indicate if you would like to generate a 2397-2 for this report.

Finding Editable Window
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REPORTIT

Witnesses

When you have witnesses of an accident, the Witness screen allows you to gather the necessary
information required for the accident report. Not all accidents have witnesses. If this section is
optional for your class type, click the Skip This Section button.

Screen View Fields

Witnesses: The Witness | Witness List / Add, Edit or Delete Witnesses: Provide general

screen is an optional Witness information for each witness, such as:

screen to enter witness Information e \Witness Name

information for an o Address/Phone #/DOB

accident. Witnesses can be e Occupation/Employer/Rank/Background
added, edited, or e Witness location at the time of the accident
deleted.

Interviews Interviews for this witness: You can have multiple
interviews for one witness. Information asked about
an interview are:

e Date of interview
e Who conducted the interview
e Interview summary
Promise of Details about witness promise of confidentiality:
Confidentiality e Was it offered
e Was it requested
e Was it declined (displays only if “Yes” to was it
offered)
Documents

The Documents screen is for attaching documents external to the report application, such as maps,
pictures, etc.

Screen View Fields
Documents: Attached Attachments e Select file type
documents ar?j g:sociated e Information provided in the file
to ascreen and I e Name of the file
applicable, a screen list e Remarks
item, such az_P ers?tngel > e Area associated with: Specifically
Egﬁ;sr(;?g]or Irera e Description/Caption

' e Select file

Forms Displays the forms that will print for this accident.
Remarks can be added to a form type as required.

Examples of external documents are accident site diagrams, photos, video, audio (witness
interviews), maps, etc. Supporting documentation can be associated to the accident, personnel,
aircraft, environmental condition, or witness.
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Supporting documentation can be associated to a report as:
e Attachment: Electronic attachment, i.e. image, lab report.
e Hardcopy: Supporting documentation that cannot be electronically attached to a report, i.e.
x-ray; however, is pertinent to the accident case.

Acceptable file types are:

Text files:

.doc, .docx, .csv, .pdf, .ppt, .pptx, .txt, .xls, .xIsx
Image files:

.bmp, .gif, .jpeg, .jpg, .png, .tif, .tiff,

Follow the steps below to attach supporting documentation.

1 Create a new report or resume a report from your dashboard.
2 Click the Documents tab.
3 =

Click LJ Aftach Document

Results: The Attach Document fields display.

4 Click the Association Method drop-down arrow and select Attachment or
Hardcopy.

5 Click the File Type drop-down arrow and select the appropriate file type from the
list.

6 Enter a File Title for the attachment.

7 Enter Remarks as appropriate.

Results: Remarks display in the form as part of the Index A, block 4, Remarks
section.

8 Click the Associate Attachment Record Type drop-down arrow and select the
report category to associate the attachment to, i.e., Personnel, Aircraft,
Environmental Condition, Incident.

Note: Your selection here will define your choices in the next step. For example, if
you select Personnel, you will need to have already created a personnel record to
associate an attachment to.

9 Click the Associate Attachment to drop-down arrow and select the record to
associate the attachment to.

10 Enter a Description/Caption.

Results: For a hardcopy attachment, the Description/Caption displays in form
placeholder. For electronic attachments, the Description/Caption displays at the
top of the document.
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Step Action

11 Select
If this is a file that will be attached, click (it , browse to the location of the file
and select the file.

12 C|iCk| Save/attach |

Results: The record displays in the supporting document attachment list with
options to edit or delete.

3.2.4 Create a Ground Report in Forms mode

Forms mode allows you to enter the report into a user interface that looks exactly like the DA Form
285-AB.

This will allow you to enter the data into a familiar format but will assist you in filling out the correct
fields by enabling and disabling certain questions based on your responses and allowing you to audit
the report for errors before submitting it for review.

Follow the steps below to create a Ground report in Forms mode.
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(7 REPORTIT |

Step  Action

1

Click

Result: The selected form displays.

Click R  from the Reportlt task bar.
2 Start New AGAR

= Accident Report <«
@ Hielp & Tutorials AGAR #1
(3 Acar 21 Page 1
R1e-o- 1
D Page2
=
0 Page3
NEW FORMS MODE
U.5. ARMY ABBREVIATED GROUND ACCIDENT REPORT (AGAR) REQUIREMENTS CONTROL SYMBOL
For ute of this form, sew DA Pamphier 39540 e propenent sgency i OCSA £50C5-208
ITMEEDATECF Rvr @ |oMn @ Day WP Time @ RPERIODOF DAY @ [FACOT CLASS @ [S.COMBAT STATUS @
HCCIDENT @ Ooay CINight (Jousk [ Dawn -~ [Jcombat [Non-Combat
iSelect 3 date
=)
B UNIT IDENTIFICATIOND. UIC (6-digit code) W@, Urd Address @ UniTs Branch Ay HU's
[ [ -] [- -
. LOCATION OF ACCIDENT | Exact Location b Tipe Location @ fic. Grid CoordinatesiLat-Long @
I | -
a
. Stase/Country & . CJofPost ClonPost @ [7. EXPLOSIVES INVOLVED? [Yes [CINe @
. -] Pame
B MISSION @ L Briafly descrive the mission | | }: METL Task? [lves [Ino
B VEHICLE/EQUIPMENT/MATERIEL INVOLVED &
[ Type of lem (Nomencieture) b Makeiode = E Sena s [ Ownersnip (wle. Esemated Cost of Damage. a%"‘(l&mlm
I l | -l 10 - =l =l
=1
Aatenel (Blics 9g-8))
Failure Mode & T Part Nomenclature @ | Fanz @ [Pan NsN @ | Part Wit Coce @ | EIR/ODR Submited &9

3.2.4.1 AGAR Report Screens
This section will break down the components that make up Forms mode for the DA Form 285-AB.
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REPORT IT

= Accident Report m «
: AGAR #1 @

- [[3 AGAR #1 Page 1

QE] Page 1 [?i @ @
i e |

[ Page 2
- Page 3

NEW FORMS MODE

U.S. ARMY ABBREVIATED GROUND ACCIDENT REPORT {AGAR) REQUIREMENTS CONTROL SYMBOL
6 For use of this form. see DA Pamphiet 386-40; the propenent agency is OCSA. CS0CS-308
[ITIME&DATEOF [ayr @ |oMin @ Day @ Time @ [2 PERIOD OF DAY @ 3ACDT CLASS @ [4 COMBAT STATUS @
ACCIDENT @) [pay COnight CJousk [ oawn - [ combat []Non-Combat
[Select a date
B
5. UNIT IDENTIFICATION|a. UIC (6-aigit code) @ b Unit Address c. Unit's Branch I5d. Army HQ's
] el il c—
[B- LOCATION OF ACCIDENT |3 Exact Location b. Type Location @ [Be. Grid Coordinates/Lat-Long @
| E %)
@
k. State/Country @ e. [1offPost [1onPost @ 7. EXPLOSIVES INVOLVED? [Ives [ INo @
= - ‘ - - ‘ Name:
L Il |
B VISSION @ . areny deserte e mssion] | pMETLTask Dives (o
9. VEHICLE/EQUIPMENT/MATERIEL INVOLVED @
la. Type of ltem (Nomencialure) b. Make/Model # c. Serial # d. Ownership e Estimated Cost of Damage @f.éeh\c\e Collision
I i - x| |[so = ~]l-_=fl- ~]
al
IMateniel Failure/Malfunction Information (Blks 9g-9)
lo_Failure Mode @ [ Part Nomenclature @ [ Parts @ [FarnsN @ _Part fg Code @ | EIR/QDR Submittet @ |
iew/Edi
la. Type of ltem (Nomenciature) b. Make/Model # c. Serial # d. Ownership le. Estimated Cost of Damage . Vehicle Collision

2
IMateriel Failure/Malfunction Information (Blks 9g-9)
Failure Mode @ h. Part Nemenclature I Part# i.Part NSN k. Part Mfg Code I EIRIQDR Submitted
[10. WHY DID THE MATERIEL FAILIMALFUNCTION? (Check the root cause(s) in Blk 10a. in Blk 10b., explain how the  [b. Describe how the materiel failed/malfunctioned and
rootf cause(s) led to the materie! failures malfunction ) lexplain why (roof cause) @
& LEADER 8TDS/PROCEDURES SUPPCORT
@ (Not ready, willing, or abie to (Not clear, Not practical) | (Short comings in type, capability, amount or condition
enforce standards) of equip/supplies/ servicesfaciities)
[Direct Supervision (AR ISOP Equip/Maternel Inacdequate
Improperly Designed IManufacture
lUnit Command Supervision [Tht lOther Equip/Materiel Not Provided Inadequate
[Maintenance
Higher Command Supervision Fr INone Exists Inadequate Facilities/Services| lother
[T7a. NANE (Last, First, MI){Incluoe Address and UICT |12, SN @ 33, PERSONNEL CLASSIFIGATION (@ [12b. DATE ASSIGNED/HIRED
idifferent than Blks 5a and 5b.) P — _ - E
’7 ! I
’7 ,i 13c. DATE OF 14. MOSIOB 15a. DUTY STATUS 6b. IF OFF DUTY (if on leave/pass)
REDEPLOYMENT ISERIES @ @
’7 ::FROM COMBAT ZONE, [Date from (¥YYYiMDD)
|APPLICABLE [ 1 |Oorauy
‘ (Y'Y YIMMDD) @ Date to (YYYYMMDD)
= [ off-duty
[11b. HOME ADDRESS @
16. DOB (YYYYMMDD) 17. GENDER 18. PAY GRADE @ [19. FLIGHT STATUS
E - - _ - [ves [INo

DA FORM 285-AB, FEB2009 PREVIOUS EDITION IS OBSOLETE P:EDEF“E::F'?
.00

5] [

il Vo> |

Forms (@ Ask For Help
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Component Description

1 The Table of Contents (TOC) will show you the forms and pages within those
forms and allow you to navigate to each page easily.
You can click < located next to the TOC to collapse the TOC so that you can

view more of the form and click * to expand it once it has been collapsed.
You can also position your cursor on the grey bar between the TOC and form
and click and drag the TOC to a custom width.

2 The page title will show you where you are in the report: AGAR #1 Page 1,
AGAR #1 Page 2, etc.
3 Attachments - allows you to add supporting documents to your report. These

attachments will display in the PDF of the form which can be viewed by
clicking Form > Open Forms at the bottom of the page.

4 Add New Person — This button will allow you to add an additional AGAR form
to your report so that you can add an additional person that was involved in
the accident. Once the form has been added, it will appear in the TOC.

Motes

This button will be disabled until personnel information has been
K= entered in the existing AGAR form(s).

5 Add New Materiel — This button will allow you to add an additional AGAR
form to your report so that you can add additional materiel that were involved
in the accident. Once the form has been added, it will appear in the TOC.

Motes

This button will be disabled until materiel information has been
k= entered in Block 9 #1 and #2 of the existing AGAR form(s).

6 AGAR Form User Interface — allows report data to be entered block by block.

7 Help tip — Most fields within the interface contain help tips designated with
the @ icon. Click the icon to open the help tip, click €loesel to close the
help tip.

8 At any point during the process of creating the report you can click

b SIS e to take you to the Audit screen where you can

check the data for errors.
9 Your data will be saved whenever you navigate to another page within the

report or when you exit the report but you can also click @ at any point
during report entry.

Reportlt User Guide Page | 110



10 ‘<= Previous mes
The == Frevious and buttons allow you to navigate page by page

through the existing AGAR form(s).

Motes

The Previous button is disabled when you are on the first page of the
= report and the Next button is disabled when you are on the final page
of the report.

3.2.4.2 Disabled fields in Forms mode

Certain fields within Forms mode will be disabled by default until the lead question is answered. For
example Block 21 — Lost Time, these fields will not be enabled until you have indicated the degree of
injury and then only certain fields will be enabled based on the degree of injury selected (e.g. Days
Hospitalized and Days lost not Hospitalize will not enable if the injury severity is Restricted Work
Activity).

3.2.4.3 Active Validation

Certain fields within Forms mode must be completed before you can navigate to another page of the
report. These Active Validation errors will be displayed at the bottom of the page when you try to
navigate away from the page. After completing these fields you will be able to leave the page.

Report Audit - Errors/Warnings in This Step A

The last audit inspection of this report indicated that the following errors and/or warnings exist for this step.

Block 1 - The Date the Accident occurred must be specified before attempting to leave this page.
Block 1d - Time of Accident is a required field,

Block 3 - Accident Class must be specified before attempting to leave this page.

BB BB

Block 4 - Combat Status selection must be made before attempting to leave this page.

3.2.5 Create an Aviation Report in Forms mode

Forms mode allows you to enter the report into a user interface that looks exactly like the DA Form
2397-AB.

This will allow you to enter the data into a familiar format but will assist you in filling out the correct
fields by enabling and disabling certain questions based on your previous responses.

Follow the steps below to create an Aviation report in Forms mode.

Reportlt User Guide Page | 111



Click

Create
Report

from the Reportlt task bar.

Click

Result: The selected form displays.

Start New AAAR

3.2.5.1 AAAR Report Screens
This section will break down the components that make up Forms mode for the DA Form 2397-AB.

= [f9 Aircratt 1 AAAR

= 22

@ Page 2

I

Aircraft 1 AAAR
Page 1

ABBREVIATED AVIATION ACCIDENT REPORT (AAAR)
FOR ALL CLASS C, D, E, F, COMBAT A AND B, AND ALL AIRCRAFT GROUND

For use of this form, See DA Pampniat 385-40; the proponent sgency is DCSA

REQUIREMENTS CONTROL SYMBOL
CcsSOCS-309

OMPLETE BLKS 1-18 FOR ALL ACDTS. NO FURTHER ENTRY IS REQUIRED FOR CLASS D, E. AND F ACDTS NOT INVOLVING HUMAN ERROR/INJURY.

 DATE/CASE MO ==Y b Time oy [c_Actt Ser No. a. Classification @&
OF ACCIDENT) ¥ YYYMMDD [HERam | ba Hp Hlc EHpo He ©EOF
b. categery @ [ Fiignt [ nt Related  []ach Ground [ uas
B-TYFE OF ACDT (MTDS) "PERIOD -1 Dawn I Day @ [o,NO ASET 6 NEAREST MIL @
- - [ pusk [ naight [NSTALLATION
[F- ACCIDENT @ ] on-Fost P[] Gn Airmeld City esrest to scot siter [d_State e Country (7 not UsA) Grid or Lat /Long
LocATION ] of-Post [ Mot on Airfield - == ~ e
ORGANIZATION INVOLVED @&
B Name of Unit ‘n UTC (& Digit Unit Ja Codal c_ Home Station ‘u Army AQ
=] ORGANIZATION DEEMED ACCOUNTABLE @) (i same =5 biock 5 leave blank)
& Name of Unil ‘n UIC (5 Digit Unit a Gog=) c. Home Station ‘a Army HQ
10  ESTIMATED ACCIDENT COST @ [ Acfl Total Loss = ves —
b Actt Damage (Ewet man A Fo. Man Hrs [d. fian Hrs [ Other Damage Wil [f_ Civilian Damage _ |g. Injury Cost - Total [7ris sem Total canscr)
@ @ @ @ @

[d_ Nignt Wision Device/System in use @
[Cves [[INo 1 "ves" Specify type

[c- Digital Source Collector installed &
[[ves [[INo If"ves" Specify type

(@) @
[C] single-ship
[T mwiti-ship

_ Flight Plan @
N EIvrr
EiFr

- GEN. [a.Msn (1) Type
DATA (Tng. Sve, ete)

B Fire [ pone [l Inflight [i- Flammable Fluid Spillage (i "vas" for Class A B Field Training Exercise Fro @
@ [ Postcrash ] Other |and G scdts, attach DA Form 2397-61 Fvyes [Cno [Dyes [ClNo if “res” Name of FTX | - -
[z FucHT Flight [Fhase of Operalion (Emter max or = Alttude Airspeed | Aircraft | Overgross for [13. TYPE EVENTS (Enter max 3 coges fom
Duration  [codes from Takie 5-¢ of DA Pam 38540 AGL KIAS Weight Conditions Tabie 3-2 DA Fan 355-4 or specify fype svent
 specify phsse (e.g. hover, NOE. etc) Mo which best describes the sodtincat e
) o trea otrice, generator faiurs, eng ouerspeed
Emergency [HOUTS _ =1 = - = = hard landing, fusi exhaustion, dropped
en carge, oil coter bearing faiure, etc) @
b At @ N
Impactiacdt |Hours) - - - - =1 [- —11I- -
lor [rentn: - - - = =
[rermination

c_ Environmental @

b Materiel Failure/Malfunction @
ot (1 0 or = Compiste s 172

(inciuces mgiassign inauss

Failurms) (1 O o S complate bk 16)

15 SUMMary (Enter summan of scds seguence from onset of emergency though termination of fight For Class D. E. and F. include the fype of materiel faiure andior @)
Factocs)

o S o U to ientin, Definits, Suspectad, or complate biks 21, 23, 24)
ined causes)

[14_ ACCIDENT CAUSE FACTORS (=nrer ﬁa Human Erfor  wrDor & | -
s

[16. COMPONENT AND PART FAILURE/MALFUNCTION DATA (par that initiated faiureimalfoncton ) &) 7. ENVIRONMENTAL (Gnk congitions at time of sccts (&)
Identification Major Component Part a. General (1 [Climc @[ vmc  (3) T unknown
[o- Nomenclature: b. Environmental Conaitions
(1) Weather Conaitions 2) Other Conditions
b~ Type, Design [EXET @iAnimal
and Series = =]
BySiest = | ®Fowt =
e Part Number [GLET] 1 | (c)Surface =
[@yDnizzie O | {iNeise =
SRS eyRan ] | (eiChemicals =
msnow O | MRadiation =
le Manufac- {g)Lightning a)Glare
turer's = =
Code ThyThunderstorm = | (FOD =
[ Par Serial MGusty Winds T | @Temperature =
° TFreezmg Ran = | @wvibration =
lo Cause @ 1) ] miateriel @ [ maintenance [FGCODE (USACRCT) [TYPEFL [CAUFL | (Rm)Other ] | ¢oDust =
Faiures N
mattunction  [3)[C] Design ) Dl manufacture c Actticing [Ino [lves |a Turbulence [ Ino [ lves
[18 BOARD PRESIDENT/ASO/POC @ reme Signature. and Date) G120 [Branch [rodress and Tel No. (DS snd Com)

Hadden, Gail W

Bldg 4905, 5th Ave , AL DSN: 334-508-4042 Com: 123-456-
7890

E-tail
gail.w.hadden_ctr@us.army.mil

PAGE 10F 2
APD PEV1.00
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Report Complete - Go to Audit
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Component Description

1 The Table of Contents (TOC) will show you the forms and pages within those
forms and allow you to navigate to each page easily.

You can click < located next to the TOC to collapse the TOC so that you can
view more of the form and click * to expand it once it has been collapsed.

You can also position your cursor on the grey bar between the TOC and form
and click and drag the TOC to a custom width.

2 The page title will show you where you are in the report: AAAR #1 Page 1,
AAAR #2 Page 2, etc.
3 Attachments - allows you to add supporting documents to your report. These

attachments will display in the PDF of the form which can be viewed by
clicking Form > Open Forms at the bottom of the page.

4 Add New Person — This button will allow you to add an additional AAAR form
to your report so that you can add additional personnel that were involved in
the accident. Once the form has been added, it will appear in the TOC and be
associated to the Aircraft with which you are currently working. See more
details in 3.2.4.4 Adding additional AAAR forms.

Motes

This button will be disabled until personnel information has been
K== entered in the three personnel areas in Block 21 in the existing AAAR
form(s).

5 Add New Aircraft — This button will allow you to add another aircraft to your
report. Once the form has been added, it will appear in the TOC. The second
aircraft added will display as Aircraft 2 AAAR in the TOC, the third as Aircraft
3 AAAR, etc. See more details in 3.2.4.4 Adding additional AAAR formes.

Motes

This button will be disabled until the Acft Ser No. (Block 1c¢) has been
K== populated for all aircraft and No. Acft Involved (Block 5) indicates
the number of aircraft is at least one more than the number of Aircraft
indicated in the TOC. For example if you have 1 Aircraft in the TOC and Block
5 =2, you will be allowed to add 1 more aircraft.
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6 Add Additional Component/Part — This button will allow you to add an
additional AAAR form to your report so that you can add additional
components and/or parts that were involved in the accident. Once the form
has been added, it will appear in the TOC. See more details in 3.2.4.4 Adding
additional AAAR forms.

Motes

This button will be disabled until information has been entered in
= Block 16 of the existing AAAR form(s).

7 AAAR Form User Interface - allows report data to be entered block by block.

8 Help tip — Most fields within the interface contain help tips designated with
the @ icon. Click the icon to open the help tip, click €losel to close the
help tip.

9 At any point during the process of creating the report you can click

S b SRS it to take you to the Audit screen where you can

check the data for errors.
10 Your data will be saved whenever you navigate to another page within the

report or when you exit the report but you can also click @ at any point
during report entry.

11 e ‘Next ==
The == Frevious and buttons allow you to navigate page by page

through the existing AAAR form(s).

Motes

The Previous button is disabled when you are on the first page of the
= report and the Next button is disabled when you are on the final page
of the report.

3.2.5.2 Disabled fields in Forms mode

Certain fields within Forms mode will be disabled by default until the lead question is answered. For
example Block 10 — Estimated Accident Cost, these fields may be disabled based on the report
Classification or Category selected or if the Aircraft was a Total Loss.

3.2.5.3 Active Validation

Certain fields within Forms mode must be completed before you can navigate to another page of the
report. These Active Validation errors will be displayed at the bottom of the page when you try to
navigate away from the page. After completing these fields you will be able to leave the page.
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Report Audit - Errors/Warnings in This Step

[>

The last audit inspection of this report indicated that the following errors and/or warnings exist for this step.

M\ Block 1a - Accident Date is a raquirad field.

M\ Block 2a - Classification is a required field.

3.2.5.4 Adding additional AAAR forms

Forms mode allows you to add additional AAAR forms when the forms are needed. There are three
ways to add additional forms:
¢ Add New Person — Follow the steps below to add a AAAR form if there are more than three

personnel associated to one aircraft.
Step Action

1 Enter information for 3 personnel in Block 21.
£ PERSONNELTIATA (Compiete & Sreh new medEE D55 accass o Bght sonrol o oiner parsannal ured o Faviny s Shoimuiig e i 16 Seiidart. vet acctonsl forms o8 neesed &™)
3. Name (last, first, MI) 1) SSN 2) Grade @ 3) Gender |(4) Dury ®@ |5) svc @5) UIC (Assigned) 7 Conlnnuhnu Role @
nameli e Bo Bs BN UJ
8) On Fit @[9)(a) Lab Test @ [9)(b) Results 10]»»«.-,@ a) Hrs Slept ) Hrs mta, RL D11 [z 13 [A2Anuny @ yes mmm 13 Total
Controls Last 24 Hrs) Floom | @ — =T =7 fempiete A Foem Flight Hours | Flight
Fves ves CF mFAC £ 2 13 bagry @ facct MTDS) | Hours 3
) b) Hrs Worked (c) DATE Redeployed .
Eine Mo TN T from cambaIZone [Tves
=l Tno
. Name (1ast, first, 11) JSSN 2) Grade @ 3) Gender [4) Dunr @ s:svc B)UIC (Assigned) [7) Contributing Role @ |
Enamez e - Flo Bls Bin Bu
8) On Fit @f9)(a) Lab Test @ [(9)v) Resurs @ 10];m.~,@ @) Hrs Slept <) His mt,, RL [11 2 [13 [(2injury @yes [13)Total  [[14)Total
Conirots Last 24 Hra) Flown | @ r | o |eampiete DA Form Flight Hours | Flight
Yas Yas Tk (b) FAC 1 B2 13 2397-8) @ fscct TS | Hours
s . o b) Hrs Worked (c) DATE Redeployed
No No =N i from Combat Zone L Yes
B No
. Name (last, first, Mi) 1SSN _[21Grade @ [3) Gender [(4) Duty @ s:svc 6) UIC (Assigned) [7) Contributing Role &
name3 5 - I[- ~ p Es On Hu
&) On Fit 9)(a) Lab Test & [9)(b) Resufts 10! @ ja) Hrs Slept  fc)Hrs 1) 1 1 12)injury (@ yes  [13) Total T4)Tolal 4
]-:::l:nlmnsﬂk ' o it L.i:':: Flown @mm ! z. 3 .3 keomplete DA Form Flight Hours | Flight l
Flves Cves Ep [ M FAC E 12 513 bsry @ (st MTDS) | Hours i
' 0 Hirs Worked (€) DATE Remmen 5
EIno INo N T from Combat Zone [Cves [ 1I
S YYYMMDO - ENo e I
Click m . The Add New Person button will become enabled.
3 ol Add Mew Person
Click
Result: Additional AAAR is added and is associated to the current aircraft.
[t T TNy
=" Accident Report )

@ Navigation Help
=-[[3 Aircraft 1 AAAR
B Page 1
[ Page 2
=13 Aircraft 1 -
Additional AAAR 1
B} Page 1
[ Page2
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¢ Add New Aircraft — Follow the steps below to add a AAAR form if there was more than one
aircraft involved in the accident.

Step Action

1 Enter Aircraft Serial Number (Block 1c).
R it e T o P P
ABBREVIATED AVIATION ACCIDENT REPOR

FOR ALL CLASSC,D,E,F, COMBAT A AND B, AND ALL AIR
For use of this form, see DA Pamphiet 385-40; the proponent agency i

COMPLETE BLKS 1-18 FOR ALL ACDTS. NO FURTHER ENTRY IS REQUIRED F
. DATE/CASE NO. @Ja. . Acft Ser No.

EhAr—

OF ACCIDENT

2 Enter Number of Aircraft involved (Must be more than 1 before an additional aircraft

can be added.)
sl WP VP a AT TN TN ey
ABBREVIATED AVIATION ACCIDENT REPORT {

FOR ALL CLASS C, D, E, F, COMBAT A AND B, AND ALL AIRCRA
For use of this form, see DA Pamphilet 335-40; the proponent agency is OCS.

b1

§ COMPLETE BLKS 1-18 FOR ALL ACDTS. NO FURTHER ENTRY IS REQUIRED FOR
LS
f. DATE/CASE NO. @Ja. cvvvmmon) b Time tcy  [c. AciSerNo.
f

OF ACCIDENT 120130508 & HEMM |

. TYPE OF ACDT (MTDS) @ '?)ERUI,?.‘? Ipawn [lpay @ Pp-NO-ACFT

" Dusk

[T Night

Click m . The Add New Aircraft button will become enabled.

4 Click Add Mew Aircraft
Result: Additional Aircraft AAAR is added

Aty oy

=" Accident Report

@ Navigation Help
3-[[3 Aircraft 1 AAAR
@ Page 1
(3 Page2
=13 Aircraft 2 AAAR
SE] Page 1
@ Page 2

¢ Add Additional Component/Part - Follow the steps below to add a AAAR form if there are more
than one Component and/or Part associated to one aircraft.
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Step Action

1 Enter information for 1 Component and/or 1 Part in Block 16
Y COMPONENT AND~AaRT PA DT AT Tiore o K TRMEI me -

Identification Major Component Part

. Nomenclature

D. Type, Design
f and Series

3
{c. Part Number
{
[
{

d. NSN

i

fe. Manufac-
turer's
Code

. Part Serial

1
E No.

FGCODE (USACRC)

ag- Cause @ |1)[7] Materiel (2) [CImaintenance

Fal:‘ﬂﬁit' 3) | Design (4) " Manufacture

@ reporr 1 |

Click m The Add additional component/part button becomes enabled.

3 o1 Add Additional Component/Part

4 Result: Additional AAAR is added and is associated to the current aircraft.

e A WP WP,
=" Accident Report )

@ Navigation Help
=-[[3 Aircraft 1 AAAR
B Page 1
[ Page 2
=l H} Aircraft 1 -
Additional AAAR 1
&} Page 1
[ Page2

3.2.5.5 Forms Mode Findings and Recommendations

Block 24 of the Aircraft 1 AAAR will allow the user to enter Findings and Recommendations

associated to the accident. You can enter Findings directly into the text box in Block 24 or you can

use the Add Findings function to enter the individual elements associated to the Finding and

Reportlt will help you build your Findings and Recommendations. Follow the steps below to use the

Add Findings function.
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In Block 24, click Add Finding
Result: The Finding Detail page will display.

2 Select the type of ML%M

Finding

[Select One] v
[Select One

Present and Contributing: Human Error

Present and Contributing: Environmental

Present and Contributing: Materiel

Present and Contributing to the Severity of Injury/Extent of Damage: Human Error
Present and Contributing to the Severity of Injury/Extent of Damage: Environmental
Present and Contributing to the Severity of Injury/Extent of Damage: Materiel
Present but not Contributing

A NI b AR AR,

3 Select the Contributin

(_.l—-"“:\-.f'._-—"‘-'v‘
{Contributing Factor
[Select One]

g Factor.

4 If you are entering a Human Error, select the Failure Type

Fanh

;‘LFMMIWW
"ISupport Failure  [J Standards Failure [ Training Failure ~ [Leader Failure  [/Individual Failure
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Step Action

5 In the next group of questions, you will enter the elements of the finding. The
guestions presented will depend on the type of finding you selected above. Enter
information in the element text boxes.

\\ en and where mistake/error occurred

Duty Position and Aircraft
Identification of mistake error and How task/activity was performed improperly
Directive or common practice governing performance of Task/activity or function

Root cause(s)/system inadequacy(s)

[4
{Comcqu&nccs of mistake/error

Brief explanation of how each root cause/system inadequacy contributed to the error

6 Enter the recommendations for the appropriate level.

R e e et e P

DA Level

Higher Level

) Sa\!_ Bu.ildFi.nd.ing_ Ca.m:el_

The finding can be saved and resumed at a later time or you can build the finding which will place it
in block 24.
Follow the steps below to Save and resume a finding.

Step Action

1 After entering information for your finding (you must at least select a finding type),

click .
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Step Action

2 The finding list, showing all findings currently in progress, will be displayed.
{Findings and Recommendations
i Finding Edit  Delete
% Present and Contributing to the Severity of Injury/Extent of Damage: Human Error & b 4
f{ [@Addl’jnding_'
) Notes
If you are in the report and wish to resume a finding, click

W= [ Resume Finding | i pblock 24 and the finding list will be displayed.

3 To delete the finding, click %

4 To resume/edit the finding, click &

5 To add a new finding, click IM'

If you have completed entering information for the finding you can build the finding which will place
itin block 24.

Follow the steps below to build the finding.
Step Action

1

After you have completed your finding and all information has been entered, click

0 You will not be able to get back to the Finding Details screen after you have
clicked Build Finding but you can edit the finding in the text box in block 24.

All finding information will be formatted appropriately and placed in block 24 (If

there are existing findings in block 24, the newest finding will be appended to the
bottom).

3.2.6 Create a UAS Report in Forms mode

Forms mode allows you to enter the report into a user interface that looks exactly like the DA Form

2397-U.
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This will allow you to enter the data into a familiar format but will assist you in filling out the correct
fields by enabling and disabling certain questions based on your previous responses.

Follow the steps below to create a UAS report in Forms mode.

1

Click REPOt  from the Reportlt task bar.

. Start Mew UASAR
Click

Result: The selected form displays.

3.2.6.1 UASAR Report Screens
This section will break down the components that make up Forms mode for the DA Form 2397-U.
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REPORTIT

I Accidant Repor i

Aircraft 1 UASAR
a Pags 1

UNMAMMNED AIRCRAFT 5¥STEM ACCIDENT REPORT (UASAR)
Use for all UAS Aviation Accldante
For cam of i o, pew AR 32210 mee D8 Femchiel J25-53; the croponent agensy i OC5S

. Time (e ocwi) . UA Tall Mumbsr &
[erre | ——

REGUIREMENTS CONTROL 3¥MBDL
BHIEOONHEL

1. ACCIDENT CASE & C ]

INFORMATION '7 ool

L ACCIDENT | o comssincaton (@ b. Categery @ 3 UAEMTDE &
cLaRy - S
catesory | als O Oo Oe Oe Olrugr O Fugnt Fesmtea [ awrcen Geouna -
4. PERIOD OF DAY @ 5. Numbar of UA @ I— 8. NEARE AT MILITARY INETALLATION @
DDuv.T DE-{;.- DELsk D Night Irréalved |
T_ACCIDEMT 0 | & [ cooromt | Ol oommetes | 500 R =. County . @nd [LAbLongy
LOGATION | . .
[ cmeromt [ o murnmia ] Bl
3. ORGANIZATION INVOLVED &
a. Unk Designaticn b. Unit identification Code (UIC) C. Home Eistion d. Army Hesdguarters
8. ACCOUNTAELE ORGANIZATION 1 as=w ex sizsv £ jwwcw sie=sy 68 [ inyohed Unit\Wss Acocuntaiie Unkt
a_Unk Designation b. Unit identification Code [UIC) C. Home Eistion d. Armmy Hesdguarters
"‘--;g'i'_:“""’ & U TommiLess @ [0 us Damege or Recmcement cost @) [c mumzer ot @ 3. Man-mours Cost 9 [ e otner Uss su-sysems @)
s - Man-
DATA Oves Owmo s 2n-Haurs : cest
1. Ctmar Damage Cost-Miltary (8] g Other Damage Coss-Chilan @] h. InjuryOccupatensl liness Cost @] L Totl Cost (This LAz 83 | 1 Total Cost (A Az @
B 5 5|0 Enter Cost 5 5
11. GENERAL a. Typz Missicn @ k. LA Mede @ € Level of interoperablity (LOI @
DATA « | |Daingie-zne Ouutezne O mannedinmennes Teamisg O+0:20:0s 0= Ona
. Erulansous U Dperason? G Cves Cne = Fignt Fian (6 * Fignt Russ W
1793, Sgecry umser & MTOS) O uaintary Oena O cparancns Log Owes Oirs
g. OEC Insinlied” ;7 jma. sner foe of 055 @ . Daia captured and presenved™ 7 pes. specty somwpe oo @
O-+ves Orie Oves Ona
Fre i | HEzEmous Mat=rzl Spilege o k. Did BCCKIEMT OCCUT While O 20 SWErcise of 818 teinng G
|:| Manm Dlnﬂqht DF:sxrah Y B3 & 2@ SETT A @ or O emmae, fachity'center? W BEETTIR ETR)

[ otier nfinct DA Foey J7AT80 Oves Oma O vas Tl

R T —— ]

HE FLMAHT Fight Fhass of Operafion (S Alftuds Atitude | Alrspesd UA UA Creergross. (4. TYFE EVENT 3 jSniw- mer 3 coser f==
DATA Duration iz =7 3 codes oo Tesie 36 of MEEL AGL MIAS weeignt Wieigia far_ Aczensic F Teses B gnd S22 04 Sem
28 S 30340 = apwsTy e 1] Conditicns g IEI-4D or apws Ty e TR BeR wEs Ses
e T fww (3 7 o e £ Vs [ Swrseser iee pmseees el e T
@ kL et T~z cooe B f e esie @

. AL Hours ,_

Ememency’  Teniis - - - | | | [m] O

[ons=t — — ] 1 [N e mpr— .l .l

] Hours

MORHALTT  Tamang - - - l l l O O

br Terminasicn [ vwrinzin| [ versia| [ vemazin

DA FORM 2357-U, FEE 20039 PAGE. 1

to Audtt  save <= Erevious il Next =]

Forms | (@ AstFor Heip
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Component Description

1 The Table of Contents (TOC) will show you the forms and pages within those
forms and allow you to navigate to each page easily.

You can click < located next to the TOC to collapse the TOC so that you can
view more of the form and click * to expand it once it has been collapsed.

You can also position your cursor on the grey bar between the TOC and form
and click and drag the TOC to a custom width.

2 The page title will show you where you are in the report: UASAR #1 Page 1,
UASAR #2 Page 2, etc.
3 Attachments - allows you to add supporting documents to your report. These

attachments will display in the PDF of the form which can be viewed by
clicking Form > Open Forms at the bottom of the page.

4 Add New Person — This button will allow you to add an additional UASAR
form to your report so that you can add additional personnel that were
involved in the accident. Once the form has been added, it will appear in the
TOC and be associated to the UAS with which you are currently working. See
more details in 3.2.6.4 Adding additional UASAR forms.

Motes

This button will be disabled until personnel information has been
K== entered in the three personnel areas in Block 22 in the existing
UASAR form(s).

5 Add New Aircraft — This button will allow you to add another aircraft to your
report. Once the form has been added, it will appear in the TOC. The second
aircraft added will display as Aircraft 2 UASAR in the TOC, the third as
Aircraft 3 UASAR, etc. See more details in 3.2.6.4 Adding additional UASAR
forms.

Motes

This button will be disabled until the UA Tail Number (Block 1c) has
== been populated for all UA and Number of UA Involved (Block 5)
indicates the number of UA is at least one more than the number of UA
indicated in the TOC. For example if you have 1 UA in the TOC and Block 5 =
2, you will be allowed to add 1 more UA.

Reportlt User Guide Page | 123



6 Add Additional Component/Part — This button will allow you to add an
additional UASAR form to your report so that you can add additional
components and/or parts that were involved in the accident. Once the form
has been added, it will appear in the TOC. See more details in 3.2.6.4 Adding
additional UASAR forms.

Motes

This button will be disabled until information has been entered in
= Block 17 of the existing UASAR form(s).

7 UASAR Form User Interface - allows report data to be entered block by block.

8 Help tip — Most fields within the interface contain help tips designated with
the @ icon. Click the icon to open the help tip, click €losel to close the
help tip.

9 At any point during the process of creating the report you can click

S b SRS it to take you to the Audit screen where you can

check the data for errors.
10 Your data will be saved whenever you navigate to another page within the

report or when you exit the report but you can also click @ at any point
during report entry.

11 e ‘Next ==
The == Frevious and buttons allow you to navigate page by page

through the existing UASAR form(s).

Motes

The Previous button is disabled when you are on the first page of the
= report and the Next button is disabled when you are on the final page
of the report.

3.2.6.2 Disabled fields in Forms mode

Certain fields within Forms mode will be disabled by default until the lead question is answered. For
example Block 10 — Estimated Accident Cost, these fields may be disabled based on the report
Classification or Category selected or if the Aircraft was a Total Loss.

3.2.6.3 Active Validation

Certain fields within Forms mode must be completed before you can navigate to another page of the
report. These Active Validation errors will be displayed at the bottom of the page when you try to
navigate away from the page. After completing these fields you will be able to leave the page.
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Report Audit - Errors/Warnings in This Step

>

M\ Block 1a - Accident Date is a raquirad field.

M\ Block 2a - Classification is a required field.

The last audit inspection of this report indicated that the following errors and/or warnings exist for this step.

3.2.6.4 Adding additional UASAR forms
Forms mode allows you to add additional UASAR forms when the forms are needed. There are three

ways to add additional forms:
[ ]

personnel associated to one UAS.

Action

Add New Person — Follow the steps below to add a UASAR form if there are more than three

1 Enter information for 3 personnel in Block 22.
22. PERSONNEL DATA (Compiete for esch crew member with access fo the flight contralz, p inji ilinezs, having 2 ing role in the accident use addifions/
formz if nesded )
a. Mame (Last Firsf, M) {11 55N {2) Grade (3) Gender | (4) Duty @ (5) SVC @ (EYUIC {7) Contributing | (3) On Fit ((94a) Lab [(9}b) Results
*Hr_wr_wrn [ male . . (Assi Role Cirls Test
R - | Cremale |* ol — Op Os | Oves | Oves [Oros
1 —
Ou O | One | Cwe [[Cneq
(10) Activity |, pre Slept {11] Individual Training Status @ {12) Injury/Occupational lliness © | (13) MTDS | (14) Total
@ {1f "yes" compiete and Fit Hrs Fit Hrs
o rewores || | ° AL [ 02 Os Ousnerep Clmsn qual oot DA P 2357.3]
. Hrs Works e :
b.FAC [11 [J2 [d3 [INA suas operstors) Cves e
c. Hrs Flown ¢. Redeployment Date [vvyynmoD) =
b. Mame (Last First, M) {1) 85N {2) Grade (3} Gender | (4) Duty @ (5) SVC @ (EyUIC {7) Contributing | (8) On Fit (842} Lab [(9}{b) Resulis
U — CMale fAssignad) Role Cls @) Test
; « | |CIFemate | — (&= — Opo Os | Cves | Cves [CpPos
! )
— Ou Own | One | One | e
(10) Activity | pre stept (11) Individusl Training Status @ {12) Injury/Occupational lliness © | (13) MTDS [ (14) Total
@ (I "yee" complete and Fit Hrs Fit Hrz
— ,— a AL [J1 02 (03 ClMsnerep [IMsn Qual et DA P 2357.3)
. Hrs Works: ttach ]
b.Fac (11 2 [J3 CINA suss operstors) [ves e
c. Hrs Flown ¢. Redeployment Date {vyy¥hDD) :
c. Mame [Last, First, M} (1) 55N (2) Grade (3) Gender | (4) Duty @ (5) SVC @ (B UIC {7) Contributing [ (3) On Flt |[(3}a) Lab ((3)}b) Results
U — CMale fAssignad) Role Cls @) Test
B « | |[IFemate | — |= — Op Os | Oves | Oves |Opos
1 1
* Ou Own | Cdne | One |C e
(10) Activity 11} Individual Training Status @ (12) Injury/Occupational lliness © | (13)MTDS| (14) Total
a. Hrs Slept o1 g
@ ' {1F "yes" compiste and FitHrs | FitHrs
a.RL 11 2 O3 Clmsnprep ClMsn qual i
b. Hrs Worked seach ™ /
b.Fac (11 2 [J3 CINA suss operstors) [ves Ce
c. Hrs Flown ¢. Redeployment Date {vyy¥hDD) :
Click m . The Add New Person button will become enabled.
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Step Action

3

Click Add New Person

Result: Additional UASAR is added and is associated to the current UAS.
= Accident Report

@ Help & Tutorials
=¥ Aircraft 1 UASAR
@ Page1
[ Page 2
- [@ Page 3
._;J 3 Aircraft 1 -
Additional UASAR
i

&) Fage 1
[B Page 2
[@ Page3

Add New Aircraft — Follow the steps below to add a UASAR form if there was more than one
aircraft involved in the accident.

A O

Enter UA Tail Number (Block 1c).
mmwmﬂmw R R S B
{ UNMANNED AIRCRAFT SYSTEM ACCIDENT REPORT (UASAR) REQUIREMENTS

Use for all UAS Aviation Accidents
} For use of this form, see AR 385-10 and DA Pamphlet 385-40; the proponent agency is OCSA

juccmem CASE @ a (vvvvumoo) b.Time (Local) c UA Tail Number @
INFORMATION 20140414 5= 0800 XX-0001

Enter Number of UA involved (Must be more than 1 before an additional aircraft can
be added.) .
{' M e NN —

UNMANNED AIRCRAFT SYSTEM ACCIDENT RE

Use for all UAS Aviation Accidents
For use of this form, see AR 285-10 and DA Pamphlet 285-40; the propo

.ACCIDENTCASE @  [a. (vvyvmmoD) b. Time (Local)

INFORMATION | 20140414 B 0800

'\.""'W-"""\r:\ o, AL T

2.ACCIDENT | a. Classification b. Category ©
CLASS/ A s Wc o [Je EIF | @Fiight [C]Flight Relate

CATEGORY
A 5. Number of UA @ ’—
Involved

e

. PERIOD OF DAY @
ol [ Dus

Click m . The Add New Aircraft button will become enabled.
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Step Action
4 Click Add New Aircraft

Result: Additional Aircraft UASAR is added
- Accident Report

@ Help & Tutorials
503 Aircraft 1 UASAR
& Page 1
[@ Page 2
3 Page 3
|=[[3 Aircraft 2 UASAR
EY Page 1
@ Page?

(3 Page s

(@ rerorr

Add Additional UAS Subsystem/Component/Part - Follow the steps below to add a UASAR
form if there are more than one Subsystem, Component and/or Part associated to one UAS.

Step Action

1 Enter information for 1 Component and/or 1 Part in Block 17
17. Component and Part (Fsr that initiated faiure/msifunction) @
fm%’?:s‘ss";jbfﬁfgmj Major Compenent Part
Senga o o L ] L 1 [ ]
Series
d. NSN/
Mumber
Code
. . (Enter the sppiicable Failure Codez (max of 2) uzing Table
'g:;aﬁjr:?e of @ [materisl [ Maintenance 12, DA Fam 738.751 (TAMMS-Avistior))
Malfunction [ oesign [ Manufacture | View/Edit

2 . .
Click m The Add additional subsystem/component/part button becomes
enabled.
3 o1 Add Additional Component/Part
Reportlt User Guide
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Step Action

4

Result: Additional UASAR is added and is associated to the current aircraft.
= Accident Report

@ Help & Tutorials
=3 Aircraft 1 UASAR
& Page 1
[ Page 2
- [@ Page 3

_;. Eﬁ Aircraft 1 -
Additional UASAR
1

&) Page 1
A Page 2
[@ Page3

3.3 Audit a Report

The Reportlt audit is an automated validation to ensure all required fields have been completed,
accuracy of the report, and all supporting documents are attached as required by the business

process.

When a report is complete, the submitter/recorder runs the audit to check for errors, potential errors
(warnings) and flagged steps. The results of the audit display in three sections: The Error section; the
Warnings section, and Flagged steps (steps flagged for review by the submitter/recorder).

At any point in the creation process, you can run the audit; however, before a report is submitted, an

audit

is required.
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@ I
o F wo svsim I
‘_ COwerview | General | Personnel | Materiel | RiskManagement | Environmental | Witnesses | Documents Auditi-

Report Audit

Report Contains Errors/Warnings
Cwr inspection of the information you have provided indicates that one or more steps contain either

errors or warnings. The table below lists each errorfwarning. The Possible Action(s) column provides
links that allow you to navigate directly to that step (or steps) to resolve the problem.

The list of audit results below was generated on the following date:
9/13/2011 3:21:44 PM

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

/iy 21 errors found 1, Warnings (0 warnings found) E:ING steps flagged }

General

£ The Location Description (exact location) is mandatory and §  Fix this Error... !
must be included in the report. (Error Code: 00009)

£ The Location Type is mandatery and must be included in Fix this Error...
the report. (Error Code: 00010)

£ You've indicated the accident occurred on base and the Specify Station...

accident location country is not classified therefore you Change accident location country...

must specify the Station where the accident occurred. (Errd

Code: 00637)

B

You must specify the mission. (Error Code: 00758) Fix this Error...

£ You must specify the Army Headquarters/Army Command.  Fix this Error...
(Error Code: 00892)

£ You must indicate if the accident was due to Army Fix this error...
Operations, (Error Code: 01053)

[>
L N O N Y N P T i T N Y Y W W W .

#‘-“4“. e s, b b s e dbadiade e b sl i bl s s

»

ABRTTRODAIS. b . b SN aBon pe  E P  N a B g B b e

Audit Screen

Follow the steps below to audit a report.

Step Action

Audit
Click for the active report.
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Step Action

2 Click [C] Check here to complete the final evaluation of your report. as indicated. See
Note below.
Note: Check this box when you have finished ALL data entry. This box does not have
to be checked to perform an audit of the report.
If it is checked, the Form Type and Accident Classification verify based on the
information that you have provided. The report downgrades when information
provided does not meet the criteria of the form type and classification, accordingly.
3 CliCk| Q Check Report for Errors... .
Results: The following message displays:
Please wait while we check the report for errors . . .
= This may take several minutes to complete.
Please do not click any buttons in your browser until the evaluation is finished.
4 The audit report displays in the errors found, warnings found, and steps flagged.
) Fixe this Error... o
Click to return to the page containing the error, and complete the
required fields.
Note: The hyperlink may contain other text than Fix this Error.
5 | Cliok I
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Step Action
6 Repeat steps 2-5 until the report is error-free.

MATAAMMM iadhi adee
Materiel | Risk Management | Environmental | Witnesses | Documents | Audit

Overview | General ‘ Personnel

A2

)

Report Audit

¥

Report Audit is Complete

This report has successfully passed our audit and you may begin the submission process. To enter
the submission section. click the Done with Audit button at the bottom of the page.

AT

Py
Y

[ Forms | (@ AskForHelp

Save & Go Back Done with Audit

P VYN WYY Y W yre NGy NP WY LV WV N SV Y GV N Y Y SV G Y SR LY W VW

Result: The Report Audit is Complete page displays.
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(7) REPORT IT

Step Action

7
Click Done with Audit )

ey | e T o P e T Lt P S
memew} Genefaq Personnel | Maten’eq RiskManagement | Ervironmental | Witnesses | Documents | Audit | Submit

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.

The current POC for this report is shown below. Click Continue if this information is correct. Click the
Change Point of Contact button if you would like to appoint someone else as the POC .

[5: Chenge Point of Contact...

The fields below are read-only and are intended for verification purposes only.
Full AKO Name (read-only)

|Susan Byrd TEST &

AKO E-mail Address (read-only)

susan.e.byrd.ctri@us. army.mil

ﬁ Additional RE!

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

;

Organization

«

P

| Support & Fegf

USACRC PEE—

f’ﬂ' Flags f

Unit Identification Code (UIC) s Checklist {
chatcro il 4

A contact Us

MM..MAA..A‘AMMM“*,

Title Lhsettings o
Business Analyst g
Rank or Grade {

Civilian I
Phone {

SARATITIETLe 20 a0 b aiin A ]I g B i s, 0 B B g n B0 b B B b AP

Result: The Submit > Point of Contact screen displays. Refer to 3.4 Submit a
Report.
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3.4 Submit a Report

When all report information has been entered and errors fixed, the report is ready to be submitted
for review and approval. For a report to be submitted, the following criteria must be met:
v"Areport point of contact (POC)
v Submission Process
v" Reviewers

Once the report reviewers have been defined and the report has been submitted, the approval
workflow process begins. The report becomes read-only and an email is sent to the reviewers with
basic information about the report.

Follow the steps below to submit a report.

1

The steps below are dependent on completion of 3.3 Audit a Report. To complete these
steps, your report needs to have passed the audit and you are in the Submit screen.

2

The point of contact for a report defaults to the submitter. If this information is correct,

[y Save & Continue §

Or

To appoint someone else as the point of contact, click "G Change Point of Contact..
complete the displayed fields and then click EETEENEITT

Result: The Submission Process screen displays. This screen allows you to select
Simplified or Original Submission Process.

Simplified Submission Process enables you to add one reviewer and multiple
courtesy copy recipients and route the report. This method will not use the routing
structure set up in the Safety Office Console for the accountable UIC in the report (For
more information see 3.4.1 Simplified Submission Process). Click EEENENIT
Result: If selected, the Add Reviewers screen displays. This screen allows entry of one
reviewer and one or more courtesy copy recipients (adding a CC recipient is optional).

Original Submission Process will automatically add Safety Office Reviewers to the
report based on the accountable UIC and the structure set up in the Safety Office Console
for this UIC (For more information on Safety Office routing, see 3.4.2 Original
Submission Process). Click EEEEASITIIT

Result: If selected, the Manage Reviewers screen displays. This screen defines the four
steps to add a reviewer.

Notes

W= Board completes their review.

There is an additional step if there is an investigation board. The Investigation Board
Reviewers are notified first. No other reviewers can be added until the Investigation

3.4.1 Simplified Submission Process
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Step Action

1

If you have submitted a report using the Simplified Submission Process in the past, the
reviewer and cc recipients from that report will be automatically populated as the
reviewer and cc recipients of your current report. The reviewer or cc recipients can be

removed by clicking * next to the individual’s name.
If the reviewer is not pre-populated or has been deleted, enter the name of the reviewer
in the Find User text box and after confirming that this is the appropriate reviewer,

click |_Save ReviewerRecipient . | 6 reviewer will be added to the list (only one
reviewer is allowed)

When the reviewer and cc recipient(s) have been established, click
I'm Finished - Send Report |

Result: The reviewer and the cc recipient(s) will be notified, via email, that the report is
ready for review. See 3.10 Review a Report — Simplified Submission. The report now
displays in the In COC Review node of your Reportlt Dashboard.

3.4.2 Original Submission Process

Step Action

Click & AddReviewer | i the Step 1-Command Reviewer(s) and enter AKO User Name in
the Find User text box.

Add Command Reviewer Close

To add a new Command Reviewer for this report, enter the AKO
user name or e-mail address in the space below and click the Find L
bU“Dn. U5 ARNY

IMPORTANT: When the information for the specified user is displayed, verify that it is
the correct person before clicking the Save Reviewer/Recipient button.

AKO User Name (e.g. john.smith) @

|Q Find User... |
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Step Action
2 Click | Save Reviewer. ..

(see caution) when the user is successfully located.
User Found Successfully.

Information for the specified reviewer/recipient is shown below. Name and e-mail address values
are extracted directly from AKO and cannot be edited here. Organization, Title, and Pay Grade
are editable and should be updated to accurately reflect this individual's current information.

Full Name:
AKO E-mail:

If the: information below is incorrect or not provided, enter the correct information before saving
the reviewer.

Organization:
Title:

Pay Grade:

[ Save Reviewer__. l [

]

Results: The reviewers name is displayed in the Command Review Section.

Ensure you have selected the correct person before saving. There can be
multiple users with the same name.
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Step Action

3 Repeat steps 3 and 4 until all command reviewers have been added.

Py e AT A i TN b A AP [T

Manage Reviewers

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

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

Step 1 Step 2 Step 3
Command Safety Office | Recommendations
Reviewer(s) | Reviewer(s)

Step 4 All
Courtesy Copy

Recipient(s)

Supervisor/Command Review Section @

many reviewers as needed.

At least one reviewer is required for this report.

Click on the "Add Reviewer" button to add supervisory/command reviewers for this report. Add as

Supervisory/Command reviewers will receive this report in the order they appear in the table below.
Use the Up and Down arrows to change the routing order.

WER e
Down

Move

Reviewer Name
Up

Organization

Review

Status Remarks

\ 4

CTR

CTR

Pl e bAoA P it S o iy e P A Py T e

US Army
Combat
Readiness
Center

US Armmy
Combat
Readiness

Safety

Center

& X

Not Yet |2
Matified

Mot Vet o]
Motified

(@ Add Reviewer

["|Forms | (@ Ask For Help

Save & Go Back

I'm Finished - Submit Report to Reviewers

M’W%Wuwdﬂwmwvww

J

S o P WA L TP LR L e T WP T P

4

-
Motes

routed.

Use the Move Up and Move Down arrows to arrange the reviewers in the order you
want them to review the report. The order they appear in is the order the report is

Reportlt User Guide




Step Action

4 After adding Command Reviewers, click on the “Step 2 Safety Office Reviewer(s)” tab. If
the Safety Office routing structure has been pre-defined for the accountable UIC in your

report, this tab will be pre-populated with the correct Safety Office Reviewers. For more
information on Safety Office routing, see Appendix B.

OR

You can manually add Safety Office reviewers.

Click _ AddReviewer |, the Step 2- Safety Office Reviewer(s) and enter the name of the
reviewer in the Find User text box.
Results: The reviewer’s name is displayed in the Safety Office Review Section.

5 Repeat the Add Reviewer step until all Safety Office Reviewers have been added.

6 If you have added recommendations to your report, you can add Recommendation
Reviewers to one or more of the recommendations by clicking on Step 3
Recommendations.

Note: Adding Recommendation Reviewers is not required.

7 If you would like for the report to be sent to Courtesy Copy Recipients, you can add them
by clicking on Step 4 Courtesy Copy Recipient(s).

Note: Courtesy Copy Recipients are notified of the fact that this report is complete and
has been submitted, but they do not have any review/approval authority.

8 Click MURALEIERESTIIIRESISCROIETEZE when you are finished adding reviewers.

Result: The first reviewer is notified, via email, that the report is ready for review.

Motes

An email notification is sent to the first reviewers with the basic report information. The
W—= report now displays in the In COC Review view of your Reportit Dashboard.

3.5 Resume a Report

You can resume a saved report that is in Draft or Rejected status from your last location in the
report.
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v
{Ld)
Go to your dashboard or click D from the Reportit task bar.

Locate the report to resume in My Dashboard view.

WIN

If the report is in a Draft status, click on the In Draft node under My Accident Reports
in your dashboard.

OR
If the report is in a Rejected status, click on the Rejected node.

Locate the report and click the # icon.
Results: The report opens to the location where you last exited the report.

Note: You can sort your report list by clicking the column headers or use the
Advanced Search feature to help you locate your report.

3.6 Open the Form View

The form view can be opened from the My Dashboard list or within the report screens. The form is a

read-only view of how the printed form will look.

Follow the steps below to open a report in the form view from the Dashboard.

Step Action

v
\d
Click D from the Reportit task bar.
2 Locate the report to view as a form.
3 click 1.

Results: The report opens as a form in a .pdf format.

3.6.1 Open the Form View from a Report Screen

You can view the report as a form at any time during the accident report creation. Follow the steps
below to open the accident report form from within the report.
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v
(V]
Click G from the Reportlt task bar.
2 Locate the report to resume in My Dashboard view.
3 Click ¢ .
Results: The report opens to the location where you last exited the report.
4 Y
Click ﬂ at the bottom of the active view.
5
Click the 1-penForms L.

3.7 Managing Rejected Reports

When you have reports that have been rejected by reviewers, the Rejected node in My Dashboard
will be active. The submitter is notified by email that a report has been reviewed and rejected

J
i

Remarks of why the report was rejected can be viewed by clicking the Report Status icon ==,

If you are the report Submitter, you can:

Edit the report

Delete the report

Add an attachment

Open the Collaboration Summary (dependent on Safety Office setup)
Open the reviewer list

View the Report Status

Open the forms

Request an extension (if the report is past due)

ONoOOAWNE

If you are the report reviewer, you can:
1. View attachments
2. Add an attachment (Based on your permissions)
3. View the Report Status
4. Open the forms

WMWW R e S T e e

This view shows all accident reports created by you that have been reviewed by at least one commander or Safety Officer and that have been rejected for corrections or modifications. :ii
i

H
9¥  Looking for a specific report? Try the New Advanced Search Feature by clicking the Advanced Search link in the tree to the left. i
»
s

; E@@ Page size: '120_7-] 2 items in 1 pages }

Date Due
At CRC

Date Created «

Rejectes [TV CENNNNG R20120207004 uic123 21772012 3/15/2012 5712012 sacs@m !

' H
j AGAR | Reportable R20110520001 856074  5/20/2011 5/20/2011 6/19/2011 zacdsdda 5
3

2 items in 1 pages
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(/ REPORTIT |

Reports In Rejected Status (Submitter)

Reports I've Reviewed (Rejected) N
This view shows all reports that you have reviewed and are in a Rejected status. All reports in this view are read-only. F

d 9¥  Looking for a specific report? Try the New Advanced Search Feature by clicking the Advanced Search link in the tree to the left.

T L S e

’e

T
5 items in 1 pages

Bl el 54]  pagesize [0 -]

Created By Accident Date Date Created ~

e AAAR  Reportable  R20110829002 . - 8/29/2011 8/29/2011 9/28/2011 & ae

Reportable R20110801041 WACCTL 8/1/2011 8/22/2011

8/31/2011

\
E
o

L

Reports I've Reviewed (Rejected)

3.8 Request an Extension

You can request an extension to a report due date if you are not able to complete the report in the
allotted time. Supporting documentation can be attached to an extension request as needed. The
request is automatically sent to the U.S. Army Combat Readiness/Safety Center for authorization.
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Extension Request

Status of this Extensien Request @
Hewr (not yet submitted)

Sument Report Due Date @
11/22/2011

for the

Request Submitted By @
Byrd, Susan E Ms ARMY GUE ST USA OSA USA

Regquested Due Date @

Reguest @

oo G & BP

o this request is listed in the table below.
[ File Description Uploaded By Associated With |
[ ——— |
Attsch/Edit = File:
Description:
=
Saloct
Attach Il Cancal

Reqguest an Extension
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Follow the steps below to request an extension:

Step Action

1 Locate the report to request an extension in your dashboard.

2 Click the “icon

3 On the Extension Request screen, select a new due date or enter the new due date
into the date box.

4 Enter the reason/justification for the extension request.

5 Optional step: Attach a file by:

1. Enter a description of the attachment.
2. Click |_*=*% | to locate the file to attach.

3. Click. Atech .
6 Click | Submit.. to submit the report to the U.S. Army Combat
Readiness/Safety Center.
Result: An email is sent to the US Army Combat Readiness/Safety Center as
notification of the extension request.
7 When the request is granted, the due date will update on the report.

3.9 Delete a Report

Reports can be deleted if they are no longer valid and the Delete Report icon is active. It is important
to stress, however; this is a permanent delete and cannot be undone.

Date Due

Accident Date Date Created « R

Action

Draft AGAR R20120522002 - 5/22/2012 5/22/2012 6/21/2012 |

Delete Report Icon

Follow the steps below to delete a report:
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Step Action

1 Locate the report to delete.
2 ) -
Click M4
f Message from webpage MW

-e' Are you sure that you want to permanently delete this accident report?

[ ok ][ Ccance |

|
|
|
LS

Result: The delete confirmation message displays.
3 Click % to delete the report.

3.10 Review a Report — Simplified Submission

3.10.1 Simplified Submission — Ground Report

If you have been identified as a reviewer, you will be notified by email that the report is ready for
your review. The email will include a hyperlink to the report. The report will also display on your
dashboard in the Reviewer — For My Review node. To review the report click on the link (if the link
is not clickable, copy and paste it into the URL window in your browser), this will take you directly to
the reviewer task page OR click the review icon EI your dashboard for this report.

NOTE: Reports that you have started your review but not completed will be located in the “I'm
Reviewing” node on your dashboard.

The review process is a multi-step process to be completed from the Reviewer Task page. Follow the
steps below to complete your review.

You must complete the last step “Finish” before the report will move to the next review
level.
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Step Action

1 View Form
The first step is to review the form. You can scroll through each page of the form
including any attachments that have been added OR you can click

':-"% Open in Another Window

to view a larger version of the PDF.

Motes

You must return to the browser window where you opened the reviewer task
W= page to complete your review

2 Signify Concurrence
In step 2 you will have 3 choices:

e | Concur - Upon your concurrence you will have the option to select the next
required reviewer, select persons for courtesy copy or send the report to the
CRC. Comment box is available for comments.

e | DO NOT Concur...- COMMENTS REQUIRED — Upon your non-
concurrence the report will be returned to the submitter with your comments
for action.

e | am not the appropriate reviewer - If a report has been mistakenly sent
to you for review, you will answer with this selection, which will return the
report to the previous reviewer. Comment box is available for comments.

After making a selection and entering comments if applicable (comment are required
if you non-concur), you will signify your role as Command Review or Safety Office
Review. Signifying your role is optional but be aware if you do not signify your role,
your name will not appear on the form in blocks 44 or 45.

Click | Step 2 Complete | to move to the next step.
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3 Submit to CRC or Further Review

e In Step 2 if you selected “I DO NOT Concur...”, the submitter’s name will be
automatically populated in the reviewer list. You will not have the ability to
add courtesy copy recipients. Once you complete Step 4, the rejected report
will go back to the submitter.

e In Step 2 if you selected “I am not the appropriate reviewer...”, the
information for the reviewer that added you as a reviewer will be populated in
the reviewer list. You will not have the ability to add courtesy copy recipients.
Once you complete step 4, the report will go back to the previous reviewer and
they will be notified that they must add another reviewer.

e In Step 2 if you selected “1 Concur” you will have 2 options:
e Add Reviewer and Optional CC
e Send to CRC and Add Optional CC

Add Reviewer and Optional CC

If you have reviewed a simplified submission report in the past, your selection will be
automatically populated along with the reviewers that you used in the last simplified
submission report that you reviewed.

The reviewer or cc recipients can be removed by clicking * next to the individual’s
name.

If the reviewer is not pre-populated or has been deleted, enter the name of the
reviewer in the Find User text box and after confirming that this is the appropriate
Save Reviewer/Recipient...

reviewer, click . The reviewer will be added to the list

(only one reviewer is allowed).

Send to CRC and Add Optional CC
If you want the report to go to the CRC for finalization rather than having it go to

Send to CRC and Add Optional CC

another reviewer, click The CRC'’s
information will be populated in the reviewer list and you can add courtesy copy
recipients if needed.

4 Finish
Once the reviewer has been established, Step 4 Finish will become available.

I'm Finished - Submit the Report...

Click

to complete your review and send the

report.

You must complete this step no matter your selection in Step 2. If this step
is not completed, the report will remain in your dashboard for your review.

3.10.2 Simplified Submission — Aviation Report
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If you have been identified as a reviewer, you will be notified by email that the report is ready for
your review. The email will include a hyperlink to the report. The report will also display on your
dashboard in the Reviewer — For My Review node. To review the report click on the link (if the link
is not clickable, copy and paste it into the URL window in your browser), this will take you directly to

the reviewer task page OR click the review icon &l on your dashboard for this report.

The review process is a multi-step process to be completed from the Reviewer Task page. Follow the
steps below to complete your review.

You must complete the last step “Finish” before the report will move to the next review
level.
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Step Action

1 View Form
The first step is to review the form. You can scroll through each page of the form
including any attachments that have been added OR you can click

':-"% Open in Another Window

to view a larger version of the PDF.

Motes

You must return to the reviewer task page to complete your review
L
2 Signify Concurrence
In step 2 you will have 3 choices:

e | Concur - Upon your concurrence you will have the option to select the next
required reviewer, select persons for courtesy copy or send the report to the
CRC. Comment box is available for comments.

e | DO NOT Concur...- COMMENTS REQUIRED — Upon your non-
concurrence the report will be returned to the submitter with your comments
for action.

e | am not the appropriate reviewer - If a report has been mistakenly sent
to you for review, you will answer with this selection, which will return the
report to the previous reviewer. Comment box is available for comments.

After making a selection and entering comments if applicable (comment are required
if you non-concur), you will signify your role as Unit Commander / Reviewing
Official, Approving Authority or None of the Above.

Indicating your role is mandatory for Class C and above. Indicating your role is
optional for Class D, E or F. But be aware if you do not signify your role, your name
will not appear on the form in block 26.

Click | Step 2 Complete | to move to the next step.
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Submit to CRC or Further Review
e In Step 2 if you selected “I DO NOT Concur...”, the submitter’s name will be
automatically populated in the reviewer list. You will not have the ability to
add courtesy copy recipients. Once you complete step 4, the rejected report
will go back to the submitter.

e In Step 2 if you selected “I am not the appropriate reviewer...”, the
information for the reviewer that added you as a reviewer will be populated in
the reviewer list. You will not have the ability to add courtesy copy recipients.
Once you complete step 4, the report will go back to the previous reviewer and
they will be notified that they must add another reviewer.

e In Step 2 if you selected “1 Concur” you will have 2 options:
e Add Reviewer and Optional CC
e Send to CRC and Add Optional CC

Add Reviewer and Optional CC

If you have reviewed a simplified submission report in the past, your selection will be
automatically populated along with the reviewers that you used in the last simplified
submission report that you reviewed.

The reviewer or cc recipients can be removed by clicking * next to the individual’s
name.

If the reviewer is not pre-populated or has been deleted, enter the name of the
reviewer in the Find User text box and after confirming that this is the appropriate
Save Reviewer/Recipient...

reviewer, click . The reviewer will be added to the list

(only one reviewer is allowed)

Send to CRC and Add Optional CC

For Aviation Class C and Above accidents, sending to the CRC is only an
option if the report has been signed by at least 1 Unit Commander /
Reviewing Official AND at least 1 Approving Authority. The Send to the
CRC button will be disabled if this requirement has not been met.

If you want the report to go to the CRC for finalization rather than having it go to
Send to CRC and Add Optional CC

another reviewer, and the button is available, click
The CRC’s information will be populated in the reviewer list and you can add courtesy
copy recipients if needed.
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4 Finish
Once the reviewer has been established, Step 4 Finish will become available.

Click I'm Finished - Submit the Report...

report.

to complete your review and send the

You must complete this step no matter your selection in Step 2. If this step
is not completed, the report will remain in your dashboard for your review.

3.11 Review a Report — Original Submission

If you have been identified as a report reviewer, you will be notified by email that the report is ready
for review. The email will include a hyperlink to the report.

The review process is a multi-step process. As you complete each step the Reviewer Task screen will
display a green checkmark to indicate you have completed this step.
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My Tasks

— My Review Steps

I e T R I i S

| Quick

Please complete this step now ﬂ

Step 1 - Review

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 This option allows you to This option allows you to
means of open the completed form navigate through the

review. The Report Quick in another window and
Summary tab provides an execule your review via

entire report step by step.
Although this option is

overview of the most the form. more time consuming it is
significant information for the most thorough.
this report. While conducting your

review, the Reviewer wWhile conducting your
When your review is Remarks tab can be used review you can provide
compilete, the Reviewer to enter general commentary directly in
Remarks tab can be used commentary. the page being reviewed
to enter general

commentary . The form preview will
open in another browser
window
[% Quick Summary... I I % Review Form... I [Q,, Review Report...

Step 2 - Signify Concurrence

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:
= I Concur with all information in this report

€ e

cur with information in this report with the Conditions Specified Below

< 1 DO NOT Concur with the information in this report (comments required)

Additional Comment(s) or Condition(s)

o (L sicwed )
| G Saving your concurrence or non-concurrence does not complete your review. To |

complete your review you must complete the last step below.

Save My Concurrence

Step 3 - Forward

IT you would like to view all specified reviewers or add new reviewers, click the button
below.

Otherwise, go to Step 4.

WView or Add Reviewers_ ..

Step 4 - Finish

You must complete this step to finish your review.

I'm Finished - Submit the Report

Return |
Reviewer Task Screen

Follow the steps below to review a report.
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Step Action

1

Open the email notification and click the hyperlink to the report.

Sample email text:

To review this report, click the link below. You will be required to login to Reportlt.
https:{//reportit safety army_mil/Pages/ReviewerSummary aspx?i=6677736a4472625372786a4676716c736c60b503842773d3d

NOTE: If clicking the link does not work, copy the entire address and paste it into your browser's address bar.

OR
From your dashboard under the Reviewer section, click on the For My Review node.

The reports that are ready for your review are listed to the right, click on the B icon.
Result: The Supervisory/Command Reviewer Tasks screen displays.

NOTE: Reports that you have started your review but not completed will be located in
the “I’'m Reviewing” node on your dashboard.

Select a Review Option.

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.

Option 2 Review Form: This option allows you to open the completed form in
another window and execute your review via the form.

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.

To review using Option 1 Quick Summary:
|Q§ Quick Summary...

e Click

e Review the information presented
My Tasks

e Click tab

OR
To review using Option 2 Review Form:

C-‘Q Feview Form...

e Click
e The forms will open in another browser window for your review
After completing your review close the form browser window and return to the
reviewers page
OR
To review using Option 3 Step-by-Step:

Q Review Report...

Click
You will be taken to the report Overview page

Navigate through the report to review using Continue, Tabs or the Checklist
Add remarks as needed (See Add Reviewer Remarks)

When you have completed your review, click Ml
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After completing your review and you have returned to the Reviewer Tasks screen,
signify your concurrence/non-concurrence by selecting one of the three options:
e | concur with all information in this report
e | concur with information in this report with the Conditions Specified Below
e | do not concur with the information in this report (comments required)

If you select I concur with the information in this report with the Conditions Specified
Below OR | do not concur with the information in this report, you must enter
additional comments. Otherwise, the additional comments are optional.

Click | Save My Concurrence. . ]
Note: This button must be clicked no matter your selection from step 4 above.

If you want to view the report reviewers or add additional reviewers to the report,
View or Add Reviewers...

under Step 3 — Forward, click
See 3.4 Submit a Report for more information on adding reviewers

When you have completed your review and saved your concurrence/non-
I'm Finished - Submit the Report_..

concurrence, click
Note: This button must be clicked no matter your selection from step 4 above.

3.11.1 Add Reviewer Remarks

While reviewing a report using Option 3: Step-by-Step you can add remarks to the report.
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Step Action

1 Click the Add Remark button at the bottom of the report page as needed. Remarks
remain with the page and section they are created in.

¥ b [ ik = Y% b %

= | Forms | /J Reviewer Remarks !@ Ask For Help 4
Reviewer Remarks (This Report Step) {

| Reviewer remarks for this step are listed below. Reviewers are listed by review section. T
+«
‘ =I"| 3 Reviewer Remark(s) !f
| J_j Command Reviewers ;
‘ -8 Byrd, Susan E Ms ARMY GUEST USA O5A USA (Mo remarks) e
L | @ ¢
‘ “() Add Remark f
| "~} Safety Office Reviewers 5
|l__._1 Content Manager £

I'm Finished - Return to My Tasks w

2 . Save Remarks
Enter remarks and then click

ReViewe: Remalds | 1his Repoitawep) - ° ¥ v NN .
eviewer remarks for this step are listed below. Reviewers are listed by review section. t

»

'\Emer the remark in the box below. then press the Save Remark button.

. Remark/Comment

" | THis is another remark. THis is another remark. This is another remark. ‘

b - Characters: 78 Remsining: 2922 ({4000 characters allowed.|
(B2 Bk 2.0 ” —
L

N saveRemarks.. | | Cancel |

Y TV TV ¥ W VN VN o WY O W N W YW NV W Y TV OV NN
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Step Action

Results: The remarks display in the Reviewer Remark(s) at the bottom of the page
in chronological order. The number of remarks by each review displays in
parenthesis by their name.

- L_ﬂ Reviewer Remark(s)
r :n___p Command Reviewers
j.& Byrd, Susan E Ms ARMY GUEST USA OSA USA (2 remarks)
E @ Add Remark
""" G2 9/14/2011 10:49:42 AM: This is a remark. This is a remark. This is a remark.

o CJ 971472011 10:52:24 AM: THis is another remark. THis is another remark. This is another remark.

Aurh, A 0k, A A A, A

. [ Safety Office Reviewers
PN e Y P VI IIN W W TV W VW W N W N S W W S L N N

3 Click RAURSLIELESESUSUNRERVRESLE] 0 return to the Reviewer Task screen.

»

When you click MEUSEIENZERIECNRRVEEEE the report is forwarded to the next reviewer (or
back to the submitter if you are a Primary Reviewer who rejected the report).

Reportlt User Guide Page | 154



(@ rerorr

Chapter 4: Reportlt Tools

Reportlt is equipped with tools to assist you in working effectively in the application. This chapter
will assist you in using some of these tools efficiently.

At the end of this chapter, you should be able to:

v" Create a discussion/topic using COllaboration

v' Flag a report

v" Display code values or change your field list settings
v Attach a Document

4.1 Collaboration Tool

4.1.1 For Investigation Board

The Collaboration tool is a way for board members to privately exchange information during and
after the report creation process. Discussions are retained with the report and visible only to
members of the investigation board for that report.

Components of Collaboration:

1. Collaboration Summary - A summary of the discussion topics in the report.
2. Collaboration — User clicks this tab in the active report page to create/edit a discussion topic.

Accidéni Date . ljale Due
Date Created « At CRC

Reportit ID Created By

Action

[ orft | AGar D R20120507002 WBOBBY 5/7/2012  5/11/2012

Access Collaboration-Summary from your Dashboard

4.1.2 Create a Discussion/Topic from the Dashboard

When you create a discussion/topic from the Dashboard for a report, you are not making an
association to a specific report page. All discussion topics are viewable in the Investigation Board
Member Collaboration summary list, no matter where created.

Follow the steps below to view the Investigation Board Member Collaboration summary and create a
new discussion topic from your Dashboard.
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Step  Action

1

Locate the report for collaboration in your Dashboard.

2

Click & .
Result: The Collaboration Summary screen displays.

Accident Report Collaboration Summary

specific discussion, click the discussion name in the table.

Return to My Dashboard... | | Cpen Report...

Report Collaboration | Report Summary

Collaboration discussions for this report are listed below. To view discussion entries and comments for a

Accident Report Collaboration

answers, and simplifies the report creation process.

below.

ﬁ-n Learn more about the Collaboration Tool...

Create New Discussion. ] @

The Report Collaboration teol provides a convenient means for submitters, Safety
{ ‘ Officers, and Board Members to exchange information, ask questions, provide

To initiate a discussion, click the Create Discussion button below and provide a title
and content. To learn more about the Repert Collaboration Tool, click the Help link

Discussions/Topics Replies Status

Last Post

No records to display.

From here you can:
e Return to My Dashboard
e Open Report...
e Create Discussion Topic

Click Create New Discussion...

Complete the required fields:
e Discussion Title
e Content (question, comment or reply)
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Click Save Discussion/Cuestion |

Result: The new discussion displays in the Collaboration list. A discussion created
here can only be viewed from the Collaboration Summary view by investigation board

members.
Discussions/Topics Replies Status Last Post
Discussion Title ; 8/31/2011 8:42:01 AM
= Created by susan.e.byrd . CIVE dpen by susan.e.byrd

Components of the Collaboration List:

Replies: Displays the number of replies to the discussion
Status:

Discussion Topic Title: Hyperlink that opens the discussion.

Last Post: The date, time and by whom the last post on the discussion topic.

Discussions/Topics

5 Mew discussion
Creafd by gail.w hadden

Accident Report Collaboration Summary

specific discussion, click the discussion name in the fable.

Return to My Dashboard.. | | Open Report.. |

fveie

% Report Collaboration | Report Summary ‘
% » New discgssion
3
i
i

;

:

U

| Return tu Dnscussnon Llsl [ Add Comment/Response |

Discussion Status: Ope

J_J New discussion
gail.w.hadden This is a new discussion

President v

e

From here you can:
e Return to My Dashboard...

Collaboration discussions for this report are listed be@w. To view discussion entries and comments for a

Discussiof entries and responses for the selected thread are shown below. To add
[y a responsg, click the Add Comment/Response button below.

e e e ——— T e ————

Click the Discussions/Topics hame link to display the discussion topic.

e ey e [ e e e ey

1152012 3:53:31 PM

R B e e T A LT g P R e

4

e Open Report...
e Return to Discussion List
e Add Comment/Response
e Close this Thread
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4.1.3 Create a Discussion/Topic from a Report Page

You can associate a discussion/topic to a specific page in Reportlt. Creating a discussion topic within
a report page, such as Personnel or Environmental, will display in the Collaboration Summary as
well.

s Ao 000 ey i S P P W W TP T U T W R pu e
Overview | Investigation Board | Witnesses | General = Personnel | Aircraft ‘ Risk Management | Environmental | Narrative | Documents | Audit ‘
Intro. Personnel List

Tell us about the personnel involved (caused, contributed, or were injured) in this

(%5}
accident. -/ Information Center

>

< Toaddanew person, click the Add Individual button. To edit an existing individual, click the pencil

: : ; =  Thelnformation Center
icon. To remove an existing item, click the red X

1
I ()} provides quick and easy access

Use the up/down arrows to change the order of the personnel (If multiple people involved/injured). B to helpful information.
This will determine the order that they will be displayed on the printed accident report.

Once you are done with the Personnel section, select Done With Personnel to move to the next Z
To search help resources click

section.
the link below.
Move Up Move Down Name SSN Rank Personnel Classification Edit Delete Search Help Resources....

Saiads o

Nao records to display. Click the link below to go to

() Add Individual the Information Center Home

3 page.
1 Information Center Home

4 Additional Resources

& Collaboration Forms | @ AskForHelp 7 ¥
‘-,,J Content Manager ‘ |4 Feedback v
{ Flags v
B ' Checklist v
[ Contact Us [vl
152 Settings v

T T T T TR T T TV W Y S W I Y T ey Ty ey

Collaboration from a Reportlt Page

Follow the steps below to create a collaboration discussion topic within a report page.

Step  Action

1 Locate the report for collaboration in your Dashboard and open to the desired page to
create a discussion topic.

2 .
Click the & Cellaboration 4ah at the bottom of the screen page.

Result: The Accident Report Collaboration Summary view displays.

Click Create Mew Discussion. ..
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Step  Action

4 Complete the required fields.

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.

Return to My Dashboard.... | | Open Report...

Report Collaboration | Report Summary

Accident Report Collaboration

The Report Collaboration tool provides a convenient means for submitters, Safety
“ Officers, and Board Members to 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.

'I-l:_'_\ Learn more about the Collaboration Tool

Create New Discussion... ] @

Discussions/Topics Replies Status Last Post

No records to display.
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5 Click Save Discussion/Question

Result: The new discussion displays in the collaboration list. A discussion created
here is viewable from the Collaboration Summary view.

& Collaboration Forms | @ Ask For Help

Accident Report Collaboration

The Report Collaboration tool provides a convenient means for submitters, Safety
“« Officers, and Board Members to 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.

I, Leam more about the Coliaboration Tool...

Create New Discussion... | @

Discussions/Topics Replies Status Last Post
g-j Test Discussion o Active/Open 11/5/2012 411:35 PM
Created by gail w.hadden by gail w hadden

Join Discussion...

Click ViewReport Collaboration Summary - o nayigate to the collaboration summary of all
discussion topics for this report.

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

Return to My Dashboard... | | Open Report..

Report Collaboration | Report Summary

Accident Report Collaboration

The Report Collaboration tool provides a convenient means for submitters, Safety
7 Officers, and Board Members to 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 Collaberation Tool, click the Help link
below.

I-.L\ Learn more about the Collaboration Tool.

Create New Discussion... | @

Discussions/Topics Replies  Status Last Post
A-j: Test Discussion 0 Active/Open 11/5/2012 4:11:35 PM
Created by gail w hadden by gail w hadden

Join Discussion...
View the Assacisted Report Step..
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4.2 Collaboration Tool for Submitter / Safety Office

4.2.1 Initiated by the Report Submitter

Once you have entered the accountable UIC into the report AND that UIC is tied to a Safety Office
within the Safety Office Console (see Appendix B — The Safety Office Console) the ability for you (the
submitter) to Collaborate with your Safety Office will be enabled.

|
Ovenview | General | Personnel ‘m|

General

General Information
43 Need Guidance?

Il
r Safe

Guidance

Date & Time of Accident : @ Period of Day: @ Occured During Combat: @
20120412 =) 0800 [SelectOne] = ves @ Np

Due to Army Operations @ Were explosives or ammunition present?
@ ves No Yes No

I' + Information Center

[~ - The Inf tion Cent
Brief description of the accident @ | e Information Center

provides quick and easy access

te helpful information.

= = To search help resources click
Charscters: 0  Remaining: 300 (200 charscters sllowsed ) the fink bel

o & linl elow,
Accountable Unit Information @

Search Help Resources...
Unit Uic. @ Unit Name: @&
WGTO1A Accountable Unit Click the link below to go to
et - o P Ny La aaaas -l enter Hom,
——e—

To initiate the Collaboratiaﬁ,rclick the link “Use Ré|_o-c'th Collaboration to ask your Safety Office(s) for
Guidance” then follow the steps below:

Step  Action

1 Under the Collaboration tab located at the bottom of the page, Click
[ Create Mew Discussion... ]
2 Enter the Discussion Title, Content / Question and select the participants to include

in the discussion.

srmﬁam-oW “--—f“\»——;_,—v—————l\,-——]l

New Discussion Topic or Question !

Creatng a ducusson thread alows you 1o pOsSe 8 question to Safety Office

i Advisors, Board Mambers, o any cther colaborators in this report. When a
1rread i crented. tne cther members of the colaboration group are notified and
876 bl 15 provide Bnswers 8nd fesdback

Step 1 - Provide a Title for this or

A A W N

Discussion Tele @ 1

Content (question, comment or reply) @
BP Gead 9--

i

A A AT A S WA

Cracamen & Memareg Mer (300 Tacames soes |

1 Step 2 - Select the Participants to be Included

The tree below contains individuals elgible to colaborate on this accident report. To remove a ¢
specific person from the notification kst. remove the check beside hisher name. By defaut, al
individuals in the tree will be notified.

} 1 Y Collaborators for this Report I
[ 73 Safety Offices Assigned to this Report
B GTO Ten 1
F| 8 Gad Hadden TEST 1

[Cancel | [ Sawve Discusson/Guestion |
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Sawve Discussion/Question

Click

Result: The new discussion displays in the collaboration list. A discussion created
here is viewable from the Collaboration Summary view and the Safety Officer will be

notified via email of this new discussion.

R e T A
3

3

Clo?

?Collan«nmon | Forms @ AskFor Help

Report C

The Report Collaboration tool provides a convenient means for submitters,
Safety Officers, and Board Members 1o 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

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

g

L Leam more about the Collaboration Tool

| Create New Discussion. . | @

Duuumnnlflopucs Replies Status Last Pest

117772012 2:22:48 PM
by gal w hadden

[1] Active/Open
r:mreu by gal w.hadden

e T e, W .r

|
|

G revorr |

Click ViewReport Collaboration Summary - o nayigate to the collaboration summary of all

discussion topics for this report.

F“NMMM\
f‘—'\n?pon c ion Summary
Colaburahon discussions for ths report are listed below. To view di

, click the di ion name in the table.

ion entries and for

Return to My Dashboard... Open Report...

Report C

‘Rom

Accident Report Collaboration

AR P At A

The Report Collaboration tool provides a ¢ t means for s, Safety
Officers, and Board Members to exchange information, ask questions, provide
answers, and simplifies the report creation process.

&

To intiate 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.

n,. Learn more about the Colaboration Tool

| Create New Discussion... | @

Discussions/Topics Reples  Status Last Port

'y 0

Help needed Active/Open  4/13/2012 35820 PM
Created by gal w hadden

by gad w hadden

O join Discussion,,
O View the Associated Repor Step

A T A L A 8 A A N S

i,

e a
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4.2.2 Initiated by a Safety Officer

Once the report submitter has entered the accountable UIC into the report AND that UIC is directly
under your Safety Office purview (see Appendix B — The Safety Office Console) the report will display
in your dashboard under the Safety Office Reports (Collaboration) — Reports In Draft
section.

r &) AtCrC (1)
|

5 + Finalized (4)

El-L] Reviewer
[2) For My Review (1)

i [£] I'm Reviewing (7)

i ) I've Reviewed (In COC

E © I've Reviewed (Rejected) (5)
Li [£) I've Reviewed (At CRO) (1)

| y/ I've Reviewed (Final) (29)

; [El- &5 Safety Office Reports (Collaboration

.1 Reports In Draft (3)
© Reports Rejected (1)

Reports will display for the Safety Officer based on their permissions in the Safety Office
== Console (i.e. in order for a Class D to display, they must be set up as a Primary Reviewer
and they must be set up to receive Class D reports.)

To initiate the Collaboration, click the Collaboration Tool icon & then follow the steps below:
Step  Action

1 Under the Report Collaboration tab Click | Create New Discussion..
2 Enter the Discussion Title, Content / Question and select the participants to include
in the discussion.

;._ - . P —— e e e R P = S,
nnnnn o

Report I
e L

=

Motes

< allows you 1o pose
any other collabora
s of the collal

and = ™

to Safety Office
PO

Step 1 - Provide a Title and for this or

Discussion Title &3

Content (question, comment or reply) &

Step 2 - Select the Par o be

The tr ow elgible 1o te on this report. To a
Specific Person from the notification st remove the check beside his/her name. By default. al
individuals in the tree will be notified

W A A o o A i A AR Y\ A e P AT g AT
.
—_——

|

a0 0
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Action

3 Click Save Discussion/Question

Result: The new discussion displays in the collaboration list and the submitter will
be notlfled via email of this new discussion.
{-"—N;‘d"'

; Report Collaborati Report

Accident Report Collaboration

Tne Report Collaboration tool provides a convenient means for submitters,
Safely Officers, and Board Members to exchange information, ask guestions,
provide answers, and simplifies the report creation process

To initiate a discussion, click the Create Discussion button below and provide a
fitle and content. To learn more about the Report Collaboration Tool, click the
Help link below.

. Leam more about the Collaboration Tool

Create New Discussion... | @

I
I

| Discussions/Topics Replies Status Last Post | s !
Test Discussion 0 Active/Open 4/15/2012 8:58:26 AM
Created by gh test7 by ghtest?
! <
& Join Discussion...
g L
) e — i

4.3 Using the Checklist

The Checklist is a Reportlt navigation tool. You can use the Checklist in the Expert or Guided mode.

The Checklist is dynamic and updates by the information provided in the report. As information is
completed for the report, the checklist displays a checkmark next to that view. You can easily
navigate to specific screens and views at any time using the checklist.
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[ Crnecklist

[>

| +|- Overview

i ﬂ Investigation Board
‘ﬂ General

:J Personnel

E} Persennel List

j 1 - Byrd, Susan

[ E =] General
Sh Injury / Activity

Sk Training / Equipment
_ Sh Mistake / Associations
il 2 - Test, tester

[ = Materiel

|| B Materiel List

= Model Not Specified

Eb Component

+I Model Not Specified

vy ;ﬂmjLNwﬂ'fK{w} P VY

LN WP PR S i VP N W W P T Py

The Checklist also displays areas in the report creation process that you have flagged (see 4.4 Flag a

Report Page)

4.4 Flag a Report Page

Reportlt allows you to flag an important step/page in the report creation process for any reason. You
are reminded of these flagged pages in the Checklist next to the page name and in the Report Audit

in the Steps Flagged view.
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Follow the steps below to flag a page in a report.

Step  Action

1 From an active report, open the Reportlt Sidebar by clicking | ** if needed.
‘ Environmental | Narrative ‘ Documents | Audit ‘
© Information Center v
Jntain either [@ Additional Resources v
amn provides g Feedback =
] Flags v
' Checklist v
[ contact Us ~
the Audit £ Settings v

|

2 Navigate to the page you want to flag for revisit.

3 Click ™ to open | 1% “|in the Sidebar.
Result: The Flag This Page checkbox displays.

4 Click Fieg ThisPege 1 “¥ checkbox.

5 Click .

Result: The flag appears in the Report Checklist and in the Report Audit.

] General |

LA L B AT U S g

S Impact

5» Damage
] Component/Part Detail

arrors found | 1, Wamnings (0 wamings found) = £ 2 steps flagged

Report Checklist Report Audit

4.5 Display Code Values

By default, the code values for many of the field values do not display. This is an option the user can
turn off and on as desired. Once the option to display code values is activated, it will remain on until

turned off.

Follow the steps below to display code values.
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Step  Action

1 In an active report, open the Reportlt sidebar and click the Settings option.
S
L Information Center W
Additional Resources W
éjﬂuppurt&Feedhack e
= Flags e
v’ Checklist v
LI Contact Us W
8 Settings — ]
N

2 Check Show Code in Lookups checkbox.

3 Click the Sort Lookups By: drop-down list and select Code.

4

Click Apply Settings .

Result: Fields codes will display in list of values that have codes from the PAM 385-
40 tables.

4.6 Attach a Document

A document such as a map, picture, signed witness interview, etc. can be attached during report
creation by the submitter See the Document sections of 3.2 Create a Report.
Documents can also be attached after a report has been submitted by the submitter or the reviewers.

4.6.1 Submitter

The submitter of the report is eligible to attach a document to the report prior to report being
submitted for review and while it is in review until it goes to the CRC for Review. To attach a
document while the report is in review, follow the steps below.

o From your dashboard click on the Submitter — In Review section and click the attachment

icon
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"

107 My Accident Reports
I3 Submitter
! In Draft (20)
) tn Review ()
@ Rejected (1)
@ FPast Due (4)

' Finalized (2)
izl 03 Investigation Board

. In Draft (1)
W e

@ Past Due (1)

Reports In Review (Submitter)

it T s T i WP S

Tris view shows ol accident reports created by you that ane being reviewed by your commander(s], Safely Office(s), or recommendation reviewers.

(7 REPORTIT |

| $F  Locking for a specific report? Try the New Advanced Search Feature by cliciing the Advanced Search link in the tree to the left.

(el <] 2] (]

Pagesie|z ~

G

FanDes | AGAR Reportatie

W

R20121105001

R20120518003 WGTO3F

LUS2002

5182012

Date Created «

The Supporting Documents page will open in a separate browser window.

¢ Click Attach Document

CRC Due Date

12/5/2012

1252012 &

&29/2012

s SR G P

Live Mode @

Supporting documents.

Open File Type

WARNING: Do not attach autopsy files to the report. A

Supporting documentation can be attached and submitted electronically with an accident report

S A

Please note there is a 10MB limit on file size.
Valid file types include: .bmp, .doc, .docx, .gif, .jpeg, jpg. .pdf, .png, .ppt, .pptx, 4f, Giff, .bxt, xis, xsx

File Title

psy files sh

Id be

Association

Edit

To attach a new document, click the Attach Document button. To edit or remove a document, click the appropriate icon in the list of documents.
ly to the CRC.

Delete

I No records to display.

) Attach Document

T T

¢ In the Attach Document section, complete the information and attach the file
o Click Save/Attach
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7 Atiach Document

B T A N T T PEPRPY PP PP Y

e ™

Association Method: @
ant [+]

File Type: @
4 - Diagrams and/or Photographs

File Title:
20121105001 Accident Photo

Remarks: @

Enter remarks about the attachment

Associate Attachment Record Type:
Incident

Description/Caption: @
Accident 20121105001

G revorr |

5
)

[¥IThis attachment has a landscape orientation (default is portrait)

When all attachments have been added, close the browser window to return to your

dashboard.

Cancel

i »
BT L T T L R R T P S

5
é

4.6.2 Safety Office Reviewer with Edit Rights

A Safety Office Reviewer with edit rights is eligible to attach a document to the report prior to report
being submitted for review (Collaboration Reports) and while they are reviewing the report. To

attach a document while you are reviewing a report, follow the steps below.
From your dashboard click on the Reviewer — For My Review section and click the Review

°
N T e e NN
{Mylhshlnu"l
c_“. — s s | Reports For My Review
@ TR it s SRS TR B BTG Ot feviw. Pse evien SR 00T I I U1K 5007 B OISTE.
g 2wy
Ny Nt Iv Looking for & specific nepoet! Try the New Advanced Searce Featune by ciciing the Advinced Search ik in The tnee 50 the iefe
E B Asanies Sewe
g ) My Acsdent Report
1 0 Sasbrmitter IR raessel -
o~ I Deaft 200
[ n Review 2y Date Created »
0 Rejected (1)
@ Past Due (8) m}_"w M D R20120228002 Jon Jores TEST L [T Tt ez ERETIEY B
4 — —
gy B ESIET 2w -
{ i IRTEk ] el
L1 09 Investigation Basrd
|' ! I Deatt (1)
2 09» Due (1}
v
3 (7 Reviewer
{ £ For My Review (1)
i [ rm Reviewing 21
0 Tve Reviewed (Rejected) (1)
l'\"\._ o e Reviewsd s @)

e In Step 1 — Review, under Option #3 — Step-by-Step, click |

|
|
|
|
Z
|
{
)
|
)

The Safety Office Reviewer Tasks page will open.

-
i
V!
!

B»S

b
§
1
1zem: ‘W‘i

{
Donncomanmasinmmision

Q\ Review Report...

You will be taken to the Submit tab of the report, click the Documents tab
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§ reror

Reviewers for This Report

R e VA e W A Wl

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.
P W W

e The Supporting Documents page will be displayed
e Click AttachDocument

%

Overview | General | Personnel | Materiel | Environmental | Witnesses | Documents | Audit | Submit

Supporting documents.
Supporting documentation can be attached and submitted electronically with an accident report.

To attach a new document, click the Attach Document button. To edit or remove a document, click
the appropriate icon in the list of documents.

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

Please note there is a 10MB limit on file size.

Valid file types include: .bmp, .doc, .docx, .gif, .jpeg, .jpg, .pdf, .png, .ppt, .pptx, .tif, tiff, .tdt, xls, xIsx

Open File Type File Title Association Edit Delete

No records to dispiay.

| &) Attach Document |

o g S g N A i N VA N G T e Y e T A I

{

B s SRR o VP S Y Sy o W o

¢ In the Attach Document section, complete the information and attach the file
e Click Save/Attach
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|
|
A

B, N SN e
Attach Docunféht " Lo

Association Method: @
Attachment ~

File Type: @
[Select One] bl

File Title:

Remarks: @

Associate Attachment Record Type:
[Select One] »

Description/Caption: @

Select

[T1 This attachment has a landscape orientation (default is portrait).

| save/Attach H Cancel |

e T Y i Y T P T e L P L W
3
1

B Y O e e T e A T (P

e~

%

G revorr |

¢ When all attachments have been added and you are finished reviewing the report, click

I'm Finished - Returm to My Tasks

o You will be taken back to the Safety Office Reviewer Tasks page where you can complete your

review.
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Chapter 5: Getting Help with Reportlt

At the end of this chapter, you should be able to:

v'Understand options in Reportlt for help
v" Request a Feature

v' Take a Survey

5.1 When You Need Help with Reportit

There are a number of ways to get help when working in Reportit.

1. Information Center: A “full-service” center that allows you to search for help on any topic
from any screen.

2. Field control help: @ These fields help icons display next to fields to assist you in

completing the field accurately.
3. Additional Resources: Provides a link to available help topics for the page that is currently
active. This feature is screen/topic specific.
4. Ask for Help tab: This tab displays at the bottom of your report screen and allows you to

create a “help ticket” to get an answer to a question from the Reportlt Support team.

5.2 The Information Center

The Information Center is the first tab in the Reportlt sidebar. Features of the Information Center

include:

e Search for help resources
e Open the Reportlt Information Center and peruse all help topics

3 Reportlt Information Center
———t

E) Poticy - Guidance

E

ED Frequently Asked Questions
e 2]

El} Terms snd Definitions

5 ing Repenit

+ [ Documents

+l [ Should | Repont! Sectien

s [13 Get Started Section @
3 Investigation Bosd Section
2 Watnesses Section

+ 2 General Infeemation Secticn

+ [ Perscnnel Section

i Matesied Sestion

s [0 Marstive of Investigation
Zr Submission Section

*l [ Safety Gfice Management

e S

Reportit Information Center

Overview EI

Weicome to the Repartt Information Center! Resources within this section are provided 1o assist your aceident reporting infiatives and to provide acdibonal

Information about Army Atcident Reponing in general

Getting Started .
To access resources in the information Center. use the tree on the left side of the page fo navigate categones and resources

What is Reportit?

Reportit wil be a centralized mechanism for collecting ingry, ilness and 10ss repors to help the Army meet its applicable reguiatory requirements and .
effectively manage its safety and occupational health program. Reportlt, in combination with the improvernent of the Amy Safety Management Information | =

System - Revised (ASMIS-R), is necessary to reduce acoidental loss. This autemated incident reporting system will meet the funchional necds of both -
command organzations and users. it will also improve regulatory compliance by offering a single, standard, and efficient process for reporting incidents.
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5.2.1 Components of the Information Center

Component Description

Search All Categories/Resources...
1 Search for a specific topic, or for all topics that meet the criteria.

Supportive documents when creating a report:
2 e Policy — Guidance

e Frequently Asked Questions

e Acronyms

e Terms and Definitions

3 Topics categorized by Reportlt screen. Search for screen-specific help.

4 Overview of the Reportlt Information Center, how to get started, and
what is the Reportlt application.

5 Links to additional resources such as US Army Combat
Readiness/Safety Center Home and Department of the Army Pamphlet
385-40.

5.2.2 Searching for help in the Information Center

When you click the Search Help Resources... button, the Search the Information Center window
opens in a new IE tab. Follow the steps below to search help.
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(/ REPORTIT |
Step  Action

1 Click Search Help Resources... link in the Information Center tab.

- wntormation Center

The Information Center

. m provides quick and easy access

to helpful information.

Te 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

A A A A A A, A s AN D

T W A e DA O Bt

Result: The Search the Information Center window displays in a new IE tab.

Action

2 Enter the search text in the Search Terms text box and then click| =earch...

Result: Help topics that meet the search criteria display.

arch Yemy o Terms Th the box beTow an WWWWP

Search Terms

class Search... }

105 results found. L

© Aircraft, Missile Accident, or Incident
Any occurrence so classified by any of the nations involved and which involves projectiles. These projectiles can be of all types, whether guided or

i unguided and free-falling, rocket-propelled, or fired from a cannon
<

© Biosafety Level 4 (BSL—4 {
Mo description/preview provided. Click the link above

© class A Accident
An Army accident in which the resulting total cost of property damage Is $2 million or more; an Army aircraft is destroyed, missing, or abandoned.

or an injury andfor occupational illness results in a fatality or permanent total disability. Note that unmanned aircraft system (UAS) accidents are
cla

© class B Accident
An Army accident in which the resulting total cost of property damage Is $500,000 or more, but less than $2 million; an injury and/or occupational
illness results in permanent partial disability, or when 3 or more personnel are hospitalized as in-patients as the result of a single occurrence

An Army accident in which the resulting total cost of property damage is $50,000 or more, but less than $500,000; a nonfatal injury or
occupational iliness that causes 1 or more days away from work or training beyond the day or shift on which it occurred or disability at any time
[:nal does not mee...

) i
Class C Acci { r

o R, o e I RN .

Click the topic name hyperlink to open the help text to review.

Result: The information displays in a new window (tab).

To search for another topic, click the Search All Categories/Resources... button.
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5.3 Additional Resources

Additional Resources links are screen specific help topics to assist you in completing the fields
defined in that screen. When clicked, the link displays the information in the Reportlt Information

Center.

il

" Owerview | Investigation Board | General | Personnel | Aircraft | RiskManagement | Enwironmental | Narrative

Witnesses

Documents | Audit

Board Member List

Add, Edit, or Delete Board Members

Members of the Investigation Board for this report are listed below. To add a new board member, click
the Add New Board Member button. To view/edit or delete an existing board member, click the
appropriate icon for that member.

Classification Board Position Edit Delete

Name

usan Byr ecorder
Susan Byrd TEST 5 Record &

i
<
; & Add Board Member
1

¥

7 Information Center ~

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

“ £ Collaboration | |~ Forms | @) Ask ForHelp the Informatien Center Home
page

; Information Center Home

1 Additional Resources are screen

: . . . . Additional R

: specific to assist you in completing LTS =

} the screen data 1'equi1'e111e11ts. 18 Investioation Board Member Duties

3 | Feedback v

RSP NP NP PR S P SIS SRR T S W TE W WGP LS Y A SR N P e e e ros T

B AR A R b Fha b L Aoy s ARt s R A A SR A AR AL A AR AL A A A

Vi

=i @ Reportlt Information Center

@ Search all Categories/Resources..
|d) Policy - Guidance
~|d] Frequently Asked Questions
~[d] Acronyms
~[&] Terms and Definitions
=I"[ Using Reportlt

(3 Documents

"1

i

[ Should I Repert? Section

[ Get Started Section

i

- [ Tnvestigation Board Section
[ Witnesses Section

3 General Information Section

i

[ Personnel Section

1

[ Materiel Section
+[d) Aircraft

i

3] [ Narrative of Investigation

=[5 Submission Section

Sk A A B At A b S0 an o g e o) EEIIZING T, peed for and reqyest adgiionalteenical asgigiance gs

5.4 Ask for Help

Investigation Board Member Duties

Investigation Board Member Duties

When more than one individual is appointed to an investigation board, a board president, recorder, and other personnel
individual. This individual is responsible for all aspects of the investigation and report processing. As needed, technical a
made available to the board, regardiess of its composition

AL A Ao A Ay e

=7

President

The duties of the president of an accident investigation board include, but are not limited to, the following:
(a) Managing the investigation according to this pamphiet.

(b) Convening the board at the earliest possible time after notification that an accident is to be investigated.

(c) Organizing the board and assigning areas of investigative responsibility to each member.

o A Ak Sh A48 AL 404 A 1A

(d) Taking control of the accident site upon arrival and after the area is declared safe for entry by rescue, explosive ordnar;
3

(€) Verifying that adequate guards are on site or other engineering or administrative controls are in place to ensure the pré

parts, impact scars, resulting from the accident. {
(f) Coordinating for all required investigating equipment necessary fo conduct the investigation. f
(g) Dispatching members of the board to perform their duties. 3

“

5 PRI

The Ask for Help tab displays in the report screens. You find the Ask for Help tab at the bottom of the

screen.

Follow the steps below to use the Ask for Help tab.
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G revorr |

Step  Action

1

Create an accident report, or resume a report.

Click @ AskForHelp

Result: The Ask for Help steps display.
Action

Submit Help Request...

Complete steps 1 — 2, and then click (Step 3).

£ Collaboration | [ Forms @AskForHeIpHCliCkASkfﬂr
Help.

@ View My Help Desk Requests for This Report Section

Ask for Help

Asking for help via the Reportit 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.

Qur Help Desk personnel will be nofified and will assist you as soon as possible.
Just follow the quick steps below.

) 4

Step 1:
Your Army E-mail Address (required)

susan.e_byrd.ctr@us_army.mil

Enter your
Army E-mail
address.

Step 2:
Please describe your question or issue in the box below (required):

Enter a
description of
your guestion
arissue.

Click Submit
Help Request...

Step 3:
Submit your Help Request.

Submit Help Request...

¥ cancel |

e T I i A T i e it i S i e e Y

f
s
&
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Step  Action

4 . | Close . .
Click L =" in the help request submitted message box.

"\pq_fﬁ-"\ﬁ-w'_\_,_.u_ﬁur-—ﬂ‘r\ S P W VP Sy Wt

ﬁ[}ollaboraﬁon [ Forms @AskForHelp

& View My Help Desk Requests for This Report Section @

Your Help Request has been Submitted!

Thank you for using the Reportlt Help Desk. Your request has been submitted. A member of our
Help Desk staff will review your question/problem and contact you as soon as possible.

Your Help Request Ticket Number is: P-0080

You can view the status of any of your help requests for this section by clicking the "View My Help
Desk Requests. ' link above. Furthermore, when the status of your help requests changes you will
be nofified via your Army e-mail address.

Close

Result: The help request submitted, and a Help Request Ticket Number generated.

Clicking the View My Helpdesk Requests for this Report Section link
displays the open and closed help desk requests submitted by you from this
screen.

P LA e i T e et A,

My Help Requests (this report and page) Close
Your open and closed Help Desk Requests for this report and page are displayed
in the table below.

Request . Request Help Desk

No. Created Date Request Description Status Notes/Comments

, 9/19/2011 Testing help. This is
@ P-00&0 10:40:14 AM - Open Motes/Comments
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5.5 Field Help Icon

As you enter your accident report information into the Reportlt application, you will see field help
icons @. Theicons provide information in the form of:

o Reference to the DA Pamphlet 385-40 details or form block numbers
¢ Field definitions
o Examples of data to populate the field

Allow the mouse pointed to hover over the icon to open the field help icon details. The text will
display as long as the mouse is hovering over the icon. The help text will disappear when you click
away.

© ves © No ‘ [Select One] [~]

Operation Type: @ Flight Plan: @ Night Vision Device/Systems? @
[Select One]_l_:

Emergency. Refers to any situation wherein the personnel
involved sense a need to take appropriate measures to reduce
On-field exercil the effects of the situation or prevent injury/occupational

® Conflict/Of illness, property damage, or further materiel failure, ' Unknown

DA Form 2397-AB Block 123
Fire present?
©vyes ©

Accident. Provide the flight parameters at the time when the
major impact/accident occcurred or accident sequence stops if

Digital source 4 ng major impact occurred (could be same as emergency data). [Bft turbulence? @
Oves © fes O No

DA Form 2397-AB Block 12b

Flight Data @

Click on one of the options below to open.

o Emergency

Accident

LT WP VIRV N WE VR F WV W T R W WL VYW WS

FYRF YN YW ATV P T W YT r Y R T W R T T N WY WY N Y WY
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Appendix A — Additional Features

Request a Feature...

If you have a suggestion to improve the Reportlt application, you can send these suggestions to the
Reportlt team using Request a Feature... link in the Support & Feedback section of Reportit.

|+ Support & Feedback sl

Support
Ask for Technical Support

i Request a Feature
Ask a Question

X

Reportlt Issue Tracking System

{
{ Feedback
i Take a Survey...

L

LV\J“'\}V\—"W‘V"VWF‘WV il

E

Take a Survey...

It is important for us to learn about your experience working with the Reportit application.
Information you provide can assist us in making needed updates. The survey consists of five (5)
guestions and an additional remarks field. The survey feature is in the Feedback section of the

Reportlt sidebar.

X

|+ Support & Feedback sl

Support
Ask for Technical Support

i Request a Feature
Ask a Question

Reportlt Issue Tracking System

{
{ Feedback

hn

LV\J“'\}V\—"W‘V"VWF‘WV il

E

Reportlt User Guide Page | 179



Contact the Reportlt Team

The feature, Contact us in the Reportlt sidebar provides the email address and phone numbers to
reach the technical Reportlt team. When you click the email link, it creates an email using your
default email program to the Reportlt team with technical questions, issues, or concerns about the

Reportlt application.

_L\IM' Contact Us

i T Y o L it el V20 {

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

Email: usarmy.rucker.hgda-

secarmy.list.safe-
reportit@mail.mil

or
Email: safe-helpdesk@mail.mil

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

Ask for Technical Support

If you run into errors in the Reportlt application, you can report these directly to the Reportlt
technical team for review and assistance. Using the Ask for Technical Support option, Reportlt

captures the Section and Form Type from the report.

H oy ",
L Support & Feedback Al
P i
Support {
Ask for Technical Suppo

Request a Feature

sk a Question

Reportlt Issue Tracking System

Feedback

Take a Sunvey...

Clicking the Ask for Technical Support hyperlink opens the Reportlt Issue Tracking System (RITS).
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Reportlt Issue Tracking System (RITS) ¥™

The Reportlt Issue Tracking System (RITS) provides a single source for you to view, submit, and track bug reports, feature requests, and general questions regarding
Reportlt.

Return to My Report... m

Search the Issue Tracking System by entering search term(s) below.

Issue Status Summary 3

Open In Progress Resolved
Sare- 262 46 631

Search Term(s)

Issue List - Issue Detail Submit Issue 5

4 To report a bug, suggest a new feature, or
Title (short name that shows in the issue grid) 13 New Bug Report ask a guestion, make a selection below.

L3
Section: |[Expert Mode] Personnel - f @ ——
Report an application malfunction or
- | Form AGAR @ inwalid functionality.
Type: " Reguest a Feature or Change...
Detailed Description Severity: |L0w v| @ Suggest new functionality or an
D I wish to be contacted by a member enhancement to existing functionality.

ofthe Reportlt Development Team 0 Ask a Question...
regarding this item. Ask a guestion of the Reportit Community

and Development Team.

[Tl wish to be notified when this item is
updated or comments are added.

Overview & Instructions 6

What are the steps to reproduce? The ReportltIssue Tracking System (RITS)
provides a single source of submitting,
viewing, tracking, prioritizing, and providing
commentary for application bugs,
featuresfenhancements, and questions.

Using the Issue List

The Issue List contains all publicly visible
issues for the Reportlt application. You can
sort on most columns by clicking the column
- title and you can filter items by entering a
search word or words in the Search Terms
box atthe top ofthe page.

Submitting Bugs, Feature Requests, and
Questions

Component Description

Return to My Report... button
1 You can return to your active report and close the Reportlt Issue Tracking
System screen.
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Component Description

2 Search for issues with search terms that you enter.

Best practice is to search for existing bugs and issues before you create
a new one to prevent duplication.

3 The issue status summary.

4 Enter as a new bug/issue by completing the fields as below:
Enter the title.

Give a detailed description of the problem you encountered.
Outline the steps to reproduce the issue/bug.

Set the severity using the definitions in the help icon to assist
you.

5. Click the Save button.

Pwne=

Links to report another bug or issue, request an enhancement, new

5 feature or change to the application, or ask a question.
6 Overview and instructions to assist you in working in the Report Issue
Tracking System (RITS)

Searching Issues in Reportlt Issue Tracking System (RITS)

Use the Search feature in RITS to find a specific issue or a list of issues that meet the search criteria.

The image and table below explains the components of the Issue List Results page displayed when
use the Search feature.
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Reportlt Issue Tracking System (RITS) ™

The Reportlt Issue Tracking System (RITS) provides a single source for you to view, submit, and track bug reports, feature requests, and general questions regarding

Reportit.

Enter search criteria
and then click the

Search the Issue Tracking System by entering search term(s) below.

Search button.

Issue Status Summary

Filter Options

The list below contains bug reports, feature reque

|Show All Submitted Issue  [+] [ D |

The Issue Listdisplays as Show All
Submitted Issue. You can click the
drop-down arrow and change the filter
to Show My Submissions Only.

]2 34567809 10

Title

Status

Type

AAAR does not require a brief
description of the incident

Primary position of injury
with respect to the body part
(guided) should say primary
aspect - same for Secondary
| 4 N aspect

What object or substance
directly caused this injury -
AAAR not required IAW DA
Pam

Describe all actions taken,
planned or recommended to
eliminate: should iust sav

Component

Page size:

FormTyp.

3 948 items in 48 pages

AAAR

AAAR

AAAR

AAAR

Description

Rer,
MNavigate the list using the Next

and Previous arrows. Change
the number of issues to display
in a page using the Page Size
option.

Unspecified 0/1 100 0

as0 99 0

Search Term(s) -
o Open In Progress Resolved
materiel list 262 46 631
Remove Filter
ue Submit Issue 5

Toreport a bug, suggest a new feature, or
ask a question, make a selection below.

& Report a Bug...

Report an application malfunction or
invalid functionality.

W Request a Feature or Change...
Suggest new functionality or an
enhancement to existing functionality.

0 Ask a Question...

Ask a guestion of the Repertit Community
and Development Team.

Overview & Instructions

The Reportlt Issue Tracking System (RITS)
provides a single source of submitting,
viewing, tracking, prioritizing, and providing
commentary for application bugs,
features/enhancements, and questions.

Using the Issue List

The Issue List contains all publicly visible
issnes for the Rennrtlt annlicatinn Yo ran

14

one to prevent duplication.

Search for bugs or issues with search terms that you enter.

Best practice is to search for existing bugs and issues before you enter
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Component Description

2

Default filter is Show All Submitted Issue. To view just the issues that
you have submitted, click the drop-down arrow and change the filter to
Show My Submissions Only.

f Notes

= If you modify your filter to Show My Submissions Only, the
w . issue status summary will reflect only your issue status
summary.

Navigation options for the Issue List.

The Issue List displays the issue that has been submitted by all
Reportlt users, or you can filter to display just your own.

The legend below will assist you in understanding the status and type
icons that display.

i

Bug report

o Resolved issue
W® Deleted issue
e Change Request
@ Question

e Open issue

Links to report another bug or issue, request an enhancement, new
feature or change to the application, or ask a question.
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Appendix B — The Safety Office Console

Submitted accident reports are routed to safety offices before they are sent to the U.S. Army Combat
Readiness/Safety Center. With the Reportlt Safety Office Console, Safety Office Administrators can
ensure the reports are routed to the correct safety office and reviewers.

Safety Office Administrators and Safety Officers are collectively responsible for setting up the safety
office, safety office hierarchy, associating UICs, and establishing reviewers at each level of the safety
office.

Benefits of using the Safety Office Console

Benefits of using the Safety Office Console are:
1. Ability to easily create and edit safety offices

2. Define review parameters for a safety office
3. Seamless review process
4. Manage review personnel for a safety office
5. Manage UICs associated to a safety office
6. Enable Report Editing for a safety office
= Report Editing is only applicable for non-board reports.
L

Safety Office Console Overview

If you are a Safety Office Administrator or a Safety Officer, you will have the Safety Office Console
tab on your dashboard.

At the end of this chapter, you will be able to:
e Open the safety office console

e Understand the components of the safety office console

Safety Office Console

The Safety Office Console tab is visible to any person that has been associated with a safety office. If
you do not see the Safety Office Console tab and feel you should have the privilege, contact your
Safety Office Administrator, or the Reportlt Helpdesk (usarmy.rucker.hgda-secarmy.mbx.safe-
helpdesk@mail.mil).

iy Dashizoard | Issue Tracking System | Safety Office Console
> A

My Dashboard /

Safety Office Console
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G revorr |

Steps to open the Safety office Console:

1. Open Reportlit to your dashboard.
2. Click the Safety Office Console tab.
a. The Safety Office Console page displays.

r "
My Dashboard | Safety Office Console |

J

! Safety Office Routing Management Console l
4 =1 | Safety Office Routing Management : i
18 Sty Officn Hodiniag Banag Safety Office Routing Management -
1 @ Training and Tutorials... -
=] 23 All Safety Office(s) Overview {‘/ Report '\-\ 3
4 # Add Safety Office... Reportit allows Safety Officers to define the Safety Office(s) with Suominer: X ?
< & which they are affiliated and to manage associated units and I
1 [ {2 Ancther SO personnel. This console p ac means ] Report ¥
- @ FORSCOM of doing the following [ port }
= safetyCenter Submission ¢onmang
B @0 GH Test + Providing us with general information about your Safety Office Review Review
i g (s)
[ 3 s GTO Test « Identifying the units (UICs) for whom your Safety Office must
- @ GWH Off SEIVE 35 Meviewer.
b G e - Associating applicable personnel with your Safety Office(s) I
Bl @ JB Test and defining their role(s) as members \J j
2 * Specifying and managing the manner in which Army accident !
b Bl 1B Test 2 reports are routed through your Safety Office(s) Safety Office ‘}
Bl ) JFHQ-MN = Specifying and managing the accident classifications routed Review
o through each office within your chain ;
[ @3 JLN Test ;i
‘s MEDTST
G Safety Office(s)
- 5 MS Test -2
Pl Throughout the Army, Safety Offices exist within a hierachy. The Safety Office Routing Management Console 5
BI" @) Nelson SO provides a quick and easy way to build your Safety Office hierarchy and it aliows you 10 view il other offices and 7
Bl @ NGB their respective associations throughout the Army. I
1 B ¢ REPORTITO The Safety Office(s) under your purview are displayed in the tree to the left under the My Safety Offices branch g,
[ ok o= Offices for which you are not an adminstrator or Safety Officer will be displayed with the read-only’ suffic. Offices i
B SF-TESTOL over which you have administrative or Safety Officer ¢ i ang ly and can be edited by you. ;
- SMB Test %
1 BG S To add a new Safety Office, click the Add Safety Office link. To view/edit an existing Safety Office click the branch f’
B~ 3 TechQC Safety Office that contains the Safety Office name. Each Safety Office will display the following tabs when selected: T
B8] 3 Third Level Safety Office H
b BI- #) TOS Office Units within a Safety Office’s Review List 2
4
[#- s TRADOC A Safety Office can serve as a pnmary or secondary reviewing office for one or more UICs. Within each respective }
. 5 level (instaliation, unit, or Army Headguarters) a UIC can have only ONE primary Safety Office, and can have
1" @ Training Safety Office multiple secondary Safety Offices i
Bl- ) TSAE
Tl To add a new UIC to a Safety Cffice’s review list, click the Add Unit link under the appropriate Safety Office in the
[#- 5 USAREUR (7th Army) tree to the left. To edit an existing UIC click the kink for that UIC. i
B @) Vanna SO Personnel within a Safety Office }
i .Lﬁﬂng\-\_r—"ﬂ“%"‘(“h Ngpamarnilmamben s T magy /e nasded tn candurt lis angeelpag. Eagvt

Safety Office Console

Safety Office Components

The Safety Office Console has the following components in the Safety Office Routing Management
tree:
v Safety Offices: The left panel of the Safety Office Console displays a complete list of safety

offices (parent:child). The hierarchy of the Safety Office Console is:
0 Safety Office Routing Management
= My Safety office (parent)
e Safety Office (childl)
o Safety Office (child2)
= All Safety Offices
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» Add Safety Office...: Used to create a safety office (parent).

Safety Office Routing Management

Now that you understand what the function of the Safety Office Console is, it is time to understand
how to manage your safety offices using the Reportlt Safety Office Console.

If you are a Reportlt Administrator, at the end of this chapter you will be able to:
o Create a safety office ( top-level parent)

e Complete all tasks of the Safety Office Administrator and Safety officer (below)

If you are a Safety Office Administrator, at the end of this chapter you will be able to:
o Create a safety office (lower-level child)

¢ Assign personnel to a safety office

e Associate UICs within a safety office

e ldentify accident report concur requirements for a safety office
¢ ldentify accident classifications for a safety office

e Enable report editing for a safety office

¢ Enable report editing for office personnel

Notes

Report Editing is only applicable for non-board reports.
W

If you are a Safety Officer, at the end of this chapter you will be able to:
e Assign personnel to a safety office

e Associate UICs within a safety office
e ldentify accident report concur requirements for a safety office
¢ Identify accident classifications for a safety office

e Enable report editing for office personnel

Notes

Report Editing is only applicable for non-board reports.

G

Create a new Safety Office (Reportlt Administrator)
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The Reportlt Administrator is responsible for the initial creation of the safety offices and assigning
the Safety Office Administrators.

Only the General Information tab is active when a safety office is initially created.

My Dashboard | Safety Office Conscle I
{Safety Office Routing Manag c 5
i = |1 Safety Office Routing Management -;
4 @ Training and Tutorials.. : - _ . a TR, t

Information for the selected Safety Office is accessible via the tabs below. Make the appropriate selection to view or b
=23 All Safety Office(s) work with that information )!'
& Add Safety Office.. k1
o Another SO General j
3 FORSCOM 2
2 GH Test Safety Office General Information ¥
2 GTO Test i;.
{ i~ ) GWH Office £ Tocreate a new Safety Office, enter allinformation requested below then click (M sove.| ;
 JB Test &5 the Save button to the right Abtooe g
o JB Test 2 ‘;
= JFHQ-MN i
Bl € JUN Test Safety Office Name 5'
Bl @ MEDTST i
1 ! 2 M5 Test- 2 Country
& #5 Nelson SO Z‘
Bl ¢ NGB Street Address ;
3 REPORTITO ¢
Bl € SF-TESTO1 1
Bl @) SMB Test Clty ]
- ) TechQC Safety Office Jt
p 3 Third Level Safety Office Zip Code
i W TOS Office i
1 Bl ) TRADOC 14
: 3 Training Safety Office {
{ B ¢ TSAE ?
B e ac o A W e A SV N o S .—\_-—-‘)

Add Safgf;/ Office: General Information
Steps to create a safety office [parent] by the Reportlt Administrator:

1. Open the Safety Office Console.
2. Expand All Safety Offices in the Safety Office Routing Management tree view.
3. Click the Add Safety Office button.

a. The Safety Office General Information dialog box displays.
4. Complete the required fields.
5. Click the Save button.

a. The Concurrence, Classification, Association, Personnel, Units, Installation and

Report Editing tabs become active.

b. The new safety office displays under the parent safety office in the Safety Office tree.

Create the Safety Office Hierarchy (Safety Office Administrator)

As a Safety Office Administrator you create a safety office hierarchy for your area. The parent safety
office (created by the Reportlt Administrator) must already exist in the Safety Office Console tree.
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My Dashboard | Safety Office Console

Safety Office Routing Management Console

[zl |J Safety Office Routing Management Safety Office Routing Management

@ Training and Tutorials...

e Overview : ; \
(=1 23 My Safety Office(s) - Report
1 [ Submitter \

B €2 GTO Test (read-only) Reportit allows Safety Officers to define the Safety Office(s) with ~
B . which they are affiliated and to manage associated units and
[ ¥ GTOTest 1 (my office) persannel, This management console provides a convenient means - R ‘
5% All Safety Offic of daing the following: = eport
[ -5 afety els) nter Submission

Command

= Providing us with general information about your Safety Office Review
(s)

« Identifying the units (UICs) for whom your Safety Office must
SErve as reviewer

« Associating applicable personnel with your Safety Office(s)
and defining their role(s) as members

= Specifying and managing the manner in which Army accident
reports are routed through your Safety Office(s) Safety Office

« Specifying and managing the accident classifications routed Review
through each office within your chain.

Safety Office(s)

Throughout the Army, Safety Offices exist within a hierachy. The Safety Office Routing Management Console
provides a quick and easy way to build your Safety Office hierarchy and it allows you to view all other offices and
their respective associations throughout the Army.

The Safety Office(s) under your purview are displayed in the tree to the left under the My Safety Offices branch
Offices for which you are not an adminstrator or Safety Officer will be displayed with the ‘read-only” suffix. Offices
over which you have administrative or Safety Officer capabilities are displayed normally and can be edited by you

To add a new Safety Office, click the Add Safety Office link. To view/edit an existing Safety Office click the branch
that contains the Safety Office name. Each Safety Office will display the following tabs when selected:

Units within a Safety Office’s Review List

My Safety Office

Steps to create a safety office hierarchy:
1. Open the Safety Office Console.

2. Click [#l next to All Safety Office(s) in the Safety Office Routing Management tree view.
3. Locate your [parent] safety office.

Motes

If you do not see the [parent] safety office, contact the Reportlt Helpdesk at
& . usarmy.rucker.hqda-secarmy.mbx.safe-helpdesk@mail.mil.

4. Click the Add Safety Office button.
a. The Safety Office General Information dialog box displays.
5. Complete the required fields.
6. Click the Save button.
a. The Concurrence, Classification, Association, Personnel, Units, Installation and Report
Editing tabs become active.
b. The new safety office displays under the parent safety office in the Safety Office tree.

7. Complete steps 1-6 as needed to create the safety office hierarchy required for report reviews.

Setting Safety Office Concurrence Requirements (Safety Office Administrator or Safety Officer)

When multiple reviewers are associated to a safety office, the Safety Office Administrator or Safety
Officer can customize at what point in the review process the report is forwarded to the next safety
office. This is done in the Concurrence page of the safety office details.
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Options for concurrence are:
1. All primary reviewers must concur before the report is routed to the next safety office

2. Only one primary reviewer must concur before the report is routed to the next safety office

General | Concurrence | Classifications | Association | Personnel | Units | Installations | Report Editing

Safety Office Concurrence Requirements GWH Office (my office)

. If this Safety Office contains multiple persannel in the Reviewer role, you can

g ; customize the manner in which reports for review are forwarded to the next Safety

Office.

Specify the manner in which accident reports should be routed through this Safety Office by making the applicable
selection below:

5 Al Primary reviewers must concur hefore the report is routed o the next Safety Office.

@ Only OME primary reviewer must concur before the report is routed to the next Safety Office.

In the Concurrence view, make the appropriate selection and click the Save button. At the
confirmation prompt, click the OK button.

By default, this option is set to only require one primary reviewer to concur before the report is
routed to the next Safety Office. Concurrence options can be edited at any time.

Configuring the Reporting Classifications for a Safety Office (Safety Office Administrator or Safety
Officer)

Report classifications routing can be set for each safety office. By default, all report classes are
routed until modified by a Safety Office Administrator or Safety Officer.

Motes

The safety office classification routing takes precedence over personal report classification
K= routing.
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General | Concurrence | Classifications | Association | Personnel | Units | Installations | Report Editing

Safety Office Report Classifications GWH Office

This Safety Office can be configured to be included within the accident reporting
review process for specified accident classifications.

Select the report classifications that should be routed to this Safety Office by making the applicable selection(s)
below.

E‘ Class A

The resulting total cost or reportable damage is 52,000,000 or more, an Armmy aircraft is destroyed, or an injury andfor occupational
illness rezults in a fatality or permanent total disability.

E‘ Class B

The resulting total cost of reporiable property damage iz 5500,000 or more but less than 52,000,000, an injury and/or occupational
illness rezults in permanent partial disability, or three or more personnel are hospitalized as inpatients.

E‘ Class C

The resulting total cost of property damage is 550,000 or more but less than $500,000, a nonfatal injury causes any loss of ime
from work beyond the day or ghift on which it occured, or a nonfatal illness or disability causes loss of time from work or disability
at any time {lost-time case).

@ Class D

The resulting total cost of property damage is 520,000 or more, but less than $50,000; or & recordable injury or illness not
otherwise classifisd as 5 Class A B, or C mishap.

E‘ Class E (Ground and Aviation)
The resulting cost of property damage iz 55,000 or mare, but less than 520,000 for on duty incidents.

E‘ Class F

Turbine Engine Foreign Object Damage Incident (FOD). Reportable damage confined to turbine-engines as a rezult of unavoidable
internal or extemal FOD. Turbine engine FOD incidents are to be reported on an AAAR &8 a Class F incident, regardless of cost.

Steps to configure report classification routing:

1. Select the Safety Office.

Click the Classifications tab.

Click the checkbox next to the report classes that should be routed to the safety office.
Click the Save button.

o > DN

Click the OK button on the confirmation page.

Safety Office Association Page (Safety office Administrator or Safety Officer)
The Association page displays the hierarchy of your safety office.

There are two options in the Association page:
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1. View this office...
2. Change Parent Office...

View this office link allows you to view all subordinate (child) offices of the parent office.

e PR

My Dashboard | Safety Office Console

Safety Office Routing Management Console

Information for the selected Safety Office is accessible via the tabs below. Make the appropriate selection to view or

im‘lm[WEﬂm‘

-1 Safety Office Routing Management GWH Office 1
{ @|Training and Tutorials..
1 B5 MySafety Officets) work with that information
[E #3) GWH Office (my office) | )
@ Add Safety Office... ‘ General | Ci ‘ Classif

[ ¥ GWH Office 1
' [=1 23 Al Safety Office(s) Safety Office Association GWH Office 1

B~ §3 Another SO (read-only)

~

11 Safety Offices exist within a hierarchy. This tab provides a means of modifying this
L ’\ office’s parent Safety Office association
13

] gh YOU Can navig Safety Office relationships using the tree on
the left side of this page, you can also navigate up and down Safety Office chains by making
the desired selections below.
[oR,
[ Parent Safety Office /
‘ & Parent Office Name View /
1 [CR i e View this Office
‘ - {a) GWH Office Change Parent Office.
4 - ¢ <
e Subordinate Safety Office(s)
s Subordinate Office Name View
B R — L=l _
i s GWH Office 2 Vi is Offi
[l
¢
B §
L =6 O S N PP R P

T e M e e e Y N e N N e e e A TR T e g )

G revorr |

The Change Parent Office link allows you to initiate a change request for the parent office. (Refer

to Create a Move Change Request for a Safety Office)

Add Personnel to a Safety Office (Safety Office Administrator or Safety Officer)
The Personnel tab is where a Safety Office Administrator(s), Safety Officer(s) or a report reviewer

can be added to a Safety Office.

If a person is defined as a Safety Office Administrator, they can create other safety office

administrators or safety officers.
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GWH Office 1

work with that information.

Information for the selected Safety Office is accessible via the tabs below. Make the appropriate selection to view or

-

General

Concurrence | Classifications ‘Associaﬁon

Safety Office Personnel GWH Office 1

AT —— Wmm#w

Personnel | Units | Installations | Report Editing

1, Warming

primary reviewer.

This Safety Office does not contain any primary reviewers. To be included in report review
routings for accident reports within the specified unit(s), an office must have at least one (1)

s} GWH Office 1
B g

=

R T R W T P L

Safety Office Personnel

3
&

rmmﬂ.‘—.v e

A

I2> Add Personnel..  em—

New Personnel

Enter the person's AKO e-mail
address in the box below and
click Find.

ey

<1 K

E

AKO Username/E-mail Address

|

Cancel |

“""—-\.,w\_.—-rv-v—-_n_r

Add Personnel

Steps to add personnel to a safety office:

1.

In the Personnel tab of your safety office, click the Add Personnel button.

a. The New Personnel (search) view displays in the right side of the page.
2. Enter the AKO username and click the Find button.

T o A e B e ey I i P o e VL

a. An AKO Successful Result displays for a successful search displaying the Full Name,
Organization, MACOM, and Army Phone No.

Office and Notify office administrators of this new personnel.

Click the Add button.

[Optional Step] Click the Notify this person of his/her membership in this Safety

a. The personnel name appears under the safety office in the Safety Office Console tree view.

b. The Roles and Additional tabs display.

Repeat the steps above as needed to add personnel to the safety office.
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oo R it o o e et o, WP L
r/TConcun'ence Classifications 'Assoc;abon ‘ Personnel | Units ’ Installations l Report Editing ‘

Safety Office Personnel GWH Office 1

1, Warning

This Safety Office does not contain any primary reviewers. To be included in report review
routings for accident reports within the specified unit(s), an office must have at least one (1)
primary reviewer.

ad st P e A

=] ;) GWH Office 1 Overview
e e Each Safety Office can contain
{2 Add Personnel.. multiple personnel and each person
> within the Safety Office can be
assigned multiple roles. To work with
A personnel for this Safety Office, use

the tree view to the left to add, select,
move, or remove.

Working with Personnel

Personnel Roles

Safety Office Personnel

NI I T s g g Vs S

Define the Role Membership for Safety Office Personnel (Safety Office Administrator or Safety
Officer)

The Role Membership view has two categories:
1. General Safety Office Roles (select one):

a. Safety Officer
b. Safety Office Administrator
2. Review Role (select one)

a. By Report Type and Classification

- Blank: Will not be notified of the report

- Primary: Will be notified of the report and can Approve or Reject reports

- Read-Only: Will be notified of the reports and will be able to view reports routed to this

Safety Office, but will not be able to review.
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Roles | Additional

Safety Office Role(s)

Roles to which this person belongs are checked in the
list below.

General Safety Office Roles (optional) @
Clear Selection...

) safety Officer
Can add and manage reviewers and units
within this Safety Office.

@ safety Office Administrator
Can create subordinate Safety Offices, can
add personnel within subcrdinate offices, am
add Unite (UICs) within subordinate offices,
and can specify roles for personnel within thi
office and subordinate offices.

< >

Reviewer Role (select one) @
Clear Selection...

Classes AGAR AAAR
All Classes [Primary | [Primary W]
Class & [Primary  ~| [Primary W]
Class B [Primary | [Primary  w|
Class C [Primary  ~| [Primary W]
Class D [Primary  “| [Primary W]
Class E [Primary | [Primary  w|
Class F Mot Applicable

%

Classes

All Classes Primary
Class A Primary
Class B Primary
Class C Primary
Class D Primary

Class E Primary

Class F Primary

@ 1 This reviewer can edit non-board
ac cident reports for which hefshe is a
Primary Reviewer while they are in routing
and in draft.

| Motify persennel of role update(s)

| Save Roles.. | Delete Member..

( REPORTIT |
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Personnel - Roles

The Safety Office Administrator defines one (1) general safety office role and/or review role by report
classification for each person. If the person being added is not designated to be a Safety Officer or
Safety Office Administrator, the General Safety Office Role is not required.

Motes

If a role is not selected, the new personnel will have a read-only view of the safety office.

-

Motes

An Administrator of a higher level office must enable their subordinate office to allow them
to give reviewers report editability permission.

-

Define the Review Classifications for Safety Office Personnel

The type of reports that are routed to a reviewer can be set for an individual reviewer or for the safety
office as a whole.

It is important to note that if classifications set for an individual reviewer differ from what has been
set as a safety office, the safety office settings will take precedence. For example, if the safety office
classifications are set to_not receive class E or F reports and the reviewer has these options selected
in his Reviewer Role view, the reviewer will not receive these report classes for review.

The Safety Office Administrator or Safety Officer selects the role that the user should have for each
report type (AGAR and/or AAAR) and each Classification (All Classes, A, B, C, D, E, F). The reviewer
can be set up with the following roles:

- Blank: Will not be notified of the report

- Primary: Will be notified of the report and can Approve or Reject reports
- Read-Only: Will be notified of the reports and will be able to view reports routed to this

Safety Office, but will not be able to review.
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P—
Reviewer Role (select one) ©
lear Selection...

Classes

4 All Classes Read-only ~ -

Read-only

Class B ‘Read-only v v

Class C Read-only

Class D Read-only v v

‘Read-only v -

Class F

Not Applicable

Personnel — Reviewer Role

Personnel Additional Information

@ Rl-:on'l' IT |
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j

Roles | Additional

Personnel AKO Information

General AKO information for this Safety Office
personnel is displayed below. This information is read-
only.

Display Name

Army E-mail
Organization

USACRC

Rank

Army Phone

Safety Office Affiliations

All offices in which this individual is a member are
listed in the table below.

Office Information

GTO Test

~ 222 Testing St.
Braselton, AK
United States

\“ﬂvw“"-\v\'.\Jhl'w'EJWWHN—JWVMU(’VVWW\"HVQQM IV T T R e T T TP I T S

WMWW B T Y e O s W TP g W W L T o T el Vi PVl T W ¥

This tab displays AKO information about this person as well as offices in which this individual is a
member.

Associate a Safety Office Unit (Safety Office Administrator or Safety Officer)

Units can be associated to a safety office in two ways:
e Add asingle unit

e Add multiple units from a list
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Associating UICs to your Safety Office allows Safety Office Reviewers to be added automatically to a
report review chain when a report is created and the UIC is entered as the accountable UIC. When
the accountable unit (UIC) information is added to a report, the report becomes linked to the safety
office that has that UIC setup in the Units tab. When the report is submitted for review, the safety
office is automatically added in the Safety Office Review tab, and the chain of personnel (reviewers)
are notified the report is [_e’ggy for review.

Ve T T N et

i )
, = : = 3
1 General Concurrence | Classifications ’ Association | Personnel | Units | Installations | Report Editing ‘ i
f
{
[ Safety Office Units (UICs) GTO Test4 ?
5 units under this office’s purview New U!"Iit E
E- &5 GTO Test 4 £
3 £ Add Unit... Units can be associated with this Safety Qfﬁce an.y one
of two ways. To add a unit (or multiple units) to this i
i = a.._. Current Permanent Units office’s purview, make a selection below.
,:--_ Add a Single Unit...
é Select this option if you know the UIC of a single 3
h unit to add to this office’s purview.
d >
Add Multiple Units from a List
Select this option to associate specific units based
on partial UIC search results.
é"\.vﬂ‘_rﬂ L S Y S Ty £ P ¥ ST P Vo P Y o o M,..-\______D

Units — Add Unit

The Safety Office Administrator or Safety Officer associates units in the Units page.
Steps to associate a single unit to a safety office:
1. Select the safety office to associate a single unit.
2. Click the Units tab.
3. Click Add Unit...
4. Click the Add a Single Unit... link.
a. The New Unit, Add a Single UIC view displays.
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Information for the selected Safety Office is accessible via the tabs below. Make the appropriate selection to view or
work with that information.

Installations | Report Editing

General | (o] | Classificati ‘ Associati ‘ Personnel | Units

Safety Office Units (UICs) GTO Test4d

A A e e M= e e A B A

| New Unit
E- @) GTO Test4 Add a Single UIC
=l E= Current Units
EA Add Unit Return to New Unit Options...
If you know the exact UIC for the unitto add under this
Safety Office’s purview, enter it in the box below and
click the Add Unit button.
Ui
Find UC..
R i

Enter the complete, 6-character UIC.

Click the Find UIC...button.

The Review Authority / UIC Addition Confirmation will be displayed

Select the Review Authority for this UIC Options include Primary, or Courtesy Copy.

a. Primary Reviewing Office — Reviewers from this office will be added to the review
chain using their Reviewer Role permissions designated in the Personnel tab.

b. Courtesy Copy Office — Reviewers from this office will be added to the review chain as
Courtesy Copy Reviewers (Will be able to view reports routed to this Safety Office but will not be
able to review.)

If the assignment of this UIC to this Safety Office is for a limited time (date range-specific as
the result of a temporary unit deployment, etc), check the “For specific dates only” box. See
Safety Office Effective and Expiration Dates.

a. Enter the Start Date

b. Enter the End Date

Click Add UIC...
Click the OK button in the Add Unit confirmation message box.

The specified UIC has been successfully saved and associated

(A, with this Safety Office.

The unit displays under the Current Units tree link for the safety office.

Steps to associate multiple units from a list to a safety office:
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To add multiple units at one time, you can do this using the search feature in the Units tab. Create a
zt(ej%rch value using the asterisk (*) wildcard and from the search results, select the units you want to
Select the safety office to associate multiple units.
Click the Units tab.
Click Add Unit...
Click the Add Multiple Units from a List.

a. The New Unit, Search and Add Multiple UICs view displays.

A w N FE

5. Enter at least the first three (3) characters followed by the asterisk (*) and click the Find

button.
a. The results are displays in a list with a checkbox for selection.
{Nﬁ"aa_\w—wﬂ/——wm‘—*‘
Search and Add Multiple UICs l

et

[ Return to New Unit Options...

With this option, you can perform a wildcard search for
UICs then select a subset of those UICs from the result 1
set. Enter a full or partial UIC in the box below.

uiC Wildcard © i
woor*

54 resulis found

W00101 WO001 704 MI BDE HHC (USINSCOM) *

W00103 WOO1 741 MI BN CSG SOCOM (USINS

WO00104 WOO1 741 MIBN PENTAGON (USINSC

W00105 W0O01 704TH MI BDE STDA (USINSCO

WO00108 WOO01 741 MI BN DJIATF SOUTH (Usit

WO0110 W01 741 MI BN (USINSCOM)

£ WO00111 W00l 741 MI BN HOC (USINSCOM) —

»

‘ m
Select All || Deselect All

To add UICs in the results list above to this Safety Office’s
{ puniew, place a check by each applicable UIC, selectthe
¢ review type for this office then click the Add UICs button
below. To select or deselect all selected UICs click the
 appropriate button above.

Review Authority for Selected UIC(s) @
Primary Reviewing Office -

Add Selected UICs...

({

e, T e e

AL e e A T A e P P P e o s

T

6. Click the checkbox next to the units to associate.
a. You can also click the Select All button to add all units in the list.
7. Select the Review Authority for the UICs Options include Primary, or Courtesy Copy.
a. Primary Reviewing Office — Reviewers from this office will be added to the review
chain using their Reviewer Role permissions designated in the Personnel tab.
b. Courtesy Copy Office — Reviewers from this office will be added to the review chain as

Courtesy Copy Reviewers (Will be able to view reports routed to this Safety Office but will not be

able to review.)
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8. If the assignment of these UICs to this Safety Office is for a limited time (date range-specific
as the result of a temporary unit deployment, etc), check the “For specific dates only” box.
See Safety Office Effective and Expiration Dates.

a. Enter the Start Date
b. Enter the End Date
9. Click Add Selected UICs... button
10. Click the OK button on the Add Unit(s) confirmation message box.

1 The selected UICs have been successfully saved and associated
I i with this Safety Office,

Safety Office Effective and Expiration Dates

If the assignment of a UIC to your Safety Office is for a limited time (date range-specific as the result
of a temporary unit deployment, etc), Reportlt gives you the ability to set the effective and expiration
date for the unit’s association to your office. If these dates are set, report routing will compare these
dates to the date of the accident. If the date of the accident is within the dates set, the report will be
routed to the review personnel based on their roles. For example if a Safety Office has a UIC with a
start date of 11/1/2012, an end date of 12/31/2012 and that UIC is the accountable unit for an
accident that occurred on 10/20/2012, the report would NOT be routed to this safety office for
review. If that UIC is the accountable unit for an accident that occurred on 11/15/2012 the report will
be routed to this safety office personnel based on their roles.

0 If the assignment of the UIC is not for a specific date range, DO NOT check the “For specific
- dates only” box; DO NOT set effective and expiration dates.

Setting date for existing UIC

To set effective and/or expiration dates:
1. Select the safety office containing the unit.

Click the Units tab.
Right click on the unit you wish to update
Click Set Office Review Type...

o M D

Click the “For specific dates only” checkbox
a. Enter the Start Date
b. Enter the End Date
6. Click Save Review Type...
7. Click the OK button on the Safety Office Unit Review Type confirmation message box.
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(/ REPORTIT |

B Safety Office Unit Review Type

The review type for the selected unit(s) have been successfully

A updated.
Lok |
8. The unit will now show in the UIC list based on the dates entered.

m e's purview. }
b,

B ¢ GTO Test 4 {
£7 Add Unit.. P
E ? Current Permanent Units E

E‘ WGT04A
= ‘E: Current Date-Specific Units

[zl E= Future Date-Specific Units
Bt WGTO04C (From 12/1/2012 to 4/30/20
[} Ef Expired Date-Specific Units ]

Bt WGT048 (From 10/1/2012 to 10/31/2
N

Setting date for new UIC

1. When adding a new unit, click the “For specific dates only checkbox”
a. Enter the Start Date

b. Enter the End Date
Click Add UIC...
Click the OK button on the Add Unit(s) confirmation message box.

Bt WGTO4A (From 11/1/2012 to yza;zol

A NA L i Pt i, o,

B Add Unit(s)

a The selected UICs have been successfully saved and associated
h with this Safety Office,

4. The unit will now show in the UIC list based on the dates entered.
units under this ointe's purview. AHM‘_)

E- ¢ GTO Test 4
£A Add Unit..

[z &= Current Permanent Units
B WGT04A
= _IE:.' Current Date-Specific Units
Bt WGTO4A (From 11/1/2012 to 2/28/20
[ & Future Date-Specific Units
Bt WGT04C (From 12/1/2012 to 4/30/20
= i‘i’ Expired Date-Specific Units

h WGTO04B (From 10/1/2012 to 10/31/.
g P

ol e e L

CAGNAEINA Nt Aty A, A PR P

Setting up Safety Office Installations
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An Installation Safety Office can receive courtesy copies of any accident reports that occur on its
installation, if the report isn't already routed to it based on UIC. For example, it may have a tenant
organization that is not required to route accident reports through the installation safety office for
approval.

Receiving a courtesy copy will keep the installation safety office informed regarding accidents on
their installation so they can take the information into consideration when analyzing trends and
planning for actions taken for accident prevention or to correct hazards.

Select the Installations tab

To search and select installations, select the country in which the installation resides

If applicable, select the state in which the installation resides

Beside the installation you would like to select, click Add

The office will then display on the r|ght Installatlons Currently under this Office’s purview”
T ot T A A SN e i

] General | Concurrence | Classifications | Association | Personnel | Units | Installations | Report Editing

aprwnE=

Safety Office Installations GTO Test1 f

A Safety Office can receive courtesy copies of any accident reports that occur on 3
its installation, if the report isn already routed to it based on UIC. For example, it
may have a tenant organization that is not required to route accident reports
through the instaliation safety office for approval.

Receiving a courtesy copy will keep the installation safety office informed
regarding accidents on their installation so they can take the information into
consideration when analyzing trends and planning for actions taken for accident
prevention or to comrect hazards.

it ot

Select the installations for which you would like to be courtesy copied when an accident occurs On Post

. | 4
g Search and Select Installations Installations Currently under this Office’s Purview
To search and select installations, selectthe country | Installations currently associated with this Safety
in which the installation resides then select the Office are displayed in the table below. To remove an
installation from the list installation, click the Remove link.
Installation Country Station
United States - Coda Description Action
Installation State I Abbeville G1, AL
J eville "
Alabama - 0100P o1y << Remove
Station S E ‘
Code Description Action
Abbeville G1, AL Already
Usa100pP (RTC) Associated 4
Us01002 Abbeville, AL Add >>
US01016 Alabama Ammo, Add>> <
2 USIOTH Alabama Other  Add>> 1'
m USDI01P Albertville G1, AL 4

(RTC)
3 us01019  Albertville, Al Add >>

Alexander City

@
USOL02P ;"1 (RTC)

Add >>

To remove the installation from the Office’s purview, click “remove” next to the installation.

Enabling report editability for a safety office (Safety Office Administrator)

When setting up or editing a subordinate office, the administrator has the ability to indicate if the
office can grant report editing rights to the review personnel within the office. Setting up the Safety
Office with this ability does not grant individual reviewers with editability rights, this must be done
within the personnel tab.
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(/ REPORTIT |

Select the subordinate safety office.
Click the Report Editing tab.

From the tree displayed, click the box next to the office(s) which should be able to grant
report editing rights to their review personnel.

whh =

W L ¥

P A - L T L e L
1General Concurrence | Classifications | Association | Personnel ‘ Units | Installations = Report Editing

{
j Safety Office Review Editability

LA L S

As a Safety Office Administrator you can enable or disable the ability for your H :
subordinate offices to edit accident reports when they are submitted for review. =

The tree below contains your subordinate Safety Office hierarchy. To enable or disable report editability for a
specific office, check or uncheck the branch for that office. Offices can be checked individually, allowing editability
to be specified a selectively as you desire..

@w» Placing a check beside a Safety Office in the list below does not automatically grant reviewers
within that office the ability to edit submitted accident reports. Instead, it grants the Administrators
within that office the ability to designate selected primary reviewers as Report Editors.

E-¥ ¢ GTO Test2 /

] @ GTO Test3

4. Click the Save button.
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Managing Reviews in the Report Submission

Now that the Safety Office hierarchy is built, when a report begins the review routing, Reportit

determines the flow of the Safety Office review process based on the Accountable Unit’s office

associations and the hierarchy levels of the safety office.

Report review inclusion in a safety office begins at the office with the direct association and cascades
up through all levels. Rules that govern the inclusion of a safety office within the routing chain are:

1. It must be directly associated to the UIC with a reviewer for the form / classification

2. Beaparent of an office with a direct association

3. The parent office has at least one primary reviewer for the form classification

As each reviewer completes a review, the next level reviewer(s) receives notification via email that
the report is in his queue. If there are multiple offices in a review level, all become active reviewers at
that point. When all reviews are complete, the report is moved into the CRC queue.

Add a Safety Office Reviewer Ad-Hoc

Should there be no pre-defined safety offices to review a report based on the user-entered

Accountable UIC in the accident report, or if there is a need to add reviewers, you can manually
include an additional safety office reviewer ad-hoc in the Manage Reviewer’s page.

o ot V- N e a b e e LN . L b A Yy N 4 Sl A S
;; Overview | Witnesses Fsenera\ Personnel | Materiel ] Environmental | Documents Audiq Submit ‘
< 3
:| Introduction Point of Contact Reviewers
4
3 Manage Reviewers
L
4 : : 2 A X
j When a report is submitied. it must be reviewed by Command and Safety Office reviewers. The
.| sections below contain tables that allow you to view and add/editremove reviewers as well as
| Courtesy Copy recipients.
3
<4
3
4
’ Step 1 Step 2 Step 3 Step 4 All
Command | Safety Office | [Recommendations | Courtesy Copy
9 Reviewer(s) | Reviewer(s) Recipient(s)
4
3
<| | safety Office Review Section @
4 Safety Officers by whom this report must be reviewed are listed in the table below. Reports are
3 routed to each Safety Office in the order they appear from top fo bottom.
£
3
4
4
2 Safety Office  Reviewer(s)
.
- - 513 MI BDE -
< First
< ’ = . Reviewer Name Review Remarks
4 Review Status
< i3
9 Level ﬁ @ TR x
b e ot Yet 15 o
4 8 jonjones Natified
3
.é' Safety Office  Reviewer(s)
'-‘l US Army -
3 - Combat Reviewer Name ;{e’vlew Remarks
: et s tatus
4 Review Safety Floyd, & & X
/,: Level Center Michelle C Not Vet
< & MisCcIR Notified
1 4 I USA OSA ke
4 UsA
3
F:
b
s
9 = 7
% &2 Add Reviewer
k. PN PIPERU P Y S P VPR T W WO A TP GO PN PO WS

Np Al A4, A Al Al L e A AL Ak A A A R Nl AR Ak AR AR, i b Ak A AR R, AL
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Steps to add a safety office reviewer ad-hoc:
1. Navigate to your Reportlt dashboard.

2. Locate the report to add a reviewer (Report must be in Draft status).

3. Hover over the Manage Reviewers icon £+ for the report (the icon is only available if the
report has passed audit).

Click the tab for Safety Office Reviewer(s) in the Manage Reviewers page.

Click the Add Reviewer button.

Enter the AKO user name and then click the Find User button.

In the User Found Successfully view, click the Save Safety Officer... button.

Using the green up and down arrows, set the desired review level for the reviewers.

© © N o 0o &~

Repeat the steps above as required.

Reports will be routed to each Safety Office in the order they appear from top to bottom.

Safety Office Maintenance

A safety office can experience changes in review classifications, personnel, and/or parent offices. As a
Safety Office Administrator, responsibilities include maintaining the flow of the report review
process by making modifications as required to the safety office elements.

At the end of this chapter, as a Safety Office Administrator, you will be able to:
1. Modify the details of a safety office
2. Create a personnel move request to another safety office
a. Accept a personnel move
b. Decline a personnel move
c. Retract a personnel move
d. Delete personnel from a safety office
3. Create a move change request for a safety office
a. Using drag and drop

b. Using search and select in the Association tab

o

Retract a pending safety office move
d. Delete a safety office
4. Update concurrence settings of a safety office

5. Update classifications for a safety office
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Modify the Details of a Safety Office
Modifications can be made to the general information of a safety office as needed by the Safety Office
Administrator.
Steps to modify the details of a safety office:
1. Select an existing safety office that you have update permissions for.
Click the safety office name.
Click the General tab if not displayed.
Update the displayed fields as necessary.
Click the Save button.

o o b~ w N

Click the OK button in the confirmation message box.

Create a Personnel Move Request

When personnel move from one safety office to another, the Safety Office Administrator creates a
request to the new safety office. Once the request has been approved, the reviewer’'s name appears in
the Personnel tab of the new safety office.

Create a Personnel Move Request

To request a personnel move follow the steps below.
1. From the Safety Office tree view, open your safety office.

2. Click the Personnel tab to display the associated personnel for the office.
3. Right-click on the person’s name.

El- ¢ SMBTestOffice Susan Byrd TEST 8

|;| 11| |Safety Office Personnel

. @
| i ¢y Add Personnel... Role Membership | Review Classifications
#4 Susan Byrd TF=="

Member Role(s)... ice Role(s)

£ Susan Byrd T— ‘
e SElected Fersennet.. |h|ch this person belongs are checked in
o

: ¢4 Susan Byrd Delete Selected Personnel..,
- I Susan Byrd TEST 5

! sl
General Safety Office Roles (optional) &
Clear Selection...

@ safety Officer
Can add and manage reviewers and units
within this Safety Office.

i - Safety Office Administrator £

| Can create subordinate Safety Offices, can |~

} add personnel within subordinate offices,
and add Units (UICs) within subordinate
offices, and can specify roles for personnel

B0 an L oA A A g 0 0 Aath s, @D 105 £TICe and subgrdipate offices,

4. Select Move Selected Personnel... from menu.

‘!u. A A A A M AR A A A A A A

5. From the Move Selected Personnel view, select one of the following move options:
a. Dragand Drop: Select the name and holding down the left mouse key, drag and drop
the person’s name into the new office.

b. Search and Select: Search using full or partial Safety Office name.
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AR TR By BT e Py, . 20 KOty BNy
with that information.
—_—

L DN L O S S " S_——en

Personnel | Units

General Information

Concurrence

Classifications | Association

Safety Office Personnel SMBTestOffice

[El- ;) SMBTestOffice
[=1 4! Safety Office Personnel
4 Add Personnel...
1 Susan Byrd TEST8
1 Susan Byrd TEST1
! Susan Byrd TEST6

£ SusanByrd TESTS

Move Selected Personnel
Susan Byrd TEST 8

Personnel can be moved to another Safety Office in one
of two ways:

Option #1 - Drag and Drop

To directly select the office to which you would like to
move the selected personnel, find that office in the
Safety Office tree to the far left and drag the selected
personnel into thattree branch. Ifthis office is not
within your purview, you will be prompted to provide

justification for the move request

Option #2 - Search and Select

To initiate 3 move request for the selected personnel by
performing an office name search, selectthe desired
office in the result list by clicking the Reguest Move link.

Please enter a full or partial Safety Office name below:

N T W N Y P e U PP W YTV VY Y P TIr W RE PUPPRr gy W Vo ey

PP W T TR Y S Y N ST S N PN I VNP W T Y Y e PP T j

6. Enter areason for the request in the Confirm Personnel Move view if the move is outside of

the Safety Office Administrator’s area of responsibility

SMBTestOffice

information for the selected Safety Office is accessible via the tabs below. Make the appropriate selection to view or work

with that information.
S

General Information | Personnel | Units

Concurrence

Classifications | Association

Safety Office Personnel SMBTestOffice

+ WY WL SV W WL

E- 3 SMBTestOffice

ii! Safety Office Personnel
12, Add Personnel...
1 Susan Byrd TEST 8
J1 Susan Byrd TEST1
1 Susan Byrd TEST 6
4 Susan Byrd TEST5

LIV PN Y W e VP L R

7. Click Request Move... button.

Confirm Personnel Move
Susan Byrd TEST 8§

Current Safety Office: SMBTestOffice
Move Personnel to Office: GTO Test

Reason for move request

Ifthe office shown above is the office to which the
selected personnel should be moved, click the
appropriate button below.

(&} Notify personnel of office move
l} Motify administrators in original office
} Motify administrators in receiving office

Y e

LY YVVNOV ISP VT VYR e TPy PN YT ET SN S

The Safety Office Administrator of the destination safety office is notified via email of the move
request. The reviewer’s name appears under Personnel Pending Move to another Office of the target
office awaiting acceptance by the Safety Office Administrator.
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Accept a Personnel Move

A personnel move remains pending until accepted by the destination office. To accept a personnel
move request, follow the steps below.

The destination office Safety Office Administrator selects their safety office.

Click the Personnel tab.

Select the personnel name under the Personnel Pending Move to another Office link.
Right-click on the personnel name and click Accept Move Request...

M wnNE

a. The Accept Personnel Move Request view displays.
5. Click the Accept personnel with existing roles to accept with the existing roles from the
move safety office.
a. If this option is not checked, the Safety Office Administrator will need to assign role(s)
for the destination safety office.
6. Click the Accept... button.

Decline a Personnel Move
Follow the steps below to decline a personnel move to a safety office.

The destination office Safety Office Administrator selects their safety office.
Click the Personnel tab.

Select the personnel name under the Personnel Pending Move to another Office link.

A 0w DN

Right-click on the personnel name and click Decline Move Request...
a. The Decline Personnel Move Request view displays.

5. Enter the Reason for Declining. This is an optional step.

6. Click the Decline... button.

The pending move request is removed, and personnel are returned to the originating safety office.

Retract a Personnel Move

A personnel move request can be retracted by the originating safety office before it is accepted.
Follow the steps below to retract a personnel move.

1. The originating office Safety Office Administrator selects their safety office.

2. Click the Personnel tab.

3. Select the personnel name under the Personnel Pending Move to another Office link.
4. Right-click on the personnel name and click Retract Move Request...

The pending move request is discarded and personnel are returned to the originating office.
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Delete Personnel from a Safety Office

Personnel can be deleted from a safety office as required. Follow the steps below to delete personnel

from a safety office.

1. The Safety Office Administrator selects their safety office.
2. Click the Personnel tab.
3. Right-click on the personnel name to delete and click Delete Selected Personnel... from

the menu.

4. Click the Notify personnel being deleted and Notify office administrators as

necessary.

Safety Office Personnel SMBTestOffice

T B SMBTestOffice

'
[=]- ji! Safety Office Personnel

¢y Add Personnel...

Susan Byrd TEST 8
: Susan Byrd TEST1
‘- 8 [Sisan Byrd TESTE

WP Y N I Y FW VY P TN

Delete Personnel

Ifyou click the Delete Selected Personnel button below,
this individual will be removed from this office.

Alternative - Move Personnel to Another Office
As an alternative, you may want to consider assigning

this personnel to another Safety Office instead. To do
this, click the button below.

Move Personnel to Another Office... |

Confirm Deletion

To proceed with the deletion ofthe selected personnel,
click the appropriate button below.

0 Mofify personnel being deleted
| Mofify office administrators

Delete Selected Personnel... | | Cancel |

AT s A A A Bh, AL PO A A A A b A AR AR MRk A S A A AR, ahE Ak A A0 48

PN ¥ UTWVIRNW LY SOT L N YC SN YT WP

5. Click the Delete Selected Personnel... button.

6. Click the OK button in the Personnel Deletion message box.

Create a Move Change Request for a Safety Office

Safety Offices can be moved as necessary. When a safety office is moved, all associations to that

safety office are also

moved.

Using Drag and Drop

Safety Office Administrators can move a safety office using the mouse by dragging and dropping the
office into another safety office hierarchy. Follow the steps below to move a safety office using drag

and drop.
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1.

The Safety Office Administrator selects their safety office.

2. Press and hold the left mouse key on the safety office name and drag it to the destination

3. Enter areason for the move request and click the Request Move... button.

Safety Office Move Request Confirmation

You have requested that your Safety Office be moved from its existing parent office to the office listed below.

If you click the ‘Request Move' button below, the Administrators within that office will be notified and will have the option
of accepting or declining your move request.

Office To Be Moved: SB Test Office 2 -

New Parent Requested: GTO Test3
eq .,‘

Please provide a reason why you are requesting this move:

)
["] Wotify administratars within the office that is moving
| Motify administrators in the original parent office {if applicable)
] Motify administrators in the receiving office

LY FPOT R W Ny TV TR VW TN W T N S Y T VEEO L RN P S R T Sy T N

safety office in the Safety Office Routing Management Console tree view.

LT PR Y ¥ g N WY N PP NPT VN WY W N WY L PN e

a. Optional step: Check to notify administrators within the office that is moving; notify

the administrators in the original parent office (if applicable) or notify administrators

in the receiving office.

The safety office is placed under the designation safety office in the hierarchy tree with (move
pending to this office) attached to the name.

[=1+ ;) VK01 (read-only)
: @ SME Safety Office Test (move pending from SMEBTestOffice)

3 VED2A (read-only)

The originating safety office displays (move pending to [safety office name]) attached to the

name.

Reportlt User Guide

Page | 212



=~ [_-J Safety Office Routing Management
E| 1 My Safety Office(s)
E| g SMB Test (read-only)

E| o SMBTestOffice (my office)

#y Add Safety Office...
E| 3 SMB Safety Office Test (mowve pending to VK01 )

b #5 Add Safety Office...

= A e e s

Using Search and Select in the Association Tab

Follow the steps below to change the parent office of a safety office using search and select.

1. The Safety Office Administrator selects their safety office.

2. Right-click the mouse on the safety office to move.

3. Select Change Parent Office from the menu.

El o VKOL (read-only) ‘

. [El- @ SMB Safety Office Test ( - ran

View Office Information...

: “ (s Add Safety Office...

2 = Change Parent Office... [
i B @ VKO2A (read-only) Delete Offce..

3 VK OLA (read-only) |

4. In Option #2, enter the name of target safety office and click Search...

5

Option #2 - Search and Select

To initiate a parent office change request by performing a name search, click the Search
Offices button below, enter at least a partial name for the desired office, then selectthe desired
parent office and click the Request Move button.

Please enter a full or partial Safety Office name below:

Office General Information Parent Office Information Action(s)
SME Test
.. 123 Yahoo Street Request Ma
* Enterprise, AL Request Moy

United States

MWW WP ST W W PN WV N N P Y ¥ WP NN R T S AP Ny ¥ S

5. Click Request Move link for the target office.

6. Enter the reason for the move request and then click Request Move...

k, Ak hidd B oh Ak ahid B by Al b B s B B B AR b AL ALE AL SR
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Safety Office Move Request Confirmation

* You have requested that your Safety Office be moved from its existing parent office to
the office listed below.

If you click the ‘Request Move' button below, the Administrators within that office will be
notified and will have the option of accepting or declining your move request.

Office To Be Moved: SMB Safety Office Test (move pending from
SMBTestOffice)
New Parent Requested: SMB Test

Please provide a reason why you are requesting this move:
Reguestto move |

Request Move... m

N OV NV T W O e BT YT N T W N W N ST Y W Y W

\.sAn P P RN T Y P TR N T G WY L WP YT WP T PP WF WpeP

The safety office to be moved displays the pending move message next to the name in the originating
office and pending move message in the designation office until move is accepted.

Accept a Safety Office Move
A safety office move remains pending until accepted by the destination office. To accept a safety

office move request, follow the steps below.
1. The destination office Safety Office Administrator selects their safety office.
2. Click the Association tab.
3. Inthe Pending Safety Office Move Requests section, click Accept Move Request...

1

e pngn g e o beeanoon o I

D e A RN o O
General | Concurrence | Classifications | Association | Py Units

:
B
a3

Safety Office Association GTO Test (my office)

ar-
H Safety Offices exist within a hierarchy. This tab provides a means of modifying this
a office’s parent Safety Office association
F]

the left side of this page, you can also navigate up and down Safety Office chains by making
the desired selections below.

Pending Safety Office Move Requests

The table below contains all Safety Offices with pending requests to be placed under the purview of
this office.

You can Accept or Decline each request by clicking the appropriate link in the table
| Safety Office Name Accept/Decline
GTO Test &

. (city not specified), ID
United States

Decline Move
Reguest...

%
p]
§
§ Although you can navigate parentisubordinate Safety Office relationships using the tree on
'
i
%

. T —— ey —— e i S v T e

The Safety Office move is now complete.
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Decline a Safety Office Move

A safety office move remains pending until accepted by the destination office. To decline a safety
office move request, follow the steps below.

1. The destination office Safety Office Administrator selects their safety office.
2. Click the Association tab.
3. Inthe Pending Safety Office Move Requests section, click Decline Move Request...

O i e T, A et e f e o AL,
General | Concurrence | Classificaions | Association | P Units Report Editing |

Safety Office Association GTO Test (my office)

-

Safety Offices exist within a hierarchy. This tab provides a means of modifying this
l »  office’s parent Safety Office association

Although you can navigate parent/subordinate Safety Office relationships using the tree on
the left side of this page, you can also navigate up and down Safety Office chains by making
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The table below contains all Safety Offices with pending requests to be placed under the purview of
this office

You can Accept or Decline each request by clicking the appropriate link in the table

Safety Office Name Accept/Decline
GTO Test 6
f {city not specified), ID ine Mow
& 2:;’ & Move
United States
Reguest.
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The pending move request is removed, and the safety office is returned to the originating parent
safety office.

Retract a Pending Safety Office Move

A safety office move request can be retracted as necessary. Follow the steps below to retract a safety
office move.

1. The Safety Office Administrator selects their safety office.
2. Click the Association tab.
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3. Click View this Office link for the office with the pending move request.

SMB Safety Office Test

Information for the selected Safety Office is accessible via the tabs below. Make the appropriate selection to

wiew or work with that information.

General Information | Personnel | Units

Concurrence

Classifications | Association

Safety Office Asseociation SNVB Safety Office Test

13 Safety Offices exist within a hierarchy. This tab provides a means of modifying

" this office’s parent Safety Office association.
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selections below.

Although you can navigate parent/subordinate Safety Office relationships using the tree on the left
side of this page, you can also navigate up and down Safety Office chains by making the desired

Pending Safety Office Move Request

Office Name: SMB Test

Retract Move Request..

There is an active request to change this Safety Office’s parent office to the office described below:
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4. Click the Retract Move Request button.

5. Click the OK button in the retract move request message box.

The move request is removed and notification is sent to the administrators of the destination office,
and the Pending Safety Office Move Request panel disappears.

Delete a Safety Office

Safety offices can be deleted by the Safety Office Administrator if they are no longer valid. When a

safety office is deleted, all details with the safety office are also deleted. This action cannot be

undone.

Follow the steps below to delete a safety office.

1. The safety office Administrator selects the safety office to delete under their area of

responsibility.

2. Right-click on the safety office and select Delete office...
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3. The safety office is removed from the safety office hierarchy.
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Update Concurrence Setting of a Safety Office

Updates to how reports for review are forwarded to a safety office can be done at any time. When
changes are made, they take place immediately and affect reports from that point forward.

Follow the steps below to update the flow of reports on concurrence.

Select the safety office to update
Click the Concurrence tab.
Update the concurrence method.
Click the Save button.

A w N E

Update Classifications for a Safety Office

Updates to the report classifications that can be reviewed by a safety office can be done at any time.
When updates are made to the report classifications, the change is immediate from that point
forward.

Follow the steps below to update the reports classifications reviewed by a safety office.
1. Select the safety office to update

2. Click the Classifications tab.
3. Update the report classifications.
4, Click the Save button.

Move a UIC

Units within a Safety Office can be moved as necessary using one of two methods:
1. Drag and Drop
2. Search and Select

Using Drag and Drop to move a UIC
Safety Office Administrators can move a UIC by using the mouse to drag and drop the UIC into

another safety office. Follow the steps below to move a UIC using drag and drop.
1. The Safety Office Administrator selects the UIC to be moved.
2. Press and hold the left mouse key on the UIC and drag it to the destination safety office in the
Safety Office Routing Management Console tree view.

@ To select multiple UICs, hold the Ctrl key and left click on multiple UICs. To select a range of
UICs, left click on the first UIC, hold down Shift, left click on the last UIC in the range. Drag the
group to the destination safety office.
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i Current Safety Office: GTO Test5
Move Units to Office: GTO Test 4

Reason for move request:

If the office shown above is the office to which the
selected unit(s) should be moved, click the appropriate
button below.

§
|
}
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Request Move... | | Cancel |

a. Enter areason for the move request and click the Request Move button.

The UIC move is now pending and will require an administrator of the receiving office to accept the
move.
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If the UIC is being moved to a lower level office within the Administrator’s purview, the
«_.. move will not require acceptance by an Administrator.

B ¢ GTO Test 5
El ‘t Current Units
£4 Add Unit..
BT WTESTS
¥t WGTOSB
¥ WGTOSC
‘ £ Units Pending Move to Another Office 4
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i‘; WGTOSA (move pending to GTO Test

Using Search and Select to move a UIC
Follow the steps below to change the parent office of a UIC using search and select.

1. The Safety Office Administrator selects their safety office.
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2. Click the Units tab.

3. Right-click the mouse on the UIC to move.

@ To select multiple UICs, hold the Ctrl key and left click on multiple UICs. To select a range of
UICs, left click on the first UIC, hold down Shift, left click on the last UIC in the range. Right click
the group of UICs.

4. Select Move Selected Units... from the menu.
5. Under Option #2 — Search and Select, enter the name of the Safety Office to which the UICs
should be moved and click Search.
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CUS v Move Selected Unit(s)
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= ¢ GTO Test 4

= Units can be moved to another Safety Office in one of two
[= E= Current Units Ways:
E7 Add Unit...

Bt WTEST4 Option #1 - Drag and Drop

B WeTo4A
To directly select the office to which you would like to
B weTods move the selected unit(s), find that office in the Safety
B wGToMC Office tree to the far left and drag the selected unit(s)
info that tree beanch. Ifthis office is not within your
pundew, you will be prompted to provide justification
for the move request

Option #2 - Search and Select

Toinitiate a move request for the selecled unitis) by
performing an office name search, select the desired
office in the result list by dicking the Request Move link

Please enter a full or partial Safety Office name below:
GTO Test2 Search... | | Cancel

Office General Information Actien(s)
GTO Test 2

123 Test St

Test City, AK

United States
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6. Click Request Move link for the target office.

7. Enter the reason for the move request and then click Request Move...

The UIC to be moved displays the pending move message next to the name in the originating office
and pending move message in the designation office until move is accepted.

| Notes

If the UIC is being moved to a lower level office within the Administrator’s purview, the

«_. move will not require acceptance by an Administrator.

Retract a Pending UIC Move
A UIC move request can be retracted as necessary. Follow the steps below to retract a UIC move.

1. The Safety Office Administrator selects their safety office.
2. Click the Units tab.
3. Right click the UIC Pending Move that you would like to retract.
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4. Click the Retract Move Request button.

5. Click the OK button in the retract move request message box.

The move request is removed and notification is sent to the administrators of the destination office.

Accepting a UIC move

1. The administrator of the receiving Safety Office must accept the move using the following
steps:
a. Click on the Units tab

b. Using the mouse, right click on the UIC Rggding amove
Safety Office Units (UICs) GTOTESt4 (my office) 7

'
f.- units under this office’s purview
i
[

h | Overview >
= 9 GTO Test4 L.
o= . ASafety Office determines its report L_
El- & Current Units routing by specifying units (UICs) that w
E7 Add Unit... fall under its purview.

& wies Units under this office’s pundew are
B weTo4" displayed in the tree to the left

[z E= Units Pending Move to This Office
By WGTOSA (move pandina fenm GIOT. L tatarkinn with Linite

t

R p—

| Show Associasted Safety Offices... S

i Accept Move Request... r of Safety Officer in this office, 3
iing the Add Unit branch in the

i Decline Move Request... able 1o add units in one of three

Ways - (1) a single unit, {2) multiple units based on a
single wildcard value, or (3) multiple units based on UIC

“a n e T s
Click on Accept Move Request
Click Accept

e. The move is now complete
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Safety Office Support

Support Contact Information

Congratulations! You now have the information needed to setup and maintain a safety office. If,
however, you experience problems or have questions, about the Safety Office Routing Management
console, email usarmy.rucker.hqda-secarmy.mbx.safe-helpdesk@mail.mil.
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Glossary

Term Definition

Army Headquarters | Trained safety professionals at the local, unit, and/or installation safety office with
(HQ) Safety Office | the requirement to be notified, review and/or approve a reported event. This role
can have an attribute of “Primary” assigned at the report level. Primary Safety
Office users must approve the report before the review and approval workflow
process will continue.

Board Member Anyone appointed to a Safety Investigation Board. Board Members may consist of
Maintenance Officer, Instructor Pilot, Equipment/Task Subject Matter Expert
(SME), Maintenance Test Pilot (MTP), Vehicle/Equipment Maintenance
Personnel, Technical Inspector (T1), Medical Officer, Other.

CRC Submitter User that is assigned as the recorder for a specific report resulting from a CAl
investigation. This person is usually the POC (Point of Contact) for the report and
has full rights to view, update and delete all areas of the report.

Data QC Assigned to individuals working in the Data Quality Control division. This role
permits the user to conduct a review of the report and accept or reject the report
back to the Submitter (Recorder)/POC. This role also assigns the Tracking Number
and Case Number to the report.

Production Control | Assigned to individuals working in the Production Control division. This role
permits the user to update the CRC updated version of CAl reports and route the
report through CRC for coordination.

Reviewer Anyone in the Army who has a requirement to review and approve a reported
event. This user may or may not be a trained safety professional. This person can
be assigned to an individual for the purpose of forwarding a “courtesy copy” of the
report, have an attribute of “Approval Authority” assigned at the report level.
Safety Office (SO) | Trained safety professionals at the local, unit, and/or installation safety office with
the requirement to be notified, review and/or approve a reported event. This role
can have an attribute of “Primary” assigned at the report level. Primary Safety
Office users must approve the report before the review and approval workflow
process will continue.

Submitter Anyone within the Army with the requirement to report an event. This may or may
not be a trained safety professional or comfortable using an IT application to report
an event.

Tech QC Assigned to individuals working in the CRC Tech Quality Control division. This

role permits the user to update the CRC updated version of 1Al reports and route
the report through CRC for coordination.
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