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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:

o Chapter 1: Introduction

e Chapter 2: Getting Started

e Chapter 3: Processes

e Chapter 4: Reportlt Tools

e Chapter 5:Getting Help with Reportlt

e Appendix A — Additional Features

e Appendix B — Reportlt Release Updates
e Appendix C — Safety Office Console

¢ Appendix D — Required Fields

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:

¢ Command buttons and field names appear in bold.

e Screen tabs and views appear in italics.

e 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:

Notes will include additional information about a topic.

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

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

O
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Chapter 1: Introduction

Before you begin using the Reportlt application, it is important to understand what the Reportit
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 Reportlt?

Reportlt is the single Army accident reporting and risk management system for collecting injury,
illness, 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/record 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

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

Reportlt User Guide Page | 8



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

ANANENEN

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 or later
¢ 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 | 9
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Army accident reporting and
risk management system for
collecting injury, illness, and
loss data and effectively
managing its safety and
occupational health program.
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The New Reportlt Dashboard!

The new Reportlt Dashboard is streamlined,
organized, intuitive, and much faster! Click
the image to the left for a quick preview...

What is Reportit? @

Reportlt is the centralized mechanism for collecting injury, iliness and loss reports to help
the Army meet its applicable regulatory requirements and effectively manage its safety and
occupational health program. Army Safety Management Information System Revised
(ASMIS-R), is necessary to reduce accidental loss. This automated incident reporting
system will meet the functional needs of both command organizations and users. It will
also improve regulatory compliance by offering a single, standard, and efficient process for

reporting incidents.

What will Reportlt do for me?

The U.S. 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
Reportlt system will fully accommeodate the data elements required by DoD and meet
command-specific functionality, as well as reflect a streamlined, efficient reporting

process, that will facilitate reporting and boost reporting rates.

Want to learn more about Reportit?
Read our business case

The Reportlt landing page has an abundance of information about the Reportlt application and
accident reporting.

Video Tutorials .

To assist you in completing your reports
within Reportlt, we have provided
various on-demand video tutorials for
the different components in the system.
for a listing of those tutorials

now.

Need Some Guidance?

For assistance while entering a report, a User's Guide
for and is available through a link at
the bottom of all screens, as well as the Information

Center of the Reportlt sidebar.
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DUTY; DAMAGE TO ARMY PROPERTY; AND
DAMAGE TO PUBLIC OR PRIVATE PROPERTY
AND/OR INJURY OR ILLNESS OF NON-ARMY
PERSONNEL CAUSED BY ARMY OPERATIONS
ONLINE REPORTING IS THE PREFERRED METHOD
FOR SUBMITTING ACCIDENT REPORTS.

Read full message HERE.
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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:

e 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
o Create Report
e Resume Report
o Review Report

Information about the Reportlt application; Reportlt business case.

Links to Video Tutorials and the Reportlt User Guide

Q| [N

Graph of the estimated release dates for Reportlt

9 Reportlt Status bar

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 reportable or 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 two modes include Guided and Expert.
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o 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.

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, somewhat resembling an automobile's
dashboard, 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.

Report?
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Lol
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Components found in the Reportlt dashboard: (Your Reportlt role defines components)
o The Reportlt task bar which allows you to:
0 Decide if you should report it
0 Create areport
0 Resume areport
0 Review a report
e Screen tabs which include:
o My Dashboard
0 lIssue Tracking System
0 Administrative Consoles (if role permits)
o0 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.
e Roles which include:
0 Submitter
o0 Investigation Board (if applicable)
o0 Reviewer (if applicable)
o Safety Office Reports (if applicable)
e Views by Role:
0 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.

Reportlt User Guide Page | 13



» 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.

» 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.

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

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

o0 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

o 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.
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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

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

review.

P gl P ®

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 the Advanced Search

While the list of reports will be easy to navigate at the beginning, as you use Reportlt, your list of
reports will grow making it more difficult to locate a specific report or a group of reports. The
advanced filter allows you to filter your dashboard to locate a specific report or a list of reports.
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I l - . V.A_.—-—\’
} Wy Dashboard | lssue Tracking System | Administrative Console

E’ My Dashboard

[} & Hadden, Gail W Mrs CTR USA OSA USA
@I Dashboard Help & Tutorials... Thic w
..... £5 My Profile Use the Advanced
i I My Alerts Search to locate
""" #f Advanced Search..
El-LE My Accident Reports
E|L3 Submitter
- In Draft (182)
-] In Review (23)
- Rejected (2)
(@ Past Due (73)

1 -2 AtCRC ()

“rf Finalized (20)
E_|L3 Investigation Board
-| i In Draft (27)
~-[2] In Review (8)

(/4 REPORT IT

After clicking Advanced Search... from your dashboard, follow the steps below to use the advanced

filter to locate a report or list of reports.

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

1 Enter your criteria in as many fields as needed to achieve the desired result. Your

Reportlt User Guide
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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 view the
first time you login. Updates to your profile are as needed.

f Motes

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

T e T A I A N T A S
y Profile ; ."*%

} 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 infermation within Reportlt.

P LT e N LTY VY VP, AT, S

Email Address Name Display Name
Rank Grade MOS
{ Organization

Py

Address
City State ZipCode

Commercial Phone DSN Phone

Classification UIC

Syt At bty iy ey
e

Save Profile

A
-

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

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 5Safety 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.

il Accident Classifications
4 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.

CIassA Class B Class C Class D Class E Class F Class R [reportable)

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

% Reviewer Notifications
will be available via the Reportlt Dashboard Case List (Case List tab at the top of this page). This selection OMLY turns on/off automated e-mail notifications.

] Report Due Date | Notify me |3 |Z| day(s) prior to the Due Date of a report
Make a selection above to initiate an autemated e-mail reminder to you that Due Date is approaching.

E Report Reviewer Inactivity | Notify me after |2 |Z| 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.

b

ary

Report Rejection

This option provides an automated e-mail whenever a reviewer's non-concurrence results in the report entering a Rejected status,

Courtesy Copy Notification
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...

e i o ALY O M A P

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.

User Control
Screen tab bar

Overview | Investigation Board | General | Personnel | Materiel = Risk Management = Environmental | Witnesses | |[:

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.
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View links

Overview | Investigation Board | General | Personnel | Risk Management | Materiel | Environmental | Marrative | Wi
General Introduction Date and Time Unit Address Unit Details. Installation Explosives Location Details

T

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 General Schedule/Senior Executive Service 3
Military Non-appropristed » Non-appropriated Funds

Civilian Army Contractor Trades & Crafts »

Miscellaneous

QOther
1

Civilian

Department of Amy Civilian

Selection buttons filter your options with each selection.

Drop-down list

Flight Plan:
[Select One] |E|

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

Hyperlinks

{7 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.

Date/Time Field

Date & Time of Accident
106/10/2011 E (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.

__' A If using the calendar icon, years can be easily navigated
through by left-clicking on the month/year title.
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Text box

GRID Coordinates @&
40QFJ1234567890

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:
- Yes - No

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

Checkbox
The event resulted in
[C] An injury or occupational iliness. @&
[C] Damage to property {Army, public, or private). @
[ 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.
iy
Edit (icon)

Opens a record for edits or updates.

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)

.4

Move a record down in a list.

Field Help (icon)

@

Hover over the icon to display help text.

Reportlt User Guide
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Tree Hierarchy Structure
=" Weather Conditions

Add Condition

- Condition: Freezing Rain

""" | &) Add Recommendation |

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
L ¥ 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.

Notes

Sidebar 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.
e

Options in the Reportlt sidebar include:

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

o Additional Resources: Provides topic (page) specific help. When you click on the resource
link, the help text displays through the Information Center

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

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

o Checklist: Allows easy navigation to screens and pages in the report whether in the guided
or expert mode. ( Refer to4.2 Using the Checklist)
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o Contact Us: Creates an email to the Reportlt support team. (Refer to Chapter 6: Getting
Help with Reportlit)
o Settings: Edit settings for the Reportlt field list display. (Refer to 4.3 Display Code Values.)

8

et

L Information Center W
ﬁ Additional Resources W
iIJ_;EF'_"'.uppn:ur‘c.StFE»E::E:II;:IEIr:h: W
fﬂ Flags e
v’ Checklist v
L Contact Us W
5 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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User Control

Expand or Collapse the
resource center window

(7 REPORTIT

Displ

s e N e N PN N
niew | Investigation Board | General | Personnel | Aircraft | RiskManagement | Emvironental | Narrative | Fitwffigs esses | Documents | Audit

1’ ArcrafiList | General |  ComponentiPart Detai

»
} [1- serial Not specified | | @ Center B
4 y
General Information The Information Center
Provide general information about this aircraft. i provides quick and easy access

t helpful information.

Serial Number: @ MTDS: @
{ To search help resources click
When you expand the resource the link below.
Unit Information (for Military only) @ center Search Help Resources....
This aircraft was assigned to: Choose from the following... B ——
Click the link below to go to

the Information Center Home
page.
Damage Information Center Home:

otal Loss @ 2 8 a = -

Resource center expanded

—

r)murmaﬁ List General ComponentiPart Detail

«
2|1 - Serial Not Specified .4
Y
General Information
rovide general information about this aircraft. When you collapse the resource
center
£ Serial Number: @ MTDS: @

Unit Information (for Military only) @
(\ This aircraft was assigned to: Choose from the fallowing. . A

AN

{ Damage
[T Total Loss @ Total: $0.00

e lTI_ I N o A TSI [T p [P etnin el

Resource center collapsed
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User Control Displ

Expand or Collapse
resource options »

£ Information Center [~

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 |

[>

E Army Commands

E Direct Reporting Units

E Army Service Component
Commands

@ Support & Feedback
E'?Flags

w Checklist

B4 Contact Us

K

K3

K

% Settings

K
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Chapter 3: Reportlt Processes

Reportlt offers the user two ways of creating a report: Guided mode or Expert 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 the login page
and the Reportlt Landing 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

Resume a report

Add an attachment

Review a report

Audit a report

Submit a Report

AN N NANEN

3.1 Should I report?

The Should | 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 | report?
Step  Action

' né*ﬁ’&'i’t@
. @
Click ™= from the Reportlt task bar.

2 Click to answer the systematic questions.

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

Or

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

3.2 Create a Report

Accident reports are in either Guided mode or Expert 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.

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.

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.

1 ?

Click Report  from the Reportlt task bar.
2 Click‘ Start in Guided Mode...

Result: The Get Started screen displays.
3 Click EEEET|

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 Reportlt.

> Click to begin the reporting process.

Categories of information display for the report class and type. Your selections will determine what
guestions are required. For information on viewing a form, refer to Open the Form View.

As you enter your accident report data into Reportlt, the answers you give may

o change the report type and class. At the prompt, accept the change — or - continue your report
asitis.
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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 ‘ View Fields
Get Started: These Aircraft-Related Q: Was this a flight or flight-related
screens will ask the user Accident accident/incident?
questions and the answer
will determine the report User select None of the above apply to the aircraft-
type. related accident/incident question
Non-Aircraft Q: Select the type of vehicle involved.
Vehicle
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 | 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.

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

Owerview | General | Personnel Environmental | Marrative | Witnesses Documeé
3}

i

General Introduction Date and Time Event Types Installation Unit Address Unit Details |
rd

3

5

When did this incident occur? i
. ) g

Enter the date and time of the accident. @ E
06/01/2011 11300 ,
rs

P

1

Enter the period of day. @
Day

Select the primary accident type: @
Flight Related

Enter a description for the Reportlt dashboard: &

i e e iy

B s SR R il W ey S SR

Reportlt Component Hierarchy Example

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.
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General | Personnel | Risk Management | Materiel | Environmental

Witnesses

Documents | Audit

(/ REPORT IT

" Report Overview

Report Overview

Each section and step that is currently active within this incident report is shown below. Sections can
pe 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.

e -
é ) Investigation Board

Investigation Board Introduction Start

Board Member List
Add, Edit, or Delefe Board Members

&Susan. Byrd (Recorder)

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

Start

Tean ot eany

@ General
s

Start

General Introduction Screen hyperlink

Date and Time
When did this incident occur?

Start

(not visited)

(not visited)

Unit Address View hyperlink
ype Start

Tellus about the aCEountable

Unit Details

(not visited) Start

Additional details aboutthe accountable unit

Installation

Overview Screen

Investigation Board

IIII B ‘II B

fisil Start

b

CJ Information Center

B

The Information Center
provides quick and easy access

&

to helpful information,

To search help resources click

the link below.
Search Help Resources....

Click the link below to go to
the Information Center Home
page.

Information Center Home

Additional Resources

B

Qf Support & Feedback (|
=] Flags {hd
v/ Checklist 1~

=" Overview

V Report Overview

I Investigation Board

ﬂ General

i Persomasl reeperny_|

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.

record.

The report creator is, by default, added to the Board
Member List as Recorder. This is not an editable

L“\-\,-wh-r“\.—\..._-luVH‘-\wV\(Vv\..v-.._,;-\(u‘\J\w\_;\cu—-..L/"\r‘""\-\.rUUW’\_,/wu\/"‘HJ"‘“‘L-w'\.r-'u\...f\l_w—-l‘uuf\‘\"\-—'*‘vhdu/v"\,f s
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e ‘ View Fields
View/Edit Board Details for a board member include:
Member Name (pre-populated from AKO)
Email Address (pre-populated from AKO)
Rank
Branch

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 mission.

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

accident. This information
is required to submit a
report.

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.)

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

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

Unit Address Details about the accountable unit:

e UICcode

¢ Name of the Unit

e Country/State/Home Station

Unit Details Additional details about the accountable unit:
e Army Command Type
e Army Command
e Army Branch
Installation Where did this occur?
Did the accident occur on post?
e Country/State
e 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.
Enter either the Military Grid coordinates or the
Lat/Long. If you use the lat/long coordinates, you
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can locate the coordinates interactively which will
populate the fields for you.

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.

SereE ‘ 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 Rank or pay grade
e First Name/Last Name/ MI
e SSN
e DOB
e Gender
e Personnel classification or category
e Was this individual in a flight status?
¢ Individual’'s MOS
e Country/Street address/City/State/Zip Code
e Unitassigned to
e Date this individual was hired or assigned to this
unit
e Was this individual on duty at the time of the
accident?
Duty What was the individual’'s work history leading up to

the accident?
e Time the individual began/report to work?
e How many hours were continuously worked
without sleep?
e How many hours of sleep did this individual get
in the last 24 hours?
Deployment History
e Has this individual been deployed within 365
days prior to the accident?
e Was this individual recently notified that he/she
would deploy soon?
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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?
e Was this individual treated in an emergency
room?
o0 Name of physician/healthcare provider
e Was treatment provided away from the
worksite?
o Name of facility
o0 Country/Address/State/City/Zip Code
e Time lost due to illness/injury
o Days lost due to hospitalization
o Days lost not due to hospitalization
o Days restricted
OSHA Form 300 case #
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?
o0 Additional specifics concerning the
[selected] activity
e Give a description of the activity
e Was this individual on a named operation, field
exercise, or neither?
o 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
e Were night vision devices used at the time of the
accident?
0 Type of device
¢ Did alcohol use by this individual cause or
contribute to this accident?
0 What was the BAC percentage?
e Did drug use by this individual cause or
contribute to this accident?
0 What drugs were involved?

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

0 Required?

0 Available?

0 Used?

[elelNelNe]
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Screen

‘ View

Mistake

Fields

Did this individual make a mistake that caused or
contributed to the accident?
e What mistake did this individual make?
e How was the task/activity performed
improperly in relation to this mistake?
e Add Root Cause
e Add Recommendation

Associations

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

Risk Management

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

Screen

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

‘ View Fields
Mission e At what level was the mission or training
conducted?
0 What was the rank of the person who
approved the mission/training?
0 What was the duty position of the person
who approved the mission/training?
Responsible e What was the rank of the person who was in
Leadership charge of the mission/training?
0 What was the duty position of the person
who was in charge of the mission/training?
0 What was the rank of the senior leader
present during the mission/training?
0 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 e 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?
o 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?
0 What was the duty position of the person
who was responsible for implementing
controls?
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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?

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.

Screen ‘ View

Materiel: Details about Materiel List
the property/materiel
involved in the accident. Materiel can be
added, edited, or

deleted

Fields

For property/materiel involved in the accident, a
detailed record is created in Reportit. All
property/materiel involved in the accident is
recorded, regardless of whether it caused or
contributed to the report.

General
Information

General information about the materiel:

Type of property/materiel

Model Number

Serial number

Owner

Estimated cost of damage for this item

Accident

Describe the collision in which this property or
materiel was involved

Explosives and
Ammunition

Is this item an explosive or ammunition?

Select the reaction for this explosive device (if
any)

Enter the lot number for this device

Enter the quantity for this item

Enter the net explosive weight for this device
Enter the DOD Identification/DOD Ammunition
Code for this device

Component

Were there any components/parts that failed or
malfunctioned related to this materiel item?
0 Describe the part

Part Number

National Stock Number

Part manufacturer

Was EIR/QDR submitted for this part? If
yes, EIR/QDR number

Add failure

Add root cause

Add recommendation

Oo0OO0oOo
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Associations Associate personnel/environmental conditions to
this materiel item.

Environmental

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

e ‘ AW, Fields

Environ mer)tal: Details | Conditions e What were the environmental conditions
about the enwronm_ental present at the time of the accident?

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

e Provide a description
e Add a recommendation

Association e 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.

e ‘ 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 Isthis a limited 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:

e Date of interview

¢ Who conducted the interview

¢ 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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Documents

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

Screen ‘ View Fields
Documents: Attached Attachments o Select file type
documents are associated e Information provided in the file
to a screen and if ¢ Name of the file
applicable, a screen list e Remarks
item, such a:/IP(terspr;r;el > e Area associated with: Specifically
Egg:ﬁogl;‘;t] aterie e Description/Caption
P ' e Select file
Forms Displays the forms that will print for this accident.
Remarks can be added to a form type as required.

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 ‘ View Fields
Get Started: This section | Aircraft-Related Q: Was this a flight or flight-related
will ask the user questions | Accident accident/incident?
and the answer will
determine the report type. Note: You answer if the aircraft involved was

manned or unmanned on selection that the intent
for flight exists and there is reportable damage to
the aircraft itself.

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 internal or external foreign object?

answered that

there was

reportable damage
to an aircraft.)

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
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Fields

property damage cost of damage that resulted from
the accident.)

Duty Status

Q: Did the incident occur on duty?

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-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.

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

Overview | General | Personnel

Airery Screens

Environmental | Marrative | Witnesses Documeé

General Introduction Date and Time

Event Types Installation Views ]ils Unit Address Unit Details

When did this incident occur?

06/01,/2011 B 1300

Enter the period of day. @
Day

Flight Related

Enter the date and time of the accident. @

Select the primary accident type: @

Enter a description for the Reportit dashboard: @

T i = T Nt N

e L P L P e A WP U o

e e

Reportlt Component Hierarchy Example
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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.

i Bty JR P " P .

/,....—.....\7 E
|. Overview )Bnard General | Personnel | Aircraft | Risk | Environmental | Mamrative | Findings | Witnesses | Documents | Audit
" Report Overview
7
B
Report Overview 2 Information Center ESI

be expanded or collapsed by clicking the Show Section or Hide Section links. To navigate directly to w  Thelnformation Center
a specific step, click the Start or Update button for that step. Wr provides quick and easy access

to helpful infermation.

i

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

nvestigation Board Infroduction As you complete the required information,
the Start button becomes an Update

: button.
Board Member List Click the link below to go to
Add, Edit, or Delete Board Members the Information Center Home
& Hadden, Gail (Recorder) {can not edit) page.
Information Center Home

>

Search Help Resources....

e e T e

l Each section and step that is currently active within this incident report is shown below. Sections can

oL -

General H
‘. o ﬁ Additional Resources (| b
= ]
gy Support & Feedback b4 ¢
General Introduction m jipdats =] Flags V| 3

) Checklist L

Date and Time - v —
(not visited) Start . 4
When did this accident occur? =| Overview i3
: P
v Report Overview g

Accident Events :
ﬂ General
Overview Screen

Event Types View Hyperlink . !
(not visited) +- Board v}

1 I Installation

Investigation Board

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

Screen ‘ View Fields

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 Recorder. This is not an editable
record.

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

e Email Address (populated from AKO)

e Rank

e Branch

¢ 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

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

‘ AW,

Date and Time

Fields

When did the accident occur?
e Date and Time
Period of day
Accident Type
Reportit Description (this displays in your
Reportlt dashboard only.)

Event Types

Enter up to three (3) events. The event that best
describes the accident should be listed first:

e Order (use the up and down arrows arrange the

events in the appropriate order as needed)
e 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 UIC code
e Name
e Country/State/Home Station

Unit Details Additional details about the accountable unit:
e Command Type
e Army Command
Synopsis Enter a summary of events from the time of the

accident until the aircraft was at rest.
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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.

e ‘ 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 Rank or pay grade
e First Name/Last Name/ Ml
e SSN
e DOB
e Gender
e Personnel Service Code
e Unit they were assigned to
Duty What was the individual’s role:
e Onduty?
e Duty Position
o FAC
o RL
e On flight controls?
Background Background about the individual:

e Activity for the last 24 hours
e Date redeployed from a combat zone
e Lab tests?

0 Results

Qualifications Qualifications:

e Total flight hours in the accident aircraft
MTDS?

¢ Any/all flight experience?

PPE Details about protective/restraint/survival
equipment:

e Did it function as designed?

e 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?

e Problems or conditions pertaining to PPE item
performance
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o lItem
o Component
o Condition

Escape/Rescue Escape/Rescue details:
e Was there escape difficulties or a rescue
required?
¢ 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.
e EXit Attempt details:
o How did this person attempt exit?
o0 Escape difficulties encountered
e Rescue and/or survival problems encountered
details:
o0 Survival problems encountered
Means used to locate individual
Rescue equipment used
Factors that helped rescue
Factors complicating rescue
e How much time did it take to rescue this
individual in each accident phase?
0 Select phase
o Date/time phase initiated
0 Hours/minutes of elapsed time from
beginning to end of the phase
¢ Rescue vehicles used for evacuation details
0 How many miles did the closest aircraft
have to travel to the accident site?
0 How many miles did the closest ground
vehicle have to travel to reach the accident?
¢ What vehicles were used to assist in the rescue?

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?
e Individual’s condition immediately after the
accident?
0 Date of post-accident medical exam;
admission to a medical facility; or date of

[elNelNelNe]

autopsy.

0 Was this individual unconscious?
(Hrs/Mins)

o Did this individual experience amnesia?
(Hrs/Mins)
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e Was this individual treated in an emergency
room?

o0 Name of physician/healthcare provider

e Was treatment provided away from the
worksite?

o Name of facility

o0 Country/Address/State/City/Zip Code
e Time lost due to illness/injury

0 Days lost due to hospitalization

o Days lost not due to hospitalization

o Days restricted
e Details about the injuries:

0 What body part?

0 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
What object or substance directly caused
this injury?
Select the injury cause factor subject
Select the injury cause factor action
Select the injury cause factor qualifier
o0 Additional comments

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

e What mistake did the individual make?

e How was the task/activity performed

0O o0oo0oo o

[eleolye]

improperly?

e When did the mistake occur in the accident
sequence?

e Where did the mistake occur in the accident
sequence?

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

o What was the overall impact of the mistake on
the accident?

o 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 humber being
performed at the time of the mistake?

¢ What was the phase of operation that was in
progress at the time the mistake occurred?

¢ What was the root cause of the mistake? Why
was the mistake made? Describe the root cause
and how it caused the mistake.

¢ Recommendations to minimize the chances of
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this happening again: What do you
recommend? What corrective actions were
taken or planned? At what level should this
recommendation be implemented? If Army,
what Army agency is responsible for this
recommendation?

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.

e ‘ 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
e Unit Information
o Aircraft was assigned to...
UIC Code
Organization level
Name of organization
Country
o0 Home Station
¢ Digital source collector installed?
o Type
¢ Night visual aids used?
o Type
¢ What type of mission was this aircraft involved
in at the time of the accident?
e Single or Multi-aircraft mission?
o If multi: What was the in-flight position of
this aircraft relative to others?
0 What was the total number of aircraft on this
multi-ship mission?
e 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?
e Was the aircraft a total loss?

(¢]
o
o
(¢]
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How much did the aircraft damage cost?

How many man-hours did the repair take?
What organization owns the damaged aircraft?
Damage to other military property by this
aircraft?

e Damage to civilian property by this aircraft?

¢ Did the aircraft have icing issues?

¢ Did the aircraft experience turbulence?

Fire e Was there fire associated with this aircraft?

e Inwhich phase did the fire start?

e What events indicated a fire?
Source/Contributing role

e Were there any combustible materials on the
aircraft that served as the principal source of the
fire? Add combustible material/how certain this
was a principal source?

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

e What was the spillage source? What type of part
leaked/name of part/manufacturer’s part
number/part NSN

e Was this aircraft equipped with crash resistant
fuel system? Did the fuel system breakaway
valves separate as designed?

e Was the aircraft equipped with auxiliary fuel
tanks? Internal or External/were they
crashworthy?

Flight Data e Emergency Phase: Phase of operation/planned
duration of the flight/AGL altitude/airspeed
(KIAS)/aircraft weight/overgross conditions?

e Accident Phase (termination): Phase of
operation/planned duration of the flight/AGL
altitude/airspeed (KIAS)/aircraft
weight/overgross conditions?

Impact e Did this aircraft collide with an object in-flight
and/or terrain?

e Was occupiable space compromised?

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

e What obstacles were struck by this aircraft while
in flight? 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?
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0 Where did this obstacle strike the aircraft?

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

e Was there damage to this aircraft as a result of a
collision with terrain? What was the ground
speed/ what was the vertical speed and direction
of the aircraft just before impact/what was the
flight path angle and direction just before
impact/which two measures are the most
accurate/what was the impact angle/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?

¢ Did the aircraft rotate about any axis after the
major impact? What was the pitch and vertical
pitch direction after the major impact/what was
the roll and horizontal roll direction after the
major impact/what was the yaw and horizontal
yaw after the major impact?

e Impact force: What is the estimated or
analytically determined vertical force (G’s) and
force direction at the aircraft center of gravity?
/What is the estimated or analytically
determined longitudinal force (G’s) and force
area at the aircraft center of gravity?/What is
the estimated or analytically determined lateral
force (G’s) and force direction at the aircraft
center of gravity?

e Fuselage deformation?

o0 Fuselage deformation area? Specific
area/amount or type of deformation
0 Caused Injury to personnel?

e Large component displacement? Select the
component: (Select) Displaced from normal
position; cockpit penetrated or entered;
component torn free; cabin penetrated or
entered.

e Additional impact remarks (as indicated)

Materiel e Were there any components and/or parts that

failed or malfunctioned on this aircraft?

o Component or part

Name

Model (if component)

Part Number

NSN

Serial number

MFG code

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

e What caused the failure/malfunction? Details

Oo0OO0OO0OO0O0
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e Causative Roles: Materiel; Maintenance; Design;
Manufacture

e Any sub-part failures?

e Add failure for component/part; when; where;
effects on the overall performance of the
component-part/overall impact on the event/
what is the caused contributed state/phase of
operation?

e What is the root cause for the failure? Select a
system inadequacy. Describe how the
associated root cause caused the failure.

e What is the recommendation for this event?
What corrective actions are recommended?
Select the level of the unit that is responsible for
the recommendation; if Army; select the Army
agency that is responsible.

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.

e ‘ View Fields

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

Details about risk conducted?

management performed 0 What was the rank of the person who

by the responsible approved the mission/training?

organization. 0 What was the duty position of the person

who approved the mission/training?

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

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

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

0 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?
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Screen ‘ View Fields
Process e Was risk management process communicated?
Communicated 0  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?
e 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?

0 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.

e ‘ View Fields

Environmental: Details | General e What was the temperature at the time of the
about the environmental accident?

and weather conditions at e What was the altimeter setting in inches of
the time of the accident. mercury at the time of the accident?

e What was the altimeter reading at the time of
the accident?

e What was the pressure altitude at the time of the
accident?

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

e Was the weather forecast correct?

Visibility e What was the sky condition at the time of the
accident? Specify if broken, overcast, or
scattered.

e How visible was the horizon?

e What was the visible distance at the time of the
accident?

e What visual obstructions were involved?
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Wind e What was the wind direction and velocity when
the aircraft was aloft at the assigned or en route
altitude?

e What was the wind direction and variance on
the surface?

e What was the velocity of the wind on the
surface?

e What was the gust speed of the wind on the
surface?

Moon e What were the general weather conditions at the
time of the accident?

e Was the moon above the horizon at the time of
the accident?
o0 Was the moon visible at the time of the

accident?

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?

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

¢ What effect did the environmental condition
have on the accident?

e How confident are you about the effect of the
environmental condition on the accident?

e Was this condition know or avoidable?

0 Why was the environmental condition
unknown or unavoidable?

0 Provide a detailed description of the
environmental condition.

o Describe when the environmental condition
occurred in the sequence of events.

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

0 Describe the overall impact of the
environmental condition on the incident.

o0 Provide a description of how the
environmental condition actually caused
and/or contributed to the accident.

e Which aircraft are associated with the
environmental condition?

e Which personnel are associated to the
environmental condition?

¢ Provide information that can be used to help
minimize the chances of this happening again.

0 What do you recommend?

o What corrective actions are recommended?

o At what level should this recommendation
be implemented?
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o If Army: Which Army agency is responsible
for this recommendation?

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.

e ‘ 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 established e Materiel Factors Investigation

during the investigation. e Analysis

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

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.

SereE ‘ 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:

e Date of interview

¢ Who conducted the interview

¢ 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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Documents

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

Documents: Attached Attachments e Select file type
documents are associated e Information provided in the file
to a screen and if e Name of the file
applicable, a screen list e Remarks
item, such as Personnel > .
[person] or Aircraft > .

[ ]

[aircraft].

Area associated with: Specifically
Description/Caption
Select file

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 still will 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.

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

1

Create

Click ~ RePot  from the Reportlt task bar.
2 Click  StatinExpertode . |

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

3 Make your selections for your report and accident type.
4 Click 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
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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 heeded 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: The fields in | 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?

e Select the Form Type

¢ Select the Classification

e 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.

Note: Investigation Board is not available in 285-AB Report.

Investigation Board: Add a Board Find User...
Defines the investigation Member e AKO User Name (search)
board member list for the - ["y/ie\y/Edit Board Details for a board member include:

report. Member

Name (populated from AKO)

Email Address (populated from AKO)
Rank

Branch

Classification

Board Position

Rating

Board Member Permissions

Follow the steps below to add an investigation board member:

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 (L) Add Board Member .
4 . i
Enter the [AKO User Name] and then click Find User..
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Step Action

5 Complete the following fields:
e Branch
e Board Position
e Rating
.. 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 arr T 3
se the report section listing below to specify permissions for this Board Member. }
T
= &3 Permissions for this Board Member %
} ; Manage Board Member —~ 4
; —_r-@ Entire Report Permissions SO J::'
""" % General (Read-only) LY
Board Member Permissions for the {
""" Eé Personnel (Read-only) Materiel (Read-only) section g
? j """ S Risk Management (Read-only) If the box below is checked, this Board 3
1 /5% Materiel (Edit) Member will have the ability to edit any Y
information for the specified section. ;
o ?@ Environmental (Read-only) g
: Permission(s) have been saved. i
""" ?@ Witnesses (Read-only) 3
""" 5 Documents (Read-onl) ra Board Member can Edit all information E
f. within this sub-section g’
; IMPORTANT- You must click the Save bution ?
3 to save any permission changes é‘-,
I
3 3
3 C | H
3 5
%Wﬁﬂquﬁ
7 Click RELER IR UIER= DRSNS to return to the Board Member List view.
8 Repeat the steps to add another investigation board member as required.
9

Click MU IVEST EUDIREREIRS 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

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
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:

First Name/Last Name/ Ml

SSN

DOB

Gender

Personnel Service Code

Rank or pay grade

MOS

Unit Information (For Military Only)

Duty Status at the time of accident

Flight Status

Date individual hired/assigned (time began

work)

e Continuous work without sleep (hours sleep in
last 24 hours)

e Was this solder deployed within the 365 days
prior to the accident?

Injury/Activity

e Severity of lliness/injury
e Body Parts and Injuries [fields]
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Days away from work

Days hospitalized

Days of restricted activity
Treatment/Care [fields]

Activity at time of accident [fields]

Training /
Equipment

On field exercise / named operation

Activity part of tactical training

Last time individual received training

Protective Equipment

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

e Drugs
e Were night vision devices being used? [Model]

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

e Materiel Associations

e Environmental Condition Associations

'_H‘Jw' F“—'—“M__\ﬂ-..-'\ -H_r_'ﬂ_—‘
10ver\riew Investigation Board | General | Personnel | Materiel | Risk Management | Environmental Witnessesp

5 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 Mame SSN Rank Personnel Classification Edit Delete
Up Down
@ Testing, Tester KHK-¥X-3456  E5 Active Army & X
* Person, Testing KHKH-HK-4567  Civilian Army Civilian & K

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

DNone with Personnel

L.,-*u--u-..u,.\.H.,-..---..auu.v---‘._.ua---..--—\;vvuvhu,,_m-bJ-vuu.\,_fuquu,ﬁ.t\,quu,rvuw;vy. e L

3
{
{

Personnel Screen [Expert Mode]
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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 Is this materiel an explosive item?
0 Net explosive weight
0 Lot number
o DoDIC/DoDAC
0 Quantity

Component

e Add Component Details [fields]
Nomenclature
Part Number
National Stock Number
Manufacturer
EIR/QDR Submitted: EIRQDR Number
Add Failure [fields]
Add Root Cause [fields]
0 Add Recommendation [fields]
e Personnel Associations
e Environmental Condition Associations

OO0OO0OO0O0O0O0
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e, D T ,
g_mh:.r;‘e:u Gener;r’ Personnel Mate;i\ﬂ“lz\rﬁi,r;rw:‘wmesses Documents | Audit

Materiel List

Add, Edit, or Delete Materiel

Materiel involved in this accident/incident 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.

Move Mowve
Up Down

A Materiel 1 MDL123 &7 b4
Materiel 2 MDL45E

Mame/Description Model Edit Delete

4

Arrange materiel
items in desired
order for form

printing

LT i T T T i L DML PR T

Edit or Delete ) Add Materiel

materiel items

45 Collaboration [|Forms @ Ask For Help

&1 Content Manager N
Cl

ose the Materiel
SCreen ' Done with Materiel

B g o WP T S R A S T P R O LTI e T N LR A

=

Materiel Screen [Expert Mode]

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

Screen ‘ View Fields

Risk_ Management: Risk Management e Level Mission Risk Conducted At:
Details about risk e Risk Management subsections:
management performed o Risk management performed

by the responsible
organization.

Risk accepted
Risk management communicated

Leader in charge
Senior leader

O0O0O0O0

(7 REPORTIT

Risk considered/control measures
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Risk Management Performed

Pro\nde information about risk management performed including approval and involved leadership.

t what level was the mission/training conducted?

[Select One] 1 R 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.

Was Risk Management performed?

-+ Risk Management Performed
- Risk Accepted = Yes ' No

Complete
guestions for
each section

Risk Considered/Control Measures
‘- Leader in Charge 2

- Senior Leader

Click each RM
section to add
the details

Click Save & Continue
when all sections are

i @
{
i
é Risk Management Communicated
i
E

e g e ey et g e e b W e P e et e

complete
g-’»CoIIaboratmn |Forms @Ask For Help
‘J Content Manager
|
Save & Go Back
\M.r-ﬂ‘.,\,_h_m__m T i S AU

Risk Management Screen [Expert Modé_]_d

Environmental

(7 REPORTIT |

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

were present at the time of the accident.

Environmental: Details | Conditions e Add Condition [fields]

about the environmental  Add Recommendation [fields]
and weather conditions at

the time of the accident.
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Conditions

%

Witnesses

REPORTIT

c

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

Environmental Conditions and Corrective Actions @

Add Condition 1 "fCIi::I( Add
\Condition button
Condition: @
[Select One] E

Select the

Contribution: @

[Select One] Contribution

[=]

Materiel Associations

Select materiel
association(s)

|:| Materl 23
[ Mater123765

Personnel Associations

Select personnel
association(s)

[[ITesting, Tester
[[Person, Testing

Click Save to save
selections.

Environmental Screen [Expert Mode]

Condition and

Reportlt User Guide

Page | 58



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 require witnesses. If this section is
optional for your class type, click the Done with Witnesses button to continue.

Screen

Witnesses: The Witness
screen is an optional
screen to enter witness
information for an

‘ View

Witness List /
Witness
Information

Fields

Add, Edit or Delete Witnesses: Provide general
information for each witness, such as:

General or Limited Use Report
Witness Name

accident. Witnesses can be e Address/Phone #/DOB
ad:jed, 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
¢ \Who conducted the interview
¢ 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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~ b b L S - u ) s % * bl . - b LY \ . by * -
ovenview | General ‘ FPersonnel Materiel | Risk Management Environmental Witnesses Diocuments

I

‘Witness List

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.

Mote: This section is optional for this form type.

Is this a limited or general use report? @
@ |imited Use

@) General Use

TRALASLLAN A, M A AL,

Mame Nurnh_er =7 Location at Time of Accident Edit Delete
Interviews

£ Sawit Witness 1§ location at the time of the ac ... P

» () Add Withess

Forms | (@) AskForHelp
= content Manager

'
>
{
o
=
é

-

Done with Witnesses

L - ¥ - -; Al e
Witnesses | Documents | Ad.

. .\ : * N v % b : L) b - : -¥--\ : v
wverview | General Personnel | Materiel Risk Management FEnvironmental

" Witness List Witness Information Interviews Promise of Confidentiality

.|Witness, Sawit

~Interviews for this Withess

'\ 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

= 9/9/2011 Susan Byrd (Recorder) & x

() Add Interview

Y

LY

Ay Ay, T TRCRTES, Aoty A s A Ay A4

SN Y WY _FAWY FLSSPN RY _SV WE SP S NP NIV PN W S 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 o Select file type
documents are associated e Information provided in the file
to a screen and if e Name of the file
applicable, a screen list e Remarks
item, such as Personnel > .
[person] or Aircraft > .

[ ]

[aircraft].

Area associated with: Specifically
Description/Caption
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, .xlsx
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 & Attach 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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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 (I , 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.

Reportlt User Guide Page | 62



Overview | Investigation Board | General | Personnel | Materiel | RiskManagement | Environmental | Witnesses | Documents | Audit

(7 REPORTIT |

|

Documents Screen [Expert Mode]

3.2.2.2 Aviation [Expert] Report Screens and Fields

4

Attachments 3

{

Supporting documents. §

1

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. l;

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. E

)

>

= :

) 1 ;

Click Attach ]

Document button 7) i

4

Attach Document: 1

- ¢

Association Method: @ I

Attachment |Z| J\;,

3

File Type: @ /

Map of Accident Site [=] @ 5

File Title: P

Map of accident st Complete the %;

ap of accident site required fields 7

Remarks: ;

This is a map of the accident site - ?

. ) ¢

Associate Attachment Record Type: >

Incident 3

P

r

Description/Caption: Cli 5
e - ick Save/Attach to

This is where the accident happened| save your changes ¢

3

| selea Click the Select button 4 3

to locate the K

@ supporting document SEIEMEED E

i

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.

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

Get Started (Expert Mode)

Get Started: The fields in
this screen allow you to
define the report type, .
classification, etc.

Get Started e Was this person (or persons) involved in this
incident on-duty?
Did this incident occur during or is your unit

currently in a combat operation?
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e Select the Form Type
o Select the Classification

o 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.

Investigation Board: Add a Board Find User...
Defines the investigation Member e AKO User Name (search)
boardtmember listfor the  "\/jew/Edit Board Details for a board member include:
report. Member Name (populated from AKO)
Email Address (populated from AKO)
Rank
Branch

Classification
Board Position
Rating

]
]
]
]
]
]
]
e Board Member Permissions

Follow the steps below to add an investigation board member:

1 Create a report or resume a report that meets the requirements for an investigation
board.

(Refer to Error! Reference source not found.) or (refer to 3.5 Resume a Report
to resume a report.)

Navigate to the Investigation Board screen.
Click (&) Add Board Member .

Find User...

Enter the [AKO User Name] and then click
Complete the following fields:

e Branch

e Board Position

e Rating

g A~ WIN

Motes

__ The name and e-mail address fields are pre-populated and not editable.
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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 Permissiohs w7 T et T Doy
; U

se the report section listing below to specify permissions for this Board Member.

="@3 Permissions for this Board Membe
& Permissions for this Board Member Manage Board Member -

=1 Entire Report Permissions &)

?@ General (Read-only)
Board Member Permissions for the

{53 Personnel (Read-only) Materiel (Read-only) section

) Risk Management (Read-only) If the box below is checked, this Board

{57 Materiel (Edit) Member will have the ability to edit any
information for the specified section.

E@ Environmental (Read-only)

Permission(s) have been saved.
E@ Witnesses (Read-only)

58 Documents (Read-only) 2 Board Member can Edit all information
within this sub-section

IMPORTANT: You must click the Save button
to save any permission changes

3 e | coer

AP b PP T i T Ay i e e
—h

EV'"*-.......JV"\-HW""UMWI\.«!wﬂf‘\f\‘h./wbmangvv“‘\)w‘“ﬂn‘r-—’“

z
?
[

Click RElEAUURUIERSEIR R to return to the Board Member List view.

Repeat the steps to add another investigation board member as required.

Click MUV EUDIREREIRS 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.

e ‘ 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 submit a ¢ 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:

First Name/Last Name/ Ml

SSN

Gender

Rank or pay grade

Duty Position

DOB

Personnel Service Code

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

Injury Occurrence [fields]

Escape/protective [fields]

Injury/Activity Personal Details [fields]

Duty Status [fields]

Condition [fields]

Body Parts and Injuries [fields]

Treatment/Care [fields]

Personnel Evacuation/Escape [fields]
e Location in Aircraft [fields]
e Exit Attempted [fields]

Protective/Escape
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Escape Difficulties [fields]
Lapsed Time for Rescue [fields]
Personnel Survival/Rescue [fields]

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

(/ REPORT IT

Vehicles Actually Performing Evacuation [fields]

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

b i b it dake . W e
Crveridwr | Imvestigation Board = Genaral | Persannel | &drcralt | Risk Management | Ermdronmental | Hamathve \'I'I'Ii!s.sg
- 1 | L _ |

Personnel List

Add, Edit, or Delete Personnel

Personnel involved (caused, contributed, or were injured) in this accidentincident are lisled 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
Up Dawn
W Testing, Tester W0L-KK-3456  E5 Active Arrny
f Person, Testing HOO-)0-4567  Cralian Ay Crvalian

ﬁumw
Contractor

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

q,j Add Indiidual |

Edit or Delete
personnel

Closes Personnel
screen

2% Coliaboration Forms | @ AskFor Help

MName 55N Rank Personnel Classification Delete | ?

- None with Personnel

Personnel Screen [Expert Mode]

Reportlt User Guide




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.

Fields

Create a record for each aircraft involved in the

accident. For than one aircraft involved, the order in

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.

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
Army Command Type

o0 Army Headquarters

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

Operation Type

Flight Plan

Night Vision Device/Systems? [Define]
On-field Exercise? [Define]

Fire Present?

Flammable Fluid Spillage?

Digital source collector installed?
Aircraft icing?
Aircraft turbulence?

Fire Starts (If fire present) [fields]
Digital Source Collectors (If digital source
collectors installed) [fields]

Flight data: Emergency; Accident [fields]

Oo0oo0oo0oo0oOo

Screen ‘ View
Aircraft: Details about Aircraft List
the aircraft that were
involved (unit, mission, Aircraft can be
maintenance history, added, edited, or
damage, etc). deleted
General
Information
Impact

Airspeed at impact (in knots)

Flight path direction and angle (in degrees)
In-flight roll direction and angle (in degrees)

Obstacle identity, collision height, strike

sequence and Conspicuity: Add Obstacle [fields]

WSPS Installed: [fields]
e Ground Speed at impact (in knots)
e Vertical Direction and Speed (in feet per

Vertical direction and speed (in feet per minute)

In-Flight pitch Direction and angle (in degrees):
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Screen

‘ View

Fields

minute) at major impact:

Flight Path Direction and Angle (in degrees)
Most accurate measurements

Impact Angle

Roll Direction and Angle at major impact
Pitch Direction and Angle at Major Impact
Rotation after impact

Vertical Impact direction and force
Longitudinal impact direction and force
Lateral impact direction and force

Enter additional remarks

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
Detail

Add Component/Part [fields]

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

Add Root Cause [fields]

Add Recommendation [fields]

Fire

Ignition Sources [fields]
Combustible materials [fields]
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Overview | Investigation Board | General | Personnel | Aircraft | Risk Management | Environmental | Marrative

Aircraft List

Add, Edit or Delete Aircraft

Provide information for each aircraft involved in the accident.

Mowve Move
Up Down

a4 ABC3456 & b 4

4 \ CHD1234 RUZID Affi X
\ P
Y.

Serial Mumber MTDS Edit Delete

Use the up and down

arrows to arrange

aircraft report order. Edit and delete icons.

£ Collaboration ||| Forms | @ AskFor Help | -
Close the Aircraft
screen when all
aircraft are entered. Done with Aircraft
Aircraft Screen [Expert Mode]
Risk Management
The Risk Management screen is for class C accidents and above.
S ‘ View Fields
Risk_ Manage_ment: Risk Management e Level Mission Risk Conducted At:
Details about risk ¢ 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

OO0OO0OO0OO0O0
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Risk Management Performed

Provide information about risk management performed including approval and involved leadership. %
¢ ¢
g Level Mission Risk Conducted At 1k SelectLevel :

Company - ,}

: ¢
{ Risk Management subsections are displayed in the leftmost list below. Click an item to work with that 5
§ section. Complete each section prior to clicking Save & Continue. 3
Y

2 . . 7
I ..... Who Approved the Risk Who Approved the mission/training {
é ----- Risk Management Performed Rank: {
..... sk Acceptes 1

----- Risk Management Communicated 3 ?‘

----- Risk Considered/Control Measures Duty Position: f

----- Leader in Charge 2 [Select One] T Complete E

----- Senicr Leader questions for !
each section {

Click each RM g

i section to add the i
g details Click Save & Continue ]
2 when all sections are i
complete 3

£ Collaboration [ Forms @Ask For Help ‘}

g |*,J Content Manager ?
3 . ;
5o 8 GoBack [Save 8 Continue B

[J‘

inue
\r‘-—"\_,,_}

B e S

o T e S
Risk Management Screen [Expert Mode]

Environmental

(/4 REPORT IT

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

were present at the time of the accident.

Screen ‘ View ST S
Environmental: Details | General e General Weather Conditions
about the environmental e Moon above horizon?
and weather conditions at « If Yes to Moon above horizon: Moon
the time of the accident. Illumination Data [fields]
Conditions e Add Weather Condition [fields]
e Add Other Condition [fields]
e Aircraft Associations
e Personnel Associations
Recommendation e Add Recommendation (for each condition
added)
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Wwv-HM~MWM%
¢ General Conditions I

% Environmental conditions, ed Click "Add Condition"
to add a condition.

=l Weather Conditions 1 1
P Add Conditicn
- Other Conditions

’m‘ Complete displayed

flelds

Condition: @ Contribution: @ r2
[Select One] - [Select One] -

Aircraft Associations Associate Condition to
3 Aircraft if applicable

There are no Aircraft available for association.

Associate Condition to
Personnel Associations Personnel if applicable

o T A e i A e et T R o e e iy e, e P A T e

4 Click “Sa\_fe” to save
[C] one, Personnel the condition
9
| Save | | Cancel |

Environmental Screen [Expert T\?Ibde]

Findings

When an accident report has human errors, materiel failures/malfunctions, and/or environmental
conditions, Findings and Recommendations are required. The new “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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Cwarview | Investigation Board | General | Personnel | Aroraft | Environmental | Narmative | Frongs | Witesses Dmu|m|

Findings & Fscommenditiont

Findings & Recommendations

Cligk Build Findings button o display all findings and recommendations in the window below.

option to edit the bext, these edits will not be syndhwonized 1o your oniginal entries in materiel, pesonnel, of environmental findings and
2=l

To refresh the window with any new infermation, dick the Rebuild Text button. WARNING: All changes will be lost, such a6 formatting o

Eﬂdlthw' EHHWFWFIW. EddEnvrmtlFlwl 3]

WARMIMG: The informaticn displayed in the text box is 8 snapshot only of the information you hewve entered in the report. While you have the

mandations, Any new findings and recommandation entries are 1o b8 adcted uwing the links below 1o relurn 10 the Sppropriate seens

sdditional tex
mﬂuﬂ Findings || -

2]

This edit window allows you to format
the text within it, such as bolding,
creating paragraphs, etc. Please do
not add new findings and

recommendations directly into the
window.

g* Colaboration Forms I Ask For Hih ! Content ul'llgif. 5 I

has to be done only once.

1 | Click Build Findings button to display the findings and recommendations for this report. This

2 Review the displayed information for accuracy. Do not add new findings and

in step 4).

recommendations in this window (refer to step 3 and 4). Format text as desired (note warning

|| 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 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.

£od

Finding Editable Window
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c

Apply one recommendation to multiple levels:

With the new recommendations enhancements, the user will have the ability to select one or more
recommendations for a root cause.

Recommendation
09 - Improve Facilities Or Seraces -

¥ Unit B

The unit, command, or activity best capable
2 of implementing the action(s)

Unit 12345 - Command Army Unit

Corrective Action:

This is the corrective action to be taken.
This is the corrective action to be taken to
correct the mistake that the user made

Cheracters: 127 Ramaining: 873 (1000 chlrlcll-ri
allowed. )

"I Higher

] Army

Save Cancel

1 || Select the recommendation.

Click the checkbox far the levels to carmry
out the recommendation and complete the
required information.

Click Save.

Recommendations Dialog Box
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Narrative

The Narrative screen is where you record the facts, conditions, and circumstances established during

(/4 REPORT IT

the accident investigation. If your report is a Class A or B, on-duty accident, a narrative of

investigation is required.

Screen ‘ View

Narrative of Narratives
Investigation: Enter the
facts, conditions, and
circumstances that were
established during the

investigation.

Fields

The four main sections of the narrative include:
e History of Flight
e Human Factors Investigation
e Materiel Factors Investigation
e Analysis

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

Overview | Investigation Board | General | Personnel ﬂu’rcraﬂ_. Risk Management | Environmental Narrative]

_ Green checkmark
AT indicates this section
has been cornpleted.

Investigation Narrative

7~ History of Flight
-+ Pre-flight Phase

- Flight Phase 1 I
" Post-flight Phase

tl Human Factors Investigation

tl Materiel Factors Investigation

History of Flight : Flight Phase

iJ

| Analysis
Click the plus sign
to display
narrative subsets,
Click the Save
button after each
entry.
—
& Collaboration ||| Forms | @ Ask For Help

|=q,_'1' Content Manager

Save & Go Back

WP R RV W IR WOV W N e T TN Y W T C U TR W Y T Y

3
3 A\
[Save |l Save & Continue Jp

3

PV WY WGy VRTT Y SR S W R N N TR RN Y TR Y WY ‘.Amwaﬂmwgp‘f

Narrative Screen [Expert Mode]
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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.

e ‘ 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:

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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Qvenview | Investigation Board ‘ General | Personnel | Aircraft | RiskManagement | Environmental | Marrative = Witnesses | Documents | Audit {
: . 4
Witness List j

|

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 delefe interviews for a witness,
click the pencil icon in the Number of Interviews column.

Note: This section is optional for this form type.

Name Number of Interviews Location at Tirne of Accident Edit Delete

=N Witness Sample 1.6 Standing on the corner of Main ... & X
%

\ | / T

Edit interviews for
the selected witness.

Add, edit or
delete a witness

£ Collaboration | [ Forms | @ Ask For Help

=]
& Content Manager N
|4,.J Content Manager Closes the |

Witness screen - = -
Done with Witnesses

F Y O W AT W TR W TR Y YW CFTWRR Y Y Y W W T Y e N Y W YWY Y LW R Y Y R R Y W LN Y Y A

Aircraft | Risk Management

Imvestigation Board ‘ Generdl | Personnel w

Environmental | Marrative

Viitness List Witness Information Interviews Promise of Confidentiality

-|Sample, Witness

Bk b My O AR AL A AR AR A Ak A Ak bl AR Ak

Interviews for this Witness

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

> Drate of Interview Interviewer Edit Delete

o= 9,/1,/,2011 Susan Byrd (Recorder) & b4

(3 Add Interview

Y &% Collaboration ||| Forms | (@ AskFor Help
|¢3 Content Manager

Save & Go Back j

Tl il e gt I it e B b B S i B B o 2 e o e o W BB o B B n i b A

Witness Screen [Expert Mode]
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The Documents screen is for attaching documents external to the report application, such as maps,

pictures, etc.

Screen ‘ View

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

Fields

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 the forms that will print for this accident.

Remarks can be added to a form type as required.

ATSEITEAS Fares

Supporning documents.

Please note there 5 a 10MB limit on file size

Aftach Document

Association Method. &
Atachmint =]

File Type:. @
Map of Accident Site E|

Fie Title
Map of accident site

Remarks
This is @ magp of the accklent site

Asgociate Attachment Record Type
incident [=]

DescriptioniCaption:
This = where the accident happened

O O Tt e N o N S S T T T TSuee— [

Owardew | Imusligabon Board | Generasl | Pecsonnal | Aecrad | Risk Msnagemesd | Efitonmentsl | Namatve | Wilnesses | Doturints | Audt |

Supporting documentation can bé attadhed and sulmtted eecironically with an accident repon (oplional for this repon type)

To atiach a new documend, cick the Add Docwumend button To edit of remove a documen], chck the appropriate icon in the kst of documents.
Once you are Sone with the Substantiating Documentation section, sehect Done With Documentation 1o move 10 the ned section

Chck Attach
Document bution

Chek SavelAttach 1o
save your changes

Chck the Select button
to locate the
supporting docurren

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, .xlsx

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 ws  Attach 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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11
If this is a file that will be attached, click ﬂ , 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.

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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|
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Report Audit

Report Contains Errors/\WWarnings

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

Report button at the bottom of this page.

ﬁ;21 errors found | v, Warnings (0 warnings found) E]’Nostepsﬂagged

Cur inspection of the information you have provided indicates that one or more steps contain either
E[rors or warnings. The table below lists each errorfwarning. The Possible Action(s) column provides

These results can be refreshed by re-auditing the report. To initiate another audit, click the Audit

General

My The Location Description (exact location) is mandatory and l Eix this Error... '
must be included in the report. (Error Code: 00003)

My The Location Type is mandatory and must be included in Eix this Error...
the report. (Error Code: 00010)

/iy You'veindicated 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: 00697)

You must specify the mission. (Error Code: 00758) Fix this Error...

B

Ay You must specify the Army Headquarters/Army Command.  Fix this Error...
(Error Code: 00892)

A You mustindicate if the accident was due to Army Fix this error....

Operations, (Error Code: 01053)

’#‘MA,“A. e ik, ine b s A b aladiidis b b i sk e i o e it

»

Audit Screen

RAA AN A A AR ol AR A A AN A B AR AL Ay i i N Nk

Y W NPT Y Y T S W W S A Y
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Follow the steps below to audit a report.

Step Action ‘

1
Audit
Click for the active report.

2 Click ‘ [ To the best of my knowledge, all information for this report has been provided. @ 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|o$ 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.

r

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.

] Fix 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 o [I8d Save & Return to Audit |
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Step Action ‘

6 Repeat steps 2-5 until the report is error-free.

. b il ey
Overview | General | Personnel | Materiel | Risk Management | Environmental | Witnesses | Documents | Audit

Report Audit

A
%

.\[

s
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.

AN

Py

e AR AL

[ Forms | (@ AskForHelp

Save & Go Back Done with Audit

F I I Y I N W e N Y N N N T & iy nn® ¥ PN

Result: The Report Audit is Complete page displays.
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Step Action

(o] [fs’d Done with Audit §

P A A 4 A M A A A M kA g s A A ea AL A A A Al M A
1 T TRlskManagemem Environmental

Overview | General | Personnel | Materiel Witnesses | Documents |Aud|t Submit

Point of Contact | Reviewers

3
1
£

» }{

Peint of Contact (POC) 2 Information

«

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.

4
The current POC for this report is shown below. Click Continue if this information is correct. Click the iE provid
Change Point of Contact button if you would like to appoint someone else as the POC . to ha(

‘ Change Point of Contact... {.{

the lin
The fields below are read-only and are intended for verification purposes only. 4’

Searg
Full AKO Name (read-only) 3
Susan Byrd TEST &

*

1
i AKO E-mail Address (read-only) page,
i susan.e.byrd ctr@us.army.mil Infor|
A

ﬁ Additional Rej

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

=
Organization L Support & Feg
USACRC

E?Flags {

Unit Identification Code (UIC) o Checklist £

P
Title b Settings o

Business Analyst

Civilian

{
Rank or Grade {
4

Phone

3
SATLFOTIATTe o a a5, i B i s, 01 0 B a0 B B 7

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" A report point of contact (POC)

v" Command and Safety Office 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.

Action

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,

[leq Save & Continue |

Or

— :
To appoint someone else as the point of contact, click ‘&' Change Point of Contact...
complete the displayed fields and then click EENEEEEIITIT.

Result: The Manage Reviewers screen displays. This screen defines the four steps to
add a reviewer.

f Notes

L There are five steps if there is an investigation board. The Investigation Board
~ Reviewers are notified first. No other reviewers can be added until the Investigation
W= Board completes their review.

3 Click © AddReviewer |jn the Step 1- Command Reviewer(s) and enter the name of the
reviewer 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
button.

-—
—
= = =y
-

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 ‘

4 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.. | ||
Results: The reviewer’s 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.
Reportlt User Guide
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Step Action ‘

5 Repeat steps 3 and 4 until all command reviewers have been added.

e AT A N ettt e s i Py T A

J

Manage Reviewers

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

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

Step 1 Step 2 Step 3 Step 4 All
Command Safety Office | Recommendations | Courtesy Copy
Reviewer(s) | Reviewer(s) Recipient{s)

Supervisor/Command Review Section &

Click on the "Add Reviewer" button to add supervisory/command reviewers for this report. Add as
many reviewers as needed.

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.

At least pne reviewer is required for this report.

I T e T T o I it e T L

Reviewer Name pre ELD\;: Title Organization 2;'::“ Remarks
b A . & CTR Us Army Not Yet [ & X
ladan o Combat MNotified
Readiness
Center
p M L CTR Us Army Not Yet [ & XK
- . Combat Motified
Readiness
Safety
Center

@ Add Reviewer

[ Forms | @ Ask ForHelp

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

M’WMWuwmﬁwmﬁu‘ww

e L i et N i U e e e e e I e G g Pt e e Y,

#

“ s 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
routed.
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Step Action

6 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 C.

OR

You can manually add Safety Office reviewers.

Click © AddReviewer i, 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.

7 Repeat the Add Reviewer step until all Safety Office Reviewers have been added.

8 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.

9 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.

10 Click MRuRalE RIS SRl IEE vhen you are finished adding reviewers.

Motes

An email notification is sent to the first reviewers with the basic report information. The
= report now displays in the In COC Review view of your Reportlt 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.

Step Action

v

] [f
Go to your dashboard or click D from the Reportlt task bar.
2 Locate the report to resume in My Dashboard view.
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3 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.

Click from the Reportlt task bar.

2 Locate the report to view as a form.
3 Click I,

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.

1 n‘éea“s‘a@
Click 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 .
Click Forms at the bottom of the active view.
5

Click the |- CREnFoms ..
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3.6.2 Open the Digital Folder (285 and 2397 reports only)
The form view displays in the digital folder in a .pdf format. The digital folder parts consist of:

¢ Open Forms: Displays the report type form and all forms created dependent on the
accident report data.

¢ Rightside of digital folder: Displays the Index B of the report, which are the technical
reports that end with —(#) and are applicable to the report type and classification.

o Left side of digital folder: Displays the Index A of the report, which includes any
supporting documents attached to the report.

o Digital folder: Displays the right and left side of the digital folder in a .pdf tabbed format as
a complete form.

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.
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)

N~ WN

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

Eports &je ummr MW.MWM'WWW“ﬁwﬁ

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 medifications, ;i‘

?
9¥ Looking for a specific report? Try the New Advanced Search Feature by clicking the Advanced Search link in the tree to the left. !;
{
11

ize: (20 - 2Zitemsin 1 pages }
Page size: Pag 3

Status Form Class Reportlt ID uic Accident Date Date Created + E:?Rg“ Action

|
3
]
‘.
1'

MM C R20120207004 uic123 27772012 3/15/2012 5712012 saéda@eE ?

!

3

Rejected . 3
AGAR | Reportable R20110520001 856974  5/20/2011 5/20/2011 6/19/2011 szacds&dBEa 3
iR o -] 3
M Mllj liJ Page size: 2 items in 1 pages §
kS “r g P — = 7

Reports In Rejected Status (Submitter)
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c

i
f

i, TV ol e e W
f@mmf@ﬁ:d) -

This view shows all reports that you have reviewed and are in a Rejected status. All reports in this view are read-only.

E 9¥ Looking for a specific report? Try the New Advanced Search Feature by clicking the Advanced Search link in the tree to the left.

o e T e e

I
Sitemsinl pages?

! Status Form Class Reportlt ID Created By uIc Accident Date Date Created ~ Eftceﬁgue

. . ?
iRl R Reportable | R20110829002 - 8/20/2011 8/29/2011 9/28/2011 @ Qe !
¢
4

Rejected 2
AGAR  Reportable = R20110801041 - WACCTL 87172011 8/22/2011 8/31/2011 4 ae
)

wwﬂummw_mw
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.

Extension Request

Status of this Extension Request @ Regquest Submitted By @
flew [not yet submitted) Byrd, Susan E Ms ARMY GUEST USA OSA USA

—ument Report Due Date @ Requested Dus Date @
=]

11/22/2011

justification for the Ext Request @
M e e- Bula X B W
il

D i ing this ion reguest is listed in the table below.

| File Description Uploaded By Associated With |

[res— |

Attach/Edit a File:
Desaription:

| select

Attach Il Gancel

Submit.... | | Cancel |

Request 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 afile by:

1. Enter a description of the attachment.
2. Click |_*=%_to locate the file to attach.

3. Click. Atch |
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.

Form Class Reportlt ID Z Accident Date Date Created =

R20120522002 -- 5/22/2012 5/2272012

Delete Report Icon

Follow the steps below to delete a report:

Step Action
1 Locate the report to delete.
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Click I |

Message from webpage [ﬂ

| Are you sure that you want to permanently delete this accident report?

| ok || Cancel

L 4

Result: The delete confirmation message displays.
3 Click L % to delete the report.

3.10 Review a Report

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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~

R s

My Tasks | Cruick Summary Reviewer Remarks

b

— MMy Review Steps

Please complete this step now q

Step 1 - Review

Option #1
Quick Summary

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

When your review is

This option allows you to
open the completed form
in another window and

execute your review via
the form.

While conducting yvour
review, the Reviewer
Remarks tab can be used

The first step of the process Is 1o review the information in this report. To meet the
wvarious needs of reviewers. three options are provided. Please read each option below
to determine which path is right for you.

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.

Wwhile conducting your
review you can provide

B T )

o=

Sy T ATV e v w AL

complete, the Rewviewer o enter general commentary directly in

Remarks tab can be used commentary the page being reviewed. 4

to enter general ?—

commentary. The form preview will G
open in another browser

window. H

;1

[®. Quick summary... | [®.  Review Form... | [, Review Report... 4

(e

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 makes a single selection below:

© 1 concur with all infor

(o

| Concur with information in this r t with the Conditions Specified Below

(o

| DO NOT Concur with i information in this

Additional Comment(s) or Condition(s)

LT o Y

>
%
4
i
L
S
Z
A
Characters: I (Unlimited characters allowed. ) 3
9
Qe Saving your concurrence or nen-concurrence does not complete your review. To i
complete your review you must complete the last step below. )’
P
Save M nce o
3
B
H
%
Step 3 - Forward
B
IT you would like to view all specified reviewers or add new reviewers, click the button (2
below. £
Otherwise, go to Step 4 H
“iew or Add Reviewers.._ :)?
1>
- — s
Step 4 - Finish {
You must complete this step to finish your review. &
=
3

T—

AT

FR A A AN A A A M P A M A AT My R A A AR AR AL N AR A T R AT R A A AT R A LRI T A M P M iR

b

I Return g Mwashbpard. ,__.L R JE— - P e
Reviewer Task Screen

Follow the steps below to review a report.
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Review the Report...

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 ReportIt.

https://web.usacrcdev.com/reportitdev/Pages/ReviewerSummary .aspx?i=52716766517532753086a444d4366594e71767a5a61673d3d

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 & 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.

2 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.
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To review using Option 1 Quick Summary:
f—k Quick Summary...

e Click

e Review the information presented
My Tasks

e Click tab

OR
To review using Option 2 Review Form:

e Click c—‘c&, Review Form...

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:

Click C‘g Review Report...

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)

e When you have completed your review, click MalE S Rl VREE S

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 | concur with the information in this report with the Conditions Specified
Below OR I 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,

Wiew 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.
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3.10.1 Add Reviewer Remarks
While reviewing a report using Option 3: Step-by-Step you can add remarks to the report.

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 L o Y 5 h -
= Forms = [f Reviewer Remarks r@ Ask For Help

P

Reviewer Remarks (This Report Step)

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

- U Reviewer Remark(s)

e

YTV W VI W W W W YT n Y

J ._.j Command Reviewers

“

‘ J & Byrd, Susan E Ms ARMY GUEST USA OSA USA (Mo remarks)

|l Content Manager

"

I'm Finished - Return to My Tasks |m

Enter remarks and then click | >2/¢ REMarks..

Reviewe: Remaiks | 1his Repoit'awep) .

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

.

'\Enler 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 - = Charscters: 78 Remaining: 3322 (4000 characters allowed.
ey -7-;--|” ——
L

~ Save Remarks | | Cancel ‘
L WY N P N VN oW W W W W YW N N TV UV N W
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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.

Ve ¥ vy Y Y W W MY R RNy Y NTY R ol N

-JU Reviewer Remark(s)
:I_..j Command Reviewers
j& Byrd, Susan E Ms ARMY GUEST USA O5A USA (2 remarks)
. ----- & Add Remark
E """ 7 9/14/2011 10:49:42 AM: This is a remark. This is a remark. This is a remark.

~ e 0 971472011 10:52:24 AM: THis is another remark. THis is another remark. This is another remark.

Ao aiA A Sk b A A kA

[} Safety Office Reviewers
PN W S Y N N W N N T W N SN NP WY N P Y T N Y e

3 Click RRURRIIELLIERICITURCRREELE to return to the Reviewer Task screen.

1

When you click MUSSMEIZSSIETIRCRIEESS] the report is forwarded to the next reviewer (or
back to the submitter if you are a Primary Reviewer who rejected the report).
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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:

Create a discussion/topic using COllaboration

Flag a report

Display code values or change your field list settings
Use the textbox toolbar

Attach a DocumentNew!

AN N N NN

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.

Reportlt ID Created By = J;:tc;dent [C)?::t: d- i:tceR[Eue Action

R20120507002 WEOBBY  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.

Step  Action
1 Locate the report for collaboration in your Dashboard.
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Click &,
Result: The Collaboration Summary screen displays.

Accident Report Collaboration Summary

Collabaoration 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... | | Cpen Report...

Report Collaboration | Report Summary

Accident Report Collaboration

b The Report Collaboration tool provides a convenient means for submitters, Safety
“ Officers, and Board Members 1o 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 title

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

., Learn more about the Collaboration Tool...

Create New Discussion... ] @

Discussions/Topics Replies Status Last Post

No records to display.

From here you can:
o Returnto 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)

Click Save Discussion/Question

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
3 Discussion Title ) 8/31/2011 8:42:01 AM
o Created by susan.e.byrd 0 Active/Open by susan.e.byrg

Components of the Collaboration List:

Discussion Topic Title: Hyperlink that opens the discussion.

Replies: Displays the number of replies to the discussion

Status:

Last Post: The date, time and by whom the last post on the discussion topic.
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Click the Discussions/Topics name link to display the discussion topic.

Discussions/Topics

L Mew discussion
Crea‘d by gail w hadden

A
B e e e e S e WO

|

S,
i Accident Report Collaboration Summary

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

| Return to My Dashboard.. | | Open Report...

Repert Collaboration | Report Summary

New discission

3 Discussiof entries and responses for the selected thread are shown below. To add
i a responsg, click the Add Comment/Response button below.

[ Return to Discussion List Add Comment/Response ]

' New discussion 11/5/2012 3:53:31 PM

gail.w.hadden This is a new discussion
Fresident v

o e e e e T e eyl o e Vgt N i S i g

<
%
¢
:
%
]
;
%
;
H

%

From here you can:

e Return to My Dashboard...
Open Report...
Return to Discussion List
Add Comment/Response
Close this Thread

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.
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Overview | Investigation Board | Witnesses | General | Personnel | Aircraft | Risk Management

Environmental

Narrative

Documents

Audit ‘

Intre Personnel List

To add a new person, click the Add Individual button. To edit an existing individual, click the pencil

Tell us about the personnel involved (caused, contributed, or were injured) in this
accident.
icon. To remove an existing item, click the red X_

Use the up/down arrows to change the order of the personnel (If multiple people involved/injured).
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

3 section.

-

7| Moveup Move Down Name ~ SSM  Rank  Personnel Classification Edit  Delete
4| | No records to display.

(&) Add Individual

|

& Collaboration “ Forms | (@ AskForHelp

|..,3 Content Manager

Done with Personnel

>

© Information Center i~
‘-—wi The Information Center
' () provides quick and easy access
) to helpful information,
To search help resources click
the link below.
Search Help Resources....
Click the link below to go to
the Information Center Home
page.
Information Center Home
Additional Resources v
| Feedback v
] Flags v
o Checklist [v]
[ Contact Us ]
13 Settings v

Ty T T Ty Y

Collaboration from a Reportlt Page

Follow the steps below to create a collaboration discussion topic within a report page.

Step
1

Action

Locate the report for collaboration in your Dashboard and open to the desired page to

create a discussion topic.

2

Click the & Collavoration a4 at the bottom of the screen page.

Result: The Accident Report Collaboration Summary view displays.

Click Create New Discussion...

Reportlt User Guide
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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:;\ Leam 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/CQuestion |

Result: The new discussion displays in the collaboration list. A discussion created
here is viewable from the Collaboration Summary view.

4 Collaboration Ferms | @ 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 Collaboration Tool

Create New Discussion... | @

Discussions/Topics Replies Status Last Past
g_\j Test Discussion 0 Active/Open 11/5/2012 4:11:35 PM
Created by gail.w.hadden by gail.w_hadden

Join Discussion..

Click ‘iewReport Collaboration Summary - 4 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.

Retum to My Dashboard... | | Cpen 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 Collaboration Tool, click the Help link
below.

I, Leam more about the Collaboration Toal...

Create New Discussion... | @

Discussions/Topics Replies  Status Last Post
Lj Test Discussion 0 Active/Open 11/5/2012 4:11:35 PM
Crested by gail w_hadden by gail w_hadden

Join Discussion...
View the Associsted 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 C — The Safety Office Console) the ability for you (the

submitter) to Collaborate with your Safety Office will be enabled.

Overview | General Personnel Materiel Environmental | Witnesses Documents | Audit

General

General Information
.-4‘3 Need Guidance?

Date & Time of Accident : @ Period of Day: @ Occured During Combat: @

_ Use Report Collaboration to
20120412 0800 [SelectOne] - @ ves @ No ask your Salety Office(s) for

Guidance...

Due to Army Operations @ Were explosives or ammunition present?

, _ C Information Center
@ Yes © No ©Yes © No

Brief description of the accident. @

| provides quick and easy access

r ;  Thelnformation Center
(

to helpful information.

To search help resources click
Charscters: 0 Remaining: 200 (300 characters allowed.) i
the link below.

Search Help Resources....

Accountable Unit Information @

unituic: @ Unit Name: @ ) )
WGTO1A Accountable Unit Click the link below to go to

TN IS, . e Y

the lnfarmatiamCenter Home

To initiate the CoIIaboratio?,cIick the link “Use Report 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. o
i Lr R I T e

.5 Step 1 - Provide a Title and Content Tor this Discussion or Guestion

Discussion Trie &

Content (question, cameent or repsy) @
#BTF <2 b - -

% Step 2 - Select the Participants to be included

Z
?

The tree below contains indiiduals slgibie to collaborate on this accident repart. To remave a
specific parson from the nolifcation ist, remove the check beside his/er name. Dy detaul, al
Individuals in the tree will be notified.

3 “1 €% Collaborators for this Repart
T Bl (0 Sataty Offices Asigned ta this Repart
E O GTS Ten L
| & Ga# Hadden TESTL
[ Cancel | [ Save Discussion/Guestion |

Reportlt User Guide

Page | 105



Click Save Discussion/Cluestion |

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.

B W e I TP
4 t
; &5 Callaboration [ Forms @ Ask For Help

g-i

Clo:
Accident Report Cellaboration

The Report Collaboration fool 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, Learn more about the Coliaboration Tool...

e U PN

Discussions/Topics Replies Status Last Post

Discussion title 0 Active/Open 11/7/2012 2:22:48 PM
Created by gail. w.hadden by gail. w.hadden

Join Discussion...

3
? [ Create New Discussion... ] @
g
{
E
U

Click VYiew Report Collaboration Summary - tq ngyijgate to the collaboration summary of all
discussion topics for this report.

T Y e G W e |

Accident Report Collaboration Summary

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

Return to My Dashboard... | | Open Report...

Report Repart

£

]

Z

g A rridant sk .
é . Report C

b

]

2

?

7 The Report Collaboration tool provides a convenient means for submitters, Safety
g‘ 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.

H,I Learn more about the Collaboration Tool

[ Gost N Dacunson.. ] @

Diis:

ssions/Topics Replies  Status Last Past

w Help needed o Active/Open 4713, 7 35820 PM

Created by gail w

3

@ Join Discussion..
& Vigw the Associsted Report Step

A T A AT,
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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 C — The Safety Office Console) the report will display
in your dashboard under the Safety Office Reports (Collaboration) — Reports In Draft

section.
‘.,_,.—J\-u-

[£] I've Reviewed (In COC Revi
@ TI've Reviewed (Rejected) (5)
[£] I've Reviewed (At CRO) (1)
i I've Reviewed (Final) (29)
E| 1 Safety Office Reports (Collaboration

----- || 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 2" 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 dlscussm[l

L T P L A PR LT, ¥ ot g

Motes

e e = B S

Pepen Colaboration | Mepan Summary |

Mew Di 1 Topic or

Creating a discussion Ihread allows you 1o pose a question to Safety OfMfice

i Advisors. Board Members. or any other collaboralors in this report. When a
thread is created, the other members of the collaboration group are notified
and are able to provide answers and feedback

Step 1 - a Title and for this or

Discussion Tile &2

?
3
T
§| conent @uesion, comment or reply) &
1 4
[T T T e————
) £
2 Step 2 - Select the Par o be 4
The tree below contains individuals eligible to collaborate on this accident report. To remove a %
Specific person from the notific ation 51, remove the ©heck beside isher name By default, ail
individuals in the tree will be notified
; (5l €% Collaborators for this Report b
= & Subn r
F1E Susan fyrd TEST 4
o Safety Offices Assigned to this Report F
S GTO Test 7
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3 Click Save Discussion/CQuestion |

Result: The new discussion displays in the collaboration list and the submitter will
be notified via email of this new discussion.

, —
3
; Report Collaboration | Report Summary

L

Accident Report Collaboration

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

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

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

n,‘ Learn more about the Collaboration Tool... <

@ ,

Discussions/Topics Replies Status Last Post ‘l

Created by gh.test? by gh.test?

!
% [ Test Discussion 0 Active/Open 4/15/2012 8:58:26 AM

Join Discussion...

! — )

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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[ Cnecklist

| -

o

Overview

|+l Investigation Board
- General

- Personnel

""" 5% Personnel List

j 1 - Byrd, Susan

-] General
S Injury / Activity

G Training / Equipment

5 Mistake / Associations

t| 2 - Test, tester

- Materiel

- Bb Materiel List

=J- Model Not Specified
. -] General

t;f" Explosive
B ‘IZE} Component

4] Model Not Specified

3 ModgiNot Spegifisd o o o,

W W YR Y W T W WY T Ry

|

REPORTIT |

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.

1 From an active report, open the Reportlt Sidebar by clicking |** if needed.
| Envirenmental ‘ Marrative ‘ Documents | Audit ‘
£ Information Center v
ntain either (@ Additional Resources v
amn provides 5 Feedoack =
=] Flags v
' Checklist v
[ Contact Us v
the Audit s Settings v

|

2 Navigate to the page you want to flag for revisit.

3 Click ™ to open ris * in the Sidebar.
Result: The Flag This Page checkbox displays.
Click Fiag This Page [ ™I checkbox.

5 Click EEQ.

Result: The flag appears in the Report Checklist and in the Report Audit.

& General |
5 Impact
5 Damage

"'}' Compnnentl!arl Detail

BRI MR B RO W R

errors found . 1, Warnings (0 wamings found) -r? 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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1 In an active report, open the Reportlt sidebar and click the Settings option.
o
2 Information Center e
ﬁ Additional Resources W
ig@fSup:l;:n:urt&'.Fvaneu::il::lar:lc: v
5] Flags v
v Checklist v
[ ] Contact Us W
8 Settings - ||
N

2 Check ') Show CodeinLookups i

3 Click the Sort Lookups By: drop-down list and select Code.

4

Result: Fields codes will display in list of values that have codes from the PAM 385-
40 tables.

4.6 Textbox Toolbar

Textbox fields allow the user to enter data freely as needed for the report. With free data entry, there
is a chance of typing errors, or maybe you would like to copy and paste the data from another
application. Reportlt provides you with a toolbar that displays with an active textbox field to assist
you in data entry.

A toolbar will display with the following options when a textbox is activated:
Search

Spell-check

Cut, Copy and Paste

Undo and Redo

The image below explains the tools available on the Textbox Toolbar.
| Spell-check | | Copy | | Undo |
Search ’ ] %,J = ) ! Redo |J
Y e bas oo

~
=0 =
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4.7 Attach a Document New!

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 for review based on the user’s role.
Those eligible to attach a document while it is in review are:

Safety Office Reviewer with Edit Rights

e Submitter
[ ]
4.7.1 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 a Final status. To attach a document
while the report is in review, follow the steps below.

e From your dashboard click on the Submitter — In Review section and click the attachment

i
{Iﬁy Dashboard

icon !

|
|
‘«
|
§
|
|
|

{ @ & ——

4 . e
@ Dashboard Help & Tutorials..

& My Profile

[ My Alerts

| #8 Advanced Search..

5% My Accident Reports
| B Submitter

| In Draft (20)

Reports In Review (Submitter)

U P S P

This view shows 2l accident reports created by you that are being reviewed by your commander(s), Safety Officels), or recommendation reviewers.

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

BRI exesen -]

2items in 1 pages]

é In Review (2) Accident Date Date Crested =
0 g :J:;: E(: AGAR Reportable R20121105001 117572012 s21/2012 12752012 ¢ a@p %
)
g : 5:[:;;‘-&) AGAR Reportable R20120518003 WGTO3F 5/16/2012 5/18/2012 6/29/2012 e s QD *i;
| B2 Investigation Board (][] ]2 ][] Pagesizm[z0 2items n 1 pagey
| Dmoarm !
| B 1n Review )
j | @ Rejecied ) E
@ Past Due (1) ,’
% B atcre 1
| « Finalized (0] H
| B Reviewer }
[ For My Review (1) 5
i [ rm Reviewing (2) ,)
; [ I've Reviewed (In COC Review) (i E
@ TI've Reviewed (Rejected) (1) H
[E] I've Reviewed (At CRQ) {0} §
L've Reviewed (Fina ) | e et i T S |
e The Supporting Documents page will open in a separate browser window.
¢ Click Attach Document
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Live Mode &

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 a2 10MB limit on file size.

Valid file types include: .bmp, .doc, .docx, .gif, jpeq, jpg. .pdf, .png. .ppt. ppbe tif, tiff, e, xls, xlsx

Open File Type File Title Association Edit Delete

DS —

e e

| No records to display.

—

¢ Inthe Attach Document section, complete the information and attach the file

e Click Save/Attach

TWMNHMWW‘W
Attach Document:

e

/
>

Association Method: @

File Type: @
4 - Diagrams and/or Photographs |Z|

File Title:
20121105001 Accident Photo

Remarks: @
Enter remarks about the attachment -

Associate Attachment Record Type:
Incident

Description/Caption: @&
Accident 20121105001 -

[¥IThis attachment has a landscape orientation (default is portrait).

sovnan

N i e m A N T N N B P P I P A ey v PR LT P
1
B LN L L BN TRE L JTIP, I TR o T B T L NP W

!
ﬁ

¢ When all attachments have been added, close the browser window to return to your
dashboard.

4.7.2 Safety Office Reviewer with Edit Rights
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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

o T e e e e T T e e e e
£ My Dashboard 3
; - ;
{ i B ——————— s | Reports For My Review 3
» ' : 13 e et repts, tint e e gyt e, B e s g 1 fhe (18 a6 w0 a8 ps b, b 1
: i
) WF Lociing for a tpmcific neprt? Try e bew Advanced Sasech Fstunes by cicking the Acvanced Taarch frk in the tres b the ieft 14
{ ©
|

£
i beffed ol ] sagessefs - e 1 1 pagedh
{ 1 0 Review @1 Statun, [ Cme  BegoemiD Crmatedt By e Acxicterd Dustn Dute Crnsted = :’:_‘w_"“ Aot
l: @ Repected (1) i rd
{ AR o RIOLA0228007 TEST1 W 2R Elecle bl AER & 2] =
{ @ Past D (4 T ser: Jores £
i f = » wifelzhal o] sagesse(n + 1paged
E B L Investigation Board £
‘I ! In Daft (1) =
f B inne 2
7 A Pt Duae (1) :
[ le: :
i i £
i  Revicwer =
é [ For My Review (1) E
! £ rm Reviewing 21 =
{ & Fve Revicwed (ejectedd (1) ‘-
sl W PR PO b e i e i, B LGP

e The Safety Office Reviewer Tasks page will open.

e InStep 1 — Review, under Option #3 — Step-by-Step, click | Review Report.

e You will be taken to the Submit tab of the report, click the Documents tab

Overview | General | Personnel | Materiel | Emvironmental | Witnesses | Documents | Avdit | Submit

Paoint of Contact Reviewers

Reviewers for This Report

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

o 'i'he Supporting Documents page will be displayed
e Click Attach Document

VL A e e
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N Lt ¥ 1% Wm%w_ﬂ_ﬁﬁj
{ Owverview | General | Personnel | Materiel | Emvironmental | Witnesses | Documents | Audit | Submit
Attachments
|
4
Supporting documents.

f

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 T0MB limit on file size.

4| Walid file types include: .bmp, .doc, .docx, .gif, jpeg, .Jpg, .pdf, .png, .ppt, .ppbe bf, 4ff bt xls, xsx

Open File Type File Title Association Edit Delete

Mo records to display.

el i ik B o il

|@ Aftach Document |

e e g e e e g e o e g g

{

e e e T L e e e r e

In the Attach Document section, complete the information and attach the file

Click Save/Attach
T Attach Doc Ut T

Association Method: @&
Attachment -

B T T

!

File Type: @
[Select One] -

File Title:

Remarks: @

i

Associate Aftachment Record Type:
[Select One] -

Description/Caption: @&

i

| Select |

[[1 This attachment has a landscape orientation (default is portrait).

Sawve/attach || Cancel |

T T Y Y R e N ik WA N

R T I i e L e L P

|
|
}
?
%
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When all attachments have been added and you are finished reviewing the report, click

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 Reportlt

There are a number of ways to get help when working in Reportlit.

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
o Open the Reportlt Information Center and peruse all help topics

Reportit Information Center

3 Reportlt Information Center
e

ey - Guidance a
E wentty Adked Questions Overview
ED Acromyms @ Welcome 10 the Reportt information Center! Resources wihin the sechon are provided 1o assist your accioent reporing inifiatives and ko provde adational
B witormation about ATy Accident Reparting in general
S Using Reponft Gatting Started |
s [ Doeuments T Access resourtes i INE INOMMaton Cenler. use e tee on The 167l Site of e BAgE 1 NAVGANE CAlEYOres And resburces. [ ]
4[24 Should 1 Report? Section
3 Get Stared Section @
"3 Inveitsgatson Bosed Section What is Reporit? Adelitonal LinksResources
. Wt estion Repot will be a centralized mechanism for collecting injury, illness and koss repons to help the Amy maet its applcable regulatory requitements and . b
[ Gemeral Iformation Sestice effectively manage its safety and occupational health program. Reporth, in combination with the improvement of the Army Safety Management Information _-{-r . s

System - Rewised (ASMIS-R), is necessary to reduce accidental loss. This automated incident reparting system will meet the funclional needs of both
command organizations and users. & will alse improve regulatory compliance by offering a single, standard, and efficient process for reporting incidents.

+ (23 Persoanel Section
2 Materied Section
< ) Aircreft

+f [ Mamative of Imvestigation

i Submmisgion Saction

5 [ Satety Office Management

e A Y
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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:
Policy — Guidance

N

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.

Step  Action
1 Click Search Help Resources... link in the Information Center tab.

= antarmation Center

The Information Center

1
'h provides quick and easy access

to helpful information.

Te search help rescurces click
the link below:.

Search Help Resources....

Click the link below to go to

the Information Center Home

A A AL LA A \Anu,\ml\}.

page.
Information Center Home

ha

R e i B e B I B o BB

Result: The Search the Information Center window displays in a new IE tab.
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2 Enter the search text in the Search Terms text box and then click[ Search... ]

Result: Help topics that meet the search criteria display.

Search the Information Center

Enter a search term or terms in the box below and click the Search button.

Search Terms
Class | [ Search

ITTesults found.

© pireraft. 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,
or fired from a cannon.

© Biosafety Level 4 (BSL-4)

No description/preview provided. Click the link above.

PV TP WA W T PR rry SR IR TP R O G

© 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
results in a fatality or permanent total disability. Note that unmanned aircraft system (UAS) accidents are cla...

A Abh b

© 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 when 3 or more personnel are hospitalized as in-patients as the result of a single occurrence.

© Glass ¢ Accident

An Army accident in which the resulting total cost of property damage is $50,000 or more, but less than $500,000; a nonfatal inju
from work or training beyond the day or shift on which it occurred or disability at any time: (that does not mee.

]

Class D Accident

An Army accident in which the resulting in total cost of property damage is $2,000 or more, but less than $50,000; a nonfatal inju
job, medical treatment greater than first aid, needle stick injuries, and cuts from sharps that are conta...

© glass E Accident

An Army accident in which the resulting total cost of property damage is less than $2,000.
W T N N oy R N N R Y ™ P T P WV N SV VU PV A VT PN W W W INEY

Ediach A snis bt Bas bbb, AT, 00 AL, Sk 4 A

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.

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.
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" NP Abadih a Bt bd hen i b
i F
‘" Owerview | Investigation Board | General | Personnel | Aircraft | RiskManagement | Ermwironmental | Narrative | Witnesses | Documents | Audit i
& k-
. Board Member List :
1 4
j > i
‘. Add, Edit, or Delete Board Members o 5 <
“ =/ Information Center A ?
* Members of the Investigation Board for this report are listed below. To add a new board member, click 1
i the Add New Board Member button. To view/edit or delete an existing board member, click the The Information Center 1
. appropriate icon for that member. !
£ provides quick and easy access )
i
. Name Classification Board Position Edit Delete to helpful information. :
il & Susan Byrd TEST 5 Recorder & b 4 ;
4 <
q (& Add Board Member To search help resources click 1
: the link below. :
{ Search Help Resources. b |
; 4
:' Click the link below to go to ]
“ & Collaboration | [~ Forms | @ Ask For Help the Information Center Home {
] Done with Investigation Board page. F |
b, Information Center Home i
1 Additional Resources are screen &
)4 . . - . . [@ Additional Resources |~ !
i spe('.lﬁc to assist youm completmg ¢
4 the screen data requirements. - [0 Investigation Board Member Duties {
<«
J — E
3 i Feedback ¥ 4
P N W R Y Y S WTY TR W PTE W ST S A I W PRy e / et - o

- Reportlt Information Center

4 Search all Categories/Resources...
*[B) Palicy - Guidance

[d] Frequently Asked Questions

j ‘&) Acronyms

“[&) Terms and Definitions

[ Using Reportlt

el

+|" 3 Documents
+I" 3 Should I Report? Section
+I"[[3 Get Started Section

[ Investigation Board Section
~ [ Witnesses Section
4] 3 General Information Section
+I" [ Persennel Section
=I"[Z Materiel Section

+][d) Aireraft
4] 3 Narrative of Investigation

=I"[Z Submission Section
habe b A AR e, anr b bbb A g s gtk pussd® b

5.4 Ask for Help

Investigation anrd Member buties

Investigation Board Member Duties

A A s Al e

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, regardless of its composition.

=3

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 pamphlet.

(b) Convening the board at the earliest possible time after notification that an accident is to be investigated.

A AN A A8 AL AN A i

(¢) Organizing the board and assigning areas of investigative responsibility to each member.
(d) Taking control of the accident site upon arrival and after the area is declared safe for eniry by rescue, explosive ordnaa
b

(€) 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.

A

() Coordinating for all required investigating equipment necessary to conduct the investigation.

(g) Dispatching members of the board to perform their duties

3
{
1
i
b
k'
r
"

o ) E2115003 IG.0EC0,for and reqyest 20dMonaLice nieal 353ISIANte 5 ARG, o o sus st aamsin st s b aani

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.

Action

1 Create an accident report, or resume a report.

Click & AskForHelp

Result: The Ask for Help steps display.
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c

Step Action

3

Complete steps 1 — 2, and then click Submit Help Request.. (Step 3).

4% Collaboration ||| Forms [@ ﬁskForHeIpHC”CkASkar 1

Help.

@ View My Help Desk Requests for This Report Section

Ask for Help

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

Our Help Desk personnel will be notified and will assist you as soon as possible.

v

Step 1:
Your Army E-mail Address (required)
susan.e_byrd ctr@us._army._mil

Enter your
Army E-mail
address.

Just follow the quick steps below.

Step 2:
Please describe your question or issue in the box below (required):

Entera
description of
your question
orissue.

Click Submit
Help Request. .

Step 3:
Submit your Help Request.

#  cancel |

Submit Help Request...

e T iy A Y e e e e e o e e e

(
s
i
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4 . Close . .
Click L~ inthe help request submitted message box.

f\wﬁwmwmm i WP e NP T Y
@Collabaratiun [ Forms @AskFarHelp

& 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 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
w  P-0060 10:40:14 AM A tect. 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:

¢ Reference to the DA Pamphlet 385-40 details or form block numbers
e Field definitions
e 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 - [E‘;elect One] =]

Operation Type: @ Flight Plan: @ Night Vision Device/Systems? @
[Select One] |_:

Emergency. Refers to any situation wherein the personnel
involved sense a need to take appropriate measures to reduce
On-field exercit the effects of the situation or prevent injury/occupational

® Conflict/Of illness, property damage, or further materiel failure. @ Unknown

DA Form 2397-AB Block 12a
Fire present?
O ves ©
Accident. Provide the flight parameters at the time when the
major impact/accident occurred or accident sequence stops if
Digital 50Urce ¢ g major impact occurred (could be same as emergency data). [Bft turbulence? @
Yes Yes Mo

DA Form 2397-AB Block 12b

Flight Data: @

Click on one of the options below to open.

i Emergency

- Accident

LMW VO W R Y WY W W VTS W P W I W W WS

FYNY Y WY YW WY W W PN W W WYY W W PN N YT Y Y W LV NN ¥ NN Y SRR W T Y
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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.

- P Y
7 Support & Feedback

Support
Ack for Technical Support

Regquest a Feature

Ask 3 Question

1y

Reportlt Issue Tracking System

e,

{ Feedback

i Take a Survey...
{\“w

Luwiuvhwhuivmvmﬂhwv'v

Take a Survey...

It is important for us to learn about your experience working with the Reportlt 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.

— Y T
L7 Support & Feedback

Support
Ack for Technical Support
Reguest a Feature

{

{i

1
4

Ask a Question

Reportlt Issue Tracking System

Feedback
Take a Survey...

Luwiuvhwhuﬂvmv%ﬂhwv'v

?
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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.

M,n

!

|

Contact 0t

Help Desk Duty Hours:
0600-1B00 (Central Time)

E-mail: SAFE.Helpdesk@conus.army.mil

ar

E-mail: zafe-helpdesk@mail.oil

Phone: (334) 255-1380

DSM: (312) 558-1390
{—"""'\‘_\“—A_A_NL_._‘W“J‘"_J

Ask for Technical Support

If you run into errors in the Reportlt application, you can report these directly to the Reportit
technical team for review and assistance. Using the Ask for Technical Support option, Reportlt
captures the Section and Form Type from the report.

H Ty Sy
Joy Support & Feedback -
P

Support (
Ack for Technical Suppo

Request a Feature
Ask a Question

L, P N ST I

b#‘"'rwdh'\,\',)“uuvuph#\ﬂbuvﬂuw —

Reportlt [ssue Tracking System

Feedback

Take a Survey...

Mr‘wwhﬁ;—'\hﬁ\rﬁu‘“\/\u}

Clicking the Ask for Technical Support hyperlink opens the Reportlt Issue Tracking System (RITS).
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H it i i e W g i,

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.

s | (1]

Search the Issue Tracking System by entering search termis) below. 3
Issue Status Summary
Search Term(s)
Open In Progress Resolved
earch...
262 46 631
Issue List - Issue Detail Submit Issue 5

Title (short name that shows in the issue grid)

Detailed Description

What are the steps to reproduce?

# New Bug Report

Section: |[Expert Mode] Personnel - | @
Form @
Type:

Severity: |Low v| @

[T 1 wish to be contacted by a member
ofthe Reportlt Development Team
regarding this item.

[Tl wish to be notified when this item is
updated or comments are added.

To report a bug, suggest a new feature, or
ask a guestion, 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 question of the Reportit Community
and Development Team.

Overview & Instructions 6

The Reporlt 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
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 at the top of the page.

Submitting Bugs, Feature Requests, and

Description

1 Return to My Report... button

You can return to your active report and close the Reportlt Issue Tracking
System screen.

Oueasti
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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.

PN

Links to report another bug or issue, request an enhancement, new

5 feature or change to the application, or ask a question.
B 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 button.

Search the Issue Tracking System by entering search term(s) below.
Issue Status Summary
Search Term(s)
Open In Progress Resolved
materiel list 262 A5 631
Remove Filter
ue Submit Issue I 5 Y

The Issue List displays as Show All
Submitted Issue. You can click the
drop-down arrow and change the filter
to Show My Submissions Only. % Report a Bug..

Report an application malfunction or
invalid functienality.

Toreport a bug, suggest a new feature, or

The list below contains bug reports, feature reque ask a question, make a selection below.

Filter Options
| Show All Submitted Issue  [=] [ D |

W Request a Feature or Change...

Suggest new functionality or an
CE]23456 78910 . BN Pagesie S | 948itcms in48 pages enhancement o existing functionalty.
0 Ask a Question...
Status  Type Title FormTyp. i d Navigate the list using the Next Agk a question of the Reportit Community
R4 — ™ and Previous arrows. Change and Development Team.

L+ 4 | AAARdoesnot requireabrief |, pp the number of issues to display

description of the incident . ;i -

: — — in a page using the Page Size

Primary position of injury option. Overview & Instructions

with respect to the body part
T & (guided) should say primary AMAR 1/1 99 1 The Reporilt Issue Tracking System (RITS)

aspect - same for Secondary provides a single source of submitting,

s 4 i aspect viewing, tracking, prioritizing, and providing

What object or substance commentary for application bugs,

directly caused this injury - - features/fenhancements, and questions.
14 LS Y jury ,andq

AAAR not required TAW DA ABAR Unspecified 0/1 100 0

Pam Using the Issue List

Describe all actions taken,

planned or recommended to The Issue List contains all publicly visible
w B | eliminate shauld inst sav ABLR n/n % 0 izsias far tha Banadit annlicatinn Yo ran

Description

1 Search for bugs or issues with search terms that you enter.
2 L

Best practice is to search for existing bugs and issues before you enter
one to prevent duplication.
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Component Description

Default filter is Show All Submitted Issue. To view just the issues that

2 you have submitted, click the drop-down arrow and change the filter to
Show My Submissions Only.

|1 Notes

If you modify your filter to Show My Submissions Only, the
« . Iissuestatus summary will reflect only your issue status

summary.

3 Navigation options for the Issue List.

4 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.

-

Bug report

o Resolved issue
W@ Deleted issue
< Change Request
@ Question

[+ 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 — Reportlt Release Updates

Reportlt v1.5.2.0 - Released 2012 Sep 28

New Features:
e Bug Fixes

Reportlt v1.5.1.0 - Released 2012 July 29
New Features:

e Bug Fixes
e Updated Contact Us email address

Reportlt v1.5.0.0 - Released 2012 May 23

New Features:

New Dashboard

Online Tutorial for Dashboard

Bug Fixes

Updated User Guides

Additional Online Tutorials for Safety Office Console
Performance Enhancements

Reportlt v1.4.2.0 - Released 2012 Apr 18
New Features:

Bug Fixes

Updated User Guides

Updated Worksheets

Online Tutorials for Safety Office Console

Report Editing for Safety Office Reviewers

Bi-directional collaboration between Report Submitter and Safety Office Reviewers
Courtesy Copy by Installation Safety Offices

Ability to associate UIC as Primary or Secondary to a Safety Office

UIC information validation when making single associations in the Safety Office Console
Enhanced Reviewer Page

Reportlt v1.4.1.0 - Released 2011 Dec 12

New Features:

Bug Fixes

Updated User Guides

Ground and Aviation worksheets for Expert Mode

Enhanced Findings and Recommendations (see User Guide Appendix B)
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Appendix C — 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.
€

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 (SAFE.Helpdesk@conus.army.mil).

Wy Dashioard | Issue Tracking System | Safety Office Console

)=

My Dashboard /

Safety Office Console
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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.

JFHQ-MN

JLN Test

MEDTST

o MS Test- 2

Melsan 50

NGB

») REPCRTITO

SF - TEST 01

SMB Test

TechQC Safety Office
Third Level Safety Office
TO6 Office

TRADCC

Training Safety Office
TSAE

USAREUR. (Tth Army)
2 Vanna SO

O VERLA
¥ e

Safety Office Components

e = P o2
4 My Dashboard | Safety Office Console L
Safety Office Routing Management Console
9= LJ Safety Office Routing Management Safety Office Routing Management
h @ Training and Tutorials... 2 ;
=1 All Safety Office(s) Overview [/1 Report \ .
- (i Add Safety Office... Reportlt allows Safety Officers to define the Safety Office(s) with Submitter Xy
which they are affiliated and to manage associated units and
Another SO personnel. This management console provides a convenient means - Report
FORSCOM of doing the following port
) _ ) safety Center SUBMISSION ¢ommang
GH Test = Providing us with general information about your Safety Office Review Review
(s)
GTO Test « Identifying the units (UICs) for whom your Safety Office must i
SWH Off serve as reviewer. ./\
ice - Associating applicable personnel with your Safety Office(s)
. B Test and defining their role(s) as members - J 1
« Specifying and managing the manner in which Army accident S~
JB Test 2 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 adminstrater 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 viewledit 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

A Safety Office can serve as a primary or secondary reviewing office for one or more UICs. Within each respective
level (installation, unit, or Army Headgquarters) a UIC can have only ONE primary Safety Office, and can have
multiple secondary Safety Offices.

To add a new UIC to a Safety Office's review list, click the Add Unit link under the appropriate Safety Office in the
tree to the left. To edit an existing UIC click the link for that UIC

Personnel within a Safety Office

Safety Office Console

g e g g e g g g P e g et e e g g g

g

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:

o Safety Office Routing Management

= My Safety office (parent)
o Safety Office (childl)
o Safety Office (child2)
= All Safety Offices
= Add Safety Office...: Used to create a safety office (parent).
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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)

o 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

¢ Associate UICs within a safety office

¢ ldentify accident report concur requirements for a safety office
e ldentify accident classifications for a safety office

¢ Enable report editing for a safety office

¢ Enable report editing for office personnel

Notes

Report Editing is only applicable for non-board reports.
L
If you are a Safety Officer, at the end of this chapter you will be able to:
¢ Assign personnel to a safety office
¢ Associate UICs within a safety office
¢ ldentify accident report concur requirements for a safety office
¢ |dentify accident classifications for a safety office

e Enable report editing for office personnel

Notes

Report Editing is only applicable for non-board reports.

S

Create a new Safety Office (Reportlt Administrator)

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.
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{ e N SN i, o bt
My Dashbeard | Safety Office Console

Safety Office Routing Management Console

4
i [z [ Safety Office Routing Management
4 @ Training and Tutonals...

Information for the selected Safety Office is accessible via the tabs below. Make the appropriate selection fo view or
~ (i Add Safety Office..

1) Ancther SO General

3 GH Test Safety Office General Information
- ('3 GTO Test

B —«J All Safety Office(s) work with that information.
- (/3) FORSCOM
-3 GWH Office

P
A

AN ’ )
.y To create a new Safety Office, enter all information requested below then click
- @) B Test the Save button fo the right M sae.
. ~H LE=

-5 JB Test 2
- (3 JFHQ-MN
- {73 JLN Test
- MEDTST

- MS Test- 2 Gountry
-3 Nelson SO E|

i NGe Street Address

-3 REPORTITO | |
. SF-TESTOL

3 SME Test

1 TechQC Safety Office
3 Third Level Safety Office Zip Code
3 TO6 Office

2 TRADOC

3 Training Safety Office
3 TSAE :
T s e e T L e

-

Safety Office Name

[

B

At

City

e O
e —— T Te— L L i e ST TR o S R ._.__..J

i B e
[l

{

i VN d
Add Safety 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.
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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1 My Dashbeard | Safety Office Conscle

' Safety Office Routing Management Console

Steps to create a safety office hierarchy:

1. Open the Safety Office Console.

Safi Office Routing M t .
= ‘J afety Office Routing Managemen Safety Office Routing Management 3
@ Training and Tutorials... s : I
£l L5 My Safety Office(s) Overview (/‘ Report _
| Bl @) GTO Test [read-only) Reportit allows Safety Officers o define the Safety Cffice(s) with Submitter )
; ) which they are affiliated and to manage associated units and
i [ @) GTO Test 1 (my office) personnel. This management console provides a convenient means - =
(53 All Safety Office(s) of doing the following: Report
= safetyCenter Submission o0,
B @) Another SO (read-only) + Providing us with general information about your Safety Office Review Review
e ) X ()
) FORSCOM (read-only) = |dentifying the units (UICs) for whom your Safety Cffice must
% GH Test (read-onk) serve as reviewer. AN
o 5 Test read-only) « Associating applicable personnel with your Safety Office(s) . 4
) and defining their role(s) as members - B H
+ Specifying and managing the manner in which Army accident ——
N reports are routed through your Safety Office(s) Safety Office
= ) + Specifying and managing the accident classifications routed Review
J ead-
2 JB Test (read through each office within your chain.
2 JB Test 2 (read-only)
2 JFHQ-MN (read-oniy)
. ) JPHQ-MN (read-oniy) Safety Office(s)
) JLN Test (read-only)
- ) Throughout the Army, Safety Offices exist within a hierachy. The Safety Office Routing Management Console
- ) MEDTST (read-only} provides a quick and easy way to build your Safety Office hierarchy and it allows you fo view all other offices and
" MS Test - 2 (read-only) their respective associations throughout the Army.
3 Melson SO (read-only) The Safety Office(g) 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
1) NGB (read-only) over which you have administrative or Safety Officer capabilities are displayed normally and can be edited by you
3) REPORTITO (read-only)
- freac-ony) To add a new Safety Office, click the Add Safety Office link. To viewledit an existing Safety Office click the branch
3} SF - TEST 01 (read-only) that contains the Safety Office name. Each Safety Office will display the following tabs when selected
) TechQC Safety Office (read-anly)
. Third Level Safety Office (read-onlv] Units within a Safety Office’s Review List
i d y Ufhice (read-only)
_ it e Safety Office can s jmary or secp

My Safety Office

2. Click [z next to All Safety Office(s) in the Safety Office Routing Management tree view.

3. Locate your [parent] safety office.

Notes

If you do not see the [parent] safety office, contact the Reportlt Helpdesk at
SAFE .Helpdesk@conus.army.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)

o If this Safety Office contains multiple personnel in the Reviewer role, you can

5_; ] 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:

oAl Primary reviewers must concur before the report is routed to the next Safety Office.

@ Only ONE 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
W= routing.
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REPORTIT |

General | Concurrence | Classifications | Association | Personnel | Units | Installations | Report Edifing

Safety Office Report Classifications GWH Office (my 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.

Class A

The resulting total cost or reportable damage is 32,000,000 or more, an Army aircraft is destroyed, or an injury andfor occupational
illness results in a fatality or permanent total disability.

Class B

The resulting total cost of reportable property damage is 500,000 or more but less than 52,000,000, an injury and/or cccupational
illness regults in permanent partial disability, or three or more personnel are hespitalized as inpatients.

Class C

The resulting total cost of property damage is 550,000 or more but less than $500,000, a nonfatal injury cawses any loss of ime
from work beyond the day or shift on which it cccured, or & 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 52,000 or more but less than 550,000, or & nonfatal injury that does not meet the
criteria of & Class C accident (no-lost-time casze).

Class E
The resulting cost of property damage is less than 52,000

Class F
Turbine Engine Foreign Object Damage Incident (FOD). Reportable damage confined to turbine-engines as a result of unaveoidable

internal or external FOD. Turbine engine FOD incidents are to be reported on an AAAR as a Class F incident, regardless of cost.
Reportable

All ocourrences that causs injury, occupational ilinsss, or propery damage of any kind must be reported to the
Soldiersfemployeesiunit's senvicing/supporting safety office.

Steps to configure report classification routing:

1.

o b~ DN

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.
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:

1.

View this office...

2. Change Parent Office...
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View this office link allows you to view all subordinate (child) offices of the parent office.

oy e,
My Dashboard | Safety Office Console

Safety Office Routing Management Console

(7 REPORTIT |

Subordinate Safety Office(s)

®

3} REPORTITO (read-only)

Subordinate Office Name

View

3 SF - TEST 01 (read-only)

o GWH Office 2

B

3 TechQC Safety Office (read-anly)

View this Office...

¥

2 Third

vel Safety Office (read-only)

TO6 Office (read-only)

™=

TRADOC (read-only)
AR

- R

3
3
I
b
T
H
=- l_J Safety Office Routing Management GWH Office 1 }
! i@ Training and Tutorials... ' . X X X i
3 N N Information for the selected Safety Office is accessible via the tabs below. Make the appropriate selection to view or
3 [1-155 My Safety Office(s) work with that information E
| [ 73 GWH Office (my office) 3
: " 7 General | Concurrence | Classifications | Asscciation | Personnel | Units | Installations | Report Editing E
£y Add Safety Office... 3
| Bl GWH Office 1 7
' [=1- 4 Al Safety Office(s) Safety Office Association GWH Office 1 ;i
2 Ancther SO (read-only) f
i ~ !
F —H Safety Offices exist within a hierarchy. This tab provides a means of madifying this
4. office’s parent Safety Office association. ;B
! - ~H {
! - Office (read-only) }
: 3
[~ @ 1B Test (read-only) Although you can navigate parent/subordinate Safety Gffice relationships using the free on }
” N the left side of this page, you can alse navigate up and down Safety Office chains by making P
1 B () JB Test 2 (read-only) the desired selections below. ¥
Bl @) JFHQ-MN (read-only) }
[ B @) JLN Test (read-only) Parent Safety Office / ?r
{ Bl MEDTST (read-only) Parent Office Name View ‘/ ?
1 2 MS Test - 2 (read-only) L o Office View this Office... }
: I
l Bl € Nelson SO {read-only) Change Parent Office.. j’
P % NGB (read-only) }
}
i
7
1
H
>
Y

e N N T WP g

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.

Reportlt User Guide

Page | 138



?GWH Office 1

7 Infarmation for the selected Safety Office is accessible via the tabs below. Make the appropriate selection to view or

work with that information.

General | Concurrence | Classifications

Association | Personnel | Units | Installations

Report Editing

Safety Office Personnel GWH Office 1

1. Warning

primary reviewer.

This Safety Office does not contain any primary reviewers. To be included in repaort review
routings for accident reports within the specified unit{s), an office must have at least one (1)

[E- #5 GWH Office 1
El i Safety Office Personnel

: @

L e Ve e R R e T L e W

I

Steps to add personnel to a safety office:

I#» Add Personnel... —_—

C e e e M e

New Personnel

Enter the person's AKO e-mail
address in the box below and
click Find.

AKO Usemame/E-mail Address

-—

ARMY

* D_ TR

|QFind... ||

Cancel

H
!
!
g
}
J
s
:
I
;
]
f
:
;
)
j
:
2
b
b
}
3
\
¢

Add Personnel

1. Inthe 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.
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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.Y
{General Concurrence | Classifications | Association | Personnel | Units | Installafions | 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.

!
i
5 = ;) GWH Office 1 Overview /_)g )
; E| p: Safety Office Personnel " i

g ey e e e L]

: Each Safety Office can contain 5_}
i Ly Add Personnel... miultiple personnel and each person

L within the Safety Office can be

! assigned multiple roles. To work with

personnel for this Safety Office, use

the free view to the left to add, select,

MOoVE, of remove.

Working with Personnel

A T g P e

Personnel Roles

%
|

Safety Office Personnel

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
- Secondary: Will be notified of the reports but has no approval responsibility
- 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 T L S IR YR

Roles

Additional

Safety Office Role(s)

Roles o which this person belongs are checked in the
list below.

General Safety Office Roles (optional) @

Clear Selection...

Safety Officer
Can add and manage reviewears and units
within this Safety Office.

Safety Office Administrator

Can create subordinate Safety Offices, can
add personnel within subordinate offices, anc
add Units (UICs) within subordinate offices,
and can specify roles for personnel within thi:
office and subordinate offices.

< |

L0

Reviewer Role (select one) @'
Clear Selection...

All Classes [=]
Class A [=]
Class B [=]
Class C [=]
Class D [=]
Class E Mot Applicable
Class F Mot Applicable
Reportable [=]

[« (][] ] ] [8] [

Mot Applicable

UL

M Ay AT i AR P A A R Y A A o (AP et et P P P i i e i

e i T

= Motify personnel of role update(s)

| Sawve Roles...

|| Delete Member... |

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 arole is not selected, the new personnel will have a read-only view of the safety office.
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% An Administrator of a higher level office must enable their subordinate office to allow them
to give reviewers report editability permission.

L

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, Reportable).
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
- Secondary: Will be notified of the reports but has no approval responsibility
- 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.

Y L e P

Reviewer Role (select one) & 3
lear Selection... ‘i
al s

4

All Classes E3 E2 ]
Class A B2 (=] ;
Class B (=] (=] I
Class C E3 [=] |4
F

Class D E3 =] |3
Class E Mot Applicable [~] E
Class F Mot Applicable (=] g
Reportable [#] NotAppiicable 4
F

!

4 I I 1

Personnel — Reviewer Role

Reportlt User Guide Page | 142



(7 REPORTIT |

Personnel Additional Information
I I L e W o N

)

-

Roles | Additional

Personnel AKO Information

General AKD 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 5t.
Braselton, AK
United States

I ST W TR L [ S g SRR S ST (W L L e R L ST T
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e L N
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 (revi
are notified the report is ready for review.

A QAT L e T e e e e e,

|
|
5
}

General | Concurrence | Classifications | Association | Personnel | Units | Installations | Report Editing

ﬂ Safety Office Units (UICs) GTO Test4

5 unitz under this office's purview. New Unit

=5 GTO Test 4
b‘- Add Unit... Units can be associated with this Safety Office any one
il of two ways. To add a unit (or multiple units) to this

[zl £ Current Permanent Units office's purview, make a selection below.

= Add a Single Unit...
Select this option if you know the UIC of a single
unit to add to this office’s purview.

Add Multiple Units from a List
" Select this option to associate specific units based
on partial UIC search results.

E
|
i

e e I e S L L Y T e T e e e e

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.

ewers)
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j Information for the selected Safety Office is accessible via the tabs below. Make the appropriate selection to view or
i waork with that information.

General | Concurrence | Classifications | Association | Personnel | Units | Installations | Report Editing

Safety Office Units (UICs) GTO Test4d ’

MNew Unit
[El- Q) GTO Test4 Add a Single UIC
E| ‘_‘u:." Current Units
&7 Add Unit...

Return to New Unit Options...

If you know the exact UIC for the unit to add under this
i Safety Office’s purview, enter itin the box below and
click the Add Unit button.

uic

1
L"ﬁ-—-i-‘:"‘ e
Enter the complete, 6-character UIC.

Click the Find UIC...button.
The Review Authority / UIC Addition Confirmation will be displayed

© N o O

Select the Review Authority for this UIC Options include Primary, Secondary 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. Secondary Reviewing Office — Reviewers from this office will be added to the review

chain as Secondary Reviewers (Will receive courtesy copies of each report but will have no
approval responsibility.)

c. 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.)

9. 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

10. Click Add UIC...

11. Click the OK button in the Add Unit confirmation message box.

The specified UIC has been successfully saved and associated
l ki with this Safety Office.

Reportlt User Guide Page | 145



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:

To add multiple units at one time, you can do this using the search feature in the Units tab. Create a
search value using the asterisk (*) wildcard and from the search results, select the units you want to
add.

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 DN

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.

ew Unlt eI

Search and Add Multiple UICs

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
set Enter a full or partial UIC in the box below.

uIC Wildeard @

g
i 54 results found.

[T &= wo0101 WOO01 704 MI BDE HHC (USINSCOM) *
é [ = WO00103 WDO01 741 MI BN CSG SOCOM (USIME
[
3
|
i
!
E

[T = woo104 WOO1 741 MI BN PENTAGOM (USINSt

[7] &= wW00105 WOO1 704TH MI BDE STDA (USINSCO

[ &= wo0108 WOO1 741 MI BN DJIATF SOUTH (UST!

[] &= WO0110 WOO1 741 MI BN (USINSCOM)

[ & WO00111 WO01 741 MI BM HOC (USINSCOM) ™
i +

Select All || Deselect All

To add UICs in the results list above to this Safety Office’s

purview, place a check by each applicable UIC, selectthe

review type for this office then click the Add UICs button
nelow To select or deselect all selected UICs click the

i appropriate button above

[

Review Authority for Selected UIC(s) @
Primary Reviewing Office -

S Add Selected UlCs... l

6. Click the checkbox next to the units to associate.
a. Youcan also click the Select All button to add all units in the list.
7. Select the Review Authority for the UICs Options include Primary, Secondary or Courtesy

Copy.
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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. Secondary Reviewing Office — Reviewers from this office will be added to the review

chain as Secondary Reviewers (Will receive courtesy copies of each report but will have no
approval responsibility.)

c. 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.)

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.

The selected UICs have been successfully saved and associated

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.

o 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.
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Click the Units tab.
Right click on the unit you wish to update
Click Set Office Review Type...

o > 0N

Click the “For specific dates only” checkbox
a. Enter the Start Date
b. Enter the End Date

6. Click Save Review Type...

Click the OK button on the Safety Office Unit Review Type confirmation message box.

B3 Safety Office Unit Review Type

The review type for the selected unit(s) have been successfully

JA updated.

)r—'---\_n_r-._\ e,
units under this oMZe's purview. e ¥

El- {3 GTO Test 4 !
&g Add Unit..

{

i [z} & Current Permanent Units

p - B WGT04A b

( [Zl- &= Current Date-Specific Units

- B WGTO4A (From 11/1/2012 to 2/28/20
[Zl* = Future Date-Specific Units

- 51 WGTO4C (From 12/1/2012 to 4/30/201

s [zl ¥7 Expired Date-Specific Units

b ;!‘ WGETO4B (From 10/1/2012 to 10/31/24G
ey e e

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
2. Click Add UIC...
3. Click the OK button on the Add Unit(s) confirmation message box.

= Add Unit(s)

The selected UICs have been successfully saved and associated

/By, with this Safety Office.

4. The unit will now show in the UIC list based on the dates entered.
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units under this oifite's purview.

nw—-—m—*—""'"“—-—*—-—-—-\.-n-r'z

El- ¥ GTO Test 4 4
- B2 Add Unit..
I:J £= Current Permanent Units
-3 WGT04A b
Ij !": Current Date-Specific Units :

B E

#1 WGTO4A (From 11/1/2012 to 2/28/20
Future Date-Specific Units

¥ WGT04C (From 12/1/2012 to 4/30/201
Expired Date-Specific Units

‘_1‘:1 WGETO4B (From 10/1/2012 to 10/31/24G
ey e e

Setting up Safety Office Installations

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 right “Installations Currently under this Office’s purview”

1.

2
3.
4.
5

Reportlt User Guide

Page | 149



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)

|
|
|

Y S

General = Concurrence | Classifications

Association

Personnel | Units

A AR P Y o A N g i i oy PR e P, A PR PP i

ke N

Safety Office Installations GTO Test1

prevention or to correct hazards.

Agafety Office can receive courtesy copies of any accident reports that occur on
its installation, if the report isnt already routed to it based on UIC. For example, it
may have a tenant organization thatis 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

Select the installations for which you would like to be courtesy copied when an accident occurs On Post.
Search and Select Installations Installations Currently under this Office's Purview
To search and selectinstallations, 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 Decerintion nction
United States - Code B
Installation State Abbeville G1 AL
=] .
Alabama - 0100P RTC << Remove
Station . .
Code Description Action
= Abbeville G1, AL Already
Us0100p (RTC) Associsted
= usoi002 Abbeville, AL Add >>
3 usorprg  AEbEmBAmmO.
AL —
B  UsIOTH Alabama Other  Add>>
= Albertville G1, AL
Us0101pP (RTC) Add >>
3 usoi019 Albertville, Al Add >>
3 usoiozp ’é'f";f‘?%gt}' Add >>
T T S, P

i e PP
Installations RennEing)

J

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.

Select the subordinate safety office.

1.

2. Click the Report Editing tab.

3. 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.
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REPORTIT |

c

et o e, — A = P T ety
Wﬂ&nce Classifications sociation | Personnel | Units | Installations | Report Editing

{
J Safety Office Review Editability

i

As a Safety Office Administrator you can enable or disable the ability for your -
F ( 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..

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.

=[] ¢ GTO Test2 /

B[] ¢ 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, Reportlt

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

Overview Witnesses F}eneral Personnel Materiel

Point of Contact

Environmental Documents Audit Submit ‘

Introduction Reviewers

Manage Reviewers

When a report is submitted, it must be reviewed by Command and Safety Office reviewers. The
sections below contain tables that allow you to view and add/edit/remove reviewers as well as
Courtesy Copy recipients.

Step 1 Step 2 Step 3 Step 4 All
Command | Safety Ofice | |Recommendations | Courtesy Copy
Reviewer(s) | Reviewer(s) Recipient(s)

Safety Office Review Section @
Safety Officers by whom this report must be reviewed are listed in the table below. Reports are
routed to each Safety Office in the order they appear from top to bottom.
Safety Office  Reviewer(s)
. o~ 513 MIBDE
Furst. * Reviewer Name Review Remarks
Review Status
Level G@ e N 6} x
L ot Ye =}
& jonjones Motified
Safety Office  Reviewer(s)
o US Army
. Combat Reviewer Mame (s Remarks
Second o Status
Review Safety Floyd, = & X
Level Center Michelle C Mot Yet
23 é m’;g& Motified
usa
(&) Add Reviewer ‘

Uthtn, b bonadin pdiodod oo b b bbb B e i A BB B e B b pi B B g A b A ad g B

Moy AR L A el AA L L A AR A Ak A AR By A RN AL A bk A A, A AR AN A AR AL, AL A S
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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.

© 0o N o U b

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

e

Using drag and drop

b. Using search and select in the Association tab
c. 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.

© a0 r~ w N

Select an existing safety office that you have update permissions for.

Click the safety office name.

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.
From the Safety Office tree view, open your safety office.

1.

2. Click the Personnel tab to display the associated personnel for the office.

Click the General tab if not displayed.
Update the displayed fields as necessary.
Click the Save button.

3. Right-click on the person’s name.

Click the OK button in the confirmation message box.

E &5 SMBTestOffice

= 4!|safety Office Personnel

4 Add Personnel...
Susan Byrd TT""

»4 Susan Byrd

Member Role(s)...

Susan Byrd TEST 8

] Move Selected Personnel...

Role Membership | Review Classifications

ice Role(s)

= F1 Susan Byrd
“ {3 Susan Byrd TESTS

PN TR P NPT ¥ T S PP

Delete Selected Personnel...

Lo

| hich this person belongs are checked in
ow.

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 i

add personnel within subordinate offices,
and add Units (UICs) within subordinate
offices, and can specify roles for personnel

2000 Qe pTice g subgrdinate oficss.,

4. Select Move Selected Personnel... from menu.

5. From the Move Selected Personnel view, select one of the following move options:

‘\A WP AT PR L Ve VW W VT W e W

a. Drag and 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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with that in ation

—_—
General Information | Personnel | Units | Concurrence | Classifications | Association

Safety Office Persennel SMBTestOffice

[l ¢ SMBTestOffice
[=1 i Safety Office Personnel
4 Add Personnel...
! Susan Byrd TEST8
1 Susan Byrd TEST1
1 Susan Byrd TEST6
[ SusanByrd TESTS

Move Selected Personnel
Susan Byrd TEST &

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 that tree branch. If this office is not
within your purview, you will be prompted to provide
justification for the move request.

Option #2 - Search and Select

Toinitiate a 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:

B L TV N T P N W N R YV YL W ORI WA YR PRI VIN ¢ W N

P W TR S N NP ST SN P S Y VW NI S Y VY Y Y TR .;

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
with that information,
—

the tabs below. Make the appropriate selection to view or work

General Information | Personnel | Units

Concurrence

Classifications | Association

Safety Office Personnel SMBTestOffice

FWPEWY ' VTS LN

E SMBTestOffice

Safety Office Personnel
& Add Personnel...

£ Susan Byrd TEST8
1 Susan Byrd TEST1

f1 Susan Byrd TEST6
£} Susan Byrd TESTS

LIPS T SN W PR PR R Y

7. Click Request Move... button.

Confirm Persennel 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.

(]} Motify personnel of office move
[} Motify administrators in original office
[} Motify administrators in receiving office

Move Personnel...

P YYOV NV IOy FYVYIFYOF SYW W P N ¥V FEY VY YN

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.

A w DN

Right-click on the personnel name and click Accept Move Request...
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.

P wnh =

Right-click on the personnel name and click Decline Move Request...
a. The Decline Personnel Move Request view displays.
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 SNMBTestOffice

| B ¢ SMBTestOffice

[=]- &' Safety Office Personnel

s Add Personnel...
. Susan Byrd TEST8
. Susan Byrd TEST1

. Susan Byrd TEST 6

P Y VTR A W VP Y Y TR

Delete Personnel

If you click the Delete Selected Personnel button below,
this individual will be remaoved 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 of the selected personnel,
click the appropriate button below.

0 Motify personnel being deleted
= Motify office administrators

Delete Selected Personnel... | | Cancel |

At A 4 aheh A a Al M aa B A L Ak AR ALE sk 4L A A A A AL AL Ak, AR AR 4L A

VR VTV SV SO N VORT WY P P

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

safety office in the Safety Office Routing Management Console tree view.

Safety Office Move Request Confirmation

You have requested that your Safety Office be moved from its existing parent office to the office listed below.

Ifyou 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: 5B Test OfiiCE 2 s —

New Parent Requested: GTO Test 3
d -

Please provide a reason why you are requesting this move:

[} Motify administrators within the office thatis moving
= Maotify administrators in the original parent office (if applicable)
[ Motify administrators in the receiving office

Move... || Cancel

EVE W Y ¥ PR S T N T PPN W N WY NN NPT Y T e W |

SV VT UPWP W G W W TR SN TR SN WA W VAU PRI W g Ve R S W WP SR A.}

3. Enter areason for the move request and click the Request Move... button.
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) :atta}ched to the name.

I 3 VKOL (read-only)
. [ 3 SMB Safety Office Test (move pending from SMBTestOffice) |

) VEO2A (read-only) |

The originating safety office displays (move pending to [safety office name]) attached to the
name.
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=1 l_-J Safety Office Routing Management
B 3 My Safety Office(s)
El- @ SMB Test (read-only)

EI o SMETestOffice (my office)

é, Add Safety Office..
=l _E SMEB Safety Office Test (mowve pending to VE 01 )

" iy Add Safety Office..
/... Al AN C £ .. ELE__I.N%

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.

E| 2 VK01 (read-only) ‘

[l 4 SMB Safety Office Test ( — e cunx
P View Office Information...
; gy Add Safety Office...
© = Change Parent Office... [
o VK024 (read-only) Delete Office.

o VKOLA (read-only) |
4. In Option #2, enter the name of target safety office and click Search...

Option #2 - Search and Select
Toinitiate 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 select the 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)
SMEB Test
.. 123 Yahoo Street Request Mo
* Enterprise, AL REqUESL Lo

United States

k FAPTPR TR W A v g T WP TNEY W W T TE W RN e e

YN YVPS N W W VA Y N NPT e SN WER ST T WSOV S W W
5. Click Request Move link for the target office.
6. Enter the reason for the move request and then click Request Move...
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office and pending move message in the designation office until move is accepted.

Accept a Safety Office Move

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: 3MB Test

Please provide a reason why you are requesting this move:
Request to move \

Request Move...

T PTIR Y ST TP I YT G PP LT SR N AT e Wy Gpee

N IR LN VT VW R P Y VT YT N YN WY W Y ST S Y WY W

The safety office to be moved displays the pending move message next to the name in the originating

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...

WY
ggeneral Concurrence | Classifications | Association | Personnel | Units | Installations | Report Editing
J'

Safety Office Association GTO Test (my office)

.

Safety Offices exist within a hierarchy. This tab provides a means of madifying this
v . office’s parent Safety Office association

Although you can navigate parent/subordinate Safety Office relationships using the free on
the left side of this page, you can also navigate up and down Safety Office chains by making

Pending Safety Office Move Requests

this office.

The table below contains all Safety Offices with pending requests to be placed under the purview of

You can Accept or Decline each request by clicking the appropriate link in the table.

Safety Office Name

GTO Test 6

Accept/Dedline

i
|
A
§ the desired selections below.
|
§
%

&.‘,..v.\,_r\,..rvu-\_,.,_d-._\__,-—-.-c\._.,ﬁ...m.»-w._.w.vvw..»q CENP N N

i (city not specified), 1D Decline Move
United States e —
Reguest...
L T e ————— e e PP A

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...

e,
ﬁgeneral Concurrence | Classifications | Association | Personnel | Units | Installafions | Report Editing
I

Safety Office Association GTO Test (my office)

2
Safety Offices exist within a hierarchy. This tab provides a means of modifying this
» ~. office’s parent Safety Office association

Although you can navigate parent/subordinate Safety Office relationships using the free on
the left side of this page, you can also navigate up and down Safety Office chains by making

i
|
A
§ 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.

Lﬂ,...,,.‘,_,\,.rw\_,,_m..\__,-—w\._v_,..uw-w._.‘_,.vvv\..mq LN U SRR

Safety Office Name Accept/Decline
GTO Test 6
) (city fied),
P (city not specified), ID Decline Move
United States S
Reguest..
w\m_l""v‘“--.;—-—h_._m A T T R

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

% this office’s parent Safety Office association.
£

4

<

Information for the selected Safety Office is accessible via the tabs below. Make the appropriate selection to 1
view or work with that information ;
4 ‘General Information | Personnel | Units | Concurrence | Classificaions | Association :
<

) - ) {

Safety Office Association SNB Safety Office Test 3
b

4

AN (

H Safety Offices exist within a hierarchy. This tab provides a means of modifying ;

r

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
selections below.

Pending Safety Office Move Request
There is an active requestto change this Safety Office’s parent office to the office described below:

Office Name: SMB Test

Retract Move Request...

Y W WP W Y W WY YV VO WA Y PV T VY W VY S W N W A

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...

e LT .
5 GTO Test 2 Country 5

| ) United States [=] E

iy Add Safety Office... }

-- ) GTO Test2 Stata ;

View Office Information... 3

3 HQDA ] 4
Change Parent Office... :

Bl 3 IMCOM i <
Delete Office... £

o INSCOM T ;‘
MDW city é

- 73 NETCOM )

) Zip Code -
wb T A B b B - PPNV NN NPT YUYV S

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 DN

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
e 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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H-HFL,_I"’ B N e ¥ e Tt L |
Cnnflrm Unit

ane(s]

Current Safety Office: GTO Test s
Move Units to Office: GTO Test 4

Reason for move request:

Ifthe office shown above is the office to which the
selected unit(s) should be moved, click the appropriate
button below

|
|
i
|

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.

|| Motes

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.

fwwmmma—*ﬁ“ MMt
El- 5 GTO Test5
E ?.." Current Units

m WGTOS5A (move pending to GTO Test

L e S i ¥ 9% b Lokl ¥ LW el ¥ sl

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.

e ——e s - —

4 units under this office’s purview. Move Selected Unit(s)
= GTO Test 4
Units can be moved to another Safety Office in one of two
[z & Current Units ways:
lys:
~E# Add Unit..,
Z . 1 WTESTY Option #1 - Drag and Drop
- ¥ (WGTO4A 1
- To directly select the office to which you would liketo 4§
f h WGTO4E move the selected unit(s), find that office in the Safety
Bt WGTO4C Office tree to the far left and drag the selected unit(s)
b into that tree branch. Ifthis office is not within your
; purview, you will be prompted to provide justification
for the move request.
Option #2 - Search and Select
7 Toinitiate 3 move request for the selected unit(s) by 4
performing an office name search, select the desired
office in the result list by clicking the Request Move link.
5 Please enter a full or partial Safety Office name below:
Office General Information Action(s)
S GTO Test 2
123 Test St.
- q
Test City, AK Request Move
j United States
B
L.‘_ N N e i,
-l il

6. Click Request Move link for the target office.

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.

Motes

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. Rightclick 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 pending a move

. . T H "~
¢ Safety Office Units (UICs) GTO TEST 4 (my office) 3
3 units under this office’'s purview. Overview e
= GTO Test4 . L‘
| = 5 A Safety Office determines its report
] & Current Units routing by specifying units (UICs) that [~
i--E7 Add Unit... fall under its purview. b
B WTEST4 g

: Units under this office’s purview are
: * isplayed in the tree to the left
_El WGTO4 displayed in the free to the left

(=]~ :'1:_‘ Units Pending Move to This Office

; ) WGTOSA (move pendinn fram GTO L \tartin with tnite 3
] Show Associated Safety Offices... q
i
| Accept Move Request... ¢ or Safety Officer in this office,  §
ting the Add Unit branch in the
Decline Move Request... able to add units in one of three

Ways - () a single unit, (2) multiple units based on a
single wildcard value, or (3) multiple units based on UIC
i oo =y

. e
c. Click on Accept Move Request
d. Click Accept

e. The move is now complete

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 safe.reportit@conus.army.mil.
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Appendix D — Required Fields

AGAR Required Fields

The following are the minimum data elements required for completing an Abbreviated Ground
Accident Report (AGAR) in the Reportlt application. Be aware that your local Safety Office may
require additional data and those guidelines should be followed.

On Leave or Pass? (If off-duty)

Investigation board (if applicable) Deployed in past year? (If off-duty)

Board Member Name Was the person injured?
Board Member AKO Email Address If yes,
Board Member Position To what extent?
If fatality,
General Accident Information Body PaDr?te of Death
Date of Accident Injury to this body part
Time of Accident Cause of injury
Did accident occur during combat? Days away from work (if extent of
Due to Army Operations? injury — Days away from work)
Accountable unit UIC Days of restricted activity (if extent of
Accountable Unit Name injury — Restricted work activity)
Unit address Was this individual treated in the
Accountable Unit Army Headquarters emergency room?
Accident location Activity being performed
Occurred on Post? Activity description
If Yes, Installation If Parachuting
Description of the exact location of the Height of jumper
accident Weight of jumper
Type of location Type of jump
Mission Description Wind direction and speed at jump
METL Task? height
Brief synopsis of the accident Wind direction and speed at drop zone
Position in stick
Door exited
Personnel Jump altitude
Personnel classification Time pre-jump conducted
Rank / Pay Grade (if applicable) Number of previous jumps
Last Name Type of last jump prior to accident
First Name Date of last jump
Gender Total weight of equipment
MOS or Civilian Job Series Parachute model
Involved Unit Information Aircraft model
On Flight Controls? Parachute equipment
On Duty? Field Exercise / Named Operation
Flight Status (if on-duty) Tactical training?
Date hired or assigned to unit (if on-duty) If Yes, training facility used
Time began work (if on-duty) If FTX, name of operation/exercise
Date returned from deployment (if off-duty If activity is Operating Vehicle

and deployed in past year = Yes)
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Licensed to operate
vehicle/equipment?

If Yes, did individual receive 4-
hour traffic safety training?
Alcohol caused or contributed?

If Yes, BAC
Drugs caused or contributed?
Night vision device used?
If individual made a mistake
Mistake code
Root Cause
Corrective Action
Level to be implemented

Materiel

If Materiel is involved,
Nomenclature
Model Number
If explosive,
Quantity
If Materiel failed,

Nomenclature
Part Number
National Stock Number
Manufacturer
EIR/QDR Submitted?
Failure Code
Root Cause
Corrective Action

If Environmental condition present
Contribution to accident

Witness

Limited or General Use

Name

Address

Occupation

Rank or pay grade

Background

Date of interview

Board member conducting interview
Interview summary
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AAAR Required Fields

The following are the minimum data elements required for completing an Abbreviated Aviation
Accident Report (AAAR) in the Reportlit application. Be aware that your local Safety Office may
require additional data and those guidelines should be followed.

Investigation board (if applicable)

Board Member Name
Board Member AKO Email Address
Board Member Position

General Accident Information

Date of Accident

Time of Accident

Period of Day

Accident Category

Primary Event Type

Accountable Unit UIC

Accountable Unit Name

Accountable Unit Army Headquarters
Occurred on Post?

Occurred on Airfield?

Personnel

Personnel Service Code
Rank / Pay Grade (if applicable)
Last Name
First Name
Gender
Duty Position at time of accident
Assigned UIC
On Flight Controls?
Was the person injured?
If yes,
To what extent?
If fatality,
Date of Death
Autopsy performed?
Was this individual unconscious?
Did they experience amnesia?
Body Region
Primary Aspect
Secondary Aspect
Injury Type / Result
Mechanism Action
Cause Factor Subject
Cause Factor Action

Cause Factor Qualifier
Was this individual treated in the
emergency room?

Aircraft

Serial number

Assigned Unit Name

Operation Type

Night Vision Device / System used?
If yes, name of device

Field training exercise?
If yes, name of FTX

Fire present?

Fluid spillage?

Digital Source Collector installed?
If yes, name of DSC

Flight Data at Emergency
Flight Duration
Overgross Condition
Altitude AGL
Airspeed KIAS
Aircraft Weight

Flight Data at Accident
Flight Duration
Overgross Condition
Altitude AGL
Airspeed KIAS
Aircraft Weight

Witness (if applicable)

Last Name

First Name

Address

Occupation or job title

Rank or pay grade

Witness background

Location at time of accident

Date of interview

Board member conducting interview
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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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