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Chapter 1.  
Safety Management Information System (SMIS)
Safety Management Information System (SMIS) is an automated system used to manage safety information and report data throughout the Department of the Interior (DOI).  Authorized DOI employees, volunteers, firefighters, and others working at DOI facilities can use SMIS to:

· Electronically file a Notice of Traumatic Injury or Illness (other types of accident reports can also be entered)

· Review a variety of information about managing safety in the workplace

· Access DOI safety resources and reference materials

· Access DOI’s web site

This user guide discusses how to use the Safety Managers module within SMIS Accident Reporting.  Development and support for SMIS Accident Reporting is located in Denver, Colorado, 303-236-7158.

How This User Guide is Organized

The following table describes the chapters included in this user guide.

	Chapter
	Description

	Chapter 1
Safety Management Information System (SMIS)
	This chapter presents a high-level overview of the intent of the SMIS application and describes how this user guide is organized.  This chapter also presents how to access SMIS.

	Chapter 2
Accident Reporting Overview
	This chapter presents a high-level description of SMIS Accident Reporting and the different modules and activities available to you.  It describes the flow of Notice of Traumatic Injury or Illness - Personal Information Entry and accident report information through DOI, SMIS Accident Reporting, and finally the Office of Workers’ Compensation Programs (OWCP).

This chapter also describes how to access Accident Reporting.

	Chapter 3
Using Safety Managers
	This chapter presents an overview of Safety Managers functionality and describes the types of reports you can create.  This chapter also provides step-by-step instructions for how to log in to the Safety Managers module, review an accident report, edit an accident report, append injury reports and property damage to an accident report, prepare incident reports, perform a final review of an accident report, edit permanent SMIS data, and how to enter hours and mileage information for contractors, volunteers, and Job Corps workers.

	Chapter 4
Reports
	This chapter describes how to run Safety Manager reports.

	Chapter 5
Safety Manager SMIS Administrative Tasks
	This chapter describes and presents step-by-step instructions for completing Safety Manager administrative tasks.


Throughout this user guide, where step-by-step instructions are provided, required user selections are identified in bold text.

Screens are displayed throughout this user guide to give you an idea of what a screen will look like when you are using SMIS Accident Reporting.  These screens are not intended to display details.

Terminology Used Throughout This User Guide

The following list presents definitions for terms that are used throughout this user guide.

· Accident report – An electronic notice that someone was injured or ill; created by supervisors in the SMIS Accident Reporting Supervisors module; an accident report includes a CA-1 or CA-2 form, injury or illness details about the claimant, injury information about any other parties involved in the accident, and property damages sustained from the accident

· Browser – A computer program used to access sites or information on the Internet; for example, Internet Explorer and Netscape

· Claimant – Any person filing a compensation claim (creating an Injury Report), including permanent and temporary DOI workers, emergency workers, job corpsmen, contractors, Youth Con Corps (staff and enrollees), volunteers, Vista persons, DOI employee family members, tribal members, CETA persons, Youth Adult Con Corps (staff and corps members), students (BIA), Menominee tribe members, and teachers (contractors)
· Compensation coordinator – The role of people that use the Comp Coordinators module; includes DOI compensation managers, specialists, and coordinators; throughout this user guide, all HR compensation managers, specialists, and coordinators are referred to as “compensation coordinators”

 XE "Safety Management Information System (SMIS):Accessing" Accessing and  XE "Safety Management Information System (SMIS):Using" Using SMIS Accident Reporting

The following sections describe how to access and use SMIS Accident Reporting.
Accessing SMIS Accident Reporting

You access SMIS Accident Reporting by opening a browser and typing http://www.smis.doi.gov in the Address field.

Browsers

SMIS Accident Reporting works best with:

· Internet Explorer 4.0 or higher

· Netscape 6.0 with service pack 10A

Enable JavaScript

Be sure to enable JavaScript.  This helps validate field data entry.

NOTE:  
Depending on the version of your Internet browser, you may not see the commands as documented in the following steps.

1. If you are using Internet Explorer, from the Tools menu, select Internet Options.

2. Click the Advanced tab.

3. In the Settings list, scroll down until you see one of the following:

· Use Java 2v1.4.2 for <applet> requires restart

· Enable JavaScript
4. Make sure there is a check in the checkbox.  Click Apply and then OK to save your settings.

 XE "Safety Management Information System (SMIS):Screen display" Window Display

You can change the way SMIS Accident Reporting displays.  You can change the:

· Size of the fonts that display on screens

· Size of windows

Larger or Smaller Fonts

You can make fonts larger or smaller by changing your monitor’s resolution.

5. Right click your mouse (or left click if the mouse is set for left handed use) any place on your desktop.  A menu is displayed.  Select Properties.  The Display Properties dialog box is displayed.
6. Click the Settings tab.  
7. In the Screen resolution box, select the desired screen resolution.  The recommended resolution for SMIS Accident Reporting is 1024 by 768.

8. Click Apply and then OK to save your settings.
Larger or Smaller Windows

You can make the browser window in which SMIS Accident Reporting displays larger or smaller.

· Maximize the window in which SMIS Accident Report is displayed.
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Minimize, Maximize, and Close buttons
· Stretch the window in which SMIS Accident Reporting displays until the screens display as you would like.

Adobe Reader
You must have Adobe Reader 5.0 installed on your computer to be able to read online reports and forms.  If you have not installed Adobe Reader, you will not be able to view these forms.  
You can download Adobe Reader for free by going to the following web site: http://www.adobe.com/products/acrobat/readstep2.html
Online Help
Online help is available for many of the fields that display throughout SMIS Accident Reporting.  When your cursor changes to a “hand” ([image: image4.png]


), click on the text to view help information.
SMIS Overview
 XE "Safety Management Information System (SMIS):Overview" SMIS Accident Reporting includes the following components: XE "Safety Management Information System (SMIS):Modules"  

· Accident Reporting is a tool used to electronically report accidents and file workers’ compensation claims (CA-1s and CA-2s).

· Safety Smart! – On Line is a collection of hundreds of safety talks, posters, management articles, case studies, and more.  
· DOI SafetyNet is a safety information source for the Safety and Health Community.

· Reference Library contains DOI safety statistics and reference materials.  
· DOI Safety Statistics provides historical safety and health statistics and performance measures.  
· DOI Home Page provides access to DOI’s web site.
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Chapter 2.  
Accident Reporting Overview

 XE "Safety Management Information System (SMIS):Accident Reporting" Accident Reporting is used to file workers’ compensation claims and/or report “on-the-job” accidents and property damage via the Internet.  
Accident Reporting can only be used by authorized DOI employees (refer to DM485 for a list of all the types of personnel that are eligible to file claims due to on-the-job accidents), proxies, supervisors, Human Resource (HR) compensation coordinators (including compensation managers and specialists), and safety managers. XE "Safety Management Information System (SMIS):Accident Reporting"  

 XE "Safety Management Information System (SMIS):Modules" Within Accident Reporting, there are four modules: XE "Accident Reporting:Modules" 
· DOI Employees – DOI employees, proxies, or other authorized people use this module to create an Injury Report, or file a claim, when they injure themselves on the job or become ill because of their job or while visiting a DOI-managed site.

· Supervisors – DOI supervisors use this module to complete Injury Reports started by claimants OR create accident reports that do not involve DOI employee compensation claims but that involve property damage, motor vehicle accidents (MVAs), contractors, volunteers, or anyone else that is not able or authorized to complete an Injury Report using the DOI Employees module.  
· Safety Managers – Safety managers use this module to process, create, edit, review, or post accident reports.  
· Comp Coordinators – HR compensation coordinators use this module to process workers’ compensation claims or assist claimants to enter OWCP claims.

The following diagram illustrates the flow of injury reports and accident report information from the time someone is injured or becomes ill through SMIS Accident Reporting and finally to OWCP.


[image: image6]
 XE "Accident Reporting:Overview" 

 XE "Accident Reporting:Overview" The following instructions describe how to start Accident Reporting.  Instructions for starting the Safety Managers module are presented in “Logging in the Safety Managers Module” on page 13. XE "Accident Reporting:Logging in" 
9. Open your browser and in the Address field, type http://www.smis.doi.gov.

10. Click Accident Reporting.  The “Safety Management Information System” screen is displayed (this can also be called the Accident Reporting “home page”).

11. Select the Accident Reporting module that you want to use:

	DOI Employees
	Supervisors

	Safety Managers
	Comp Coordinators
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Chapter 3.  
Using the Safety Managers Module

The Safety Managers module is a tool that allows safety managers to process, create, edit, review, or post accident reports.  You can also use this module to create safety-related reports.
Safety Managers Module Overview

 XE "Safety Managers:Overview" This section describes the menu options that you may see when you log into the Safety Managers module and the reports that you can generate.  It also briefly describes how you can search and report on specific SMIS, safety-related data

NOTE:  
The menu selections that you see depend on your access (or privilege) rights.
Menu Options XE "Safety Managers:Menu commands" 
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Safety Managers home page

The following list describes all possible menu selections for Safety Managers.  
· Run SMIS Data Reports XE "Safety Managers:Run SMIS Data Reports" 

 XE "Run SMIS Data Reports"  – You can run several SMIS data reports.  Reports include: Organization Code (OrgCode) Batches, OSHA Reports, Report Logs, Compensation Paid, Injury Breakout, OWCP Case Management, DOI Safety Indicators, and Accident Report Status.
· Review Accident Reports  XE "Safety Managers:Review Accident Reports" 

 XE "Review Accident Reports" – As a safety manager, you may be responsible for reviewing accident reports that have been submitted and are in queue for your review.  As part of the review process, you can edit the accident reports and add new information before processing them to their “final review” status.

· Perform Final Reviews XE "Safety Managers:Perform Final Review"   XE "Perform Final Review" – As a safety manager, you may be responsible for the final review of accident reports.  You must have rights to complete a final review.  If you do, you can edit the report before processing, or saving, it to the permanent records file.

· Edit Permanent SMIS Data –  XE "Safety Managers:Edit Permanent SMIS Data" 

 XE "Edit Permanent SMIS Data" As a safety manager, you may be able change information in accident reports that have been saved to the permanent records file.  You must have rights to edit permanent SMIS data.  And even if you do have rights, you can only edit some areas of an accident report that has been stored in the permanent database.  Remember that, as a safety manager, it is your responsibility to ensure that all reports are reviewed, corrected, and processed into permanent records in the SMIS system.

· Enter Hours/Mileage Data –  XE "Safety Managers:Enter Hours/Mileage Data" 

 XE "Enter Hours/Milage Data" You can enter hours that were worked by contractors, Job Corps workers, volunteers, and firefighters.  You can also enter mileage information.
· Enter Accident Reports –  XE "Safety Managers:Enter Accident Reports" You can create, or enter, a new accident report.

If you have rights, you may be able to complete Safety Managers system administrative tasks.  Administrative menu options include:
· Manage Safety Managers –  XE "Safety Managers:Manage Safety Managers" 

 XE "Manager Safety Managers" You can set up safety managers to use the Safety Managers module.  You can add or delete users, as well as change user privileges.
· Download SMIS Data Files –  XE "Safety Managers:Download SMIS Data Files" 

 XE "Download SMIS Data Files" You can download updated source data for SMIS.  Depending on the source data, files are available for download weekly, monthly, or quarterly.

· Convert OrgCodes –  XE "Safety Managers:Convert OrgCodes" 

 XE "Convert OrgCodes" You can convert old organization codes to more appropriate, new organization codes.

Types of Reports

 XE "Safety Managers:Reports" Safety Managers includes a series of “canned” reports.  The following list identifies the reports that you can create using Safety Managers.  
·  XE "Reports:OSHA Reports" OSHA Reports –  XE "OSHA Reports" You can generate two types of reports that that contain OSHA information:

· OSHA Log – This report displays a list of injuries for a specific organization or set of organizations.  
· OSHA Summary – This report contains a summary of OSHA information, listing information by injury or illness.  Post this report to meet the OSHA regulation for the annual posting of the year’s injuries and illnesses.
·  XE "Reports:Report Logs" Report Logs –  XE "Report Logs" You can generate two types of incident report-related logs:

· Incident Reports – This report lists all incident reports, including those reports that are entered, waiting for final review, and completed/reviewed reports, for specific organizations within a specific date range.

· Incident Outcomes – This report lists the completed/reviewed incident reports for specific organizations within a specific date range.

·  XE "Reports:Compensation Paid" Compensation Paid –  XE "Compensation Paid Reports" You can generate reports to help you to monitor the compensation costs for an organization or set of organizations.  
·  XE "Reports:Injury Breakout" Injury Breakout –  XE "Injury Breakout Reports" You can generate reports that contain information about specific injuries for an organization or set of organizations.
·  XE "Reports:OWCP Case Management" OWCP Case Management –  XE "OWCP Case Management Reports" You can generate reports that contain OWCP case management information.  You can generate these reports to contain data for a specific chargeback year or date of injury.
·  XE "Reports:DOI Safety Indicators" DOI Safety Indicators –  XE "DOI Safety Indicators Reports" You can generate reports related to “lost time rates,” incident rates, fatalities, continuation of pay that has been paid, and property damage.  You can also generate injury-related reports to find more specific injury records using any combination of coded fields used within these reports.

·  XE "Reports:Accident Report Status" Accident Report Status – XE "Accident Report Status Reports"  You can generate reports to help you estimate SMIS reporting performance for specific organizations.  You must have privileges to review accident reports, as well as final review authority.  Performance that is reported is based on the time between an accident or incident and the initial submission of the SMIS accident report, how many reports are waiting for a review or final review, and how long reports are waiting for a review or final review.
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Safety Manager Reports

Generating Reports for Specific Organizations
 XE "Reports:Generating" You can generate reports based on “batches” as they are called in this user guide and throughout the Safety Managers module.  A batch is made up of one or more organizations.  When you run a report, you select the batch for which you want to report data. 

Batches are helpful to create reports with information about a specific organization or set of organizations.  You can set up your batches to include criteria for an unlimited number of organization codes (orgcode).  You can use a portion of an orgcode or a complete orgcode plus additional criteria, such as department + bureau + sub-bureau and complete orgcode.  
NOTE:  
Batches from older versions of SMIS may not work.  Verify your batches and make modifications as required.  
Generating Reports with Specific Data

 XE "Reports:Search" You can generate reports based on “search criteria.”  Search criteria are made up of specific data fields.  When you generate a report based on search criteria, the report that you see contains data for the criteria you identified.  Search criteria are helpful to create reports with very specific information.  For step-by-step instructions on how to generate a report using search criteria, see “Creating Batches” on page 48.
NOTE:  
You can generate a report based on batches, as well as search criteria, to create reports with very specific information.  
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Safety Manager Activitie:

Welcome OWCPTESTER Q HITCHCOCK
‘Your safety manager login was successfull

The manager activities which you are authorized to perform are presented in the meny on the Ieft. Click the appropriate
icon to select an action. Note that clicking on a falder ivon il reveal, additional options contained within the folder

FYI: On 10 July, 2 sigificant upgrade to the SMIS reports system was deployed. All ofthe *canned SMIS reports
have been updated. The major changes include:

» Anewhateh fle system: The old system allowed up ta 16 groups of organizations based on a portion of the org-
ode. The new system allows an unfinited number of organizations based upon the Depariment + Buteau +Sub-Burean
+Camplete Org:Cade. We have attempted to to convert your current Batshes to the new system, but the conversion
pracess is imprecise and you should verlfy your batches and make minor modifications/iweaks as required.

» Nearly every report now has a grid: This grid provides a logieal division between fields 5o you can use your
‘mouse to "swipe" (opy/highlight) allior a section of a report and paste i into an application suich as MS access for
Susther anslysis.

» Performance Improvemenis: Most seports wil un faster and provide greater detailthan the past SMIS reports.
» NewReporis: A new ac-hoe seport has been added that will allow you to find injury records using any
combinaion of caded fields. & new Continuation of Pay (COP) Safety indicator has been added to assist in Safety
Progtam Management. & new SMIS- A ccident Report-Reporting-performance report has been added to detect
bottlenseks in the SMIS reporting system.

» Graphics: A new graphics engine is being ilzed to improve graphics performance and appearance.

» Features: Some reports have a "mouse over” feahure to reveal information concerning the meaning of the codes
displayed onthe screen, others utilize color to emphasize ot differentiate certain aspects of the data.

(Contact Ken Rueff (303) 236.7138 for any comments or questions concerning these or any other SMIS issues.




Safety Manager Reports – Search Options

Viewing a Report Online
 XE "Reports:Viewing online" When viewing a report online, look for your mouse cursor to change to a “hand” ([image: image11.png]


) as you move the cursor over the report fields.  Clicking your mouse when the cursor displays a hand reveals information concerning the meaning of the codes displayed on the screen.  Color is also sometimes used to emphasize or differentiate certain aspects of report data.  
You can view nearly all reports in a grid format.  This view provides a logical division between fields so that you can use your mouse to copy (highlight) all or a section of a report and paste it into an application such as Microsoft Access for further analysis.  
Logging in the Safety Managers Module

 XE "Safety Managers:Logging In" 

 XE "Logging in to Safety Managers" 

 XE "Logging In" You must be an authorized safety manager to log in and use the Safety Managers module.
12. From the main “Safety Management Information System” screen, click Safety Managers.  The “Safety Manager Validation” screen is displayed.
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Access o this portion of the systemis finited to DOI Safety managers. A Safety manager must contact his/her Burean Sefety Office to
acqire a user ID and password. Click here fo view a list of Bureau Safety Managers with the ahility to add new users fo the sysiem.

User D

Please enter your login information helow:

Password

Login to SMIS as Safety Manager

Return to the SMIS msin meny.

Clicktoverify




SMIS Safety Manager Validation
13. In the User ID field, type your user identification.

14. In the Password field, type your password.

15. Press Enter or click Login to SMIS as Safety Manager.  The “Please verify/enter your E-Mail address” screen is displayed.
16. In the Please enter your Internet E-Mail Address below field, verify or enter your email address and click Submit/Verify your E-Mail Address.
	Type your email address

Please verify/enter your E-Mail Address
	[image: image13.png]L ZTE 1.5 veriyfenter your E-Mait addvess

SMIS is increasingly using e-mail to provide feedback and notifications when apprapriate 1o users of the system. If the black below is empty,
SMIS does not have your email on fle Please provide a valid internet e-mail address where these natifications can be sent. When you click the
‘Subnit/Verify button, your email address will be veriied for syntax and finally saved.

Ifthe block slready has an address, please veriy its acouracy. IFiis incorrect, please correctit and subnil, otherwise simply click the
Subnit/Verify button to acknowledge the validity of the address.

Please enter your Internet E-Mail Address below:

[ Submit/verlly your E-Mail Address >> 1







Reviewing Accident Reports

 XE "Safety Managers:Reviewing Accident Reports" 

 XE "Accident Reports:Reviewing" Once you are logged into the Safety Managers module, you can view, edit, and post accident reports.  You can also prepare an incident report.  The options that are available to you depend on your privileges.
Viewing an Accident Report
17. From the Safety Manager Menu, click Review Accident Reports.  The “Review Accidents/Incidents” screen is displayed.  This screen lists only those reports for your area of responsibility that are pending review.
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Review Accidents/Incidents
The following table describes the columns that you see on the “Review Accident/Incidents” screen.

	Column
	Description

	Date/Time
	The date and time that the incident was reported as taking place when the claimant initially file his or her claim; this information along with the zip make up an “incident ID”

	Zip
	The zip code of the address where the incident took place, as reports in the claimant’s accident report; this information along with the date and time make up an “incident ID”

	Context
	The selection made by a claimant’s supervisor when he or she was completing a CA-1 or CA-2 claim form; this information describes the context in which the claimant was injured

	Status
	The state in which the accident report is in with regards to the Safety Managers module; there are three states:
· Awaiting your review

· Awaiting final review

· Permanently saved in the SMIS database

	Result
	A state that determines whether the incident involved injuries and/or property damage or no outcomes (nobody was injured or became ill and no property damage was incurred

	Place
	The location that the incident took place

	Org Info
	The orgcode that represents the organization that is responsible for the claimant’s accident (or injury)


18. Click the Date/Time for the accident report you want to review.  
The accident report is displayed in the “Reviewer: View/Edit Incident Entered” screen.  From this screen, click the button that represents the task you need to complete.
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Reviewer: View/Edit Incident Entered
Buttons on the “Reviewer: View/Edit Incident Entered” Screen

As part of the safety manager review, there are number of tasks that you can do from the “Reviewer: View/Edit Incident Entered” screen.  The buttons that you see depends on the state of the accident/incident report you are reviewing.  
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Reviewer: View/Edit Incident Entered

The following list describes the buttons you may see when viewing an accident report.
·  XE "Accident Reports:Return Post Review" Return-Post Review – After reviewing and determine that the accident report is complete, click this button to post the report into “final review” status.  
·  XE "Accident Reports:Return-Don't Post" Return-Don’t Post – Click this button if you want to return to the “Review Accidents/Incidents” screen without making any changes or posting the accident report.  
·  XE "Accident Reports:Writer Changes" Fix Report – This button only appears if an accident report is not complete.  Click this button to see a list of missing information.  You can complete the accident report from this option.
·  XE "Accident Reports:Write Changes" Write Changes – Click this button to save any changes that you make to the accident report.

·  XE "Accident Reports:Delete This Record" Delete This Record – Click this button to delete the accident report.
·  XE "Accident Reports:Change Date/Time or Zip" Change Date/Time or Zip – Click this button if you want to change the date, time, and/or zip code associated with the accident report.
·  XE "Accident Reports:Add Additional Injury" Add Additional Injury (Inj.  Person) – Click this button to add injury reports (information about non-DOI employee people injured in the accident) to the accident report.
·  XE "Accident Reports:Add Additional Property Damage" Add Additional Property Damage – Click this button to add property damage information for the accident report.

·  XE "Accident Reports:Existing Injuries" 

 XE "Accident Reports:Existing Properyt Damage" Existing Injuries (Inj.  Persons) and/or Existing Property Damage – These buttons display only if someone has already entered injury or property damage information for the accident report.  Click these buttons to view or edit injury or property damage information.  Do not use this button to add injury information for another person injured in the accident or property damage information.
·  XE "Accident Reports:Prepare Incident Report" Prepare Incident Report – Click this button to generate an incident report that includes all the information entered for the accident, or incident.

Reviewing and Editing an Accident Report

 XE "Safety Managers:Reviewing Accident Reports" When reviewing an accident report, you can edit any of the data in the fields presented.  
IMPORTANT: DO NOT click the Refresh button or press the F5 key when you are entering report information.  You could lose information entered on your screen!  If you use an older browser, you may notice that you sometimes lose content without refreshing the page.  Call your IT department for support if this happens.  
19. From the Safety Manager Menu, click Review Accident Reports.  The “Review Accidents/Incidents” screen is displayed.  This screen lists only those reports for your area of responsibility that are pending review.

20. Click the Date/Time for the accident report you want to review.  The accident report is displayed in the “Reviewer: View/Edit Incident Entered” screen.  
21. Click the button that represents the task you need to complete.  See the list of descriptions on page 16 to understand the task that each button allows you to complete.
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Reviewer: View/Edit Incident Entered

Adding Injury Information

 XE "Accident Reports:Add Additional Injury" I XE "Personal Injury" f other people (not DOI employees or people that can file workers’ compensation claims) are injured as a result of the accident you are reviewing, you must enter information about those people and their injuries.  This ensures that the accident report includes information about all parties that were injured from a single accident.  
NOTE:  Each DOI employee involved in an accident must file his or her own claim.

22. From the “Reviewer: View/Edit Incident Entered” screen, click Add Additional Injury.  The “Review: Injured Individual’s Personal Category” screen is displayed.
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Review: Injured Individual’s Personal Category

23. Select the category that best represents the injured person.

a. Select DOI Employee if the injured individual is a “GS/WG” permanent or temporary government employee of the Department of the Interior.  Click Continue to Next Page.
b. Select All Others if the injured individual is a visitor, contractor, volunteer, emergency firefighter, or any other person, whether paid or unpaid, who is not a regular GS/WG employee of the Department of the Interior.  Click Continue to Next Page.
24. The option that you selected in step 2 determines the fields that you need to complete next.

If you selected DOI Employee, the “Review: DOI Employee Personal Identification” screen is displayed.  
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Review: DOI Employee Personal ID screen

c. In the DOI Employee ID field, type the employee’s social security number.

d. Click Submit Personal ID.  The “Injury report of: <Claimant>” screen is displayed.

e. Go on to step 4.

If you selected All Others, the “Review: Non-Employee Personal ID” screen is displayed.  Do one of the following:
· Enter the injured person’s social security number.
· Create “pseudo” ID for the person.
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Review: Non-Employee Personal ID
f. In the Known SSN box, enter the individual’s social security number in the SSN field and click Submit SSN.  SMIS Accident Reporting looks up the individual’s personal information from the database.

g. Enter personal information for the person.  Use the following to table complete these fields, and then click Add to SMIS DB to add the person to the SMIS database so that you can continue entering injury information.  
	Field
	What You Should Enter or Select

	Name
	Type the person’s last and first names, as well as a middle initial if it is used

	Birth Date
	Type the person’s date of birth.  You can enter the date in any format that includes day, month, and year.  For example: “2/4/2004,” “2-4-2004,” “02-04-2004,” “4 Feb 2004,” and “Feb 4, 2004”

	Sex
	Select Male or Female

	Address
	Type the mailing address (street, city, state, and zip code) of the person whom you are adding

	Personnel Status
	Select the status that best describes the person’s employment relationship with the DOI

	Responsible Org
	Select the DOI organization responsible for the accident


In the Unknown SSN box, enter the individual’s last name, first name, and middle initial and click Submit Name.  The “Review: Non-DOI Personal Data for ID” screen is displayed.  SMIS will generate a pseudo social security number and ID.
	[image: image21.png]Safety Manager Menu
Fun SIS Data Repots

2] Review Accidert Repats

] Pefom Fina Reviews

] EditPemanent SMIS Data

] Enter Hous/Mieage Data

] Dorload SMIS Data Fes

LS5 2.vic: Non-DOI Personai Daa, for ID: SMITCAND®

This individul is not in the SMIS database. Please enter the requested information:

e s NAME Lo [Sith it Candice wn
Bt o8
91 EXIT 0 5MIS Homepage Sex  [Mule ® Female O

Address [Btreet|

oy sl lzw
Epl Status 3
Responsible Org | 8812 ( DIV OF ADMIN MGMT)
Actn | [__AJd1oSMISDB >> ] [_Resel Screen





	Review: Non-DOI Personal Data for ID


Use the following table to enter the requested additional information, and then click Add to SMIS DB to add the person to the SMIS personnel database so that you can continue entering injury information.

	Field
	What You Should Enter or Select

	DOB

	Type the person’s date of birth.  You can enter the date in any format that includes day, month, and year.  For example: “2/4/2004,” “2-4-2004,” “02-04-2004,” “4 Feb 2004,” and “Feb 4, 2004”

	Sex
	Select Male or Female

	Address
	Type the mailing address (street, city, state, and zip code) of the person whom you are adding

	Empl Status
	Select the status that best describes the person’s employment relationship with the DOI

	Responsible Org
	Select the DOI organization responsible for the accident


25. The first of two injury report screens is displayed.  Use the following table to enter the requested injury information in the first “Review: Injury report of: <Injured Party’s Name>” screen.
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	Review: Injury report of <Injured Party’s Name> – First screen


	Field
	What You Should Enter or Select

	Activity
	Select the option that best describes what the injured person was doing when he or she was injured.

	Is this a recordable injury?
	Select Yes or No.  Determine whether injuries to this person meet OSHA requirements for “recordability.”  Recordable injuries must be of sufficient severity, the individual must have been “on duty” when injured, and the individual's employment status must indicate the injury to be recordable.

	Is this a Fatality?
	Select Yes or No.  Select Yes if the injured person died as a direct result of the accident.  Select No if the injured person did not die from the accident.

	If yes, Date of Death
	Type the date on which the injured person died.  You can enter the date in any format that includes a day, month, and year.  For example: “2/4/2004,” “2-4-2004,” “02-04-2004,” “4 Feb 2004,” and “Feb 4, 2004.”

	Date Work Stopped
	Type the date that the injured person was unable to come to work due to the injury.  Leave this field empty if no work was missed.  You can enter the date in any format that includes a day, month, and year.  For example: “2/4/2004,” “2-4-2004,” “02-04-2004,” “4 Feb 2004,” and “Feb 4, 2004.”

	Date Returned to Work
	Type the date that the injured person returned to work.  You can enter the date in any format that includes a day, month, and year.  For example: “2/4/2004,” “2-4-2004,” “02-04-2004,” “4 Feb 2004,” and “Feb 4, 2004.”

	Days Lost Time
	Enter the number of days that the injured person missed work because of his or her accident injuries.  You must enter a number in this field, even if it is zero (0).

	Describe Cause of this Injury
	Type a description of what happened to cause the person’s injury.

	Seatbelts
	Select Yes or No.  Select Yes if the injured person was involved in an automobile accident and was wearing his or her seatbelt.  Select No if the accident did not involve an automobile OR the injured person was involved in an automobile accident and was not wearing his or her seatbelt.


26. Click Send this Info.  The second “Review: Injury report of: <Injured Party’s Name>” screen is displayed with a new set of data entry fields.
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Review: Injury report of <Injured Party’s Name> – Second screen

27. Use the following table to enter the requested injury information in the second “Review: Injury report of: <Injured Party’s Name>” screen.
	Field
	What You Should Enter or Select

	Severity of Injury
	Select the description that best fits the injuries that were incurred

	Body Part Affected
	Select the body part that was injured

	Nature of Injury
	Select the option that best describes the general nature of the injury.

Nature codes include items such as burns, fractures, punctures, and illnesses.  Nature codes are divided into two categories: “traumatic injuries” and “disease illnesses.”  The Federal Employee Compensation Administration (FECA) defines a traumatic injury as an injury or condition that must be caused by a specific incident or event that occurred during a single work day or shift (refer to FECA Bulletin 96-1).  This means if you choose a code not beginning with a “T,” the injury will be charged as an employee illness on the OSHA Log and OSHA Summary Report.

Use the following list to help make your selection.

· C - Cardiovascular Disease, Illness

· D - Disability Disease, Illness

· G - Gastrointestinal Disease, Illness

· M - Musculoskeletal Disease, Illness

· O - Occupational Disease, Illness

· R - Respiratory Disease, Illness

· S - Skin Disease, Illness

· T - Traumatic Injury, Trauma
· V - Virological Disease, Illness

	Type of Injury
	Select the accident code that describes the action that actually inflicted the injury, such as “exposed,” “bitten by,” or “contact by.”

	Cause
	Select the option that best describes what precipitated the event causing the injury.  For example, someone walks, slips on a wet floor, and strikes his head on a desk.  The cause of this injury is the wet floor, not the desk.

	Source
	Select the option that best describes what inflicted the physical injury.  For example, someone is walking, slips on a wet floor and strikes his head on a desk.  The source of this injury is the desk on which the individual struck causing a head injury


28. Click Send this Info.  The “Review: Successfully Posted Injury” screen is displayed.
	Review: Successfully Posted Injury
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29. Do one of the following:

· Click Done if you are finished entering injury reports for the person injured in the accident.

· Click THIS victim to enter additional injury information for the person for whom you are reporting injury information.  Select this option if the person sustained more than one injury in the accident.
NOTE:  If you entered more than one injury for an individual, a screen is displayed asking you to select a “primary injury.”  This refers to the most severe injury, or the one for which a claim is most likely to be filed.  (For example, back strain is more likely to result in a claim than a minor cut to the hand.) 
When the Severity of Injury code is 03, 04, or 05, the incident is registered as lost work time in SMIS.  All other Severity of Injury codes do NOT register the incident as having lost work time.
30. Click Write Changes to save the injury report you added.
Adding Property Damage
 XE "Accident Reports:Add Additional Property Damage" 

 XE "Property Damage:Adding" You must report property damage that was sustained in an accident.  Entering this information ensures that the accident report includes details about damaged property.
31. From the “Reviewer: View/ Edit Incident Entered” screen, click Add Property Damage.  The “Review: Property Entry form - damage occurred on” screen is displayed.
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Review: Property Entry form - damage occurred on: <DATE and TIME>
32. Use the following table to enter the requested injury information in the “Review: Property Entry form - damage occurred on: <DATE and TIME>” screen.
	Field
	What You Should Enter or Select

	Type of Property
	Select the option that best describes the property that was damaged

	Description
	Type a description about the damaged property.  Include information such as make, name, model number, size, color, and license number.

	Property Owner
	Select the option that best describes who owns the damaged property.

	Cause of Damage
	Select the option that best describes what precipitated the event that caused the property damage.  For example, an automobile skids on ice and strikes a curb, damaging the axle.  The cause of this damage is the icy road surface, assuming driver negligence was not an issue.

	Source of Damage
	Select the option that best describes the thing that inflicted physical injury.  For example, someone is walking, slips on a wet floor, and drops a computer monitor on the floor.  The source of the damage is the wet floor on which the monitor fell.

	Estimated dollar value of this damage
	Type the cost of repairing the damage.  A dollar sign ($) is not required in this field.  Round the cost to the nearest dollar.  Any cents that you enter will be ignored; for example, if you enter $29.99, the system will interpret this as $29.

	If this damage involves a motor vehicle, were seatbelts worn
	Select Yes or No.  Select Yes if the involved parties were wearing seatbelts.  Select No if the involved parties were not wearing seatbelts.


33. Click Send this Info.  The “Review: Responsible party/owner’s Personal Category” screen is displayed.

34. Select the category that best represents the person responsible for the damaged property.

· Select DOI Employees if the owner or responsible individual is an employee of the Department of the Interior.  Click Continue to Next Page.

· Select All Others if the owner or responsible individual is a visitor, contractor, volunteer, emergency firefighter, or any other person, whether paid or unpaid, who is not a regular GS/WG employee of the Department of the Interior.  Click Continue to Next Page.

35. The option that you selected in step 4 determines the fields that you need to complete next.

· If you selected DOI Employee, the “Review: DOI Employee Personal Identification (Property)” screen is displayed.  
h. In the DOI Employee ID field, type the person’s social security number.

i. Click Submit Personal ID.  
j. Click Write Changes to save the property damage report you added.
· If you selected All Others, the “Review: Non-Employee Personal ID” screen is displayed.  Do one of the following:
· Enter the injured person’s social security number.
· Create “pseudo” ID for the person.
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Review: Non-Employee Personal ID

k. In the Known SSN box, enter the individual’s social security number in the SSN field and click Submit SSN.  SMIS Accident Reporting looks up the individual’s personal information from the database.
l. Enter personal information for the person.  Use the following to table complete these fields, and then click Add to SMIS DB to add the person to the SMIS database so that you can continue entering injury information.  
	Field
	What You Should Enter or Select

	Name
	Type the person’s last and first names, as well as a middle initial if it is used

	DOB
	Type the person’s date of birth.  You can enter the date in any format that includes day, month, and year.  For example: “2/4/2004,” “2-4-2004,” “02-04-2004,” “4 Feb 2004,” and “Feb 4, 2004”

	Sex
	Select Male or Female

	Address
	Type the mailing address (street, city, state, and zip code) of the person whom you are adding

	Personnel Status
	Select the status that best describes the person’s employment relationship with the DOI

	Responsible Org
	Select the DOI organization responsible for the accident


In the Unknown SSN box, enter the individual’s last name, first name, and middle initial and click Submit Name.  The “Review: Non-DOI Personal Data for ID” screen is displayed.  SMIS will generate a pseudo social security number and ID.
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Review: Non-DOI Personal Data for ID

Use the following table to enter the requested additional information.

	Field
	What You Should Enter or Select

	DOB
	Type the person’s date of birth.  Format examples: “2/4/2004,” “2-4-2004,” “02-04-2004,” “4 Feb 2004,” and “Feb 4, 2004”

	Sex
	Select Male or Female

	Address
	Type the mailing address of the person whom you are adding

	Empl Status
	Select the status that best describes the person’s employment relationship with the DOI

	Responsible Org
	Select the DOI organization responsible for the accident


36. Click Add to SMIS DB to add the person to the SMIS personnel database.  The “Reviewer: View/Edit Incident Entered” screen is displayed.
37. Click Write Changes to save the property damage information that you just added.

Preparing Incident Reports

 XE "Accident Reports:Incident Report" You should prepare an incident report when you are finished reviewing and editing the accident report, reviewing and/or entering information for all injured parties, and reviewing and/or entering all property damage information.

38. From the Safety Manager Menu, click Prepare Incident Report.  The “Review Accidents/Incidents” screen is displayed.  This screen lists only those reports for your area of responsibility.

39. Click the Date/Time of the accident report for which you want to prepare an incident report.  The incident report is displayed.

40. From the File menu, select Print to print the report.  
Performing Final Reviews
 XE "Accident Reports:Final Review" 

 XE "Final Review:Accident Report" Accident reports that await final review are listed on the “Final Review: Accident/Incidents” screen.  Only accident reports for your area of responsibility and for which you have privileges to review are listed.
41. From the Safety Manager Menu, click Perform Final Reviews.  The “Final Review: Accident/Incidents” screen is displayed.
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Final Review: Accident/Incidents

42. Click the Date/Time of the accident report for which you want to perform a final review.  The “Final Review: View/Edit Incident-Entered: <DATE>” screen is displayed.
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Final Review: View/Edit Incident-Entered: <DATE>
43. Review information in all the “Final Review: View/Edit Incident-Entered: <DATE>” screen fields.  Change any information as needed.

44. Click Existing Injuries (Inj.  Persons) and review the information in all the screen fields.  Change any information as needed.  For step-by-step instructions to add or change injury reports, see “Adding Injury Information” on page 17.

45. Click Existing Property Damage and review the information in all the screen fields.  Change information as required.  For step-by-step instructions to add or change property damage information, see “Adding Property Damage” on page 23.
46. If the report is complete, requiring no more information or changes, click Return-Post Review.  The final review is done, and the data is stored permanently in the SMIS database.

47. The next screen displays a list of all final-processed reports.  Click on a report and print it.  Click the browser’s back arrow to view and print the CA-1 or CA-2 before exiting SMIS Accident Reporting.  
NOTE:  The CA-1 or CA-2 is displayed through Adobe Reader.  You must install Reader prior to printing the CA-1 or CA-2.  You cannot add information to the form prior to printing it.  It must be printed and completed manually before submission.
Editing Permanent SMIS Data

 XE "Permanent SMIS Data" 

 XE "Editing Permanent SMIS Data" You can edit accident report data that has been posted and saved in the “permanent” SMIS database.  To do this, you query the database for a specific accident report or set of accident reports that you want to edit.  You can query for reports by:

· Specify a date range

· OWCP claim (or case) number

· Injured party’s name

NOTE:  
To protect the SMIS network from overload and your workstation from “locking up,” no more than 100 accident reports are returned from your query.
48. From the Safety Manager Menu, click Edit Permanent SMIS Data to edit a report that has already been “posted,” or saved to the SMIS database.  The “Select Method for Record Selection (Post-Final-Review EDIT)” screen is displayed.
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Select Method for Record Selection (Post-Final-Review EDIT)

49. Select one of the following criteria to generate a list of reports and click Do It!
· Specify a date range

· OWCP claim (or case) number

· Injured party’s name

50. Depending on the option selected in step 2, in the next screen, enter the requested criteria to generate the list of accident reports.
· If you selected “Specify a Date Range,” the “Find Incidents by Date Range” screen is displayed.

m. From the Select a batch drop-down list, select a batch.  The default selection is the first one in your batch list.  
n. In the Date Range fields, enter the date range to generate a list of reports created during that date range.  Enter dates in the following formats: mm/dd/yy, Jan-03-03, mm/dd/yyyy, Jan-02-2003, dd/mm/yyyy, or 02-Sep-2003.

o. Click Send this Info.  A set of accident reports for the date range is listed.
· If you selected “OWCP Case Number,” the “Find Incidents by OWCP Case Number” screen is displayed.  
p. 
In the OWCP Case Nr field, type the OWCP claim (case) number.  
q. 
Click Send this Info.  The requested accident report is displayed.

· If you selected “By Injured Name,” the “Find Incidents by Injured’s Last Name” screen is displayed.
r. 
In the Inj Last Name field, type the last name of the person who was injured.  
s. 
Click Send this Info.  A list of accident reports for that person is displayed.

Entering New Accident Reports
 XE "Accident Reports:Entering New Report" There are three main steps to complete an accident report:

51. Enter general accident information

52. Enter information about the injured person(s)
53. Enter information about property damage

NOTE:  
You can also initiate an accident report from the SMIS Accident Reporting DOI Employees module and complete it from the SMIS Accident Reporting Supervisors module.  See the SMIS DOI Employees Module User Guide and the SMIS Supervisors Module User Guide for more information.  
Entering General Accident Information
 XE "Accident Reports:Entering New Report" General accident information describes what happened.
54. From the main “Safety Management Information System” screen, click Safety Managers.  The “Safety Manager Validation” screen is displayed.
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SMIS Safety Manager Validation

55. In the User ID field, type your user identification.

56. In the Password field, type your password.

57. Press Enter or click Login to SMIS as Safety Manager.  The “Please verify/enter your E-Mail address” screen is displayed.

58. In the Enter your Internet E-Mail Address field, verify or enter your email address and click Submit/Verify your E-Mail Address.
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59. From the Safety Manager Menu, click Enter Accident Reports.  The “Recently Entered (Reviewless) Accident Reports” screen is displayed.  This screen lists any accident reports that you have started.  
60. Click Enter a NEW Report for a NEW Incident to enter a new accident report.  The “Selection of Fire Incident Context” screen is displayed.
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Selection of Fire Incident Context

61. Select the option that best describes the context in which the accident occurred and click Continue Entering Report.  The “Incident Entry Form” screen is displayed.

The option that you select in this field impacts the screens that follow.  Options include:

· Non Fire-Fighting-Related Incident – This is the most common selection.  Select one of the other options if the claimant is a firefighter performing firefighter duties or training.

· During Management of a Wildland Fire

· During Suppression of a Structure Fire

· During a Prescribed Fire/Fuels Treatment

· During Training (including physical training)

· During a Work Capacity Test
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	Incident Entry Form


62. Verify that the name in the Supervisor/Safety Professional field is correct.  Change it if necessary.
63. Complete the fields in the Incident ID box.

t. In the Date field, type the month, day, and year on which the accident occurred.  Enter the date in the following format: mm/dd/yyyy (02/14/04).
u. In the Time field, type the time on which the accident occurred.  Enter the time in the following format: 12:15 PM (no periods).
v. In the ZIP Code field, type the zip code of the address where the accident occurred.  If you do not know the actual location of the accident, enter the zip code of the claimant’s duty station.
64. In the Place of Incident field, type where the accident occurred, including the name of the field or duty station, city, state, phone number for the location; for example, “R4 Regional Safety Office; Atlanta, GA; 404-679-4186 fax-4183; @ Alligator River NWR, Crest Cut Trail.”
65. In the Results box, select the option that best describes the outcome of the accident.  The option you select here determines the fields that you see on the following screens.  The following list describes the options that you can select.
· Injury Only – Select this option if you are reporting only injury information.
· Occupational Illness – Select this option if you are reporting about someone’s illness.
· Property Damage Only – Select this option if the accident resulted in only property damage (nobody was injured in the accident).

· Injury w/Prop Damage – Select this option if you are reporting injury information and property damage.
· No Adverse Outcome – Select this option if the accident did not result in injuries or property damage.
66. Use the table on the following pages to complete the remaining fields that are displayed.  Click Send this Info when you are done.  The “Injured Individual’s Personal Category” screen is displayed.
NOTE:  The fields that you see on the screen depend on the option you selected in step 8.

	Option Selected in Step 1
	Field That You See
	What to Enter or Select

	· Non Fire-Fighting-Related Incident

· During Management of a Wildland Fire

· During Suppression of a Structure Fire

· During a Prescribed Fire/Fuels Treatment

· During Training (including physical training)

· During a Work Capacity Test
	Incident Narrative
	Type a detailed description of what happened, including “who, what, where, when, why.”

This is the one opportunity you have to include all pertinent facts about the accident.

	· Non Fire-Fighting-Related Incident

· During Management of a Wildland Fire

· During Suppression of a Structure Fire

· During a Prescribed Fire/Fuels Treatment

· During Training (including physical training)

· During a Work Capacity Test
	Corrective Action
	Type any direction or corrective actions that you provided the claimant to help avoid a repeat accident.  Type “none applicable” if no action applies.   

Examples: 
· “Trail will be cleared of debris and wash out area will be filled in and leveled to reduce hazard”

· “Claimant will not drive GOV until after completion of DDC”

· “Claimant will not use equipment without proper guards attached”

	· Non Fire-Fighting-Related Incident

· During Management of a Wildland Fire

· During Suppression of a Structure Fire

· During a Prescribed Fire/Fuels Treatment

· During Training (including physical training)

· During a Work Capacity Test
	Unsafe Act
	Select the appropriate option that best describes why the accident happened.

For example, select “Inattention to footing or surroundings” if the claimant fell while walking on a trail.  
You can select up to two different reasons.

	· Non Fire-Fighting-Related Incident

· During Management of a Wildland Fire

· During Suppression of a Structure Fire

· During a Prescribed Fire/Fuels Treatment

· During Training (including physical training)

· During a Work Capacity Test
	Unsafe Condition
	Select the appropriate option that best describes environmental conditions that contributed to the cause of the accident.

For example, select “Dress or Apparel Hazards” if the claimant’s accident was caused in part to pants being too long and the claimant tripped on the bottom of his pants.  
You can select up to two different reasons.

	· Non Fire-Fighting-Related Incident

· During Management of a Wildland Fire

· During Suppression of a Structure Fire

· During a Prescribed Fire/Fuels Treatment

· During Training (including physical training)

· During a Work Capacity Test
	Mgmt Causal Factor
	Select the appropriate option that best describes how management had anything to do with why the accident happened.

	· During Management of a Wildland Fire

· During a Prescribed Fire/Fuels Treatment
	Fire Identifier
	In the Fire Name field, type the name given to the fire.

In the Fire Nr field, type the number assigned to the fire.

In the Fire Location field, type where the fire occurred.

Contact a safety manager if you do not know this information or leave this field empty.

	During Management of a Wildland Fire
	Fire Status
	From the Incident Mgmt Type (IMT) drop-down list, select a level between I through V (1 through 5) to identify the level of fire fighting management that was performed for the fire.

In the Transfer of Command field, select Yes if fire fighting management was transferred to a different management type.  Select No if fire fighting management remained the same.

Contact a safety manager if you do not know this information or leave this field empty.

	· During Management of a Wildland Fire

· During a Prescribed Fire/Fuels Treatment
	Vegetation
	Select the primary type of vegetation that was consumed by the fire:

· Timber

· Brush

· Grass

· Slash

Contact a safety manager if you do not know this information or leave this field empty.

	During Suppression of a Structure Fire
	Fire Incident Nr
	In the Fire Nr field, type the number assigned to the fire.


NOTE:  
The screen that displays next depends on the result code that you selected in step 12 (see page 32).  
If you are reporting only property damage from the accident (and no injuries), the “Property Entry form - damage occurred on: <DATE and TIME>” screen is displayed (see “Entering Information about Property Damage” on page 41 for instructions about how to complete this screen).   
If the incident you are reporting involves personal injury and property damage, you first enter personal injury information.
Entering Information about Injured Person
 XE "Accident Reports:Entering New Report" 

 XE "Accident Reports:Adding Injury Report" 

 XE "Injury Reports" After you enter information about an accident, you enter information about the claimant’s injuries.
67. From the “Injured Individual’s Personal Category” screen, select the category that best represents the injured person.
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Injured Individual’s Personal Category

w. Select DOI Employee if the injured individual is a “GS/WG” permanent or temporary government employee of the Department of the Interior.  Click Continue to Next Page.
x. Select All Others if the injured individual is a visitor, contractor, volunteer, emergency firefighter, or any other person, whether paid or unpaid, who is not a regular GS/WG employee of the Department of the Interior.  Click Continue to Next Page.
68. The option that you selected in step 1 determines the fields that you need to complete next.

If you selected DOI Employee, the “DOI Employee Personal Identification” screen is displayed.  
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DOI Employee Personal ID
y. In the DOI Employee ID field, type the employee’s social security number.

z. Click Submit Personal ID.  The “Injury report of: <Claimant>” screen is displayed.

aa. Go on to step 3.

If you selected All Others, the “Non Employee Personal Identification” screen is displayed.  Do one of the following:
· Enter the injured person’s social security number.
· Create “pseudo” ID for the person by completing the Unknown SSN box.
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Non Employee Personal Identification
ab. In the Known SSN box, enter the individual’s social security number in the SSN field and click Submit SSN.  SMIS Accident Reporting looks up the individual’s personal information from the database.

ac. Enter personal information for the person.  Use the following to table complete these fields, and then click Add to SMIS DB to add the person to the SMIS database so that you can continue entering injury information.  
	Field
	What You Should Enter or Select

	Name
	Type the person’s last and first names, as well as a middle initial if it is used

	Birth Date
	Type the person’s date of birth.  You can enter the date in any format that includes day, month, and year.  For example: “2/4/2004,” “2-4-2004,” “02-04-2004,” “4 Feb 2004,” and “Feb 4, 2004”

	Sex
	Select Male or Female

	Address
	Type the mailing address (street, city, state, and zip code) of the person whom you are adding

	Personnel Status
	Select the status that best describes the person’s employment relationship with the DOI

	Responsible Org
	Select the DOI organization responsible for the accident


In the Unknown SSN box, enter the individual’s last name, first name, and middle initial and click Submit Name.  The “Non-DOI Personal Data ID” screen is displayed.  SMIS will generate a pseudo social security number and ID.
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Non-DOI Personal Data for ID

Use the following table to enter the requested additional information, and then click Add to SMIS DB to add the person to the SMIS personnel database so that you can continue entering injury information.

	Field
	What You Should Enter or Select

	DOB

	Type the person’s date of birth.  You can enter the date in any format that includes day, month, and year.  For example: “2/4/2004,” “2-4-2004,” “02-04-2004,” “4 Feb 2004,” and “Feb 4, 2004”

	Sex
	Select Male or Female

	Address
	Type the mailing address (street, city, state, and zip code) of the person whom you are adding

	Empl Status
	Select the status that best describes the person’s employment relationship with the DOI

	Responsible Org
	Select the DOI organization responsible for the accident


69. The first of two injury report screens is displayed in which you can enter information about the person who was injured.  
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Injury report of: <INJURED PERSON>, first screen
70. From the Activity drop-down list, select the option that best describes what the injured person was doing when he or she was injured.

71. In the Is this a Recordable Injury? field, select Yes or No.  Select Yes if the injury is job-related.  Select No if the injury was not caused by the claimant’s job.
72. In the Is this a Fatality? field, select Yes or No.  Select Yes if the injured person died as a direct result of the accident.  Select No if the injured person did not die from the accident.  
73. In the If yes, Date of Death field, type the date on which the injured person died.  You can enter the date in any format that includes a day, month, and year.  For example: “2/4/2004,” “2-4-2004,” “02-04-2004,” “4 Feb 2004,” and “Feb 4, 2004.”

74. In the Date Work Stopped field, type the date that the injured person was unable to come to work due to the injury.  Leave this field empty if no work was missed.  You can enter the date in any format that includes a day, month, and year.  For example: “2/4/2004,” “2-4-2004,” “02-04-2004,” “4 Feb 2004,” and “Feb 4, 2004.”

75. In the Date Returned to Work field, type the date that the injured person returned to work.  You can enter the date in any format that includes a day, month, and year.  For example: “2/4/2004,” “2-4-2004,” “02-04-2004,” “4 Feb 2004,” and “Feb 4, 2004.”

76. In the Days Lost Time field, enter the number of days that the injured person missed work because of his or her accident injuries.  You must enter a number in this field, even if it is zero (0).

77. In the Describe Cause of this Injury field, type a description of what happened to cause the person’s injury.  
78. In the Seatbelts field, select Yes or No.  Select Yes if the injured person was involved in an automobile accident and was wearing his or her seatbelt.  Select No if the accident did not involve an automobile OR the injured person was involved in an automobile accident and was not wearing his or her seatbelt.  
79. Click Send this Info.  The second “Injury report of: <Injured Party’s Name>” screen is displayed with a new set of data entry fields.
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Injury report of: <INJURED PERSON>, second screen
80. From the Severity of Injury drop-down field, select the description that best fits the injuries that were incurred.

81. From the Body Part Affected drop-down field, select the body part that was injured.

82. From the Nature of Injury drop-down field, select the option that best describes the general nature of the injury.  
Nature codes include items such as burns, fractures, punctures, and illnesses.  Nature codes are divided into two categories: “traumatic injuries” and “disease illnesses.”  The Federal Employee Compensation Administration (FECA) defines a traumatic injury as an injury or condition that must be caused by a specific incident or event that occurred during a single work day or shift (refer to FECA Bulletin 96-1).  This means if you choose a code not beginning with a “T,” the injury will be charged as an employee illness on the OSHA Log and OSHA Summary Report.

The following table describes the available Nature of Injury options.
	Nature of Injury Categories
	Category Description
	Explanation

	C
	Cardiovascular Disease
	Illness

	D
	Disability Disease 
	Illness

	G
	Gastrointestinal Disease
	Illness

	M
	Musculoskeletal Disease
	Illness

	O
	Occupational Disease
	Illness

	R
	Respiratory Disease
	Illness

	S
	Skin Disease
	Illness

	T
	Traumatic Injury 
	Trauma

	V
	Virological Disease
	Illness


83. From the Type of Injury drop-down field, select the accident code that describes the action that actually inflicted the injury, such as “exposed,” “bitten by,” or “contact by.”

84. From the Cause drop-down list, select the option that best describes what precipitated the event causing the injury.  For example, someone is walking, slips on a wet floor, and strikes his head on a desk.  The cause of this injury is the wet floor, not the desk.
85. From the Source drop-down list, select the option that best describes what inflicted the physical injury.  For example, someone is walking, slips on a wet floor, and strikes his head on a desk.  The source of this injury is the desk on which the individual struck causing a head injury.

86. Click Send this Info.  The “Successfully Posted Injury” screen is displayed.
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Successfully Posted Injury
87. Do one of the following:

· Click THIS victim to enter additional injury information for this same person.  For example, use this option if someone breaks a leg and an arm in the same accident.  Repeat steps 14 through 20.
NOTE:  If you enter more than one injury for an individual, another screen is displayed asking you to select a “primary injury.”  Select the most severe injury or the one for which a claim is most likely to be filed.  (For example, back strain is more likely to result in a claim than a minor cut to the hand.)

· Click a DIFFERENT injured individual to enter injury information about other people injured in the same accident.  Repeat steps 1 through 20.
· Click DONE after you enter all injury information for all injured people.  The “Congratulations…Data Entry is Complete!” screen is displayed. 
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Congratulations…Data Entry is Complete!

NOTE:  
If the incident you are reporting involves personal injury and property damage, another screen is displayed in which you enter information about the damaged property (see step 12 on page 32).  
Entering Information about Property Damage
 XE "Accident Reports:Entering New Report" 

 XE "Property Damage" 

 XE "Accident Reports:Property Damage" You enter property damage information on the “Property Entry form - damage occurred on: <DATE and TIME>” screen.
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Property Entry form – damage occurred on <Date and Time>
88. From the Type of Property drop-down list, select the option that best describes the property that was damaged.

89. In the Description field, type a description about the damaged property.  Include information such as make, name, model number, size, type, color, and license number.  
90. From the Property Owner drop-down list, select the option that best describes who owns the damaged property.

91. From the Cause of Damage drop-down list, select the option that best describes what precipitated the event that caused the property damage.  For example, an automobile skids on ice and strikes a curb, damaging the axle.  The cause of this damage is probably the icy road surface, assuming driver negligence was not an issue.

92. From the Source of Damage drop-down list, select the option that best describes the thing that inflicted physical injury.  For example, someone is walking, slips on a wet floor, and drops a computer monitor on the floor.  The source of the damage is the wet floor on which the monitor fell.

93. In the Estimated dollar value of this damage field, type the cost of repairing the damage.  A dollar sign ($) is not required in this field.  Round the cost to the nearest dollar.  Any cents that you enter will be ignored; for example, if you enter $29.99, the system will interpret this as $29.

94. In the If this damage involves a motor vehicle, were seatbelts worn? field, select Yes or No.  Select Yes if the involved parties were wearing seatbelts.  Select No if the involved parties were not wearing seatbelts.

95. Click Send this Info.  The “Responsible party/owner’s Personal Category” screen is displayed.
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Responsible party/owner's Personal Category
96. Select the category that best represents the person responsible for the damaged property.

· Select DOI Employees if the owner or responsible individual is an employee of the Department of the Interior.  
· Select All Others if the owner or responsible individual is a visitor, contractor, volunteer, emergency firefighter, or any other person, whether paid or unpaid, who is not a regular GS/WG employee of the Department of the Interior.
· Select None if there is no responsible individual (for example, the damage was caused by a flood, fire, lightening strike, or other act of God).

97. Click Continue to Next Page.  The option that you select in step 9 determines the fields that you need to complete next.

If you selected DOI Employee, the “DOI Employee Personal Identification (Property)” screen is displayed.  
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DOI Employee Personal Identification (Property)
ad. In the DOI Employee ID field, type the person’s social security number.
ae. Click Submit Personal ID.  
If you selected All Others, the “Non Employee Personal Identification (Property)” screen is displayed.  Do one of the following:
· Enter the injured person’s social security number.
· Create “pseudo” ID for the person.
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Non-Employee Personal Identification (Property)

· In the Known SSN box, enter the individual’s social security number in the SSN field and click Submit SSN.  SMIS Accident Reporting looks up the individual’s personal information from the database.  
Use the following to table complete these fields, and then click Add to SMIS DB to add the person to the SMIS database so that you can continue entering property damage information.  
	Field
	What You Should Enter or Select

	Name
	Type the person’s last and first names, as well as a middle initial if it is used

	Birth Date
	Type the person’s date of birth in one of the following formats:  “2/4/2004,” “2-4-2004,” “02-04-2004,” “4 Feb 2004,” and “Feb 4, 2004”

	Sex
	Select Male or Female

	Address
	Type the mailing address of the person whom you are adding

	Personnel Status
	Select the status that best describes the person’s employment relationship with the DOI

	Responsible Org
	Select the DOI organization responsible for the accident


· In the Unknown SSN box, enter the individual’s last name, first name, and middle initial and click Submit Name.  SMIS will generate a pseudo social security number and ID.  Use the following table to enter the requested additional information, and then click Add to SMIS DB to add the person to the SMIS personnel database.

	Field
	What You Should Enter or Select

	Birth Date
	Type the person’s date of birth in one of the following formats:  “2/4/2004,” “2-4-2004,” “02-04-2004,” “4 Feb 2004,” and “Feb 4, 2004”

	Sex
	Select Male or Female

	Address
	Type the mailing address of the person whom you are adding

	Personnel Status
	Select the status that best describes the person’s employment relationship with the DOI

	Responsible Org
	Select the DOI organization responsible for the accident


· If you selected None in step 9 and you are finished entering property damage information, the “Posted Property Damaged on: <DATE>” screen is displayed.  Do one of the following:
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Posted Property Damaged on: <DATE>
	· Click ANOTHER to add property damage information for another damaged item.    
· Click DONE if you are finished entering information about all items that have property damage.


IMPORTANT: DO NOT click the Refresh button or press F5 when you are entering the report.  This will cause you to lose the information on your screen.  If you use an older browser, you may notice that you sometimes lose content without refreshing the page.  Call your IT department for support if this happens.

Entering Hours/Mileage Data

 XE "Hours/Mileage Data:Entering" 

 XE "Hours/Mileage Data:Contractors" 

 XE "Hours/Mileage Data:Job Corps Enrollees" 

 XE "Hours/Mileage Data:Volunteers" The Enter Hours/Mileage Data option allows you to enter the number of hours that contract workers, volunteers, fire fighters, and Job Corps enrollees work in a given month.  You can also use this option to track mileage information for vehicles (personal, rentals, and/or government owned) used for government-related work. Information entered is specific to your organization.
98. From the Safety Manager Menu, click Enter Hours/Mileage Data.  The “Exposure Date/Organization Selection Form” screen is displayed.
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Exposure Date/Organization Selection Form
99. From the Month drop-down list, select the month for which you want to enter hours or mileage information.  
100. From the Date drop-down list, select the year for which you want to enter hours or mileage information.  
101. In the Enter Dept, Bureau, SubBureau, & OrgCode field, type the orgcodes for the department, bureau, sub-bureau, and/or organization code for which you want to enter hours or mileage information.
102. Click Submit this info and Add/Edit/Delete Exposure Data.  The “Exposure Entry Form” is displayed.
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Exposure Entry Form
103. In the Contract Hours field, type the number of hours the contract workers work.
104. In the Contract Nr field, type the contract number.  Each contract must be assigned a unique 14-digit number.

105. In the Notes field, type any comments regarding the contract.  
106. Do one of the following:

· If the contract is for volunteers, complete the “volunteer” fields.

af. In the Notes field, type any comments regarding the volunteers.

ag. In the Volunteer Hours field, type the number of hours worked by the volunteers.

· If the contract is for fire fighters, complete the “fire fighter” fields.

ah. In the Fire Fighter Hours field, type the number of hours worked by the fire fighters.

ai. In the Notes field, type any comments regarding the fire fighters.

· If the contract is for Job Corps enrollees, complete the “Job Corps” fields.

aj. In the Job Corps Hours field, type the number of hours worked by the Job Corps enrollees.
ak. In the Notes field, type any comments regarding the Job Corps enrollees.

107. Enter mileage information by doing any of the following:

· In the POV field, type the number of miles driven on a privately owned vehicle (POV).

· In the Government field, type the number of miles driven on a government-owned vehicle.

· In the Rental field, type the number of miles driven on a rental car.

· In the Notes field, type any information about the mileage information entered.

108. Click Send this Info when you are done entering hours and mileage information for a contract.
Chapter 4.  Reports

 XE "Reports:Overview" Several data reports, as well as an ad-hoc report capability, are available within SMIS Accident Reporting’s Safety Managers.  This chapter describes these reports and explains how to generate them.  
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Safety Managers “home page” with list of available reports

When you run (or generate) a SMIS data report, you must first identify the organizations for which data is to be included in the report.  To identify organizations, you create “batches.”  All SMIS data reports are run against the data available for the organizations specified in the “batches” that are selected when the report is generated.  
Creating Batches (Org Code Batches)
 XE "Reports:Creating Batches" Reports are generated based on organization code batches.  A batch is a collection of one or more organization codes (org codes).  Org codes are used to identify specific bureaus, sub-bureaus, or organizations within the DOI.
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Safety Managers “home page” – Org Code Batches

There are two options from the Org Code Batches menu option:
· Create or Edit Org Code Batches – Select this option to create new batches or edit existing batches.
· Detailed Info on Batches – Select this option to read detailed information about what batches are, what makes up a batch, and how batches are used to generate reports.
 XE "Reports:Creating Batches" Creating Batches

You can create as many batches as you need for your bureau.  The batches that you create can include only the organizations in the bureau for which you work.  When you create a batch, you assign it a unique name.
109. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.
110. Click Org Code Batches.  A list of menu commands is displayed.
111. Click Create or Edit Batches.  The “Org Code Batch Generator” screen is displayed.  
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A fist of your previously established batches (F any) s listed below. You may edit or delete any of your batches by clcking the appropriste ink belaw.
Youmay also create a new batch by clicking the " Add NEW bateh" link below.

BachName | Bur | Org Count Action.
BLM.CO 187 AddRemove Orgs GroupOrgs | Eename | Delete
BLMMIX 14| Add/Remove Orgs GroupOrgs | Eename | Delete
NS 05| AdéRemoveOrgs GroupOrgs | Eename | Delete





OrgCode Batch Generator

112. In the Add NEW Batch box.  The “Select Sub-Bureau” screen is displayed.
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Select Sub-Bureau
113. In the Enter a Name for your Batch field, type a name for your new batch.  
114. From the Select a Sub-Bureau list box, select the sub-bureau you want to include in the new batch and click Pick Orgcodes From Selected Sub-Bureau.  
You can only select one sub-bureau.  If you want to add a sub-bureau or organizations from more than one sub-bureau you must “edit” the batch.  See “Editing a Batch” on page 50.

A second “Select Sub-Bureau” screen is displayed from which you select specific organizations that you want to include in the batch.  If you want the new batch to include all the organizations within a sub-bureau, skip this step and go on to step 8.  
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Select Sub-Bureau
115. In the Orgs to Add list box, select (highlight) the organizations for which you want to generate data reports.  Click Add.  Clicking the Add button “moves” the selected organizations to the Batch Member Orgs list.  
NOTE:  To select several organizations at one time, press and hold down the Ctrl key while selecting each organization.

116. Do one of the following:
· Click Finished editing this batch when you are finished adding sub-bureaus and/or organizations to the batch.

· Click Add Orgs from Different Sub-bureaus if want to add organizations from other sub-bureaus to the batch.
Editing a Batch
117. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

118. Click Org Code Batches.  
119. Click Create or Edit Batches.  The “Org Code Batch Generator for User” screen is displayed.
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OrgCode Batch Generator for User
120. For the batch that you want to change, click Add/Remove Orgs.  The “Select Sub-Bureau” screen is displayed.

121. Select the sub-bureau(s) that you want to change and click Pick Orgcodes From Selected Sub-Bureau.  All the organizations selected within the sub-bureau are listed.
122. Do one of the following:

· Remove an organization from the batch

al. From the Batch Member Orgs list, select the organizations you want to remove from the batch.
am. Click Del.

NOTE:  To select several organizations at one time, hold down the Ctrl key while selecting each organization.  
· Add organizations to the batch

an. Click Add Orgs from Different Sub-bureau.

ao. In the Orgs to Add list box, select (highlight) the organizations for which you want to generate data reports.  
ap. Click Add.  
aq. Do one of the following

· Click Finished editing this batch when you are finished editing the batch.

· Click Add Orgs from Different Sub-bureaus if want to add organizations from other sub-bureaus to the batch.

Generating OSHA Reports
 XE "Reports:OSHA Reports" 

 XE "OSHA Reports" You can create two different reports that contain OSHA information.
· OSHA Log – This report includes a list of injuries for a specific organization(s) (those organizations within the batch selected when you generate this report).  
· OSHA Summary – This report lists a summary of OSHA information, listing data by injury/illness.  Post this report to meet OSHA’s regulation for the annual posting of the year’s injuries and illnesses.

Creating an OSHA Log XE "OSHA Reports:OSHA Log" 
123. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

124. Click OSHA Reports.

125. Click Create an OSHA Log.  The “Generate an OSHA Log” screen is displayed.
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Generate an OSHA Log
126. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

127. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

128. From the Include drop-down list, select those people that you want to include in the log.  The default selection is DOI Employees.

129. In the Date Range fields, enter a date range for the data you want to include in the log.  Enter dates in the following formats: mm/dd/yy, Jan-03-03, mm/dd/yyyy, Jan-02-2003, dd/mm/yyyy, or 02-Sep-2003.

130. Click Send this Info.  A list of accident reports that occurred during the date range specified in step 7 is displayed.
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PETERSON, MARY §
HALL, JMMES 3
GALLAGHER, NICHAEL D
GILLIGAN, KIRK &
HOGG, KENNETH E
GALES, BRIAN C

WEEKS, TERRY C

cAIN, DMWY

RESENDEZ JR, JOE
HINCOCK, JEMNNE X
CHAPHAN, THOMAS R
YOUNG, REBECCA E
CHERRY, RONLLD W
HERZBERGER, THADDEUS L
BEACOHN, RATHOND E
TASHITAN, PAUL L
WHITEBEAR, PATRICIL &
LAKES, BRIAN P

LEIRY, SALLY D
FINDLEY, BRYCE &
QUARCELINO SR., LEE &
KOCH, PAUL D

NALLETT, THERESL N
SLABA, EUGENE J

OSHA LOG OF INJURIES & ILLNESSES

oce.
copE

0401
989
0401
045z
5716
0401
4749
5716
o025
o186
0401
0485
1811
0455
04z
1315
0326
1811
0303
1811
5716
04z
o018
4749

DEPARTHMENT OF THE INTERIOR
Fish and Wildlife Service

(DO Employees)

16-dan-03 TO 16-Jan-04

osHL
SITE CODE TYPE OF ACC
41420 Fell, slip/trip
51560 Unclassified
41580 Stressed by
11680 Punctured by
42575 Stressed by
13590 Struck by

14220 Fell diff level
42650 Lifted, strained
21551 Unclassified
33545 Unclassified
s141z  Bitten by

13551 Stressed by
99371 Unclassified
21520 Caught betveen
41590 Caught betveen
20188 Stressed by
12510 Unclassified
99211 Lifted, strained
51580 Unclassified
99511 Lifted, strained
11630 Unclassified
41570 Contacted

40182 Traveling in
64550  Exposed

BODY PART

Both feet
hrm or wrist
Elbow, single
single leg
single knee
Lover back
Rib

single testicle
Eve single
single foor
Trunk externl
Elbow, single
hrm or wrist
Third finger
single leg
Lower back
Both knees
hdomen
single knee
Lower back
single leg
hrm and wrist
Ears both
Ears both

DESCRIPTION OF INJURIES/ILLNESSES

NATURE OF INJ

Fracture
Fracture

Injury - NEC
Puncture

Strain, multiple
Back strain
Fracture

Strain, multiple
b3 in eye
Strain, multiple
Insect bite
Strain, multiple
Strain, multiple
Fracture

Bruise

Back strain
Injury - NEC
Hernia

Injury - NEC
Strain, multiple
Bruise
Dermatitis
Hearing loss
Hearing loss




OSHA Log report

When you see the report, you can do one of the following:

· View the OWCP case transcript associated with the accident report – To view a specific accident report’s OWCP case transcript, click on a field report number in the FIELD REPORT NR column for that accident report.

· View the associated accident report – To view a specific accident report, click on an accident report in the DATE OF INJ/ILL column for the accident report that you want to view.

Creating an OSHA Summary XE "OSHA Reports:OSHA Summary" 
131. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

132. Click OSHA Reports.

	133. Click Create an OSHA Summary.  The “Generate an OSHA Summary” screen is displayed.
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Generate an OSHA Summary report


134. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

135. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

136. From the Include drop-down list, select those people that you want to include in the log.  The default selection is DOI Employees.

137. In the Date Range fields, enter a date range for the data you want to include in the log.  Enter dates in the following formats: mm/dd/yy, Jan-03-03, mm/dd/yyyy, Jan-02-2003, dd/mm/yyyy, or 02-Sep-2003.

138. Click Send this Info.  A list of injury and illness categories is displayed.  
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OSHA Summary report

To view a list of accident reports for a particular category, click on a category in the Injury and Illness Category column.  A list of accident reports is displayed from which you can view more specific accident report information:
· To view a specific accident report, click on an accident report in the Date/Time/Zip column.

· To view a specific accident report’s OWCP case transcript, click on a case number in the Case Nr column.
Generating Report Logs

 XE "Reports:Report Logs" You can generate two types of report logs.
· Incident Reports – This report log lists ALL incident reports (this includes reports that are entered, waiting for final review, and completed/reviewed reports) reported for a specific organization (or set of organizations) within a specified date range.

· Incident Outcomes – This report log lists the completed and/or reviewed incident reports reported for a specific organization (or set of organizations) within a specified date range.  
Creating Incident Report Logs

 XE "Report Logs:Incident Report Log" An Incident Report Log includes a list of ALL incidents that have been reported or imported for organizations in the batch that you select.  This log includes incidents that have been posted, pending review, or waiting to be posted.

139. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

140. Click Report Log.

141. Click Incident Reports.  The “Incident Report Log” screen is displayed.
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Incident Report Log

142. In the Report Title field, type a title for the log.  The default title is the name of your bureau.

143. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

144. In the Search by box, select the criteria by which you want to search for data to create this log.  The default selection is Date of Incident.

145. In the Date Range fields, enter a date range for the data you want to include in the log.  Enter dates in the following formats: mm/dd/yy, Jan-03-03, mm/dd/yyyy, Jan-02-2003, dd/mm/yyyy, or 02-Sep-2003.

146. In the Select From box, select whether you want to your create log for:

· All Incidents (the default selection) – All incident (accident) reports are included in the log.
· Permanent Only – Only those incident reports that have been saved permanently in the SMIS database are included in the log.
· Pending Review/Posting Only – Only those incident reports that are pending review and final review by a safety manager are included in the log.
147. In the Sort by box, select how you want the incident reports listed on the log.  You can list reports by:

· Incident Date (the default selection) – Incident reports are listed in chronologic order by the date on which the accident took place.
· Report Date – Incident reports are listed in chronologic order by the date on which the accident report was entered in SMIS Accident Reporting.
· Fatalities on Top (lists the fatalities at the top of the report) – Incident reports that involve a death are listed first on the log.
148. Click Send this Info.  A list of incident reports is displayed.
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Permanent [10/13/03 00.00 54150  [Std SMIS nj Only 02003104 [Yes  [No o 1 $0.00
Permanent [10/13/03 00.00 58075  [StdSMIS nj Only 0200304 [Yes  [No o 1 $0.00
Permanent [10/13/03 00.00 86023  [StdSMIS Inj Only 0200304 Yes Mo o 2 $0.00
Permanent [10/13/03 00.00 86036  [StdSMIS nj Only 0200304 [Yes  [No o 1 $0.00
Permanent [10/13/03 00.00 95389 [StdSMIS nj Only 0200304 [Yes  [No o 1 $0.00
Permanent [10/13/03 00.00 99703 [StdSMIS nj Only 0200304 [Yes  [No o 1 $0.00
Permanent [10/13/03 07.0032505  [Std SMIS nj Only 101503 [Yes  [Yes o 1 $0.00
Permanent [10/13/03 073080517  [StdSMIS  [Prop Damage | 12/09/03 o o $178.00

Permanent 10/13/03 10.00 FEBUT  [Fire Prescribed Inj Only 01/21/04 No Yes 1 $0.00
Permanent 10/13/03 10:30 07920 [Std SMIS  Prop Damage | 11/04/03 No Yes o/ of $1,000.00




Incidents Occurring From: <Date Range>
When you see the log, click on a Date/Time/ZIP record (hyperlink, or underlined record) to view the associated accident/incident report.
Creating Incident Outcome Report Logs
 XE "Report Logs:Incident Outcome Report Logs" An Incident Outcome report log can help you monitor the outcomes of permanent SMIS accident reports.  This report identifies the accidents that resulted in property damage and injuries, as well as accident reports with no outcomes.  You can access a specific accident/incident report from this report.

149. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

150. Click Report Log.

151. Click Incident Outcome Log.  The “Incident Outcome Log” screen is displayed.

[image: image62.png]LTI 5. it Outcome Log

‘This report will allow you to monitor the outcomes of permanent SMIS reports. In one report, you can
view property damage, injuries and non-outcome incidents within the date range you specify for all
organizations in the baich that you select. From the summary report, you can "dril-down" to view the
complete incident report to which the outcome you are viewing belongs

Report Title |Office of the Secretary - Incident Outcome Log

Select a batch | Entire Bureau v
Date Range  Start End: [Jan-16-2004
Select From | ® All Incidents O Permanent Only O Pending Review/Posting Oty

Send this Info >>




Incident Outcome Log

152. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

153. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

154. In the Date Range fields, enter a date range for the data you want to include in the log.  Enter dates in the following formats: mm/dd/yy, Jan-03-03, mm/dd/yyyy, Jan-02-2003, dd/mm/yyyy, or 02-Sep-2003.

155. In the Select From box, select the types of incident (accident) reports that you want to include in the log:

· All Incidents (the default selection) – All incident (accident) reports are included in the log.
· Permanent Only – Only those incident reports that have been saved permanently in the SMIS database are included in the log.
· Pending Review/Posting Only – Only those incident reports that are pending review and final review by a safety manager are included in the log.
156. Click Send this Info.  A list of accident reports is displayed.

	[image: image63.png]LI 26 5175 ncidenss Occuring From: 12/16/2003, 01/16/2004

Tmported Entered
RptStage | Date/Time/ZIP | Category | Result  Date Input OWCP? Repnm Fatal Inj Property

Permanent |12/16/03 07:30 27954 [Std SMIS  [Prop Damage | 12/19/03 [No 0] 0/$1,204.00
-————-- | 830000
Permanent 12/17/03 074570517 [$td SMIS  [Prop Damage | 12/22/03 [No -0.0 $900.00
-———--- [ 5000
Permanent |12/18/03 08:00 01035 [$td SMIS  [Prop Damage | 12/18/03 [No Tes -0.0 $500.00
Permanent |12/19/03 13:00 32130 [Std SMIS  [Tnj Only 12/20/03 o 1) $0.00
_—____- oo
Permanent |12/23/03 10:00 31537 [Std SMIS  [Tnj Only 12124103 Mo Tes -.1 $0.00

Permanent |12/30/03 12:30 FSWTX [Fire Wildland Inj Only 01/05/04 No Yes ol 1] $0.00
Permanent (01/06/04 14:40 27954 [Std SMIS  [Inj Only 01/08/04 No Yes ol 1] $0.00
Permanent 01/06/04 16:00 30345 [Std SMIS  [Tnj Only 01/07/04 No 1) $0.00
Totals Reports: 20 0113 $3,629.00

Retumn to the Incident Summary Configuration Page





	Incident Outcome Report


When you see the log, click on an accident report in the Date/Time/ZIP column to view the associated accident/incident report.
Generating Compensation Paid Reports
 XE "Compensation Paid Reports" 

 XE "Reports:Compensation Paid Reports" You can generate reports to help you monitor the compensation costs for specific organizations.  When you select to run this report, you select how you want to display the compensation costs.  You can display compensation costs by:
· Activity when injured

· Body Part involved

· Cause of injury

· Nature of injury

· Source of injury

· Type of injury

· Occupation

Creating a Compensation Report Breakout by Activity

 XE "Compensation Paid Reports:By Activity" This report allows you to track compensation, medical, and total costs paid out by the organizations that are included in the batch that you select when you generate this report.  This report provides a list of compensation costs for each organization in your batch, listed by activities.
157. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

158. Click Compensation Paid.

159. Click By Activity when injured.  The “Compensation Report Breakout by Activity” screen is displayed.

[image: image64.jpg]EAZTE . 1pensasion Repors Breakout by Activity

This report will allow you o monitor the compensation costs for the organizations that you select. You wil be
presented with a summary lst displaying the compensation costs for each organization in your batch organized by
the criteria you select below. From the summary lst, you can dril-down and view each eniry in more detail

Complete the form below to specify how you would lice your compensation report to be consiructed.

Report Title | Fish and Wildife Service - Corpensation Report

Select a batch | Entire Bureau v

Include DOl Employees v

Order By | ®Dollars of Comp ONumber of Cases

Date Charge-back: (2003 v

Format @Dril-DownReport O Graph ( @Pie OBar OLine O Area)

Show Highest | O5 010 O15 020 © Al

Send this Info >>

Include remaining values as 'Misc Grovp'




Compensation Report Breakout by Activity

160. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

161. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

162. From the Include drop-down list, select those people that you want to include in your report.  The default selection is DOI Employees.

163. In the Order By box, select the order in which you want report data to be listed.  Select Dollars of Comp or Number of Cases.  The default selection is Dollars of Comp (Compensation).

164. From the Date drop-down list, select the year to which the accident/incident is charged back.  The chargeback year runs from July 1st to June 30th.  For example, chargeback year 2003 includes July 1, 2002 through June 30, 2003.

165. In the Format box, select the format in which you want the report to appear.  The default selection is Drill-Down Report.

166. In the Show Highest box, select the number of activities for which compensation was paid.  These are listed in the report.  The default selection is All.  For example, if you select 10, the ten activities with the most accident reports are listed.
167. Click Send this Info.  A list of accident reports for activities with injuries is displayed.  The activity with the most reported injuries is listed first.
	Click on a case number to a list of accident reports for that activity

Compensation Paid, Breakout by Activity report
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DEPARTMENT OF THE INTERIOR.
Office of the Secretary - Compensation Report
Breakout by Activity (DOI Employees)
Organization: Entire Bureau  Chargeback Year: 2003

Cases
53
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Medical Paid
$105,235.89
$5,726.76
$2,718.68
$4,835.09
$640.00
$90.03

$119,246.45

Comp Paid
$368,195.21
$11,218.82
$8,045.14
$0.00

$0.00

$0.00

$387,459.17

Total Paid
$473,431.10
$16,945.58
$10,763.82
$4,835.09
$640.00
$90.03

$506,705.62






When you are viewing the Compensation Report, you can select to view a list of accident reports for that activity.  From the list of activities, you can view additional information about an accident report and its OWCP case transcript.  
From the list of activities, do the following:
· Click on a case in the Cases column to view a list of accident reports for an activity.

· Click on a case number in the Case Nr column to view the OWCP case transcript.  
	[image: image66.jpg]DEPARTMENT OF THE INTERIOR.
Fish and Wildife Service - Compensation Report
SMIS Compensation Report: Operating Machinery Detail (DOI Emplogees)
Organization: Entire Bureau  Chargeback Year: 2003

CaseNr.  Date/Tine/Zip Name Amount Paid
o |13-Sep-00 12:50 PM 51555 Doe, JohnR. ($44.62)
e |07-Tul-86 02:10 PM 55398 Doe, JohnR. $14,415.90
| 12-Sep-02 06:20 PM 56579 Doe, JohnF. $573.95
mommnn | 15-Tul-01 03:30 PM 96754 Doe, JohnR. $1,823.42
w2 99 12:00 PM 98503 Doe, John. $17,926.42
wumn | 16-Oct-01 09:00 AM 81506 Doe, JohnF. $19,378.91
wummn|06-Aug-01 03:00 PM 71351 Doe, John. $4.65

Total Cases: 7 $54,078.63

Return to Activity List




	List of cases involving compensation that was paid


· Click on a date, time, and zip code record in the Date/Time/Zip column to view the accident report.

· Click Return to Activity List to return to the “Compensation Report Breakout by Activity” screen.
Creating a Compensation Report Breakout by Body Part

 XE "Compensation Paid Reports:By Body Part" This report allows you to track compensation, medical, and total costs paid out by the organizations included in the batch that you select when you run this report.  This report provides a list of compensation costs for each organization in your batch, listed by injured body parts.
168. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

169. Click Compensation Paid.

170. Click By Body Part involved.  The “Compensation Report Breakout by Body Part” screen is displayed.

171. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

172. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

173. From the Include drop-down list, select those people that you want to include in your report.  The default selection is DOI Employees.

174. In the Order By box, select the order in which you want report data to be listed.  Select Dollars of Comp or Number of Cases.  The default selection is Dollars of Comp (Compensation).

175. From the Date drop-down list, select the year to which the accident/incident is charged back.  The chargeback year runs from July 1st to June 30th.  For example, chargeback year 2003 includes July 1, 2002 through June 30, 2003.

176. In Format box, select the format in which you want the report to appear.  The default selection is Drill-Down Report.

177. In the Show Highest box, select the number of body parts for which compensation was paid.  These are listed in the report.  The default selection is All.  For example, if you select 10, the ten most frequently injured body parts are listed.
178. Click Send this Info.  A list of injured body parts for which compensation claims have been filed is displayed.
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Medical Paid
$1,025.06
$75.00
$125.00
$12,943.99
$243.15
$100.00
$1,518.12
$0.00
$2,521.17
$0.00
$471.16
$160.00
$127.91
$107.93
$0.00

$19,418.49

Comp Paid
$23,929.56
$21,228.69
$18,744.00
$0.00
$11439.69
$10,343.48
$6,191.10
$4,155.00
$568.14
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$117,908.15




	Compensation Paid, Breakout by Body Part report


When you are viewing the Compensation Report, you can select to view a list of accident reports for a body part.  From the list of body parts, you can view additional information about an accident report and its OWCP case transcript.  From the list of body parts, do the following:

· Click on a case in the Cases column to view a list of accident reports for a body part.

· Click on a case number in the Case Nr column to view the OWCP case transcript.
· Click on a date, time, and zip code record in the Date/Time/Zip column to view the accident report.
· Click Return to BodyPart List at the bottom of the report to return to the “Compensation Report Breakout by Body Part” screen.

Creating a Compensation Paid Report by Cause of Injury

 XE "Compensation Paid Reports:By Cause of Injury" This report allows you to track compensation, medical, and total costs paid out by the organizations included in the batch that you select when you run this report.  This report provides a list of compensation costs for each organization in your batch, listed by the cause of injury.  
179. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

180. Click Compensation Paid.

181. Click By Cause of injury.  The “Compensation Report Breakout by Cause” screen is displayed.

182. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

183. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

184. From the Include drop-down list, select those people that you want to include in your report.  The default selection is DOI Employees.

185. In the Order By box, select the order in which you want report data to be listed.  Select Dollars of Comp or Number of Cases.  The default selection is Dollars of Comp (Compensation).

186. From the Date drop-down list, select the year to which the accident/incident is charged back.  The chargeback year runs from July 1st to June 30th.  For example, chargeback year 2003 includes July 1, 2002 through June 30, 2003.

187. In Format box, select the format in which you want the report to appear.  The default selection is Drill-Down Report.

188. In the Show Highest box, select the number of injury causes for which compensation was paid.  These are listed in the report.  The default selection is All.  For example, if you select 10, the ten most frequent causes of injury are listed in this report.
189. Click Send this Info.  A list of injury causes is displayed.

[image: image68.jpg]DEPARTMENT OF THE INTERIOR.
Office of the Secretary - Compensation Report
Breakout by Canse (DOI Emplogees)
Organization: Entire Burean  Chargeback Year: 2004

Cause Cases| Medical Paid| Comp Paid  Total Paid
Unclassified 9  $3017.23[ $2889431] $31911.54
Fall from stopped vehicle 1 $0.00] $19,156.56|  $19,156.56
Fall geting on o off elevator 1 $0.00] $16,629.00  §16,629.00
Other mannal handling and equipment 1) 51294399 $0.00)  $12,943.99
Aircraft 1 $0.00] $11439.69 §11439.69
Fallisip walloways, curbs, porches 1] sis112[ $e19110  §7,709.22
Striking against material equipment 1 $550.06|  $4,773.00]  $5,323.06
Slip, twist, trip, not falling 2 $411.06]  $4,683.00]  $5,094.06
Fall from ladder 1 $0.00[ $4,15500  $4,155.00
Vehicle: Driver 1 $0.00[ $1,890.00  $1,890.00
Animals, Tnsects 1 $0.00[  $678.00 $678.00
Other falls 1 $471.16 $0.00 $471.16
Other falling objects 1 $160.00 $0.00 $160.00
Hand Tools 1] $107.93 $0.00 $107.93
Packaged Mat. Handling; weight stated 1 $100.00 $0.00 $100.00
Vehicle: Passenger 2 $75.00 $0.00 $75.00
Packaged Mat. Handling, wt. not stated 1 $63.94 $0.00 $63.94
Fallislip floor work srft, aisleway 2 $0.00 $0.00 $0.00
Total 29| §19,41843| $98.489.66 $117,908.15

Return to the Report Configuration Page




Compensation Paid, Breakout by Cause of Injury report

When you are viewing the Compensation Report, you can select to view a list of accident reports for a cause of injury.  From the list of causes of injury, you can view additional information about an accident report and its OWCP case transcript.  From the list of causes of injury, do the following:

· Click on a case in the Cases column to view a list of accident reports for a particular injury cause.  

· Click on a case number in the Case Nr column to view the OWCP case transcript.

· Click on a date, time, and zip code record in the Date/Time/Zip column to view the accident report.  
· Click Return to Cause List at the bottom of the report to return to the “Compensation Report Breakout by Cause” screen.
Creating a Compensation Paid Report by Nature of Injury

 XE "Compensation Paid Reports:By Nature of Injury" This report allows you to track compensation, medical, and total costs paid out by the organizations included in the batch that you select when you run this report.  The summary report provides a list of compensation costs for each organization in your batch, listed by the nature of the injury. 
190. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

191. Click Compensation Paid.

192. Click By Nature of injury.  The “Compensation Report Breakout by Nature” screen is displayed.

193. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

194. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

195. From the Include drop-down list, select those people that you want to include in your report.  The default selection is DOI Employees.

196. In the Order By box, select the order in which you want report data to be listed.  Select Dollars of Comp or Number of Cases.  The default selection is Dollars of Comp (Compensation).

197. From the Date drop-down list, select the year to which the accident/incident is charged back.  The chargeback year runs from July 1st to June 30th.  For example, chargeback year 2003 includes July 1, 2002 through June 30, 2003.

198. In Format box, select the format in which you want the report to appear.  The default selection is Drill-Down Report.

199. In the Show Highest box, select the number of “nature of injuries” for which compensation was paid.  These are listed in the report.  The default selection is All.  For example, if you select 10, the ten most common natures of injury are listed.
200. Click Send this Info.  A list of natures of injury is displayed.
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Compensation Paid, Breakout by Nature of Injury report

When you are viewing the Compensation Report, you can select to view a list of accident reports for a nature of injury.  From the list of natures of injury, you can view additional information about an accident report and its OWCP case transcript.  From the list of natures of injury, do the following:  
· Click on a case in the Cases column to view a list of accident reports for a particular nature of injury.  
· Click on a case number in the Case Nr column to view the OWCP case transcript.

· Click on a date, time, and zip code record in the Date/Time/Zip column to view the accident report.

· Click Return to Nature List at the bottom of the report to return to the “Compensation Report Breakout by Nature” screen.

Creating a Compensation Report by Source of Injury

 XE "Compensation Paid Reports:By Source of Injury" This report allows you to track compensation, medical, and total costs paid out by the organizations included in the batch that you select when you run this report.  The summary report provides a list of compensation costs for each organization in your batch, listed by the source of injury.
201. From the Safety Manager Menu, click Run SMIS Data Reports. 
202. Click Compensation Paid.
203. Click By Source of injury.  The “Compensation Report Breakout by Source” screen is displayed.

204. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

205. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

206. From the Include drop-down list, select those people that you want to include in your report.  The default selection is DOI Employees.

207. In the Order By box, select the order in which you want report data to be listed.  Select Dollars of Comp or Number of Cases.  The default selection is Dollars of Comp (Compensation).

208. From the Date drop-down list, select the year to which the accident/incident is charged back.  The chargeback year runs from July 1st to June 30th.  For example, chargeback year 2003 includes July 1, 2002 through June 30, 2003.

209. In Format box, select the format in which you want the report to appear.  The default selection is Drill-Down Report.

210. In the Show Highest box, select the number of sources of injury for which compensation was paid.  These are listed in the report.  The default selection is All.  For example, if you select 10, the ten most common sources of injury are listed.
211. Click Send this Info.  A list of sources of injury is displayed.
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Organization: Entire Bureau  Chargeback Year: 2004

Source Cases | Medical Paid Comp Paid | Total Paid
Tnsufficient Data 16[ $16,187.22[$88,106.04| §104,293.26
Stairs Steps 1] $0.00| $5,66048 $5,660.48
Windows, Doors 1 $0.00] $4,155.00]  $4,155.00
Box, barrel, e 5[ $258511] §568.14[ $3,153.25
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Elevator, Escalator, Personnel Hoist 1 $0.00 $0.00 $0.00
Total 29| $19,418.49 $98.489.66 | §117,908.15
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	Compensation Paid, Breakout by Source of Injury


When you are viewing the Compensation Report, you can select to view a list of accident reports for a source of injury.  From the list of sources of injury, you can view additional information about an accident report and its OWCP case transcript.  From the list of sources of injury, do the following:  
· Click on a case in the Cases column to view a list of accident reports for a source of injury.
· Click on a case number in the Case Nr column to view the OWCP case transcript.

· Click on a date, time, and zip code record in the Date/Time/Zip column to view the accident report.

· Click Return to Source List at the bottom of the report to return to the “Compensation Report Breakout by Source” screen.

Creating a Compensation Paid Report by Type of Injury

 XE "Compensation Paid Reports:By Type of Injury" This report allows you to track compensation, medical, and total costs paid out by the organizations included in the batch that you select when you run this report.  The summary report provides a list of compensation costs for each organization in your batch, listed by the type of injury.  
212. From the Safety Manager Menu, click Run SMIS Data Reports.  
213. Click Compensation Paid.

214. Click By Type of injury.  The “Compensation Report Breakout by Type” screen is displayed.

215. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

216. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

217. From the Include drop-down list, select those people that you want to include in your report.  The default selection is DOI Employees.

218. In the Order By box, select the order in which you want report data to be listed.  Select Dollars of Comp or Number of Cases.  The default selection is Dollars of Comp (Compensation).

219. From the Date drop-down list, select the year to which the accident/incident is charged back.  The chargeback year runs from July 1st to June 30th.  For example, chargeback year 2003 includes July 1, 2002 through June 30, 2003.

220. In Format box, select the format in which you want the report to appear.  The default selection is Drill-Down Report.

221. In the Show Highest box, select the number of injury types for which compensation was paid.  These are listed in the report.  The default selection is All.  For example, if you select 10, the ten most common injury types are listed.
222. Click Send this Info.  A list of injury types is displayed.
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Compensation Paid, Breakout by Type of Injury report

When you are viewing the Compensation Report, you can select to view a list of accident reports for an injury type.  From the list of injury types, you can view additional information about an accident report and its OWCP case transcript.  From the list of injury types, do the following:  
· Click on a case in the Cases column to view a list of accident reports for an injury type.

· Click on a case number in the Case Nr column to view the OWCP case transcript.

· Click on a date, time, and zip code record in the Date/Time/Zip column to view the accident report.

· Click Return to Type List at the bottom of the report to return to the “Compensation Report Breakout by Type” screen.

Creating a Compensation Paid Report by Occupation

 XE "Compensation Paid Reports:By Occupation" This report allows you to track compensation, medical, and total costs paid out by the organizations included in the batch that you select when you run this report.  The summary report provides a list of compensation costs for each organization in your batch, listed by the occupation of the person injured.  
223. From the Safety Manager Menu, click Run SMIS Data Reports.  
224. Click Compensation Paid.

225. Click By Occupation.  The “Compensation Report Breakout by Occupation” screen is displayed.

226. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

227. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

228. From the Include drop-down list, select those people that you want to include in your report.  The default selection is DOI Employees.

229. In the Order By box, select the order in which you want report data to be listed.  Select Dollars of Comp or Number of Cases.  The default selection is Dollars of Comp (Compensation).

230. From the Date drop-down list, select the year to which the accident/incident is charged back.  The chargeback year runs from July 1st to June 30th.  For example, chargeback year 2003 includes July 1, 2002 through June 30, 2003.

231. In Format box, select the format in which you want the report to appear.  The default selection is Drill-Down Report.

232. In the Show Highest box, select the number of occupations for which compensation was paid.  These are listed in the report.  The default selection is All.

233. Click Send this Info.  A list of occupations is displayed.
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	Compensation Paid, Breakout by Occupation report


When you are viewing the Compensation Report, you can select to view a list of accident reports for an occupation.  From the list of occupations, you can view additional information about an accident report and its OWCP case transcript.  From the list of injury types, do the following:  
· Click on a case in the Cases column to view a list of accident reports for an occupation.  
· Click on a case number in the Case Nr column to view the OWCP case transcript.

· Click on a date, time, and zip code record in the Date/Time/Zip column to view the accident report.

· Click Return to Occupation List at the bottom of the report to return to the “Compensation Report Breakout by Occupation” screen.

Generating Injury Breakout Reports
 XE "Reports:Injury Breakout Reports" 

 XE "Injury Breakout Reports" You can generate several types of reports that provide information about injuries and how they were incurred, what body part was injured, or who was injured.  You can generate this report by:
	· Activity when injured

· Body part involved

· Cause of injury

· Nature of injury
	· Source of injury

· Type of injury

· Occupation

· Age


 XE "Injury Breakout Reports:By Activity when Injured" Creating an Injury Breakout Report by Activity when Injured

234. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

235. Click Injury Breakout.

236. Click By Activity when injured.  The “Report Breakout by Activity” screen is displayed.
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Injury Report Breakout by Activity
237. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

238. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

239. From the Include drop-down list, select those people that you want to include in your report.  The default selection is DOI Employees.

240. In the Severity box, select an injury severity type.  The default selection is All.

241. In the Date Range fields, type a date range for the data you want to include in the report.  Enter dates in the following formats: mm/dd/yy, Jan-03-03, mm/dd/yyyy, Jan-02-2003, dd/mm/yyyy, or 02-Sep-2003.
242. In Format box, select the format in which you want the report to appear.  The default selection is Drill-Down Report.

243. In the Show Highest box, select the number of activities that you want to see listed in the report.  The default selection is All.  For example, if you select 10, the ten activities with the most injuries are listed in the report.

244. Click Send this Info.  A list of activities is displayed.

[image: image74.png]DEPARTMENT OF THE INTERIOR.

Fish and Wildife Service - Injury Breakout
Al Tnjusies Report Breakout by Activity (DOI Employees)
Date Range: 20-Tul-03-20-Tan-04
Organization Batch REGION4

Activity Cases
Maint Rpr-Struct 1
Locomotion
ObservingTuspecting
Genl Work Activities
Admin/Clerical
Maint Activities
Maint Rpr-Equip
Oper Pur Tools
Law Enforcement
Misc Activities Oth
Fire Fighting

Oper Hand Tools
Mat. Handing

Fire Fighting

Perfom Other Sves
Housckeeping
Training-Trainee
Physical Training
WCT-Arduous Pack
Oper Machinery
Transport Oper
Total 70

e g [ 1 T [ P 1 S PPN e e P s

Return to the Report Configuration Page




Injury Report by Activity
When you are viewing an Injury Report, you can select to view additional information.  
· Click on an activity record in the Cases column to view a list of incident reports for an activity.  An Injury Breakout Report is displayed from which you can view more information by clicking:
· Case Nr to view the associated OWCP case transcript.  
· Date/Time/Zip to view the accident report.

· Click Return to Activity List at the bottom of the report to return to the “Injury Breakout Report by Activity” screen.

 XE "Injury Breakout Reports:By Body Part Involved" Creating an Injury Breakout Report by Body Part Involved

245. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

246. Click Injury Breakout.

247. Click By Body Part involved.  The “Report Breakout by Body Part” screen is displayed.
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Injury Breakout Report by Body Part

248. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

249. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

250. From the Include drop-down list, select those people that you want to include in your report.  The default selection is DOI Employees.

251. In the Severity box, select an injury severity type.  The default selection is All.

252. In the Date Range fields, type a date range for the data you want to include in the report.  Enter dates in the following formats: mm/dd/yy, Jan-03-03, mm/dd/yyyy, Jan-02-2003, dd/mm/yyyy, or 02-Sep-2003.
253. In Format box, select the format in which you want the report to appear.  The default selection is Drill-Down Report.

254. In the Show Highest box, select the number of body parts that you want to see listed in the report.  The default selection is All.  The report is listed by the body part with the highest number of injuries. 
255. Click Send this Info.  A list of body parts is displayed.
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Report Breakout by Body Part
When you are viewing an Injury Report, you can select to view additional information.  
· Click on a body part record in the Cases column to view a list of incident reports for that particular body part.  An Injury Breakout Report is displayed from which you can view more information by clicking:

· Case Nr to view the associated OWCP case transcript.  
· Date/Time/Zip to view an accident report.

· Click Return to Body Part List at the bottom of the report to return to the “Injury Breakout Report by Body Part” screen.

 XE "Injury Breakout Reports:By Cause of Injury" Creating an Injury Breakout Report by Cause of Injury

256. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

257. Click Injury Breakout.

258. Click By Cause of injury.  The “Report Breakout by Cause” screen is displayed.
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Breakout Report by Cause

259. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

260. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

261. In the Include box, select those people that you want to include in your report.  The default selection is DOI Employees.

262. In the Severity box, select an injury severity type.  The default selection is All.

263. From the Date Range fields, type a date range for the data you want to include in the report.  Enter dates in the following formats: mm/dd/yy, Jan-03-03, mm/dd/yyyy, Jan-02-2003, dd/mm/yyyy, or 02-Sep-2003.
264. In Format box, select the format in which you want the report to appear.  The default selection is Drill-Down Report.

265. In the Show Highest box, select the number of causes that you want to see listed in the report.  The default selection is All.  
266. Click Send this Info.  A list of causes is displayed.
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Report Breakout by Cause
When you are viewing an Injury Report, you can select to view addition information.  
· Click on a cause record in the Cases column to view a list of incident reports for a specific cause.  An Injury Breakout Report is displayed from which you can view more information by clicking:

· Case Nr to view the OWCP case transcript.  
· Date/Time/Zip to view the accident report.

· Click Return to Cause List at the bottom of the report to return to the “Injury Breakout Report by “Injury Breakout Report by Cause” screen.

 XE "Injury Breakout Reports:By Nature of Injury" Creating an Injury Breakout Report by Nature of Injury

To create an injury breakout report listed by the nature of the injury for the batches you created:

267. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

268. Click Injury Breakout.

269. Click By Nature of injury.  The “Report Breakout by Nature” screen is displayed.
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Breakout Report by Nature of Injury

270. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

271. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

272. From the Include drop-down list, select those people that you want to include in your report.  The default selection is DOI Employees.

273. From the Severity drop-down list, select an injury severity type.  The default selection is All.

274. From the Date Range fields, type a date range for the data you want to include in the report.  Enter dates in the following formats: mm/dd/yy, Jan-03-03, mm/dd/yyyy, Jan-02-2003, dd/mm/yyyy, or 02-Sep-2003.
275. In Format box, select the format in which you want the report to appear.  The default selection is Drill-Down Report.

276. In the Show Highest box, select the number of “nature of injuries” that you want to see listed in the report.  The default selection is All.  
277. Click Send this Info.  A list of natures of injury is displayed.
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Report Breakout by Nature of Injury

When you are viewing an Injury Report, you can select to view additional information.  
· Click on a nature of injury record in the Cases column to view a list of incident reports for a specific nature.  An Injury Breakout Report is displayed from which you can view more information by clicking:

· Case Nr to view the associated OWCP case transcript.  
· Date/Time/Zip to view the accident report.

· Click Return to Nature List at the bottom of the report to return to the “Injury Breakout Report by “Injury Breakout Report by Nature of Injury” screen.

 XE "Injury Breakout Reports:By Source of Injury" Creating an Injury Breakout Report by Source of Injury

278. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

279. Click Injury Breakout.

280. Click By Source of injury.  The “Report Breakout by Source” screen is displayed.
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Report Breakout by Source

281. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

282. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

283. From the Include drop-down list, select those people that you want to include in your report.  The default selection is DOI Employees.

284. In the Severity box, select an injury severity type.  The default selection is All.

285. In the Date Range fields, type a date range for the data you want to include in the report.  Enter dates in the following formats: mm/dd/yy, Jan-03-03, mm/dd/yyyy, Jan-02-2003, dd/mm/yyyy, or 02-Sep-2003.
286. In Format box, select the format in which you want the report to appear.  The default selection is Drill-Down Report.

287. In the Show Highest box, select the number of source of injury that you want to see listed in the report.  The default selection is All.  
288. Click Send this Info.  A list of sources of injury is displayed.
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Report Breakout by Source of Injury

When you are viewing an Injury Report, you can select to view additional information.  
· Click on a source of injury record in the Cases column to view a list of incident reports for a specific source.  An Injury Breakout Report is displayed from which you can view more information by clicking:

· Case Nr to view the associated OWCP case transcript.  
· Date/Time/Zip to view the accident report.

· Click Return to Source List at the bottom of the report to return to the “Injury Breakout Report by “Injury Breakout Report by Source” screen.

 XE "Injury Breakout Reports:By Type of Injury" Creating an Injury Breakout Report by Type of Injury

289. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

290. Click Injury Breakout.
291. Click By Type of injury.  The “Report Breakout by Type” screen is displayed.
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Report Breakout by Type

292. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

293. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

294. From the Include drop-down list, select those people that you want to include in your report.  The default selection is DOI Employees.

295. In the Severity box, select an injury severity type.  The default selection is All.

296. In the Date Range fields, type a date range for the data you want to include in the report.  Enter dates in the following formats: mm/dd/yy, Jan-03-03, mm/dd/yyyy, Jan-02-2003, dd/mm/yyyy, or 02-Sep-2003.
297. In Format box, select the format in which you want the report to appear.  The default selection is Drill-Down Report.

298. In the Show Highest box, select the number of injury types that you want to see listed in the report.  The default selection is All.  
299. Click Send this Info.  A list of injury types is displayed.
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Injury Report by Type of Injury

When you are viewing an Injury Report, you can select to view additional information.  
· Click on a type record in the Cases column to view a list of incident reports for a specific type of injury.  An Injury Breakout Report is displayed from which you can view more information by clicking:

· Case Nr to view the OWCP case transcript.  
· Date/Time/Zip to view the accident report.

· Click Return to Type List at the bottom of the report to return to the “Injury Breakout Report by “Injury Breakout Report by Type” screen.

 XE "Injury Breakout Reports:By Occupation" Creating an Injury Breakout Report by Occupation

300. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

301. Click Injury Breakout.

302. Click By Occupation.  The “Report Breakout by Occupation” screen is displayed.
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Report Breakout by Occupation

303. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

304. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

305. From the Include drop-down list, select those people that you want to include in your report.  The default selection is DOI Employees.

306. In the Severity box, select an injury severity type.  The default selection is All.

307. In the Date Range fields, type a date range for the data you want to include in the report.  Enter dates in the following formats: mm/dd/yy, Jan-03-03, mm/dd/yyyy, Jan-02-2003, dd/mm/yyyy, or 02-Sep-2003.
308. In Format box, select the format in which you want the report to appear.  The default selection is Drill-Down Report.

309. In the Show Highest box, select the number of occupations for which accidents were reported that you want to see listed in the report.  The default selection is All.  
310. Click Send this Info.  A list of occupations is displayed.
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Injury Report by Occupation

When you are viewing an Injury Report, you can select to view additional information.  
· Click on an occupation record in the Cases column to view a list of incident reports for a specific occupation.  An Injury Breakout Report is displayed from which you can view more information by clicking:

· Case Nr to view the OWCP case transcript.  
· Date/Time/Zip to view the accident report.

· Click Return to Occupation List at the bottom of the report to return to the “Injury Breakout Report by “Injury Breakout Report by Occupation” screen.

 XE "Injury Breakout Reports:By Age" Creating an Injury Breakout Report by Age

To create an injury breakout report listed by the age of the person injured for the batches you created:

311. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

312. Click Injury Breakout.

313. Click By Age.  The “Report Breakout by Age at Time of Injury” screen is displayed.
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Report Breakout by Age at Time of Injury

314. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

315. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

316. From the Include drop-down list, select those people that you want to include in your report.  The default selection is DOI Employees.

317. In the Severity box, select an injury severity type.  The default selection is All.

318. In the Date Range fields, type a date range for the data you want to include in the report.  Enter dates in the following formats: mm/dd/yy, Jan-03-03, mm/dd/yyyy, Jan-02-2003, dd/mm/yyyy, or 02-Sep-2003.
319. In Format box, select the format in which you want the report to appear.  The default selection is Drill-Down Report.

320. In the Show Highest box, select the number of ages that you want to see listed in the report.  The default selection is All.  For example, if you select 10, you will see a list of ages with the most people injured, listed by age with the highest number of injuries.

321. Click Send this Info.  A list of ages is displayed.
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Injury Report by Age
When you are viewing an Injury Report, you can select to view additional information.  
· Click on a record in the Cases column to view a list of incident reports for a specific age.  An Injury Breakout Report is displayed from which you can view more information by clicking:

· Case Nr to view the associated OWCP case transcript.  
· Date/Time/Zip to view the accident report.

· Click Return to Age List at the bottom of the report to return to the “Injury Breakout Report by Age at Time of Injury” screen.

Generating OWCP Case Management Report
 XE "Reports:OWCP Case Management Reports" You can generate two types of reports that reflect OWCP payments made within the date range specified for the reports.
· By Chargeback Year – The chargeback year runs from July 1st to June 30th.  For example, chargeback year 2003 includes July 1, 2002 through June 30, 2003.
· By Date of Injury

Creating an OWCP Case Management Report by Chargeback Year

322. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

323. Click OWCP Case Mgmt.

324. Click By Chargeback Year.  The “Workers’ Compensation Case Management Report - by Charge Back Year” screen is displayed.

325. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

326. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

327. From the Include drop-down list, select those people that you want to include in your report.  The default selection is DOI Employees.

328. In the Order By box, select the order in which you want report data to be listed.  Select Dollars of Comp or Number of Cases.  The default selection is Dollars of Comp (Compensation).

329. From the Charge Back Year drop-down list, select the year to which the accident/incident is charged back.  The chargeback year runs from July 1st to June 30th.  For example, chargeback year 2003 includes July 1, 2002 through June 30, 2003.

330. In the Sort by box, select the criteria by which you want to sort report data.  For example, if you select “Date of Injury,” report data is listed in order of the date on which the injury occurred, with the oldest date listed first.  The default selection is All.

331. Click Send this Info.  A list of incident reports that occurred during the selected charge back year is displayed; reports are listed by the selected Sort By criteria.
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OWCP Case Management Report by Chargeback Year
When you are viewing the OWCP Case Management Report by Chargeback Year, you can click on a record in the OWCP Case Nr column to view the OWCP case transcript.

Creating an OWCP Case Management Report by Date of Injury

332. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

333. Click OWCP Case Mgmt.

334. Click By Date of Injury.  The “Workers’ Compensation Case Management Report – by Date of Injury” screen is displayed.

335. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

336. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

337. From the Include drop-down list, select those people that you want to include in your report.  The default selection is DOI Employees.

338. In the Order By box, select the order in which you want report data to be listed.  Select Dollars of Comp or Number of Cases.  The default selection is Dollars of Comp (Compensation).

339. In the Date Range box, select the date range for the data you want included in the report.  Enter dates in the following formats: mm/dd/yy, Jan-03-03, mm/dd/yyyy, Jan-02-2003, dd/mm/yyyy, or 02-Sep-2003.
340. In the Sort by box, select the criteria by which you want to sort report data.  For example, if you select “Date of Injury,” report data is listed in order of the date on which the injury occurred, with the oldest date listed first.  The default selection is All.

341. Click Send this Info.  A list of incident reports shown by the specified criteria and listed by the date of injury is displayed.
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OWCP Case Management Report by Date

When you are viewing the OWCP Case Management Report by Date, you can click on a record in the OWCP Case Nr column to view the OWCP case transcript.

Generating DOI Safety Indicator Reports
 XE "Reports:DOI Safety Indicator Reports" 

 XE "DOI Safety Indicator Reports:Types of Reports" You can generate five types of reports for the Department of the Interior Safety Indicators.
· Lost Time Rate – This report provides the lost-time rate for the organizations that you select.  In this report, only disabling injuries that were not explicitly denied by OWCP are included.
· Incident Rate – This report provides the incident rate for the organizations that you select.  In this report, only injuries that were not explicitly denied by OWCP are included.
· Fatalities – This report displays the number of fatalities for the organizations that you select.
· COP Paid – This report lists the number of cases, hours of COP, and the amount of Continuation of Pay (COP) paid.  A detailed report displays all payments made to individuals within the organization you select for the detail view.
· Property Damage – This report lists the number of items damaged and total cost of property damage.  A detailed report displays each item by date, property type within the organization you selected, and the cost for the property damage.
Reporting Safety Indicators by Lost Time Rate

342. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

343. Click Safety Indicators.

344. Click Lost Time Rate.  The “Safety Indicator: Lost Time Rate” screen is displayed.
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Safety Indicator: Lost Time Rate

345. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

346. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

347. Do the following in the Date Range box:
ar. Select a date range: Date of Injury or OWCP Case Created Date
as. In the Start and End fields, type the date range for the data you want included in the report.  Enter dates in the following formats: mm/dd/yy, Jan-03-03, mm/dd/yyyy, Jan-02-2003, dd/mm/yyyy, or 02-Sep-2003.

348. From the Include drop-down list, select those people that you want to include in your report.  The default selection is DOI Employees.

349. In Format box, select the format in which you want the report to appear.  The default selection is Drill-Down Report.
350. Click Send this Info.  Lost time rates that were incurred during the specified date range are displayed for organizations within the specified batch.
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DOI Safety Indicator Lost Time Rate

When you are viewing the DOI Safety Indicator Lost Time Rate report, you can click on a record in the Organization Name column to view a list of incident reports for that organization.  From the list of incident reports, you can view additional information.

· Click Case Nr.  to view the associated OWCP case transcript.  
· Click Date/Time/Zip to view the accident report.

· Click Return to Lost Time Rate Summary Report at the bottom of the report to return to the “Lost Time Rate Summary Report” screen.

Reporting Safety Indicators by Incident Rate

351.  XE "DOI Safety Indicator Reports:By Incident Rate" From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

352. Click Safety Indicators.

353. Click Incident Rate.  The “Safety Indicator: Incident Rate” screen is displayed.
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Safety Indicator: Incident Rate
354. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

355. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

356. Do the following in the Date Range box:
at. Select a date range: Date of Injury or OWCP Case Created Date
au. In the Start and End fields, type the date range for the data you want included in the report.  Enter dates in the following formats: mm/dd/yy, Jan-03-03, mm/dd/yyyy, Jan-02-2003, dd/mm/yyyy, or 02-Sep-2003.

357. From the Include drop-down list, select those people that you want to include in your report.  The default selection is DOI Employees.

358. In Format box, select the format in which you want the report to appear.  The default selection is Drill-Down Report.

359. Click Send this Info.  The incident rates that occurred during the specified date range are listed for the organizations within the specified batch.
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DOI Safety Indicator Incident Rate

When viewing the DOI Safety Indicator Incident Rate report, click on a record in the Organization Name column to view a list of incident reports for that organization.  From the list of incident reports, you can view additional information.

· Click Case Nr.  to view the associated OWCP case transcript.  
· Click Date/Time/Zip to view the accident report.

· Click Return to Incident Rate Summary Report at the bottom of the report to return to the “Incident Rate Summary Report” screen.

Reporting Safety Indicators by Fatalities

360. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

361. Click Safety Indicators.

362. Click Fatalities.  The “Safety Indicator: Fatalities” screen is displayed.
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Safety Indicator: Fatalities

363. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

364. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

365. In the Date Range box, type the date range for the data you want included in the report.  Enter dates in the following formats: mm/dd/yy, Jan-03-03, mm/dd/yyyy, Jan-02-2003, dd/mm/yyyy, or 02-Sep-2003.  
366. From the Include drop-down list, select those people that you want to include in your report.  The default selection is DOI Employees.

367. In Format box, select the format in which you want the report to appear.  The default selection is Drill-Down Report.

	368. Click Send this Info.  The number of fatalities that occurred during the specified date range is displayed for the organizations within the specified batch.

DOI Safety Indicator of Fatalities
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When viewing the DOI Safety Indicator of Fatalities report, click on a record in the Organization Name column to view a list of incident reports for that organization.  From the list of incident reports, you can view additional information.

· Click Case Nr.  to view the associated OWCP case transcript.  
· Click Date/Time/Zip to view the accident report.

· Click Return to Fatality Report Configuration Page at the bottom of the report to return to the “Safety Indicator: Fatalities” screen.

Reporting Safety Indicators by COP Paid

369. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

370. Click Safety Indicators.

371. Click COP Paid.  The “Safety Indicator: COP Paid” screen is displayed.
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Safety Indicator: COP Paid

372. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

373. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

374. In the Date Range box, type the date range for the data you want included in the log.  Enter dates in the following formats: mm/dd/yy, Jan-03-03, mm/dd/yyyy, Jan-02-2003, dd/mm/yyyy, or 02-Sep-2003.  
375. In Format box, select the format in which you want the report to appear.  The default selection is Drill-Down Report.

376. Click Send this Info.  The number of cases, number of hours of COP, and amount of COP paid during the specified date range is displayed.
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DOI Safety Indicator of COP Paid
When viewing this report, click on a record in the Organization Name column to view a list of payments made to individuals within the organization selected.  The report displays by payment date and payee’s social security number.  From that list, you can view additional information.

· Click Case Nr.  to view the associated OWCP case transcript.  
· Click Date/Time/Zip to view the accident report.

· Click Return to COP Report Summary at the bottom of the report to return to the “COP Report Summary” screen.

Reporting Safety Indicators by Property Damage


377. From the Safety Manager Menu, click Run SMIS Data Reports.

378. Click Safety Indicators.

379. Click Property Damage.  The “Safety Indicator: Cost of Property Damage” screen is displayed.
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	Safety Indicator: Cost of Property Damage


380. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

381. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

382. In the Date Range box, type the date range for the data you want included in the log.  Enter dates in the following formats: mm/dd/yy, Jan-03-03, mm/dd/yyyy, Jan-02-2003, dd/mm/yyyy, or 02-Sep-2003.  
383. From the Include drop-down list, select those people that you want to include in your report.  The default selection is DOI Employees.

384. In the Property Type (Select 1 or more) box, select the property type from the drop-down list.  The default selection is All Types of Property.

385. In the Property Owner (Select 1 or more) box, select the property owner (who is responsible for the property) from the drop-down list.  The default selection is All Property Owners.

386. In Format box, select the format in which you want the report to appear.  The default selection is Drill-Down Report.

387. Click Send this Info.  A list of organizations within the specified batch is displayed, along with the organization IDs, number of damaged items, and total cost of property damage.
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	DOI Safety Indicator Property Damage


When viewing this report, click on a record in the Organization Name column to view the Property Damage Cost – Detail report.  This report displays a list of accident/incident reports, property types, the organization names, and the total cost of the property damage.  The report displays a list of accident/incident reports sorted by date.  From that list, you can view additional information.

· Click Case Nr.  to view the associated OWCP case transcript.  
· Click Date/Time/Zip to view the accident report.

· Click Return to Property Damage Summary at the bottom of the report to return to the “Property Damage Summary” screen.
Generating Accident Report Status Reports
 XE "Reports:Accident Report Status Reports" You can generate two types of reports that include accident report status information: 

· View Submitted – This report provides summarized and detailed information about SMIS reports entered in the organizations for which you have SMIS report review or final review authority.
· Report Performance – This report allows you to see how well an organization performs with regards to performing reviews or final review of submitted accident/incident reports.  You can only see organizations for which you have SMIS report review or final review authority.
Creating Accident Report Status Reports by View Submitted

388. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

389. Click Accident Report Status.

390. Click View Submitted.  The “View Number of Submitted SMIS Reports” is displayed.
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View Number of Submitted SMIS Reports
391. In the Dates box, enter the date range for the data you want included in the report.  Enter dates in the following formats: mm/dd/yy, Jan-03-03, mm/dd/yyyy, Jan-02-2003, dd/mm/yyyy, or 02-Sep-2003.  
392. In the Layout box, select how you want to display or sort report data.  The default selection is “Organize output by Day.”  You can also select to organize the report’s data by month, reporter’s name, or reviewer’s name.
393. Click Send this Info.  A list of data displayed by day, month, reporter, or reviewer, with the total number of accident reports that were filed during the date range specified.

When you are viewing the report, click on a record in the Count column to view detailed information regarding the accident reports submitted in SMIS.

Creating Accident Report Status Reports by Report Performance

 XE "Accident Report Status Reports:By Report Performance"  “Report performance” is measured based on:

· The time between the accident/incident and the initial submission of the SMIS report

· How many reports are waiting for a review or final review

· How long reports sit in queue waiting for someone to perform a review or final review

394. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

395. Click Accident Report Status.

396. Click Report Performance.  The “View Number of Submitted SMIS Reports” screen is displayed.
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Dates: Start [Jan-20-2003 End [Jan-20-2004

Send this Info >>




View Number of Submitted SMIS Reports
397. In the Dates field, enter the date range for the data you want included in the report.  Enter dates in the following formats: mm/dd/yy, Jan-03-03, mm/dd/yyyy, Jan-02-2003, dd/mm/yyyy, or 02-Sep-2003.  
398. Click Send this Info.  Two reports are displayed.  
· SMIS Reports: Action Taken vs.  Time Elapsed
· SMIS Reports: Reports Awaiting Action vs.  Time Waiting (This report contains a list of current reports that are waiting to be reviewed or waiting for final review.)
Creating Reports with Specific Data (Searching)
Using the Search menu option,  XE "Reports:Search" 

 XE "Reports:Ad-Hoc Query" you can generate reports, or lists, of accident reports that contain specific information.  The Search menu option provides several data types by which you can search and create a report, as well as an ad-hoc query feature that allows you search for even more specific data than what is available through the “canned” search options.  Canned search options include:

· Word/Phrase – You can generate a list of accident/incident reports that includes all accident/incident reports that contain a specific word or set of words in the fields that are completed when someone files a claim, when a supervisor completes a claim, and when a compensation coordinator reviews and processes a claim.  
· By Date of Incident – You can generate a list of accident/incident reports that includes all accident/incident reports that have a specific date in the claim form’s “Date of Incident” field.
· By Name of Injured – You can generate a list of accident/incident reports for a specific person.
· By OWCP Case Number – You can search for an accident report that contains a specific OWCP case number.
Searching Using an Ad-Hoc Injury Query

 XE "Reports:Ad-Hoc Query" The ad-hoc injury query option generates reports that allow you to retrieve an injury record based on search criteria that is not available in the canned reports.  You can sort the records that are returned to you in your search by any of the following:
	· Employee Status

· Body Part

· Activity (of person when injured)

· Severity

· Type
	· Nature of Injury

· Occupation

· Cause

· Source

· Adjudication Status


Searching by Word/Phrase

 XE "Reports:Search by Word/Phrase" You can search all incident reports for those reports that contain a specific word or phrase.  This search feature searches the text in the following accident/incident report fields: 
	· Narrative

· Incident Place

· Corrective Action

· OWCP Case Number
	· Reporter Name 

· Reviewer Name

· Reviewer Notes

· Injury Notes


You can also search for a specific sub-bureau code combined with an organization code (OrgCode), occupation code, body part, as well as text in the Type of Injury fields.  
IMPORTANT: 
The phrase or word that you search on is case-sensitive!
 XE "Reports:Search by Date of Incident" Searching by Date of Incident

399. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

400. Click Search.

401. Click By Date of Incident.  The “Find SMIS Records by Date of Incident” screen is displayed.

[image: image103.png]SHIS FRTr I by Date of Incident

“This report will allow you to search by Date for any SMIS record within your burean. It can search for injuries, property
damage or both. From the summary lst, you can drill doven into the actual SMIS report or, if an OWCE case exists, view a
case transeript

Complete the form below to specify how you would like your search for records to be constructed.

Report Title | Fish and Wildlife Service - Name Search
Select a batch | Entire Bureau ~
Date Range Start: | Dec-01-2003] End: |Jan-20-2004

Search For | O Injuries Only O Property Damage Only  ® Injuries & Propery Damage

Send this Info >>




Find SMIS Records by Date of Incident
402. In the Report Title field, type the title of the report.  
403. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

404. In the Date Range fields, type the date range for the data you want included in the report.  Enter dates in the following formats: mm/dd/yy, Jan-03-03, mm/dd/yyyy, Jan-02-2003, dd/mm/yyyy, or 02-Sep-2003.  
405. In the Search For box, select the option that best describes the accident reports for which you are searching.  The default selection is Injuries & Property Damage.  This option retrieves all accident reports that include injury and property damage information.
406. Click Send this Info.  A list of incidents within the specified batch and date range is displayed.  This report includes the category; date, time, and zip of when the incident occurred; name of the individual involved; body part and/or property damaged in the incident; OWCP claim and/or damage cost, and the organization to which this incident is charged.
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DEPARTMENT OF THE INTERIOR.
Fish and Wildife Service - Name Search

Org Batch: "Entire Bureay”

Dates: 01-Dec-03 TO 20-Tan-04

Seeking: Injuries and Property Damage -- 31 Records Refumed

Name of Individual
SPEEGLE, DARRIN
FITZPATRICK, CONSUELO
BYERS IR, BERTON
GAY, TOHNNIE
Boyarsk, Emily

MEGAN, JOHN
STALEY, JASON
SMITH, MICHAEL
highwalker, Franklin
TONES, STINER
STELNGRAEBER, MARK
BARBER, JAMES
VANZANT, PEGGY
GREEN, LINDA
Hargrave, Nolan
CONNOR, FRANK.
Beavbouef, Wayne
Livingston, Malcolm
TARVER, JOHN

Lopez, Domingo
HOWARD, JENNIFER
STEWART, DENNIS
ROY, KEVIN

Empl Status
Permanent

Permanent

Permanent

Permanent

Other

Permanent

Permanent

Permanent

Youth Con. Corps (Earollee)
Permanent

Permanent

Temporary

Permanent

Permanent

Public (Visitor to DO Area)
Permanent

Public (Other, Non visitor)
Volunteers

Permanent

Public (Visitor to DOT Area)
Temporary

Permanent

Permanent

OWCP Claim/
Body PartProperty Damaged  Damage Cost
Passenger Car $338.00
Feet, single foot
Raee, Single knee
Finger, Single third finger
Passenger Car $429.00
Arm or wrist
Finger, Both second fingers
Arm or wrist
Bus $500.00
Hand, single hand
Body, Lower back
Shoulder, Single shovlder
Asm and wrist
Arm or wrist
Trunk bones, Rib
Head, eye single (aternal)
Leg, Single leg/hipfanklefbuttock.
Leg, Single leg/hipfanilefbuttock.
4-Wheel Drive Vehicles (All Sizes) $0.00
Pick-up Truck. $1,000.00
4-Wheel Drive Vehicles (All Sizes) $0.00
Passenger Car $1,204.00
Station Wagon $800.00

Organization
'WHEELER NWR DEC.
DIV OF CONTRACTI
ECOL SERVICES VER
DIV OF CONTRACTIR
OREFENOKEE NWR
PATUXENT NWR.

DEEP FORK NWR

SOUTH TEXAS REFUC
WICHITA MOUNTAT
OREFENOKEE NWR |
L4 CROSSE FISHERY
OREFENOKEE NWR |
MACKAY ISLAND N'
CROSS CREEKS NWE
TENSAS RVR NWR E
MALHEUR NWR - BU
TENSAS RVR NWR E
PATUXENT NWR.

TENSAS RVR NWR E
TENSAS RVR NWR E
ALLIGATOR R NWR }
ALLIGATOR R NWR }
ECOL SVCS LAFAYE




Search by Date of Incident report

When you are viewing the Search by Date of Incident report, you can click Date/Time/Zip to view the associated accident report.

 XE "Reports:Search by Name of Injured" Searching by Name of Injured

407. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

408. Click Search.

409. Click By Name of Injured.  The “Find SMIS Records by Last Name of Person” involved screen is displayed.
	[image: image105.png]SHIS FTr sty By Last Name of Person involved

“This report will allow you to search by Last Name for any SMIS record within your bureau. It willsearch both for injured
‘persons and for the individuals associated with property damage. The last-name-search-function performs a "sound similar”
evaluation to find matehing records. For instance, if you enter "BROW', you may receive hits on names lice: Brown, Browne,
Bryne, Brown Jr, Bryan, Bum, Brownstone ete. As you might guess from looking at the list above, the system is quie liberal in
its evaluation of similar sounding names allowing you to find any name, even if you don't know the exact speling. From the
summary s, you can dill down into the actual SMIS report or, i an OWCP case exists, view a case transeript.

Complete the form below to specify how you would like your search for records to be constructed.
Report Title | Fish and Wildlife Service - Name Search
Select a batch | Entire Bureau v

Date Range | Start: [Jan-20-2003 End: [Jan-20-2004

Last Name | Johnson

Send this Infa >>




	Search by Name of Injured person


410. In the Report Title field, type the title of the report.  
411. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

412. In the Date Range fields, type the date range for the data you want included in the report.  
413. In the Last Name field, type the last name of the person involved in the incident for which you are searching.

414. Click Send this Info.  A list of incidents within the specified batch and date range is displayed.  This report includes the category; date, time, and zip of when the incident occurred; name of the individual involved; body part and/or property damaged in the incident; OWCP claim and/or damage cost, and the organization to which this incident is charged.
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Name of Individual
JOHNSON, DAVID
JOHNSON, MICHAEL
JENKINS, CLEM
JOHNSON, LATHAN

01/28/03-10.30 84606
02/06/03-13:00 89130
02/14/03-11.55 28719
02120/03-11.00 81650
02127/03-1500 87832 [JOHNSON, CLYDE
04/11/03-01:00 89006 TENSEN, DANIEL
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ation Page

DEPARTMENT OF THE INTERIOR.

Fish and Wildife Service - Name Search

"Entire Bureaw”  Dates: 20-Tan-03 TO 20-Jan-04
Similar to: "TOHNSON" - 16 Records Returned

OWCP Claim/
Damage Cost
$0.00
$800.00

Body PartProperty Damaged
Pick-up Truck.
Pick-up Truck.

Passenger Car $1,200.00
Pick-up Truck. $1,000.00
Other Property, NEC $500.00
Station Wagon $3,700.00
Unknown 022040893
4-Wheel Drive Vehicles (All Sizes) $529.00

Pick-up Truck. $1,653.00
Body, Abdomen 022043553
Trunk bones, Vertebras, (spine; disc) | 122018438
4-Wheel Drive Vehicles (All Sizes) $2,230.00
Head, eye single (aternal) 062092142
Body, Lower back 142022257
Pick-up Truck. $1,000.00

Arm or wrist

Organization
ENVIRONMENTAL RESTORATION GROUP
DIV OF NON-RENEWABLE RESOURCES
SOUTH DISTRICT (MAINTENANCE)
'UPPER COLORADO RIVER INTERAGENCY
SOCORRO FIELD DIVISION
MANAGEMENT SERVICES OFFICE DIREC
GREAT SWAMP NWR

MULTI-RESOURCE STAFF

GLASGOW FIELD STATION

GREAT SWAMP NWR

MULTI-RESOURCE STAFF
EUFAULA NWR EUFAULA AL

CASPER FIELD OFFICE
TETLIN NWR.




Search by Name of Injured Person

When you are viewing the Search by Name of Injured Person report, click on a record in the Date/Time/Zip column to view the accident report.

 XE "Reports:Search by OWCP Case Number" Searching by OWCP Case Number

415. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

416. Click Search.

417. Click By OWCP Case Number.  The “Find Incidents by OWCP Case Number” screen is displayed.

[image: image107.png]SHIS T by OWCP Case Number

Complete the form below to specify how you would like your search for records to be constructed
OWCP Searches are wildcarded to the right, thatis, 100 will return 100,1001,1009, 100999, ete.

Report Title Fish and Wildlife Service - OWCP Case Search
Select abatch | Entre Bureau v
Date Range  [Start

OWCP Case Nr.

End: [Jan-20-2004

Send this Info >>




Search by OWCP Case Number

418. In the Report Title field, type the title of the report.  
419. From the Select a Batch drop-down list, select a batch.  The default selection is Entire Bureau.

420. In the Date Range fields, type the date range for the data you want included in the report.  Enter dates in the following formats: mm/dd/yy, Jan-03-03, mm/dd/yyyy, Jan-02-2003, dd/mm/yyyy, or 02-Sep-2003.  
421. In the OWCP Case NR field, type the OWCP case number for which you are looking.

422. Click Send this Info.  The incident that you are looking for within the specified batch and date range is displayed.  This report includes the date, time, and zip of when the incident occurred; the claimant’s social security number; the injured body part; the claimant’s employee status; the OWCP case number; the name of the individual involved; and the organization to which this incident is charged.

When you are viewing the Search by OWCP Case Number report, you can click Date/Time/Zip to view the accident report.

Chapter 5.  Safety Manager Administrative Tasks

There are three administrative tasks that you can perform from  XE "Safety Managers:Administrative Tasks"the Safety Managers Menu.  The tasks that you can perform depend on your access, or privilege, rights to the SMIS Accident Reporting Safety Managers module.  
Safety Managers administrative tasks include:

· Managing Safety Managers – You can set up Safety Managers module users, as well as edit the rights of safety managers and/or delete safety managers.

· Downloading SMIS Data Files – You must periodically update SMIS data files.  Depending on the type of data files, you can download data weekly, monthly, or quarterly.

· Converting OrgCodes – You can change, or convert, organization codes.  Only a few safety managers have the authority to use this menu option.

Managing Safety Managers

 XE "Safety Managers:Managing Safety Managers"Each safety manager that uses the Safety Managers module must be set up as a “user.”  You do this from the Manage Safety Managers menu option.  
The following table describes the columns that you see when you select the Manage Safety Managers option from the menu on the “Safety Managers Activity” screen.
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Add/Edit/Delete Safety Managers

	Column Name
	Description

	Action
	From this column, you can edit information about a safety manager, delete a safety manager, or view access privileges for a safety manager

	USER ID
	The user ID for a safety manager

	MANAGER NAME
	The safety manager’s direct supervisor

	LEVEL
	The level of review allowed by the safety manager.  Levels include:

· Bureau – Safety manager can review all accident reports submitted within a bureau

· Area – Safety managers can review only accident reports within a sub-bureau
· Local – Safety managers can review only accident reports within an organization grouping

	AUTHORITY
	The level of authority assigned to the safety manager.  This can include the authority to review reports, perform final reviews, edit permanent SMIS data, enter contact and mileage data, download files, and enter accident reports

	TELE/ORG
	The safety manager’s telephone number


 XE "Safety Managers:Adding a New Safety Manager User"Adding a New Safety Manager User

423. From the Safety Manager Menu, click Manage Safety Managers.  The “Add/Edit/Delete Safety Managers” screen is displayed.

[image: image109.png]Safety Manager Menu LI7TE 1 s iemetete Sapery Managers

Fun SMIS Data Repots
2] Review Accidert Repats
2] Pefom Fina Reviews

age Safely

] EditPemanent SIS Data
] Enter Hous/Mieage Data
] Dorload SMIS Data Fes
2] Manage Safey Managers

The following is alst of safety managers in your bureau, Click the appropriate link to either add new managers, edit manager information and privledges, or delete
‘managers from your st

B e Actn (USIRD | MANAGERNAME  [LEVEL AUTHORITY TEEORG

2] SMIS Safey Manager Login (A New)
2] EXIT 10SMIS Hamepage

01-60-60130000
3032367130 . 232
01-60-60130000

Del capidray | FIORILLO, OWCPTESTERQ  Dept  Rev Final-Rev Perm. DB Cont-Hrs Downld Ryt Entry

wiie  |FIORILLO, OWCPTESTERQ  Bureau Rev RptEatry

al2004  HITCHCOCK, OWCPTESTERQ Local  Rev Final-Rev Perm-DEB Rpt-Entry E.;X, 60.60100000

3032367130 x 222
01-60-60100000

jelarson  HITCHCOCK, OWCPTESTERQ Dept  Rev Final Rev Perm-DB Cont-Hrs Downld Fpt- Entry

01-60-60100000
202-2085557 x
01-99-602665723

jlnps  HITCHCOCK, OWCPTESTERQ [Atea  Rev Final Rev Perm-DB Cont-Hrs Downld Fpt- Entry

omessick |MESSICK, OWCPTESTERQ  Bureau Rev Final Rev PernDB ContHrs Downld Ryt Enizy

01-99-602665723
303.2367158 x.
01-60-60130000

omessickl |MESSICK, OWCPTESTERQ  Bureau Rev Final Rev PernDB ContHrs Downld Ryt Enizy

krueff |RUEFF, DEMONATORQ Buteau Rev Final Rev Perm.DB Cont-Hrs Downld Rpt Entry





Add/Edit/Delete Safety Managers 

424. Click {Add New} to add a new user.  The “Safety Manager Add” screen is displayed.
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Safety Manager Add

425. Complete the fields in the Login Info box.  
av. In the User ID field, type the new user’s user identification, such as a last name.

aw. In the Password field, type the new user’s password.  
426. In the Employee ID field, type the new safety manager’s social security number.

427. In the Review Level box, select the appropriate review level for the new safety manager.  
· Select Bureau to allow the safety manager to create batches and generate reports for all orgcodes within the bureau.  This includes orgcodes for all the sub-bureaus (area) and organizations (local) within the bureau.  
· Select Area to allow the safety manager to create batches and generate reports for only orgcodes within the sub-bureaus to which he or she is assigned.
· Select Local to allow the safety manager to create batches and generate reports for only orgcodes within the organizations to which he or she is assigned.
428. In the Authority to box, determine the level of authority for the new safety manager by selecting Yes or No for each item that defines their “Authority to” perform the listed tasks.  
· In the Review Reports box, select Yes or No.  Select Yes if the safety manager should be able to review and edit accident reports.

· In the Perform Final Review box, select Yes or No.  Select Yes if the safety manager should be able to perform a final review and edit accident reports.

· In the Edit Permanent Database box, select Yes or No.  Select Yes if the safety manager should be able to edit reports that have been posted.

· In the Enter Contact Data box, select Yes or No.  Select Yes if the safety manager should be able to enter contact information (such as name, address, phone, fax, and email address) for other safety managers.

· In the Download Files box, select Yes or No.  Select Yes if the safety manager should be able to download SMIS source files that are updated weekly, monthly or quarterly.

· In the Enter Reports box, select Yes or No.  Select Yes if the safety manager should be able to enter accident reports.

429. In the Telephone box, type the safety manager’s work phone number.  
430. In the FAX field, type the safety manager’s facsimile phone number.  
431. In the Internet E-Mail field, type the safety manager’s email address.

432. Click Add This Manager to add this person as a Safety Manager user.  The “Safety Manager Access” screen for defining orgcode access is displayed.
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Safety Manager Add
433. Set up the Safety Manager’s orgcode access.  The individual’s orgcode is automatically set to the bureau to which they belong.  
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Safety Manager Access

· In the Select one or more Sub-Bureaus list, select the sub-bureaus for which the safety manager should have access, then click Add These Selections.  A list of the sub-bureaus to which the safety manager has rights, or access to, is listed in the Currently Assigned Sub-Bureaus list.
· Click Manager Edit to edit general safety manager set up information on the “Safety Manager Edit” screen.
· Click Manager List to return to the list of safety managers on the “Add/Edit/Delete Safety Managers” screen.
 XE "Safety Managers:Changing a Safety Manager’s Rights"Editing a Safety Manager’s User Access

434. From the Safety Manager Menu, click Manage Safety Managers.  The “Add/Edit/Delete Safety Managers” screen is displayed.

435. Click Edit next to the person’s user ID for whom you want to change settings.  The selected user’s settings are displayed.  You can change the following information for a safety manager:

· Password and employee ID

· Review level

· “Authority to” items
· The safety manager’s telephone number, FAX number, and email address
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Safety Manager Edit
436. Do one of the following:

· After making changes to a safety manager’s user setup, click Write Changes to save the changes.  
· Click Return (No Change) to return to the “Add/Edit/Delete Safety Managers” screen with the list of safety managers.  Any changes that you made are not saved.
· Click Reset all Fields to reset the values that were saved previously.

· Click View Access to display the safety manager’s review level access and the assigned orgcodes.  From this screen, you can return to the “Safety Manager Edit” screen or go to the “Add/Edit/Delete Safety Managers” screen.

 XE "Safety Managers:Deleting a Safety Manager"Deleting a Safety Manager’s User Setup

437. From the Safety Manager Menu, click Manage Safety Managers.  The “Add/Edit/Delete Safety Managers” screen is displayed.

438. Click Del next to the person’s user ID for whom you want to delete from the list of safety managers allowed to use the Safety Managers module.
Downloading SMIS Data Files

 XE "Safety Managers:Downloading SMIS Data Files"

 XE "Downloading SMIS Data Files"You can download updated SMIS data files to your local system.  Periodically, certain data related to SMIS must be updated to provide current data from both the Federal Personnel Payroll System (FPPS) and OWCP.  
The FPPS data updates include current information on:

· Compensation paid

· Hours worked

· Occupation codes

· Organization codes (Orgcodes)

· Personnel data

The OWCP data updates include current information on:

· Individual detail (compensation) payment information

· Individual summary data for a chargeback year

439. From the Safety Manager Menu, click Download SMIS Data Files.  The “SMIS Data File Download” screen is displayed.
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SHIS Parswm file Download

When you clik the "G to your Download Directory” below, you will be presented a dialog sequesting a special authorized Iogin name and.
‘passwrd. Enter your authorized login name and password.

After you have been validated by the server using your special suthorized login ID and password, you will be presented a list of fles available for
dowriaad. ARer selecting the file you wish to download, you will be prompted through the downlaad process by your browser.

Ifyou cannot login into the server e-mail yous buseau safety menager with a6- 8 character USER_ID and an 8-10 slpha/numeric PASSWORD. The
safety manager wil verlfy your sutorization needs and forward the request to Ken Rueff, SMIS mansger

These downloads are based upon file imparts retrieved from FPPS and OWCE, the date of the latest imports Follow:

‘Type and Frequency of Ingort Last Performed
[FPPS List of COP Peid - Inported Every Pay Period. Z3Jan 041105 AM
[FPPS List of Hours Worked - Inported Every Pay Period. Z3Jan04 1001 AM
[FPPS List of Occupation Codes - Imported Every Pay Period.  23-Jan04 1105 AM
[FPPS List of Orgoodes - Inported Every Pay Period. ZJan 041051 AM
[FPPS Personnel Data File - Inported Every Pay Period 22-Jan 040447 PM

OWCP Individual Detail Payment Data (1) - Imported Quarterly [15.0ct.03 02:35 PM
OWCP Individual Summary Data (Chargeback) Imported Quaterly [15-0¢t.03 12:36 PM

Ta tebun here after your download, elick the "back button” of your browser

Go to the <Your Bureau> dowatload directory




SMIS Data File Download

440. Click Go to the <Your Bureau> download directory.  A log in screen is displayed.
441. Enter your authorized user name and password.  After your login is validated, a list of directories available with files for download is displayed.
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Directories that contain files currently available for downloading

442. Select the files you want to download.  Follow the prompts to download the files.
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Files in the selected directory currently available for downloading

Converting Organization Codes

 XE "Safety Managers:Converting Organization Codes"You can change, or convert, organization codes if you have authority to do so.  For example, you can convert two (or more) organizations into one “orgcode” or change an organization’s ID from one orgcode to another.  
You can only change one orgcode at a time.  When you change an orgcode, SMIS Accident Reporting looks at all the records that refer to the orgcode and updates every reference to the old orgcode with the new orgcode that you specify.
443. From the Safety Manager Menu, click Convert OrgCodes.  The “Organization Code Conversion” screen is displayed.
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Organization Code Conversion

444. In the Old OrgCode field, type the current organization code.  
445. In the New OrgCode field, type the new organization code.

446. Verify that you have entered your information correctly.  You cannot change this once you click Submit this Change.
447. Click Submit this Change.
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Click a Field Report NR to view the accident report’s OWCP case transcript








You create org code batches from the Org Code Batches menu option





List of available reports from the Run SMIS Data Reports menu option





Click {Add New} to set up a new user of the Safety Managers module





The Final Review screen displays the name of the final reviewer, a well as the name of the safety manager that performed the initial review





Click Perform Final Reviews to review an accident report and store it permanently in the SMIS database





Click “THIS victim” to enter information about other injuries that the person sustained





Click “Done” when you are finished entering in jury information





Review the accident report





You can change information in these fields





Buttons on the “Reviewer: View/ Edit Incident Entered” screen





You can generate reports based on specific search criteria, such as date of injury, name of injured person, and OWCP claim number





Reports that you can generate are listed here





The reports that you see listed here depends on your privileges





Safety Manager Menu options





Click a Date of Inj/Ill link to view the complete accident report for that employee





Enter your email address here





Click Add/Remove Orgs for the batch that you want to change





Click Add>> to “move” the highlighted organization to the Batch Members Org list





All the organizations within the selected sub-bureau are listed in the Orgs to Add list box





Maximize opens a window so that it fills your entire screen





When a screen is in this mode, �you can “stretch” it to any size you would like








Minimize collapses the window so that you no longer see it, even though the application is still open





Close shuts down the application





Makes the window smaller, but still visible, so that it does not fill your entire screen





When a window is in this mode, �you cannot stretch it 





SMIS components





In the Address field, type � HYPERLINK "http://www.smis.doi.gov/" �http://www.smis.doi.gov�





DOI Employees Module - �Claimant initiates Notice of Traumatic Injury or Illness - Personal Information Entry 





DOI Employees Module - �Claimant completes his or her CA-1 or CA-2 form





OWCP assigns the claim a case number and returns it via email to injured or ill claimant and compensation coordinator assigned to the claim





SMIS Accident Reporting Automated Process - �CA-1 or CA-2 form is sent via an EDI packet to OWCP





SMIS Accident Reporting Process Overview





If a worker’s comp claim is requested…





Safety Managers Module - �Safety manager reviews the accident report and posts it into the Risk & Safety Management database





SMIS Accident Reporting Automated Process - �Email is sent to the claimant with a claim ID that is required to file a claim online





SMIS Accident Reporting Automated Process - �An email notifying that the claimant filed a claim is sent to the claimant’s supervisor and the compensation coordinator working in the bureau in which the injured or ill claimant works





SMIS Accident Reporting Automated Process - �Email is sent to the compensation coordinator working in the bureau that the injured or ill claimant works; email states that the claim is ready for processing





Comp Coordinators Module - �Compensation coordinator completes his or her portion of the CA-1 or CA-2 form to process the claim





Supervisors Module - �Supervisor completes his or her portion of the CA-1 or �CA-2 form





Privacy Act statement





Click on an Injury and Illness Category link to view accident reports for the selected category








Click on a date, time, and zip code to view �the associated accident/ incident report





Click on an organization name to view a list of incident reports for that organization





Click Add This Manager to add the



































 new safety manager





OWCP data files that you can update





FPPS data files that you can update





Click a Date/Time record to view an accident report





SMIS-generated, pseudo social security number
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