Quick Reference for SMIS Accident Reporting – Safety Managers Module
Accessing SMIS Accident Reporting

1. Open your browser and in the Address field, type http://www.smis.doi.gov.
2. Click Accident Reporting.

3. Click Safety Managers.

Logging In

4. From the main “Safety Management Information System” screen, click Safety Managers. 
5. In the User ID field, type your user identification.

6. In the Password field, type your password.

7. Press Enter or click Login to SMIS as Safety Manager. 

8. In the Please verify/enter your Internet E-Mail Address below field, type or verify your email address and click Submit your E-mail Address.
Reviewing Accident Reports

Entering New Accident Reports

There are three main steps to complete an accident report:

9. Log in to the Safety Managers module.

10. From the Safety Managers Menu, click Enter Accident Reports.

11. Click Enter a NEW Report for a NEW Incident to enter a new accident report. 

12. Enter general accident information.

13. Enter information about the injured person(s).

14. Enter information about property damage.
The accident report is placed in the accident review queue for reviews (initial review and final review) by safety managers.


Creating a Batch
15. From the Safety Manager Menu, click Run SMIS Data Reports. 

16. Click Org Code Batches. 

17. Click Create or Edit Batches.

18. In the Add NEW Batch box, click the bureau for which you want to create a new batch.

19. In the Enter a Name for your Batch field, type a name for your new batch.  

20. From the Select a Sub-Bureau list box, select the sub-bureaus you want to include in the new batch.

21. Click Pick Orgcodes From Selected Sub-Bureau to generate data reports for certain organizations under the selected sub-bureau.  A second “Select Sub-Bureau” screen is displayed from which you select specific organizations within the sub-bureau.  If you want the new batch to include all the organizations within a sub-bureau, skip this step and go on to step 9. 

22. In the Orgs to Add list box, select (highlight) the organizations for which you want to generate data reports.  Click Add. 

23. 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.
Running Reports
24. From the Safety Manager Menu, click Run SMIS Data Reports.  A list of menu commands is displayed.

The screen that you see next depends on the type of report (or log) you selected to run.  Most of the reports require that you complete the following steps.  Some report types might require additional information.
25. In the Report Title field, type a title for the report.  The default title is the name of your bureau.

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

27. From the Include drop-down list, select those people that you want to include in the report or log. 

28. Enter a date or date range for the data you want to include in the report or log.

29. Click Send this Info.  The report or log is displayed. 
30. Double-click your mouse on any hyperlink (underlined text) to view additional information, such as a complete accident report or OWCP case transcript.  The additional information that is available depends on the report or log that you are viewing.
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Safety Manager Reports

Safety Managers includes a series of “canned” reports.  The following list identifies the reports that you can create using Safety Managers.  

· 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.

· 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.

· Compensation Paid – You can generate reports to help you to monitor the compensation costs for an organization or set of organizations.  

· Injury Breakout – You can generate reports that contain information about specific injuries for an organization or set of organizations.

· OWCP Case Management – 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.

· DOI Safety Indicators – 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.

· Accident Report Status – 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.










 Safety managers with “final” review rights look over accident reports one last time and save the reports permanently in the SMIS database





 Accident reports are “moved” to the �Safety Managers module and placed in a queue for reviews by safety managers





 Safety managers with “review” rights perform initial review of accident reports





Compensation coordinators review, complete, and submit compensation claims (accident reports) to OWCP for a case number
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