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Incident Database Reporting Guidelines


Adding an  Incident


Select the "Add New Incident"  button on the Rapid Incident page.


Submitting an Incident


Click on "Review" button and review contents 


Investigate the Incident


Ensure the investigation starts within 24hrs of the incident being reported.


Complete Investigation Details


Investigation Approval


Adding progress notes and closing Corrective Actions


Close the Incident


Ensure the investigation starts within 24hrs of the incident being reported.


Click on the "Submit"


Complete the required fields.


Press the "Review' button and when happy with the contents press the "Submit" button


Complete all the fields.


In the distribution list use the radio button to allocate the Investigation Team Leader.


use the tick box in the distribution list to allocate the Investigation Team.


You can add another person into the distribution list if required.


Complete the required fields.


Press the "Review' button and when happy with the contents press the "Submit" button


Click on "Finish" button.


Enter corrective actions and click on "Save Corrective Action" button


Go to incident listing page and find incident click on the three dots  then click on show investigation report, review report


Click three dots again and click on approve / reject investigation


Find indent via search function, click on three dots and click on Corrective Actions


Click on Progress Notes the click on  add note then click on save.


Click on "close" button and enter information to prove the corrective action has been completed click on save and close button


Click on three dots


Click on close incident 
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