
The eROI is an electronic Report of Incident process manager. This system provides a single 
location to record all incidents that happen to your staff, volunteers and contractors 
working at your facilities. This system is designed to collect incidents that are near misses, 
incidents that result in injuries and all incidents that are escalated to Workman's 
Compensation claims.

Step 1 – Report an Incident
A) First the user logs into the system. Users can be preimported into the system from an

Excel Spreadsheet, integrated from your Active Directory system or added ad-hock. 
Username/Passwords can be managed by either the eROI system, Active Directory or 
users can use e-mail authentication or eliminate passwords altogether.

B) After logging-in if the user is brand new they are prompted to submit a New Incident 
Report



If the user has previous submissions they are presented with a list of their previous 
incidents.

This will allow the user to resume a previous incident report if it was not completed, 
review the status of any ongoing or closed incidents and submit a new incident.

C) Submit a New Incident Report
There are three parts to the Incident Report: 

1. Demographics
2. Incident Details
3. Report Details

Demographics
The Demographics page requires
the user to complete their personal
information (which is needed if the
incident is escalated to a claim).
This information is saved and can
be reused in future reports so the
user would only need to complete
the demographics once.

The Department and Title
information would be prepopulated
if it is imported with the user
database or the user could select
from a predetermined list of
Department and Titles or the
information can be added ad-hock.



Incident Details
The Incident Details page is the
Who, When What, Where of the
incident report. 

Witnesses would be prepopulated
for the user to choose if you import
a user database or use the Active
Directory connection. The user
could also add a witness list ad-
hock. If added ad-hock the Name,
E-mail and Phone number of the
Witness is requested.



Reporting Details
The final section records when the
incident was reported and to whom
the incident was reported. The
supervisor and director can be
prepopulated if you import a user
database or if you use the Active
Directory connection and the
reports-to information is included. 

This form also asks additional
questions you would like to request
of the person submitting the
incident. These questions can be
customized to fit your specific
reporting needs.

In addition to the report-to
information this form records if the
incident was considered by the staff
member to be a BFE-Sharps and
whether the staff member felt this
was a near-miss or an incident that
resulted in an injury requiring
medical attention.

Finally your customized verification
statement and an electronic
signature is collected.



Once the form is submitted the user
submitting the report can print
copies and sign and provide a copy
to the supervisor and/or employee
health.
 

Finally the Supervisor, the Injury Prevention
Team and if the incident resulted in an
injury, the Employee Health team are
notified of the incident submission by e-
mail.

This completes the eROI submission
process. Completing the form requires less
than 5 minutes and provides you with
immediate actionable information.



Step 2 – Supervisor Report
When the supervisor receives their e-mail they are prompted to login to complete the 
incident report. 

The supervisors home screen lists all the the incidents the where the supervisor has been 
named and features red blinking to-do icons to alert the Supervisor of their uncompleted 
tasks. (In the screen shot above both Brandon and Samantha's reports require completion. 
Samantha's incident has the BFE/Sharps icon. It is likely still pending completion because 
our supervisor still needs to enter the Lab Draw date.)

Clicking the report icon at the end of this
line will show the Supervisor the
completed Incident Report.

Clicking the red blinking to-do icon on
either the home listing or on the Incident
report will take the Supervisor to the form
they need to complete.



The Supervisor report allows the named
Supervisor to re-assign the report if they
were improperly named and to update the
Department/Title information if it was
improperly reported by the employee.
(This is fairly common when a volunteer or
contractor is reporting an incident.)

Next the Part/Nature/Cause codes are
used to identify the part of body, nature
of injury, and cause of loss when reporting
workers’ compensation injuries. These
categories give you the basis for reporting
your incidents.

Note: If the Supervisor chooses incorrectly
the Injury Prevention Team can correct
these in their report. If the  Injury
Prevention Team member has already
completed their report, these would be
prepopulated for the supervisor.

The Supervisor is asked to complete their
Investigation with a detailed description
of the incident and to indicate if they
directed the staff member to seek
medical attention.

Finally the Supervisor report requests an
electronic signature and can be marked as
complete.



Step 3 – Injury Prevention Analysis
The Injury Prevention Analysis Report is
where the Injury Prevention Manager
categorizes the incident and determines
what activity (if any) will occur going
forward.

The top of the form is a review of
submitted data. If needed, corrections
can be made here to the Supervisor,
Director, Department and Title submitted
in the Incident Report. 

Part/Nature/Cause
In addition if the Supervisor assigned the
wrong Nature or Cause they can be edited
here. Each of the options/codes can be
customized to fit your facility's needs.

Analysis Section
The Analysis section is a series of
customizable Yes/No questions. This
allows the Injury Prevention manager to
analyze Why this incident occurred. One
or more of the questions can be answered
adding weight to the answers.

Each of the questions can be customized
to fit your facility's needs.



Redacted Description
Here the incident description is duplicated
to allow the content to be edited for blind
reports.

Comments
Incident Comments are seen by the
employee and can be added to direct the
employee with safety or prevention
advice. Injury Prevention Comments are
your private notes and are only seen by
the Injury Prevention Team. Defaults can
be setup for quick selection of common
comments.

Prevention Tasks
This tool allows you to reach out to a
department manager, director or VP and
ask them to assign someone to complete a
suggested prevention task. This could be
establishing a new policy, performing
some group or individual training or
requesting something hazardous to be
fixed. If prevention tasks are requested an
e-mail is sent to the leadership member.

Request Investigation
This optional section will start an
investigation if you feel this incident
warrants further review. Here you can
direct your investigative team to perform
witness interviews, site inspection and
collect photographs of the incident scene.
If an investigation is requested an e-mail
is sent to the investigation team.

Open Claim
Finally if an incident is escalated to a
claim you can mark it as such here and
optionally alert your Workman's
Compensation insurance carrier/TPA of the claim request.

Once this form is complete if you have not requested any Prevention Tasks or requested an 
Investigation, the incident will be marked as closed. Typically this happens with near-miss 
incidents or minor injuries.



Step 4 – Director Report
This optional report is designed to give
the Injury Prevention manager the ability
to get buy-in on injury prevention from
the entire organization.  Whether this is a 
department manager, a director or even a
VP, the IP Manager asks the leadership
member to assign a Prevention Task (or
tasks) which are designed to prevent
similar occurrences from happening in the
future. Since the leadership has assigned
the task the organizational chain of
command and responsibility is maintained.

1. The Injury Prevention Manager
suggests a task to be assigned. 

2. The leadership member assigns a
task to an employee and the
employee is notified by e-mail. 

3. Once the task is complete the
Assignee uses the link in the e-mail to report the task is complete.

Injury Prevention Action Item/Task Form
This form is completed by the leadership
member. They select to whom they would
like to assign the task and it sends an e-
mail to the Assignee with a coded login
link. 



When the task is complete the Assignee
can login from the e-mail and make notes
and mark the task as complete.

The system is built to auto-remind the
Director and the Assignee of the Task
Assignment until the task(s) are marked as
complete. Once each task is complete the
Directors report is automatically marked
as closed.



Step 5 – Investigation Report
The Investigation Report prompts the
investigator to collect the Who, What,
Where, When, Why of the accident. This
form can be completed on a tablet or on
paper and transcribed into the system.

Each of the questions can be customized
to fit your facility's needs.



If witnesses are named, the Investigator can
send the witnesses e-mails where they can
click the login link in the e-mail and
complete the interview online OR the
interview can be conducted and recorded
by the investigator. 

Note this screen shows the witness interview
completed... (see the next section for the
witness interview).

If there are incident scene photos the
investigator can upload them here.

Once the Witness Interviews are complete the
Investigation report can be closed.



Witness Interview Form
The witness report can be completed by
the investigator or self-completed by the
witness. (The investigator can trigger an
e-mail to be sent to the witness with a
coded login link that will bring them to
the Interview form.

Each of the questions can be customized
to fit your facility's needs.



Incident Reporting
Reports can be generated for date ranges
in a variety of output formats sorted by
Contributing Factors, Cost Centers, Job
Code or by Leadership person. 

These reports will allow you to analyze
your incidents with your Injury Prevention
team and to supply team Leaders with
information about what incidents are
happening in their area.



Dashboard
The dashboard gives you an overview of your monthly and annual statistics and provides an 
overview of the outstanding to-do's in the system. This dashboard is accessible to you 
Executive Leadership users.



Support Suite
The support suite can be used by your help desk team to assit users who are having trouble 
logging-in to the system.

Login – Lockout Security
If your eROI system is accessible from outside your network, you can set your failed login 
attempt which will lockout the account for 24 hours. Users can recover their username or 
password before they are locked out. If locked-out, the user can complete the contact form
which is e-mailed to your help desk team. Your tech could click the coded link in the e-mail
to access your user manager.



User Manager

The lockout can be quickly resolved by your support team and an e-mail would be sent to 
with their user login information.



Support Requests
All support requests can be viewed and quickly resolved electronically by your support 
team.



Auth and E-Mail Logs
To monitor system activity you can also review your Authentication (access) and E-mail logs.



FAQ Manager


