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Attention: This form contains information relating to employee health and must be used in a manner that protects the
confidentiality of employees to the extent possible while the information is being used for occupational safety and health
purposes.

Information about the employee

1) Full name: Rodney Moody
2) Street:
City: State: Zip:
3) Date of birth:
4) Date hired:
5) Gender:

Information about the physician or other health care professional

6) Name of physician or other health care professional:

7) If treatment was given away from the worksite, where as it given?
Facility:
Street:
City: State: Zip:

8) Was employee treated in an emergency room?

9) Was employee hospitalized overnight as an in-patient? Yes

Information about the case

10) Case number from the Log: 0000412-00001 (transfer the case number from the Log after you record the case.)
11) Date of Injury or Iliness: 03/02/2005
12) Time employee began work:

13) Time of event: Check if time cannot be determined

14) What was the employee doing before the incident occurred? Describe the activity, as well as the tools, equipment, or
material the employee was using. Be specific. Examples: "climbing a ladder while carrying roofing materials"; "spraying chlorine
from hand sprayer"; "daily computer key-entry."

15) What happened? Tell us about the injury occurred. Examples: "when ladder slipped on wet floor, worker fell 20 feet";
"worker was sprayed with chloine when gasket broke during replacemnet"; "Worker developed soreness in wrist over time."

16) What was the injury or illness? Tell us the part of the body that was affected and how it was affected; be more specific
than "hurt", "pain", or "sore". Examples: "strained back"; ""chemical burn, hand"; "carpal tunnel syndrome."

Brain
First finger

17) What object or substance directly harmed the employee? Examples: "concrete floor"; "chlorine"; "radial arm saw." If
this question does not apply to the incident, leave it blank.

Human (Violence)

18) If the employee died, when did death occur? Date of death:

Completed by: smith, paul



The Accident Reporting System (ARS) is an auxiliary application within ENGLink used to report and track accidents involving both USACE and non-USACE personnel and property.  The system, in development for over one year, has recently been modified to meet requirements established by the Occupational Safety and Health Administration (OSHA).  

Accessing the Accident Reporting System (ARS)
All USACE personnel can access the ARS and create a Preliminary Accident Notification.

1. Login to ENGLink

2. Click the Preliminary Accident Notification link beneath the calendar on the ENGLink home page.
3. The Incident Reporting System frontpage will display.

Creating A Preliminary Action Notification (PAN)

A Preliminary Accident Notification must be created each time an accident occurs and is reported. 

1. Access the ARS

2. Click the Create Report link on the left side of the page
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The ARS Preliminary Notification form will be displayed

4. Enter the following information:

a. When

i. Enter/select information that identifies when the accident occurred. By default, today’s date is displayed in the Date of Accident field. Clicking the Date of Accident link and selecting the correct Year/Month/Day can change this.

ii. A time can also be entered (the time should be entered in military format).
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If you are unsure of the dates, you can click the From and To date picker links to select a range of dates in which the accident could have occurred.

b. Where

i. By default, your Division and District will be displayed. This can be changed (i.e. you are at Division or HQ and are creating a report for a subordinate organization).

ii. Enter the City, State and country in which the accident occurred.

iii. If the accident occurred at a project, click the Project link and select a project from the list by clicking the project name.

iv. You can also enter a more specific location in the Exact Location of the Accident field.

v. Select your Office Symbol from the drop-down menu.
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If a project was selected, the projects coordinates will be displayed in the Latitude and Longitude fields. You can also choose to geo-locate the exact location in which the accident occurred by clicking the Get GIS Location button. (See Geo-Location Information at the end of this manual).

c. Who
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In this section, there are fields that ask for the number of subjects or properties involved. The numbers submitted here will determine the fields displayed on the next pages. You are required to enter a least a “1” In the Number of people involved field and a “0” in the Number of properties. These are the minimum requirements.
d. Event
i. Select Yes/No if there were 3 or more Government/Contractor Employees Hospitalized. If yes is selected, then a 3 or higher should be entered in the Number of People Involved in the Who section.
If Yes is selected, this will trigger the ARS to generate a ROSA from this report. It is requested that you enter additional data on each of the personnel involved in the accident.
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 Summary Information

i. Enter a summary of the accident in the Summary of Accident section. The information should provide an overview of what occurred in regards to the accident.
ii. Additional comments can be entered in the Remarks section. These are additional items usually provided by supervisors or others who were there to assist or witnessed the accident.
iii. [image: image10.jpg]Save Report

Filtered Results - Simple Search
Report Number ORG| Prepared | Released [Closed [ncident Type Incident Sub Type
N-20041215-0000780-00005 [LRE [15-DEC-2004 [15-DEC-2004 Close |Accident




The last section is provided to allow the employee to enter if any information were released to the public through normal media outlets. It is helpful to copy and paste the actual text or information that was released to the public.
5. By default, your Commander’s name will be displayed. This information is pulled from your organization’s emergency Redbook which is updated on a monthly basis. If your Commander’s Phone Number and/or Job Title are blank then he/she needs to have his/her Personal Data Sheet updated.
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Select a Point of Contact Name. 
Note:

If the POC is a USACE employee, his/her name should be chosen by clicking the Point of Contact Name link. A search box will displayed allowing you to search for the employee. Once the POC’s name is displayed, click his/her name to populate the POC field, the Job Title and Phone number will also be populated (if the employee’s PDS has been updated). By choosing a POC in this manner, it will enable them to be notified by email and to view the PAN. Remember that if an employee wants to receive an email notification, he/she must have their email address entered on his/her Personal Data Sheet (PDS).
A non-USACE employee’s name can be typed in the blank. When an employee’s name is typed in, he/she will not be able to view the PAN or receive an email notification.

7. Once you have completed all basic and contact information for the accident, scroll to the bottom of the page, select the Yes affirmation box and then click the Submit Modified PN button.
8. Once the Add New PN button or Submit Modified PN (when the report has been edited) is clicked, the People Involved-Create Subject page will be displayed. 

Entering Subject Information

The following information will identify how to enter data on the Create Subject page.
1. The top of the page allows you to enter personal information (name, gender, age, race, etc…) and other specific information about the person involved in the accident. Notice that a required field is present—Accident Classification. Here you can choose from the following options:
· Contractor

· Foreign National

· Government (Direct) Contractor

· Government Civilian

· Government Military

· Public Recreating
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Volunteer

Notice also that there is a section for Contractor information (Contract #, Primary Contractor Name, Sub-Contractor Name).

2. The Middle section is where you identify Accident and Injury/illness information.
· Identify if the subject has one of the following:

· Hearing Loss
· Injury

· Other Illness

· Poisoning

· Respiratory Condition

· Skin Disorder

· Choose the level of severity from the drop-down list.

· *Fatality

· Lost Workday Case Involving Days away from Work

· Non-Recordable Case

· *Permanent Partial Disability

· *Permanent Total Disability

· Recordable Case W/O Lost Workdays

*-Option that when chosen will generate a ROSA
· Select an Injury/Illness Type by choosing from a variety of potential injury types.
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Select a nature of injury by choosing from a variety of types.

· Select a Body Part Affected (Primary), if any.

· Select a Body Part Affected (Secondary), if any.

· Select a Source of Injury, if any.

· If the employee died, click the When did Death Occur? Link. Click the date on the calendar and it will populate on the form.

3. Enter Summary of Accident information:
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You will choose yes or no from a series of questions to gain further information about the nature of the accident.
4. Enter Physician or Other Health Care Information
· Identify if treatment was given by a physician or other health care professional (yes/no).
· If yes, enter the name of the physician.
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If yes, enter the name of the facility and its address where treatment was given.
· Select Yes/No if the employee was treated in an emergency room

· Select Yes/No if the employee was hospitalized overnight as an in-patient. Note: This is a required field.
· If Yes, enter a number of days hospitalized.

Note:

If you have created 3 or more subjects and each has been hospitalized overnight, then upon release a ROSA will be generated by this PAN.

5. [image: image16.jpg]A4RS Front Page List Release Edit Create New Version Close Add Attachment Search Reports View Location
Brint View Add to my Encink

Report #: R20041215-0000782-00002 Subject Title: Accident
Organization: LR8
Report of Serious Accident

WHEN
Date of Accident: 15-DEC-2004 Time:
From: To:
WHERE
ion/Center: LRD District/Lab/Other LRE

City: Ducuecex State: 1L




Enter the number of days that have been or may be lost due to this accident. 

· The Days Away from Work (calendar) section allows you to enter the number of work days the employee has missed or will be missing.

· The On Job Transfer or Restricted Days section allows you to enter the number of days the employee has spent or will spend working a different job or working a limited/restricted number of days (these are work days only).
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The final section on the page allows for the input of data in regard to a Description of what the employee was doing prior to the accident and then allows for the input of a description of the accident (What Happened) and a description of the weather, if relevant.
Note:

Please never enter the name of any employees involved in the accident in this section. This section of the PAN will be displayed on the OSHA 300 reports, even the OSHA 301 Confidential. 

7. Once finished, select the Yes affirmation box and then click the Add New SUBJECT button.

The number you entered in the Number of People Involved section of the PAN determines if other People Involved pages will be displayed (Ex. If you entered a 3, then once the first People Involved page is submitted another blank People Involved page will be opened. Once your last People Involved page is submitted, the Property Involved page(s) will be displayed. These pages follow the same procedures.

Entering Property Information

If you have entered a number in the Property section of the PAN, once the People Involved page has been submitted a Create Property page will open. If you entered a 2 or 3 in the Property field on the PAN you will have 2 or 3 successive Create Property pages displayed. The following information will identify how to enter data on the Create Property page.

1. Enter the name of the owner of the property

2. Click the down arrow beside the Owned By: heading to select the owner type.
a. Contractor

b. Government

c. Private
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Enter the Physical Location or Property Name.
4. Enter the physical address of the facility.

5. Select Yes or No if an Aircraft was destroyed, missing or abandoned.

Note:

If Yes is chosen, this will generate a ROSA from this report.

6. Enter the Property Phone number in the Phone field. 
7. If any damage has occurred, enter an estimated amount in the Estimated Damage field (this should be entered in a monetary amount-all numerals).

Note:

If you enter an amount of at least $200,000 but not greater than $1 million, this will generate a ROSA B from this report. If you enter an amount greater than $1 million, a ROSA A will be generated from this report.

8. Enter a description of the damage in the Damage Description section. 

9. Once finished, scroll to the bottom of the page, select the Yes affirmation box and click the Save Page button.

10. Once each Property has been completed, the PAN will be displayed in Edit mode. You will notice that your subject information is now present on the report.

PAN Release Procedures

All USACE personnel can release a PAN they have created. This is true even if the employee creating it only has an ENGLink User permission. Personnel selected as PAN POC or assigned the Safety Report Editor or Safety Report Manager role for the creating organization will receive an email notification informing them of the new PAN. Employees with ENGLink User permission will not receive a notification email, even if they created the report. Only the creator or the PAN POC can edit the PAN. After 7 days has elapsed, the report becomes viewable only to the creator or PAN POC and fully editable by personnel in the organization with the Safety Report Editor or Manager role. 

Note:

If you have made a mistake on your report you must release it and then notify a safety manager and he/she can close it. Due to the sequential numbering system that ENGLink uses for the accident reports all reports must be released so a report number will not be missing.

How To Release A PAN

1. Once you have finished editing the information or you are satisfied for the time being, scroll to the bottom of the page, select the Yes affirmation box and click the Submit Modified PN button.
2. A release option page will be displayed.  You will be provided with two options for releasing your report. They are:
a. The new report is complete. I would like to release the report now.
b. [image: image19.jpg]Incident Reporting System

Preliminary Accident Notifications, Reports of Serious Accidents, Corps Watch Incidents, Threats and Suspicious Incidents,
Serious Incident Reports

The Incident Reporting System (IRS) is used to track various types of reports. All USACE smploysss can mraate Acidant Reports
(PANROSA). Other amplayess vith assignad permissions can CREATE Serious Incidant Reparts (SIR) OR Threstaning AND
Suspicous Incidents (TSI). Occasionally, tha SIR OR TSI reports are reported uia the Proparty Protection Hotline (PPR). The
permissions you have been assigned will datermine what information 15 displayed ON this page.

IF you fas! the information
Gisplayed isn't comac, plasse contact the ENGLInk Help Dack AT 877-936-4546

Create Report Last 5 ROSA's Released OSHA Report
R 0SHA 300 Log
Beport List Last 5 ROSA's Pending (W)
ESanadl Gl
0050119-0000382-00001 - Accident
Safety Management Notification Last 5 Preliminary Accident Notification's
Released

ik e e Gl s

N-20050202-0000392-00001 - Accident
Accident

Accident

N-20050119-0000381-00001



The new report is complete, but I do not want to release the report at this time. I will release the report later.
Note:

· If you know that you have entered all of your data correctly and there is nothing else to add, then you should choose option “A”.

· If you know there will be more data to add later, you should choose option “B”.
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If option B was chosen, the employee and/or the POC can at a later time (for up to 7 days), open the report, modify it as needed and then click the Release link at the top of the page.

WARNING:

If you choose not to release the report, Safety Personnel will not be able to access it, even after 7 days. ALL REPORTS MUST BE RELEASED. Keep in mind if you do release it you can still edit it.

4. The Release PAN Report page will be displayed. It will have an orange banner across the top of the page. 
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Scroll to the bottom of the page, select the Yes affirmation box and then click the Release PN button.
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An email notification page will be displayed that will indicate the number of people that were notified. It will fade away and you will then be viewing the Report List. You will see your report listed. The report number will begin with an “N” followed by the Year/month/day (20041215) then the sequential report number (0000780) and finally the version number (00001).

Adding Attachments To A PAN

Prior to a PAN being released, the creator or PAN POC can choose to add file attachments to the report. The attachments may be photos, documents, spreadsheets, etc… A Safety Report Admin, Manager, or Editor can add attachments to PAN’s they create or to ROSA’s created by PAN’s created by ENGLink users. A Safety Report Admin, Manager or Editor can’t add an attachment to a PAN they did not create.
To add an attachment while creating a PAN
1. While creating a PAN, click the View link on the PAN.
2. Click the Add Attachment link.
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The File Manager Wizard will open. Click the Browse button to look at your computer to locate where the file you want is saved.
4. The choose file window will open. Click the name of your file to highlight it and then click the Open button.

5. Provide an Attachment Name for your file in the File Demographics section.

6. It is recommended that you provide a description of your attachment in the Description section.

7. Click the Save button to upload your attachment into ENGLink and simultaneously insert it into your PAN Report.
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The PAN report will be displayed. Scroll to the bottom of the report to the File Attachments section and you will see the name of your file attachment. You can add multiple attachments but can only do so one at a time.

Deleting An Attachment from a PAN Report

1. While viewing the PAN Report, scroll down to the File Attachments section.

2. Locate the Attachment you would like to remove

3. Click the Delete link to the right of the attachment

4. A pop-up window will be displayed asking “Delete this Attachment?” Click Ok.

5. The pop-up window will go away and the attachment will be removed from your PAN report.

Note:

Keep in mind that you can remove attachments only from non-released PAN Reports.

Using the Report List

1. While viewing the ARS Front Page, click the Report List link.
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The Report List will be displayed. The permissions assigned will determined what is displayed on the Report.

3. The report list can be filtered to only list PN or ROSA. Click the PN List or ROSA List link, depending on which type of report you would like to view

Creating A New Version of a PAN Report

Once a PAN has been released changes to that version can no longer be made. Many times other information comes in later about the accident. This information should be placed on the PAN. To do this, you must create a new version of the PAN report.

Note:
Only the creator or PAN POC can create a new version of the PAN. A Safety Report Admin, Manager, or Editor can create new versions or any ROSA generated by their organization.

1. Open the PAN or ROSA
2. Click the Create New Version link
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The Create New Version page will be displayed. It will have a green banner across the top of the page. *Attention* Pay close attention the version number at the top of the page. At this time the report has the same version number.

4. You can make any changes necessary to the basic information and then scroll to the bottom of the page, select the Yes affirmation box and then click the Create New Version button. 
5. Once the Create New Version button has been clicked, the New Version Release Options page will be displayed.
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If you are certain that all of the information is correct, you should click the Select button for the first option. This will allow the new version to be released.
Additional Procedures for a New Version

1. If you need to modify the Subject(s) or Property, you must first scroll to the bottom of the Create New Version page, select the Yes affirmation box and then click the Submit NEW Version button.

2. Once the Create New Version button has been clicked, the New Version Release Options page will be displayed.
3. [image: image28.jpg]Last Name: || siddte ||
Address: Country:
zip:
Gender: e I T et ot
Primary sub
Contract
Nember: | ] Contractar) [ contractor [ ]
Language: Job Title: Date Hired: (©D-moN-rr)

Duty
status:

Post status:

Time Employe

e Began Work:

L e Looar iy

Foa:

office

symbol:

Unit and Station Assignment:




To modify the Subject or Property information, you can click the Select button for either the second or third option.

4. Selecting the second option will display a new version of the PAN/ROSA in edit mode (check out the version number at the top of the page—it should be different than the one displayed previously.

5. Once more information is obtained, open and modify the PAN/ROSA as needed. 

6. Once finished, scroll to the bottom of the page, select the Yes affirmation box and then click the Submit button.

7. The PAN/ROSA will be displayed in view mode. Click the Release link at the top of the page to release the report.

8. The Release PAN/ROSA Report page will be displayed. It will have an orange banner across the top of the page. Scroll to the bottom of the page, select the Yes affirmation box and then click the Release PN/ROSA button.

9. An email notification will be displayed informing you that emails were sent and how many people received them.

Creating A Report of Serious Accident (ROSA)

There are conditions that must be met before a Preliminary Accident Notification becomes a ROSA. These conditions are selected when creating the Preliminary Accident Notification. Each set of conditions will also determine the level of ROSA (A or B). The conditions are:

ROSA A
· Fatality
· Permanent total disability

· Total Cost/Property Damage (equal to or greater than one million dollars)
· Aircraft Destroyed, Missing, or Abandoned

ROSA B
· Property damage (greater than $200,000 and no more than one million dollars)

· Permanent partial disability

· 3 or more Government Civilians/Government (Direct) Contractor employees hospitalized

· At least 1 day hospitalized for either of the types of employee listed above.

Note:

If conditions are met then the PAN becomes a ROSA. The ROSA will only be viewable by the creating organization’s personnel with the Safety Report Manager or Editor roles. The Safety Report Editor can modify the ROSA but can’t release it. The Safety Report Manager will need to release the ROSA. Once this ROSA is released those at the District, Division and HQ level with the following permissions will be notified by email:

· Safety Report Editor
· Safety Report Viewer

· Safety Admin

· Safety Manager
Keep in Mind:
Email notifications are sent only when a PAN or a ROSA is released. The notifications are sent only to those personnel with specific safety roles and the PAN POC. If you are not receiving email notifications and you believe this is incorrect, please do the following:
a. Ensure your email address is correct on your PDS

b. Contact the ENGLink Help Desk (877-936-4546)

Opening A ROSA

If an employee from your organization has created a PAN that also generated a ROSA, the Safety Report Editor, Safety Report Viewer, Safety Admin or Safety Manager will be able to open and view the ROSA. When the conditions are met an additional section is added to the Accident Reporting System main page—Last 5 Pending ROSA’s.

Viewing A ROSA

1. Open the ARS.
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Click the number of a ROSA listed in the Last 5 Pending ROSA’s. You can also view pending ROSA’s by clicking the Report List. Once the list is displayed, you want to view the reports that begin with an “R”.

3. Once the ROSA is opened, you can:

a. Create a New Version by clicking Create New Version

b. View the Location of the accident by clicking View Location

c. View the OSHA 301 reports

d. Print the report by clicking the Print Preview link.

e. Release the ROSA, if un-released.

Editing an Un-Released ROSA

Personnel with the Safety Report Editor or Manager permission and that belong to the organization that created the initial PAN/ROSA, can edit an un-released ROSA. In addition personnel at HQ with the Safety Admin permission can also edit an un-released ROSA.
1. Open an un-released ROSA. 
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The ROSA will be displayed. Click the Edit link at the top of the page.
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Three new sections will be added to the report: 1. Person/Property Involved and 2. Status of Formation of Board of Investigation and 3. Estimate of Loss and Impact on Operations.
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In the Person Involved section, information about the person involved in the accident will be displayed. This information has been pulled from the PAN. It includes the classification of the person involved (Contractor, civilian, etc…) Additional information can be included in this section. 
5. In the Status of Formation of Board of Investigation section, you should enter details about personnel selected to be on the Board, when the Board will meet, the current status of personnel selected to be on the Board and any other relevant information.

6. In the Estimate of Loss and Impact on Operations, information should be entered that will provide details or insight as to how the accident will affect operations. This includes financial impact, project delivery impact, manpower impact, etc…

7. While viewing the ROSA, you can also edit any of the other information displayed on the report.

8. Once complete, scroll to the bottom of the page, select the Yes affirmation box and click the Submit Modified ROSA button.
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The ROSA will now be displayed in a view mode. If you are a Safety Manager or a Safety Admin, you will see a Release link displayed at the top of the page. These permissions/roles are the only ones that can release a ROSA.

Releasing A ROSA

1. If you are a Safety Manager/Admin, once you have opened an un-released ROSA, you will see a Release link at the top of the page.

2. Click the Release link.

3. The ROSA Release page will be displayed. It will have an orange banner across the top of the page. 

4. Scroll to the bottom of the page, select the Yes affirmation box and then click the Release ROSA button.

5. An email notification will be displayed alerting you to the number of people that just received an email.

Note:

The personnel that receive an email once a ROSA is released are those at the District, Division and HQ level (see next Note) that have the following permissions:

· Safety Report Editor 

· Safety Report Viewer 

· Safety Admin

· Safety Manager 

Note:

Once a ROSA is released, personnel with any or all of these roles can login to the ARS and view the ROSA. This view is restricted. Not all organizations can view the ROSA or PAN (example: If SAC creates a PAN or a ROSA and releases it, only those personnel in SAC, SAD and HQ with the proper roles can view the report(s).

Using the ARS Search

1. While viewing the ARS Front Page, click the Report List link.

2. Once the Report List is displayed, click the Search link at the top of the page.
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Simple Search Information:
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On the ARS Search page, the information you enter is optional. You can enter information in all of the fields or you can pick and choose the fields you will use in your search. We will describe how to do a search using a minimal amount of information.

a. Select a Report Type from the Report Type pull-down menu (PN or ROSA)
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Select a Division and a District in which to do your search. In this case we will be looking for PANs created in the Buffalo District.
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We will click the Search button. Results matching our criteria are displayed.

Saving A Search

When doing a search, it may be beneficial to save your search results so that in the future, you will not need to repeat the search. Instead, you can just open your saved search report.

1. While viewing the results of your search, click the Save Report button at the top of the page.
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The Save Simple Report page will be displayed.

3. Enter a Report Name. This is the name that will be displayed on the ARS Front Page in your reports section.

4. Enter a report description. This will identify the search criteria used to complete the search.

5. If you want the report to be displayed in your Report List ensure that a check mark is visible in the Active? Box.
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Select the Yes affirmation box and then click the Submit NEW Report button.
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The Saved Report list will be displayed. You can edit the information you entered for the report by clicking the Edit link.

8. Click the ARS Front Page link to return to the ARS Front Page.

Opening Saved Reports

1. While viewing the ARS Front Page, click the Report List link.

2. Once the Report List page is displayed, click the Reports link

3. Your Saved Reports will be displayed. Click any of the report names to open a report.

OSHA 301 Reports

When a PAN is created, an OSHA Equivalent Form 301 report is also created. This is a non-editable, printable report. The report will provide a synopsis of the data entered on the PAN. The information you can view on the report is determined by the permissions you have been granted.
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Viewing an OSHA 301 Report

1. While viewing a PAN, click the OSHA 301 link at the top of the page.

2. A separate window will open and the OSHA 301 report will be displayed.
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The report can then be printed by clicking the printer icon        at the top of your browser.

There are multiple views of the OSHA 301 report (OSHA 301, OSHA 301 Confidential and OSHA 301 Limited). The OSHA Confidential and the OSHA Limited restrict the data displayed. The purpose for this is that is allows a Safety Reporter to print these reports and to share them with others without violating the privacy of those involved. 

OSHA (Log) Report
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While on the ARS Front Page you may notice a link to an OSHA 300 log report. When this link is clicked, a separate window will open and will display the OSHA’s Equivalent Form 300-USACE Log of Work Related Injuries and Illnesses. This is a list of all PAN’s created that meet specific criteria. Those Criteria are:
· Person involved was a Government Civilian or a Government (Direct) Contractor

· Some level of severity for the accident has been chosen-not blank

· Accident was a recordable case
When this report is opened there is text at the top of the report that tells you to click here to print the report. You are instructed to go to File>Page Setup> and select Landscape before the report is printed.

The OSHA Log report can be printed as often as necessary. This is not a dynamic report-It will not update while you are viewing it. It is a snapshot of the system at the time you clicked the OSHA Log report link.
Frequently Asked Questions:
	Scenario
	Explanation

	An employee tells you he created a PAN but you can’t see it.
	The employee hasn’t released the PAN or you don’t have any Safety Reporting roles.

	You need to edit a PAN but you can’t find the Create New Version link
	You are not the person that created the PAN or the PAN POC and the report is not at least 7 days old.

	I created a report but now I can’t edit it.
	The report has been released and is no longer editable. Instead you will need to Create A New Version.

	I created a report or I am the PAN POC but I can no longer Create A New Version of the report
	The report has been created in the system for 7 days. You only have view roles now. The Safety reporting personnel can no modify the report as needed.

	I am a Division Safety Manager but I don’t see any ROSA’s.
	The District Safety Managers haven’t released any of the ROSA’s created by personnel within their District.

	I am a Division Safety Manager but I don’t see any PAN’s and I haven’t received any email notifications
	As the Division Safety Manager, you will not be able to see a PAN unless the PAN generated a ROSA and the District Safety Report Manager released the ROSA. The same is also true about email. You only get an email when a ROSA is released by one of your districts.

	My OSHA Log report is cut off and I can’t see the data on the right side of the page
	You did not print the report in Landscape mode. Go to File>Page Setup and select the Landscape option.
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For further information or support while using the Force Protection Funding Requirements System, please contact the ENGLink Help Desk at 1-877-936-4546.

We are always interested in your comments and feedback. To send your thoughts and/or ideas please send an email to ENGLink@usace.army.mil.
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