Accessing the ENGLink Accident Reporting System (ARS) and Creating a Preliminary Accident Notification (PAN)

· Access ENGLink at https://englink.usace.army.mil/ 

· Enter UPASS user name and oracle password.  Your user name is the same user name used to access USACE systems.  The UPASS administrator in Information Management should ensure users access to the system through the “ENGLink SID S0ENGLP1” capability on a users access list.

· Once the ENGLink home page is displayed, click the Preliminary Accident Notification (PAN) button beneath the ENGLink calendar and ENGLink Interactive flag.

· The Incident Reporting System main page will be displayed. This page will display PANs that the user has created.  If the user has the Safety Report View/Manager role they will see all PANs within their District/Lab/Division.

· Click the Create Report link on the left

· The PAN create screen will be displayed in an edit mode thus allowing the user to enter his/her accident details.

· Once all of the details have been entered, scroll to the bottom of the page, select the Yes affirmation box and then click the Add New PAN button.

· You will be prompted to either Release the report or save it, continue to work on it and release it at a later time.  Releasing the PAN is required to have the system send out the automatic notifications.

· Once released, the report will be listed in the Last 5 Preliminary Accident Notification’s Released on the ARS main page.

Accident Reporting System Permissions

· ENGLink User- allows the employee to View/Edit/Create/Release his or her own Preliminary Accident Notifications
· PAN POC- allows the employee to View and Edit PANs, Create New Versions of PANs and Release PANs
· Safety Report Editor (ROSA) - allows the employee to View and Edit ROSA, Create New Versions of ROSA and View Released PANs in their District/Lab/Division. This role does not allow for the Release of a ROSA.

· Safety Report Viewer (ROSA)-allows the employee to view all released PANs in their District/Lab/Division and to view all ROSA in their District/Lab/Division.

· Safety Admin (HQ Personnel Only)-Can View/Edit/Release ROSA. This role can also Create New Versions of ROSA and view only associated PANs, and view 300 logs.

· Safety Manager- Can View/Edit/Release ROSA. This role can also Create New Versions of ROSA, Edit the OSHA 300 fields of a PAN and View all released PANs.

