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KSU Incident Report Review Supervisor

1 To review an incident. Click "CLICK HERE" in the email that was sent to the
reviewer to be taken to that specific incident.

https://scribehow.com
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2 Click "Assessment Questions" or next to move to the next page.

3 The next steps will be to go through the assessment questions and sections to see
if clarification is needed on any of the submitted fields.
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4 Click "Incident Details"

5 Click "Witness Details"
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6 Click "Injury or Exposure Detail"

7 If you are the supervisor then click "Supervisor Investigation"
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8 Follow along with all of the questions in the Supervisor Investigation.

9 Follow along, filling out all required fields.
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10 If you have pictures or other pertinent files then you can attach them here.

11 Fill out the text boxes.
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12 Once all fields are filled out click "Sign".

13 After you have filled out all the required fields, click the "Mark Review Complete"
checkbox.
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14 If all required fields have been filled out. Save will submit your form.

15 Click "OK"


