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_ EN TER AN INCIDENT

1 Select Incidents > Create New.
2 Select the date and time of the Incident.
3 Select Create. This will take you to the Enter Incident Details screen.
B HAMMERTECH & eroject~ @ Q =

4 Enter Incident Classification Details.
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incident Summary
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5 Enter Preliminary Incident Details.

6 Attach photos.
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7 ‘ Change Status from Draft to Active (Open).
Note: Email notification will be sent even if Draft is selected.

8 ‘ Select Save Changes.
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