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Patient Safety Reporting System

I. Preparing to Enter an Event

1. Log into the system
2 A  h  “R ” b f  h  M i  M2. Access the “Resources” tab from the Main Menu
3. “Resources” Tab Menu

• Information Consulted
• Select Report Questions
• User’s Guide

4 Select Event Type4. Select Event Type
5. View Initial Event Questions
6. Information needed will be displayed
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I. Preparing to Enter an Event - Continued 
Log Into the System

4



I. Preparing to Enter an Event - Continued 
Log Into the System
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I. Preparing to Enter an Event - Continued 
Log Into the System
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I. Preparing to Enter an Event – Continued 
“Resources” Tab
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I. Preparing to Enter an Event – Continued 
Initial Event Questions
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I. Preparing to Enter an Event – Continued 
Initial Event Questions
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I. Preparing to Enter an Event – Continued 
Initial Event Questions
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Patient Safety Reporting System
I P i  t  E t   E t C ti dI. Preparing to Enter an Event – Continued

System Navigation

“Main Menu” Bar
• Add Event – enter a new event report

“Report Menu” BarReport Menu  Bar
• Moves you through each report section with red arrow to 
indicate next step

• Event Summary page builds as information is entered• Event Summary page builds as information is entered
“Save/Next” Button

• Move to next screen
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Patient Safety Reporting SystemPatient Safety Reporting System
II. Entering a New Event

1. Two types of information
• Patient InformationPatient Information
• Event Information

2. Series of drop-down menus and text boxes
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Patient Safety Reporting System
d

3. Fields within each screen must be completed and 

II. Entering a New Event - Continued

p
saved
• Portal will time out after 2 hours from time of 

logging-in to the portallogging in to the portal
• Information will be lost if not completed and saved

4. Information can be edited prior to submission to 
Patient Safety

5. When completed, the event is to be submitted to 
Patient SafetyPatient Safety
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Patient Safety Reporting System
II Enter a New Event ContinuedII. Enter a New Event - Continued

Entering Event Details — Patient

1. Select the “Event Type” from the drop‐down list
• A description of the event selected is displayed

Entering Event Details — Patient

• A description of the event selected is displayed
• Clicking on the link on the right will display all event 
types and descriptionsyp p

2. After selecting the event type, click the “Continue” 
button
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II. Enter a New Event - Continued
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Patient Safety Reporting System
II Enter a New Event ContinuedII. Enter a New Event - Continued

Entering Event Details — Patient

3. 1st Screen – Patient Information

Entering Event Details — Patient

• Your facility will be automatically populated (unless 
reporting for multiple facilities)

• Text boxes have character limits
o See count down of the number of characters remaining
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II. Enter a New Event - Continued
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II. Enter a New Event - Continued
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Patient Safety Reporting System

II E t N E t C ti dII. Enter a New Event - Continued

E i  E  D il  E

1 Next Screen Event Information

Entering Event Details — Event

1. Next Screen – Event Information

2. All fields required

f dd l f ld3. Event specific additional fields, e.g.
• Location of pressure ulcer
• Stage• Stage
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Patient Safety Reporting System

II E t N E t C ti dII. Enter a New Event - Continued

E i  E  D il  E

f l i ll fi ld l “S / ”

Entering Event Details — Event

4. After completing all fields, select “Save/Next”

5. Event Detail Screen
• Edit information prior to submission
• Submit Event to Patient Safety by clicking on “Submit 

Event” on “Report Menu”Event  on  Report Menu  
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II. Enter a New Event - Continued
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II. Enter a New Event - Continued
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II. Enter a New Event - Continued
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Patient Safety Reporting System

III. Event Review by Patient Safety

1. Automated e‐mail sent to Patient Safety
i f l i

III. Event Review by Patient Safety

2. Patient Safety completes review
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Patient Safety Reporting System

III. Event Review by Patient Safety -

Continued
3. Review Outcomes:

• Reportable Event – RCA needs to be completed
• Reportable Event ‐ RCA does not need to be completed (i.e. RFOReportable Event  RCA does not need to be completed (i.e. RFO 

discovered but not retained by that facility) 
• Event not accepted – Patient Safety recommends internal analysis, but 

RCA does not need to be submitted to Patient Safety 
N Mi L S i E P i S f d i l• Near‐Miss or Less Serious Event – Patient Safety  recommends internal 
analysis, but RCA does not need to be submitted to Patient Safety 

• More Information Needed – Update event information and re‐submit 
to Patient Safetyto Patient Safety

4. Patient Safety generates e‐mail notification of review 
outcome
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Patient Safety Reporting SystemPatient Safety Reporting System
IV. Communication about the Event

Additional Information Needed Email Text

“Your event has been received by the Patient Safety Reporting System. 
Additional information is needed to determine the status of this event. 
Please see comments provided by DHSS and make appropriate changes.”

• Events can be accessed by:
 Action Items – Listed under “Initial Event Comments”
 View Event – By Status

• A comment link will only be visible for sections of the 
event with Patient Safety commentsevent with Patient Safety comments
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Patient Safety Reporting System
IV. Communication about the Event -

Continued

Additional Information Needed
• Edit the field(s) necessary to respond to comments
• When edits are completed event must be re‐submitted to 

Additional Information Needed

Patient Safety for further review
• Cycle continues until Event is determined Reportable/Not 

ReportableReportable.
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IV. Communication about the Event - Continued
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IV. Communication about the Event - Continued

29



IV. Communication about the Event - Continued
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IV. Communication about the Event - Continued
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IV. Communication about the Event – Continued

Event is Re-submitted for Review
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Patient Safety Reporting System
IV. Communication about the EventIV. Communication about the Event

Event Accepted and RCA Required Email Text

“Your event has been received and accepted by the Patient Safety 
Reporting System. Please follow the process for submitting an RCA for this 
eventevent.

RCA Due Date:2/18/2011”
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Patient Safety Reporting System
Review

1. Use “Resource” menu to review questions

2. Enter Initial Event information

3. Patient Safety reviews Event and responds with next 
step

4 R i  P ti t S f t  t  d dit t4. Review Patient Safety comments and edit event

5. Re-submit event to Patient Safety
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Patient Safety Reporting System
Next Module

1. Enter Root Cause Analysis and Action Plan

2. Patient Safety review of RCA

3. Communication about RCA
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