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Using Premier Health  
Electronic System to  
File an Incident Report
   A: Test Environment for Teaching

   B: Live Application
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How to Complete an Incident Report in the Test System
NOTE: This document is for training purposes and outlines how to navigate to the incident report link in the Live system and then 
switch over to the Test system to practice entering a test patient. CAUTION: During training only enter data into the TEST system. 

1.	 You can access the Incident Report through the Premier Health Intranet  
webpage at: http://inet.phpnet/php/php.asp

2. 	 In the lower left hand column left click on the Incident Report Form

This will launch you to the Online Incident Reporting Webpage. This is the Live system. Follow the instructions below to the Test system.

NOTE: FOR DEMONSTRATION PURPOSES USE THE LINK BELOW TO THE TEST PAGE. CLOSE THE LIVE PAGE AND CLICK ON 
THE LINK BELOW TO THE TEST PAGE.

http://deptwebs.mvh.org/gsh/corce/IncidentReportToTEST.htm

MAKE SURE THE SCREEN SAYS “TEST SYSTEM” AND CONTINUE.

3.	 Select the form which best represents the type of event you will be reporting.

	 a.  Hover your cursor over the blue title bar of the specific event in order to select the form

	 b.  Please do not use these forms for employee incidents.
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4.	 The following screen will appear:

	 a.	 Select the facility where the event occurred.  NOTE: For the demonstration, make the facility match the test patient facility you 
choose in step 5. (GSH or MVH)

	 b.	Select the date that the incident occurred.

	 c.	 Determine the affected individual

		  i.	 Patient – individual who has been registered into EPIC

		  ii.	 Non-patient – individual who might be a visitor, vendor or a patient who is receiving a service of which we do not 
		  register in EPIC

5.	 Click Next

USE ONE OF THE TWO TEST PATIENTS FOR THE NEXT STEPS

Facility	 MRN	 Account Number	 Patient... Name	 Start Date	 Discharge Date

GSH	 314360184	 222360197	 MIDAS,ONE	 4/4/2014	 4/4/2014

MVH	 214360392	 122360425	 MIDAS,TWO	 4/4/2014	 4/4/2014

6.	 The Select a Patient & Encounter screen will appear

	 a.	 Type in patient last name, first name of patient

 

	 b.	 If the date of event matches an encounter for that patient, the encounter will display

	 c.	 Double click on the encounter line to launch the incident report form you selected.
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7.	 Complete the line items contained within the incident reporting form.

 

8.	 Within each RDE form, there is a narrative box toward the end of the form. This is the area where you will  
		  provide additional details about the event in your words what you witnessed, saw or experienced.

9.	 Once you have completed the line items within the reporting form the ‘Submit’ button will illuminate,  
		  click ‘Submit’ when ready to submit.
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Midas Tips: 
The TAB key is your navigational key in MIDAS.  Use this key to advance and move quickly through the form.

Date Fields that have the    icon beside them 

n	 You can directly enter the date into this field MMDDYYYY format

n	 You can click on the calendar icon and select the date from the calendar

n	 SHORTCUT - you can enter a “T” = Today or “-1” = Yesterday, “-2” = 2 days ago, etc.

Ellipsis Button  This means you must select and item from the allowed pick-list

n	 For location fields—type the facility acronym (AMC, GSH, MVH or UVMC) first and then hit the tab key.  This will narrow the items 
to search upon

n	 For physician or employee names—type the first 4 letters of the last name and click the tab key.  Again this narrows the list of 
search items.

Bolded Items are mandatory fields and must be filled out in order to submit the report.

Each page in RDE has a 20-minute countdown timer. If you do not complete the RDE within 20 minutes the data entered maybe 
lost. The counter does reset with your movement within the RDE form.

Once you have started the form you cannot save it and come back to it later.

Once the form is submitted, you cannot edit it.   
n	 If necessary changes need to be made, contact your supervisor who will contact Risk Management

Never use the Internet “Back” arrow to go back a step.

Never use the “X” to exit an RDE form. Instead us the Cancel button to exit the form without submitting it.

NOTE: If you have any issues with these instructions contact Chris Connelly in Premier Quality at 896-2388 
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