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Chapter 1 – CTS276: Daily Safety Report  
The Daily Safety Report is a collective view of data focused on injury-illness 
incidents reported each day. While the default is set to one day, the user can 
expand the date range to search incidents prior to the previous day. 
 
Click CTS276: Daily Safety Report button. 

 
 
Use pulldown menu to select Company. 
Click calendar buttons to select Start date and End Date. 
Click the Click to refresh record list with date filters (or any record 
flagged as DSR Yes regardless of date) button. 

 
Data will be displayed in the grid according to dates entered. 
 

Edit Activity and Public Comment 
Click edit pencil to Edit Activity and Public Comment for a specific incident 
record. 
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Flag Items To Include in DSR 
Before creating an email, the user selects incident records to include in DSR. 
Click checkbox(es) to select record(s).  
Click the Click To Flag/Unflag Checked Items To Include in DSR Email 
button. 
Note: Checking a record that is already set to Yes in Include in DSR column 
then clicking to flag will cause it to be unflagged. This button works like a  
toggle switch. 

 
 

Email  
Once records have been edited and flagged/unflagged for DSR, email can be 
sent. 
Send DSR Summary Email 
To send an email with Public Comments, click checkbox(es) to select 
record(s), then click the Send DSR Summary Email (for checked items) 
button. 

 
 
Send DSR Detail Email (for checked items)  
To send an email with Activity and Public Comments, click checkbox(es) to 
select record(s), then click the Send DSR Detail Email (for checked items)  
button. 
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NOTE: Clicking email buttons send email to the user’s email address on file in 
the system. The user can cut/paste information from this email into another 
email for forwarding. 
Once an email is sent by the system, it is logged at the bottom of the screen 
under the Daily Safety Report Email submenu. 
Click blue VIEW text to view the email in a new browser tab.  

 
 

 
Close browser tab when finished viewing. 
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Chapter 2 – Create New Incident 
Although a user may rarely need to, CTS276 also allows a user to quickly add 
a new incident instead of navigating to another module to do so. 
 
Click Create New Incident button. 

 
 
Use pulldown menu to select Accident Type. 
Click Select Person button to select Worker. 
Click Select Organization button to select Organization. 
Use pulldown menu to select Establishment. 
Use calendar buttons to select Occur Date and Report Date. 
Use pulldown menus to select DSR Category, Case Code, ORPS Reportable, 
Site and Company options. 
Click the Save and Continue button. 
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FIELD DESCRIPTION 
Accident Type Type of accident/illness 

Worker Name of worker 

Organization Name of organization 

Establishment Name of establishment 

Occur Date Date incident occurred  

Report Date Date incident was reported 

DSR Category Category of case 

Case Code Indicates current status of case 

ORPS Reportable Yes or no 

Site Name of site 
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Company  Name of company 

 
 
Click CTSINJL / breadcrumb to return to Injury Illness Menu. 
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