
Emory Incident Reporting System (EIRS)
Frequently Asked Questions
How do I access the EIRS? Open Internet Explorer from any Emory Healthcare or Emory

University computer.  Locate this icon on the Intranet homepage
and double click.

You may also find the icon on the Risk Management webpage for
Emory Staff at www.emory.edu/oris.

When do complete an
online report?

Every time you would have completed a paper form.  Really if
you even think about submitting one then you should do it.  We
would rather get more than less.

What types of incidents
can I use EIRS to report?

All of the above.
How do I move from page
to page in the system?

Always use the provided navigation buttons.  Do not use the
Internet Explorer navigation buttons, or you may get an error.
The EIRS navigational buttons are found at the bottom of each
page and include next, back or cancel buttons.

  
On the final page you will see a Submit button

.
What if it is a serious
event?  Do I just complete
the online form?

Please complete the online form and then contact the Risk
Management office immediately.  If it is after hours please page
the On Call Risk Manager at 50316.  We may need to instigate an
investigation or other actions immediately.

How will my manager
know what’s happened if
they don’t see the incident
report?

Managers will be able to receive an email notification each time
an incident report is submitted for their area.  They will also have
the option of getting regular reports emailed to them as well.

Will we use the reports to
bypass our normal
reporting systems in place
on the unit?

The EIRS does not change your current departmental reporting
processes.  The EIRS replaces the written Incident report form
and a lot of the telephone calls to the Risk Management office.

How long is it going to
take to complete the EIRS
form?

One to two minutes.  It should be faster than completing the
written form after you get comfortable with the questions.

Can I print the form to
give to my manager?

No, the information contained in the database may not be
printed, copied or forwarded.  Your manager will be notified of
the incident immediately if they have set up notifications with the
Risk Management office.

What if I don’t know how
serious the event is or
could be?

On the second page of the online report you are asked two
questions about significance and severity.  Please do your best to
estimate what you believe to be the seriousness of the incident,
it can be revised later by Risk Management or your manager.
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I wondered about the
documentation by the
physician.  On the blue
form, we ask the MD who
responded to the issue to
document what she/he
found.

Will that occur somehow
on the on-line version, or
will the nurse be
responsible for
documenting what the
results of the MD
exam/interventions were?

The physician should document in the medical record what is
currently being documented on the blue form.

An event note should be made in the medical record that
includes information on what happened to the patient, this
should include any physical findings and interventions.

An incident report is not a substitute for documentation of the
event in the medical record.  I have heard some staff say they
did not think they were to document a fall in the medical record
and this is not true.  If it happened to the patient it needs to be
documented in the medical record; what happened, what we did
to respond and the pt’s outcome.  This includes nursing and
physician documentation.

An incident report is a protected document and should never be
mentioned in the medical record or to the patient.

How do I follow up on an
incident once I entered it
into EIRS?

After you submit the form you will be given an “incident
number”, this will be 9 or 10 digit number you use to follow up
with.  You will need to develop a method for tracking the
numbers your department generates.

Do I have to answer every
question?

Only the questions marked with a red asterisk * are mandatory.
We would like you to complete as much information as possible.
The question “What is your name” is not mandatory but we ask
that you complete this section unless you feel you must remain
anonymous.

If you do not complete a mandatory section you will receive an
error message when you attempt to go to the next page.

What happens to the
information I put in EIRS?

The information is confidential but portions can be used by
managers to identify trends and problems.  ?????

What is “A near miss” and
why do I need to report it?

A near miss is an error that could have reached the patient if it
had not been caught by a staff member.  If we can identify a
potential problem and eliminate future opportunities for it to
occur we will make Emory a safer and more productive place.

What is the  icon? This is the calendar icon. Click on it and a window will open with

the month calendar.   You may select any date
in the month or move backwards or forwards with the arrows at
the top.  You may also just type the date if you prefer.

What is an Incident,
Occurrence or Complaint
or A Near Miss

 These are the choices:
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What facilities use EIRS?

What are the choices for
magnitude or significance?

What are the choices for
severity?
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What are the choices for
‘How did this or how could
this affect patient care?”

I don’t see the selection I
need, what do I choose?

Choose the closest possible.  If none of the choices reflect your
incident?????? You may need to go back and select a different
incident type or other selection.  The questions are dynamic in
that the next question is based on the prior answer.  For
example, if you choose Wesley Woods Center as your location on
the first page you would be asked to choose from the following
locations at WWC:

Or, if you choose Fall as what occurred then you would be sent
to this page:
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What are “lookups” and
how do I use them?

Because entering all of the information pertaining to a patient,
physician or medication can use valuable time, we have added
lookups that will allow you to search for these.  There are three
different lookups in EIRS:

1. patient
2. physician, and
3. medication.

You will have several search options to choose from.

Please click the button before you manually enter the
information.
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Physician

Please click the button before you manually enter the
information.

Medications
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What if I can’t find the
patient, physician or
medication in the lookup?

You may type the name in the appropriate fields.


