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Creating a New Incident/Feedback Report
To create a new incident report, click the Create option from the My 
Student Dashboard page.



After clicking on the    , select the appropriate 
form:
• Feedback – Choose this form to submit any 

complaint, compliment, or other feedback 
from a patient/resident/visitor/employee.

• Incident – Choose this form to report any 
type of event or circumstance that could 
have, or did, result in harm to a 
patient/resident/visitor/employee.

Then click Continue

Creating a New Incident/Feedback Report (cont.)



Complete the form as directed, providing as much 
detail as needed to provide a complete description 
of the incident/feedback. 

Creating a New Incident/Feedback Report (cont.)

* = Required field

When reporting incidents:
• Please provide a summary of facts of the event 

as they occurred. 
• Avoid opinions, making assumptions, or drawing 

conclusions.



Creating a New Incident/Feedback Report (cont.)

Upload any supporting documentation (*do not upload medical records), add your electronic signature, 
and click Submit form. You can also click the Save Draft button so you can revisit and continue editing 
before submitting.



Thank you!
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