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Incident/Injury Tracking and Worker’s Compensation 
Management 

Any District employee who sustains injury in the line of duty or contracts a contagious or infectious disease in 
the line of duty is required to complete a notice of injury form (Omni DWC-1 First Notice of Illness or Injury).   
 
Note: Volunteers will continue to be reported on the Omni form, manually.  
 
The employee is required to notify his/her supervisor or Principal’s designee who will initiate the form’s 
completion and it is the worksite’s responsibility to ensure reporting compliance.    
 
We will train you how to enter this information in PeopleSoft and directly submit the electronic form information 
to FA Richard and Associates (FARA) and to the appropriate District staff in the Risk & Benefits Management 
Department (RBM).   

Business Process Overview 
• The Worksite Secretary or designee completes the incident/injury information pages in PeopleSoft 

(either based on DWC-1 form already completed by employee, or based on employee statements 
alone). 
 

• The Worksite Secretary or designee runs the "Create DWC-1 Form" process.  After running this 
process, you can attach the .PDF file to an email, or you can print the form and give a copy to the 
employee to take to the doctor.  The original form will be kept on file at each location. 
 

• District RBM will update the incident investigation flags as investigations are performed.  They will also 
run periodic audit queries to follow up on any incidents of a specified type that have not been 
investigated (investigation is optional dependent on the incident type). 

 
• The report will be transmitted to the District’s Third Party administrator nightly by automatic process. 
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Complete the Incident/Injury Information Pages: Step-by-step 
Here you will enter the information related to 
the incident. 

1. Click Workforce Monitoring Health 
and Safety Obtain Incident 
Information Incident Details 

 

2. To find an existing Incident, click on the 
Find an Existing Value tab, enter the 
Incident Number and click Search. 
  
To enter a new incident, click the Add a 
New Value tab.   
 
Do not enter a number. The system will 
auto-assign the next sequence number once 
the incident is saved 

3. Click the Add button.  
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4. Enter the Incident Date, which is required 
for the DWC-1 Form. The incident date 
defaults to today’s date, but you can change 
it as needed. 

5. Select the Incident Type. The value that 
you select controls the availability of other 
fields in the component.  
Options: 
• Illness (e.g. Mold) 
• Incident (DO NOT USE) 
• Injury (DEFAULT) 
 
This must be Injury or Illness for the 
DWC-1 form. 
 

6. Enter Incident Time. 

7. Leave the Regulatory Region default: 
USA. 

8. Check the box(es) as applicable.  
• Is this is a recurrence? 
• Did the incident result in Injury or 

Illness?  
You must check the “Did the incident 
result in Injury or Illness” for the 
DWC-1 form to process. 

• Investigated (leave this blank) 

9. Click the Notification tab. 
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10. Enter the Date Reported to the worksite. 
This is required for the DWC-1 form. 
The Date Reported defaults to today’s 
date but can be changed. 

11. Enter the Time Reported. 

12. Enter the Reported to EmplID of the 
organization or employee who received the 
report, or select from the list of prompt 
values of active EmplIDs. (Required field). 

13. Enter the Reported by EmplID for the 
injured person. (Required field). 
 
Note: You will receive an ERROR 
message if you do not enter an Employee 
in the Reported To/By field. 

14. Enter Date Recorded and Time 
Recorded. This is the date and time you 
are entering or ‘recording’ the information 
in the system. 

15. Click the Description tab. 

NOTE: FOR REPORTING VOLUNTEERS, 
COMPLETE FORM MANUALLY AND EMAIL TO 
claimopening@fara.com . You cannot use P/SOFT for 
those without EmplID. 

16. Enter the incident Description, which is 
required for the DWC-1 form. This will 
print as the ‘Employee Description of 
the Accident’ on the form.  Be as specific 
as possible. GIVE DETAILS 

17. Click the Location tab. 
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18. The check box defaults, indicating the 
incident Occurred on Employer 
Premises. 

19. Enter SHARE for Location SetID. 

20. Enter the Location 
ID where the injured reports to. 

 

21. If the incident did not occur at an employer 
location, uncheck the box. The Edit 
Address link will be available and an 
outside address can be manually entered. 

22. Enter SDPBC as the Establishment ID. 

23. Enter Exact Location where the incident 
occurred.  This field is not required and 
could be where the accident happened 
exactly, such as “Washington, DC” in the 
event of a field trip. 

24. Click the Save button.  Note the 
Incident# assigned once the record 
is saved. 
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Attach an Injury to the Incident 
 
Here you will attach the injured employee ID 
with the details of his/her injury. Multiple 
injured employees can be attached to one 
incident. 
 
If you navigate straight to this menu item from 
the Incident page, you will not have to select 
the incident number in the step below. 
 

25. Click Workforce Monitoring Health 
and Safety Obtain Incident 
Information Injury Details 

26. Enter the Incident Number and/or 
Incident Type. 

27.  Click Search. 

 

28. Enter the EmplID for the injured 
employee. Should autopopulate from 
Incident Details (p. 5, No. 13). 

29. Verify the Empl Rcd Nbr. Be sure the 
employee’s correct job location appears, as 
the employee may have multiple jobs. The 
home school location is responsible for 
entering the data. 

30. Click the Description tab. 

31. Indicate whether the incident resulted in 
Injury, Illness, or Death in the Primary 
Outcome field.  
 
For the DWC-1 form, if the primary 
outcome is Death, Date of Death is printed 
on the form. 

32. Treatment Required: default: Medical. Not 
necessary to change.   
This defaults in from the Incident entered. 

33. Skip: Occupational Illness 
34. Enter the specific Injury/Illness Details, 

which are required for the DWC-1 form. 
This is the “Injury/Illness that 
Occurred” on the DWC-1 form. 

35. Click the Statements tab. 
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Statements entered on the incident pages will 
default in. If more statements need to be 
entered, they can be entered on this page. 

36. If the Employer objects to statement 
completely, check Employer Objects to 
Statement box.   
If Employer (principal, director) objects to 
statement, check box and enter Employer’s 
statement. If nothing is checked, “Yes” will 
be the default (signifying that the employer 
agrees with the employee’s statement). 
 
Enter the Employer’s statement in the 
Employer’s Statement box. (Does not 
appear on the DWC-1 form.) 

37. Enter the injured party’s statement in the 
Injured Party’s Statement box. 
(Optional: Does not appear on the DWC-1 
form.) 

38. Select Witness Confirms Statement if a 
witness confirms the injured person’s 
statement. (Optional: Does not appear on 
the DWC-1 form.) 

39. Click the Details tab. 
40. In the Injury Description group box, click 

the links to gain access to the detail pages 
that describe the attributes of the injury. 
Click Body Parts, Nature of Injury 
(SKIP Source of Injury), Accident Type. 
These are needed for the OSHA report to 
run correctly. 
For the DWC-1 form, the Body Parts 
selected will print in the Part of Body 
field. 
 
The Primary Injury Details group box 
displays the primary injury details that you 
specify on the detail pages. When entered, 
the primary injury details will be reflected 
in the summary box below the links. 

 
41. Click the Diagnoses tab. 
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42. SKIP Type of Health Care  – use Default.
 

43. SKIP (Physician ID). 
 

44. Select a Medical Facility where the injured 
or ill person was treated.  
For the DWC-1 form, the name and 
address of the medical facility will be 
printed. (Required field). 
The first selection is for Reporting 
Purposes Only (RPO). 
 

45. SKIP Medical Diagnosis from the 
Diagnosis lookup. 
 

46. Click the Work Related tab. 
 

47. Employee Return to Work checkbox is 
defaulted. 

 
For the DWC-1 form, this field indicates 
that the Employer Will Continue to Pay 
Wages instead of Workers Comp. Make 
sure this field is checked if you want this 
field marked Yes on the form. 
 

48. Work Related checkbox is defaulted. 

49. If the employee spent time away from 
work, enter the Last Date/Time the 
employee worked can be left blank. 

50. SKIP Last Date Employee Worked date. 
51. If the employee spent time away from work 

and has returned, enter the Return 
Date/Time of the employee’s first day 
back to work after the incident. 
 
This information may not be known at the 
time of data entry and can be left blank. 
 
For the DWC-1 form, this is printed in 
the Returned to Work checkbox and date. 

52. SCROLL DOWN and click the Save 
button at the bottom of the page to save 
your details. 
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For all reportable incidents, you NO LONGER NEED TO e-mail or fax the form to 
District’s Third Party Administrator and District RBM representatives. 

 
Refer to the following steps for instructions on creating the DWC-1 form – the 
employee should take one with him/her to the doctor’s office: 

 
 

Create the DWC-1 Form 
53. Click Workforce Monitoring Health 

and Safety Obtain Incident 
Information PB Create DWC-1 Form 

54. Click the Add a New Value tab, enter a 
Run Control ID (your initials), and click 
Add. 

55. Enter the Incident Number. 

56. Enter the EmplID for the employee who is 
tied to this incident.  If there are multiple 
employees tied to an incident, this process 
will need to be run for each of the 
employees in order to create individual 
DWC-1 forms. 

57. Click the Validate Incident Data button.  
 
This will validate that all data required for 
the DWC-1 form has been entered into the 
system.  (PeopleSoft will allow you to save 
the incident/injury pages leaving some of 
the fields blank).  
 
If error messages appear, open a new 
window, navigate to the appropriate page, 
and correct the data.  Once the data is 
corrected, press the Validate Data button 
again to revalidate. 

58. After all missing data is entered, press the 
Run button (you will see a process instance 
# appear under the Run button). 
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59. Select PSNT as the Server Name may 
default if you have used this before. 

 

 

60. Click the OK button on the Process 
Scheduler Request page. 

61. Note your Process Instance number. 

62. Click the Process Monitor link. 

63. Click the Refresh button until your process 
has a Run Status of Success and a 
Distribution Status of Posted, click the 
Details link. 

 

 

 

 

 

 

 

64. Click the View Log/Trace link. 
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65. Right click on the .PDF file, and select 
'Save Target As'.   

66. Choose a folder to store the electronic file.  
Click Save. 

67. Now you can PRINT and give a copy to the 
employee to take to the doctor’s office. 
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