
To enter the incident portal, Open The Source and select the “Health, Safety & Wellbeing” icon.
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Once selected, you will be taken to the below page.  Scroll down until you see text box 
‘Report an Incident’

ENTERING AN INCIDENT



Click on the Icon ‘Report an Incident’
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Click on the ‘Report an Incident, 
Near Miss or Hazard’



Once you’re in the portal, select kind of incident from drop down box
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If there has been an incident that has resulted in an injury (no matter how minor), 
select “Incident” from the drop down box

The system automatically
displays the current date.
If the “date of incident” and 
“date reported” is different to 
this, click on the calendar icon
to select the appropriate date/s

4



After setting the appropriate dates and times, select the appropriate 
incident classification from the drop down box

Note: Report Only is where no treatment was required, but physical contact was made
First Aid Injury is where minor treatment was given at work e.g bandaid, ice pack etc
MTI is where a visit to a medical practitioner occurred, but no time lost
LTI is where loss of a full shift (or greater) has occurred
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After selecting incident classification, the Incident Type needs to be selected from 
the drop down box

Note: If there is no exact descriptor, then select the closest fit 6



The description field allows you to detail how the incident occurred. It only needs 
to be brief and to the point
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The “Reported to” section is the person whom the injured worker reported the incident. 
This will most likely be the supervisor (or similar authority)

Details of witnesses to the incident can be added. You can add multiple witness names 
by clicking the “plus” symbol if desired. This is not a mandatory field as sometimes there
may be no witnesses to an incident…
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This section is where the injured worker is added. If the injured worker’s employee number 
is known, then enter the employee number and click on “Lookup” 

After pressing “Lookup”, all the other 
mandatory fields (red asterisk) in this 
section will be automatically populated

If you do not know the employee number, or if the fields do not automatically populate 
for some reason, then you will need to fill in the required fields (red asterisk) manually.
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This section is to identify which business unit or team the injured worker belongs. 
You need to drill down from the drop down box until you find the appropriate area

“Exact location” is a text box for you to fill in the exact location where the 
incident occurred. If this is an offsite location, it needs to be identified eg a clients 
home (actual address) or an open space eg footpath outside 225 Lonsdale St 
Dandenong etc 
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The next field asks for the injured person’s details. This will mostly already be filled out 
previously under the “Reporting person” field. If so, tick the “Injured person is reporting
Person” box. Once this is done, the name will automatically appear below 

If the injured person is not the reporting person, then the name will need to be entered 
manually in these fields
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There is an opportunity to describe the exact nature of the injury in the text field. 
It is then followed by a series of drop down selections that best fits the situation 
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The next four fields require a selection from a series of drop down boxes. If there is no exact
descriptor, then select the best fit 
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If there is more information relevant to the injury or incident that is not previously covered 
by the previous fields, you can add it into the text field here. If not, leave it blank.

Once you are satisfied that all the information has been entered, add the notification 
details above. This will ensure the supervisor is notified via email of the incident details
(if you are the supervisor entering the report, then put your own email in this field). 

Then click “Finish”
The report will then enter the Quicksafe system for review and processing. As supervisor, 
you will need to login to Elumina to review your entry under “Pending Reviews”. 14



As Supervisor, you are now 
required to “Review” the 
incident. 
You can access the 
guidelines from the next 
link in the incident section.  
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