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Healthy People, Healthy Saskatchewan
The Saskatchewan Health Authority works in the spirit of truth and reconciliation,
acknowledging Saskatchewan as the traditional territory of First Nations and Métis People.

Health Authority

saskhealthauthority.ca

n Saskatchewan [©fX] f [é)




1. Find/Open Incidents

There are several ways to find and open incidents or see a list of certain types of incidents (called
events in the system):

Open the link to the incident that comes in your e-mail. This link will only work the first time the

report is accessed. The email will include the event number in the subject line and the top line of
the email.

OR

Open the system with EDGE and search using one of the blue menu options:

Find—by Event Details: Ensure your facility is loaded & check additional criteria—this is where you
can choose to only display code 3, 4, 5 or only certain incident types.

Enter the required search fields as much as possible E ‘)
. r  MyEvents
using the text boxes, drop downs, calendars, etc. e =
O By Reference Number
© By Event Details
. | O ey Patient Participant
Click Search g
© By Keyword

Saskatchewan
n Health AthVhority .mﬂ

saskhealthauthority.ca




1. Find/Open Incidents (More Options)

My Events Recent Hover over his icon Event Counts Hover over
to display recent incidents this icon to display recent
B\E& B incidents & whether they are
A N A s”"n Selecting blue links wilf open alf open, responded to, or
oo incidents within that time overdue
o | frame/category

(O Past Due

() Notified About
O Participated In
h () Responsivle For

Last 24 Hours 2

My Most Recent Events

Last 24 Hours 6 4
Last 7 Days 6 4
Last 30 Days 6 4

Last 30 Days 557
Last 365 Days 1638

bt sl

Ry

0 0
Last 7 Days 13 0 0

0 0

0 0

Event Counts
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1. Find/Open Incidents (More Options)

Tots! E-anva (| g5t 365 Days)

FACILITY PROGRAM DEPARTMENT TVPE DATE ACTUAL SEVERITY
vl 2- M4 H Minimal Short
B Central Laundry Laundey Care Mansgement Delayed tost or troatment 10-Nov-2025 :m 248 o "
P Level 4 Severs Harm- Major
» Central Laundry Laundry Care Management . Error in diagnosis 01-0ct-2025 e e savin
» Central Laundry Laundry Equipment / Product / Device - Contaminated devica'equipment 24-Sep-2025 Level 3 Moderate Harm View
Lovel 2- Mid H Minimal and Short
> 25961 Management Review Central Laundry Laundry Care Management - Allerghc/Adverse Reaction 26-Sep-2025 Torm o “ View
Lovel 2- Mid Harm- Minimal and Short
> 2592%0 Management Review Central Laundry Laundry Equipment / Product / Device - Equipment FalureMafunction 08-Sep-2025 Term View
Lovel 4 Severe Hanm. Major
F -
> 258932 Management Review Central Laundry Laundry ‘alls | Fall - from bed 06-Sep-2025 s gon Wa savin View
Lavel 2- Mid H, Minkmal and Short
> 258929 Management Review Central Laundry Laundry Fails : Fall - whie ambulating or standing 06-Sep-2025 - b View

Torm Harm

View incidents that are listed in your search results by selecting the number on the left, or “view”
on the right.

When you have finished with the incident and exit, you will be returned to your list.

Use Open Field Selection to choose which headers you would like displayed.
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2. Close an Incident

Code 3, 4, 5 incidents have mandatory fields that must be completed before the incident will close.

1. Review incident and take appropriate action. Edit incident information as required.

2. Under section Phase

. Phase History Changed Date Duraton Advanced By
Progression select e — - D
Fo"ow-u p: Event Created Q1712025 1056 bvs Safaty Consciows Reparer
Event Enry 712025 1051 bes 3 mioutes Safety Conscious Reporter [ o
‘ Cher Actions n

3. Use the Follow-up Actions section to document - Click details/Add New for a Task that is not listed

4. Under Manager/Designate Event
Administration section select advance to
next phase. This will close out the incident.
If you need to continue working you can
choose Finish Later button.

Saskatchewan
Health Authority

Manager/Designate Event Administration 7

Complete any additional administration of the event using the fields below. Changing the severity, department or phase may
alter the questions presented for this phase, the workflow or ownership of the event or the automatic notifications.

Waorkflow Phases -8 Current Phase: Management Review
Next Phase: Closed v NotChanged Manually Select a Phase

e ——
[ cancel | @Fini-hl.mr]@mbmmml !
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3. Reopen an Incident

*An incident may be returned to a previous phase when additional information or re-notification is required

1. Scroll to the bottom of report to Phase Progression

2. Select Open

3. When the pop-up appeatrs,
select Done and the report
will be moved back to
Management Review

Saskatchewan
Health Authority

1 I | i £ | Ca T ateatsl o

@ Safety Reporting System - Work - Microsoft Edge

| bt

A Not secure vsantos.skinhr.ca/aems_prod/Event_ReOpen.asp?fid=1010 Ab

| bl s

will be re-sent to all Functions previously notified in this phase.

Re-Open Event [ |

Re-opening this event will move it to the Management Review phase. Notifications

[+ Done || |
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4. Transfer Incident to Another
Site/Department/Change Severity

*A Manager/Delegate can transfer the incident to a different department of responsibility if the initial Site/Department/Severity
selected is no longer appropriate.

Phase Progression

1.In Phase Progression Select Follow-up [, i - o e

Event Created 8/22/2025 22:45 hrs Safety Conscious Reporter

Event Entry 8/22/2025 22:26 hrs 19 minutes Safety Conscious Reporter

2. Scroll to Event Information Section and

select Site/Department/Severity @ y

Facility () Central Laundry | Select Another. .
Event Date /05 Jun 2025 o 09:00 @ hre

Department 7 o
Event Type £

~]

~]

Actual Severity | Level 1- No Harm- No treatment Required vlo

Potential Severity -\ [Level 2- Mild Harm- Minimal and Short Term Harm v |
Location :

3. Select Done
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(]
Examples of appropriate circumstances to
5. Abandon Incident Examplesof appr:

*A Manager/Delegate can abandon a report IF they see fit. 1.The report is a duplicate
2.The report is not a patient safety event

1.Open the report you wish to abandon

2.Scroll to the bottom left of the report, select the “Other Actions” button.

¢ Other Actions

3.Select “Perform Action”

* .
Select Actions If you perform this

process twice, there
Actions that can be performed include Abandoning or Deleting. Wi” be an option to
Events must be Abandoned before they can be Deleted. Abandoned events will not ”D e’ ete Even t” - do
appear in any statistics. NOT de Iet e.

®Abandon Event
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Counts Detailed Event Follow-up

1 . Se Ie Ct Ru n Re p orts fro m you r to p m en u Run Reports Listings Information Trends Compliance Maintenance Medication

5 . R un Re po rts E Standard Reports

2.Select Report and Report Type: See most used reports SEw‘ gl
section for details on each type

Audit

3. Select Facility. Ensure you load facility if option shows (will autofill if you have access to one

facility only). If you have multiple facilities in your portfolio, you may choose one or leave at
Any Facility/Program

4.Select Department (will autofill if you only have one department, or you can select Permitted
Departments, or run each department separately)

Report Parameters

Event Listing By Group - Shows a detailed event listing grouped by the options shown below.

Di'fferen t rep Orts Wil/ h a Ve dl—.fferen t req ujrem en ts to Please complete the report parameters listed below.
selects: Most reports will require a date range, and s«

Event Type Any Type

sorting structure. See example from Detailed . T °
ate Range
Information: Event Comments Report.

To 7/31/2026 11:59 PM o
Facility/Program Any Facility/Program
Department All Permitted Departments

Location Al Locations

5. Select Export to export to excel or select preview

Severity All E
for short summary (printable) T o
Include If Actual Event ‘E"ﬂl
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5. Run Reports

Standard Reports Detailed Information

.. Detailed Information Click on a Report to Select.
Event Comment By Participant: Include parameters - P

chosen: Incident Number: Incident Date: Incident time:
Facility: Department: Incident Type: Location: Phase:
Comment: Reporter: Participant Name

B Event Comments By Participant
~ B Event Comments Report

Detailed [B Event Information

Information = [§ Summary Status

Event Comments Report: Includes: Incident Number:
Incident Date: Facility: Incident Type: Severity: Phase:
Comment: Reporter: Comment Date

Event Information: Incident Number: Incident Date:
Incident Time: Facility ID/ Name: Department: location:
Actual Severity; Potential Severity: Incident Type: Phase:
Reporting Person

Summary Status (will also print chart if selected): Facility/
Department Parameters: Incident Number: Status
Changes: Incident Date; Fatality; Potential/Actual incident:
Phase: Facility: Department: Type: Severity: Review
Duration
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5. Run Reports

Standard Reports Count Listings

The ‘Count’ reports tally totals based on each category: Drug Name, Group, i SONIHL MU0 GO # RepuiLio S0k

; . . . Event Count by Drug Name
Location, Medication Type. [B Event Count by Group

Lo E . . . Counts .Event Count by Location
The ‘Listing’ reports provide more insight on the reports, based on Group and  jstings [ Event Count by Medication Type

.. .Event Listing By Group
Individual. [B Event Listing by Individual
.TopSLisﬁng

Event Trends

Annual Comparison: This report displays the amount of events foreach g e
category and type, as well as the percentage of how much of the total N | g Annual Comparison
number of events it holds. The data is then compared to data from the  Event | EAnnual Trend of Event Types
. . Trends [B Long Term Trend
same period of the previous year and calculates the percentage of -
change between the two

Annual trend of Event Types: Displays the counts for each event type
sorted by month. The total number of event for the category will be
seen at the bottom of the chart while the total number of events for the
event type will be listed in the last column
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6. Information Center

*To find department statistics of patient safety reports

RS REED S

Create Event fo Cente, My Events Find Run Reports Setup User Profile Help

Use the top bar to filter your results by Facility, Department and Date:

Facility/Program Department All Departments v Date Range Last Year v
Test Site for New Users v Include Sub Departments 01-Jan-2023 to 31-Dec-2023 Filters =

Include Sub Facilities/Programs

After filtering, you can access the following tabs:

Dashboard Event Counts Top Listings
« Total Events Open versus Closed: Describes the most
« Open Events . Total frequent events by
« Actual versus Near Miss . Responsible for department, event type,
« Count by Severity « Notified About severity, etc.
« Count by Location « Unresolved Events

Events Awaiting Responses
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6. Forward Notifications (For Manager
Absence)

Select User Profile

HES S EE

Create Event Info Center My Events Find Run Reports Setup

Help

e

Under the ‘Redirection’ Tab, select “Add New”

Password Default Options
Redirection Set-Up '

Use this page to redirect e-mails to another user during a specific period of time (like vacations/extended leaves).

Detailed Instructions

O Show historical records \Ass.gn | ||[EoEe

Fill out the time period, then select “assign” to find the covering manager. Search for their name in
the pop up, click select, and click done.

To deassign, select the record you wish to remove and push “Deassign” on the bottom.
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