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Old reports will appear here, 
Double click in Student name 
To open past incident. 

Click 
here to 
report a 
new 
incident
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Enter first 
or last 
name or ID 
number to 
search for 
student

Double click on 
correct student
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Fill out rest of form using narrative and check boxes as 
appropriate

If you click "other" a text box will open up

Student specific info will auto-populate from synergy



 

 

 

 

 

Clicking + will 
add another 
row, trash can 
will delete that 
row

In this section. Make sure to only put those who had 
hands on in the administered row



 

 

 

You can attach files if 
needed
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Click save when complete. 
Print using "control P" or the 
print button. 

BBBBBB

Only slide tab to complete when 
debrief is completed




