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Approvals in OSHIS

Safety is the final approver for all 
four report types.

If a manager or Safety manager 
rejects a report approval, it will 
return to the OSHIS queue of the 
supervisor of the report creator.

It is very important to supply 
detailed notes when rejecting a 
report. 

Incident Assessment

Submit Report in OSHIS

* This applies only if the person 
reporting chooses to have the Near 
Hit / Safety Concern report shared 
with their supervisor. 
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When you have a request that requires your action/approval, you’ll be notified two different ways:

On the front page of OSHIS (pictured above) or via email (see next page)

1. Clicking on the Incident Assessment button (note the black circle with a number in it) will take 
you to a list of reports that require your attention. 
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2. An email (pictured above)

• Clicking the link in the email 
will take you directly to the 
request that requires your 
attention.

• An email is generated 
whenever you have an action 
to take. An email is also sent to 
the creator to let them know 
that the next person in line has 
taken action. 
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After clicking the Incident Reports button you will be presented with a list of reports that require your attention.

Click the Incomplete tab. Select the request you need to approve.

If you have a lot of items in your queue, considering sorting by timeframe using the Period filtering option.  
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Blue tabs indicate action is required and/or information to review.
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Click into the items on the tab (Injuries/Illnesses is depicted above). Review all of the information and add any missing information.

Be sure to press the Save button before you move to a different tab as to not lose any data. 
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When you’re done, press the Mark Assessment Complete button. 


