EHS (Employee Health & Safety) Accident Reporting (Available 24/7)
EHS system issues – contact IT Help Desk 1-800-USPS Help (1-800-877-7435)
EHS access is needed in eAccess for Accident/Incident reporting, see pg 2.
Regeana Arrowood, Atalissa, IA 52720 12/18/2010
When you are first notified of an accident, complete the Accident Call In Sheet on Hawkeye District Safety webpage: http://western2.fws.usps.gov/sites/hawkeye/hr/safety/default.aspx 

OR on Hawkeye District Blue Share pg: > ( Human Resources (left) > ( Safety (left)  
> Hawkeye District Accident Call In Sheet > Open > Enable Macros. Fill in information. 
Save to My Documents: > File > Save As… Save in: > ( (Down arrow) > My Documents. 
File name: Hawkeye District Accident Notification (injured employee name, today’s date) > Save
> Submit (bottom of pg) > Yes > Yes. Email & attach a copy of this report to your Manager/Postmaster & MPOO.
Immediately notify: 1.Your MPOO MPOO Name: _________________ Tel #: _____________; Cell: _____________ 
2. Safety Office: 1-800-877-7364 ext. 2230; Name of contact person: _______________________
3. Labor Office: 515-251-2202; Name of contact person: _____________________________
After investigating the accident & finishing the Accident Report/OSHA 300, attach a copy of Accident Report, including a detailed narrative with preventative measures taken, to an email & send to Postmaster/Installation Head & MPOO.
EHS Accident Reporting:

 On Hawkeye District Blue Share pg: > USPS Blue Page (top tab)
> Log On. Enter User ID: _______________ & Password _______________

> Log On > My Work. Scroll down, under My PO pg:  > ( Report an Accident or Incident (under Safety Resource Tools)
> Yes (to Security Alert) > Create Accident Record
Is this a Serious Accident? Read definition & if the answer is Yes, IMMEDIATELY call Shirley Smith, Mgr. Safety & Health Services-Hawkeye District. 1-800-877-7364 ext. 2230 (cell: 515-707-9325)
IF “No” – Fill out report – EH&S: Create Accident record – using ( down arrows & side folders where listed.
IF “Yes” – Fill out report – EH&S: Create Serious Accident rec…. using ( down arrows & side folders where listed.
 > Select work area > Start Search. Select appropriate work area by clicking box to left of Work area ID. 
(It is now highlighted) Work Area ID- (where employee is assigned at time of accident) > OK.
> ( to right of “Accident Location Code.” Click box to left of correct location description (It is highlighted) > OK.  Accident Location code is specific area of the location where accident occurred.
On last line, enter Cost Center (Finance #) > Start Search. 

When finished with pg: > Next
> Add involved person. Use down arrows & type information in Details pg. 
Employee ID: Enter ID # or click box. Enter last & first name. > Start Search. Click correct employee. 

> Done Involved person
If more than 1 person involved: > Add involved person (again). Fill in information. > Done involved Person.
Repeat until all involved people are recorded. When finished: > Create
System displays confirmation message & Accident ID #. Email is sent to Safety Office. > Next.
If there is any missing information, program will go back. Fill in missing info. > Next
Personal Information page appears for each person involved. Fill in Dependents or other missing info. > Next
Injury Claim Information: When finished: > Next
Medical Information pg: Enter CA-16 information.

Supervisor Signature Date: > (date box). > (today’s date) > Next
Duty Status Information: > Add Activity (for CA-17 duty information) > Next
Accident Investigation: Enter info, including Physician provider > Next
Continue entering Accident investigation info. > Next
Enter additional information > Next
Treatment Information: Enter treatment information. > Done Involved person (bottom)

Motor Vehicle Basic: Enter info. > Next
Vehicle Specific Details: > AddVehicle Type: (use down arrow) Enter vehicle info > Done adding vehicles > Next
Supervisor Information: Complete Supervisor Accident info using ( down arrows. 

Question: 1700 & SF91 sent to TCC.     (  Must answer “Yes” to continue.
Make sure information is correct. > Save. No other changes can be made after clicking Submit. > Submit
Submission Confirmation: “Accident report submitted successfully”  > Print (for PS 1700 & PS 1769/301). 
Sign & send PS 1700 to: TCC - Tort Claim Coordinator, Paul L Pickart, PO Box 189993 Des Moines IA 50318-9331 
Save to “My Documents” & keep a copy with employee records.     To exit: > Log off
​​​​​​​​Updating an existing Accident Record before submission
> Search Accident Record. Search by ( All OR ( Employee ID & Last name > Search 
Dbl click the Accident Record to update. (Click “Save” often to save info) When finished: > Save
When completely finished, > Submit (changes can no longer be made) 

> Print (PS 1700 & PS 1769). Sign & send 1700 to Paul Pickart, TCC. 
Save to “My Documents” & keep a copy with employee records.
> Print Blank Forms. Dbl click form or Dbl click group forms needed.
Message: ( Print request submitted successfully.

> Print OSHA 300 or OSHA 300A. Enter work area & date ranges (01/01 of current yr to today’s date).
Print & manually fill out. Retain in office for 5 years. 

All offices must fill out & retain a 300 & 300A even if no accidents occurred.

> Print. Message: ( Print request submitted successfully.
To Search an Accident
> Search Accident Record > All. Cost Center: (your finance #). Select time frame using calendar boxes. > Search
To exit: > Log off
___________________________________________________________________________________________________________________________________________________________________________________
To get access for EHS reporting, in eAccess: > Request Access  

Enter the application name: EHS    >  Search   Dbl >> HCES EHS (Employee health & Safety) 
Type of access needed: Accident/Incident Entry – EAS/EAS Details ONLY  (
Date needed:                > (calendar box) >> (today’s date); Detail: Yes or No
If manager is correct: > Next. If all is correct: > Submit Request 

EHS Sources of Informaton
1. Accident Reporting LMS Course # 10015075 via eLearning.
2. EHS toolkit @ http://blue.usps.gov/hrisp/hce/toolkit_hs.htm  (EHS glossary, FAQs, & training job aides: Quick Reference Guides, Step-By-Step Instructions & Simulations to help you create & report an accident.

3. EHS accident reporting checklist – Serves as a helpful guide of key points to remember.

4. HCES Basic Navigation Overview Power Point: http://blue.usps.gov/hrisp/hces/training/nav/index.htm 

SMEs - For questions or help, contact your MPOO Area SME:

Des Moines Stations/Branches:

Ira Dickman: 515-783-8216
Area 1:

Kathy L Weenink, Ireton IA: 712-278-2591; Cell: 712-551-6267; Home: 712-568-3551
Area 2:
John E Tomkins, Mallard IA; 712-425-3409
Area 4:

Sheri L Nady, Sheldahl IA 515-685-2837 - OIC Bondurant IA: 515-967-2266
Debra S Andersen, Derby IA: 641-533-4495

Area 5:

Kathryn A Juel, Ackley IA – call: Dike IA: 319-989-2077 
Lorissa K Groom, Goodell IA 641-495-6204 - OIC Klemme IA: 641-587-2239
Andrea L Havig, Nora Springs IA: 641-749-5319

Area 6:

Diane L McAfee, Lisbon IA: 319-455-2525
Sheri R Olson, Brooklyn IA: 641-522-9277

Edie Gebauer, Delmar IA: 563-674-4124; Cell: 563-249-3577; Home: 563-659-9504
Area 7:
Mark W Jones, Oskaloosa IA: 641-673-6547 
Denise L Jennings, Mingo IA: 641-363-4206 
Area  8; 
zips 526 – Darla J Fowler, Denmark IA 52624; Office: 319-528-6213; Cell: 319-759-2890
zips 612 - Tamie S Sabin, Pilot Grove, IA  52648; Office: 319-469-6051; Cell: 319-350-2524 
