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Datix EVENT (Incident) 

REPORTING SYSTEM 
 

• Datix online reporting is to be used to 
report any event, excluding worker’s 
comp. related events, that normally 
would have been reported through 
paper reports. 
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Datix Event Reporting 
The HOW and WHERE of reporting events and 
occurrences is changing April 1, 2014.  Starting on 
this date staff will be asked to use the online 
reporting system – Datix – for reporting events that 
would normally be reported on paper.  
Requirements relating to the WHO, WHAT, WHEN 
and WHY to report have not changed.  Event 
reporting will now be accessed through the 
Marshall Health Intranet homepage.  

The paper form should only be used when online Datix access is 
unavailable for extended lengths of time. 



System Access 
• The Datix Event Reporting 

system can be accessed 
through the Marshall Health 
Homepage or by creating a 
shortcut icon on your desktop 
on your unit/department’s 
computer. For staff, accessing 
and using the Datix system is 
as simple as one ‘click’; 
managers will need to login 
using your assigned login 
(user) name and a password. 
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• To file an event report go to the Marshall Health 
homepage and go to the Faculty/Staff drop-down 
and click on the Cabell Clinics Event Reporting 
link.  
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Staff level users will be taken to the Event Reporting Form seen below.  

Any field noted by a red asterisk * is a required input that must be 
completed before submission of the report. 
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Drop down boxes ease report completion: 
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Depending on the dropdown selection other 
windows may open requesting more information. 
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When you choose the Event Classification in the NATURE OF EVENT section, the 
screens will change to help guide you to provide the correct documentation.  
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Dropdowns with larger areas above indicate multi-select fields.  
By single clicking on your choice you can select as many options 
as you wish then to finish you double click your last selection. 



Prepared by Deanna Parsons for 
presentation use in her position as CHH 

Director of Risk Management 

Use the right sided Scroll Bar to see all the report fields.   
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Once you have completed the report left click on 
the Save at the bottom of the form to submit your 

report. 
 



Management Access 
• Managers will be given specific access within the system to events, 

reports, and other functions with the system.  Management will be given 
access and privileges including the ability to review and provide 
documentation and/or follow-up based on two criteria contained within 
the report: 

– Department Location- based on Location of event, Reporting Department, Other 
Department Involved 

– Being added as an Investigator on an event will also give you access to reports. 
Managers and Directors must notify RM in writing or by email of any access requests or 
changes.  

• Managers can contact Deanna Parsons at dparsons@chhi.org  to schedule 
a one-on-one education following activation of their account.  There will 
also be opportunity for more education per your request(s). 

• Other Supervisors may be given access to system if desired and requested 
through Risk Management. 
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Managers will need to login to 
access submitted reports 
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Those with ‘Management’ access will log onto Datix for the first time, 
using their assigned system login username and the password 

‘greenapple’.    
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Managers will then be taken to the 
Events module/screen at login 
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A listing of reports will appear with patient name and other info.  
Double clicking on any of the event links (Name, Date of Event, 

etc.) will take you into the actual report.  
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The report will open as seen below 
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The Event Record page contains the info submitted by the 
reporter. Always click ‘Save’ following review/change/additions. 
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Following your review and completion of any necessary follow-up, you will need to 
place the report in the ‘Awaiting Final Approval’ status.  That notifies the system 
Administrator that report can be filed to ‘Final Approval Status’.  Once in the final 

approval status the report cannot be viewed/changed. 
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The ‘Department Manager Follow-Up’ section is where you need to 
document review/follow-up.  Multiple users may document in this field. 
Minimal requirement for documentation is ‘Reviewed’ and your initials. 
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Notifications link takes you to page noting all original submission 
emails. 
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The Follow-up link for your documentation. 
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The Communication and Feedback link is for emails.  Keep in mind the 
content is delivered by email. 
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Linked Records link allows you to attach record to each other due to 
duplication, etc. 
Documents link allows you to attach saved/scanned files from your desktop, 
i.e. medical record pages, scanned documents, etc. 
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Always click ‘Save’ or ‘Cancel’ at bottom of page before exiting 
report or others will be blocked from report functions. 
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Feel free to go in and look at the available options for Search/Queries/Report 
and we can revisit with training at a later date.  There are several saved 

Queries and Reports that you may find useful. 
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When clicking on the my reports link on the left hand side of the 
Events screen you will be taken to the reports/queries section where 

you will see your reports.  If you have a need for a more specific report 
please contact Deanna Parsons at CHH ext. 2315. 
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Always click ‘Save’ or ‘Cancel’ at bottom of page before exiting 
the report or others will be blocked from report functions. 
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Search Screen 
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Dashboard Charts 
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Examples of Dashboard Charts 
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Click on the ‘Logout’ button to EXIT the Datix system. 
 



QUESTIONS? 
 

Please call Deanna Parsons at CHH ext. 2315. 

Individual trainings can be 
arranged per request. 

Prepared by Deanna Parsons for 
presentation use in her position as CHH 

Director of Risk Management 


	Datix Event Reporting System Review �Risk Management’s Event Reporting System-�Intranet
	�Datix EVENT (Incident) REPORTING SYSTEM�
	Slide Number 3
	System Access
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Management Access
	Managers will need to login to access submitted reports
	Those with ‘Management’ access will log onto Datix for the first time, using their assigned system login username and the password ‘greenapple’.   
	Managers will then be taken to the Events module/screen at login
	A listing of reports will appear with patient name and other info.  Double clicking on any of the event links (Name, Date of Event, etc.) will take you into the actual report. 
	The report will open as seen below
	The Event Record page contains the info submitted by the reporter. Always click ‘Save’ following review/change/additions.
	Following your review and completion of any necessary follow-up, you will need to place the report in the ‘Awaiting Final Approval’ status.  That notifies the system Administrator that report can be filed to ‘Final Approval Status’.  Once in the final approval status the report cannot be viewed/changed.
	The ‘Department Manager Follow-Up’ section is where you need to document review/follow-up.  Multiple users may document in this field. Minimal requirement for documentation is ‘Reviewed’ and your initials.
	Notifications link takes you to page noting all original submission emails.
	The Follow-up link for your documentation.
	The Communication and Feedback link is for emails.  Keep in mind the content is delivered by email.
	Linked Records link allows you to attach record to each other due to duplication, etc.�Documents link allows you to attach saved/scanned files from your desktop, i.e. medical record pages, scanned documents, etc.
	Always click ‘Save’ or ‘Cancel’ at bottom of page before exiting report or others will be blocked from report functions.
	Feel free to go in and look at the available options for Search/Queries/Report and we can revisit with training at a later date.  There are several saved Queries and Reports that you may find useful.
	When clicking on the my reports link on the left hand side of the Events screen you will be taken to the reports/queries section where you will see your reports.  If you have a need for a more specific report please contact Deanna Parsons at CHH ext. 2315.
	Always click ‘Save’ or ‘Cancel’ at bottom of page before exiting the report or others will be blocked from report functions.
	Search Screen
	Dashboard Charts
	Examples of Dashboard Charts
	Slide Number 33
	QUESTIONS?��Please call Deanna Parsons at CHH ext. 2315.�Individual trainings can be arranged per request.

