
  HOW TO REPORT AN ON-THE-JOB INJURY 
 

When an employee is injured on the job, they should follow the directions below to report the incident. 

 

1. Go to the System Risk Management website: riskmanagement.tennessee.edu 
2. Click “Report an Incident” on the left side banner 

 

 

 

3. Click “Submit Here” to begin, or click the link for more detailed information. 

 

 

 



4. Reporting is a two-part process. The Injured Worker must complete the steps in order.  
 

  

Once the claim number is entered, a drop-down will appear. Check the box. 

 

 

5. Click “Employee Lookup” to find the required Injured Worker information 

 

 

 

 



6. Find the Injured Worker by entering the employee #, Net ID, or search by name.  
Hit “Search” 
Choose the Injured Worker by clicking on the “Employee #”  

 

Injured worker information will auto-fill. This is the information that is contained in IRIS/DASH. If any 
of the information is incorrect, contact your campus HR/Payroll department for steps to correct. 

 

7. Scroll down to the “Injury Details” section. Complete fully; do not leave any areas blank. 

 

 

 

8. Follow the Body Part Diagram instructions to indicate all injured body parts. 

 



 

 

9. Date, sign and choose “Complete Image” 

 

 

 

 

 



10. Click “Submit Incident Report” at the lower left to complete. 
 

 
 
Click OK if you are ready to complete. 
 

 
 
 
 
If you have NOT completed the form properly, you will see a red section detailing areas you must 
complete. 

 
 
 
 



If you have completed the form properly, you will see the following: 

 
 
 
Your submission is now complete. You will receive an email from Notifications@origamirisk at your 
work email address with a copy of your submission and further instructions regarding YOUR 
RESPONSIBILITIES as the Injured Worker. 
 

 
 
 


