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      THE INCIDENT PORTAL – USER GUIDE 

STEP ONE 

 

When you open the link to the Incident Portal you will see the page above – you simply need to click ‘Log In’ in 

the top right hand corner and it will automatically log you into your account.  

STEP TWO 

 

When you have logged in – click the ‘Add New Report’ button to start the Incident Reporting process. 

https://www2.worc.ac.uk/facilities-staff/incident-and-near-miss-reporting.html
https://webengine-01.worc.ac.uk/safety/
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STEP THREE 

 

Then select which incident you are reporting from the options.  If you are having trouble deciding this, see our 

guidance here. 

STEP FOUR 

You will then need to state who witnessed the incident, whether it was you or another member of 

staff/visitor/student/contractor you are reporting on behalf of. 

https://www2.worc.ac.uk/facilities-staff/documents/SCoP_06_Incident_InvestigationV3.pdf
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STEP FIVE 

 

 

 

 

 

 

 

 

 

This information is important as it enables us to gain a clear view of where the incident happened – photos 

are even better and this can be uploaded on the next step.  

STEP SIX 

 

 

 

 

 

 

 

 

 

 

When describing what happened, it is essential you include as much detail as possible and write it so it is 

understandable for everyone, and specific terminology is explained.  This makes it easier for us to understand 

and advise.  Within the last section you are able to attach files and photographs to the report simply by 

dragging them over from your documents.  However, you can only upload files/photographs with a size of 1 

MB. The guide on the next page will show you how to reduce the size of photographs.   
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HOW TO RESIZE PHOTOS TO UPLOAD ONTO 
INCIDENT PORTAL 

 STEP ONE 

 

 

 

 

 

 

 

 

 

 

First of all, select the photo you wish to upload that needs resizing, right click, and select ‘Open with’ and then 

select ‘Paint’. 

STEP TWO 

 

 

 

 

 

 

 

 

 

 

Then click on ‘Resize’ in the top left hand corner. 
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STEP THREE 

 

 

 

 

 

 

 

 

 

 

 

Once you have clicked ‘Resize’ it will open the above window, you then change the highlighted number to ‘50’ 

and click OK. This may not be small enough, so you should repeat the process, then click the ‘Save’ button. 

The image will then be a smaller size to enable you to upload it onto the portal.  

STEP FOUR 

 

 

 

 

 

You can then drag the picture or file from your documents folder to this box and your files will automatically 

upload. 

Please remember, we don’t work in your office, team or area.  We rely on the information that you provide.  The 

rule of thumb…. read it as though you are a relative who does not work at the University.  If they cannot 

understand fully what happened – there is probably insufficient detail.  Never assume that we know anything…. 

For more information visit the Incident and Near Miss Reporting page  or contact Safety Services  

Tel – 01905 54 3344 

Email safety@worc.ac.uk 

 

https://www2.worc.ac.uk/facilities-staff/incident-and-near-miss-reporting.html
mailto:safety@worc.ac.uk
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