@ E(:P;\)Quahtv Assurance Programs Pty Limited KWI 3

KIMMS QAP

WORK INSTRUCTION 3
ONLINE REGISTRATION,DATA
ENTRY AND WEB REPORTS

This document is uncontrolled when printed. Page 1 of 22
Accessed: Friday, 12 November 2010 at 12:30:46 PM.




@ RCPA Quality Assurance Programs Pty Limited KWI 3

KIMMS QAP

CONTENTS

3 ONLINE REGISTRATION, DATA ENTRY and REPORTS ........cccvvviiiiiiiieeeeeeeeeiiiinnnn 3

3.1 ONliNE REQISTIALION ...vuiiiiieee e a e 3

3.2 DAtA ENINY e 9

3.3 R P OIS ittt e 19
This document is uncontrolled when printed. Page 2 of 22
Accessed: Friday, 12 November 2010 at 12:30:46 PM.




@ RCPA Quality Assurance Programs Pty Limited KWI 3
KIMMS QAP

3 ONLINE REGISTRATION, DATA ENTRY AND REPORTS

3.1 ONLINE REGISTRATION

To access the KIMMS website, either go through the RCPA Quality Assurance
Program Pty Ltd website by:

a. Goto on the web
b. Select KIMMS QAP from the Left hand menu, this will take you to
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c. Select “Login from the upper menu

I R AT W ey et vt | e - [

Key Incident Monitoring
& Management Systems

Requirements for registering
All participants accessing the web will require the following:
e Internet access
e Adobe Acrobat Reader
To allow participants to perform data entry, access to the download area (i.e.
generic papers only available to participants) & review of reports participants
will require:
e Enrolment in KIMMS QAP
e E-mail address
e Ability to download Java applet program
¢ In some situations you will require the assistance of your IT department,
Registering Participants will be required to log in to access the data entry facility.
Participants will need to register prior to using the KIMMS on line data entry

facility.
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Please click on the “Register Here” link shown below (KIMMS Log on page):

RCPA Qua ( Key Incident Monitoring
f nee Programs T e
Py Limited & Management Systems

Key Incident Monitoring Management Systems

Parucipant Use

Eparets who are cusrertly erroled

o W e 1.

This will take you to the Terms and Conditions for this facility. If you have read
and agree with the terms and conditions, please click “ACCEPT” to proceed.

Terms & Conditions page

7 RCPA QAR . Koy lnci dent Wenicsring Masagemeni Systens - Windows Iniernet Explacr

g = | oty w0 o e’ * 5|+ = =
B EM ew Favoles Dok Heb Ecorurt ~ [ Tt
TOO0 | O AP CRP - Ery Incident Maionng MerageRent S Hi v B o chese - @3k T

Key Incident Monitoring
& Management Systems

KIMMS

Online Registration

Access to the Data Eniry and Data Review faciiies will become available 1o you
ance you hive a registened userD and passwond

Tobecaims & usar, you Must aceapt the tenms and condiians as set e in the
legal nedice and privacy statement below, Please read hese condions prio 1o
registering as a user If yau accept thase teims press the Accept butlon [
pracead i vou wish to Dedine these candtions kindy press the Declhne butdan

Any prabiems or dificulties shaukd be directed to the KIMMS QAP Group

Terms and Conditions:

Use af this web site is pemnissible anb o registened pamicpants enfaled in the
HIMIS Program

s Data may only be submittad by authorised and curent personnal of the
laboratarg organisatan enrciiad in tha programes

« Al dala published on this web-site i5 comidential and may ony bie viewed

and accessad by authonsed employess of tha organisabanlabaratory

anraled in programs

Diata and infarmatian pubishad on this wab-site may not be usad far

commertial prposes

« Infoemation pubdished on this web-sita is copyright and may not e
repraducad or published withaut prior written appraval from the KIMMS
24P Group

The enralied labaralory accepls respansibality far natifing the KIMIS QAP
Group in writing if an employes wha s registerad to use the KIMBMS QAP web.
site ceases o be an employee of the arganisation. The KIMMS QAP will de-
register his user. The KINBAS QAP will not be held reapansibe for & breach of
canfidentiality that May anss as a resuk of & laboratary Tailing to abide by thess

Dana g drkanat # 100w -
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Participants will then be required to enter a User ID for identification. The User

ID has to be unique, so if another user of this system has already taken the
one that you want it will ask you to specify another. The KM number is your
participant number, previously assigned to you on enrolment in the KIMMS

program by the KIMMS QAP, and is specific to your facility. Once you have

typed a user name and your KM number click on “Next>"

= RCPA DAP - Key Incident Monitoring Managemant Systems - Windows Internet Explorer Eﬂﬁlgl
p -

gﬂ o Q hittps:fflkdmms.ropagap, com.au/
Eile Edit Wew Fgvorites Jools Heb hi-:.‘l:mvert - r‘}_s‘ula:t

o, - »
W 40 | Q RCPA QAP - Key Incident Monitoring Managemnent Sys... - B = [ Page - T Took -

;\’\i_';:i:ﬁ?illli::;gnmq ( Key Incident Monitoring KIMMS
Pty Limited & Management Systems

Online Registration - User ldentification

Flease enter a user ID to be used for identification

This must be a unique identifier for each participant. The User ID may be up to 20 alphanumeric characters with
spaces acceptable For example John Citizen01, Hitachi01, Hitatchi02 Stat Lab, sic

All fields marked with an asterisk (") must be completed in order to register

Once registered, an acknowledgement will be sent to your reqistered email address. If you do not receive this
after completing registration, verify your address and try again

Motification of your password will be sentin a few davs @
User ID
gngth)
KM
umber part that follows KM to be supplhied)
Claar | Mext> l
& Internet *100% -
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The “Online Registration- Laboratory Details” page will be displayed

Fill in your details and then click on “Next>”, as in the example given below.

Key Incident Monitoring
& Management Systems

[ e T

For security purposes please choose a security question and answer that only
you would know. This is done for identification, in the future if you forget your

password. Once you have done this click on the “Register”

button.

Key Incident Monitoring
& Management Systems KI M M S

b ¥ jusae ©
Online Registration - Secret Question & Answer LaRony

T SECTEC QUESDON NG ANSWET RIS DE0W Are LSS0 10 VEnTy yOur KOBNRMY 1T y0u TONQET pOUl DHISSWOND in Me RIS

P B e s -

Finally you will be transferred to a screen indicating that you have logged on

successfully.
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Online Registration Complete screen
[~ ACPA GAP - Key Incide n Menitesiog Managemen! Syvioms - Windows [niernet Leplares
(__} = | Q hitpsuivws ropagag comn s
[ G B Pgerts e (e ot - [ ekt
RCPA Quality Key Incident Monitoring
;::JIJ':-rul-_’»_'-:Jl‘m'l'””m @ &'I\-‘Jur:ug(:rrln;m S;‘;lg'n:; KIM MS
anline Registration Complete Lahnnney 3
Halo KIMMS OAP
— e
You will also receive an email as acknowledgement that you have
logged/submitted a request. An example is given below:
Example of Conformation emaill
43 X DD | e B T2
Participants will also receive another email from KIMMS QAP advising you of
your User name and password. Once you receive this return to the log on
screen and insert your user name, KM number and password and click on
‘ELogin>’1
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3.2 DATA ENTRY

a. Goto on the web
b. Select KIMMS QAP from the Left hand menu, this will take you to

e R ]

Select KIMMS QAP from the Left hand menu, this will take you to

then select “Login from the upper menu

Key Incident Monitoring
& Management Systems

ENTER your KM Number, User ID and Password
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Key Incident Monitoring KIMM S
& Management Systems

Key Incident Monitoring Management Systems
Parueipant Use

Fw QAP database

e Regater Meve

Regintered Rameer Lege

Farpatien Passwserd?

Cliek hese 1o gef your passaced

B v S -

The KIMMS welcome page will then be displayed

Welcome page

£ RCPA QAP - KIMMS - Windiw Internet Explorer provided by RCPA Quality Assurance Progsams

[ €] S [ LT o p——— w |l s B -

Fio Edl Vew Fovordes Tooh  Heb % @orvert - [ Seect
[ Povorbes g Q@ RCPAKIMMS O&F B M Q@ ROPA Hasmatology QA
ERCPA QAP - KIS - B m - Pogm e Sdetys Toske e T

RCPA Quality Key Incident Monitoring

Assurance Programs iy o,

Pty Limited & Management Systems

=]
i Welcome
i Welcome KMAFES,
Dewmloads You have successfully logged into the Key incident Monitoring & Managemen! Systems Qualty Assurance Programs Web appacation
Dt Entry L
Change Password i -
Aggurance Programs Pty Lid and uge of the $ata or tepers other than for intprmal sboratoey use must not be made withou witln approval
Unlock Users
Sacusity
RCPA QAP Website
Logout
[om N o earmmt 7y - Famm -

Tistart | mbsemoseiow. | B 0i [T PETRUCTIONS FORL .. /7 AICPA QP - KIMMS - .. B °AEBe,. | tem

The application uses Java applets (data entry and reports) which require your

web browser to be able to run applets based on the Java 2 Runtime
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environment (J2RE). To run properly, the applets require JRE version 1.6 or

later.

If you do not have the required Java plugin it can be downloaded from
www.java.com or else get your IT department to install it for them.

Once you have the correct configuration you are ready to review past survey

reports or perform on line data entry.

On line Data Entry

Once you have successfully logged onto the system you will have access to
links on the left hand menu, on your webpage. To enter data, click on “Data
Entry” as highlighted below:

Welcome page

P (@) ciiosos KIMMS

The data entry screen will then be displayed

Data entry screen

This document is uncontrolled when printed. Page 11 of 22
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The on line data entry screen with tab buttons link to 3 separate pages listed

below:

7 Web Resull Entry - Windows Intarnet Lplorer

KIMMS QAP Web Site - Data Entry

b you b perform e fabreang teks

s o thee purvent <yce You can change or 1

bese waburs up bl mddndght of the diee dote [(Australion Central Standand Time) Hote you bgged 1 on Thaursdsy, 30 July 2009 o 13740 PN

et e Enmlments What's Dus S st of al avselable o v sl b Hote grograms whad are Suem he net 30 days we aghi)
Selact the Result Page Configurtion tab 15 confgure e rerul miry piges for 2 awolled program. Once configued, seect the Data Enery 13510 mter te you reills for e mrled progres

Yo can retam to ot puge & st e by seecting the Wlcome b

Version: 2.2, 1 00580

Welcome page

Enrolments/ What’s due

Data Entry

Select the desired tab to go to your page of choice.

The Welcome page tab will return you to the previous welcome page

The Enrolments/ What’s due page gives you Run (or cycle) closing dates, or
the dates that data is due for submission The data entry page allows you to

input your data for the current run
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2 Web Result Entry - Windows Internet Explorer E”E‘E|
@-\';- ~ | hetpsiiimms.repacap.com. aujdst sentry o (4] [x] | |EE
Eile Edit Wew Favortes Tools Help ﬁCunvert - @Sele:t
Google | v M search -0 g0 - v Bi- Ty Bookmarks 8 Check = 38| Translate - | ActoFil - €y (O Siantn v
w % :IQWeb Result Entry X Igncpa QAP - Key Incident Ma... lil o B i - [k Page - ) Tools - =

IT Welcome r Enrolments\What's Due r Data Entry

Participant9999

KIMMS QAP Web Site - Data Entry

Welcome to the data entry section of the RCPA QAP web site. This section allows you to perform the following tasks:

@ Data entry of results for programs you are enrolled in
& Configure the result entry pages for the enrolled programs

Mote: data entry values can only be entered for the cutrent run of the current cycle. You can change or review these values up till midnight of the due date (Australian
Central Standard Time). MNote: you logged in on Thursday, 5 November 2009 at 10:42:33 AM

Select the Enrolments/What's Due tab to view a list of all available programs and to see which programs you are enrolled in. MNote: programs which are due in the next 20
days are highlighted.

Select the Result Page Configuration tab to configure the result entry pages for an enrolled program. Once configured, select the Data Entry tab to enter the your results
for the enrolled program.

You can return to this page at ant time by selecting the Welcome tab

Version: 2.2.20-00607

Done & Internet 100% v

Select What’s Due tab.

{= Web Result Entry - Windows Internet Explorer L|"E‘g|
@ = | @] herpssiarms.repanap com audstaentry v [#2] [x] | 2]
File Edt View Favortes Tools Help @ convert - [ Select
Google | v |8 search - @D - i | B+ ¥% Bookmarks - | Check + [aa] Translats - ] AutoRil + €+ () Siann ~
= — = . »
858 'I@Wah Result Entry x IQRCPA QAP - Key Incident Ma... l l i - B - = v [k eage - G Tooks -
l Welcome | EnrolmentsiWhat's Due | Data Entry Participant9999
Frogram Namg | Cytle Number | Specimen Numbers | Due Date \ Status
Key Incident Monitoring & | 2000 | 2009-4 | Fri.224an 2010 \ Enrolled
For more information on enrolments contact ECPA Quality Assurance Programs Fnrolments
Done € Internst 100 v

This displays the current open survey. If the survey is closed then a message

will be displayed to say so. Click on the open survey to go to Data Entry.
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(= Web Result Entry - Windows Internet Explorer,

@.\7 5 =[] hitps:fikinms. repaqap.com.aujdataentry v[#][x] |

@ Convert ~ [ Select

Y search v o gD - e B+ Yy Sookmarks v | ¥ Check v & Translate ~ T Autoril v

f- 8

File Edi Wiew Favorites Tools  Help

€ v (JsinIn~

= . >
deh - |-k Page - ) Tooks -

Google ‘ v

ﬁi@t (& web Resul Entry

Ir ‘Welcome r Enr 's Due r Data Entry

I Key Incident Monitoring & Management Systems

x [g RUCPA QAP - Key Incident Mo... I I

Participant9999

Loading, please wait... ion Details loaded.

Done & Internet H100%

The software will load the Data Entry configuration. Please wait for this to

complete.

[ [=][E3)

= Web Result Entry - Windows Internet Explorer,

@'ﬁf,/' [ ] httpssikims.repagap.com.aujdataentry ] [#2] [x] | |[2]-

@ comvert + [ select

M search - g2 - - Bi- €% Bookmarks - P Check - 34 Translate - ] AutoFil -

w o [ v[@webResu\tEntw x IERCPAQAP-KeylncidentMom[ } fa- B8

File Edit View Favorites Tools Help

€4~ (signIn ~

= »
e ~ |:kPage - i Tools ~

Google ‘ v

r Welcome r Enrolments/What's Due r Data Entry Participant9999
Key Incident itoring & |

Key Incident Monitoring & Management Systems Due Date: Fri, 22 Jan 2010
INFORMATION | ACCESSIONS | PRE-ANALYTICAL | POST-ANALYTICAL | OVERALLINCIDNT | IDEFFECT/CAUSE | FEEDBACK |

Welcome to the third data cycle of KIMMS 2009 for July to September

KIMMS OBJECTIVES

To establish a national data set for pathology incidents

To develop the data set to enahble participants to measure and maonitor pathology incidents

Ultilise the data to set achievahle national benchmarks for good pathology practice in the pre- and post-analytical phase of testing
Exchange information between participants to educate laboratories on methods to reduce errars

Raise awareness of safe work practices which will in turn reduce errors and increase patient safety

Set standards for best practice in the pre- and post-analytical areas of laboratory work

Key Terms

Definitions

Pathology practice or Site

The laharatary in which incidents are heing
maonitored and workload assessed

Incident

An event that requires a practice to take
corrective action and to document that action

Data collection Cycle

A period of firme, over which data is collected

Done

5 save |

‘ fil Home H  Reset ||

H100% -

& Internet

The Data Entry for KIMMS is split into 7 tabs. The first tab displays the objectives

and general information. The following tabs are for data entry.
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File Edit Wiew Favorites Tools  Help %Cunvert - Select
Go glr:‘ v -" Search '0@;’; @ E?' @ ~ §g EBookmarks v “:?Chack @ gTrans\ate v ] AukeFil + A % @[ signIn v

= = . »
w 'IQWeb Result Entry x IERCPA QAF - Key Inddent Mo. . ] I o Bl e v [ page - 0 Took -

Welcome Data Entry Participant9999
|| Key Incident Monitoring & Management Sy |

Key Incident Monitoring & Management Systems Due Date: Fri, 22 Jan 2010
INFORMATION | ACCESSIONS rPRE-ANALYTICAL rPOST-ANAL\"TICAL rOVERALLINCIDNT rlD.'EFFECTJCﬂUSE rFEEDBnCK |

Analyte Name Specimens

2009-4
Accessions

| fui Home ||  Reset H Gl save

Done & Internet LTI

/= Web Result Entry - Windows Internet Explorer

@; ~ ] https:{lirams.rcpagap.com.aujdatasntry ][4 x] | |[2]-
File Edit Wiew Favorites Tools  Help %Cnnvert + [Pl select

Google ‘ v |8 search - @ - o B ¥F bookmarks w97 Check v 4a| Translate ~ | autoRil - v (SignIn v

% & (g9 q@w‘ah Result Entry x ]g‘p\cpn QAP - Key Incident Mo, . ]_1 B - B v [pege v (FTocs v
Welcome | EnrolmentsMWhat's Due | Data Entry Participant9999

(| Key Incident Monitoring & |

Due Date: Fri, 22 Jan 2010

Analyte Name Specimens
2009-4 ID Problems

Sample suspected to be from wrong patient
(Wrong blood intube)

Unlabelled samples
Fewer than 2 identifiers initially supplied
Any mismatch or discrepancy of identifiers

(major or minor)

Any within laboratory failure of ID

Transfusion samples

Sample misidentifications not classified ahove

2009-4 Samples Rejected

Samples rejected due to misis

Incorrect patient preparation

Sample haemolysed

Dane & Internet H100% v
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ﬂ; Web Result Entry - Windows Internet Explorer

@.\-/-. ~ | & hitpsijfkimms.rcpagap. com.aufdatasrtry < [+ [x] | |[2]-

File Edit ‘iew Favorites Tools  Help %Cunvart - Sale(t

Go glc‘ v M search -0 g2 - g B ¥ Bookmarks~ | 0¥ Check - 3 Translate + ] AutoRil - 40 €4+ (signin -
—— — = . »

W & (g3 ']@Weh Result Entry x IERCPA QAP - Key Incident Ma... [ 1 B - B - @ - [2hrage + { Tools -

Key Incident Monitoring & Management Systems Due Date: Fri, 22 Jan 2010

INFORMATION | ACCESSIONS | PRE-ANALYTICAL | POST-ANALYTICAL | OVERALL INCIDNT | IDEFFECT/CAUSE | FEEDBACK |

Analyte Name I Specimens I
2009-4 Results Corrected / Reports Retracted

Resultis modified because of an error after
release in any form by the laboratory

Results released to wrong doctor

Root cause if known?

Root Cause Information

‘ fiaf Home ||  Reset H H] save

r Welcome | Enrolments\What's Due | Data Entry Participant9999
(I Key Incident Monitoring & |

Dane € Internst F100% v

= Weh Result Entry - Windows Internet Explorer

@.\t/' \g hitkps:j fkimms rcpagap.com, aufdataentry v‘ 2 ([ x |

File Edt View Favorites Tools Help @ Corvert -+ [ Select

oogle | wall Search v 4k G v - © Bookmarks ~ Check ~ |&a] Translate ~ | AutoFil ~ N
Googl ) =) s

‘:‘SignIn'

= o . »
']@Web Result Entry x lg, RCPA QAP - Key Incident Mo, .. [ ] B B b v s Page - (0 Tooks -

Welcome | Enrolments\What's Due

Key Incident Monitoring &

Key Incident Monitoring & Management Systems Due Date: Fri, 22 Jan 2010

INFORMATION | ACCESSIONS | PRE-ANALYTICAL | POST-ANALYTICAL | OVERALL INCIDNT | IDEFFECT/CAUSE | FEEDBACK |

Pre analytical total is caclulated based on information supplied in the pre
analytical section.

Post analytical total is caclulated based on information supplied in the post

analytical section. The KIMMS QAP will calculate this total once all data has
been received.

2009-4 Overall % Incident Rate

Ad hoc incidents detected by the lab Quality
System, but not i in pre- ical or
post-analytical above, eg
safety incidents, corrective actions from audits

Complaints (always identified by those outside
pathology)

‘ fei Home | |  Reset ‘ | Save
Dane & Internet 100%
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@_\;} ~ | httpsifkimms.rcpaqap com aujdataentry | [*##] [¢] [o0e
File Edit Wiew Favorites  Tools  Help %Cnnvert - [ Select
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Enrolments What's Due Participant9999

Key Incident Monitoring &

Key Incident Monitoring & Management Systems Due Date: Fri, 22 Jan 2010

INFORMATION | ACCESSIONS | PRE-ANALYTICAL | POST-ANALYTICAL | OVERALLINCIONT | IDEFFECTICAUSE | FEEDBACK |

Analyte Name Specimens

2009-4 How Was The Incident Detected?

Complaint (always detected by those outside
pathology)

Problems detected by the lab, ie by the Quality

System ’7

2009-4 How Severe Were The Incident Outcomes?

Actual harm to patient

Recollection risk

Potential harm to patient

2009-4 Root Source Of Incident

Source of incident outside laboratory control

Source of inciclent within laboratory control

| fut Home H & Reset ||

[ save

Dane 0 Internst

H100% -

ndows Internet Explorer

€]

| ] httpsiffiimms.repaqap.com.aufdataertry o [#4][ %] [coosie

Fie Edt ‘Wew Favortes Tools Help &Convert [ Select

Google ‘ v | M search -0 @ v ar B+ €9 Bookmarks - 5 check - & Translate + 5| AutoRil - 0 €+ ()signIn v
* & % TI@Weh Result Entry x ]E RCPA QAP - Key Incident Ma... [_I - = v b Page - {0F Taoks - i

Enrolments\What's Due | Data Entry Participant9999

|| Key Incident Monitoring & M; |

Key Incident Monitoring & Management Systems Due Date: Fri, 22 Jan 2010

INFORMATION | ACCESSIONS | PRE-ANALYTICAL | POST-ANALYTICAL | OVERALLINCIDNT | ID/EFFECT/CAUSE | FEEDBACK |

Analyte Name Specimens

2009-4

ID Problems

Samples rejected

Post Analytical

General Feedback

| fu Home H & Reset H

Bl Save

Done 0 Inkernet

H100% -

Once you have completed the data entry click “Save”
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Required fields still need completing. Look

for empty fields with a highlighted light orange
bhackground.

OK

Are these values correct?

X

OVERALL INCIDNT | ID/EFFECT/CAUSE | FEEDBACK |

ACCESSIONS | PRE-ANALYTICAL [ POST-ANALYTICAL |
Analyte Mame 2009-4 LInits
ACCESSIONS 10101

Please confirm these values for all pages! Ifyou are satisfied that these values are
correct, press Yes to submit them. An emalilwill then be sent to you containing all the
walues for the current prograrm.

Flote: wou will only be able to change these values up to midnight of the due date.

Yes Mo

Saved the data entry values successfully...

@ Key Incident Monitoring & Management Systems data entry values were saved successfully.
An e-mail has been sent to the registered e-mail address.

Select the Print button below to print the saved resulis.

OK Print
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3.3 REPORTS

a. Goto on the web

b. Select KIMMS QAP from the Left hand menu, this will take you to

e R ]

Select KIMMS QAP from the Left hand menu, this will take you to

then select “Login from the upper menu

ENTER your KM Number, User ID and Password
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The KIMMS welcome page will then be displayed

Welcome page
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The application uses Java applets (data entry and reports) which require your

web browser to be able to run applets based on the Java 2 Runtime
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environment (J2RE). To run properly, the applets require JRE version 1.6 or

later.

If you do not have the required Java plugin it can be downloaded from
www.java.com or else get your IT department to install it for them.

Once you have the correct configuration you are ready to review past survey

reports or perform on line data entry.

Reports
Once you have successfully logged onto the system you will have access to
links on the left hand menu, on your webpage. To enter data, click on

“Previous Reports” as highlighted below:

o @ & Managemen Sysems. IIMIMS

In the window labeled select code click * KM- Key Incident Monitoring &
Manatgement Systems’.

Click the required year under ‘Cycle’, the required date under ‘Run’ and
“Lab Report” under Analyte group.

Then click report at the bottom of the window.
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The report page will then open. The report is listed by pages which can be
changed by clicking the tab at the top of the report showing the page

numbers.
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You can change the report shown by clicking Program Selection tab and

following the process above.
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