Managing Accident Reports: Getting the most out of your Norms Systems software.

Introduction: Conceptual Overview.

Dealing with incidents involving your fleet and drivers, esplécdealing with all the paperwork, can
be stressful. That is why Norse Systems has develbpedccident Report software to effectively
gather and catalog the information your organization neepgsotect itself from exploitation and
minimize costly and time consuming organizational blundersmonly associated with accidents.

The guiding principle behind the Accident Report softwsieentralization. Norse understands the
value of having all the pertinent information regardingitiogdent at the users' finger tips. With
centralization and organization comes more efficiaat effective communication within your
organization. Norse's Accident Report software utilthed easy to use Screen Driver interface to
navigate between various screens and windows that caiditéie essential information regarding
incidences from a single overview screen. From tled&nt Report screen users can access and
maintain information regarding vehicles involved, parte®lved, insurance claims filed, police
officers involved, financials, and litigation. In addiito the formal predefined screens designed to
capture specific data there are communication functlwatsatlow for the free flow of information and
documentation within your organization. Properly utilizedrd¢'s Accident Report software will
ensure that nothing “slips between the cracks” and youn@ag#on is in a position to accelerate
through and move beyond potentially damaging and costly incéese

Getting Started: Gathering the Basic Information.

When there is an accident or incident involving your orgéiozat is essential to gather as much
information as possible; think who, what, when, whegklamw. Norse makes this easy for you by
providing specific data entry fields designed to captieenost essential information regarding the
accident/incident. Your first stop should be the ¢Ment Records” screen, located in the “Employees”
menu of Charter Order EntrySee sample screen below: note that this screen is fully populadked wi
sample data)



&5 AccidentyIncident Report | o o=

Eile Edit Links Help

MNumber 108 Browse
Incident Adddr. ‘1 300 Alexandria Bhvd

Date 1242807 city  [Cleveland st fon ﬂ zZip  [an02
| i LA

Time |EIE:4Zam Location At pointwhere 26 exitramp merges onto -

e IIA_L] Alexandria Bhvd northbound - rightmast lane

Driver m j Frecip ‘NONE A Userl I

GRAFFL. KAREN E Temp User? I
Branch IA j wind ‘ User3 |
WELL MANAGED COb Visi [cLEAR > |

Vehicle 3041 5| Poed [Rv |

1985 CHEVY 510 BLA

Supry. 202 ﬂ Description

‘[-“I-JGF_RS. CINDY M Fassengervehicle comming off 26 failed to vield at bottom of
exit ramp and collided with our bus hitting into the right rear wheel

el

Cancel ‘ Delste | Sawve | et |

Now you have arrived at the epicenter for all things raggrthe documentation and maintenance of
accident reports. To view an existing accident regarply click the browse button to the right of
record “Number” field and select from a list of exigtirecords or enter the record number for the
accident report you would like to view.

To create a new record hit enter while there is a bludigiged “NEW” in the “Number” field. This
will automatically generate an accident record numbefutoire reference. You have now created a
new accident record and can now begin to gather anddatter Go through this screen carefully,
making sure to document as much information as you cameRiber that the more complete your
records are the better equipped your organization will lbeabwith any subsequent complications
that may arise from this incident. Don't forget to sal@ew entries and changes that you make to
records.

Note: If at any time you have a question regarding an individual data entry $iedth as “Temp” or
“Road”, and need guidance as to what the entry should consist of please wsditlee'Help” link in
the top bar. All screens associated with Accident Report aregigliypped with on line helps to assist
the user as he or she encounters individual questions about specifi@hditseir functions.

Accident Report Links: Utilizing Accident Report’'s Organizational Powers to the Fullest.

Once you have created an initial report by populating tha Awgident Report screen with as much
data as you can the next step will be to gather infoomand document other, more specific, aspects
of the accident. Norse’s Screen Driver user interfages “Link” screens that are sub-screens of the
initial accident report. These screens are permnasgociated with the accident record they are
attached to. These link screens are individually designgather and catalogue important information
specific to the vehicles involved, the people involved, msarance companies involved and
subsequent claims, as well as screens to document akghotaatial litigation as well as othe(See
sample screen below for depiction of a link screen options.)



[ Accident/Incident Report L =]

Eile Edit | Links Help
Officers 1"W1
Vehicles 1*W2
Parties 1*L0

Companies 2*L0 220
Litigants 3°L0 iclent Addr. |1 B00 BROADWAY

D Financials 1°W3 NEW YORK. st [Ny s | zip [iome
T| Reports SUB*FormsPrinter cation MNorteast comer of intersection with 42nd Street
T Journal SUB*lournalManager
1 ItemMotes SUB*MotesManager(22) .
B Attachments SUB*Attachments(23) zLip ‘ A Userl I
[MADDER. EDWARDT Temp 8 User? [
Branch B LJ “find ‘ User3 |
WELL MANAGED BUS Wisi [FooR > |

Vehidle [a02 | Poad fler 5|

1984 MCI LUXURY MC

Supns 202 A Description

ROGERS. CINDY M Trawveling west on 42nd street, stopped at light in right turn lane
waiting to turn onto Broadway north, city snow plow traveling north
on broadway veered to right a5 it passed into intersection

colliding with leftfront side of bus directly opposite driver.

Cancel | Delete | Bawve | et |

In the above sample screen you can see the listkoddreen options. For some accidents or incidents
you may not need to go through all of these link optionmdke a complete report of the accident, as
some categories of information may not be applicaBlat for the more serious accidents it is likely
that you will want to use all of these link screens towa&pand catalogue very important information
about the accident itself and subsequent events assbwidh it. Remember, the more documented
information you have about these accidents/incideetsnibre efficient your organization will be in
dealing with the aftermath. Let’s dissect the link enseone by one to go over their individual
functions and explain their relevance to the smootkllivegnof accidents/incidents within your
organization.

Accident Report Links: Officers (Investigating Police Officers)

Use this Link Screen to document contact informatigrattending officer(s) to the accident/incident
as well as to reference any accompanying police reporisatows that resulted. If there was more
than one officer attending the accident/incident thewply append a new line to accommodate their
unique contact information. To do this simply click omé&s” on the top bar of this screen and select
“append” to add as many lines as nee@®8de the sample “Investigating Police Offices” screen below)

e r—
1. Investigating Police Officers = [ 5 [
File Edit Lines Help

[LNF Name Badge No. | Jurisdiction [Phane Dog/Ref
EARE WYATT. Jo07 TOMBSTORE SHE| (655) 123-4567

Cancel | Delete | Apply |

Accident Report Links: Vehicles(Other Involved Vehicles)
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This link is used to document tbéhervehicle(s) involved, your organization’s vehicle informatio
was already captured in the main Accident Report scréhis. screen provides columns for essential
information about the other vehicles including licensgegphumber, and VIN#. Gather and document
as much of this information as possible. This screertiurecmuch the same way as the Investigating
Officer screen, it will accommodate many different etgis information, simple append lines as
needed, the same as described ab@See sample Other Involved Vehicles screen)

153 Other Involved Vehicles [E=NEE
File Edit Lines Help
W ind | Make | Maodel (vear  |WehTag# |5t Expires

[1_1225-42255825P [INTERMATIC| SNOMASTEI 72 |s5a998 || 12401407

Cancel Apply

Accident Report Links: Parties (Party to Accident)

The “Parties” link is used to document other people and ithelvement in the accident/incident.
Usually this screen is used to document personal informeggarding other drivers involved. But this
screen can also be used to gather personal and contaiatatibn regarding third parties such as eye
witnesses etc. In regards to identifying each documentedrperroll in the accident/incident Norse
has provided a “Party’s Roll” field to indicate, from @&gpefined browsable list of potential rolls, what
roll this person may have played in this accident/incid&u through this screen carefully and enter as
much information as you can, don't forget to return gsé&records as more and more information
comes to your organization, as it usually takes a few fdays! the necessary information to surface.
(See sample Party to Accident screen below)

[ '114' Party to Accident
File Edit Links

Help

Farty Mo.

Party's Roll

Last Mame
First Mame
Address
City

State

Zip

Fhaone

Lic. Mo

Lic. State
DateOfBirth

Cancal

DOHNSON
JAMES

{525 M. MADISON AVE

[FTTSBURGH
Pa> |
Y
{(21 By 888-3333
R
Pa >

JLEA ]

\eh. No |
Injured O

0 6
Ambulance & N

Citation

WARAZRT

Femarks

Cited for 'Careless & Reckless' aswellas «
DUl

Apply et




Accident Report Links: Companies(Insurance Company Information)

The “Companies” link is where you should document insuraoogeany information for all parties
involved. This screen will help you organize, by party,nelaumbers, policy numbers, contact
information etc. that is essential to maintaining englete insurance record of the incident. This link
screen is designed to accommodate multiple insurancpasges’ information for the multiple claims
that may be associated with this accident/incidenthdse claims of your own or claims made by other
parties involved. That said, it is important to assigndbrrect party to each insurance company
record; otherwise it will not be clear as to who thsurance record is for. This assignment can easily
be done by using the browse function beside the “Whicty'Piggld and then selecting from a list of

all the parties that you have previously identified in“®&rty to Accident” screen. Party number ‘1’
typically is your driver(See sample screen below)

[ 114" Insurance Company Informatian “:'ﬂl_z—hj
File Edit Links Help —
Line Mo. ’1— Browse
NAIC Numb [2a424 LJ D Mo [084
Ins Co Mame
|THE HARTFORD
[C1-36 HARTFORD PLAZA Expiration Date [izrme
| Contact Person |m11—1—
[HARTFORD. CT 06115-1703 Contact Phane [ogsee-t21z
Folicy Mo JW Contact Fax |(2E)W
Wihich Party B Contact ehail [iwsmith@hartordins.cor
Claim Number IW
YWhich Yehicle IT LJ Claim Date ]W
|
|
Cancel ‘ Delete | Apply | it |

As you can see in the screen above, there is distildo indicate which vehicle involved in this
accident/incident this insurance record is for. Agamwse to select from a list of vehicles that you
have already created by entering them into the accideident record “Vehicles” screen. As with all
the screens related to accident reports it is impotvag#@ther as much information as possible.
Remember, if at any point you are uncertain of what inédion to enter into a field use the help link
on the top bar.

Accident Report Links: Litigants

Capture information here regarding any litigation thatilted from this accident/incident. Particularly
contact information for the law firm that is handjithe litigation. To enter a new litigating party

record the first step must be to assign a ‘Litigatiagty?. The ‘Litigating Party Number’ is in

reference to the parties to the accident, meaning thadatty number assigned is the party that is being
represented by the law firm (party numbers as wererassig the ‘Parties’ link). Browse the

“Litigating Party Number” field to retrieve an existinggdiant record. It is never a good thing when
litigation results from accidents/incidences but whertdurs you need to be ready to document it.
(See sample screen below)



By 114’ Litigants ‘. o
Eile Edit Links Help
Litigating Party Na. 2 Brovise

MNotice Date 03/17/08

L Firm ]DEWEY CHEETUM AND HOWE

Street Address ]1 53 SHYLOCK AVE

City 5t Zip ]ELIEAEIETH. MJ 12121

Aty Narme ]WILLIAM | CHEETUM

Aty Phone (206) 5B5-1212 j

Aty Fax (206) 5b5-2121 A

Aty ehail |Wi||icheetum@dch cam

Insurer Motified Date 03417408

Cancel | Delete Apply et

Accident Report Links: Financials

A unigue screen that is designed to give managers a tootkofimancials associated with
accidents/incidents. This screen can really be dersil optional but when utilized properly provides
managers with a quick overview of the cost and recovénigt resulted from this accident/incident.
Costs represent expenses that your organization incurgeceasilt of this accident and recoveries
indicate how much your company received in compensatiahése costs. This screen is not intended
to function as an actual accounting toffhee sample screen below)

[ Remediation Costs/Recovery (Curr netloss = $250.00) lﬂ‘&“
File Edit Lines Help
| D.?E Description Pty |ICo |Reference CiR Amount
| _D_ji_ij_g@? Wehicle backin svc— 5 lost Days(@125 |2 C 626.00
01/27/08| Repair materials - Internal vehicle rep RO23456 C 36R.60
01/27/08| Repair labar RO23456 |C 262.55
06/01/08 Setlement check 2 ‘R -1003.05
[
Cancel Delete Apply

Communication Tools: Effective Coordination and Management Tools

Clearly your organization needs to communicate effiggantorder to function effectively. Norse has
developed communication tools that are present througheiutsbftware and Accident Report is no
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exception. Although these functions are omnipresentitmout Norse applications, and discussed in
detail in Norse’s Screen Driver User Manual, theyraair a discussion in this document because of
their particular applicability to Accident Reporting andmagement. By effectively utilizing
ScreenDriver’s “Notes Manager”, “Attachment” and “Jaalffickler” functions users can coordinate
efforts and keep each other abreast of changes andnsir@nces regarding records that require action
or attention. The free flow of information betweernssfacilitates cooperation and efficiency.

More details regarding the “Notes Manger” and “Journatictions are documented in the
ScreenDriver Users Manual but this manual will provideief laverview of their functions and uses.

Communication Tools: Notes

The simplest form of an item attachment is calletk@mNote. The ‘Link’ to Item notes will always
be through the link ‘NotesManager.” When you click on tinik, lyou will see a ‘Notes Index’ window
(See sample screen below)

[ AccidentRepart - 110 Notes |$I&J
Click Maote line to Edit
Mote | Created | Description
(188 106/17/03  ‘Wailing for Claim [TEST)
New | Today | Ereate a hew Note.
Attach TED | Conmect an exizting note to this AccidentBepart [bem.

e

The above screen shows that there is only one naiehat to this accident record, Note 188. To ‘See’
or ‘Edit’ the specifics of this note the user needs ¢mlglick on the note number. The sample screen
below shows the content of Note 188.

£ Note - 188 Waiting for Claim (TEST) | (S R

Edit Title

i aiting for Claim [TEST)

Mote:

A3 of B-16-09 we have not recieved a copy of the insurance claim filed by the student for her laptop.
W aiting on thiz peice of documentation.

History: where Uzed:
Date]  Time|By | [Fie (ltem
07/01/03]  12:20pm| ericp AccidentR eport 110

0517403 04:42pm | ericp

Detach | Canicel | ak |

As you can see the ‘Note’ detail contains a TitlepeText area, a History list, and a ‘Where Used’
list. You are free to edit both the Title and the Nw¢e se, however the History and Where used are



maintained automatically by the system. The Histdiy y@u all of the people who have made
changes to this note item. The ‘Where Used'’ lisivghall of the records that this note is attached to.

The ‘Auto Alert’ check box allows you to flag notes thady be critically important. This has the
effect ofautomatically alerting all users that open this record for mainteearit is important to heed
these auto alerts, linking to ‘NotesManager’ in order &cklthe content of the note.

Communication Tools: Attachments
The next form of ‘Attachables’ is simply called ‘Atfaments’. These are basically Microsoft files.

The system currently supports uploading, storing, indexing, tachang objects with ‘File Type’
extensions as listed below.

SORT Obj Types 03:59: 05pm 29 Jan 2009 PAGE 1

Obj . Description............... Default....... MSCOE fi ceOpen. . .

OpenOF fi ceOpen.

Type Obj Library...

AVl Video dips Obj Li brary i expl ore. exe i expl ore. exe
BAS uni Verse Basic Prograns

BWP Bit map i mages Obj Li brary pai nt. exe sdr aw. exe
DOC MS Word Document s Obj Li brary wi nwor d. exe switer.exe

I TM uni Verse Dynamic |Item

JPG Digital Inmges Obj Li brary i expl ore. exe i expl ore. exe
PDF Acrobat Document PDFLi brary Acr oRd32. exe Acr oRd32. exe
RTF Rich Text File Obj Li brary wordpad. exe  switer.exe
TXT Sinple text documents bjLibrary wi nword. exe  switer.exe
XLS XL Spread sheets bj Li brary excel . exe scal c. exe

The access and manipulation of objects is very sinuléhdt of Notes. When an item is loaded for
maintenance, you can access it through the link ‘AttaatsheAn Object Index will appear similar to
the one shown below

[ AccidentReport - 118 Objects = | B |-

Left Click to Open, 'New' for upload, 'Attach’ for & new link, or Right Click Object to Detach.

Object | Created | Type | Object | Library | Description
(| 18D |

Attach | | TBD | | |

172 |06/23/09 | DOC | MSTEST~1.00C | ObjLibrary b5

e

In this example, there is an item loaded for Mainterarit is a .DOC file type and named ‘MSTEST".
The user has four options from this screen: 1) letk¢he ‘152’ to download/view the object, 2) left-
click ‘NEW’ to upload, index, and attach an new object figoar PC, 3) left-click ‘Attach’ to associate
an already server-resident object to this item, oight-click the ‘152’ to detach it from this form.

The ‘New’ object upload process starts by spawning a brawszidn against your PCs file system so
you can select the DOS file you want to send/atté8Slee sample screen below)



B WinExpSel - C\Norsework\norsedocsidocwork!, =HECH X |
File Edit
Choose/Select/Click which line.
Typs Long Hams Updated Tine Short Hans Size
UF: to orevioys level |
Accident Report User07-01-2009 12:03FPH ACCIDE~1 . DoOC 683.520
DirList. txt 07,01,2009 12:30PK DirList. txt 0
filestatus.txt  06-23-2009 12:11PH FILEST™1.TXT _ 293
GroupBillingReportTEOS-13-2009 01:18aH GROUPB™~1.THT 3.450
MS test letter attacO6-23-2009 12:11FH MSTEST~1.DOC 10,120
Test Letter attach. o06-23-2009 11:524M TESTLE™1.0ODT 10. 846
LCancel | ok |

The files shown above are stored on the corporatersand denoted with DOS ‘Short Names.” When
you select an item in this browser, it will be uploadetbmatically. If an object with the same DOS
Short name already exists, you will be asked if youtw@over-write the file already on the server. If
you are asked if it is OK to over-write the existingveembject, be sure that you know if it is indeed
the same file. To navigate through your organizationigesdor the desired file select the ‘<UP> to
previous level to view the previous folder, this functionschmin the same way as Windows, allowing
the user to search for files by moving up and down throudéctioins of folders.

As soon as the file upload is finished, the serveramdomatically create and index record for it, and
ask the user to enter a description of the objectanibe found later on by other users. The
description entered for this uploaded object will be callechiupothe ‘Key Word’ search function if a
user decides to attach this object to another record edrditae and does not know the specific object

number.(See sample screen below)
(" ObjUpload Object Upload ... =) (]

Test letter for -
accident record 118

Lancel Ok

Journals and Ticklers

The last type of Screen Driver Attachable is the ‘daliTickler’ entry. The link item for these is
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‘JournalManager’. Just as with ‘ltemNotes’, and ‘Attaelmts’, the process begins with an index
window. (See sample screen below)

[5 AccidentReport - 114 Journal/Tickler |$Iihj
Click line ta Edit

| Entry | Created | Type | Sts | Due | Description »

[NewFem | Fuure T | Create 2 new Reminder. e
Hewlog | Taday U | | Log what just happened.
143 [m/23/03 T 10 02/02/09 | Canfir Insurance Company has active cliam warking and defer
142 meeym (e fest 5
141 mi2a/ng L - | This is another bect .
4 mn 13

As the name suggests, Journal/Tickler attachments aee‘Axiion’ oriented then the other
Attachables. There are two kinds of entries: 1) thenhd or “Log”, which allows you make notes as
to some action which has already happened relative toettmeybu have open for edit, or 2) a Tickler
entry, which allows you to create a reminder to yourselfp someone else, that at some future point
in time something should happen. In the first case, yiok itle word ‘NewLog’ and in the later case
you click the word ‘NewRem.’

Entering a ‘NewLog’ will produce a very simple scredihese ‘Log’ type entries become a part of our
records relative the Accident in question. Note thattetlis no option to ‘delete’ either Log type entries
or Tickler type entriegSee sample Journal screen below)

5 Tklnl - 139 Created 01/29,/09 05:28pm = B R

Title

Feceived natifcation from Atty for Driver of Yehicle 3

Memoranda

Per phone with Aty Dewey Cheetun, representing Andrew Jackson, driver of Vehcile 3, that he iz wiling -
ta zettle hiz claim for $5,000.

L Cancel |

If you click on ‘NewRen', to create a Tickler, thetsnscreen is a little more involved. In addition to
the ‘Title’ and ‘Mission’ statement, you will need to ohef the person (User ID or Department) who
should be acting on this Tickler, the Date and Timemhney should be ‘Tickled’ to take the action, a
specific ‘Task’ they are to perform, and lastly refeesnor instructions which might be helpful to the
‘addressee’ in the performance of the task. As a gengea state the ‘mission’ as a goal-oriented
objective. There may be many ‘Tasks’ taken toward rea¢hangoal. You're immediate addressee
may be frustrated at the first step — Verify Receifttey may process the tickler on schedule and have
to record ‘Task Complete’, but mission ‘Not Completia’this case, the tickler will be rescheduled,
and perhaps re-directed to different addressees. As thusrsee of goal-oriented steps are taken, the
system will be keeping, and documenting all of the effordsle (See sample screen below)




B Tkln! - 143 Created 01/29/09 06:

= =S

Title

itonfirm Insurance Compary has active cliam working and defending us on thiz accident

Mizzion
Contact *The Hartford' - Claims adjuster James Baker, wha took the claim notification verbally aver the
phone and pledged to mail receipt confirmation. [t haz not been received and we do not want to be
expozed for 'Failure to Motify'

T0:  |leifp I~ Mizsion Accomplished

DUE: [02/0ziis [080am TASK: | -

TASK: [WERDEL - ety delivery - Linkn: MEXT: |

INFO: iBDD-555-1212 !Elmﬁ55244?83[?] DUE: I i |
i
| I

INFD;
INST:

INST:

[~ Task Complete

Histary | Cancel ok |

= = =
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