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PART 1: Accessing Boots System 
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1.1 Licensed User Web URL 
1. As a Licensed User you can access the Boots system through 2 easy methods. The first of these 

methods is using the link you receive in an incident notification. 

The second method to access the BOOTS system is using the link found on the Secretary’s Office 
of Safety Intranet page. This can be found at 
https://business.kytc.ky.gov/work/SOS/_layouts/15/start.aspx#/SitePages/Home.aspx. Scroll 
down on the home page until you get this view and click the link for licensed users only. 

Using the intranet link you will be taken to the home screen. However, the link given to you 
from the email will take you that incident where you can navigate to the home screen by clicking 
on the home button in the top ribbon. 

 
 
 
 
 
 
 
 
 
 

https://business.kytc.ky.gov/work/SOS/_layouts/15/start.aspx#/SitePages/Home.aspx


Page 6 of 145 
 

2. Your new home screen, titled Home screen 2.0, will look like the screen below: 
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1.2 Licensed User Mobile Forms 
 

1. First you will need to download the mobile forms app in the App Store. 
2. Once you have opened the app store on your mobile device, in the bottom right select the 

search tab. 

 
3. In the search bar, type in Origami Risk and hit search. 

                                         
 
 
 
 
 
 
 
 

4. Select the Origami Mobile Forms app and install it on your device.  
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5. Once the app has downloaded, open the app, and enter the account name KYTC (NOT CASE 

SENSITIVE). Ensure that it is set to in Live and hit sign in 

 

MAKE SURE THIS IS SET 
TO IN LIVE 
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6. Select the option I have a 6-digit code. 
7. Enter the access code: 847352. Then hit log in. 

 
 
 
 
 
 

8. You will now be logged in and can navigate freely. In order to find all mobile forms that are 
available on the app hit the plus sign in the top right corner 
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Tap this plus sign. You 
will see a list with all 
available mobile forms. 

List of Mobile Forms you will see after 
tapping the plus sign. 
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1.3 Creating a Desktop Shortcut 

1. Open google chrome to the origami website using the link:  

https://live.origamirisk.com/Origami/Account/Login/login?account=KYTC&sso=allow 

 

2. This should bring you to a dashboard like the one shown below: 

 
3. On the chrome search bar, you will see 3 vertical dots all the way to the right of the screen. 

 
 

4. If you click on those you will see this, drop down menu: 

 
 

https://live.origamirisk.com/Origami/Account/Login/login?account=KYTC&sso=allow
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5. Hover your mouse over the more tools option to get the sub-menu: 

 
 

6. Hit create shortcut to get this window to appear: 

 
 

7. Name the shortcut whatever you want. And make sure to check the open as window box for this 
to truly become an app. 

 
 

8. You will now have this icon on your desktop for quick and easy access into the system: 
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9. If you want to use the BOOTS Icon, you will need to download the Icon File from the Secretary’s 
Office of Safety Intranet page, under the BOOTS SMS System User Training Resource page. 
 
 

10. Once you have done that navigate back to your desktop to find the shortcut created previously. 
Right Click on the Shortcut. You will get this pop-up window. 
 

 
 

11. Select the very last option called properties. You will be taken to this window. 

 
 
 
 
 

12.  Select Change Icon. 
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13. This window will appear, and you will need to hit browse to locate the icon file you have saved. 

 
 

14. Find where you have saved the icon file, select it, and hit open. 
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15. Hit OK. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

16. Hit Apply. 
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17. You will now see this on your desktop. 
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1.4 Non-Licensed User/Enterprise User - Desktop PC 
1. As a non-licensed user, you will need to use the link below to log in to the enterprise portal.  

https://bit.ly/kytc-boots 

2. You can also find this link on the Secretary’s Office of Safety intranet page.  

 
3. This link will take you directly to the enterprise portal homepage that will look like the image 

below.  

  

https://bit.ly/kytc-boots
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1.5 Non-Licensed User/Enterprise User - Mobile Device 
1. Using a mobile device, you can access the enterprise portal from anywhere you have cell phone 

data coverage or Wi-Fi.  
2. Somewhere inside of your vehicle or work location you will have a poster or a sticker that will 

have QR code to access the enterprise portal or the poster pictured below with the QR code.  

  
 

3. All you need to do in order to scan the QR code is open up your camera and point the camera 
directly at the QR code. It will look like the image below when you have properly scanned the 
QR code. 

 

Tap on this box.  
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4. Once you have hit the yellow box, you will be taken to the enterprise portal mobile homepage 
which looks like the image below and you have successfully logged into the enterprise portal on 
your mobile device. You are ready to enter any incident you need to.  
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1.6 Fixing Log-In Issues 
If you receive an error similar to the one below when logging in this step-by-step guide will teach you 
how to correct the error using either Google Chrome or Microsoft Edge. 

 

The first thing you will need to do is find your browsing history. 

1. On Chrome use the three dots 

 
2. Once you click and receive this list hover your mouse on the history option 

 
3. Click on the history option in the side menu. 
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4. This pulls up your complete browsing history. On the left-hand side, you will see a list of options. 
Select clear browsing data. 

 
 

5. Make sure that all options are selected before you clear your browsing data and set the time range to 
all time. 

 

 

1. On Microsoft Edge find the three dots in the top right corner of the screen 
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2. Select the history option in the menu. 

 
3. Hit the three dots on the history menu. 

 
4. Select open history page. 

 
5. Select “Clear Browsing data” at top of the page. 
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6. Make sure that Browsing History, Cookies and other site data, and Cached images and files is selected 
the hit clear now. 
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1.7 Using Home screen “Tasks, Investigations, Corrective Actions”   
 

The panel shown below has been added to the default Home screen (2.0) for all BOOTS licensed user to help 
find all items that need your action in one place.   The results shown will be only those which YOU have 
assigned to you, and which need action by YOU, based on your user login credentials.  

 

See the detail below for each list: 

       My Open Incident Reviews 

This will list any open incident safety reviews assigned to you or delegated to you that are not yet 
completed. For Safety Coordinators and Administrators this may also include incidents that are assigned 
to you but still have a preceding action by another user that is incomplete, thereby the incident is not 
yet ready for your action. The incident needing your action can be accessed by using the link in brown 
text.  (In this example, the logged in user had no open incident reviews to show) 

 

       My Open Tasks 

This will list any open or incomplete tasks assigned to you or delegated to you.   Tasks may be opened 
and assigned from Safety Observations, as follow-up actions from incident reviews, work permit review 
or approvals, and many other areas of the BOOTS system.  The task needing your action and the incident 
where it originated can be accessed by using the link in brown text. 

 

       My Open Corrective Actions 

This will list any open or incomplete corrective actions assigned to you or delegated to you.  Corrective 
actions are assigned from Safety Observations only at this time.   The corrective action needing your 
action and the Safety Observation where it originated can be accessed by using the link in brown text. 

 

   Completion of the actions should automatically remove the item from the respective list.  

1 
2 

3 

1 

2 

3 
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PART 2: Data Search Basics 
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2.1 Searching for Equipment – Vehicle Numbers 
 

 

 

You know the entire equipment / vehicle number. 

 

 

 

 

You know the last 4 digits of the equipment or vehicle number. 

 

 

 

Option 2 

Enter at least the first 3 digits of the equipment / 
vehicle number. Use a 0 instead of “O” when 

necessary. 

Option 1 

Start typing in the number and it should predict 
what you want and offer a suggestion in blue. Click 
to confirm and it will use that number to populate 

the remaining fields. 
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\ 

 

 If you know at least the first 3 digits of the equipment / vehicle number and the location (unit) where it 
is assigned.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Option 3 

Enter at least the first 3 digits of the equipment / 
vehicle number. Use a 0 instead of “O” when 

necessary. 

 

In the Location field, start typing “bell” and it 
should predict Bell County Unit, and you can click 

that in the choices offered. 

After clicking the [Search] button you should get a 
list of all equipment starting with “780” in the Bell 

County Unit. Click the red ID # for the one you 
want. 
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If you know the Unit the equipment is assigned to (Bell County Unit) but you have an incomplete, or no 
vehicle / equipment number available.   You have 2 ways to look at all the equipment or vehicle assigned 
to Bell County Unit  

 

 

 

 

 

In the search tool, click the magnifying glass icon 
next to the “Location” field.   This will open up the 

list of all KYTC locations shown below. 

Click on the Location name you want to search – 
example is Bell County Unit.  That will bring up a list 

of all vehicles and equipment assigned to the Bell 
County Unit for you to pick the one you want. 

Option 4 A 
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In the Location field, start typing the name of the 
location you want, here if you start typing “Bell” it 
should predict you are looking for Bell County Unit 
and offer it as a suggestion in a blue box for you to 

confirm by clicking it.  

Once Bell County Unit is in this white Location box, 
hit the [Search] button to go to the list below.  

 

 
That should open up the list below showing all 

equipment and vehicles assigned to the Bell County 
Unit – just click the Vehicle Number (red) for the 

unit you want. 

Option 5 B 
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You only know the first part of the vehicle or equipment number.  

You can type in the first 3 digits of the equipment 
number you can also type that in the Vehicle 

Number field and hit [Search] to narrow the list of 
equipment.   

 

 

Option 6 

That should open up the list below showing all 
equipment and vehicles assigned to the Bell County Unit 

that have a vehicle number starting with “780” – just 
click the Vehicle Number (red) for the unit you want. 
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2.2 Searching for Employees – Name 
1. In order to search for an employee whether entering a new incident or delegating a supervisor 

investigation, you will need to follow the same steps.  
2. When entering and incident you will need to search by clicking on the magnifying glass next to 

the box for “Reported by.” 

 
For delegating a supervisor investigation, you will click on the magnifying glass next to the box 
for “Delegated Supervisor.” 

 
3. When you click on the magnifying glass you will see this screen. 

 

4. On the far right of this window, you will see text boxes for entering the employee’s last name 
then first name.  

 
5. You will only need to enter the first 3 letters of the last name and the first 3 letters of the first 

name. As an example, I will show this using a test user.  

     

 

 

6. In order to select the desired employee please select the red employee number. 
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7. This will then fill out all additional information about the employee. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Page 33 of 145 
 

 

 

 

 

 

 

 

 

 

PART 3: Incident & Safety 
Opportunity Reporting 
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3.1 Accessing Incident Reporting as a Non-Licensed / Enterprise User 
 

Unless you have been set-up as a licensed user (Supervisor, Workers Comp, Safety) you will always 
access BOOTS as an “Enterprise” user.      This may also be used by Licensed Users if accessing 
BOOTS from a personal mobile device or PC outside the @ky.gov environment.  

1. You will need to access the non-Licensed portal using any of these options: 
a. Click on this link: https://live-anon.origamirisk.com/Origami/IncidentEntry/Welcome 
b. Type this URL in your browser: bit.ly/kytc-boots 
c. Scan this QR code with your mobile device 

 

2. You will see a dashboard page that looks like this if using a PC: 

  
Or this from a phone: 

 

Click this icon for 
injury/illness or property 
damage incidents 

Click this icon for safety 
opportunity reporting. 

https://live-anon.origamirisk.com/Origami/IncidentEntry/Welcome
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3.2 Accessing Incident Reporting as a Licensed User 
 

1. Log onto the BOOTS system the way you typically would. 
2. You will see a dashboard page that looks like this: 

 
 

3. To submit a new incident, you will need to move your cursor to hover over the Incident and 
Claims tab at the top of the page. In the drop-down menu the first option is New Incident, click 
on that option: 
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3.3 Entering an Injury or Illness involving a Regular KYTC Employee 
Follow the instructions in Section 1 to reach the incident reporting tool: 
• Section 3.1 – anyone on a PC or mobile device 
• Section 3.2 – for Licensed Users 

Once you have opened the “New Incident” to enter follow the directions below: 
 
* All fields marked with a red asterisk are required and must be completed or answered 

before the incident can be submitted. An error message should highlight any missing 
required data when you attempt submission. 

1. When you enter a new incident, you must now select whether the person reporting / involved is 
a KYTC Employee or Contract Staff. 
• If the person is a KYTC employee, either full-time or part-time with a KHRIS number you 

should select “Regular Permanent Employee”. 
• If the person is NOT a KYTC employee, but is contracted through a staffing agency, 

regardless of full-time or part-time status select “Contract / Temporary Staffing”. 

 

2. If the incident involves a KYTC employee select “Regular Permanent Employee” 

 

Correct selection here is critical! You must 
select Contract” or “Regular” correctly here as 
once you click the “Next” button below it will 
drive the format of the incident report for all 

future steps. Check this now! 
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3. If you select “Regular Permanent Employee” you will need to use the magnifying glass 
icon next to the “Reported by” field to open the search box, enter the last name and first 
name of the involved party, and select from the search results.    This will allow you to fill 
the “Reported by” field.  

 

4. Complete the “General Incident Details” section: 

 

5. Complete the Police Report Details section 
• If no police report was done for this incident click “NO” 
• If a police report was done, for example as a result of a vehicle collision or assault, click 

“YES” and complete the remaining fields 

 
 
 
 

6. Complete the “Address of Incident” section 

Thoroughly describe the incident here, no limit on 
number of characters, the box will expand as needed.  

• Who was involved 
• What were they doing? 
• What were they doing it with? 
• What happened? 
• What may have caused or contributed to it? 
• What was the result 
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7. Select all incident types you need to report.   For this example we need to report the 
injury of one (1) employee.  After checking appropriate box(es) and specifying number of 
involved, click the NEXT button  

 

 
 
 
 
 
 
 
 
 
 

Use mobile device GPS location if no address known. 

If street address known, start typing and select the correct 
address from the suggestions. 

If there is no specific address nearby, use this field to tell 
where this happened.  You can specify a route # and mile 

point or intersection, etc.  



Page 39 of 145 
 

8. After clicking “Next” button, you will  find the “Injured Employee Details panel” 

In “Injured Employee Details” panel, the employee type will default to match the choice you 
made in the “Reporter” panel.  Don’t change this field. 

 

9. “Are you the injured employee?” select YES or NO.  

 

 

 
 

 

If you select YES the system will use your name from the 
“Reporter” field to auto-fill all possible fields for you from 

the employee database 
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10. Complete the “Injury Details” section.   

 

 
 
 
 
 
 
 

If you select NO the system will require that you use the 
search function to locate & select the “Injured Employee” 
name. They system should then auto-fill all possible fields 
from the injured employees database information. 

 

Use the magnifying glass icon to open 
a list of codes for the “Cause” and 

“Injury Code” and select the 
appropriate choices.  You can also start 

typing and get a list of suggestions to 
select from. 

Specify the initial level of medical 
treatment received by the injured 

person. You can click on this field to 
open a list to select from.   
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11. Specify the body part(s) that were injured.  Note: This is only what you know about at the 
time of the initial injury report. 
  

 

 

 

 

 

 

 

 

 

 

 

 

 

Check this button if you want to select the body parts from the diagram.  Gender of 
involved employee will determine display of male or female diagram. 

Click to highlight the first body part involved   

Click on this image to open a posterior view diagram to 
select from.   
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After you highlight the general body part you will need to detail it further as shown: 

 

 

 

 

 

Select the detailed part on 
the first highlighted “Body 

Part” 

Select the “Body Part Location” – in 
this case “left hand” was suggested 

based on my diagram highlight. 
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You can select as many body parts involved as necessary, but after you select and detail each 
one you MUST click the “Add Part” button to save your selections. 

 

 

12.  Answer the questions below about the severity of the incident.  It will prompt you 
through each question in succession.   Your answers are only required to reflect the 
situation at the time of the incident entry. 

 
 
 
 
 
 

Click after each “Body Part” to save 

All your “Body Part” selections will be listed here. If you need to delete any of them, 
click the red X. If you need to change one you will need to delete it then select the 

replacement. 
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13. Select any SIF High-hazard task that was involved with the incident from the list.  

  

      

14.  Complete the “Physician Details” section if any of the information is available. Provide 
as much as possible but don’t delay entering initial report if not known. 

 

 

 

 

 

Select all that apply 

Select if none of the high-hazard exposures 
were involved. 
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15. Click the “Complete Incident” button to finish the incident 

 

After this you will be given the opportunity to upload or add any files you want to include with 
the report and these can be photos, documents, etc.  You are encouraged to add everything that 
may be relevant or helpful.  

If entering this from a mobile device you should see something similar to this: 

 

If entering from a PC you will see the below where you can upload single or multiple files. 

 

You have completed entry of the incident.  
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3.4 Entering an Injury or Illness involving Contract / Temporary Staff 
Follow the instructions in Section 1 to reach the incident reporting tool: 

• Section 3.1 – anyone on a PC or mobile device 
• Section 3.2 – for Licensed Users 

Once you have opened the “New Incident” to enter follow the directions below: 

* All fields marked with a red asterisk are required and must be completed or answered before the 
incident can be submitted. An error message should highlight any missing required data when you 
attempt submission. 

1. When you enter a new incident, you must now select whether the person reporting / involved is 
a KYTC Employee or Contract Staff. 

• If the person is a KYTC employee, either full-time or part-time with a KHRIS number you 
should select “Regular Permanent Employee”. 

• If the person is NOT a KYTC employee, but is contracted through a staffing agency, 
regardless of full-time or part-time status select “Contract / Temporary Staffing”. 

 

2. If the incident involves a contracted worker select “Contract / Temporary Staffing”

 

Correct selection here is critical! You must 
select Contract” or “Regular” correctly here as 
once you click the “Next” button below it will 
drive the format of the incident report for all 

future steps. Check this now! 
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3. If you select “Contract/Temporary Staffing ” you will not be able to search for the name as with 
Regular KYTC employees.  Instead you must enter the name of the involved staff member in the 
“Reported by” field.  You must also enter information in all of the remaining fields in the 
Reporter Details section.   

 

4. Complete the “General Incident Details” section: 

 

For the “Location” field you have a couple of options: 

 

 

or  

Hover on this field to open a list of options and select “Central 
Office or the District where the involved employee works. 

You can start typing the name of the location and the system may suggest a 
choice you confirm by clicking 
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5. Complete the Police Report Details section 

• If no police report was done for this incident click “NO” 
• If a police report was done, for example as a result of a vehicle collision or assault, click 

“YES” and complete the remaining fields 

 

Thoroughly describe the incident here, no limit on 
number of characters, the box will expand as needed.  

• Who was involved 
• What were they doing? 
• What were they doing it with? 
• What happened? 
• What may have caused or contributed to it? 
• What was the result 

Click here to open a list of Locations within the selected District or 
Central Office, then click to select the location where the person works  
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6. Complete the “Address of Incident” section

 

7. Select all incident types you need to report.   For this example we need to report the injury of 
one (1) employee.  After checking appropriate box(es) and specifying number of involved, click 
the NEXT button  

 

 

8. After clicking “Next” button, you will  find the “Injured Employee Details panel” 

In “Injured Employee Details” panel, the employee type will default to match the choice you made in the 
“Reporter” panel.  Don’t change this field. 

Use mobile device GPS location if no address known. 

If street address known, start typing and select the 
correct address from the suggestions. 

If there is no specific address nearby, use this 
field to tell where this happened.  You can specify 

a route # and mile point or intersection, etc.  
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9. “Are you the injured employee?” select YES or NO.  

 

 

 

10.Complete the “Injured Employee Home Address” section

 

If you select YES the system will use your name  
and phone number from the “Reporter” section. It 

will not display here however during incident entry. 

If you select NO the system will require that enter 
the injured employee name, phone number, email 
address and select their gender.  

You will need to re-enter your email address and 
select gender 

Temporary / Contract staff home address will not auto-fill, 
so you must enter this information   
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11.Complete the “Injury Details” section.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use the magnifying glass icon to open 
a list of codes for the “Cause” and 

“Injury Code” and select the 
appropriate choices.  You can also start 

typing and get a list of suggestions to 
select from. 

Specify the initial level of medical 
treatment received by the injured 

person. You can click on this field to 
open a list to select from.   
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12.Specify the body part(s) that were injured.  Note: This is only what you know about at the time 
of the initial injury report. 

  

 

 

 

 

 

 

 

 

 

 

 

 

Check this button if you want to select the body parts from the diagram.  Gender of 
involved employee will determine display of male or female diagram. 

Click to highlight the first body part involved   

Click on this image to open a posterior view diagram to 
select from.   
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After you highlight the general body part you will need to detail it further as shown: 

 

 

 

 

 

Select the detailed part on 
the first highlighted “Body 

Part” 

Select the “Body Part Location” – in 
this case “left hand” was suggested 

based on my diagram highlight. 
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You can select as many body parts involved as necessary, but after you select and detail each one you 
MUST click the “Add Part” button to save your selections. 

 

 

13. Answer the questions below about the severity of the incident.  It will prompt you through each 
question in succession.   Your answers are only required to reflect the situation at the time of 
the incident entry. 

 

 

 

 

Click after each “Body Part” to save 

All your “Body Part” selections will be listed here. If you need to delete any of them, 
click the red X. If you need to change one you will need to delete it then select the 

replacement. 
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14.Select any SIF High-hazard task that was involved with the incident from the list.  

    

    

15. Complete the “Physician Details” section if any of the information is available. Provide as much 
as possible but don’t delay entering initial report if not known. 

 

 

 

Select all that apply 

Select if none of the high-hazard exposures 
were involved. 
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16.Click the “Complete Incident” button to finish the incident 

 

After this you will be given the opportunity to upload or add any files you want to include with the 
report and these can be photos, documents, etc.  You are encouraged to add everything that may be 
relevant or helpful.  

If entering this from a mobile device you should see something similar to this: 

 

If entering from a PC you will see the below where you can upload single or multiple files. 

 

You have completed entry of the incident.  
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3.5 Entering a State Property Damage Incident as Non-Licensed user 
 

1. You will need to access the non-Licensed portal using the link or with the attached QR code: 

https://live.origamirisk.com/Origami/IncidentEntry/Direct?token=15IV4ToPeho6iB3LefHzo0Od15g4LF6f
eRepjfaZvez8TE5B1JnawkP%2FLDAGf3%2FtVcTX0Zxnhv%2F1WIX5E01zORvcFudpiSpa2R3crQ0T24V%2F
QQ5QvWmO482rnQa%2BMAJ2 

 

2. You will see a dashboard page that looks like this: 

 
Or this: 

 
 
 

3. To submit a new incident, you will use this button: 

https://live.origamirisk.com/Origami/IncidentEntry/Direct?token=15IV4ToPeho6iB3LEfHzo0Od15g4LF6feRepjfaZvez8TE5B1JNawkP%2FLDAGf3%2FtVcTX0Zxnhv%2F1WIX5E01zORvcFudpiSpa2R3crQ0T24V%2FQQ5QvWmO482rnQa%2BMAJ2
https://live.origamirisk.com/Origami/IncidentEntry/Direct?token=15IV4ToPeho6iB3LEfHzo0Od15g4LF6feRepjfaZvez8TE5B1JNawkP%2FLDAGf3%2FtVcTX0Zxnhv%2F1WIX5E01zORvcFudpiSpa2R3crQ0T24V%2FQQ5QvWmO482rnQa%2BMAJ2
https://live.origamirisk.com/Origami/IncidentEntry/Direct?token=15IV4ToPeho6iB3LEfHzo0Od15g4LF6feRepjfaZvez8TE5B1JNawkP%2FLDAGf3%2FtVcTX0Zxnhv%2F1WIX5E01zORvcFudpiSpa2R3crQ0T24V%2FQQ5QvWmO482rnQa%2BMAJ2
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4. Fill out all forms with all of the information that is available. The fields denotated with red 
asterisks are required to complete report. 
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a. For all Incident addresses please enter a specific address if available, however, if not use 
the incident description to provide a street name, intersection, mile marker, or use the 
lookup address button. For the reported by only fill out your first and last name. 

 

 
5. Next you will select which type of incident occurred, Employee injury, state property damage, 

private property damage, or non-KYTC employee injury: 
 

 
5.a. For both State equipment or Property damage AND Private Property Damage make 

sure to complete the follow-up question before continuing by letting the system know how 
many vehicles or equipment was damaged. 

6. The first question you will see is SIF exposure. Select the appropriate SIF Exposure if there is 
one, if not select none. 
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7. For KYTC Property or Equipment damage please fill out the information on the vehicle by 

searching for the vehicle in with the search button.  

 
8. The rest of the vehicle information will autogenerate by doing so. 
8. Please fill out the following questions related to the incident (it will help locate and assess all 

damage to the vehicle): 

 
 
 
 
 
 
 
 
 
 

9. Fill out the required questions at the bottom of the page. 

Details about damage, box 
will expand. 
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9.a. If a police report was required fill out all follow up questions: 

 
10. Hit complete incident button at the top of the page. 

 
10.a. If on mobile, you will be taken to this screen for you to add any pictures taken of the 
accident. 
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3.6 Entering a State Equipment/Vehicle Incident as a Licensed User 
 

1. Log into the boots system like you normally would. You should be met with a home screen that 
will look like the one below.  

 
 

2. Move your mouse to the top of the screen and hover over the Incidents and Claims tab. 

 
 

3. In the dropdown you will see new Incident. Click on that. 
4. Fill out all forms with all of the information that is available. The fields denotated with red 

asterisks are required to complete report. 
a. For all Incident addresses please enter a specific address if available, however, if not use 

the incident description to provide a street name, intersection, mile marker, or use the 
lookup address button. For the reported by only fill out your first and last name. 
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5. Next you will select which type of incident occurred, Employee injury, state property damage, 

private property damage, or non-KYTC employee injury: 
 

 
5.a. For both State equipment or Property damage AND Private Property Damage make 

sure to complete the follow-up question before continuing by letting the system know how 
many vehicles or equipment was damaged. 

 

 

 

6. The first question you will see is SIF exposure. Select the appropriate SIF Exposure if there is 
one, if not select none. 
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7. For KYTC Property or Equipment damage please fill out the information on the vehicle by 
searching for the vehicle in with the search button.  

 
8. The rest of the vehicle information will autogenerate by doing so. 
9. Please fill out the following questions related to the incident (it will help locate and assess all 

damage to the vehicle): 

 
10. Fill out the required questions at the bottom of the page. 

 
10.a. If a police report was required fill out all follow up questions: 

Details of damage, box 
will expand. 
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11. Hit complete incident at the top of the page. 

 
 
 

  



Page 66 of 145 
 

3.7 Entering a Private Property Damage Incident as Non-Licensed 
User 

 

1. You will need to access the non-Licensed portal using the link or with the attached QR Code: 

https://live.origamirisk.com/Origami/IncidentEntry/Direct?token=15IV4ToPeho6iB3LefHzo0Od15g4LF6f
eRepjfaZvez8TE5B1JnawkP%2FLDAGf3%2FtVcTX0Zxnhv%2F1WIX5E01zORvcFudpiSpa2R3crQ0T24V%2F
QQ5QvWmO482rnQa%2BMAJ2 

 

2. You will see a dashboard page that looks like this: 

 

 
 
 
 
 

3. To submit a new incident, you will use this button: 

https://live.origamirisk.com/Origami/IncidentEntry/Direct?token=15IV4ToPeho6iB3LEfHzo0Od15g4LF6feRepjfaZvez8TE5B1JNawkP%2FLDAGf3%2FtVcTX0Zxnhv%2F1WIX5E01zORvcFudpiSpa2R3crQ0T24V%2FQQ5QvWmO482rnQa%2BMAJ2
https://live.origamirisk.com/Origami/IncidentEntry/Direct?token=15IV4ToPeho6iB3LEfHzo0Od15g4LF6feRepjfaZvez8TE5B1JNawkP%2FLDAGf3%2FtVcTX0Zxnhv%2F1WIX5E01zORvcFudpiSpa2R3crQ0T24V%2FQQ5QvWmO482rnQa%2BMAJ2
https://live.origamirisk.com/Origami/IncidentEntry/Direct?token=15IV4ToPeho6iB3LEfHzo0Od15g4LF6feRepjfaZvez8TE5B1JNawkP%2FLDAGf3%2FtVcTX0Zxnhv%2F1WIX5E01zORvcFudpiSpa2R3crQ0T24V%2FQQ5QvWmO482rnQa%2BMAJ2
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4.  Fill out all forms with all of the information that is available. The fields denotated with red 
asterisks are required to complete report. 



Page 68 of 145 
 

a. For all Incident addresses please enter a specific address if available, however, if not use 
the incident description to provide a street name, intersection, mile marker, or use the 
lookup address button. For the reported by only fill out your first and last name. 

 

 
5. Next you will select which type of incident occurred, Employee injury, state property damage, 

private property damage, or non-KYTC employee injury: 
 

 
5.a. For both State equipment or Property damage AND Private Property Damage make 

sure to complete the follow-up question before continuing by letting the system know how 
many vehicles or equipment was damaged. 

 
 

6. The first question you will see is SIF exposure. Select the appropriate SIF Exposure if there is 
one, if not select none. 
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7. Answer the required question to identify the type of property damaged. 

 
8. Please describe the damaged occurred and provide information of the property owner. 

 
9. Answer if a KYTC vehicle was involved. 

 

 

9.a.  if yes more questions about the KYTC vehicle will appear, please search for the vehicle 
using the magnifying glass. The rest of the information will autogenerate. 



Page 70 of 145 
 

 
10. Please fill out the following questions related to the incident (it will help locate and assess all 

damage to the vehicle): 

 
 
 
 
 
 
 
 
 

11. Fill out the required questions at the bottom of the page. 

Details of damage, box will 
expand. 
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11.a. If a police report was required fill out all follow up questions: 

 
12. Hit complete incident at the top of the page. 

 
12.a. If on mobile, you will be taken to this screen for you to add any pictures taken of the 
accident. 
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3.8 Entering a Private Property Incident as a Licensed User 
 

1. Log into the boots system like you normally would. You should be met with a home screen that 
will look like the one below.  

 
 

2. Move your mouse to the top of the screen and hover over the Incidents and Claims tab. 

 
 

3. In the dropdown you will see new Incident. Click on that. 
4. Then you will fill out the required fields denotated by a red star next to the field. For the 

reported by only fill out your first and last name. 
 

5. Next you will select which type of incident occurred, Employee injury, state property damage, 
private property damage, or non-KYTC employee injury: 
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5.a. For both State equipment or Property damage AND Private Property Damage make 

sure to complete the follow-up question before continuing by letting the system know how 
many vehicles or equipment was damaged. 

 

6. Answer the required question to identify the type of property damaged. 

 
7. The first question you will see is SIF exposure. Select the appropriate SIF Exposure if there is 

one, if not select none. 
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8. Please describe the damaged occurred and provide information of the property owner. 

 

9. Answer if a KYTC vehicle was involved. 

 
9.a.  if yes more questions about the KYTC vehicle will appear, please search for the vehicle 
using the magnifying glass. The rest of the information will autogenerate. 

 
10. Please fill out the following questions related to the incident (it will help locate and assess all 

damage to the vehicle): 
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11. Fill out the required questions at the bottom of the page. 

 
 
11.a. If a police report was required fill out all follow up questions: 

 

 

 

12. Hit complete incident at the top of the page. 

 

  

Details of damage, box will 
expand. 
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3.9 Entering a Safety Opportunity Report (SOR) as a Non-Licensed 
User 

 

 

1. Access the Non-Licensed user portal using this link or with the QR Code Attached: 
https://live.origamirisk.com/Origami/IncidentEntry/Direct?token=15IV4ToPeho6iB3LefHzo0Od1
5g4LF6feRepjfaZvez8TE5B1JnawkP%2FLDAGf3%2FtVcTX0Zxnhv%2F1WIX5E01zORvcFudpiSpa2R
3crQ0T24V%2FQQ5QvWmO482rnQa%2BMAJ2 

 

2. You will see a dashboard page that looks like this: 

 
 

 
 

https://live.origamirisk.com/Origami/IncidentEntry/Direct?token=15IV4ToPeho6iB3LEfHzo0Od15g4LF6feRepjfaZvez8TE5B1JNawkP%2FLDAGf3%2FtVcTX0Zxnhv%2F1WIX5E01zORvcFudpiSpa2R3crQ0T24V%2FQQ5QvWmO482rnQa%2BMAJ2
https://live.origamirisk.com/Origami/IncidentEntry/Direct?token=15IV4ToPeho6iB3LEfHzo0Od15g4LF6feRepjfaZvez8TE5B1JNawkP%2FLDAGf3%2FtVcTX0Zxnhv%2F1WIX5E01zORvcFudpiSpa2R3crQ0T24V%2FQQ5QvWmO482rnQa%2BMAJ2
https://live.origamirisk.com/Origami/IncidentEntry/Direct?token=15IV4ToPeho6iB3LEfHzo0Od15g4LF6feRepjfaZvez8TE5B1JNawkP%2FLDAGf3%2FtVcTX0Zxnhv%2F1WIX5E01zORvcFudpiSpa2R3crQ0T24V%2FQQ5QvWmO482rnQa%2BMAJ2
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3. To report a Safety Opportunity Report, click on the button “Report a Close Call.” 
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4. For Safety Opportunity Reports (SORs) you will see that it is not required for you to put who is 
reporting the SOR 

 
 

5. Next, fill out any general Incident details you wish to be known, the more information there is 
the more that can be learned from the incident. 

 
6. Select the appropriate SIF Exposure if there is one, if not select none. 

 
7. Describe what happened in the next section. 
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8. Please let us know if a KYTC employee or Vehicle was involved in the following 2 sections. If you 
select yes, please fill out the corresponding follow-up questions. 

 
9. Complete Incident at the top of screen. 

 

9.a. If on mobile, you will be taken to this screen for you to add any pictures taken of the 
accident.  
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3.10 Entering a Safety Opportunity Report (SOR) as a Licensed User 
 

1. Log into the boots system like you normally would. You should be met with a home screen that 
will look like the one below.  

 
 

2. Move your mouse to the top of the screen and hover over the Incidents and Claims tab. 

 
 

3. In the dropdown you will see new Safety Opportunity Report. Click on that. 
4. For Safety Opportunity Reports (SORs) you will see that it is not required for you to put who is 

reporting the SOR 
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5. Next, fill out any general Incident details you wish to be known, the more information there is 
the more that can be learned from the incident. 

 
 

6. Select the appropriate SIF Exposure if there is one, if not select none. 

 
7. Describe what happened in the next section. 

 
8. Please let us know if a KYTC employee or Vehicle was involved in the following 2 sections. If you 

select yes, please fill out the corresponding follow-up questions. 
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9. Complete Incident at the top of screen. 
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PART 4: Workers Comp & OSHA 
300 Log 
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4.1 Completing Workers Compensation Sections 
 

1. You will receive an email, from notifications@origamirisk.com, that will contain a link that will 
take you to the new incident with outstanding workers comp information. 
  

2. In order to fill out this incident you need to hit edit incident at the top of the page. 

 
 

3. Workers Comp information will be below the diagram describing the injury and the follow-up 
questions.   

Make certain to verify that the Job Position, Supervisor, Hire Date, Days Worked Per Week all 
pre-filled correctly, and make changes if needed.  

Select Major Injury to make it as accurate as possible. 

 
4. Next you will need to fill out the Physician details if they are not already filled out when the 

incident was created, if not you can come back later to fill it out. 

 
5. Fill out the restricted access data with any information that did not auto generate. DO NOT FILL 

OUT THE CARRIER NOTIFICATION DATE. 

REQUIRED 

mailto:notifications@origamirisk.com
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REQUIRED 

 
 

6. Next you will need to fill out the remaining restricted access data for RMSC to have everything 
they need. THESE FIELDS ARE REQUIRED BY RMSC. 

 
7. Next fill out the OSHA questions. If you are unsure if it is OSHA recordable or not, just say yes. 

 
8. Finally save changes with the button in the top right corner of the screen. 
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4.2 Sending EE Signature, RX Forms, and Sending to RMSC 
 

To generate and complete the State required forms, collect and add the employee’s electronic signature 
and to e-mail the employee the Rx Form follow the below steps.  

You must make sure that the “Injured Employee Details” section has a valid e-mail address for the 
involved employee in this field.   

 

This is the e-mail address used for the below and if this is blank, NONE of the events below will be 
executed, the employee will not get a signature request, and the forms will not be completed.  If the 
employee doesn’t have an e-mail address, use his supervisor and ask them to assist the employee.  

1. In the ribbon you will see the following buttons: 
 

 
 

2. The first button you will need to hit is the Rx Form: 

 
 

3. You will know the Rx Form sent because you will see this notification below and upon refresh 
the Rx Form button will disappear:

 
4. Next you will want to send the EE signature Request by using this button: 
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5. You will know this sent by seeing this notification below: 

 

 

6. After all the forms have been completed you will notice in on the far-right hand side of the 
screen that forms 106 & 113 have autogenerated.  

 
a. If you don’t see the files click on all files as there may be more files that are not showing, 

and you can then see all files attached with this incident. 

 
7. When form 106 & 113 have been attached you will need to send this incident to RMSC using this 

button: 
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4.3 Incident Lost Time Detail – Creating a New Event 
If the incident involves days away from work or days at work with restrictions, you must use the “Lost 
Time Detail” tools to record the dates of events that are involved. 

• For Days Away:  “Start Date” = first day away from work;   “Return Date” = date returned to work 
• For Days Restricted: “Start Date” = date at work restrictions start ;  “Return Date” = date 

restrictions ended 
Each Lost Time Detail event starts a time-clock on the number of days involved in that event that begins 
with the “Start Date” you enter.  That clock will keep running indefinitely, adding days, until you stop the 
clock by editing this Event line item to add a “Return Date”.  This “Return Date” entry is what stops the 
clock, and sets the number of days involved.  

***When you “Start” a Lost Time Detail event you also must “Stop” the detail by editing that event line 
item to add an “Return Date”. ***** 

1) Open the incident to view and scroll down to the “Lost and Restricted Days” panel and follow 
the steps shown below: 

 

 

 

 

Click on the “New Lost Time Detail” button. 

Enter the start date of the lost or restricted time event. 

Choose type of lost time event being recorded. 

Describe type of lost time event  

Days will start at “1” and will auto-calculate.  
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1. To stop the clock on a Lost or Restricted time event open the “New Lost Time Detail” window 
again, then:  

 

 

2. The Lost and Restricted Days will be shown as below on the incident in the Lost and Restricted 
Days Panel of the incident.   You can add as many start/return events as necessary. 

 

 

 

 

 

 

Enter the end date of the lost or restricted time 
 

Day clock will show the elapsed calendar and 
workdays between start and return dates.  

You will need to send an update e-mail to RMSC for any New Lost Time Event.  See the basic process for 
sending update e-mails in User Guide section “Send an Incident Update to RMSC”.   The following will 

guide you on what to attach to that e-mail update.  
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Under the “More” button choose Reports – 
Printable Abstract  

In the window that opens push “Send Email” to send an 
updated copy of the printed abstract to RMSC showing the 

new Lost Time Detail. You can add a note in the e-mail body 
to let RMSC know what has changed.  You can also attach 

copies of any Lost Time related documents added.  
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4.4 Lost Time Detail – Deleting a Detail Event 
If you have entered a duplicate Lost Time Detail event you can delete as follows:  

Open the incident to “View”, then: 

 

 

 

 

 

 

 

Click “More” to open the drop-down box below 

Click “Incident Lost Time Details” from the list 

Click the red “X” on the detail line item to delete it 
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4.5 Lost Time Detail – Updating/Editing an Event 
If you need to edit an existing Lost Time Detail event to add or change an event Start or Return 
date  

Open the incident to view, then scroll to the “Lost and Restricted Days” panel. 

 

 

 

Click on the red start date for the Detail line item you need to edit  

Change the field(s) as necessary  

Save Changes – edit is complete  
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4.6 Updating Incident WC info / Sending Update to RMSC 
 

This process is required anytime you make an update to an Injury or Illness that has generated a 
Workers Comp Claim.  You should do this if you have added any documents relevant to the claim or the 
employees medical care in order to transmit the new documents or files.  

 

 

 

 

 

 

Go to the “Recent Emails” box on screen right and select “New” to 
open a new e-mail window. 

Choose Template “RMSC Email” 
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Enter e-mail recipient, claim adjuster, etc. 

Subject will auto-fill with “Update to” the 
incident you started from 

Body of e-mail will auto fill from incident you 
started from, but you can add your own 

notes about the update as well. 

This will show the contact info for the 
Workers Comp Admin for the employees 

District or CO. 

Check this box to get a copy of the e-mail.  
This will show your e-mail based on your 

login (not jon.lam@ky.gov) 

To send any files associated with the incident in the update e-mail first push 
the “Attach files from Incident” button to open up a window to choose files. 
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Check this box for any file(s) you want to attach to the update e-
mail, then push the “Select File(s)” button a top to attach them. 

After checking files, you 
want to attach, push this 
“Select File(s) button to 

attach them. 

Here are your attached 
files. “Send Email” when finished 

and ready to send. 
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4.7 Associating a Workers Comp Claim number to an injury incident 
Normally when weekly workers comp claims financial data is imported from Risk Management Services, 
it will create an association between any new workers comp claim and the originating incident (injury). 
However there may be times when this doesn’t happen automatically. 

If you have an incident that you know to have a Workers Comp claim opened, but do not see the claim 
referenced on the incident record, you can add the claim number if it is known.   

• If you do not know the claim number you may be able to find it using Step 1-3 below. 
• If claim number is known use the directions starting with Step 4  

 
Step 1 

 

Step 2 

 

Step 3 

From the list of open claims involving that employee, just select the claim that applies to the incident 
involved.   You should either write down or copy the claim number and then revert to Section 1 
instructions at top to associate the claim with the appropriate incident.  

Under the [Incidents & Claims] tab, select “All Claims” 
from the pull-down menu list   

You can search the “Claimant” (employee injured), 
suggest entering last name only, then clicking “Search” 

button. 



Page 97 of 145 
 

 

Step 4 

 

Step 5 

 

Step 6   

 

After this is done, the Workers Comp claim number should be associated with the related incident. 

 

 

 

 

 

 

 
 

 

Open the incident and under the [MORE] button drop 
down menu, select “Associate to Existing Claim”  

You can search for or start typing a known claim 
number which should suggest open claims to choose 

from and select.  

After selecting the desired claim, click on the [Associate 
with Claim] button to complete the link.   
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4.8 How to obtain an OSHA 300 Log Report from BOOTS 
 

 

  

 

 

 

 

 

 

 

 

From the Home screen 2.0 “Links to Other 
Dashboards” links, choose “Workers Comp” to 
open a new window with the Workers Comp 

Dashboard 

Step 2 

 On the Workers Comp Dashboard, find the 
OSHA 300 Run Quick Links table, and click the 
unit for which you wish to generate OSHA 300 
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Step 3 

You should now be at the “OSHA Logs” generation page. 

Step 4 

To run a single year report do not 
change anything on this side of the 
screen.  The “Use New OSHA Log 

Generation Screen” will default to No – 
  

To run multiple years of reports in one 
process, choose “Yes” here then skip to Step 7  
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In the gray box to the screen right choose the report 
to run – OSHA 300 in this example, by unchecking 

       

Select year needed.  Current year report will be 
“Year to date”. If multiple years needed, each year 
can be run separately from this screen by changing 

the year each time. 

Choose “PDF” for export format. 

Click on the “Generate Log” button and it will start the report 
generation and initiate a download of the report to your 

 

Copy of OSHA300 in your download folder can now be saved on your computer or printed 
as a PDF document. 

Step 5 

On the right side of the screen make the below selections. 

Leave this as “Default.” 

Step 6 
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Step 7 

The only change you make in the top 
part of the screen is to verify this is 

the unit you wish to generate reports 
for – continue down the page then. 

By changing to “YES” in the “use New OSHA Log Generation Screen” you should 
have the screen expand to the below format.  

Choose the report to run by unchecking the 
ones you do not want. Here we will run both. 

Choose the report format you wish, PDF is 
recommended. 

Click on the “Generate Log” button and it will start the report 
generation and initiate a download of the report to your 

 Step 8 

Your download folder will have a separate PDF file for each year, you must save or print each file.  IF 
you chose to run both an OSHA 300 and 300A they will both be in one file as multiple pages  

Choose the first year and last year for which 
you want to run reports. 
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4.9   IA-1 First Report Of Injury Form – Creation & Attachment to 
Incident 

An IA-1 First Report of Injury report will be generated using the incident information entered into 
BOOTS, will be attached to the incident record, and will be included in the package of files transmitted to 
RMSC on the initial incident transmission at the point in the process detailed below. 

 

Now, when you click on “All Files” in the box above, the list that opens should include a file called IA-1 
Injury Report.pdf in the attached files.  

 

The form will include the employee electronic signature IF you have: 

a) Sent the EE Signature Request, and  
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b) The employee completed and submitted their signature. 
The next step in the process would be for you to “Send to RMSC” on the incident and the IA-1 will now 
be included in that package for all NEW incidents entered after 2/27/2024. 

For incidents submitted prior to 2/27/24 the IA-1 can still be manually generated by the previous 
process.  
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4.10 Associating a Workers Comp Claim number to an injury incident 
 

Normally when weekly workers comp claims financial data is imported from Risk Management Services, 
it will create an association between any new workers comp claim and the originating incident (injury). 
However there may be times when this doesn’t happen automatically. 

If you have an incident that you know to have a Workers Comp claim opened, but do not see the claim 
referenced on the incident record, you can add the claim number if it is known.   

• If you do not know the claim number you may be able to find it using Step 1-3 below. 
• If claim number is known use the directions starting with Step 4  

 
Step 1 

 

Step 2 

 

Step 3 

Under the [Incidents & Claims] tab, select “All Claims” 
from the pull-down menu list   

You can search the “Claimant” (employee injured), 
suggest entering last name only, then clicking “Search” 

button. 
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From the list of open claims involving that employee, just select the claim that applies to the incident 
involved.   You should either write down or copy the claim number and then revert to Section 1 
instructions at top to associate the claim with the appropriate incident.  

 

Step 4 

 

Step 5 

 

Step 6   

 

After this is done, the Workers Comp claim number should be associated with the related incident. 

 

 

 

 

 

 

Open the incident and under the [MORE] button drop 
down menu, select “Associate to Existing Claim”  

You can search for or start typing a known claim 
number which should suggest open claims to choose 

from and select.  

After selecting the desired claim, click on the [Associate 
with Claim] button to complete the link.   
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PART 5: Incident Investigation 
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5.1 Completing and Delegating a Supervisor Investigation 
 

1. You will receive an email, from notifications@origamirisk.com, that will contain a link that will 
take you to the new incident with an outstanding Supervisor Investigation information. 
 

2. In order to fill out this incident you need to hit edit incident at the top of the page. 
 

 
3. The supervisor investigation will be at the very bottom of the page.  

 
 

4. If you want to delegate, the investigation to another user you can do so in the first question.  

 
 4.a. If you choose to do this, you may hit save changes in the top right corner of the 
screen when you are done selecting the person you want to do the investigation.  

 
 
 
 
 
 
 
 
 
 
 

mailto:notifications@origamirisk.com
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 4.b. In order to properly send the delegated email be sure to click on the Send 
Investigation- External Access button. 
 

 
 
 4.c. If you need to resend the external access to the employee delegated to, on the 
right-hand side of screen you will see a tab containing all emails sent for the incident. You will 
need to hit All Emails. 

 
 4.d. Select the email containing “An Incident Record has been reassigned for your 
Investigation” in the subject by clicking on the subject area. 

 
 4.e. Hit send again in the top right corner of the email window
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5. If you choose to do the investigation yourself, leave that field blank and continue to answer all 
the questions below. 

 

 



Page 111 of 145 
 

 
 

 
 

6. When you have finished being sure to give your name, date you completed it and your 
signature. 

 
7. To sign click where it says sign here, and if doing this on a tablet use your finger or on a pc while 

continuously holding down the mouse draw your signature, when completed hit the capture 
signature button in the top right of the pop-up window. 
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8. Finally at the top right of the screen hit save changes to complete the investigation.  

 
9. You will know it is completed because you will see this on the incident once done: 
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5.2 Completing Supervisor Investigation Delegated to You 
 

1. You will receive an email from the email, notifications@origamirisk.com, with the subject line, 
An Incident Record has been reassigned for your Investigation, this email will contain a grant 
access link for you to fill out the supervisor investigation. 
 

2. When you click on the link you will be taken to the incident which will look like this, with the Rx 
Form, EE Signature Request, and Send to RMSC buttons not there since those are only for 
Workers Comp Users and Admins: 
 

 
 

3. In order to fill out this incident you need to hit edit incident at the top of the page. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:notifications@origamirisk.com
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4. The supervisor investigation will be at the very bottom of the page.  

 
 

5. Answer all the questions below. 
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6. When you have finished being sure to give your name, date you completed it and your 
signature. 

 
 

7. To sign click where it says sign here, and if doing this on a tablet use your finger or on a pc while 
continuously holding down the mouse draw your signature, when completed hit the capture 
signature button in the top right of the pop-up window. 

 
8. Finally at the top right of the screen hit save changes to complete the investigation.  

 
9. You will know it is completed because you will see this on the incident once done: 
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5.3 Delegation Access -Resend Link or Reassign 
This process is for granting access to a non-licensed user to a specific incident for a specific short time 
frame.  This process might be used in the following scenarios: 

1) The Supervisor that will be completing the Supervisor Investigation did not receive an e-mail 
when the Investigation was assigned or delegated to them originally. 

2) A non-licensed user, for example the employee reporting the incident originally, needs access to 
revise, amend, or add to the initial report after the initial submission.   

From the incident “View” (not Edit) 

 

 

 

 

Under “More”, choose “Create External Access.” 

Select Access Type you want to grant and the date 
to “Revoke Access On”. This access should be for 

a short time only.  

Then “Create External Access” button.  



Page 118 of 145 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Clicking here will show you a QR code & URL you 
can provide to the person to whom you have 

granted access, allowing them to edit the record.  
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5.4 Reassigning Supervisor, Safety Coordinator / Administrator 
 
1. If you need to change the supervisor, change the Safety Coordinator/Administrator you will 

need to click on the link received in the initial incident report. 

 
2. This will take you directly to the incident you are wanting to change the Supervisor or Safety 

Coordinator/Admin for. On the top right of the screen hit edit incident. 

 
3. Scroll down to the Assignments section of the incident.  

 
4. Hit the magnifying glass on next to the corresponding role you want to change. 
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5. You will next need to search for the person that you are wanting to delegate the assignment to.  

 
6. You will need to search for a user by first changing the User Type to Field Safety User-C 

 
7. Then you can enter the desired employees last and first name. 

 

8. Hit search. 
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9. Select the red username of the desired employee.  

 

9.a. If your search yields no results, that means that the desired employee is not a licensed user. 
You will need to change the user type back to all and follow steps 7 and 8. 

10. Hit save changes. 

 
11. If the user was not a Field Safety User- C, you will need to create a grant access link as described 

in the previous section.  
12. Whether you had to create a grant access link or not, you will need to notify the new assigned 

Supervisor or Safety Coordinator/Admin. Select new email on the right side of the screen. 

 
13. Choose the Incident Reassignment Template. 
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14. Then type in the delegated user’s email. 

 

15. Hit send email. 
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5.5 Safety Coordinator/Administrator Information 
 

1. For ALL incident types there is now a section for a safety coordinator and Safety Administrator 
review to take place.  

2. As the Safety Coordinator, you must wait for the supervisor investigation to be completed 
before you can access the safety coordinator review section. If the banner at the top is orange 
as pictured below, then the supervisor investigation is not completed. 

 
3. When the ribbon has turned blue, pictured below, or you have received an email with the 

subject: “Safety Incident Report Update - Private Property Damage - Supervisor Investigation is 
Completed” can you access the Safety Coordinator Review section. 

 
4. Click on the “edit incident” button. You will find the Safety Coordinator Review below the 

supervisor investigation. Fill out all question to be best of your ability leaving as much detail as 
possible in the comments section and selecting ALL possible causal factors. 

 
5. Hit Save Changes.  

 
6. The Safety Administrator Review can only be completed after the Safety Coordinator Review is 

completed. You will not see any ribbon like the Safety Coordinator has. You will however receive 
an email with the subject “Safety Incident Report Update - Private Property Damage - Safety 
Coordinator Review is Completed.” 
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7. Using the link provided in the email you will be taken to the incident. 
8. You will need to click on the “edit incident” button.  

 
9. Scroll all the way to the bottom of the incident where you will find the Safety Administrator 

Review section. Fill out and answers all questions with as much detail as possible. 

 

 
10. Hit Save Changes. 
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PART 6: Safety Observations / 
Audits / Inspections 

  



Page 126 of 145 
 

6.1 Safety Observation / Inspections – Licensed User in website 
1. Most Safety Observations and Inspections are completed using the same actions and 

incorporate the same features and options, so this section will use “Facility Safety Inspection” as 
an example.   
 

2. From the home screen of the BOOTS system, you will need to hover your mouse over the Safety 
Observations tab to bring up this drop down. 
 

3. To fill out a new Facility inspection, select the +facility safety inspection option.  
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4. Be sure to fill out all information about the inspection including the Date, time, who is doing the 
inspection, location, and the type of inspection as seen in the questions below.  Remember that 
fields with the magnifying glass can be filled by either starting to type the name, then choosing 
from the pop-up suggestions, or by clicking on the icon and opening a search. 

 
5. Make sure to obtain a signature from the Secretary’s Office of Safety Representative (whoever is 

doing the investigation) and the Facility Representative as well as their job title. 

 
6. Next, you will need to answer all of the questions for the General information section as either, 

Ok/Satisfactory, Requires Correction, Immediate Hazard, or if it is not applicable select Not 
Applicable (This selection will remove the question from the score received).  You can disregard 
an entire section by checking the box “Section Not Applicable”. 
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7. If an item needs to be corrected, you should use Add button on the far right to bring down a 

drop-down menu like the one below: 

 
8. Select the create a corrective action option to bring up this menu: 

 

     Complete the fields with the action that is required including as much information as is 
necessary.  

 

 

 

 

 

Important: You can use “Attach File” to add photos or 
documents to this item, that will be included on the report. 
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9. Fill out the form using as much detail as possible to ensure the corrective action can be 
completed in a timely manner. Then ensure to fill out the bottom three areas on the form to 
assign a user to the corrective action and provide a due date for the action to be completed. DO 
NOT FILL OUT THE COMPLETE DATE. (“Assigned To User” is the person that should be 
responsible for the action) 

 
10. Hit save changes at the top of the window. 

 
11. Fill out the Flammable/Compressed Gas Questions like the general area. If the section is not 

applicable check the Section Not Applicable option at the top of the section. 

 
11.a. If you need to insert a corrective action, follow steps 7-10. 
 
 
 
 
 
 
 
 
 
 
 
 

12. Fill out the Electrical Question like you have done so for the previous sections. 

DO NOT FILL OUT 
THIS AREA 
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12.a. If you need to insert a corrective action, follow steps 7-10. 
 

13. Fill out the Workbench/Welding Area Question like you have previously, selecting the not 
applicable option if this area is not applicable to the facility. 

 
13.a. If you need to insert a corrective action, follow steps 7-10. 
 

14. Fill out the Postings/Safety Documents/Bulletin Board Questions section like previous sections. 

 
 
14.a. If you need to insert a corrective action, follow steps 7-10. 
 
 

15.  Fill out the Storage Questions section like you have for the previous sections.  
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15.a. If you need to insert a corrective action, follow steps 7-10. 
 

16. Fill out the Written Programs Questions section like all previous sections. 

 
16.a. If you need to insert a corrective action, follow steps 7-10. 
 

17. Finally, answer the Outside Facility Questions section like every other section. 

 
17.a. If you need to insert a corrective action, follow steps 7-10. 
 

18. Finally in the ribbon at the top of the screen hit the Complete Response Button. 

 
 
 
 
 

Complete Inspection with this button 
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6.2 Safety Observation / Inspections – Non Licensed User 

 

1. Log into the enterprise portal using either the QR code or enterprise portal link: 
https://bit.ly/kytc-boots 

2. On the home screen for the enterprise portal select the safety observations option  

 
3. Select which inspection/checklist you are wanting to complete. For this walkthrough I will be 

choosing the Facility Safety Inspection. 

 
4. Be sure to fill out all information about the inspection including the Date, time, who is doing the 

inspection, location, and the type of inspection as seen in the questions below.  Remember that 
fields with the magnifying glass can be filled by either starting to type the name, then choosing 
from the pop-up suggestions, or by clicking on the icon and opening a search. 

 

https://bit.ly/kytc-boots
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5. Make sure to obtain a signature from the Secretary’s Office of Safety Representative (whoever is 
doing the investigation) and the Facility Representative as well as their job title. 

 
6. Next, you will need to answer all of the questions for the General information section as either, 

Ok/Satisfactory, Requires Correction, Immediate Hazard, or if it is not applicable select Not 
Applicable (This selection will remove the question from the score received).  You can disregard 
an entire section by checking the box “Section Not Applicable”. 
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7. If an item needs to be corrected, you should use Add button on the far right to bring down a 
drop-down menu like the one below: 

  
8. Select the create task option to bring up this menu: 

 

     Complete the fields with the action that is required including as much information as is 
necessary.  

9. Fill out the form using as much detail as possible to ensure the corrective action can be 
completed in a timely manner. Then ensure to change the owner of this task to a licensed user 
who can then create a corrective action to complete this task. Be sure to provide a due date for 
the action to be completed. DO NOT FILL OUT THE COMPLETE DATE. (“Assigned To User” is the 
person that should be responsible for the action) 
 

 
10. Hit save changes at the top of the window. 

Important: You can use “Attach File” to add photos or 
documents to this item, that will be included on the report. 

Change to a facility 
supervisor. 

DO NOT FILL OUT 
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11. Fill out the Flammable/Compressed Gas Questions like the general area. If the section is not 

applicable check the Section Not Applicable option at the top of the section. 

 
11.a. If you need to insert a task, follow steps 7-10. 
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6.3 Creating & Editing Corrective Actions 

Corrective Actions are assignments of actions needed resulting Safety Observations of any type.  These 
can be assigned from any Safety Observation as follow.  Tasks can also be assigned from Safety 
Observations but can only be assigned for the entire Observation report, not for specific line items or 
issues.  Corrective Actions can be assigned on specific line items, issues, or hazards that must be 
corrected (example damaged wiring on a facility ventilation fan).  

Creating a new Corrective Action                                                   

 

Then on the “New Corrective Action” window & form:  

From the line item / hazard involved, hover 
over the “+Add…” then click “Create 

Corrective Action” 
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To edit, record action, and complete an assigned Corrective Action from your PC on the web as a 
licensed user, open the Corrective Action then: 

 

To enter a new Corrective Action from a Safety Observation in the Origami Mobile Forms (2024) app, 
from any line item in the Observation:  

Add details of the action needed. Make first sentence a concise 
description, then following you can describe details.  

Leave open for the Assigned to User to record actions 
taken. 

Use the search tool to select the employee user to whom 
you are assigning the corrective action.  You have option of 
also assigning a due date for the action to be completed.  

When initially entering & assigning the item, use this drop 
down to select “Assigned” status  

From drop down list select “In  Progress” to acknowledge 
starting work, or “Complete” to report completion.  

Describe the action taken, attach photos, documents, etc   

Select the completion date, then “Save Changes” to complete 
the Corrective Action.   
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Click on the  “Action” icon top open the 
screen to enter details and assign.   
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6.4 Completing Corrective Actions – Licensed User in Website 
 

1. Log into the boots system using the desktop shortcut created in the previous section or using 
the licensed user portal: 
 
https://live.origamirisk.com/Origami/Dashboards/Show/10046?dashboardType=H 
 

2. From the home screen of the boots system, you will need to hover your mouse over the Safety 
Observations tab to bring up this drop down. 

3. Select the very last option to view all corrective actions. 
 

 
4. You will be met with this page: 

 

https://live.origamirisk.com/Origami/Dashboards/Show/10046?dashboardType=H
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5. Select the corrective action you want to complete by clicking on the red area of the action you 
want to complete. You will then see this page

 
 

6. Hit the edit Corrective Action button in order to enter information about the action. 

 
 
 

7. Using as much detail as possible, fill out the Action Taken section. 

 
 

 

 

 

8. Be sure to enter the date the action was completed at the bottom of the form. 

 

 

Fill out using as much detail as 
possible. 
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9. Finally before you save changes, at the top of the page you will need to change the status of the 
action from assigned, new, or in progress to complete. 

 
 
 

 

 
 
 

 
 
 

10. Hit the save changes button at the top of the page. 

 
 

11. You will see this when you have successfully saved the changes. 
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PART 7: Tasks / Corrective Action 
Dashboard 
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7.1 “Tasks” & “Corrective Actions” Dashboard 
 

All users Homescreen 2.0 home dashboard  includes a panel named “My Tasks, Reviews, and Corrective 
Actions” below the Links panel that will include these lists: 

1. My Open Incident Reviews (left side): lists all incident reports ready for your safety review. 
2. My Open Tasks – Assigned to Me (left side): List of any follow-up tasks created out of Incidents 

that have been assigned to you as the “owner” for you to take action. 
3. My Corrective Actions – from Safety Observations (left side): List of any corrective actions created 

out of Safety Observations that have been assigned to you for you to take action. 
4. Tasks Assigned By Me (right side):  List of any Tasks that you have created out of incident reviews 

that are assigned to other users or employees for action. 
5. Corrective Actions – Assigned By Me (right side): List of any Corrective Actions that you have 

created out of Safety Observations that are assigned to other users or employees for action. 

Each of these items will have one field that is in rust color – that is a link to the task or corrective 
action item detail.  Once you use that link to open the item, there should then be a link to the Safety 
Observation Report or Incident Report from which the item was created.  

NOTE: The list below is for example only.  Your lists will be unique to you based on your BOOTS user 
credentials and will show ONLY those actions assigned to or by you that are open or incomplete.  If 
no items are shown under a section title, you have no items to take action on.  

 

If nothing is listed under the section heading it means you have no open items 

1 

2 

3 

4 

5 
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7.2 Creating & Editing “Tasks” 
 

Tasks are assignments of actions needed resulting from Incident reviews.  These can be assigned from 
any Incident or Safety Opportunity Report as follows:  

                                                  

 

From Incident sreen, top right Tasks box, 
click “New” 

Use the pull-down “Choose template” 
feature to select type of task desired 

Fill in the Description & Body as described 

Use the search tool to select the BOOTS user as the 
“Owner” – this is the person you are assigning the task 

to for action.  You may also select a backup-owner if 
you wish. 

Assign a due date if wished, or leave open. 
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Pick a priority or keep default “Normal” 

Use this button to open a list of files that are attached 
to the incident, and select any that you wish to attach 

to this task assignment. 

Save the new Task by clicking the Save Changes 
button at the screen top right. 

The “Open Tasks” box on the screen top right 
in any incident will show any open Tasks.  You 
can view the entire list by clicking “All Tasks”, 

and open any of them from the list.  

This view is accessible by opening the Task  
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