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eSafety “How To” Quick Reference Guide for 

General System Tips & Tricks 

 
Tool Tip Icon and Watermark 

When you see the “Tool Tip” icon that means more information is available to help you complete 

the associated field.  If you are unsure of a question being asked or the type of answer that should 

be provided, you can hover your cursor over the "Tool Tip" icon for more information.   

Similarly, you will find that a watermark exists in a number of the eSafety fields, as displayed below, to 

give you a hint or to further explain the type of answer that should be entered.   

 
 

Magnifier Lookup Icon 

The “Magnifier Lookup” icon is used to indicate that search functionality exists to help you 

complete a certain field in the system.  When you click on the “Magnifier Lookup,” you are 

redirected to another area where you can add additional search criteria. From there, you can use 

your mouse to select a relevant response. 

     
 

Auto-Completion 

Some fields appear as free-text fields to enable eSafety users to type in their response to the question.  

However, in some instances, such as the Employee’s Duty Location shown below, when you begin typing 

a response, all records matching your response will be displayed.  This is a helpful tool if you are unsure 

about the spelling or official name/title/location/etc. of a response you are entering. 
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Alphabetical Lookup 

Alphabetical Lookup is a tool available in eSafety to help system users search for and narrow down the 

appropriate response to a question.  It works by clicking on the first alphabetical digit of the response you 

are searching for.  For example, if you are looking up an employee name, you can select “A” to search all 

last names that begin with “A.” 

 

Wildcard Lookup (%) 

Similar to the Alphabetical Lookup, the Wildcard Lookup is another tool available in eSafety to help 

system users search for and narrow down the appropriate response to a question.  It works by typing the 

percentage sign (%) before a partial or full entry of a response.  For example, if you type “%Darrow” it 

will pull up all records loaded into the system associated with “Darrow.” This is a particularly helpful 

function for supervisors to search a claim under an employee’s name. 

 

Calendar Button 

When entering a date in eSafety, a calendar button is available to expedite date entry.  Click on 

the calendar button to the right of the date field to select a date.  Manually enter the date using a 

MM/DD/YYYY format, or use the drop downs to change the month and year, and then select 

the appropriate date from the calendar view. 

 

 

Military Time Entry 

All time should be entered using a “24 hour format” (military time) in eSafety.  For example, if an 

incident occurred at 8am, you would enter 08:00.  If an incident occurred at 3:15pm, you would enter 

15:15.  Use the tab button or the arrow keys on your keyboard to move from hours to minutes.  
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Attaching Files 

eSafety is configured to allow users to upload documentation directly into the system.  To upload a file, 

simply select “Choose File,” locate, and select the desired file from your computer, and click “Open.” 

Provide a description of the document and under the “Folder” drop down, select “INTAKE.” Once these 

actions are complete, click “Save.”  

 

If you would like to upload more than one file at a time, select the “Upload Multiple Files” button.  Select 

“INTAKE” from the File Folder drop down and click on the link to “Add files to upload queue.” Select 

your files, provide a description for each, and then click “Open.” 

Note that once a file is attached, it cannot be removed by an employee or supervisor.  If this occurs, call 

the HRM Contact Center to initiate a case to have the attachment removed. You will be ask to provide the 

following information the HRM Contact Center Agent: eSafety Case Number, Name of Injured Worker, 

Date of Injury, and Name of Document. 

Viewing System Generated CA Forms 

eSafety is designed to automatically populate Compensation Act (CA) Forms based on the information 

entered into the system.  Employees will be asked to review the CA Form for completeness and accuracy 

before certifying the incident.  Sometimes difficulties occur when trying to view the CA Form. 

If you experience problems viewing a CA Form, ensure that your browser settings are correctly 

configured.   

 If you are using Internet Explorer, click on “Tools,” then “Internet Options.” Go to the 

“Advanced” tab of Internet Options and scroll down the Security group and check "Allow active 

content to run in files on My Computer." Click “Apply” then select “OK” to complete the setting 

changes.   

 If you are using Google Chrome, download Adobe Reader at http://get.adobe.com/reader/ by 

clicking “Install Now” and follow the provided instructions to complete the install.   Next, type 

“about:plugins” in your Google Chrome URL box.  Then, scroll down to find Adobe Reader on 

the list; underneath click the checkbox "Always allowed." Also, find Chrome PDF viewer from 

the list and make sure it is "disabled.” 

Once the CA Form populates on your screen, ensure that you 

are using the horizontal navigation arrow to view multiple 

pages of the form, as displayed to the right.   

 

http://get.adobe.com/reader/

