
1. 

* Workers' Compensation:

To access the Employee/Supervisor Report 
please select the Workers' Compensation tab.

ONLINE CLAIM REPORTING INSTRUCTIONS

To access Online Claim Forms

From the district website, select 
Department, Risk Management, and 
Online Claim Reporting

Or copy the following link below: 
https://www.escambiaschools.org/riskmgmt 
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2.

To access the Employee/Supervisor Accident Report 

* Click Online Claim Reporting or
* Click the following link from the website 
https://www.escambiaschools.org/Page/1039
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3.3.

    Click to see the How-To-Guide
             Click for FAQ's

• General Instructions are to access
and submit all the available reports.

• Specific Instructions for each form
will be provided prior to accessing
each report.

• Please remember that ALL reports
are for INTERNAL USE ONLY.

• Choose the appropriate form.
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• Verify you have the correct report
and click on the blue highlighted
text to access.

• Carefully read the specific
instructions for how to complete
the report.

• Supervisors:
Please note this form is a two-step
submission and will not process
correctly if both signatures are
forced during the Preparer phase.

4.
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•   

5.

* Login with your
Novell Username and Password.

(This is the same Username &
Password as it is for Skyward.)
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• Supervisors: In order to receive an email
notification to alert you when a report is
waiting for approval, turn on the ENABLE
NOTIFY function in this program. If you do
not enable this feature you will not know
when a report is waiting for your approval.

• Attach any additional documentation using the “Manage Attachments”
button, (i.e. pictures, statements, etc.)

6.

• Complete the form according to the previous instructions and note the
shaded sections.

• Enter EE’s SSN with NO dashes, then click on the click here
button to auto populate the employee’s demographics.

• #17 is accident location, #19a is your School or Dept.

• This is a two step process –
1. *Click to submit the Preparer’s signature,

*Select “Submit”, Click “Go” & “Send”.
*Proper submission will prompt a notification.

2. Supervisor reviews, signs, and submits.
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• How to Save Forms: Forms will time out after a short period of time.  If you
know that you are going to have frequent interruptions and will not complete
the form timely, please save it first.  At the bottom of the page, select the arrow
down button next to submit, a drop-down menu will appear, select “save”.

• To find your saved form from website, select staff & saved Workflow Forms or
search by link https://ecsdforms.escambia.k12.fl.us/jsp/login.jsp log in and click

on the saved items tab.

HELPFUL TIPS

How to Reject Forms:  For Supervisors Only.  If you find that a form is missing information or 
incorrect “reject” can be selected from your drop down menu similar to above.  Select “Reject”, Click 
Go and Send with a NOTE and the form will be sent back to the original submitter with the Note 
showing in the email.  

7.
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