OSHA Electronic Reporting Instructions
Click for quick access to sections:
A. OSHA/Injury Tracking Application Initial Log In
B. Pulling a .csv file from The Flanders Group Connect Portal
C. Uploading an electronic file to the Injury Tracking Application
D. Manually entering data to the Injury Tracking Application

[bookmark: Access_and_setup]Accessing and Initial set up for Injury Tracking Application (ITA): 
1) Go to https://www.osha.gov/injuryreporting/index.html 
2) Click on the Blue “Launch ITA” button on the top right of the page. 
[image: ]
3) The first time you log in, you will need to create an account. Click on the link above the login boxes.  (In subsequent sessions, you will enter the username and password you have chosen.) 
[image: ]
4) Complete your account information: First Name, Last Name, Company Name, Job Title, Email Address, Phone Number, and desired username.

5) Click on the “I am not a robot” box (you will need to click the designated images to verify). Once verified, the checkmark will show and the “Continue” button at the bottom of the page will turn blue, you will now be able to click on it. 
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6) You will need to check the acknowledgement that you accept the Terms of Use Agreement.  Once you check that box, the “Continue” button at the bottom of the page will turn blue and you will now be able to click on it.
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7) Once complete, you will see a “Thank you for registering” notice. 
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8) You will need to access the email address you used to register and open the email you received from DoNotReply@osha.gov. This email contains a link to set up your password and also contains your username for your records. 
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9) Click the link to confirm your registration and be taken to a page to set up your password. Your password must be at least 8 characters long. It also needs to contain at least 3 of the following 4 requirements: a) Lowercase letters; b) Uppercase Letters; c) Digits and d) Punctuation.  You may include all 4 types but it is not required.    Examples of acceptable passwords:  Summer17 or Lovemypet!  or osha123#
If your password is acceptable, it will show “Pass” in the box at the right.  
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10) Click the “Save” button at the bottom right of the screen. 

11) This will take you back to the main login screen and tell you that “Your password has been successfully set”.  You may now log into the Injury Tracking Application with your Username and Password.  Save these for your records. 

12) You will need to input or upload your OSHA log summary information. 
· If you have kept your OSHA records electronically using the Flanders Group Connect portal or another online OSHA recordkeeping system, you will be able to upload a file to submit electronically.  (See Appendix A for instructions on how to extract your OSHA summary log from the Flanders Group Connect portal). 
· [bookmark: _GoBack][bookmark: Electronic_upload]If you have your OSHA log on paper, you will need to manually enter the information to the OSHA Injury Tracking Page.  (Skip to “Manual Upload” section for instruction) 

Uploading your electronic OSHA 300A summary: **If you have not been keeping your electronic OSHA log on our Flanders Group Connect portal, skip to the instructions on manually uploading your data. (page 6)
13) Go to https://www.osha.gov/injuryreporting/ita/home  and enter your Username and Password.

14) If you pulled your .csv file from The Flanders Group Connect portal, you will need to add the establishment size to Column I  (enter “1” if you have <20 employees, enter “2” if you have 20-249 employees or enter “3” if you have 250+ employees).  Save your updated file. 

15) Click on the “Upload a Batch File” button. 
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16) Click the “Browse” button and select your .csv file from your computer. 
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17) You will need to check the box to certify that the information you are submitting is true and correct to the best of your knowledge. 
[image: ]

18) Click the “Upload” button to submit your OSHA 300A summary to OSHA. 

19) You will receive a confirmation email once your 300A summary information has been submitted successfully. 


Uploading your OSHA 300A summary information manually: **Start here if you have not been keeping your OSHA log on the TFGC portal. 

13) Go to https://www.osha.gov/injuryreporting/ita/home  and enter your Username and Password.
14) Click the “Create Establishment” button.
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15) You will need to complete all required fields (marked with *). 
· Establishment name (1 establishment for each physical location)
· Company Name & Address
· NAICS Code  (this should be listed on your policy information) 
· Select the button for the number of employees at that establishment
· Select whether the establishment is private or public (part of a government agency)

16) Once all mandatory fields have been completed, the “Save” button at the bottom will turn blue and you will be able to click on it. 
17) It will give you a message that “You have successfully created an Establishment” and display the establishment details you entered.  Verify this information is accurate. 
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18) You will need to add the summary information from your OSHA log by clicking “Add 300A Summary” 
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20) Enter the “Annual Average Number of Employees” and “Total Hours Worked by All Employees Last Year” data.  You can get these numbers from your payroll department. 
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21) Select “Yes” or “No” to indicate whether you have had work-related injuries at the establishment for the year you are reporting. 

22) You will need to input the information from your OSHA 300A summary (totals from your complete OSHA log).  You will need to enter “0” in any fields that are blank. 

a. Number of cases – enter the number of deaths, cases away from work, cases that resulted in a job transfer/work restrictions or any other recordable cases that do not fall into the other categories listed. 
b. Number of days – indicate the total number of days away from work or total number of days an employee was transferred to another position and/or had restrictions to their current position. 
c. Injury and Illness types – Enter the total number of injuries, skin disorders, respiratory conditions, poisonings, hearing loss, or all other illnesses. 
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23) Once all fields have been completed, the “Save” button will turn blue and you can click on it. 
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24) You will see a message that your “300A summary data has been added but not submitted”.
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25) Verify the information has been input accurately based on your OSHA log and 300A summary.  When ready, click on the blue “Submit 300A Data” button. 
[image: ]
26) You will receive a confirmation email to confirm that you have submitted your 300A summary information for that establishment. 

27) Complete steps 14 through 25 for any other establishments for your organization. 


[bookmark: Appendix_A]APPENDIX A

Pulling OSHA 300A summary from the Flanders Group Connect Portal. 
1) Log in to the Flanders Group Connect Portal using your Username and Password

2) Under the OSHA tab, select the link for “Forms & Reports” 
[image: ]

3) To pull the 300A Summary (what needs to be uploaded to OSHA website), select the bottom checkbox indicating “Summary of work-related injuries and illnesses”.  Select the year of the reports you want to pull. In this case, you will need to change it to 2016.  Then click the “Create CSV” button at the bottom. 
[image: ]
4) The system will give you an error message if there is any information missing.  Please read this message and complete any missing information on your CSV file. 
[image: ]
This error message indicates:  Empty or invalid values were found in the following columns of the CSV, please click Download CSV and correct those values: Expand Column I of the CSV spreadsheet and enter maximum number of employees for the year. This field is now required for OSHA electronic reporting
· Enter 1 if the establishment has  < 20 employees
· Enter 2 if the establishment has 20 – 249 employees
· Enter 3 if the establishment has 250 + employees.  

5) Click on Download CSV again and click “open” when prompted.   Follow instructions to correct errors: Go to Column I of the spreadsheet and make it larger.  For each establishment listed, enter the appropriate number for how many people are located at that establishment. 

6) Save the file to your computer.  File should end in “.csv”.  You will get an error message in excel indicating that “your csv file may contain features that are not compatible with CSV. Do you want to keep the workbook in this format?”   Click “YES” on this message. 
[image: ]
7) Your file is now ready to be uploaded to the OSHA electronic reporting website. 
8) https://www.osha.gov/injuryreporting/index.html 

If you have any questions or need assistance, please contact Kerry Steenburgh at (800) 462-6435 x3234 or at ksteenburgh@flandersgroup.com. 
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Step 2 of 3: Terms and Conditions

Important Notice to Injury Tracking Application Users

Thank you for visiting this Department of Labor (DOL) Web site application. You are accessing a U.S. Government information system that is
owned and operated by the Department of Labor. DOL is strongly committed to maintaining the privacy of personal information you provide and
the securiy of information on DOL computer systems. - DOL uses contractors to perform various website and database functions and makes sure
that such arrangements ensure the security, confidentialtty and integrity of any personal information.

s a general rule, DOL does not collect personally-identifying information unless you choose to provide such information to us.  With respect to the
collection, use and disclosure of personal information, DOL makes every effort to ensure compliance with applicable federal law, including, but not
limited to, The Privacy Act of 1974 , The Paperwork Reduction Act of 1995, and The Freedom of Information Act. We may disclose to you and
athers the information you provide us if authorized by you or as authorized or required by Federal law.

Please be aware that fraud and related activity in connection with computers is prohibited by Title 18, U.S. Code Section 1030. Furthermore, this
law states that intentionally accessing a computer without authorization or exceeding authorized access and thereby obtaining information from any
department or agency of the United States is prohibited and subject to civl and criminal penalties, including (but not limited to), punishment by fine
and/or imprisonment. DOL may provide law enforcement with any potential evidence of a crime found on aforementioned systems in order for
them to investigate such offenses.

In additon, it is unlawful to make any materially false, fictitious, or fraudulent statement to an agency of the United States. Violations can be
punished by a fine or by imprisonment of not more than five years, o by both. See 18 U.S.C. 1001(a); 29 U.S.C. 666(g). Uses of this application
als0 should keep in mind that it is unlawful to make any false statement, representation filed o required to be maintained pursuant to the OSH Act.
Violations can be punished under Section 17(g) of the OSH Act by a fine of not more than $10,000, or by imprisonment of not more than 6 months,
or by both.

mwledge that T have read and accept the Terms of Use Agreement

Previous Step Cance




image6.png
Step 3 of 3: Confirm Account Creation

Thank you for registering.

In order to complete your registration, please click the confirmation link in the email that we have sent you.
1f you don't receive the email within a few minutes, please check the junk/spam folder of your email account.

1f you don't receive an email at al, please contact us using the Help Request Form.
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Thanks you for registering at Occupational Safety and Health Administration

You may now log in by dlicking this link or copying and pasting it into your

browser.

hittp:/ forara osha gov fuser/teset/5792/1503690864/t ORMExGCS 1HobtaH2efleyGmg GeDEMRY-F QYspu QET
“This link can only be used once to log in and will lead you to a page where you can set your password

After setting yout password, you will be able to login at http: / /sy osha gov /user in the future using

vemane ]

- Occupational Safety and Health Administration team
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Password Reset

User Name

———

Password

Confirm password

Password Policy

= Pass - Minimum password character types: 3
« Pass - Password character length of at least 8
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Get Started Here

For Manual Data Entry@

Add a new establishment to
Create Establishment your account

View the establishments which

View Establishment List have been added to your account

For Batch Data Transmission@

Upload a CsV file containing your
| Dstablishment and 300 A summary
data

‘ Upload a Batch Fle

Access your authentication
View Your APT Token token for use in electronically
transmitting data via APT
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Injury Tracking Application Home / Upload a Batch File

Upload a Batch File

“This feature allows you to batch upload information about establishments and 300A Summary data.
You can perform the following actions using the file:

« Create establishments
« Edit establishment information
« Submit and re-submit 300A data

To use this feature, follow the steps listed below:

Step 1: Read the Instructions.

In order for your file to be processed correctly, it needs to contain the establishment and 300A Summary data in a specific format.
‘The instructions for creating a file can be found here: File Instructions
A template file can be downloaded here: CSV Template

A sample CSV file can be downloaded here: CSV Sample

Step 2: Locate and Select Your File
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Step 3: Agree to the terms and conditions below

PUNISHMENT FOR UNLAWFUL STATEMENTS

It is unlawful to make any false statement, representation, or certification to an agency of the United States. Violations can be punished by a fine or by
imprisonment of not more than five years, or by both. See 18 U.5.C. 1001(a); 29 U.S.C. 666(g).

@ checking this box, I certify that the information I have entered is true and correct to the best of my knowledge and belief.

Step 4: Upload your file.

Select "Upload" button to upload your file.
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Get Started Here

For Manual Data Entry@

e
‘ Create Establishment

P
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@ You have successfully created an Establishment

Establishment Details: Sample Establishment

1D: 496330 NAICS: 531120
Company: Size: 20249 employess
Address: sample Address, Government: Remove

‘Sample City, NY, 14534 300A Status: Not Added

300A Submission Progress
1. Create an Establishment
0 2. Add 300A Summary Data

1 3. Submit Data to OSHA
4. Review Confirmation Email

Summary for Filing Year 2016

Employee Information Iliness & Injury Rates
Annual average number of employees: Total Case Incidence Rate (TCR):
Total hours worked by all employees last year: Days Away Restrictions and Transfers (DART):

There's currently no 300A Summary data for this establishment.

After you finish entering your 300A Summary data, you must submit the data to OSHA.

« You may submit data for a single establishment from this page.
= To submit multiple establishments at the same time go to the Establishment List Page.
« Itis possible to edit and resubmit data in the event of changes or errors.

‘Submit 300 Data
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Summary for Filing Year 2016

Add 300A Summary
———

Employee Information Iliness & Injury Rates

Annual average number of employees: Total Case Incidence Rate (TCR):
Days Away Restrictions and Transfers (DART):

Submit 300A Data
Total hours worked by all employees last year:

There's currently no 300A Summary data for this establishment.

After you finish entering your 300A Summary data, you must submit the data to OSHA.

« You may submit data for a single establishment from this page.
= To submit multiple establishments at the same time go to the Establishment List Page.
« Ttis possible to edit and resubmit data in the event of changes or errors. -+
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Establishment Name: Sample Establishment

Employment Information

Annual average number of employees @

Note: This is not necessarily the same 25 the maximum number of employees you
selected when creating the establishment.

Total hours worked by all employees last year @

« Include hours worked by salaried, hourly, part-time and seasonal workers, as well
a5 hours worked by other workers subject to day to day supervision by your
establishment (e.g., temporary help services workers).

« Do not include vacation, sick leave, holidays, or any other non-work time, even it
employees were paid for . If your establishment keeps records of only the hours
paid or if you have employees who are not paid by the hour, please estimate the
‘hours that the employees actually worked.

id any recordable work-related injuries
or illnesses occur at this establishment
this year?©

Select ves if the establishment:
had recordatle work-related injuries this year.
Select No if it i not.
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TOTAL NUMBER OF:
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H)e restriction (1)@
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TOTAL NUMBER OF:
Days away from work (K)® Days of job transfer or restriction
we
Injury And Iliness Types
TOTAL NUMBER OF:
Injuries (M1)© Poisonings (M4) @
B

Skin disorders (M2) @
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@ 300A summary data has been added but not submitted
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OSHA Forms

® Create an OsHA 300 form O Create an OSHA 200 form

Create OHA 300 forms (2002 or years following)

OSHA 300 forms:

Estabiishment: Al Establishments -
Year
Sort: Injury Date

Download PDF

Electronic Submission of
Summary Log (Form
3008):

For more information see: OSHA 3004 Guide
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OSHA Forms

@ Create an OsHA 300 form O Create an OSHA 200 form

Create OHA 300 forms (2002 or years following)

OSHA 300 forms: Ovog of work-related injuries and illnesses

Summary of work-related injuries and ilinesses (must be selected to create CSV summary)

Establishment: |All Establishments -
Year: |2016
Sort: Injury Date

load PDF Forms

Electronic Submission of
Summary Log (Form Download CSV
3008):

For more information see: OSHA 3004 Guide

Empty or invalid values were found in the following columns of the CSV, please dlick Download CSV and correct those values: size (Expand Column I of the CSV
spreadsheet and enter maximum number of employees for the year. This field is now required for OSHA electronic reporting - Enter 1 if the establishment

has < 20 employees « Enter 2 if the establishment has 20-249 employees « Enter 3 if the establishment has 250+ employees)
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[Microsoft Office Excel
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() vhuTeD STATES

N>/ DEPARTMENT OF LABOR ATOZ INDEX

Occupational Safety and Health Administration English | Spanish

ABOUT OSHA ~ WORKERS ~ EMPLOYERS ~ REGULATIONS ~ ENFORCEMENT - TOPICS - NEWS & PUBLICATIONS ~ DATA ~ TRAINING -

Einal Rule /  Injury Tracking Application (ITA) - Electronic Submission of Injury and Tliness Records to OSHA

Injury Tracking Application
Electronic Submission of Injury and Iliness Records to OSHA

(ITYE Click on "Launch ITA" to provide OSHA your 2016 OSHA Form 300 information. OSHA also published a notice of proposed rulemaking to extend the date by which certain employers are
required to submit the information from their completed 2016 Form 300A electronically from July 1, 2017 to December 1, 2017.

Who: Establishments with 250 or more employees that are currently required to keep OSHA injury and iliness records, and establishments with 20-249 employees that are classified in cer
with historically high rates of occupational injuries and illnesses.

What: Covered establishments with 250 or more employees must electronically submit information from OSHA Forms 300 (Log of Work-Related Injuries and inesses), 300A (Summary of Work-Related
Injuries and Tlinesses), and 301 (Injury and Tliness Incident Report). Covered establishments with 20-249 employees must electronically submit information from OSHA Form 300A.

When: The requirement becomes effective on January 1, 2017. The new reporting requirements will be phased in over two years. In 2017, all covered establishments must submit information from their
‘completed 2016 Form 300A. In 2018, covered establishments with 250 or more employees must submit information from all completed 2017 forms (3008, 300, and 301) by July 1, 2018, and covered
establishments with 20-249 employees must submit information from their completed 2017 Form 300A by July 1, 2018. Beginning in 2019 and every year thereafter, covered establishments must submit
the information by March 2.

How: OSHA willprovide a secure website that offers three options for data submission. First, users will be able to manually enter data into a web form. Second, users will be able to upload a CSV file to
process single or multiple establishments at the same time. Last, users of automated recordkeeping systems wil have the abilty to transit data electronically via an API (application programming
interface). We will provide status updates and related information here as it becomes available.

= View the CSV instructions

= Download a CSV file template

= Download a CSV sampl file

= View the API technical specifications
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