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Logging in on a Computer With Multiple Users 

If you are on a computer that is being used by more than one person, please access the Online Employee Reporting 

Program by following steps 1 to 3.  If you are the only user of the computer, please access the program by following 

step 3. 

1. From the Chrome browser, click on the 3 dots and select ‘New incognito window’ 

 

2. On the address line type in myhdsb.ca, then proceed to log in using your myhdsb username and password.  
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3. Once you log in to myhdsb, you will be taken to the myhsdb homepage where you can continue on with the 

instructions below.  

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

Use your Halton District School Board network login to access Incident Reporting 

on MYHDSB.CA. When logged into MYHDSB click Applications and in the 

dropdown menu, click Employee Incident Reporting.   
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4. Click on “Access EIR Form”  

 
 

5. After clicking on Employee Incident Reporting, you will be brought to the login screen. Click on 

Login with Board Credentials, which will automatically log you in.  
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6. Once logged into eBASE, you will be brought to your eBASE Home. The home page will 

display information regarding your facility, any new messages, starred items or any recent 

documents viewed. 

 

 

 
 

 

 

 

 

7. To access the Form Logic module to submit an Employee Incident Report (EIR) or a Safe 

Schools Incident Report (SSIR) into the system, head to the left-hand side, in the grey 

navigation bar and click on the Form Logic icon 
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8. Once clicked, you will be brought to MyStatus. MyStatus displays all of your active reports in the 

system. To submit a new report into the system, click the Submit new form button. 

 

 

 
 

 

 

 

9. After clicking “Submit new form” you will be prompted to select “Employee Incident Report(EIR/EIR-A) 

and/or Safe Schools Incident Report (SSIR)” as the Workflow and the Facility in which the incident 

occurred.  

 

 

NOTE: The EIR and SSIR forms were previously two separate forms and have now been combined into one 

form. Based on the selections you have made throughout the form, you are able to submit a combined 

EIR(A) and SSIR or submit an EIR(A) or SSIR individually.  

 

If you are only submitting an EIR(A) please follow steps: 10-13 & 21-26 

If you are only submitting an SSIR, please follow steps: 14-15 & 21-26 

If you are submitting BOTH an EIR(A) and an SSIR, please follow steps: 16-26 
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10. You will be asked what type of form you would like to fill out, to ONLY fill out an EIR or EIR-A, please select 

“Employee Incident Report (EIR)”  

 

 
 

 

11. You will be asked to fill in all of the employee information, and then you will be asked to select whether or not  

the incident involved aggression/violence.  
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12. Once you have selected YES or NO to whether the incident involves aggression, your form will populate. The 

fields within the form are dynamic. When certain fields are selected addition fields may appear which you will 

be required to fill out. Below is an example of what your form will look like once it initially populates.  

 

 

13. Below is an example of a dynamic field. If your incident is a First Aid, Health Care or Lost Time, another section 

will populate. In this example, Health Care has been chosen which activated the Health-Care Lost Time 

Information section and populated questions based on the health care you have received.

Please go to step 21 to complete the form.  
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14. You will be asked what type of form you would like to fill out, to ONLY fill out an SSIR, please select “Safe Schools 

Incident Report”  

 

 

 

15. Once you have selected “Safe Schools Incident Report (SSIR)” your form will populate. The fields within the form 

are dynamic. When certain fields are selected addition fields may appear which you will be required to fill out. 

Below is an example of what your form will look like once it initially populates.  

 

 

Please go to step 21 to complete the form.  
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16. You will be asked what type of from you would like to fill out, to fill out BOTH an EIR(A) and  SSIR, please select 

“BOTH- Employee Incident Report AND Safe Schools Incident Report”  

 

 

 

17. You will be asked to fill in all of the employee information, and then you will be asked to select whether or not  

the incident involved aggression/violence.  
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18. Once you have selected YES or NO to whether the incident involves aggression, your form will populate. The 

fields within the form are dynamic. When certain fields are selected addition fields may appear which you will 

be required to fill out. Below is an example of what your form may look like once it initially populates.  

 

19. When filling out the EIR portion of the form, we ask that you do not use student’s full names and only use their 

initials. This portion of the form is to record what happened to YOU as the employee.  

 
 

20. After completing the EIR portion of the form, you will see the SSIR information. This is the portion of the form 

that you record what happened to the STUDENT and are able to use their full name. 
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21. Once you have filled in all the necessary fields, please click the Submit button at the bottom of the page. You 

will see there is also the option to Save draft. You are able to       save your draft and complete it at a later date if 

required.  

 

 

 

22. If you have clicked the submit button and see the error below, this means you have not filled out all of the 

necessary fields. The form will highlight in red any fields    that require your attention. After you have filled these 

forms out, click the submit button again.  
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23. After submitting, you will then be prompted to select the supervisor you wish to submit our form to. Click on the 

search bar under “Supervisors Investigation and Corrective Actions/Preventative Measures” to see your 

supervisor selection.  

 

 

 

24. Below is an EXAMPLE of what the list of supervisors you will see. The option of supervisors you will have to 

choose from will be based on what Facility you have identified the incident occurring at. At this point, please 

select the appropriate supervisor and then click “Accept” to move on. 

 

 

 

25. You will be brought back to the submit pop-up screen. Click “Yes” to submit your form to the supervisor you 

have selected.   
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26. Congratulations! You have now completed your portion of the form! You will be sent back to your home page in 

eBase and a confirmation email will be delivered to your HDSB email account stating that your form has been 

submitted. Below is an EXAMPLE of the email that you will receive. 

 

 

 

 

If any changes or updates need to be made to a form, please contact Emily Oppong at 

opponge@hdsb.ca 
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