Executive Office of Elder Affairs		2/12/2021
ALR-Dynamics:
How to Save & Print Individual and Facility-Wide Incident Reports

ALR-Dynamics users can save & print full individual and facility-wide incident reports, by following the steps described below. 
Individual Incident Reports (IIRs)

1. Open the IIR you would like to save and/or print
2. At the top of the screen, click directly on the button labeled Word Templates
[bookmark: _GoBack][*Note: you may need to click on the vertical ellipsis -[image: ]- if the Word Templates button is not visible.]
[image: ]
3. Click on Individual Incident Report
[image: ]
4. This will create a Microsoft Word document from the selected report, and save it to your computer. Most users will see the document at the bottom of the screen, like this: 
[image: ]
5. Click on the document to view it. 
[image: ]
6. At this point you can print, and/or save the document to your desired location. 

Facility-Wide Incident Reports (FW-IRs)

The steps to print/save a FW-IR are identical, but start by opening a FW-IR. 
Then, when you click on the Word Templates button, click on the Facility-Wide Incident Report option: 
[image: ]
Follow the same steps to either print or save your IR. 
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