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Guideline: 

1. Reports are to be done immediately after the call. 
2. Once in the Enter Run Report form, you move from field to field by pressing <Enter> or 

<Tab> on the keyboard OR using the mouse. 
3. If a field is noted as Required below, you MUST have information in the field or you will get 

an error when exiting the Enter Run Report form. 
4. Any field with a drop down box may be selected by extending the box and selecting an 

option OR typing in the first letter of the value. 

INSTRUCTIONS 

Log in to the responder computer in the EMS room. 
Double-click on the Run Reports icon on the Desktop. 
Click on the Enter Run Report icon on the Welcome screen. 
Start entering the information for the run report using the following as guidelines: 

1. Look at the Last Run # (top left corner of the screen) to determine what number to enter for the 
current Run #.  This needs to be the next number, unless multiple patients are involved.  If it is 
the same Run #, you must increase the Patient #.  Default run # is automatically filled in based 
on the last run #.  (Required) 

2. The default Patient # is 1. This shouldn’t be changed unless it is a multiple patient call.  
(Required) 

3. The Run Date defaults to the current date.  This shouldn’t be changed unless the call goes 
over midnight.  Enter in the format MMDDYYYY.  (Required) 

4. Enter the Patient Name. 
5. Enter the patient’s Date of Birth with the format of MMDDYYYY.  Patient’s Age will calculate 

automatically. 
6. Enter the patient’s Gender from the choices in the drop down box.  (Required) 
7. Enter the Address/Location of the incident.  (Required) 
8. Enter the Dispatch information.  (Required) 
9. Enter the Municipality where the call occurred from the choices in the drop down box.  

(Required) 
10. Enter the Nature of Call from the choices in the drop down box.  (Required) 
11. If EMTs were cancelled before arriving on-scene, click on Cancelled.  The required fields will 

automatically be filled in.  Otherwise, leave blank. 
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12. Enter the call time information in military time with the format at HHMM.  You must enter 4 
digits.  For example, enter 0930 for 9:30 am and 1345 for 1:45 pm.  (Required) 

13. Enter the patient’s Chief Complaint.  (Required) 
14. Enter the patient’s baseline vitals: 

A. Blood Pressure is entered as you normally would write it.  For example, 120/80 or 
134/palp. 

B. Pulse entered MUST be a number. 
C. Pulse Quality is selected from the drop-down list, either by clicking on the down 

arrow with the mouse and selecting from the list OR start typing and it will 
automatically fill in. 

D. Respirations entered MUST be a number. 
E. Blood Sugar entered MUST be a number. 
F. SPO2 percentage entered MUST be a number and cannot be greater than 100. 

15. Enter the interventions applied: 
A. Enter the number of Liters of Oxygen Applied, if used.  Leave blank if no oxygen was 

used. 
B. If oxygen was applied, the method of application is highlighted.  You must select 

how the oxygen was given by clicking on the down arrow and selecting from the list 
OR begin typing the method and it will automatically fill in.  If oxygen was not 
applied, this field is not used. 

C. Was an Airway adjunct used?  Choose an option from the drop down box.  
(Required) 

D. Was Glucagon given?  Choose an option from the drop down box.  If Glucagon was 
given, you must document time.  (Required) 

E. Was an EPI pen used?  Choose an option from the drop down box.  If Yes is 
chosen, you must document time.  (Required) 

F. Was Albuterol used? Choose an option from the drop down box.  If Yes is chosen, 
you must document time.  (Required) 

G. Was Aspirin used?  Choose an option from the drop down box.  If Yes is chosen, 
you must document time.  (Required) 

H. Did you assist giving Nitro?  Choose an option from the drop down box.  If Yes is 
chosen, you must document time.  (Required) 
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I. Did you assist with a MDI?  Choose an option from the drop down box.  If Yes is 
chosen, you must document time.  (Required) 

J. Was a Combitube used?  Choose an option from the drop down box.  If Yes is 
chosen, you must document time.  (Required) 

16. Enter Transported By from the choices in the drop down box.  (Required) 
17. Enter Destination from the choices in the drop down box.  (Required) 
18. Type your Narrative.  You have unlimited space to enter all the pertinent information.  If the 

information is not already listed above, you must include it in this section.  Keep typing in one 
continual paragraph.  If you want to force a new paragraph, press <Ctrl-Enter>.  Otherwise, 
press <Enter> or <Tab> when you are finished typing the narrative.  (Required) 

19. Enter Completed By with the EMT initials who is completing the Run Report from the choices 
in the drop down box.  (Required) 

20. Enter the Responding EMTs.  You may select from the drop-down list by clicking the mouse on 
the down arrow and selecting the appropriate name OR start typing the EMT’s first name until 
it automatically fills in.  You may select as many EMTs as you need that responded to the call.  
(Required) 

21. Make sure all information entered is correct and complete.  Click on the SPELL-CHECK 
button.  This will run the spell-checker.  Make any necessary corrections. 

22. Click on the SUBMIT button.  Confirm you have run the spell-checker and understand that you 
cannot access this report once it is submitted by choosing Yes for the next two prompts.  Once 
the SUBMIT button is chosen, you no longer have access to that Run Report.  Any changes 
can be made with an Addendum.  Notify an EMS officer if changes must be made. 

23. Click on the STOP button on the Welcome screen to close the program. 
24. Choose Start/Log Off to log off the responder computer. 

 
 
* CANCEL may be selected if you do not want to save the Run Report.  If data has already been 
entered, press ESC to remove that data, then press CANCEL to exit with saving the Run Report.  
Once the Responding EMTs have been entered, you can no longer cancel the Run Report.  If no 
typing has occurred, you may just press CANCEL (without ESC first). 

 


