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Add 300A Summary Data 

Add 300A Summary data to an establishment by completing the following five steps.  Note: For 

additional information relevant to the previous text, place the cursor over the      icon.   

1. Click the View Establishment List button 
on the Injury Tracking Application Home 
screen in the Manual Data Entry section 
or…

2. Select the View Establishment List 
option from the dropdown Navigation 
Menu on any ITA screen.  Note:  The 
Establishment List screen lists each 
establishment connected to the end 
user’s account.

3. To display the Add 300A Summary 
screen, click the establishment’s name, 
then click the Add 300A Summary 
button.

4. Enter the correct data into each field of 
the Summary of Work-Related Injuries 
and Illnesses.  Note:  Each field on the 
form is required.

5. Click Save. 

FAQ

I filled in the information for the “300A 
Summary”, but it will not let me click on 
the Save button.  What do I do now?

There are three common problems that 
stop the Save button from being 
highlighted. First, the radio button on 
the top right of the 300A data page that 
says "Did this establishment have 
injuries or illnesses" must be filled out.  
Second, all the boxes must be filled out, 
with a "0" if applicable instead of being 
left empty. Third, there cannot be any 
commas, decimals, or other non-
numbers in the employees or hours 
worked fields.  Generally, a field that 
contains an error is outlined in red.


