
Workers Compensation Incident Reporting 
 

 

1. To enter a new Workers Compensation Incident report, you will need to log into the GCPS 

Portal Page and then click on the “Tools” tab. 

2. To Report a new Workers Compensation Incident, click Risk Management or Origami Incident 

Reporting.  A new window will open that will take you to the Origami entry portal. 

 

3. To enter the new Incident Report, click on the tab labeled “Report new Incident” and you will 

be taken to the new reporting landing page for Origami. 

 

 

 

 

4. To enter a new WC incident, click on “First Report of Injury” and follow the prompts for 

entering the incident information.  An asterisk “*” indicates a required field. 
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5. This information is similar to what you are used to seeing in Brentwood Forms with one 

exception.  You will now see a body diagram on the page.  You will need to click the body part 

on the diagram and then answer the questions to the right of the diagram.  You must click on 

the “Add Part” or it will not add it to the selection.  See below. 

 

 

 

 

6. Once you have completed your entry you will need to click the “Complete Incident” in the 

upper right corner of the page. 
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7. Once the claim has been submitted you will receive a prompt to confirm that you are ready to 

submit the new incident report.  Click “OK” to submit.  Once the incident has been submitted, 

it can not be changed. 

 

 

 

8. Once submitted you will get a reply showing a that the incident was saved successfully.  You 

will also receive an email in your inbox confirming that the incident was sent to your assigned 

adjuster and if you have any additional information to submit, such as the “blue form”, you 

can do so by responding to the email confirmation. 

9. If you don’t have anything else to submit, you can click “I’m done”.  You will then be 

prompted to log out or return to the Welcome Screen/Origami landing page if you need to 

enter another incident report. 
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10. Below is an example of the email you will receive once the claim has been submitted to Risk 

Management.  Please print the WC Packet and provide it the injured employee for 

completion.  There are five forms that must be completed and returned to Risk Management 

for process.   You can submit the blue form and return the forms from the WC packet to this 

email for processing. 

 

 

 
 

 
 

11. If you need assistance with reporting a new incident, please contact your adjuster or Abigail 

Valdez at 770-513-6636 or Abigail.valdez@gcpsk12.org. 

 


