COHDIMS Completing a Situation Report 
Step by Step Instructions for Healthcare Coalition Partners

Website: www.cotshil.orgThis document covers: 
· Logging into COHDIMS
· Opening the Incident Tile
· Reviewing the Incident Information
· Completing a Situation Report
· Editing a Situation Report

Username: (Generic for each county)
Password: (Generic for each county)

[image: ]CC



Ensure you are using the proper log in information. If you can’t access, try opening the site in a different browser






Access COHDIMS

1. Type www.cotshil.org directly into the URL line. Do not sure the search bar.
[image: Graphical user interface, application

Description automatically generated]

2. If you already use Office 365, you need to log in under a different account.
a. In the upper right corner of your browser, click on the 3 dots to open Settings.
[image: Graphical user interface, application, Teams

Description automatically generated]
b. Click on New InPrivate Window
                                                                        [image: Graphical user interface, text, application, chat or text message

Description automatically generated]
c. This will open a New InPrivate tab.
d. Type www.cotshil.org into the URL line

3. The Microsoft Sign in box will appear.
                                                             [image: Graphical user interface, application

Description automatically generated]

Type in the Username: (Generic username for your agency)@centralohiotraumasystem.org and click Next

Enter the Password and click Sign in

[image: ]Next: Click on the colored drill tile and it will take you to the next screen. Make sure you click on the words in the tile.

Review the Current Incident and Incident Update sections: Note: There will be an incident established for the Monthly Communication Drill. There could be an additional incident if we end up having a response to another incident, i.e.. weather related. So, ensure you always click in the appropriate tile.

[image: ][image: ]

Scroll down and click on Step 1: Click Here to Add Your Contact Information and Situation Report:
[image: ]

Click the dropdown and select the type of coalition partner you are. Information gathered will vary by facility type: 
[image: ]

Click the dropdown and select the region:[image: ]

Answer the questions in the Situation Report and select the Submit button. A * is a mandatory question. Ensure you enter good Liaison contact information.
[image: ]
[image: ][bookmark: _Hlk38974137][bookmark: _Hlk38974138]

Once you submit your Situation Report you will receive a confirmation: 
[image: ]Click OK

[image: ]You will be able to view your agency on the COVID-19 Response main screen. Scroll down to your Situation Report Section. You may need to refresh your screen to see the update. Ensure you see your agency.

Note: If there are a lot of agencies listed your agency may be on the next page, scroll down to the arrow:

[image: ]

Note: You can change the view on the Situation Report to view your facility easier: 
[image: ]Click on the down arrow and select your facility or filter in alphabetical order. 




How to Edit your Situation Report on COHDIMS. You can Edit your report, so you don’t need to complete a new one each time. On the main incident screen, locate your agency name and select the Edit icon:
[image: ]


Update the information as  needed and click the Submit button. You will receive a confirmation “The form was submitted successfully. Thank you!” 
[image: ]




On the main page you can also: See call in information for conference calls. Note: Not using for COVID-19 Response. Meetings are sent via email on a pre-determined schedule.

[image: ]Incident documents.

Hear the last TENS message that was sent.
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Current Incident

Name: COVID-19 Resporse
Status: open

HLstatus: Actvared
Description:

COVID 19 Pandemic has been declared.

Hospitals Please Complete the following update within 60 minutes of receiving the Tt
Hospitals:

Step 1 - Complete hospital situation report

Step 2 - Complete the OHA Data Survey https://ohiohospitals.org/ResourceTrac
Step 3 - Complete SurgeNet bed availability and update baseline numbers twice
Do NOT call on the MARCS

ESEDs:

. Step 1 - Complete the FSED situation report.
. Step 2 - Complete the OHA Data Survey https://ohiohospitals.org/Resource
. Do NOT call on the MARCS.

Non-Hospital Coalition Members:
. Step1 - Complete the situation report.
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Complete the following items:

Step 1: Click Here to Add Your Contact Information and Situation Report

Step 2: Click Here to Add Your Hospital Bed Availability and Mass Casualty Incident Status
Step 3: Click Here to Update RTAS (if you are a hospital who partcipates in RTAS)
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Select the county your faci

Select the county your facility is located in with inpatient
beds.

Agency Name: *

Designated Liaison Name

Provide a contact person at your facility if resources or
information are needed. This should be someone that is
currently available to answer questions.

Designated Liaison Phone Numbe
What is the phone number of the designated liaison. This
should be a direct line that will currently be answered.
Designated Liaison Email: *

What is the email of the designated liaison that is
currently available.

Secondary Liaison Name:

Who is an alternate contact name at your facility if the

designated liaison is unable to be contacted. This should
be someone that is currently available.

Secondary Liaison Phone Number:
What is the phone number of the secondary liaison. This
should be a direct line that will currently be answered.

How many Non-COVID patients can your facility admit
from the hospital? (If you have inpatient beds)
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Is your facility interested in being a Health Care
Isolation Center (HCIC) for COVID Patients?

Can you take Ventilator Pat

List any facility systems or supply shortages that your
facility is having. Please be descriptive.

Power, Water, Sewer, IT, PPE, etc.

List any resources your facility may need. Please be
descrip

Do you have adequate staffing?

Patient Census:

Enter the number of patients in your care at your facility.

Comments/Notes:

Enter any other comments or issues your facility may be
experiencing that are not captured in the other
questions. Be sure to check the incident description as
there may be specific requests that can be entered into
‘this section.

nts at your agency: Select...

Cancel

Submit
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This site says...

The form was submitted successfully. Thank you!
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