
 

 

 
 

Online Injury Form Guide for Providers 
 

     Overview 

​
The Colorado Department of Early Childhood (CDEC) Provider Hub is used by providers to submit licensing 

applications and forms. One of the forms that can be found in the Hub is the Injury Form. This form is used 

by providers to report when a child has been hurt and received medical attention. This User Guide is meant 

to help you learn how to use the Injury Form. To access the form, you will need to log into the Provider Hub. 

If you already have a login for Licensing, ATS or QRIS, you may use that. Once you're logged in, click on the 

drop-down arrow on the Licensing tile and select the “Start a New Injury Form” link. 

 

     Accessing the Injury Form   

 

If you do not have a Licensing, ATS or QRIS login, then you will need to register as a new user. To do so, you 

will need to link your licensing number. To help with this process, refer to the New Hub User Guide. Once 

you have created a login, you will receive an email with a link to create a password. To access the injury 

form, log in to the Provider Hub, click on the Licensing tile, and select "Start a New Injury Form" from the 

drop-down menu. 

If a child in your care has received emergency medical attention away from your facility, emergency medical 

services responded to a call from your facility, or has been hospitalized, you must complete an injury form 

within 24 hours of the incident. For other injuries that did not require medical attention, you can use an 

accident/injury report form created by your 

program. 

If you cannot access the system, you must use the 

hard copy form and submit it to your licensing 

specialist within 24 hours of the incident. Once the 

report is submitted, you will receive an automated 

email containing a copy of the report and the Injury 

Identification Number. Please do not reply to the 

email as it is automatically generated. Your licensing 

specialist will contact you. You can submit any new 

medical outcome information 10 days from the date 

of injury. You must keep a copy of the report in the 

child's record. 
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https://coloradoshinesportal.force.com/providerhub/s/login/
https://docs.google.com/document/d/15ZIElfvTzAC7AjIvJipOlQ_Ed0cbYcdqQTNkf0fj7O8/edit#
https://coloradoshinesportal.force.com/providerhub/s/login/


 

 

 

 

     Getting Started  

 

Click on the Licensing tile then select the “Start a New Injury 

Form” link from the dropdown. This will bring up the injury 

form tile.  

On the bottom right of the tile, you will see a button labeled, 

“Start Injury Form.” Click on this button to begin filling out 

the form.  

 

 

This will bring you to the “Get Started” tile. This tile explains what you will need to complete the 

injury form. Once you are ready, click on “Get Started” at the bottom of the tile. ​
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     Acknowledgement  

 

When you open the online report, you will need to confirm that you are a licensed provider or 

facility and that the injury needed medical attention. To do this, click on the "Yes" option. If you 

decline this page, you won't be able to finish filling out the form. 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

COLORADO DEPARTMENT OF EARLY CHILDHOOD 

cdec.colorado.gov | 1.800.799.5876​
Updated May 2023 

3 



 

 

 

 

     Section A: Injury Report Information   

 

Once you click on the "Start Injury 

Form" button, the Injury form will 

appear. You need to fill out the form 

section by section, making sure to 

complete all required fields marked 

with a red asterisk (*).  

 

In Section A, the reporter email will 

load with the email for the Hub User 

completing the form. Be sure to 

complete the rest of the information 

in this section.​
 

After you finish filling out a section, 

you can click on the "Next" button to 

move on to the next page.​
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     Section B- Reporting Party/Child Information   

 

In the next step, you’ll need to identify the staff and child involved in the incident. Click on the 

“New” button to create a record for the reporter and the injured child. If other staff were 

involved, those should also be created but there should only be one reporter and one injured child. ​
 

 

Use the “Relationship” field to indicate the “Reporter” and the “Injured Child.” Once all 

information is entered, click on the “Save” button to save the record. Once added, the person will 

display on the section page.  This should be done for all staff and children involved in the injury. 

Click on the “New” button to create the next person.  
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​
Once saved, the added information will look like this:  

 

There must be a reporter and an injured child before continuing to the next section. 
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     Section C – Injury Description:  

 

Next, you must complete the questions about the injury. Several of the questions have the option 

to select multiple answers. You should select all that apply to the injury. 

 

 
 
​
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Please note, if you select “Other,” you will be prompted to enter additional information.  

 

 

 

     Section D – Equipment Involved:   

 

On the next page, you must describe the equipment involved in the incident. 
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     Section E – Treatment and Medical Outcome:   

 

Next, you’ll need to report what action was taken after the injury. If you are aware of any other 

medical information related to the injury, you should also report that. You can update this section 

within 10 days of submitting the form initially, and you will see how to do that in a later step. 

 

 

 

 

 

 

 

 

 

 

     Section E – Summary Page and Form Submission:   
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​
Next, you will see a summary of the data you entered. Be sure to review it for accuracy.  If any 

information needs to be updated, click on the “Edit” icon in the section.  You will then be directed 

back to that section to make the necessary edits. 

 

 

​
At the bottom of this section, there is a “Submit” button. Click on this button to submit your form 

to the Department of Early Childhood.  

 

 

Once you click on “Submit” you will receive an email with a copy of the report.  
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     Other Helpful Tips for Navigating the Injury Form   

 

The navigation bar on the left side of your screen allows 

you to view your progress and navigate through the form 

once a section is complete.   

 

You also have the option to delete the form in case you 

entered the injury mistakenly. 

 

Each page also has a “Previous” button and a “Next” 

button which you can use to navigate through the form.  

 

Please keep in mind that you won't be able to move on 

to the next section until you have finished filling out 

the current section. 

 

​
 

     Returning to an Incomplete Injury Form   

 

If you started filling out an injury form but didn't finish, you can come back later to complete it.  

 

If you start filling out an injury form but don't finish it by 4 pm, you'll get an email letting you know 

it's incomplete. The email will have a link to the form. You'll need to log in to the Provider Hub to 

access it. 

 

You can also find the incomplete form by going to the Licensing Form History section under the 

Licensing Tile in the hub. To do this, log in to the Provider Hub and click on the word "Licensing" on 

the Licensing tile. 
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This will bring you to the licensing section in the Provider Hub.  

 

 

You can also navigate to the Licensing Form History from this section. Scroll down to see previously 

submitted or incomplete forms. 

Incomplete forms will have a “View” link next to the form. To finish completing your form, click on 

“View.”  

 

 

This will open the form for the user to complete and submit.  
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     Adding Medical Outcome Information    

 

You can add additional medical outcome information once the form is subnitted. This can only be 

done within ten (10) days of submitting the form and can only be completed one time. If ten (10) 

days have passed, the link will not open. 

To add a medical outcome, locate the form in the Licensing History Form section and click on “Add 

Medical Outcome.” Each form is assigned an injury number for reference. This can be used to 

locate the correct injury.  

 

The link will direct you to Section A: Treatment and Medical Outcomes 

 

Scroll down to add the additional medical outcome information related to the injury.  

Complete the information and select the “Next” button.  
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You will then see the summary page with the old and added information. Click on the “Submit” 

button at the bottom of the page to submit the additional medical outcome information.  

 

 

 

This concludes the guide for the online injury form in the Provider Hub.  If you have any questions, 

you may reach out to your licensing specialist.  

 

 

COLORADO DEPARTMENT OF EARLY CHILDHOOD 

cdec.colorado.gov | 1.800.799.5876​
Updated May 2023 

14 


	     Overview 
	     Accessing the Injury Form   
	     Getting Started  
	     Acknowledgement  
	     Section A: Injury Report Information   
	     Section B- Reporting Party/Child Information   
	     Section C – Injury Description:   
	     Section D – Equipment Involved:   
	     Section E – Treatment and Medical Outcome:   
	     Section E – Summary Page and Form Submission:   
	     Other Helpful Tips for Navigating the Injury Form   
	     Returning to an Incomplete Injury Form   
	     Adding Medical Outcome Information    

