
There is very little setup by the submitting agency for the export to work, the main item is in Company 

setup, for Each agency submitting, you will need to add their ORI Number information 

Login, Agency Menu, Company Setup Menu, Find your/All submitting agencies 

On the top part simply enter the full agency ORI Number it must start with valid STATE CODE + 7 Digit 

Number.   Then click save. 

 

 

Ibrs Submission Report and File Creation 

Open the Incidents program and click on Reports, Ibrs Reports  

 

1st run the Ibrs Validation List for your data range 



 

 

Sample report showing incidents being considered.  If “valid” is yes in the last column it will be in the 

submission file.  If not it will show the error(s) for that report.  

 

 



Lookup that report and correct the error(s). 

Click Valid to see the same errors you see on the report. 

 

 

 

 

Once you see the message at the top IBRS Validation Passed you can move to the next report

 

Once the errors have been validated you will simply need to change the report style from List to “FILE” 

this will create the file to be uploaded to your state Repository  

 



 

 

 


