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Section 1

Steps for completing the 

Individual Casualty Report Module 

DCIPS (FWD)

1. Open DCIPS (FWD) and select the Individual Casualty Data button. 

2. Select New button, located mid-way on the screen, just above the Casualty Report box. The General tab will now be available. 

3. Select Report Type (Initial Report, Supplemental Report, Progress Report, Status Change). 

4. Enter Casualty Type (Hostile or Nonhostile). Type "H" for Hostile, "N" for Nonhostile, or select from the drop-down list. 

5. Select Casualty Status. Choices are available from the drop-down list. 

6. Enter the Report Number for this casualty. EACH CASUALTY REPORT MUST BE ASSIGNED A SEPARATE CASUALTY REPORT NUMBER. 

7. Select the Category (MILITARY, CIVILIAN…) from the drop-down list. 

8. Enter the SSN of the casualty. 

9. Enter the Last Name of the casualty. 

10. Enter the First Name of the casualty. 

11. Enter the Middle Name of the casualty (if known). 

12. Enter the Suffix (Sr., Jr., II, III…) for the casualty’s Last Name, if applicable. 

13. Select the Personal Tab, located at the top of the page. 

14. Select the casualty’s Race (if known) from the drop-down list. 

15. Enter the casualty’s DOB (Date of Birth in the format YYYY/MM/DD). 

16. Enter the Birth City of the casualty (if known). 

17. Select the Birth State of the casualty from the drop-down list (if the individual was born in the US). 

18. Select the Birth Country of the casualty from the drop-down list (if the individual was not born in the US). 

19. Select the casualty’s Rank from the drop-down list. 

20. Select the Pay Level of the casualty from the drop-down list. 

21. Select the casualty’s branch of Service from the drop-down list. 

22. Select the casualty’s Component from the drop-down list. 

23. Enter the casualty’s Unit of assignment. 

24. Enter the casualty’s UIC/PAS. 

25. Enter the casualty’s Offier MOS/AFSC if '0 - Commissioned Officer' was selected for MPC . 

26. Enter the casualty’s Warrant MOS/AFSC if 'W - Warrant Officer' was selected for MPC. 

27. Enter the casualty’s Enlisted MOS/AFSC if 'E - Enlisted' was selected for MPC. 

28. Enter the casualty’s Ret/Sep Date (YYYY/MM/DD) if either 'E - RETIRED' or 'Y - RETIRED/WITHIN 1 YEAR', or 'Y - RETIRED/WITHIN 120 DAYS' was selected for casualty's CATEGORY. 

29. Enter the casualty’s TDRL/PDRL if either 'E - RETIRED' or 'Y - RETIRED/WITHIN 1 YEAR', or 'Y - RETIRED/WITHIN 120 DAYS' was selected for casualty's CATEGORY. 

30. Enter the casualty’s TDRL/PDRL Date (YYYY/MM/DD) if either 'E - RETIRED' or 'Y - RETIRED/WITHIN 1 YEAR', or 'Y - RETIRED/WITHIN 120 DAYS' was selected for casualty's CATEGORY. 

31. Make the appropriate selection from the drop-down list of Died in Medical Facility, or enter D for 'D - Died outside A Medical Treatment Facility' or enter M for 'M - Died in A Medical Treatment Facility'. 

32. Make the appropriate selection from the drop-down list of Continuously Hospitalized, or enter C for 'C - CONTINUOUSLY HOSPITALIZED' if the casualty was continuously hospitalized prior to death or enter N 'N - NOT CONTINUOUSLY HOSPITALIZED' if the casualty was not continuously hospitalized prior to death (if known) and casualty's Category was selected 'Y - RETIRED/WITHIN 1 YEAR'. 

33. Enter the casualty’s Home of Record/City (if known). 

34. Select the Home of Record/State of the casualty from the drop-down list (if the Home of Record is in the US). 

35. Select the Home of Record/Country of the casualty from the drop-down list (if the Home of Record is not in the US). 

36. Select the casualty's Civilian Pay from the drop-down list. 

37. Enter the casualty's Employer (if known). 

38. Enter the date (YYYY/MM/DD) the DD Form 93 was completed (if known). 

39. Enter the DD93/RED ((YYYY/MM/DD) if applicable). 

40. Enter Review Date (YYYY/MM/DD). 

41. Save the record by selecting the Save button. 

42. Select the Sponsor/CAO tab, located at the top of the screen. 

43. Items 16- 20 are only used in the case of dependent deaths. If the casualty is a dependent, then the information completed in these blocks will pertain to the sponsor. In all other cases, this area will be grayed out and will not be accessible by the user. 

44. Select the Incident tab, located at the top of the page. 

45. If a vehicle was involved, select from the drop-down list, the Vehicular Involvement category of vehicle (Aircraft, Ground Vehicle, None…). 

46. If a vehicle was involved, select from the drop-down list the Vehicle Type (Automobile, Truck, Helicopter…). 

47. If a vehicle was involved, select from the drop-down list the Vehicle's Owner (US Government, Commercial, Other, Unknown…). 

48. If a vehicle was involved, select from the drop-down list the casualty’s' Position in Vehicle. 

49. Select from the drop-down list, the casualty’s Duty Status. 

50. Enter the From date (YYYY/MM/DD) and To date (YYYY/MM/DD) of the duty status, if applicable. 

51. Enter the Incident Date/Time (YYYY/MM/DD, use 24-hour clock for Time) when the incident occurred. 

52. Enter the Incident City where the incident occurred. 

53. Select the State from the drop-down list in the Incident State (if the incident occurred in the US). 

54. Select the Country from the drop-down list in the Incident Country (if the incident occurred not in the US). 

55. Enter the Activity. 

56. Enter the Circumstances surrounding the incident. 

57. Select Forces from the drop-down list in the Inflicting Force (Allied Forces, US Forces, Enemy Forces, Unknown…). 

58. Enter a Diagnosis. 

59. Enter the Hospital Name where the casualty stayed. 

60. Enter the Hospital City where a Hospital locate. 

61. Select the Hospital State from the drop-down list (if the Hospital locate in the US). 

62. Select the Hospital Country from the drop-down list (if the Hospital locate not in the US). 

63. Enter the Hospital's Mailing Address. 

64. Select the Hospital's Mailing Address/State from the drop-down list (if the Hospital locate in the US). 

65. Select the Hospital's Mailing Address/Country from the drop-down list (if the Hospital locate not in the US). 

66. Enter the Hospital's Mailing Address/Zip. 

67. Select the casualty’s Prognosis from the drop-down list, if applicable. 

68. Enter the casualty’s PEBD (Pay Entry Basic Date (YYYY/MM/DD)). 

69. Enter the casualty's BASD (Basic Active Service Date (YYYY/MM/DD)). 

70. Select the casualty’s Religion from the drop-down list. 

71. Select "Yes", "No" or "Unknown" for Received Religious Ministrations. 

72. Save the record by selecting the Save button. 

73. Select the INCIDENT (cont) Tab, located at the top of the screen. 

74. Select the awards from the drop-down list of available awards in Select Award, or type the award in a space available on the right side. 

75. Select "Yes" or "NO" for Training/Duty Related. 

76. Enter the Date Recommended for Promotion (YYYY/MM/DD (if applicable)). 

77. Select the Rank Recommended from the drop-down list (if applicable). 

78. Select the casualty’s Highest Rank Held from the drop-down list. 

79. Enter date From (YYYY/MM/DD) and date To (YYYY/MM/DD) for the Higher Rank Held (if applicable). 

80. Enter the date in SGLI Date (YYYY/MM/DD) form was signed or updated by the casualty. 

81. Select the appropriate selection for Death Gratuity from the drop-down list. 

82. Select "Yes" or "No" (as appropriate) for the Investigation Required. 

83. Enter the Date/Time of Death (YYYY/MM/DD, (use 24-hour clock)) (if applicable). 

84. Enter the name of the Hospital Died in that the casualty died in (if applicable). 

85. Enter the name of the City of Death where the casualty died. 

86. Select the State of Death from the drop-down list (if the casualty died in US). 

87. Select the Country of Death from the drop-down list (if the casualty died not in US). 

88. Enter the Cause of Death. 

89. Select as appropriate in Body Recovered. 

90. Enter Remarks as appropriate. 

91. Save the record by selecting the Save button. 

92. Click on the NOK tab to enter NOK's information. 

93. Click on the New button to create a new NOK record. 

94. Click on Save to save the record. 

95. To retrieve NOK information from another Casualty in the database, click on the Retrieve button. 

96. Another window will show up, to allow user to select the SSN of the source Casualty record. If there are more than one record with the same SSN, user have to select the Report number. Then click the Retrieve button. 

97. All the NOK information from the source casualty record will be brought over and saved with the current casualty record. If the source casualty does not have any NOK record, the system will put up a message box. 

98. To edit any particular casualty record, just click on the record in the NOK Listing, and all the information associated with the record will be populated in the NOK info area. 

99. Click on the Save button to save changes. 

100. Click on Close button to close the NOK data entry form. 

 

Section 2

Steps for completing the

Multiple Casualty Report Module 

DCIPS (FWD)

1. Open DCIPS (FWD) and select the Multiple Casualty Incident Data button. 

2. Select New button, located on the top of the screen. Incident Data tab will now be available. 

3. Select Report Type (Initial Report, Supplemental Report, Progress Report, Status Change.) 

4. Enter the Mass Casualty Code. The Mass Casualty code is developed by the user for a specific multiple casualty incident (incident name.) 

5. Select Casualty Type (Hostile or Nonhostile) from the drop-down list. 

6. Select Casualty Status from the drop-down list if all casualties have the same status. If all casualties involved in the incident do not have the same status, leave this item blank and the information can be completed during the creation of the individual casualty file. 

7. Select the casualty's Category (MILITARY, CIVILIAN…). 

8. Select the casualty's Branch of Service (United States Army, United States Navy…). 

9. Select the casualty's Component (Regular, Reserve, National Guard…). 

10. If all casualties are from the same unit, enter that unit in Unit/UIC/PAS. If all casualties involved in the incident do not have the same status, leave this item blank and the information can be completed during the creation of the individual casualty file. 

11. If a vehicle was involved, select the category of vehicle in Involvement from the drop-down list (Aircraft, Ground Vehicle, None…). 

12. If a vehicle was involved, select the type of vehicle in Type/Supp from the drop-down list (Automobile, Truck, Helicopter…). 

13. If a vehicle was involved, select the Owner of the vehicle from the drop-down list (US Government, Commercial, Unknown…). 

14. If a vehicle was involved, select the occupants' Position in the vehicle from the drop-down list. ONLY ENTER THIS INFORMATION IF ALL CASUALTYS INVOLVED WERE IN IDENTICAL POSTIONS WITHIN THE VEHICLE. 

15. Enter the Date/Time (YYYY/MM/DD, (use 24-hour clock)) when the incident occurred. 

16. Enter the City where the incident occurred. 

17. Select the State from the drop-down list where the incident occurred (if it occurred in US). 

18. Select the Country from the drop-down list where the incident occurred (if it occurred not in US). 

19. Save the record by selecting the Save button. 

20. Select Incident Data (cont) tab (located just above the report type field). 

21. Enter the Circumstances surrounding the incident. 

22. Select the Inflicting Force information from the drop-down list (Allied Forces (Amigo), U.S. Forces (Buddy), Enemy Forces, Unknown). 

23. Enter the Date/Time of Death (YYYY/MM/DD, (use 24-hour clock)) (ONLY IF APPLICABLE TO ALL CASUALTIES INVOLVED IN THE MULTIPLE CASUALTY INCIDENT). 

24. Enter the Cause of Death. 

25. Enter Remarks as appropriate for all casualties involved in the incident. 

26. Save the record by pressing the Save button. 

27. Select Individual Listing tab.(buttons in this tab will be 'Enabled' ONLY after casualty information is saved.) 

28. Select the New (Hasty) or New (Full) button (located within the Individual Listing tab, not at the top of the screen). 

29. If New (Hasty) button was clicked, refers toSection 3 Hasty Casualty Report Module for detailed instruction. 

30. If New (Full) button was clicked, refers to the Section 1 Individual Casualty Report Module for detailed instruction. 

31. Save the record by selecting the Save button. 

32. Close the record.

Section 3

Steps for completing the 

Hasty (Abbreviated) Casualty Report Module 

DCIPS (FWD)

1. Open DCIPS (FWD) and select the Hasty (Abbreviated) Report button. 

2. Enter Casualty Type (Hostile or Nonhostile). Type "H" for Hostile, "N" for Nonhostile, or select from the drop-down menu. 

3. Select Casualty Status. Choices are available from the drop-down list. 

4. Enter the Report Number for this casualty. EACH CASUALTY REPORT MUST BE ASSIGNED A SEPARATE CASUALTY REPORT NUMBER. 

5. Select the Casualty’s Category (MILITARY, CIVILIAN…) from the drop-down list. 

6. Enter the SSN of the casualty. 

7. Enter the Last Name of the casualty. 

8. Enter the First Name of the casualty. 

9. Enter the Middle Name of the casualty (if known). 

10. Enter the Suffix (Sr., Jr., II, III…) for the casualty’s Last Name, if applicable. 

11. Select the casualty’s Rank from the drop-down list. 

12. Select the casualty’s branch of Service from the drop-down list. 

13. Select the casualty’s Component (Regular, Civilian, National Guard…) from the drop-down list. 

14. Enter the Incident Date/Time (YYYY/MM/DD, use 24-hour clock for Time) when the incident occurred. 

15. Enter the Circumstances surrounding the incident. 

16. If the casualty is a hostile casualty, select the Inflicting Force (Allied Forces, US Forces, Enemy Forces, Unknown…) from the drop-down list. 

17. Save the record by selecting the Save button. 

18. By clicking the New button the form will reset all the data fileds. 

SECTION 4

Steps for the completing the Supplemental Casualty Module

DCIPS (FWD)

1. Open DCIPS (FWD) and select the Individual Casualty Data button. 

2. To select a casualty record, click on the record in the Main Listing. (The active row is highlited in dark blue.) 

3. Click on the Replicate button. 
4. Select Supplement Report as Report Type. 
5. Complete the Casualty Status field. 

6. Complete the Report Number field. 

7. Enter any new, changed or additional information not provided on the Initial Casualty Report. 

8. Save the file. 

9. Close the record.

 

SECTION 5

Steps for the completing the 

Progress Report Casualty Module

DCIPS (FWD)

1. Open DCIPS (FWD) and select the Individual Casualty Data button. 

2. To select a casualty record, click on the record in the Main Listing. (The active row is highlited in dark blue.) 

3. Click on the Replicate button. 
4. Select Progress Reportas Report Type. 
5. Click-on the Incident tab. 

6. Enter the progress report information in items 41 through 44. 

7. Save the file. 

8. Close the record.

 

SECTION 6

Steps for completing the 

Status Change Report Casualty Module

DCIPS (FWD)

1. Open DCIPS (FWD) and select the Individual Casualty Data button. 

2. To select a casualty record, click on the record in the Main Listing. (The active row is highlited in dark blue.) 

3. Click on the Replicate button. 

4. Select Status Change as Report Type. 

5. Enter the newCasualty Status field. 

6. Complete the Report Number field. 

7. Enter any other additional information 
8. Save the file. 

9. Close the record.

 

SECTION 7

Steps for completing the 

Import/Export Casualty Module

DCIPS (FWD)

Export Function:

1. Select casualty record from the Main Listing.(Selected record will have a 'X' on the first column and background will be in the color CYAN) 
2. Select the Export button. 

3. Save the file to the desired location by designating a file name. 

4. Export function is now complete.

Import Function:

1. Open DCIPS (FWD) and select the Individual Casualty Data button. 

2. Select casualty record from the Main Listing.(Selected record will have a 'X' on the first column and background will be in the color CYAN) 

3. Select the Import button. 

4. Locate the file and select Open. 

5. Import is now complete.

 

SECTION 8

Steps for Transmitting Casualty Reports completed in DCIPS (FWD) 

1. Select the desired report from the Main Listing.(Selected record will have a 'X' on the first column and background will be in the color CYAN)

  If email is available on the PC:(if the Email application is compatible with the application) 

a. Click-on Email (Outlook). 

b. An email message will be brought out, the report will automatically populated into the Message Body. 

c. Enter the appropriate email addressees to receive the report. 

d. Send the report. 

  If email is not available on the PC: 

a. Click-on Email Content. 
b. Select Save to File and designate a file name. 

c. Send the report from another computer by placing the file on a diskette or on a network drive. 

  If email application is not compatible with application: 

a. Click-on Email Content. 
b. Or Select Edit/Copy all on the Menu. 

c. Bring up the Email application on the PC and paste the content into the message body. 

SECTION 9

Steps for the Archive Maintenance Module 

DCIPS (FWD)

1. Open DCIPS (FWD) and select the Archive Maintenance button. 

2. The default display is of all closed, active cases. To display cases that have been previously archived, select the Archived Cases option from the Display Options. 

3. To Archive Closed/active records. Click on the Closed Cases option, then select the desired record(s) in the Archived Casualty Listing and then press the Archive button. 

4. To Un-Archive archived records. Click on Archived Cases option, then select the desired record(s) in the Archived Casualty Listing and then press the Un-Archive button. 

Press the Close button to exit the screen.

SECTION 10

Steps for the Database Administration Module 

DCIPS (FWD)

1. Open DCIPS (FWD) and select the Database Administration button. 

2. To select the default database, click on the Browse button in the Current Database section. Select the database that you want to use ("DCIPS_Forward.mdb") from the desired directory and then press the Save button. 

3. To update a drop-down list, go to Domain from the Look Up Codes section. Click the arrow button of DOMAIN and the list of codes will be displayed. Select a particular code and update the Description window on the right side, and press the Save button. To delete a code, select the code and press the Delete button. You can also add a new code value by clicking the New button. 

4. If a change to the database is required, the DCIPS Forward Support Team will provide a "Code Update" file. This is a file with a *.cdu extention and it will contain database update scripts. To implement this *.cdu file, press the Code Update button. You will be prompted to select the file you want to install. Press Open and the database will be updated with the changes. 

5. To back up the database, select the DB Backup menu option from the File menu. The user will be prompted to select where the backup will be written to (ie. to a floppy disk or on the local hard drive.) This function will essentially create a copy of the default database. This copy of the database can be used in case if the primary database becomes unusable. 

6. Press the Close button to exit the screen.

