/5 pennsylvania

DEPARTMENT OF HEALTH

Q: How do you attach documents to the form?

A: Documents that are to be attached should be scanned to the submitter’s own computer files. Select
the “Browse” button on the PB-22 form next to the field relevant to the subject of the attachment (i.e.
witness written statement, signed accused statement etc.), locate the document to attach and select.
Next click on the “Attach” button. Once the document is attached, a “Delete” or “View” button appears.
Select “View” to see the document that you have attached. Use “Delete” to make any changes and re-
attach.

Tips:

-If there is an attached document, there may not be text entered in the text field next to the
attachment. If there is no attached document, text may be entered in the field.

- File names for attachments should be as short and concise as possible. Extremely long file
names are likely to cause problems in the attachment process.

- Do not use any numerals in the name that you give the file.

-Files to be attached can be no larger than 10 megabytes. Consequently, should you scan
numerous documents into a single file you want to attach, make sure that the file is less than
10 megabytes.

- Users sometimes receive error messages indicating “Invalid URL or invalid input.” When this
occurs, check the length of the file name. In the short history of the electronic PB22, we have
found that some users who received this error message were able to successfully attach the file
after changing the file format from Word to PDF or vice versa.



Q: How do you withdraw an event with a PB-22 attached?

A: If a facility is attempting to withdraw an ERS submitted event with an attached PB-22, the PB-22

should be cancelled before withdrawing the event. To cancel a PB-22, use the “X” icon H- located in
the PB-22 column. (See below)
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Q: Why are two PB-22’s showing for the same perpetrator? How are changes made to a PB-22 which
has been rejected?

A: When additional information or changes are needed to be added to PB-22 which was previously
submitted and rejected, use the “Edit” F icon, also located in the PB-22 column next to the identified
PB-22. If the “New PB-22" button is clicked, a new PB-22 will be created.
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Q: Once a facility has submitted a PB-22, how do they know the status of it?

A: The status of the PB-22 is indicated in the facility event list. The statuses are as follows:
Incomplete (PB-22 has been saved, but not transmitted); Submitted; Rejected; Resubmitted; and
Accepted. On the screenshot below, the second event listed shows a PB-22 form for each status.
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Q: Why is a fifth witness not able to be saved to the form?

A: The electronic version only provides entry fields for up to four (4) witnesses to be added. If there are
more than four (4), the additional witness information should be scanned and attached to the document
in the field next to “Attach File Containing All Required Witness Information”.

Q: What do you do if you receive an error message that prevents you from submitting a PB-227?

A: Make a screen shot of the error and send it to Brian Showalter in the DNCF Central office at
bshowalter@pa.gov.
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