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ESO Pro™  

            
 

Logging In  
 
To log in to our web-based application, go to https://www.esosuite.net/EsoSuite, enter 
your Username, Password, and Agency Code, then click Login.  
 
Be sure to keep your login information in a safe place. 
 
If you forget your password, please use the Forgot your password? link and a temporary 
one will be sent to the email address listed in your ESO personnel profile. 
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Home Page  
  
The ESO Solutions home page is a portal to all ESO applications. It also houses alerts, 
a calendar, weather pane, and the messaging component of the system. 
   
The navigation panel on the far left side of the page allows you to navigate to all ESO 
applications such as the Electronic Patient Care Record, Fire, RMS, Quality 
Management, and Administrative Console. 
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Alerts  
  
This Alerts area shows you which records need attention.  
  

·  Sent – indicates that you have sent a response and are awaiting another 
message (Only the QM Admin will see sent messages in the alert screen) 

 
 

 
 
 
 

System Messages  
  
The System Messages section is an area where broad-scale system communications 
from ESO developers and company administrators regarding software enhancements, 
upgrades, and the like can be disseminated. 
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ePCR Landing Page   
            
          
To go to the ESO Pro™ ePCR Suite landing page, click on the Electronic Patient Care 
Record (ePCR) link in the Navigation Panel. 
 
  

 
 
 
Incident List  
 
The Incident List contains a list of the last 50 incidents (either in locked or draft status). 
The sort order defaults to draft status calls listed first. 
  
Incidents are presorted by date and time. You can change the way incidents are sorted 
by clicking on any of the column headings such as Status, Patient Name, etc. 
  
When an incident is created or selected so that the Incident Detail screen is displayed, 
you can return to the Main menu by clicking the HOME button (usually the button 
farthest to the left in the upper tool bar on each page). The LOGOUT button on the far 
right of each page can be used to log out of the system from any page at any time. 
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Adding an Incident 
  
To add an incident: 
 

1. Click the ADD button in the lower tool bar. 
2. The Incident Detail screen will appear, allowing you to enter incident information. 

 

 
 
 
 
Importing CAD Data 
 
If the Computer-Assisted Dispatch (CAD) interface is active: 
 

1. Click the CAD button to see a list of any incidents that are available for import. 
2. Selecting an incident will automatically open up a new incident detail and pre-fill 

any consistent fields.  
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Editing an Incident 
  
An incident can be viewed (or edited) by clicking on its Incident Number. The Incident 
Detail screen will appear. 
  
Note: Any incident can be viewed, but an incident can be edited only while it is in draft 
status. Clinical information within the ePCR cannot be edited when incidents are in 
locked status. Administrators have the ability to view any calls on the incident list, but 
only the creator of an incident can edit clinical information. 
  
 
Unlocking an Incident 
 
To change the status of an incident from locked to draft status: 
 

1. Select the incident. 
2. Click the DRAFT STATUS button.  
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Deleting an Incident  
  
To delete an incident: 
 

1. Highlight the desired incident by clicking the row of the incident you wish to 
delete. 

2. Click “Delete” on the far right action button beneath the incident list.  
 
Note that only individuals with “delete” authorization will be able to delete incidents.  
 

 
 
 
Printing an Incident 
 
To print an incident: 
 

1. Highlight the desired incident. 
2. Click the PRINT action button beneath the incident list.  
3. Choose the type of report you wish to print. 
4. Select PRINT. 
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Faxing an Incident 
  
To fax a record: 
 

1. Highlight the desired incident. 
2. Click the FAX action button beneath the incident list.  
3. The Patient Care Record (PCR) will be faxed to the hospital listed as the 

destination location in the report. The fax number must be set up prior to the fax 
button being active (see the Administrative section for instructions on how to set 
up hospital fax numbers). 

 
 

 
  
 
Emailing an Incident 
  
To email a record: 
 

1. Highlight the desired incident. 
2. Click the EMAIL action button beneath the incident list.  
3. The Patient Care Record (PCR) will be emailed to the hospital listed as the 

destination location in the report. The email address must be set up prior to the 
email button being active (see the Administrative section for instructions on how 
to set up hospital email addresses). 
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Attaching Files to an Incident 
   
To attach files to an incident: 
 

1. Select the desired incident. 
2. Click the UPLOAD FILES action button beneath the incident list. 
 

 

 
 
 

3. Use the Browse button to locate the file you would like to attach.  
4. Once the file is selected, add a description if desired. 
5. Click the "Upload" button. Once saved, the file name will be shown under "File 

Name."  
 
You can view the file by clicking the file name. Multiple files can be attached to an 
incident. 
 
When you are done attaching file(s) to the incident, click the "Close" button to be 
returned to the Incident List. 
 

Searching for Incidents 

To search for specific incidents: 
 

1. Use the fields in the Search section to enter the data you are searching for. 
2. Click the SEARCH button at the top of the page.  

 
The Incident List will show a list of your search results. Entering data in multiple fields 
can help narrow the search.  To clear all of the Search fields, click the CLEAR button. 
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Inside an ePCR  
             
 

ePCR Navigation Bar 
 
From left to right, these are the buttons at the top of the page: 
 

·  Within an incident, the HOME button brings you back to the ePCR landing page. 
·  The arrow on each side of the patient name will take you back and forth between 

patients if you are documenting a report for more than one patient on a scene.  
·  The arrow beside the name is also a drop-down list that contains patient names 

for that particular run.  
·  The “+” symbol allows you to add a patient to a particular run.  
·  The “x” symbol allows you to delete a patient added that is not needed.  
·  The CHECK symbol takes you to the validation process for the report. 
·  The LOCK symbol locks the report, indicating that all documentation is complete. 
·  The PRINT button allows you to print the incident and attachments associated 

with the incident you are currently editing. 
·  The LOGOUT button will log you out to the login screen at any time. 

 
 

 
 
 
Beneath the patient navigation are tabs used to navigate between ePCR sections.  
These tabs are covered in detail in the following sections of this guide. 

 
·  Incident 
·  Patient Info 
·  Vital Signs 
·  Flow Chart 
·  Assessment 
·  Narrative 
·  Specialty Patient 
·  Billing 
·  Studies (depending on your agency) 
·  Signatures 
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Incident Details           
 
The Incident Detail screen provides access to the fields that relate to general incident 
information. Fields do not need to be completed in a particular order, and not every field 
needs to be completed in order to move to other screens. 
  
Incident Information 
  
To enter an incident location, fill in the appropriate fields.  
 

1. Start by selecting a location type. 
2. Then complete the additional fields.  

 
 
Zip Code Look-up 
 
If you enter the zip code, then click on the magnifying glass next to the zip code field, the 
City, County and State of the incident location will auto-fill. (Likewise, a reverse lookup 
can be used to help find a zip code when a city is selected.) 
 
 

 
 
  
Common Locations 
  
Common incident locations were entered into the software as part of your new company 
setup process. To take advantage of these common locations: 
 

1. Select a Location Type. 
2. A list of common incident locations of that location type will populate the drop-

down list under Location Name.  
3. Choose the appropriate Location Name from the drop-down menu, and the 

incident address will auto-populate the correct fields. 
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Common destination types are built into the system to improve data accuracy and 
increase user input efficiency. Select "Other Location" if the destination you desire is not 
in the drop-down list. Use the zip code lookup or city lookup features to assist with data 
input (see the Zip Code Look-up section above for details). 
 
When using the common locations feature, the Location Address cannot be modified. If 
an address has changed or is incorrect, choose “Other Location” and enter the correct 
address. Report the incorrect information to your administrator so that it can be 
corrected in the administration section. Refer to the Administration Section for 
instructions on how to modify or add common incident locations to your company 
configuration. 
  
 
Personnel 
 
Add personnel by clicking the ADD button on the bottom left. 
 
 

 
 
 
The LEAD position is the person responsible for writing the patient care report for that 
particular call. Select the appropriate crew members and select ADD SELECTED. 
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Select FIRST RESPONDER/OTHER to document first responders on scene. 
 
 
Disposition/Destination 
 
Use this section to document where, how, and why a patient was transported. Many 
destination locations (hospital ERs, for example) are pre-built into the system; if the 
location where you are transporting the patient is one of these, its address will auto-
populate when the destination location is chosen. Click the magnifying glass to use zip 
codes and city look-up tools. 
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Incident Times  
  
To add incident times: 
 

1. Tab and type through each time field, or use the pull-out screen on the right.  
2. The date field will default to the date when the incident was initiated. 

 

 
 
 

3. Select the call time you wish to capture (Call Received, Dispatched, etc.) from 
the list on the left and then enter the time when the event occurred. 

 
 

 
 
 

4. To track delays in response times, choose "Delayed Response." Then select the 
appropriate reason for the delay from the menu on the left. 
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Mileage  
  
The "At Scene" and "At Destination" fields are required if you select a transport option 
for the disposition. The loaded miles will auto-fill based on the numbers you enter in the 
fields. 
  
"Start" and "End" mileage can be used to track the total vehicle mileage from dispatch to 
completion. These are non-mandatory fields and will auto-populate the Total.  
 

 
 
 
To slide the bar back, select the Mileage tab. 
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Additional Agencies 
 
Use the section at the bottom of the incident detail page to document any other 
responding agencies that were on scene. 
 

 
  



 
 

 
 

18 

Patient Info           
  
To enter patient information, fill out each field. 
  

·  Clicking the “INTERNATIONAL” box will bring up additional fields in order to 
accommodate a full, international address.  

·  Clicking the ESTIMATE box will allow you to input a number estimate in the AGE 
box without documenting a full birth date. When you enter a date of birth, the 
system will auto-calculate age.  

·  Weight in pounds will convert to kilograms and vice versa. 
·  Click the "Copy Address" box to auto-populate the patient address with the 

current incident address.  
·  Reminder – you can use the zip code and city look-ups via the magnifying glass 

to facilitate city, state, and county population. 
 
 

 
 
 
The patient’s name will be displayed at the top of the screen. 
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Patient Look Up 
  
If you think a patient was transported by your organization on a previous occasion, you 
can look up the patient: 
 

1. Enter the patient’s last name, date of birth, and/or social security number (you 
must enter two of these three types of patient demographics). 

2. Click on the magnifying glass next to the Social Security # field. 
  
 

 
 

  
3. After clicking on the look-up, a prompt will ask if you want to use this patient data.  
4. If you click the “Yes” button, the Patient Data fields as well as any previously 

entered medications/allergies, medical history, and/or billing information will auto-
fill. If a patient has been seen multiple times, the information provided will be 
from the most recent patient encounter. All data is editable. 

 
 

 
  
  
 
Adding an Additional Patient 
  
To document an additional patient on a call, click the “+” button. The fields will clear so 
that you may enter the new patient information. 
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After entering new information and switching tabs, note that the additional patient name 
has been added to the upper tool bar.  
 
Click the left arrow to select any previous patients who were documented on the call, or 
click the right arrow to move to the next patient on the call.  
 
 

 
 
 
You can also select the arrow next to the patient’s name to open a drop-down list that 
will display the names of all patients on the call you are documenting. A new patient may 
be added from any page within the PCR. 
 
 

 
 
 
Adding Medical History/Allergies/Medications 
  
To add Medical History/Allergies/Meds: 
 

1. Select the ADD button.   
 
 

 
  
 

2. Click the button that corresponds with the data you wish to enter (Medical 
History/ Allergies/Meds). 

3. Select the appropriate medication, allergy, or history from the list on the right 
(you may select as many items as you wish).  

4. Click ADD SELECTED on the bottom right when your list is complete. 
5. To delete an item from your list, click the red “x” to the right of the item.  
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Documenting Personal Items 
  
From the Patient Information screen, you can easily log any patient personal belongings 
that change hands during an incident: 
 

1. Select the item(s) you wish to track by selecting the ADD BUTTON.  
2. Select the item(s) handled by checking the box(es) on the left hand column; 

select "Other" if the item you wish to track is not already listed.  
3. When you are finished, select the ADD SELECTED button. 
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4. Enter to whom each personal item was given in the "Given To" field. 
5. Add any other pertinent notes in the comments area.  
6. The list is now viewable in the personal items information box. 
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Vital Signs  
 
To add vital signs: 
 

1. Enter the time the vital signs were taken using a 24-hr hhmm format 
(hoursminutes, no colon). 

2. Modify the date as necessary (the date will default to the call received date, and 
the time will default to the current time).  

3. Tab and type through to enter data, or click the box in the upper right of each 
section to open a big button view for ease of data entry. 

 
 

 
 
 
Trauma Scoring 
 
To enter trauma scores or a pain scale: 
 

1. Select the PAIN SCALE “jet-out” screen on the right.  
2. Select the A, V, P, or U and the LEFT/RIGHT (blood pressure taken in which 

arm) and the patient position tabs at the top of the page to enter the appropriate 
information. 
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The numerical and the Wong-Baker pain scales are helpful tools for determining and 
documenting pain levels. Select the number or the face the patient selects in order to 
describe his/her pain. 
 
 

 
 
  
The software will auto-calculate the Revised Trauma Score based on the GCS, BP, and 
RR. 
  
Note: Edited vital signs will be sorted to show the most recent vital signs on the first line. 

 

 

 

 

 
 



 
 

 
 

25 

Flowchart 
 
 Select a treatment category from the bottom of the screen. 
  

 
  
  
The appropriate fields will open based on the category you select. 
 
 

 
 
 
 
 
 
 
 



 
 

 
 

26 

For example, select the AIRWAY category, then select Oxygen. Continue to populate all 
appropriate data, including any drop-down lists. 
 
 

 
   
 
 
The arrow in the top right corner of each screen will take you back to the previous 
screen. 
 
 

 
 
 
A completed data grid will look like this:   
 

 
 
 
Select the red “x” on the far right of the data grid to delete a specific intervention. 
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Documenting First Responder Aid 
 
Document any First Responder aid by choosing “Treatments PTA” at the top of the 
Flowchart page. 

 
 

 
 
  
Then select the appropriate category and intervention. 
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Assessment 
 
There are two assessment options in the assessment page: Initial and Ongoing. Enter 
the time of your assessment at the bottom of the page. 
 
 

 
 
 
Select the Assessment Details jet-out screen on the far right of the data grid to display a 
quick assessment screen. 
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This view can be used to quickly indicate that there were no abnormalities to body areas, 
or that certain areas were not assessed. 
 
 

 
 
 
To assess a body area in more detail, select that area and add details as appropriate. If 
you would like a big button view, either select the box next to the body area or select the 
body area directly from the data grid. 
 
Choose the affected body area on the left and then indicate pertinent positive or 
negative findings by selecting the + or – next to the affected area. 
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Anatomical Man 

To indicate traumatic injuries, select the body in the upper right corner in order to display 
an anatomical figure. 
 
 

 
 
 
Select the type of injury on the left and then place the injury on the affected part of the 
body. Use the zoom feature to focus on more detailed parts of the body.  
 
You may rotate the body to show six different views. You also may modify the figure to 
represent a male, female, child, or infant by selecting the appropriate figure from the 
options on the right. 
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Edit any injury selection(s) you have made by selecting “Edit” and then clicking “Delete.” 
 
 

 
 

 
Note that all injuries placed on the body will be displayed in the data grid. 
 
Also note that you may type additional comments directly into the comments section. 
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Narrative  
 
In addition to a written narrative, each PCR is required to have a Primary Impression and 
one set of Supporting Signs and Symptoms for each treated and/or transported patient. 
 
Use the chief and secondary complaint boxes to document any patient quote(s). 
 
You should complete injury details for each trauma patient. The primary details you 
choose will determine what other injury details become available. 
 
 

 
 
 
The narrative section can be used to document subjective information or objective data 
that isn’t already recorded in another area of the report.  
 
 

 
 
 
The appended narrative can be utilized to add clinical information to a previously locked 
call. This section can be accessed while the call is in locked status to add any clinical 
data that is pertinent but was left out of documentation (for example, failure to document 
oxygen administration to an intubated patient).  
 
Make the comments in the APPENDED NARRATIVE box and click UPDATE to add 
them to the record. The record will include the name of the provider making the 
comments, the date/time the comments were made, and what specific comments were 
made. 
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Specialty Patient          
 
Select the specific situation you wish to document. 
 
 

 
 
 
Burns  
 
To document burns: 
 

1. Select the type of burn from the input list, and place it on the corresponding body 
part.  

2. The burn percentage will be figured based on the placement.  
3. Remember that you can select the adult male or female, child or infant, and 

anterior or posterior view by selecting the desired diagram on the right. 
4. To delete one of your entries, choose Edit next to the selection from the Input list 

that you wish to modify. Choose the appropriate area of the body and select 
“Delete.” 
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OB 
 
To document OB: 
 

1. Fill in the appropriate fields.  
2. Select any High Risk factors in the top right section of this page.  
3. Record labor and delivery details in the bottom two sections of the page.  

 

 
 
 

4. Access the APGAR scoring next to the High Risk Pregnancy options. Enter the 
values for each element you evaluated at one and five minutes. The score will be 
calculated for you.  

5. To return to the OB home page, click the yellow APGAR tab on the left of the 
sliding page with the arrow at the top. 
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Motor Vehicle Collision  
 
To document MVC details:  
 

1. Document each section as completely as possible.  
2. To access the Damage Location and Airbag screens, click on the appropriate 

tabs on the far right of the screen.  
 
 

 
 
 
Damage Location 
 
To return to the previous screen, click the white arrow on the yellow tab. 
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Billing            
 
To enter patient billing data: 
 

1. Enter complete data for each field. 
2. If the patient does not have insurance or you are not able to obtain insurance 

information, click on the appropriate box at the top of the demographics section.  
3. For faster data entry, remember to use your look-up tools and copy address 

button when appropriate.  
4. Enter Next of Kin data by filling in the appropriate blanks using the drop-down 

list, free-text fields, and look-up tools. 
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Consumables 
 
To enter supplies you use on a call, use in the consumables section at the bottom of the 
Billing page: 
 

1. Select the ADD button. 
2. Choose the type and quantity of items used by placing a check mark next to the 

item, then using the “+” or “-“ symbols to increase or decrease the quantity.  
3. You can also search for a specific consumable on the list by selecting the first 

letter of the item you wish to find. 
 

 
 
 

4. When your list is complete, select ADD CONSUMABLES.  
5. You can delete an item by clicking the red “x” next to the item you wish to delete. 
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Transfer and Medical Necessity 
 
When documenting the reason for a hospital to hospital transfer, complete the 
appropriate fields as seen in the screenshot below: 
 

 
 
 
To fill in Medical Necessity details, select the appropriate button and use the free text 
field to enter information. You may select multiple boxes as needed. 
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Signatures (Read-only View of Mobile)  
 
The Web application offers strictly a read-only view of what was completed on the 
mobile. Navigate through the sections on the left to view the signatures that were 
obtained on a call. 
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Data Validation  
             
 
Click the check button to begin the validation process. 
 

 
 
The validation process reviews the report and alerts the writer of any missing or deficient 
data. If there is data missing in a particular section, you will see the word “Missing” in 
that section. Click on the section, and you will be navigated to the field in which you 
need to add or modify data. 
 
 

 
 
 
If there is no missing data, you will see the message below and can finish locking the 
report. 
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Locking 
 
When the PCR is complete, select the LOCK button to close your report. This will 
indicate that your call is complete. After your report is locked, no more clinical 
information can be added directly into the ePCR.  
 
 

 
 
 
Select OK to complete the lock process. 
 
 

 
 
 

 


