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This quick guide is intended to assist Incident Management System
Provider Portal users in completing a Follow Up after initial submission
of an Incident Report.



After submitting and Incident Report, once
ready for next actions it will populate in the
‘Submitted Incident Reports’ table
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Select ‘View’ to access a submitted Incident

Report




O Some fields have been locked and can not be edited at this time. If you are looking to edit/update a field that has been locked, please reach out to DDS staff. Thank you

Finalize Submission

Related Actions
© Submitter Information Select ‘Submit a Follow-Up action’ to be able

to complete a follow up record
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Navigate to the ‘Related Actions’ tab of
submitted Incident Reports




Complete the follow up record with the
necessary information

Mew Follow Up: HCBS Provider Follow Up

Information

Follow Up Name Record Type
HCRS Provider Fellow Up

Incident Report * Dt of Folbow- Up Visit
IR-DD0SET Ti2412023

" Who conducted the follow up? * Motes/Actions taken during Foflow-Up

Monkey Wrench Increased available statf

* Was thovo a change of HOBS Providor? HCES Provided it ditteront from Roport

No

Did todlow-up visit resolve the issua? " Fodlow up Status

Complete
Save the record so DDS staff can take the
HCBS Provider Provider Statf Assigned next actions
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