
Submitting a Follow Up In the IMS 
Provider Portal

Quick Reference Guide 
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Quick Guide Contents

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.
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Select ‘View’ to access a submitted 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 ‘Submit a Follow-Up action’ to be able 
to complete a follow up record

Navigate to the ‘Related Actions’ tab of 
submitted Incident Reports 
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Complete the follow up record with the 
necessary information

Save the record so DDS staff can take the 
next actions
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