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Incident Management (Non-APS)

Statewide Incident Management System (SIMS) maintains incident records for participants/victims/patients who are
served by Louisiana DHH.

Introduction This training introduces you to the basic functions of adding and maintaining
incident records for ICF/IID.

Importance Your confidence in using SIMS for processing, follow-up/investigation and
reporting workflows will increase as you develop proficiency in the software.

Overview To help the Louisiana Department of Health develop the necessary skills and

understanding to effectively use SIMS to perform the reporting workflowsin
a Critical Incident Reporting context.

Objectives e Log into and out of SIMS
e Change your password
e Successfully navigate the program
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e Understanding Ticklers, Dashboards, Workflow Wizards, Alerts, Forms,
Word Merges and Reports
e Following the steps in the guide, accurately enter an Incident record

Topics Topic Page
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Icons Used in this Manual

Icon Description

Tip
Tips provide generalrecommendations onhow to make it easier or more productive
to use SIMS.

Caution
The Cautioniconhighlights areas of note orconcern, wherefailure touse the system
properly may cause or exacerbate problems.

Note

Notesprovide additionalinformationofgeneralinterestaboutaspecificfunctionor
process of SIMS.

Example
Examples are provided to helpyou develop abetter understanding of the subject
area and how SIMS may be used in a specific scenario of relevance.

A QP |ls
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SIMS Basics

SIMS is a web-based system that is accessed from a Web browser, specifically Microsoft Edge and/or
Google Chrome. Yourworkstationwillbe configuredbeforeyou“golive”toallowthesystemandallits
functionality to operate properly. If you experience any problems during training or after “go live”,
pleasecoordinate with your System Administrator to evaluate the issue.

Enabling Pop-Up Windows

SIMS uses pop-up windows to display information to users. Itisimportant to allow these pop-ups tobhe
displayedonyourscreen.

To enable pop-up windows In Microsoft Edge, follow these steps:

Open Edge on your computer.

Go to Settings and more at the top of your browser.

Select Settings > Cookies and site permissions.
Under All permissions, select Pop-ups and redirects.
Turn on the Block (recommended) toggle.

A o o

To enable or configure pop-up blocking in Google Chrome, follow these steps:

Open Chrome on your computer.

Click the three dots in the upper-right corner to access the menu, then select Settings.
In the left-side navigation menu, click Privacy and security.

Scroll down and choose Site settings.

Under Pop-ups and redirects, you have a few options:

aMpoONR

To set your default behavior, click the toggle switch to allow or block pop-ups.

In the future when you try to access the SIMS from a workstation thatis notyour own, the default set up
on the workstation may enable some other type of pop-up blockers (Google™, Yahoo®, MSN®, etc.). Be
sure to follow the instructions to allow the use of pop-up windows.

The specific steps youneed to take may vary depending on the version of IE you are running. Check with
your System Administrator whenever you are unable to resolve this issue on your own.

Screen Stacking

InSIMS, you will do alot of opening and closing of screens (windows). As you’re working, you can have
many screens open and not know because they’re stacked on top of each other. There is no harmin this,
butitcanmakeworkingin SIMS morecumbersome.Openscreenscanpreventyoufromgettingto
anotherareaoftheprogram.Ontheotherhand,closedscreenscanalsopreventyoufrommoving
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around.
Ifascreenhasbeenclosed, butshouldhaveremainedopen,you’llseeanerrormessagesimilartothis:

The page at https://fwd.harmonyis.net says:

Participant record cannot be saved because the main Intake

window is closed
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BestPracticesrecommendthatyouclick File>Saveand Close whenyou’re
saving records. This prevents unnecessary screens from staying open. With
approval from your IT Department, your Internet Explorer browser may be
configured to open in tabs instead of stacking. Under Internet Options, under
Tabs, choose the Tabs button. Choose “Always open pop-upsinanew tab” under
“When a pop-up is encountered”. Click “OK”. Click “Apply”. Click “OK”. Close out of

i ‘ Internet Explorer and open it again.

When a pop-up is encountered:
(O Let Internet Explorer decide how pop-ups should open
(O Always open pop-ups in a new window

(® Always open pop-ups in a new tab

Log into SIMS
YourSIMS Application Administratorwill provideyouwiththe URL
; (Internet Address) of the WellSky Customer Portal and your login
credentialsforboththe Sandbox EnvironmentandtheLivesystem

when appropriate.

1. Open Microsoft Edge or Google Chrome and then enter the URL for SIMS
2. At the login, type your User ID and Password
3. Click Login

LOUISIANA

DEPARTMENT OF

=i HEALTH

Statewide Incident
Management System

LDH Data Conversion  Version: : 8.3.0.0.28548
Site
User 1D idoe

Password wessssnas

Login

Change your password

a. The Dashboard isdisplayed
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Role
- ) Welcome, 11D Worker Work | 5o out
I:;' DEPARTMENT OF HEALTH R My 10 OUL e 1ip Provider ] L

File

Quick Search

| Providers [v]| | provicer Name ~ & ADVANCED SEARCH

| MYWORK PROVIDERS INCIDENTS
INCIDENTS TASKS

Alert Notes Links

Unread Alert Notes o

Exit SIMS
To exit SIMS:

1. In the upper right portion of the screen, click Sign Out

Welcome, Barbara Gughelme | My Work | -

Sian Out
11282018 2:57 PM ’

My Work

My Work is your home page and tasks might be managed. When you first log in, you will begin from here.
Keep in mind that your My Work page may differ from that of your co-worker. Roles determine which

features you mayhave.

My Work Screen Elements

There are several parts of the My Work screen, as shown in the screenshot below:

1

Quick Search

MY WORK PROVIDERS INCIDENTS

e INCIDENTS TASKS
Aleit Notes 9 Links 6
Unresd Ak Notes 0 g F £ for Nufsing Homes and 1CFDL

The File menuis located throughout the program. Items on the File menu vary,
depending on what you are doing. One of the more common functions you’ll use
is the File > Add Notes and File > Save and Close Notes.

The tabs along the top of the screen are called Chapters. Achapterislikea
section of the program. To move to another chapter, just clickit. If you have the
“Utilities” Chapter, let your supervisor know immediately. This chapter is reserved
for IT.

My Work is divided into areas for consumers, providers, and tasks. You may see
all or just some of these areas.

Withineach areaareboxes thatcontaininformation.Thesearereferredtoas
Panes.

0 O @
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panearecollapsed.Thisishelpfulifyouneedmorespaceonyourscreen.To

6 Eachpaneincludes adownarrow. Whenyouclick thedown arrow, itemsinthe
expand theitems in the pane, clickthe nowright-facing arrow.

Manyareasofthe programallowyoutocollapse sections (panels).Clickthedown

arrow in the circle .Whenyouclickit,itbecomesaright-facingarrow

Activities

WithineachPaneonthe MyWorkhomepage,numberswillbevisiblenexttodifferentitems.These
numbers willrepresentanote that was writtentoyou. Forexample,inthe screenshotbhelow,one cansee
there is a note assigned to them under the Incident Notes Pane.

MY WORK FPROVIDERS INCIDENTS

INCIDENTS TASKS
Incident Motes List Links
Complete 1 Office for Cifizens with Developmental Disabilities

Office of Aging and Adult Services
Alert Notes
| Training Resources for Nursing Homes and |[CFDD
Unread Alert Motes 0 Providers

1. Todisplaythenote,clickon“Complete”statusinthelncidentNotesListpane. Anewwindowwill
open with agrid.

™. y
L_? DEPARTMENT OF HEALTH Welcome, Jane Smith Incident Notes
SRaigslii Cont ke 2152018 511 AM List

Eile  Tools
Filters
Status V] EauaTo v Camme‘eﬂ —'\Nilj x
incigentin  [v] [+
“search | Reset |
1Incident Notes List record(s) retumed - now viewing 1 through 1

Incident ID Note Date Note By | Note Type Status Date Completed (m}
489 1212112018 Guglieimo, Barbara Request for Additional Information Complete 12212018

O

<<First <Previous Retrieve| 15 Recordsatatime Next> Last>>

2. Toopenthe note, hover your mouse over the note in the list view grid and click onit. You will be
navigated to the note details page.
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l;_:l DEPARTMENT OF HEALTH Note

File  Tools

Note Notes Details

(involved Person)
Note Type CNA Additional Information Neaded

uuuuu

uuuuuuuu Description

Name Date Sent Date Read Status Date Signed

Navigating the Application

This section provides a brief overview and some tips for working in the application.

Chapters

Chapters arelinks todifferentareas of SIMS. Authorizedusers canaccess chapters atany timebysimply
clicking the desired Chapter button (or tab) across the top of the screen. Note that not all workers can
see all the listed chapters. Your view may differ from the example below. (Remember, every Role will
have different Chapters. If you have the “UTILITIES” Chapter, let your supervisor know immediately. This
chapter is reserved for IT.)

MY WORK PROVIDERS INCIDENTS
Chapter Definition
Incidents Contains information about every incident. This includes the patient

and provider involved, the incident reporting form and notes.

Providers Containsinformation about everyindividual oragency thatprovidesa
servicetoaconsumer. Italso containsinformation aboutthe workers
associated with aprovider.

File Menu Bar

TheFilemenuisdisplayed throughoutthe applicationandislocatedintheupperleftcornerofthe
screen. Dependingonthe screenthat’s open,othermenus maybedisplayed. Thisis thelocationwhere
you’llgo to create or add files, close and save files and print files, among other functions.
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Additional functions remain available under each option. Hovering above each File Menu bar category
willexpand additional menus. Access tothese aregranted based onthe permissions whicharedrivenby

roles.

L_' DEPARTMENT OF HEALTH

File  Reports

When users scroll through a page in SIMS, the File Menu header is frozen so that users will always be
able to accessthese File Menu functions no matter where the cursorislocated on the page.

* File-Contains the functions to add a new record or to view history changes to the datainview.

Edit - Provides the ability to make changes to the data included in the record.
= Tools-Provides the user with additional functionality based on the page currently in view.

= Reports-Lists standard reports builtinto the WellSky software. Additional reports may be available
to certainroles orgroups. If auser has access to the Reports Menu, click the menu and select the
report and it will open in a new window.

= Word Merge - Lists documents that have been uploaded to the application using the Word Merge
Utility and are available to certain roles and groups. If auser has access to the Word Merge File
menu, to access the document, click thefilemenu andselect the document anditwill openanew
window.

INCIDENTS Tab

Whenyouchose thelncidents Tab, yourpage will look very similarto the screenbelow. It will not
automatically display a list of incidents.

ccccccccccc

|||||||||

nnnnnnnnn
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You will need to select filters to retrieve your incidents. (For example, below, the user wants to retrieve
incidents reported after December 23, 2019 and the status equals Pending.)

Enteryoursearch criteriain the Filters section and choose the Search button. You will retrieve only the
incidentsmatchingyoursearchcriteria. Youwillonlybeabletoseeitemsthatare permittedbysecurity
settings for your User ID.

File

Quick Search

Ineidents v | & ADVANCED SEARCH

MY WORK PROVIDERS INCIDENTS

Filters
Report Received Date ¥ Greater Than ¥ 232019 | |anD v x

Status h Equal To v Pending v AND T x

Incident ID hd +

(Istronglysuggestyoudonotfilter Status =Completedonly.

Filters
Status v Equal To v Complete ¥ AND ¥ x

Incident Records: File Menu

As you are working withincident records, you will save and close records. This is done on the File menu,
located near the top of your screen. The File menu options change, depending on what you’re doing; the
screenshot below displays what the File menu might look like. Some examples include and are not
limited to: Save, Save and Close, Print, and Add Incidents.

File Reports
History

Save Incident

Save and Close Incident
Delete Incident

Print

Close Incident

Thetablebelow describes some of the File actions you’ llwork withas you are creatinganincident
record.

11
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History

Allows user view history changes to the data in view.

Save

Saves changes since the last save and keeps the record open. Saving a

record can be done at any time.

Save and Close

Saves changes since the last save and closes the record.

Print

Allows user to print the information on the current screen.

Delete Allows user to delete the record permanently.
Close Closes the record without saving any recent changes.
When you need to add, remove or save files, the File menu is the place to go. An
* 4 exampleinthe directions could appear as: go to File > Save and Close Notes.
3 Closingawindow by clicking on the “X”in the top right-hand corner of the window

is not recommended. Information may be lost.

Multi Select Boxes

Using the Arrow Buttons
Some areas of the applicationrequire you to selectitems from alist, and move themfromonefield to another,
using arrow buttons. If you hover over one of the arrow buttons, a tooltip is displayed that describes what the
buttondoes. Inthe screenshotbelow, the mouse was hovering over the button to move selected items to the

right.
Adult Protective Services v
Attorney General ~ |L
CNA Registry L!J”)
Referrals Dept. of Social Services
Law Enforcement u Mowve selected items to right Il
Louisiana State Board of Medi ||
LPN board |L |
Buttons Definition
: Move all items from the left to the right
> Move selected items from the left to the right
< Move selected items from the right to the left
: Move all items from the right to the left

field.

Using the Shift and Ctrl keys
Ifyouwant to selectmore thanoneitem, andtheitems are al/together, press and hold the Shift key on your
keyboard and selectthefirstandlastrecordsinthe group. Then,clicktheright-facingbuttontomoveallitems
to either the right or left field.
Ifyouwantto select more than oneitem, and the items are not together, press and hold the Ctrl key on your
keyboard and click the records you want. Click the right-facing button to move theitems to eithertherightorleft

11711 West 79" St. Lenexa, KS 66214
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Example

Inthe screenshotbelow, theincidentisbeingreferred to the Dept. of Social Services and the Attorney General.
Youcould eitherselect eachitemfrom the left side and click theright-facing arrow to move themto theright, or
useyourCtrikey toselectbothitems atthe same time and thenclick theright-facing arrow.

Adult Protective Services L Dept. of Social Services
CNA Registry ALt Attorney General
Law Enforcement \L
Referrals Louisiana State Board of Medi
LPN board \L
Pharmacy board LA
RN board L

List Views and SearchFilters

Invarious areas of the SIMS, records may appearonalist View screen. These screens limit the number
of records returned at one time.

1 Queue Search record(s) retumed - now viewing 1 through 1

Incident ID Report Received Date Report Received Time Dispasition I Status Provider Name Victim First Name Victim Last Name
] 153 02012018 628 AM Pending Penaing 4-B Group Home

<<First <Previous Retrieve| 15 | Recordsatatime Next>  Last>>

ListViewscreens allowyouto quicklyretrieve adesiredrecord. Ifthe desiredrecordisnotdisplayedon
theinitial list view, you canclickon one of the following buttons to scroll through the returnedrecords:

Button Description
<< First Jumps to the first record in the list
[ P T T Jumps button jumps to the previous record in the list

Neaxt Jumps to the next record in the list

Last > Jumps to the last record in the list

I

Tip

You can also modify the number of records returned in the list view by entering
thedesirednumberinthe“Retrieve[15]records atatime”field and thenclicking
onone oftherecord search buttons (i.e., First, Previous, Next, Last).

“

Youmaysorttherecords by ascendingordescendingorderbyclickingon the
column headers in the list view.

Advanced Search
The Advanced Searchfunctionallows youtolookforexistingdata. There are multipleoptionsand an
expanded range of input variables for detailing your criteria to find the records you need.

13
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To search for an Incident record using the Advanced Search function, take the following steps:

Quick Search

InziEnts v B GO ADVAMCED SEARCH

MY WORK PROVIDERS INCIDENTS |

Filters

Incident ID v [+

| 13 Queue Search record(s) returned - now viewing 1 through 15

Incident I Report Received Date Disposition Status Provider Name
|5 235
| El 329

313

Pending

| Pending

Pending

1. Click the Advanced Search link.

a. The Advanced Search window is displayed.
2. Once you have entered your search criteria in the Filters section, click Search.
3. The system displays all items matching the search criteria you defined.

Note
Youwillonlybe able to seeitems that are permitted by security settings foryour
User ID.

Advanced Search Window
Each filter allows you to select from the following comparison search criteria:

Term Definition

Equal To Returns records that match the entered criteria. For example, if <Last
Name> is entered as “equal to” a specific person’s name, the Consumer
records assigned to that Worker will be returned.

Begins With Returns records thatbegin with the entered criteria. For example, if <Last
Name>isentered as“begins with”‘T’ the systemwillreturnrecords assigned
tothe Worker havinglastnames thatstart with‘T’,suchas Testerand
Thomas.

Ends With Returnsrecordsthatendwiththe enteredcriteria. Forexample,ifyousearch
on <Last Name> “ends with” ‘r’, you can retrieve records where a
Consumer’s name ends in ‘r’, such as Tester.

Not Equal To Returns records that do not match the entered criteria. Forexample, ifa
particular name is entered for <Last Name>, the system will return a list of
records exceptthoserecordsforthe name provided in the search criteria.

Greater Than Returnsrecords thatare dated later than the entered criteria. For example, if
<DOB> is entered as “greater than” ‘03/01/2015', the system will return all
records witharecord whose date of births are afterMarch1,2015.

14
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Less Than

Returns records that are dated earlier than the entered criteria. For example,
if <DOB> is entered as “less than” ‘03/31/2015', the system will return data
for all records with a birth date before March 31, 2015.

Contains

Returnsrecords that contain the entered criteria. Forexample, if <Last

Name>isentered as‘“contains” specific valuesinthe person’sname, the
Consumer Record(s) assigned to that worker with those values would be
returned.

Blank

Arecordisreturned where the selected field does nothave avaluein the
field.

Non-Blank

Returnsrecords where the selectedfield does have avaluein thefield.

Boolean Logic
In addition, you can search on these filters using Boolean (and/or) logic:

e AND-Tightens your search: records returned only if meeting ALL criteria.

Example

Find Consumers where <DOB> is greater than (>) March 1, 2000 and <DOB> is
less than (<) June 30, 2015. This returns all reports dated between the two dates
entered.

e OR-Broadens your search; records returned if meeting EITHER criteria:

Example

Find records where <Last Name> equals </ones> or <DOB> = “June 22, 1998.”
The system returns records for Jones regardless of date of birth, and also returns
any consumer records whose birth date is 06/22/2015.

Once you have entered your search criteria, click the Search button or you can tab to the Search button
using your Tab key and press Enter.

The system displays all items matching the search criteria you defined.

Didyour searchreturnthe expectedresults? If not, click the Reset button to clear your criteria.

Note
Youwillonlybe able to seeitems that are permitted by security settings foryour

User ID

Reconsider your filters and try again.

11711 West 79" St. Lenexa, KS 66214
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Incident Management: ICF-1ID Overview

ICF/IID provide services to individuals that require 24 hours of active treatment in community, group or
residentialhomesettings. ICF/lIIDs arelicensed by HSS and arerequired toreportincidents of abuse and
allegationsof abuse, neglectand allegations of neglect, majorinjuries ofunknownsources and

misappropriations of funds/exploitation.
Initial Incident Entry Workflow

The Incident Workflow begin with the discovery of a reportable incident.
Role = ICF-lIIDProvider

1. Click the Providerschapter
MY WORK PROVIDERS INCIDENTS

2. Click the Searchbutton

Filters
Active ﬂ Equal To v| | Yes AND v | %

Provider (D ﬂ -

H‘L;.;:

3. Select your Provider from the List View grid which will open the Provider record.

11711 West 79" St. Lenexa, KS 66214
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Y WORK PROVIDERS INCIDENTS
Home (11716)
Providers.| Divisions = Workers | Enroliments
Basic Information
ProvideriAgency Name Home Active Yes
State 1D MRODO3155 Provider Type ICFAID

4. Click File > Add Incidents

File Edit
Print
Add Incidents
Note

Iftheuseris associatedtooneProviderrecord, therecordwillautomaticallyopen. Thelistview grid willonly
appear if the user is associated to more than one Provider.

Add Incident Screen - starting an Incident record

1. Complete all fields. (Fields with * are required.) Disposition and Status will default to “Pending” until
final completion of report.

17
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Ewvent Information
Division

Entry Date *

Entry Time *

Report Received Date *
Report Method

Report Type *

Report Made By *
Name of Reporter*
SIM S Facility 1D #
Facility Name *
Incident Cccurred
Incident Occurred Time

Incident Discovered *

Incident Discovered Time *

Incident Description *

Referrals

Due Date
Facility Details
Strest

Street 2

City

State

Zip Code
Parish
Decision
Disposition *
Status =

Law Enforcement Parish *

2. Click File > Savelncident.

Add Victim

NG
02/152019
06:37 AM
ozis201e |04
HSS ICFIIID
H5S ICEIIID. Reparter
Smith, Jane
11518

Allyson Sireet Home

=
=

TG Sracios reraiieg

Clear Cetails

Adult Protective Services
Attormey Genersl

CMNA Registry

Dept. of Social Senices
DEW Registry

Law Enforcement

10511 Allyson Street

BATON ROUGE
LA
70815

EAST BATON ROUGE

Louisiana Siate Board of Medi

>

SR

W

1. Saving the Incidentrecord will expose subpages that will help you complete the Incident record.

2. ClickontheVictimsubpage andclickonAddParticipantinthe SIMS toolbar. SelectVictim
Participant from the dropdownlist.

11711 West 79" St. Lenexa, KS 66214
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File Add Participant

Victim Participant

Incident

| Wictim |

Accusediinesses
Motes

Disposition Histony

3. Thiswillopenthe Victimdetails page. ClickonToolsinthe toolbarandselectSearchforPerson
in the dropdown menu.

File Tools
Victim
Salutation
First Name "
Middle Nam4a
Last Mame
DoB -

Age
Gender

Race
S5SN*"
Marital Status

Injury

Type of Injury

Protective Actions *

Primary L
SIMS No

4. ThePeopleSearchwindow willopen. Youcaneitheruse the Searchboxorthefilters tosetyour
search query.

Note

@ Typingavalueinthe Searchbhoxwill ask the systemto search the valueinallfields. Using
thefilters will help narrow your search by specifying which field you want to use in your
query.

19
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| “Search | "Reset | Hice Fiter |

Search Results for Harmony People

Last Name People 10 First Name Middie Name Sufix DOB Gender Race

SSN Contact ID Member ID Case No Person Type Date of Death
M 27374 8 1630

K- XX-8806 Consumer

5. Ifyoursearchresultsinamatch, click anywhere on the record in the list view grid.
6. Adialogbox will pop up, asking you how you would like to attach the selected record.

Overwrite Participant Data: Data on the Victim record will be replaced with data
from the selected people record.

Link to Participant: Empty fields on the Victim record will be populated with data
from the selected people record and then will be appended to the selected people

record.
How would you like to proceed?
® Overwrite Participant Data
O Link to Participant
O Cancel and Return to People Search Grid

—

7. ClickOK. ThePeopleSearchWindow willclose andyouwillbebroughtbacktothe VictimDetails
Page. The Victimrecord that you selected should now appear on this page.
8. Be sure to complete all required fields.

20
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Victim
Salutation
First Hame *
Middie Mama
Last Mame *
DaB *

Ape

Gandar

Race

55N "
Marital Status

Injury

Type of Injury

Protective Actions ®

Primary

SIMS No

Last Mame
Middla Marma
First Mame
1071865 |5
33
[aie ¥/
e v
FOO-HX-2454

[Single v

[Yes v|

[Bumn | v |Brumse

|Ceath AL [Laceration
iFlnger-markﬁ.lHand prinis IL

|Fracture

|Redness IL

|Scald Wl

{Seralch .l IL e

| Admitted to BehavioralPsychi Ih_ {1-0n-1 Supervision
| Admitted to Hospital ALY \Fvaluated in ER
{Counsaled |L

{Examined by Medical Staff

|Mone |_1_

|Notification of Respansible Paw| [,

|{Oiher (See Notes) L

il

9. Click File > Save and Close Victim.
10. If your search does not generate any resulits, click File > Close People Search.

File
Close People Search
Kaplan Help
[] Apply Filter to Search w w Show Filter
(/)-Filter

Partial Contactlnformationg Equal To E 0 ANDE %

Last Name ﬂ -+

Search Results for Harmony People-

Last Name | People 1D | First Name |

No records to display.

11. Youwillbe broughtbackto the Victim Details Page. Complete all the relevantinformation.

11711 West 79" St. Lenexa, KS 66214
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Victim
Salutation
First Name *
Middie Mama
Last Name *
DaB *

Age

Gandar
Race

55N "
Marital Status

Injury

Type of Injury

Protective Actions ®

Primary

SIMS No

12. Click File > Save and Close Victim.
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(M~
Last Name
Middle Nama
First Name .
11071885 |0
33

[White w
FOO-200-94 54

Yes |

Burn

Death ~
Finger-marksHand prnts
Fracture

Redness

Scald W
Seratch

Bruse
Laceration

Admitted to Behavioral/Psychi:
Admitted to Hospital La
Counseled

Exarmined by Medical Staff

None

Nobfication of Respansible Paw
Oiher (See Notes)

e e

1-0n=1 Suparvision
Evaluated in ER

W
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Add Incident Report
The HSS Incident Report captures information on the Incident Category, Accused, and Witnesses.

1. The Victim List page will appear on the screen.
2. Click on the Accused/Witnesses subpage.

Incident

Wictim

Accused/Winesses

Motes

Disposition History

3. ClickFile > Add Accused/Witnesses.
4. Select HSS Accused & Witnesses from the Please Select Type dropdown list.

File

Please Select Type: | HSS Accused & Witnesses v|

Documentation

Document Date * 10052018 |

Documented By * Guglielmo, Barbara

Status * Pending

Division INC

Alleged Victim * | v
Is this Incident an Injury of Unknown Origin?*

5. Select the Alleged Victim from the Participant dropdown list.

Injury of Unknown Origin

1. If the Incident is an Injury of Unknown Origin, indicate by selecting Yes.

Is this Incident an Injury of Unknown Origin?*

2. Two additional questions will display that need to be completed.
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Is this Incident an Injury of Unknown Origin?*
Has a determination been made for an Injury of Unknown
Origin?*
Allegation Finding:*
Substantiated
Unsubstantiated

Unable to Validate/Verify

3. Select Save and Close Accused/Witnesses from the File Menu.

Incident is Not an Injury of Unknown Origin

1. Ifthelncidentisnotaninjuryof Unknown Origin,indicate by selecting“No”. Continue completing
the rest of the form.

2. If the Accused is Unknown, indicate by selecting Yes.

ACCUSED
Is Accused Unknown?

3. 3questions will appeartobe completed, the Unknown Accused’srelationshipto Victim, the

Unknown Allegation and if a determination has been made for the Unknown Allegation. Please
note that a question with a red asterisk is required.

Unknown Accused Relationship:*

Unknown Allegation:* | v

Has a determination been made for Unknown Allegation?

Add Allegation #2 for Unknown? ]

4. Iftherearemultipleallegations,checktheboxfor“AddAllegation#2forUnknown”whichwill
expose additional questions to be completed.

5. Ifthe Accused is known, indicate by selecting “No”, which will expose a list of questions to be
completed for theAccused.
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ACCUSED
Is Accused Unknown?

Accused First Name:*

Accused Last Name:*

Relationship:*
|
|

Title:®

Accused DOB:"

Accused Gender:

Accused Race:

Accused SSN:*
Accused Address:®

Accused City:™

Accused Zip Code:”

- .’h‘i'a.—' ‘
Accused State:” -«
- ..W':-E}i- i

Accused Phone Number:™

Accused Allegations:* v |

Note
G Ifthe allegation determination has notbeen made at the time of creating theincidentrecord,
select“No”for“Has a Determination Been Made?”. Returntothereportingformwhenthe
resolution has been made.

Note
0 Ifthe Accused DOBisunknown, enter01/01/1900. Ifthe Accused SSN is unknown, enter 888-88-
8888.

6. IfthereismorethanoneAccusedinvolved,checkthe Add Accused#2box andcompleteallthe
questions for thisindividual.

Add Accused #2? ]

7. To add witnesses, complete the Witnesses section of the reporting form.
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WITNESSES

Witness Name:

Witness Address:
Witness City: - Clear
Witness State: - Clea

Witness Zip Code: = .Hi:ﬂi

Witness Phone Number:

Add Witness #27 ]

8. Whenalltherelevantitemswerecompleted,clickFile>Saveand Close Accused/Witnesses.

Add Investigation Findings

1. Click on the Note Subpage.
Incident
Yictim

AccusedWitnesses

Motes

Disposition History

2. Click File > Add Note. The Notes Details page will open.
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- .
L_? DEPARTMENT OF HEALTH Incident ID = 768 - Note
I " 2/15/2019 5:42 AM
File Toels
Notes Details
Division * INC
Note By * Smith, Jane
Note Date * 0211572018,
Note Time 09:42 AM
Alleged Victim v
Note Type* N
Note
Date Completed
Attachments
Attachment
Document Description Category Action

There are no attachments to display

3. Alleged Victim = Select name from dropdown list.

. Note Type = Investigation Findings.

Note = Type note in textbox.

Status = Defaults to Draft.

To attach the form to the note, click on Add Attachment.

N o uh

Attachments
Add Attachment

8. Anewwindowwillopenthatallowsyoutouploadthe document. ClickBrowsetolocate thefile
on your computer. Once you have selected it, Click Upload.

File IC \Usars\Barbars Guglisima\Dotumé  Browsa

File Mame (& from uploaded file

CFEETE mew

Durscription

Category |

I..'. “)

Wote: Maximum size fof altachment is 5et o 5.76 MBytes.

9. Youwillbebroughtbackto the Note details page where youwill see the uploaded document.

Altachmenis

Document Description Category Action

10. When the note is complete, change the Status from Draft to Complete.
11. Click File > Save and Close Note.
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Submit Incident Record

WhentheProvideruserhas completed enteringall theIncidentinformation, theywill submittheIncident
Record to HSS.

1. Click on the Incident subpage.

Incident

_Vi: tim
Accused/\Witnesses
MNotes

Disposition History

2. Scroll to the Decision section of the Incident Details page.

File  Reports

incsum Everst Information

Dus Date

......

3. Change the following:
a. Disposition = IncidentClosed
b. Status = Complete
4. Click File > Save and Close Incident.
5. Changingthe StatustoCompletewillcheckthelncidentrecordtoensureallinformationhasheen
recorded. If there is missinginformation,amessage will appear, alerting the user of the missing
information and will not allow the user to save the Incident record.
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Message from webpage

Record cannot be saved because an Allegation deterrnination is
l_ missing.

| oK

Note
Changing the Status to Complete willrender the Incidentrecord read-only (non-

editable). The Provider workerwill need to contact the ICF-1ID Program Manager
or HSS Administrator to open the record.

HSS Incident Report
Thisreportallows the Usertoseethe entireIncidentrecord asitconsolidatesinformationfromthe

IncidentDetails page,theVictimpage, Accused/Witness subpage andthe Notes subpage.
1. On the Incident Details page, click on Reports in the SIMS toolbar and select HSS Incident Report
from the dropdownmenu.

File Reports
HSS Incident Report

2. A Production Report window will open with the report output.

¥ " DEPARTMENT OF
L' NEALTH

Health Standards Incident Report

» L ]
Incident ID 249 Report Status Pending Report Due Date ?g_f;embe* 12,
Report Method |Email Law Enforcement Parish |East Baton Rouge
Provider {The) Street Address 10145 Flonda Blvd.
City, State, Zip BATON ROUGE, LA 70815 Phone (225)272-0111
Reporter Guglielmo, Barbara Relationship/Title Implementation Consultant

3. Afterreviewingtherecord, click the Internet Explorer File menu to close the window.
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Incident Report is Not Complete - Follow Up Needed

1. TheProviderworkerwillreceive anemailrequesting additionalinformation. Take noteofthe
Incident ID #.

a1 AOAANTE 16 "
d 1/10/2018 1011 A

HN Harmony NoReply <noreply@mediware.com>
Request for Additional Information - Incident 1D {130]

Te Sarbara Gugbeimo; Barbara Gugielme

0 This message was sent with i'llgh importance
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this meszage
Request for Additional Information note has been made for Incident ID {130]. Please log into 5IMS to review the incident record.

Do not reply to this email message.

2. Uponlogininto SIMS, the Provider User will review the Note on the My Work dashboard. Click on
Complete in the Incident Notes List.

MY WORK | PROVIDERS | INCIDENTS
INCIDENTS TASKS
‘ Incident Notes List ‘ ‘ Links
| Compiete 2 I || Office for Citizens with Deveiopmental Disabilities

Cifice of Aging and Adult Services
‘Alert Motes ‘
Training Resources for Nursing Homes and ICFDD
Linread Alert Notes 0 Providers

3. Click on the note in the list view grid.

Filters

Swatus  [~|  EqualTo ~| [Complee~] |AND[~] [
Note Date[V] |+
2 Incident Notes List record(s) returmed - now viewing 1 through 2
T Note Date - Note By Note Type 5
12052017 Provider. NH Follow Up: Provider Complete
0111072018 Gugheimo. Barbara Request for Additicnal Information Complete

t  <Previous Retrieve 15 |Recordsatatme MNext>  Last>>

4. Afterreviewingthenote,clickonToolsandselect Markas Read. Thiswillberecordedatthe
bottom of the note.

File Tools

| Mark as Read |
| Note
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Name Date Sent Date Read

Guglielmo, Barbara 01102018 01/10/2018

5. Click File > Close Note.
6. Click File > Close Incident Notes List.
7. Click on the Incidents Chapter.

MY WORK PROVIDERS INCIDENT S

8. After searching for the record, Enter the information requested by HSS.

9. After completing the record, click on the Notes subpage.

Incident

Yictim
Accused/Witnesses
Notes

Disposition History

10. Click File > Add Note.
11. Select Note Type = Investigation Findings.

12. Once the note is completed, change the Status field to equal Complete.

13. Click File > Save and Close Note.
14. Click on the Incident subpage.

15. Scroll down to the Decision section of the page and change the following fields:

a. Disposition = IncidentClosed
b. Status =Closed.
16. Click File > Save and Close Incident.

Referral to DSW Registry

Status

Read

1. The ICF-IID Provider will receive an email notification that an Incident needs additional CNA/DSW

information. Take note of the Incident ID #.
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Wed 3/6/2019 5:46 AM
HN Harmony NoReply <noreply@mediware.com>
CNA/DSW Additional Information Needed - Incident ID {651}

To Barbara Guglielmo

OThis message was sent with High importance,
Click here to download pictures, To help protect your privacy, Qutlook prevented automatic download of some pictures in this message.

CNA/DSW Additional Information Meeded note has been made for Incident 1D {651}. Please log into SIMS to review the incident record.
Do not reply to this email message.

2. Uponlogin, the ICF-IID Provider will review the Note on the My Work dashboard. Clickon
Complete in the Incident Notes List.

MY WORK PROMVIDERS NCIDENTS
INCIDENTS TASKS

Disposition Links

Frogram Siaff Reviewed- Foliow Up Needed ! Training Resources for Nursing Homes and 1ICFDD

Pronaders

Incident Notes List
Alert Notes

Uinread Alsn Notes o

3. Click on the Note in the list view grid.
4. Afterreviewingthenote,clickonToolsandselectMarkas Read. Thiswillberecordedatthe
bottom of the note.

File Tools

_ | Mark as Read
Note
Name Date Sent Date Read Status
Guglielmo, Barbara 01/10/2018 01/10/2018 Read

5. Click File > Close Note.

6. Click File > Close Incident Notes List.

7. Click on the Incidents Chapter.

8. Search and open the Incident record.

9. Click on the Notes Subpage.

10. Click File > Add Notes.

11. Select Investigation Findings as Note Type.

12. Use the Note texthox to capture additional information.

13. Click Add Attachment if documents need to be uploaded to the record.
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14. Once all fields have been completed, change the Status field to equal Complete.
15. Click File > Save and Close Note.

16. Navigate back to the Incident Subpage.
17. Click File > Save and Close Incident.

Grant Extensions Workflow: Approve Grant Extension Request

Monitorincidents whose Disposition =Extension Approved on MyWork > Incidents Disposition Pane.
Choose theIncident ID numberof theincident with the Disposition of “Extension Approved”. The Due
Date is now changed on the Incident subpage.

MY WORK PROVIDERS

Incident ID Report Received Date
03/15/2019
03/15/2019

01/30/2019

F 832
E 834
b/ 640

Referrals

Due Date

Facility Details

INCIDENTS

Extension Approved
Extension Approved

Incident Closed

Disposition

Status
Pending
Pending

Complete

Adult Protective Services
Attorney General

CNA Registry

Dept. of Social Services
DSW Registry

Law Enforcement

Louisiana State Board of Medi

v

HoRE

08/14/2018

Grant Extensions Workflow: Deny Grant Extension Request
Monitorincidents whose Disposition = Extension Denied on My Work > Incidents Disposition Pane.

ChoosethelncidentID numberoftheincident withthe Disposition of “Extension Approved”. The Due
Date will not change on the Incident subpage.

MY WORK PROVIDERS
Incident ID

)| 830 0311512019

)| 825 03/15/2019

J 7| 655 01/3022019
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INCIDENTS

Report Received Date

Disposition Status
Extension Approved Pending
Extension Approved Pending
Extension Denied Pending
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