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WV BMS INCIDENT

MANAGEMENT SYSTEM (IMS)
Portal User Guide v2.3

Abstract

This guide provides instruction on basic functions of the WV IMS Portal. If you have procedure or

regulatory questions, please contact your Program Operations Manager.

Resources

BUREAU FOR MEDICAL SERVICES
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About the BMS Incident Management System - Portal

The BMS Incident Management System (IMS) Web Portal is designed for specific Medicaid Home and

Community-Based Service (HCBS) providers to submit incident information regarding Medicaid recipients.

The system will allow for incident reporting, follow-up, data tracking, and reports. Provider agency directors

will be established as a Primary User for the agency and will assign agency staff with user profiles and

access. Provider agency director or designee will be responsible for overall agency incident reporting and

compliance with Medicaid policy. The Agency Director system role is responsible for also closing out users

who are no longer with the provider agency.

The Agency Director will be responsible for reporting "no monthly incidents" when the agency has not

reported any incident for the calendar month.

Note: The examples provided in this guide reflect views available to the highest security level in the system.

Not all users will see the same screen content as some menu and button options are not available for the

system role being used.

Date Created June 2018

Maintained By | WV Bureau of Medical Services

Version Modified Modifications Made Date Status

Number By Modified

2.3 MB-C Added section titled “How to switch between multiple 10/11/18 FINAL

profiles”
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Definitions
APS or CPS — Adult Protective Services or Child Protective Services

Child Agency- Agency sites/locations that operate under or are associated with the Parent Agency

umbrella.

CRM- System utilized by state representatives such as BMS or BMS representatives (contractors).

Completed- Status of an incident indicating that a user has completed all possible actions on the incident.

Director — Provider agency executive director.

Modification Request to change information on an incident.

No Incident Report- Monthly report submitted by provider agencies when no incidents occurred within the

calendar month.

Operating Agency (OA)-BMS contracted entity responsible for the monitoring of program incidents.

IMS Portal - Web-based system for Home Community Based Services (HCBS) providers to enter incidents.

Parent Agency — single umbrella agency or an agency with multiple sites or agency locations. (See Child

Agency)
Person- Medicaid participant (member).

Program Type - HCBS programs (ADW, IDDW, TBIW and PC)

Role- The level of access as related to the function and system view granted to the user.

User- Person who accesses the IMS system with a unique user ID, password and is linked to an agency.

Getting Started

System Role Definitions:

Agency Director: Oversees, monitors and reports on multiple locations and multiple program types.

Program Administrator/Admin: Approves and monitors system access for one or more ofÏce locations.

Program Supervisor: Reports and monitors incidents entered by one or more case managers/service

coordinators or nurses.

Agency User: Manages cases and enters incidents — only sees cases he or she entered.

Access to the portal is dependent upon your approved system role. The higher level of your system role, the

more you will be able to see and do in the IMS. The Agency Director is in control of who accesses the IMS

for the agency and assigns system roles to agency staff that are approved to use the IMS. Below is a

description of who might use these system roles, his/her viewability, access and what he/she can do in the

system.
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IMS-Portal Who is it? What is the View and What functions can be

System Role Access? performed based on system

Type Role Type

Agency Executive Director, Note: Can view all programs | Add staff

Director Agency director, etc. | provided by the agency: Approve roles
Or designee All agency incidents Approve users

appointed by the Monthly No Incident Report | Enter an incident

Agency Manage user page Enter follow up

All portal reports APS or fraud report*

All compliance notices APS referral form creation*

Agency menu page Run agency reports

Program Director of the Program admin. staff Approve users

Administrator | program for an associated with one or more | Enter an incident

(Admin) agency ofÏce locations, limited by Enter follow up

Program Type (ADW, TBIW, APS or fraud report*

IDDW, PC) APS referral form creation*

Agency incidents Run agency reports

Monthly No Incident Report

All portal reports

All compliance reports

Agency menu page

Agency Typically, a site Only incidents, reports and Enters incidents

Supervisor supervisor or ofÏce data - associated with one Monitors incident

supervisor, that

monitors Case

Mangers, RN, Service

Coordinators

ofÏce location, limited by

Program Type (ADW, TBIW,

IDDW, PC)

compliance at site/program

APS referral form creation*

Agency User Person entering

incidents

Only incidents the user

entered, limited by Program

Type (ADW, TBIW, IDDW, PC)

Only follow up related to an

incident the user entered.

Only compliance prompts

related to incident the user

entered.

Enter an incident

Follow up

APS referral form creation*

Medicaid fraud referral form

creation*

* Form creation does not submit the information to the appropriate organization or parties, but

serves as a function to simplify completing the form. The information captured in IMS is entered

onto the form for you and allows you to type in missing information, print and submit by following

current procedures and methods.

CRM Role: As you work with your program operations managers you will hear the term CRM. CRM is the

primary system housing the data you see on the IMS Portal. Only BMS or BMS representatives will have

access in the CRM. CRM users will have access to all programs assigned to the representative, all incidents,

all follow-up and program participants within all programs assigned to the representative.
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Portal Access

To access the IMS website, use the following link: https://dhhrimsportal.wv.pov

Register as a New Agency

Registration for a New Agency: A new provider agency will contact the Operating Agency (OA) to

request registration. The OA for Aged and Disabled Waiver and the State Plan Personal Care (PC)

Program is the WV Bureau of Senior Services (BoSS) and the OA for the IDD Waiver and the TBI

Waiver is KEPRO. The OA with the respective program type will register the new agency in the IMS

CRM.). Please check the IMS Contact Us page for program and technical support.

The Agency Director or any new users cannot register until the new provider agency has been

registered in the IMS. Following the registration of the provider agency, the director can begin to

register himself/herself in the system. Then, register his/her employees who will access the system.

Directions for user registration are below.

Register as a New User

Select the link: hitps://dhhrimsportal.wv.gov

Registration of a New User: The director (or designee) will be responsible for managing and

approving new registrations of all users for their respective agency. The director (or their designee)

will be responsible for immediately deactivating any user who leaves the provider agency.

1. Upon reaching the portal, you will need to log in. Simply click the Log in link on the ribbon at the top of

the page.

West Virginia Bureau for Medical Services

Incident Management System

Welcome to the West Virginia Bureau for Medical Services Incident Management System. This system enables authorized

users to submit incident reports to the West Virginia Bureau for Medical Services.

This site is not compatibile with mobile devices.

Take Me Home, West Virginia is @

} from the US Department of

The devel

Money Follovis the Person Rebalancing

Heath and Human Services. Centers fo

© 2018 - DHHR BMS incident Management Sy
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2. After clicking Log in, read the disclaimer, and click | Agree button to continue.

tem and its data are subject to the Privacy

1 to protect the privacy and

n access protected. personally identifiable health data As such. this

s nl bility and Accountability Act of 1996 By accessing this system all system users
security of the data 1ed within as required by law Access to information on thie site is only allowed for necessary business reasons and

a valid user name and password Users of this system must abide by the State of WV policies. procedures and standards All system use

recording by authorized personnel Misuse may lead to diciplinary action an ecution

@ 2018 - OHHR BMS Incident Management System

3. As anew user, you need to create a new account. Click on Register as a new user.

Log In

Email *

Password *

© 2018 - DHHR BIAS Incident Management System

4. Fill out each field, noting that fields with an asterisk (*) are required. (see password rules below)



He

iturin
BUREAU FOR MEDICAL SERVICES

5. Select a system Role by checking the applicable roles in the box. (As defined by System Role Definitions

above) € Click here to jump to section in an electronic copy of this guide.

Note: When a role is selected, the Parent and Child Agency fields will appear.

6. Choose the Parent Agency Name and Child Agency.

7. When finished, click the blue button labeled Submit. After registering, you will receive a system

generated email asking you to confirm your email address. You must confirm your email for the

registration process to proceed. The system role completing your approval will receive an email

informing of the new registration process. Once approved, you will receive a final email and be able to

log in.

Register

Emall* Your Hame@domair. com

Paseword * sseesees

First Name * Your First Name Here

Middle Name

Last Name

Profiles

Role Agency Director

am Administrator

Parent Agency

Child Agency

Program

‘Add Profile

(ey Gees #7

Password Rules

Your password must consist of:

a minimum of six (6) characters

a capital letter

a lower-case letter

anumber

a special character (like % or !)ee
cee

Confirm Email *

Confirm password * seeseeee
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Password Reset

To reset your password:

1.

2.

3.

4.

5.

Click Log in on the WV IMS ribbon at the top of the screen.

Click | Agree on the terms of use page.

On the Log In screen, click the blue hyperlink Forgot your password?

Enter the email address used to log in.

Click Email Link

Password Reset

Enter your email

©2618 - DHHR BMS Inckient Management System

If completed successfully you will receive the following on-screen message:

DHt

Password Reset
‘An email with information on resetting your password has been sent.

©2018. DHHR BMS Incident Management System
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You will receive an email containing a link that will allow you to reset your password.

6. Click the blue hyperlink provided in the email.

‘Reply All Forward Sim
Fri 6/15/2018 €:04 Pht

Password Reset -WV IMS

To

BMS IMS =
“a

This email has been sent because a password reset has been requested. If you requested the password reset,

click the link below; otherwise, ignore this email.

https: //dhhrimsportaltest.wv.gov/Account/ResetPassword?code=REI6qUTBO%252fplotwC%

252FhjECkqVQ1YfBDSEsCTID4FOMOMeG G1 4AhX2P3NGKw5%252b6vw7ath

252bIh3XYBDUL3NIVWZYTUGr3icjiGtQF%

252 bqy4SUZcYsM2pSx0pGZXU SswPw8LDYExR2NoRoaLntxhjV2sxpEH!%252f932hY4bFSNQbICI6a%

252bvwDnEj3WU0Ix%252budfmQRzZjstdVorfSkim43ZT pajgCvUtTA%253d%253d

IMS

7. Complete the empty fields of information. (see Password Rules above)

8. Click Reset

IhDHt

Reset password

Reset your password

Email YourEmail@domain com

Password deneeeee

Confirm password seaeneee

© 2018 - DHHR BMS Incident Management System

If successful, you will receive an on-screen message indicating the password has been reset and

providing a blue hyperlink to take you back to the login screen.
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Reset password irmation
Your password has been reset. Pe

© 2018 - DHHR BMS Incident Management System

If you receive errors, follow the on-screen instructions to correct any errors.

Logging In (Existing User

1. Open a browser and type in: https: //dhhrimsportal.wv.gov

2. Click Log in

3. After clicking Log in, read and understand the Terms of Use

4. Click! Agree

DHHR BMS IMS

Log In

This system Is for authorized users cnly Users ofthis system access protected personally ide

Security Regulations within the Health Insurar intabilty Act of 1996, By accessing this system all system users agree to protect the privacy and securty of the

aw Ac this site is onty alowed for necessary business reasons and Is restricted to those persons with a valld user name

of WV policles procedures and standards A\l syslem use Is subject to montioring and recording by authorized

=

jable health data As such this system and its data are subject to the Privacy and

personne Misuse may lead to o'sciptinan secution

© 2018 - CHHR BMS Incident ttanagement System

5. Enter your Email and Password

6. Click Login

10
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Log In

Emait* YourEmat@domain com

Password

© 2018 - DHHR BMS Incident Management System

NOTE: If you have multiple User Profiles you will be directed to select the profile you wish to use by

clicking the radio button, this screen will only display if you have more than one system user profile.

Requesting additional profiles

An existing user may request additional profiles in order to obtain a new role and/or program. The request

will require approval by the agency director or the director's designee. Follow the steps below to request

additional profiles.

1. Log into the WVIMS Portal using your existing ID and password. (/nttps://dhhrimsportal.wv.pov)

2. Inthe black menu bar at the top of the screen, click on your email address to access options for

your user acc

The options for your account will be presented:

e Change your password — Clicking this link will present you with a screen requesting your current

password, new password and to confirm your password.

© Change your profile — Allows you to switch between profiles and perform tasks allowable by the

associated roles.

e Request more profiles — Gives you the Profile Request form where you will be able to choose role,

parent agency, child agency and program for the new/additional profile.

11
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DHHR B

Manage

Change your account settings

Change your password

Change your profile

Request more profiles

© 2018 - DHHR BMS Incident Management System

3. Click the “Request more profiles” link. The “Profile Request” form will be presented.

12
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Profile Request

Role

Parent Agency

Child Agency

Program

+ Add Profile

Submi

C] Program Administrator

Olagency Supervisor

agency User v

4. Make your profile selections and click Submit.

For Director role, BMS will receive an email requesting approval. Someone at BMS will verify and approve

the profile. For all other roles approval will come from a designated user within your agency.

13
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How to switch between multiple profiles

When you have multiple profiles, you will be presented with a selection upon each login.

Example:

User Profile Selection

e Program Adeinsvater ol Program Aamnisato:
Agency WYOT Parent gency VOT Pare

Program DWPram DWC

1. Select the profile you wish to first use.

2. Click Submit.

You will be presented with the Main Menu

To switch profiles,

1. Click the down arrow next to your email address, which appears on the menu bar at the top of the

screen. A dropdown will appear and present your available profile options.

The profile shown with a black background and white text is the current profile. The profile(s) with a white

background and black text are your available options.

2. Select the desired profile by clicking the profile name.

Program Administrator

Wwor Parent

ADW-PAA

To verify which profile is currently selected,

3. Click the down arrow next to your email address again.

Program Administrator

WVOT Parent

ADW-CIA

14
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Main Menu

The Main Menu is the first screen you will see upon logging in. There are many options for using this portal

found on the Main Menu. Each option has a brief description underneath to notify you what it does.

e DHHR BMS IMS to the left on the ribbon will take you back to the Main Menu.

e Incident allows you to see all incidents for the programs in your login profile for your agency.

¢ No Incident allows the director (or designee) to see all “no incident” reports that have been

submitted and provides a link at the top of the list to submit a new “no incident” report.

e — Staff Provides a list of all staff registered to use IMS for your agency. You can click on the staff

members name to see the details of their log in profile.

e —Byclicking the User Email on the ribbon will bring up options to change your password, change

your profile and request more profiles.

e — Byclicking the down arrow to the right of the User Email you are presented with a list of profiles

you are already registered for and can switch to a new profile without logging out.

e Contact Us on the ribbon provides both program and technical support information, which will

allow you to contact different people for extra assistance with issues or questions you may have

concerning specific areas or concepts.

¢ Help will provide you with Definitions of the screens and instructions for each field.

© —Log-Off allows you to log off the system.

Note: Your agency computer should be set with a short time per guidelines

Main Menu options available to all users

These are the options to which all users have access.

e Adda New Incident

e Edit an existing incident

© Editing and adding follow-up to an unlocked incident

o Request an incident modification for a locked incident

e Printing incidents and APS referral forms

e Running, exporting and printing reports (based on system user role)

Add New Incident

1. Select Add New Incident from the Main Menu. You will then be directed to the Find Person page.

15
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West Virginia Bureau for Medical Services

Incident Management System

Main Menu

2. Input the Medicaid Number for the desired person.

3. Input the Date of Birth for the desired person.

Note: These numbers must match exact.

4. Click Search for Person when the proper information has been entered.

Note: If a person cannot be found, double check the date of birth and the Medicaid number

to ensure that you entered it correctly. If the person still is not present in IMS, please

contact your program type Operating Agency. For participants who have been on the

waiver program for fewer than seven (7) days, the person’s information may not have been

uploaded into the IMS.

Once the Person is found, the Incident page will populate with the Person and Agency information.

Note: All the required fields are marked with an asterisk (*). Most fields are dropdown lists and

many lists are limited based on agency, program type, or system user role.

16
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Incident

Create

‘Al inkxoalin this set is octobre you ea sav Bo ein

Btatt Reportod

‘Agony

Progam

Type

Incident Setting

Dencription

Date Occurred

‘Time occurred *

Time Unknown No

Date Learned

Take Me Home No

Participant

Sub-Type

County of lncident

aM

vi

Staff Reported is the staff member who reported the incident. It may or may not be the user who is

entering the incident into the system.

Legal Representative

APSICPS Referral

Alloged Perpetrator

Direct Care Stall Involved

Involved Agencies

Other Description

Legal Rep Phono

Date Sentto APSICPS

Other Entitles tavolved

17
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Other Entities Involved are non-staff who were involved in the incident.

APS (Adult Protective Services or CPS (Child Protective Services) Referral- An incident may be

submitted without a name of the perpetrator. Answering yes for an APS or CPS referral will require

entry of the date it was referred

Other Description additional information about the incident that doesn’t fit in the fields provided

under Description.

5. If completed without error, the Create button will take the user to an Incident Success page.

The Incident Success page will show the incident case number and the Medicaid Fraud Form button

and the Adult Protective Services form. When you click the Medicaid Fraud form or the APS form, you

can download or print the PDF form. At this time, there is not a form for CPS reports.

Incident

Success

© 2018 - DHHR BIS Incident Management System

Additional post submission options:

¢ APS Referral Form — This form will open as a PDF file and fill in any information that is entered

into IMS and provide the opportunity to have the remaining information typed in and the form

printed. THIS DOES NOT SUBMIT A REPORT TO APS! You must follow the normal procedure as

defined.

¢ Medicaid Fraud Form - This form will open as a PDF file and fill in any information that is

entered into IMS and provide the opportunity to have the remaining information typed in and

the form printed. THIS DOES NOT SUBMIT A REPORT TO Medicaid Fraud Control Unit! You

must follow the normal procedure as defined.

e Print Incident — Prints a copy of the incident

e Return — Takes you back to the incident form you just submitted and displays the Incident

Status.

18
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Incident

Person ‘Time Unknown Yes v

19
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Editing Existing Incidents - Unlocked

West Virginia Bureau for Medical Services

Incident Management System

Main Menu

1. Select the Search Existing Incident link from the Main Menu. You will then be directed to the

Incidents for My Agency page. This page contains a table with the incident information.

mite Peron Reportos
Prides. Bo iow, Coclin A

ae

Sinan, Mebane,

Finder Stud Brown, Coetia A

Binleat, Bob Brown, Caen A

oui, tuo

Davwie

N

incident that needs editing.

Ini 2nts For My Program

Stat Momber

Raported

Cota Brower

‘Aston: sion

Goce Brom

tan

Agency

Hopey Agoncy

Hoppy Agency

Happy Agency

Henny Agency

Proyam

ADW.PAA

Apw.Pn

ADW.PAA

incident

Type

Expionanon

exploitation

inetuent

Date

araer

Sor0m00 ANA

sworuvr

Soiweh

created bute

on Cenrwed

aremewe — 2r0x8

syarory —nreara01e

suiaeo17 —aniave017

swon017 1102017

wonwi2017—sors0/2017

Lavekoat

Locked

The user has an option to Create New Incident, which is located above the table or find an existing

3. Click on the blue incident case number underneath the column labeled Title. When the incident is

selected, the incident page is loaded. The user then will be allowed to change or update the

information on any unlock incidents.

20
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Incident \.. 01273 x308

edi —_

User Reported

sua Reporte Date occured

Tine ocued aM PM

Person Time Unknown .

Agency Date ested”

Progam ¥ Take Me Home y
Partcipont

we Einar . sub-Type* .

Incident Sting . County of nia Maen y

Desctiption WW er reprod eR ot Welle Wee PA Rad alge solenh deb He pot unl ages
cut the county he de not vast Total of $300 thal mernbet dei no! authoize Mr Buldor salad Mat nu ane ee tad beer

Note: Information that is shaded is not allowed to be changed. (Date Learned)

Incident Modification Request — Edit a Locked Incident

If additional information needs to be added or existing information corrected on a Locked Incident, an

Incident Modification Request must be submitted.

1. From the “Main Menu”, click the Search Existing Incident option

The “Incidents for My Agency” page will open.

2. Use either the Search box, or incident list under the columned labeled Title. Select the locked

incident that needs modification

3. Click on the Incident Number.

The Incident page will open.

4. Scroll down to Incident Modification Request section of the incident page.

5. Select Create New

ification Requests

SearchShow ie entries

Modification Stews Created On

‘No data available in table

21
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You will be directed to the “Incident Modification Page” in which you will be required to describe the

reason for the request.

6. Once documented, click the Create button.

The “Incident Modification Request Success” page will display.

Incident Modification

Create

Program *

Reason

© 2018 - DHHR BMS I

NOTE: After 5 seconds your screen will be redirected to the incident

Modification Status will show as Pending after the request is successful submitted. Incident status

will change to approved, when the Request has been reviewed and unlocked by the program type

OA.

Incident Modification Requests

Show 1 v entries Search

Modification Stotus Crested On &

<r 16/18/2018 12:26:02 PA

Showing 1 t0 1 of enkies + |

The user who submitted the Incident Modification Request will receive an email when the incident has

been unlocked. The email informs that the incident is unlocked and provides a link to the IMS website

so the user can log in and modify the report.

IMPORTANT: The incident will re-lock again after one business day (24 hours from the date & time

unlocked) or when the incident is saved after being modified.

22
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Incident Follow-Up (Unlocked Incidents)

Follow-ups can be completed on unlocked incidents only. The Create Follow up option will not appear if the

incident is locked or completed, nor can follow-ups be created for Simple type incidents.

1, Search and open an incident.

2. Scroll down the incident screen to the Incident Follow-Ups section.

3. Select Create New.

created on Follow-Up Noten

You will be directed to the Incident Follow up page

4. Enter information in the Follow-up Notes, Staff Involved Notes and Involved Staff Outcomes (if

applicable.)

Incident Follow-Up

Create

Involved Staff Outcome >) 110 Statf Members Involved

Incident Complete

© 2018 - DHKR BMS incident Mans

5. After information is entered, select the Incident Complete checkbox.

6. Click the blue Create button, you will be directed to the Incident Follow —Up Success Page

23
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NOTE: After 5 seconds your screen will be redirected to the incident

Incident Follow-Up

Success

You will be redirected to the incident in 1 seconds

© 2016 - DHHR BMS Incident Management System

How to Access Printable Forms

1. Access your “Incidents for My Agency” page, select the Incident to be printed by clicking the

incident number.

2. Scroll down to the bottom of the screen and click the blue button Print Forms

Incident History

Show 19 |v enlties Search

Emall Address, Action Date/Time

Create Fotow-up INC-01387-D109 8/18/2016 12.41 04 PM

Create incident NC-01397-D109 6/18/2016 11 £0.05 ANE

exes

© 2016 - DHHR BMS Incident Management System

3. You will be directed to the Incident Success Page where you will select the option that corresponds

with your printing needs.

Printing Options include:

e APS Referral Form

¢ Medicaid Fraud Form

© Printable Incident Form

The Return button will direct you back to the Incident.

Note: Please note, the page may look different, depending upon the operating/printing system, follow

your printer system steps to print the needed document.

24
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Printing an Incident

1, From the Incident Success Page, click the Print Incident button.

2. You will then be prompted to either Open, Save, or Cancel. Click Open. A PDF form will then open.

3. From here, you can view, save, print, and e-mail the Incident report.

Incident

Success

The incident iD

incident

© 2016 - DHHR BMS Incident Management System

Printing a Medicaid Fraud Referral or Adult

Protective Services Form

1. From the Incident Success Page, click the Medicaid Fraud Form or the APS Referral Form button.

2. You will then be prompted to either Open, Save, or Cancel. Click Open. A PDF form will then open,

auto filled with the information that was entered into the IMS system.

3. Additional information may be typed on the form.

4, From here, you can view, save, print, and e-mail the Referral Forms.

Note: If you choose not to save the form, you can always bring it back up by repeating steps 1 and 2 on this

page. However, your original changes to the form will not be saved. If you require an electronic copy of

the completed form choose “Save As” and save a copy to your machine.

25
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Documents
1. From the Main Menu Page, (Screen Shot here), selected the Blue Documents button

West Virginia Bureau for Medical Services

Incident Management System

Main Menu

Piease select trom the menu options below

User Options: Important Messages:

URGENT 73 Noncomphant incidents

sel tion to View a Isting of nancompliant incidents that need immediate
attention

Select his option to add a new incident

‘Select this option to retneve ana eait an existing incident

Select this option to view a Usting of incidents tat wil be noncompiant within 1-5 cays

re jon to view the available documents

‘Select this option te view reports

‘Admin, User Options:

‘Select this option to submit @ no incident this month report

2. You will be directed to the Documents page

3. The Documents page shows the different documents available for printing or viewing, which

include blank forms and guides for the portal.

The available documents include:

e Blank forms for

o Abuse, Neglect & Financial Exploitation Referral

o APS Mandatory Reporting

o Medicaid Fraud Referral

© Manuals

o WVIMS Portal User Guide

How to Change the Person’s Address

Changes in the person's address originate with CareConnection©. If it has been identified that a

person's address is incorrect, please contact the Case Manager, Resource Consultant, Service

Coordinator, or PC RN to update the person’s address in the CareConnection© system. Please note

that the person’s address may be sourced from outside DHHR and an update could be pending.
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Reports

The system has seven (7) available reports. Viewing of reports is based on the user's system role

and access. An Agency User may not see all reports but an Agency Director will see all reports. Each

report has a different function and yields different data results for monitoring of your agency's

incident management system compliance.

Reports include:

e¢ Non-Compliant Incident Report

Near Non-Compliant Incident Report

Compliance Follow-up Report

User Access Report

APS-CPS Referral Report

Agency Non-Compliant Report

Incidents by Agency Reporteooc
eeee

Note: Report availability is based on user profile. You may only see some of these reports.

To run/view a report

1. Click on the report name. This will open the selection criteria specific for that report.

2. Choose the dates by clicking on the calendar picker icon beside the date field (for those with a

date range) or by typing in a date (M/D/YYYY).

Make selections from the dropdowns available (Agency, incident types and program types, e).

4. Then, click on "View Report" to the top right of the screen. The report will appear.

w

Report Types (Definition and Screen Shot)

Noncompliant Incident Report: Incidents that are considered noncompliant with Medicaid policy. Incidents

submitted in the IMS beyond the one business day policy requirement for incident reporting.
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Non-Compliant Incident Report

tenon a two

ton v= 4

Noncompliant Incident Report

Woncompllant Incident Listing For 2/1/2027 to 9/1/2017 un Tne: 312017142 AM

Date Learned > 1 Business Day from Date Submitted sar: Coch tow

Business * cient Perum | Prgtam — etent owte ate tee
Bere” amber ame”? Apaney Type” = Bato" + Krom + Bunmited = Type

‘ott mldens Tat Meet Gteted Cre: 0

Non Compan nets ©

ot Corpo ss +

Asc Saad Hoyo Nwnty

Near Noncompliant Incident Report: This report allows an agency to review all incidents that are 9 to 14

days from the date the agency learned of the incident (follow-up is due within 14 days). This is one of the

most important reports for an agency to run, as it helps monitor incident compliance.

Near Non-Compliant Incident Report

” Cees?

Near Noncompliant Incident Report

Hens Moncompliant Incident Listing For 3/1/2017 to 7/1/2037 un Tone

9-14 Days from Date Learned with No follow-up ree (te men

Bot, cote en <a
Gon RstSr 5 pera ome Agence ome agen name Sear Cito Repos

Texaoncvenams Ta Moe Seton Ermer ©

etd Sree He camgars matte @

Ngnstannt Mehapare

evant fate tat AD Aan

Compliance Follow-Up Report: An agency will enter a range of dates (from and to) for the report, choose

all or only select incident types and program types. The report will show a list of incidents and the total

number of incidents that were out of compliance for the 14-day incident follow-up. This report is another

critical report to monitor incident compliance.
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Compliance Follow-up Report

Sin bate pants ndome —seusar 3 see

sary ty apn te »

“ rr oe me)

Compliance Follow-Up 14 Day

Compliance Follow-Up Not Created on Rene Event? wosD an
within 14 Days of Date Lea ner: Ceci frown

wot : Followup; Incident Person: Agency: Program + incident: Incldent = Oste 2 Dales

Gaye * Bits umber Name fam name” ype Bae Eenrnea * Reported
“otal incidents That Meet Selected Crtete: 0

Tel ncndon Not owed Wie 4 Daya

Progian Selacid— ALNALBRA

Agora Selacied! Happy Agoncy

Inewont Types Atuto Chea Explotaton Noglct

WARNING! th 1 information and or personaly wentiuble mformation (Pi), and i rest ted for

uthorwed offal use only Al system ser, whether DHNR employees or contractors, ore expected to be aware of end abide by all upplicable

[ederotand store lows ox well ax Frecutive Branch ond NUR poles, procedures, and guidelines elated to the ue gud release of

Agency Noncompliant Report: This report shows if the agency did not submit any incidents for the month

and had not submitted a Monthly No Incident Report. This allows the director to monitor across agency

sites and programs to ensure either incidents were entered or Monthly No Incident Report was entered.

HR BI

Agency Non-Compliant Report

Month [Way Year 2010 ¥)

‘Agency: Hapoy Agency, VOT Child Agency, |] Program Type: ADW-CNA, ADW-PAA, IDDM, 1OOW|

a Jrottnen Bee

Agency Non-Compliant Report

Agency Listing for May 2018 Run Timo: 6/18/2018 2:36 PEA

No Incidents and Missing No-Incident record

Agency = Program Rome =

‘otal Non-Compliant Agencies That Meet Selected Criteria: 0

Total Non-Compliant Agencies: 0

Programs Selected. ADW-CMA, ADW-PAA, IDDW, IDDW-SC, Personal Care (PCS), TE!W-CM

‘Agencies Selacted: Happy Agency, WVOT Child Agency, WVOT Parent 1

WARNING! This document may contaln U.S. Government information and or personally identifiable Information (Pll), ond Is restricted for

‘outhorized ofÏcial use only, All system users, whether DHHR employees or contractors, are expected to be aware of ond abide by all applicable

federal and state lows, as well @s Executive Branch and DHHR policies, procedures, and guidelines related to the use and release of U.S.

Government information ond Pi, Any misuse or unouthorized dlsclosure may result In both et ond criminal penalties.

User Access Report: This report allows the agency to monitor system users by month/year and logged-in

status.

View Report
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DHHR BMS IM:

User Access Report

Month Duly ¥ ver 2018 Vota

Logged In Status [No Login ¥ Agency: [123 Provider, ABC Provider, Ail Care| ¥!

Program Type: [ADW-CMA, ADW-PAA, 1ODW, TEIW-| ¥

vi dE jorar home [Wer he

User Access Report

User Access Listing for July 2018 Run Time: 6/18/2018 2:37 Pit

User: Carter, Melissa

User Nome ? Last System Aecoss Date = Parent Agency ¢ Chia Agency + Program Name

‘dona. hutsonf2w aor No Login \Wwvor Parent ADW-CMA
‘erlene.m.hudsong2wv gov No Login ‘WVCT Parent ADW-PAA
sudan. sdsont@vev gor No Login WvoT Parent iow
‘alone m.hudson wy.aoy No Login WVOT Parent AOW-PAK
‘ammahud@asl com No Login \Wwvor Parent 1 WVOT Child Agency ADW CIMA

‘Barbara.Q Recknagaltwy cov No Login WVOT Parent 1 wow

‘BarbR103@a01. com ‘No Login WVOT Parent 1 WVOT Child Agency TEC

APS-CPS Referral Report: This report shows the incident date learned, date reported in the IMS, and the

date referred to APS or CPS. This allows the agency to monitor compliance with protective service

reporting, within program policy and WV state code. (Report to WV Centralized Intake immediately and

paper copy within 48 hours to applicable county DHHR ofÏce as per WV State Code).

APS-CPS Referral Report

APS/CPS Noncompliance
Peters zt naaIncident Usting

Aivwes Neglect.

pee 3 paccumanap’ eaaraer7 to

Pee LER THT) Ne Cote eae

pam acs207 exconmaran @ntaz0+7 toe

Fenn wemcamgiis meer Ther Diet tes tee Comete

tent nencemanure 9

Incidents by Agency Report: This report allows the agency to see the incidents reported by a specific

agency or all agencies (Parent & Child agencies). Also, the agency can run a specific incident type report by

choosing types for one or all agencies (example: Critical incidents from March 1, 2017, to June 30, 2017, for

Happy Agency, the Case Management Agency).
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incidents by Agency Report

— “ ~ Fs ~

“ . a as

Incidents by Agency Report
Incident Listing Hor 2/2/2017 to 7/7/2017 Pear Tae, 67031 AI

User, Cacia treme

foctowet = progam: stemeee wesaers Gate = Game + Mmesonmt meager

aaa ie Rome’ Name Sate taemes * Aeporea * Type Ste
ESI APRY ROOT Meme | AIMERA— Onergh dare peor come casera rye,

Roxen

pega maes Wor ewe on 200098 Aten rane
pesrerre via tow Ane teterae
mena eRe! > 2202047 Atwee
HOMO AE HOT Puree + teem tween

TM ote Moe coma Kone

SEO WHOL Fearn | ADASAA tem a7vze 0 2razer Anne rer

Exporting and Printing a Report

To export a file (report), click on the Save button at the top of the report, a drop down menu will appear

with seven (7) options, select the option the correspond with your needs and system (computer) function

and the report will be imported into the selected export options/programs.

Print: Click on the printer icon to the right of the Save file icon above.

Compliance Followup Report

< nen te 7

Compliance Follow-Up 14 Day

Compitance Follow-Up Not fun Tne

within 14 Days of Date Lea

fet Fotowam < tnekdnnt Pretax Agwocy Progrem : wckanat : meident : Oem: Sate
Bone) Bm mowet Nome ‘ane hone Type Some Kheines * Reoonce

wecorazerae

wecorniee0a

macoizaanYD

wemseae

Example of a Report that was imported into Excel.
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o oF o

Compliance Follow-Up Not Created within

14 Days of Date Learned

fot Followup tnckaent Number Person Name

Deve Gusts

123 No jG unee Cea Gunn Teas

Tao We GIZDS Nat Mans Ae

T4No HC-21298-98YO Conn
" Ags temas roe Bi

‘Total Incidents Thet Mest Selected Criteria: €

srpsteno tehonnsy 8A cate

4 , x “ no

Compliance Follow-Up 14 Day
123M

nes Cocaia Gren

Weise Type tnewdant Date Cate
Learned

sezorr "Sez017

e2vt017 4242017

#207017 4zaz017

e717 azezo7

Dae

ES od

3e2017

4242007

azeze17

4207017

32



Healt

Important Messages

The Main Menu will display different types of Important Messages that need to be addressed.

There is a color code for the messages:

e Red messages are urgent, and

need to be handled promptly. Imponent Messages

ee are not

urgent, but will need attention.
Se IN OEM ek a RSING Tr ®

® Blue messages (not shown) are stented

incidents that the user |

requested to be unlocked, [ reo | ron waren mcs |
Cd ee

approved, and need

resubmitted.

URGENT 10 Roncomptan icKETES

Director User Options

The Director role has several responsibilities that others do not have, such as the “No Monthly Incidents”

report.

No Monthly Incidents

IMPORTANT NOTE: To maintain incident reporting compliance, Medicaid policy requires the agency to

enter “No Monthly Incidents” for every month that your agency does not enter an incident in the IMS. If

multiple programs have no incidents, each must have a separate report submitted.

1. From the Main Menu, click on No Incidents This Month.

a In User plone,

2. Click the Create No Incident Record link to create a new No Incident Report.

Note: No Incidents are sorted by the agency name, then by the year and month to show the most

recent No Monthly Incidents.
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sto ones Searen

Frogram Yer Month User

C€ ennmisomeg

3. Select the name of the agency, the month the agency had no incidents, year and program. Then,

click Save.

No Incident

Agency * Happy Agency Program Personal Care (PCS) chtumispmo@s

Month * Yoar* v

The incident report is submitted for the month. Incidents reports for the prior month must be submitted

the first of the following month.

No Incident

Success

You willbe redirected to the no incident fst in 1 seconds:

© 2018 - DHHR BMS incident Management System
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Manage Users

Note: This function and screen will be available based on system user role. Not all users will have access to

this function.

1. From the Main Menu Page, select Manage Users.

Select this option to submit a no incident this month report

= or remove users

©2018 - DHHR Bis Incident Management System

2. A page with the list of current users will then generate.

3. Toaccess the desired record, locate the desired user and click on the e-mail address to open the

Details for the user.

Manage Users

Show Wy te} unbion sown

Fut Name Approved Approved Viewabie Protites
Tokar Bott No on

You 6

4. Click Edit, to edit user information.
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Details

User

Note: Shaded fields are "Read Only" and cannot be changed.

Edit

First Name

Miadte Name

Last Name: ot

Profiles

Parent Agency ABCD Agency

Roles ‘Agoney Dwoctar
Approve

5. System roles are changed by adding or removing the checkmark in the Approve checkbox. Once

finished, click Submit to save changes. Note: If all profile boxes are unchecked, the user’s profile

will be considered unapproved and will deny them access to the system.

6. Upon saving, you will be redirected to the Details page. Click the Manage Users button to return to

the list of users.

7. Note: Different users will have different visible profiles displayed depending entirely on the system

roles that they have been approved for. Example: the person could be approved as a Program

Administrator and an Agency Supervisor.
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Note: Different Users will have different visible Profiles dis-

Details

Ema

Approves

‘Cantirmed Emat

Full Rome tues as

Reiaies Ba Name Fear

Profiles

Rotes are
Approves

=)

play dependent entirely upon the roles they have been approved

to hold. As is the case for this sample user, he is approved to be

both an Administrator and an Agency Supervisor.

a

Parent Agency *

cue Agency

Program AL EMA
Rows ae
Approea ve

Troubleshooting

Incorrect profile selection during registration - How to fix

How to approve the user’s login only to allow request for a corrected profile.

If a user requests a profile and makes an incorrect selection, the agency director may approve only the

user’s login allowing the user to request a corrected profile.

Click “Edit”

NO
W 

PW
N 

P
E

Click “Submit”

Agency director (or designee) must login to WV IMS.

Click “Manage Users” and locate the email of the user

Click the email address to open the user’s record

Check the box appearing below the user’s last name.

Do not approve the profile that was submitted incorrectly.

37



Heal!

Huntan
BUREAU FOR MEDICAL SERVICES

Email * a041651z@gmail com

First Name * Tinker

Middle Name

Last Name * Bell

Approved

| Step #5
Profiles

Parent Agency ABCD Agency

Roles Agency Director

Approve O Step #6

Do not check box

/ Approve

The user will then be able to log into IMS using the email and password previously setup. Upon login the

user will be presented with the option to select a profile.
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