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
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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 unigue 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 office 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 office 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 office data - associated with one Monitors incident

supervisor, that
monitors Case
Mangers, RN, Service
Coordinators

office 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: https://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.

DHHR BMS IMS

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 compaiibile with mobile devices.

The development and implementation of the West Virginia Incident Management System (IMS} is supported by Take Me Home West Virginia. Take Me Home. West Virginia is a

IMoney Follows the Person Rebalancing Demonstration Grant (WV Department of Health and Human Resources Grant Mumber 1LICKS330830) fram the U S Department of
Health and Human Services. Centers for Medicare & hedicaid Senices

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

Log In

This system is for authorized users only. Users of this system access protected. personally identifiable health data As such, this system and its data are subject to the Privacy
and Security Regulations within the Hezlth Insurance Portability and Accountability Act of 1996 By accessing this system all system users agree to protect the privacy and
secutity of the data contained within as required by law Access to information on this site is cnly allowed for necessary business reasons and is restricted to those persons with
a valid user name and password Users of this system must abide by the State of WV policies. procedures and standards All system use is subject to monitoring and

recording by authorized personnel Misuse may lead to diciplinary aclion and/or prosecution
——

‘ 1 Agree  Disagree

€ 2018 - DHHR BIWS Incident Management Sysiem

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

DHHR BMS IMS

Log In

Email *

Password *

€ 2018 - DHHR BMS Incident Management Systemn

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

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.

DHHR BMS IMS
Register
Emall * Your Hame@domair. com
Password * susssans
First Name * Your First Hame Here
Middle Name
Last Name
Profiles
Role 3 Agency Director
[0 Program Administrator
Agency Supervisor
Parent Agency
Child Agency
Program
& Add Profile

B e 7

Password Rules

Your password must consist of:

a minimum of six (6) characters
a capital letter

a lower-case letter

a number

a special character (like % or !)

Confirm Email *

Confirm password * oy
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Password Reset

To reset your password:

1.

W

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

DHHR BMS IMS

Password Reset

Enter your email

Email

£mail Link

© 2018 - DHHR BKS Incident Management System

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

DHHR BMS IMS

Password Reset

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

® 2018 - DHHR BIMS 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.
B2 ¢ =

Password Reset -WV IMS
To

BMS IMS =
-~

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=REIGqUTBO%252fplotw(%
252fhjECkqVglYfBDS6sCTIDAfOMOMeGq14AhX2P3NGKw5%252b6vw7atd
252bJh3XYBDULANVWZYTUGr3icjiGtOF%

252bqyASZcYsM2pSx0pGZXU9swPwEL DYExR2NoRoalntxhiV2sxpEHI%252f93zhY4bFSNQbICIGa%
252bvwDnEj3WU0IX%%252budfmQRZjStdYorfSkim43ZT pajgCvULTA%253d%253d

IMS

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

DHHR BMS IMS

Reset password

Reset your password

Email YourEmail@domain.com
Password semsvecs
Confirm password sesssEsS

Hesat

€ 2018 - DHHR BY1S Incident i4anagement 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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DHHR BMS IMS

Reset password irmation

Your password has been reset. Plez

© 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 Login

3. After clicking Log in, read and understand the Terms of Use
4. Click 1 Agree

DHHR BMS IMS

Log In

This system is for authorized users cnly Users of this sysiem access protected personally identifiable healih data As such. this system and its data are subject to the Privacy and
Security Regulations within the Heaith Insurance Portabiiity and Accountability Act of 1996. By accessing this system. al! system users agree 1o protect the privacy and security of the
data contained within as reguired by iaw Access o informatian on this site |s onty aliowed for necessary business reasons and is restricted to those persons with a vaiid user name
and password Users of this system must abide by the State of WV poficies procedures and standards All system use is subject to manitaring and recording by auihorized

persannei Misuse may lead to discipiinary action andior prosecution
‘ Ingree  Disagree

© 2018 - DHHR BMS Incident Management System

5. Enter your Email and Password
6. Click Login

10
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DHHR BMS IMS

Log In

Emait * YourEman@domain com

Password oy

€ 2018 - DHHR BNS 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. (https://dhhrimsportal.wv gov)
2. In the 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.
¢ 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 BMS IMS Incident No Incident Staif Person

Manage

Change your account settings

© 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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DHHR BMS IMS Incident Mo incident Staff FPerson

Profile Request

b 4

Role [1Program Administrator "

] Agency Supervisor

Agency User y
Parent Agency Ev
Child Agency iv
Program

=+ Add Profile

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

@ Roles Prograrn Administrator Roles Program Admnistrator
Farent Agency WVOT Parent Farent Agsncy WVGT Parent
Pragram ADW-CIA Program ADW-PAA

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

WVOT Parent
ADW-CMA

Program Administrator
WVQOT 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-CHMA

Program Administrator

WVOT Parent
ADW-PAA
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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.

¢ 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 By clicking the User Email on the ribbon will bring up options to change your password, change
your profile and request more profiles.

e By clicking 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.

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

o 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 Add a New Incident
e Edit an existing incident
o 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

Admin User Options

a1k

2. Input the Medicaid Number for the desired person.
3. Input the Date of Birth for the desired person.

Find 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
Creale
Allinftonalion i this section is reguired bolore you can save the incident.
8tatf Reported Datc Occurred *
Time occurred AM - PM
Person Time Unknown Ny |

Dale Learned *

Agency

Program * v| Take Me Home No i
Participant

Type i Sub-Type

Incident Setting ;V] County of Incident v;

Description

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 Legal Rep Phone
APSICPS Referral o ~ Date Sentto APS/CPS
hlleged Perpetrator Other Entities involved

Direci Care Staff Involved

Involved Agenciles

Other Description

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

The Incident ID is INC-01357-D109
Inzident submilted 6/18/2018 11 50 &8 AM

APS Referra Farm  Medicad Fraud Form Pant incident Return

& 2018 - DHHR BIS Incident kanagement System

Additional post submission options:

e 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.

e Maedicaid Fraud Form - This form wiil 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



LT winae
T ]

s Han

BUREAU FOR MEDICAL SERVIGES

Incident

Edit

User Reported

Staff Reported * Date Occurred 05:1872018

Person Time Unknown Yes ~

19
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Editing Existing Incidents — Unlocked

West Virginia Bureau for Medical Services

Incident Management System

Main Menu
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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.

Incidents For My Program

anirios

Title: Poerson

Buiilder. Bob

S, June

Quinn, Test

S, Jano

Findot. Slud

Butldar. Bob

Driltbant,
Disvid

User
Reported

Brown. Cecillia A
Hudzson, Arlere
Mooro

Brown, Cacilio A
MeLlontuat,
Tenosa M
Brown, Cugitin A

Brown. Caciia A

Brown. Canilas A

Staff Member
Reported

acitia Brown

Arlune Hudson

Cuce Biown

Torosa

Mabonuugh

Lacilia Brown

Cealia Brown

Arlonuo §Huedson

Agency

Happy Agoncy
WVOT Parant
1

Happy Agency
WYL Haront
1

appy Agoncy

Happy Agency

Flappy Agency

Program

ADW-PAA

NOW-PAA

ADRDW-PAA

ALW-PAA

ADW-PAA

ADW-PAA

ADW-PAA

Incident

Type

Exploitation

Abruse

Caritico!

Nnglnct

Enplotation

Exploitafion

Corilical

Incident
Date

2/2/2010
10-00-00 AM

112202017

117132017

114312017

1162007
2:00:00 PM

AW I6L2 7
9.00:00 AM

17272016

Search
Created Date
Oon Learned
20212018 22120178
V222017 11424/2017¢

1121302017

11612007

11/68/2017

WYG/I2017

01202017

11AW2017

1162017

11/6,2017

116/2017

10172017

Sintus

Uniockad

Lucked)

Locked

CGomplota

Lockod

Locked

L ockod

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

incident that needs editing.

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 (1273 X308

Edil | odeifehs  Usowd
User Reported
Stafi Reported Date Cccurred
Time occurred * *AM  PM
Person Time Unknown v
Agency Date Leamed *
Program v Take Me Home d
Participant
Type Explotaton A4 Sub-Type - v
Incident Setting * ~ County of Incidenl * Karon v
Description #4 Bullder reporied to the RN that Walder Workes. PA had aliogediy stolen his debit card He reporled unusual charges for locations

out of the county he diii not vst Tolal of $300 that member did not authorize Mr Builder stated that no one else had been il tis

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

dification Requests

Show 16 v entrigs Search

Modification Status Created On

o data available in table
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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

C-

& 2918 - DHHR BMS Incident Management System

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¢ ~ entrieg Search

Modification Status Created On [H

( 61182015 12:26:02 PM
Shawing 1to 1 of 1 entries -

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.
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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.

IR BMES IMS

No sl availiblo in fable

Bhowiig 0 16 O 6f 0 antnos

Show 1o ~] entrlos

Investigator Crenied On X ncident Complote Follow-Up Nates

MU datis avatable in blo

Showing 0 10 Q Bl 0 anirien

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.)

DHHR BMS IMS

Incident Follow-Up
Create

involved Staff Outcome 9 Staff Llembers Involved v
Follow-Up Notes Staff Involved Nou‘s’)

Incident Complete O

Create  Cancel

© 2018 - DBHR BMS Incigent Kanagement System

5. Afterinformation is entered, select the Incident Complete checkbox.
6. Click the blue Create button, you will be directed to the Incident Follow —Up Success Page
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NOTE: After 5 seconds your screen will be redirected to the incident

DHHR BMS IMS

Incident Follow-Up

Success

You will be redirected to the incident in 1 seconds

© 2018 - 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 1o |v entries Search

Emall Address Action Date!/Time

Create Follow-up INC-01337-C1D2 B5/16/2018 1241 04 PM

Create Incident INC-01337-D1D@ 6/18/201B 11 £0°05 AR

Showing 1 to 2 of 2 entries Previous - tiext

—
Save  PnntFomis  incdent List
e —

@ 2018 - 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

e Maedicaid Fraud Form

o 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.
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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.

DHHER BMS IMS

Incident
Success

The Incident D Is INC-01337-D1D9

incident submitted 6/16/2018 12.46:14 P
D —

APS Referral Form Medicard Fraud Form Prntinckdent . Retun
e —

© 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.
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Documents

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

DHHR BMS IMS

West Virginia Bureau for Medical Services
Incident Management System

Main Menu

Piease select from the menu options beiow

User Options: Important Messages:
Add New incatent LIRGENT 73 Nontomghant moidents
Select this option to add a new incident Select this optian to view a listing of nancompliant incidents thal need immediate

aliention

Search Existing incident

Sest! this oplion 1o retneve ana edit an existing incident

@ Select this option to view a listing of Incidents that will be noncompliant within 1-5 days
SETETTIT option to view the available documents

Seiect this option tc view reports

Admir User Options:

No incidents This Month
Seiect this option to submit a no incident this manth 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
e Manuals
o WV IMS 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:

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 Report

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).

w

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.

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

taen Limte b 1o Dt

Ageniy. Mty Auets iw Trogrem Type iv
Insvgent Typw Pupdetatna, belw

Hewber Wamie Comtmm LY

1 et fIeeN

Noncompliant Incident Report
Noncompliant Incident Listing For 2/1/2017 to 9/1/2017 Run Time: 911:2017 1042 AM

Date Learned > 1 Business Doy from Date Submitted User: Cochia Brown

2 of s

Business Incident , Peraon . . Program . incioent  Oate . Date . Incident
Days Number : Nome 3 oagency ° Type 1 pate i Learnad ° Bubmitited ° Type

Tota! Incidents That Meet Belected Critetla: &
Towat Non-Complan Incidomns O

Tnal Comphind (ncsdoms 1

Total incdents 1

frogams Seietied  ADW-PAA

Agnnces Selectad  Happy Agency

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

. . o~ +*

Near Noncompliant Incident Report

Hews Noncampliant Incident Listing Foe 3/1/2017 0 7/1/20137 Rin Tierr
©:14 Days Prom Date Laarned with No ¥allow-up eer et B cant

200 L i . ] Oate [
Cays 1 symber i Pernem Name Agency Narme Pracpem Hame © Cote Lesined Mepones
Toast ICHALNRD That Ml SeleCied Cotata O
Frlsf S M vl esvahned o aterdn Q1
Frongic & foson We? A S e
Sgpeve oy ot Wt AS Ay

owrt

B parne penp¥ary

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

Start Dute* LAY End Duta ALY ._I \)‘w Ropont
Agrouy iv wrogram Type. B9
Incedent Typs
i Yow § . Y

Compliance Follow-Up 14 Day
Compliance Follow-Up Not Created Run Time: 671122017 10 40 AM
within 14 Days of Dato Learned User: Cotdia frown
w#ol : Follow-up ; Incident : Parson : Agency :{ Program @ lIncident  Incident : Oate : Dale
Days Exists Number Name Name Name Type Date Learned Reported

Tolal Incidents That Meet Setected Critesie: 0
Total Incndonis Not T oflowed-up Withun 14 Days B
Tedal Incdents 1

Programs Selected  ADW.PAA

Agonces Solatled Happy Agoney

Hncdant Types Abusa Griical Expltation. Noglact
WARNING! This ducument may contains U 5 Government informetan ond o1 p tly o e {Pit), and is resticted for
authorzed offrial use only. Al system users, whether DHHR empl are , are d ta be oware of and abite by alt applicable

{ederal and state luws, os well as Executive Branch ond DIHNR policies, procedures, and quidehnes reloled to the use and refease of 11.5

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.

DHHR BMS IMS

Agency Non-Compliant Report

Month May ~ Year 2018 w Vig}f Report

Agency: Happy Agency, WvOT Child Agency, ‘:i Program Type: ADW-CHMA, ADW-PAA, IDDW, IDDW- f

af 1 ‘ | I .

Agency Non-Compliant Report

Agency Listing for May 2018 Run Time: £/18/2018 2:35 PM
No Incidents and Missing No-Incident record User: Caner, Melissa
Agency Program Name +

Total 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), TBIW-CM
Agencies Selected:  Happy Agency, WVOT Child Agency. WVOT Parent 1

WARNING! This document may contain U.S. Government information and or perscnally identifiable Information {Pii), end Is restricted for
outhorized official use only. All system users, whether DHHR employees or contractors, are expected to be aware of and abide by all applicable
federal ond state lows, as well as Executive Branch and DHHR policies, procedures, and guldelines related to the use and release of U.5.
Government information and Pil. Any misuse or unautharized disclosure may result in both civil and criminal penaities.

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

Month | July ~ Year 2018 \ﬁév; R:;rt
Logged In Status | No Login ~ Agency: [123 Provider, ABC Frovider, All Care Vi

Program Type: ADW-CMA, ADW-PAL, IDDW, TEIW-1| ¥~

vi 4T Jef22 b M @ | Neat

User Access Report

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

User: Carter. Melissa

User Neme < Last System Access Date < Parent Agency * Child Agency & Program Name <

Mo Login WVOT Parent ADW-CMA
Mo Login 'WVCT Parent ADW-PAK
o Login WVCT Parent IDDW
No Login WVOT Farent 1 ADW-PAK

uda No Login WVOT Parent 1 WVOT Child Agency ADW-CHMA
No Login WVOT Parent { IDDwW
No Login WVOT Parent 1 WWVOT Child Agency TBIW-Civt

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 office as per WV State Code).

APS.-CPS Referral Report

g _ R
Ay . by Prge £ . v
ol - i
APS/CPS Noncompliance
Incident Listing [ % T RN S Y RRRT Y V]
. Nogledt. of Eaploiation Indidsita Uner Coprihs Brerwes
Whiore APS/CPE rolasral Date > 2 Days Fony Oats Lasi ned e
icidnet ¢ Apsney ¢ Dsie * Dair 1 Mncideni D APRKCPS onsoetrer t Agmocy ! Progrem 2
Dt Learned Reporied Dy Meter1a Name Tine
PL ¥ L] 4 07 W e Sebir-g WAL Fawd © AN WA Nahn3
FR7Y .15 QI L] Uongh Juven WO Farest & 0 ' £ xR i
eIy " E] a3 T Toas .
. N Dk & rhaver! fovew - T
AT 207 03135077 Toaa . .

LA NOR-Loempiarn cierns Thas Mrel Selerio0 Comea &
Vo Lot 712
o MonLorrinare 3

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).

30



ity

Hugﬁm

BUREAU FOR MEDICAL SERVICES

incidents by Agency Report

WEST VIRGINIA
Drpact

gt & ~ -
-ty - Srcobers Aad- Tore -
-
- - o - e
Incidents by Agency Report
Incident Listing ¥or 2/2/2017 to 7/7/72Q17 Wty Taerse. £ FTTIE O3 R AM
User. Cacia Brown
ncioest 4 Agency o H 1 et 3 Dase 3 Mechoovst 3 acicoens
WNoarriteer Nane Nne SNmroe (-2 Loarnes Arparana Type SUB-Type
NCT Sraravn 1 AIPNCIAA Ceargh dparaon P LN e i A M Y )
Rppwrarag F o
Hn3
WA Parem 1 Cnaess IS Abese (L
- A Tais > Atvrme 1 wxdcna
. - . FIV I Afures
WADT Paern - A - § agpded gty T arwra
sy e y B - Cam o (s
WO T AT A 3 Tusa 2717001 Frazanr Atsa P

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

tod Ewte v
£l o g §opie T

A -

= = @

Compliance Follow-Up 14 Day

Compltance Follow-Up Not Created Foun Tieme:

within 34 Days of Date Learned

Sef : Followup ik Pwrron Aguay Progiem ciorat 3 Exioerd 2 Oate 3 Dewy
Nesfriber Kaoma K Narne Tytre Ot Loatired ROOTCD

Dy Bty

Example of a Report that was imported into Excel.
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13
12
13
14
15

D ¥ G H . 1 ®

Compliance Follow-

Compliance Follow-Up Not Created within
14 Days of Date Learned

- .
Micitent Numde: Pesson Nems Agency Hame

2! Follow.-up
Cxiats
122 MNa 31 SVVDT Pasen t
74 Mo T SVOT Paremn |
T4 Mo w0 SWVPOT Parery 1
Te Mo - FLE - § weer B YWVYDT Paran !

Total Incldents That Meet Selected Criteriaz &

Progeam
Nome
ATV PAA
AT PAA
ATV FAA
ALV PAA

Toter -

™
Up 14

N (- 4 a
Day
Run Yuns 7 18 23 AN
Uses Cocln Brown
ncisent Type Mcedeat Date Qate
Learnod
i symatane ABTYLT IE0ET
e LQWPPL7 A T420%7
— &R T ATLD0T
e PRIt 23] 4282017

4742017
42420137
424261
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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.

° are not
urgent, but will need attention.

e Blue messages {not shown) are
incidents that the user
requested to be unlocked,
approved, and need
resubmitted.

Director User Options

Imporiant 1essages

USIGENT 17 hOne ol i ons
Sew IR (e Lo vidn A RWIG 4T Aoty "
Atent=

O b wwma et k3 to P

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.

Sakect g ONINWT K WH] A e e ant

SoMT Pws CEHHH b view THEOIL

Adirun User Options.

 #ac nmarens Trem ke
Pewdent

CUIA CHIU BRI et Managernent tokten

Suierc1 Hue Opton i veaw 8 hateg of nononenglssot ressesds
At

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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No Incidents

Show entias Search
Agency Frogram Year Month User
Happy Agency 2017 August Bradshaw-Carter. Itelissa
Happy Agency 207 July Recknagel. Barbara Q
Happy Agency 2017 June Brown, Cecilia A
Happy Agency Perscnal Care {(PCS) dhhmispmo@wy gov 2017 Aprit Bradshaw-Carter, Melissa
Happy Agency TBIW-CM dhhmispme@vy.goy 2017 Aprii Bradshaw-Carter Melissa
Happy Agency ADW-CMA dhhrmispmo@viy gov 2017 Apn Bradshaw-Carter elissa

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 Frogram Personal Care (PCS) dhhrmispmo@y

Month * July Year - ~

€ 2018 - GHHR BWS incident Management Sysiem

The incident report is submitted for the month. incidents reports for the prior manth must be submitted
the first of the following month.

DHHR BMS IMS

No Incident

Success

You will be redirected to the no incident I'st in 1 seconds

€ 2018 - DHHR BN:S Incident idanagement 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.

DHHR BMS IMS

N0 Incdents Tivs Month

Select this option to submit a na incident this month repon
Manage Usen
Q 2 plionte 8dd or remove users

& 2018 - DHHR BIS Incident Managemenl System

2. A page with the list of current users will then generate.
3. To access the desired record, locate the desired user and click on the e-mail address to open the
Details for the user.

OBRHIR BMS (IMS

Manage Users

Boul

Show 1) i unbios
SEmail ! Full Name Approved Approved Viewable Profiles

Tinkar Boll No o

Arlane Hudson No o

Arlure Hudon Yon )

Arione Hudson No 2}

Burbara (coknugal Yoo 6

Couba Ann Brown You a3

Honther Smith Yos L0

1uone Michaal Mitler Yor 1

dnack Tumer No an

\ / Jatnor Furrie Yos 11
Showing T1e 1T el TTannes [T n

4, Click Edit, to edit user information.
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Details
Usar
Email 00416512l Cuon
Approved  No
Contirmed Email Yo
Full Nome  Holl ke
Ralated Stalf Namae
Frofiles
Pareot Agency ALBUL Agenoy
Roles Auoney Duootor
Approved o
PLOTS £ I BME INGIont Managimont Syslaon

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

DT BMS TS

Edit

User —
Emait * 08165 12g2gmail com )
First Name Tinkar

Middle Name

Last Name Hait
Approved
Profiles
Parent Agency ABCD Agancy
Roles Agancy Diractor
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
play dependent entirely upon the roles they have been approved
e to hold. As is the case for this sample user, he is approved to be
1O 9!
Canfirmed Emat
Fuil iame  thm1 a3 T, vr Craeniamnl
B lEsiiime e s both an Administrator and an Agency Supervisor.
Profiles /
Rotes A e Parer] Agency »
Approien v Cmld Agency -
Program AL & AR
Rolss £
Approved ve

o s

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.

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

Click “Edit”

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

Do not approve the profile that was submitted incorrectly.
Click “Submit”

NOU A WN e
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DHHR BMS IMS Incident No Incident Staff Person

Edit

User
Email * a041651z@gmail. com
First Name * Tinker

Middle Name

Last Name * Bell
Approved
\-l Step #5
Profiles
Parent Agency ABCD Agency
Roles Agency Director
I
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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