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WEB ADDRESS & LOG-IN

1. WEB ADDRESS

 www.wvdhhr.org/bhhf/waiver/waiver_ims/ 

2. LOG-IN

A. Type in user name and password in appropriate boxes then click LOGIN

• Once you are logged in, a menu will appear along with two
other lists. 



• The first list is Agency Investigation Reports Requested by
Waiver Office; these are Investigative Reports performed
internally at the agency.

• The second list is Additional Follow-Up’s Due; this list reports
all incidents that still need a follow-up added in the system.

< 1 to 2 days left until the 14 days expires or past the
maximum 14 days - RED (Alert)

< 3 to 4 days left until the 14 days expires - GOLD
(warning)

< 5 to 14 days left until the 14 days expires - GREEN (safe)
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SEARCHING/ADDING/ENTERING INCIDENTS

1. SEARCHING AN INCIDENT

A. Click SEARCH. Incidents may be searched by Last Name or Medicaid
Number.

B. Type in either the last name or Medicaid Number.

C.
Click on the Incident you would like to review/edit or click ADD NEW RECIPIENT
if the individual is not listed.

2. ADDING AN INCIDENT - name listed

A. If the persons name is listed, click on the name and then choose NEW
INCIDENT.



B. RECIPIENT INFO -  Most of this information will be filled in, since the
individual was previously entered into the IMS.

C. Choose MR/DD or AGED & DISABLED. Then choose Agency from Drop
Down Menu.

D. AGENCY INFO - Choose AGENCY ADDRESS from Drop Down Menu,
then click AGENCY INFORMATION - PAGE 2.

E. Choose AGENCY INVOLVED from Drop Down Menu, if other staff is
involved, click on ADD STAFF INVOLVED.



F. Enter information into all required fields, then click ADD STAFF INVOLVED
and click NEXT.

G. INCIDENT INFO - If this incident was referred to Adult/Child Protective
Services, click YES. If not, click NO.

H. Choose TYPE OF INCIDENT from the Drop Down menu. SIMPLE
INCIDENT - choose from information under ALLEGED INCIDENT
(Treatment Error, Other, Accident/Injury - Not requiring treatment beyond
first aid.) CRITICAL INCIDENT - choose from information under ALLEGED
INCIDENT (Accident/Injury - Requiring treatment beyond first aid, Death.)
ABUSE, NEGLECT, EXPLOITATION - choose information under each
heading (e.g., clicking Physical under ABUSE will automatically check the
ABUSE heading box.) Then click INCIDENT INFORMATION - PAGE 2.



J. Enter all required information with the alleged perpetrator in the description
area, then click INCIDENT INFORMATION - PAGE 3. 

K. Enter all required information and click FINISH. If there will be an additional
follow-up, you will have 14 days to complete the section.



L. If all required information is entered a green diamond will appear to the
right of each section, if not a red diamond will appear to the right of each
section. Click SUBMIT INCIDENT.

2. ADDING AN INCIDENT - name not listed

A. If the persons name is NOT listed click on ADD NEW RECIPIENT.  Fill in
all required information. Follow instructions from #1.

MODIFYING INCIDENTS

1. The system allows you to save information if you are interrupted and can not
complete your incident report.  To modify and finish the incident, search by LAST
NAME, MEDICAID NUMBER,  and if it is an MR/DD Incident by SSN.. Choose
the incident by clicking MODIFY.

2. Complete all required information as stated previously in this manual.
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FOLLOW-UP ON AN INCIDENT

1. To retrieve an individual to enter follow-up information, search by LAST NAME or
MEDICAID NUMBER. Click on the individual. Click on PAPER to enter Follow-up
information.

2. Complete and click SUBMIT FOLLOW-UP.



QUESTIONS

MR/DD Incident Questions - 

BEVERLY DORCAS - beverlydorcas@wvdhhr.org
(304) 558-1221

Aged & Disabled Incident Questions -

LINDA WRIGHT - lindawright@wvdhhr.org
(304) 558-3317

WV IMS - Webmaster - 

JEFF SCHWEER - jeffschweer@wvdhhr.org
(304) 558-4641




