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Provider Training Program
October 2011

EN Frtvrpree [t Managrrens

@ pennsylvania
DEPARTMENT OF PUBLIC WELFARE

\Welcome to the EIM Provider Training

Primary Objectives:

1. Tointroduce users to the EIM system and the
processesinvolved to effectivelyuse EIM to
record, track, and manage consumer-related
incidents.

2. Forusersto depart the training and return to
the workplace capable of implementing the full
and consistent use of EIM by the October 24,
2011 “Go Live” date.

w pn.tﬂl:lﬁ-l,?_ahu ) wn—m- |arkdmt Muragemmt




w Enterprise Incident Management

EIM for Providers: EIM Basic Functions

Today’s training will cover:
1. Loggingin to EIM

Recording an Incidentin EIM
Producing reports in EIM
Additional EIM functionality

Review EIM policies and procedures

> o kW N

Additional learning opportunities for EIM

Incident Report Basic Screens

3/30/2012 6
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Enterprise Incident Management — Incident Basic Screens

2 vl -

inoident Reporisr inoident Reporisr OLTL sty

FIRST 2 MGM'T
2 SECTION ZREVIEW &
“The Binvestigation

Basics"

1. incdvidust 1. Erovider Review:
information Investigaiion 1 aveiligalien
indfiafor information 2. Winess lsdfemants Assignment
3. Provider information 3. Erovidar 2 Mansgament Raview
4 inoigest Invesfigagion Aofion
Ciasswoation 4. Provider3C Aokion Investigation:
6 Eanona 1 Investigation
informadion £ Verfoaton of
@ inoident Desorigtion i ::m,,mm
2 inve:
8. Veroston of
inmtas Acdton Takan Smokdead
7 Agtion
Classfoztion 3. Winess itadements

Note- Underiined screen names require dta nput from gsers.

w pennsy_lvmu

Enterprise Incident Management — Incident Flow Timeline

2

inoident Reporisr
FIRST
SECTION

“The
Basics"

Within 48 Hours Within 30 Days Urgentincident
of the of the Within 4 Days of the
Discovery Discovery Final Section

Submission
Date Date Non-Urgent Incident
Within 8 Days of the
Final Section

Discovery 5““‘“)‘””" Incident

Dates arein calendar days

QY pernsytvonia Y s e
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Enterprise Incident Management (EIM)

OLTL
Provider Training Program
October 2011

@ pennsylvania
DEPARTMENT OF PUBLIC WELFARE
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Log In To EIM ? -

Section 2: Log In To EIM
Enterprise Incident Management

IMPORTANT NOTE:

This job aid contains screenshots of the system taken with the Incident Reporter role
and was created for illustration purposes. Therefore, not all graphic materials will
match exactly what you might see on the screen when logged into the EIM system with
your personal User ID and Password, depending on your EIM role. Please use this job
aid as a guide through the general process and recognize that specific details might
vary from case to case.

3/30/2012 9
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Log In To EIM

Overview

This job aid is intended to guide a user through the process logging in to EIM. Users can access EIM either through an
internet URL or from HCSIS. Both methods are described in this job aid.

Table of Contents

Log IN TO EIM from INternet. ... et 11
Log INn To EIM from HC SIS . e ettt ens 13

01/12/2012 Page 10
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Log In To EIM

Log In To EIM From The Internet

Users can navigate to the EIM Landing Page screen directly from an internet browser without having to go through
HCSIS. This is the preferred method to access EIM because the user will be able to view system news, access the
Learning Management System (LMS) for training materials and EIM FAQs.

Step 1: Enter the URL: https://www.hhsapps.state.pa.us/eim/default.aspx in an internet browser and click [ENTER].
The EIM Landing Page screen appears.

Step 2: Click [LOGIN TO EIM].

System News EIM Activities

No news available! B

LOGIN TO EIM

3/30/2012 Page 11
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The Keystone Login screen appears.

Step 3: Enter your Username and Password. Click [LOGIN].

(Business Partner LoginiD |Business Partnor Logeil)
starting with “pw-") storting with ")
Change Password F Pallv‘o:::td R
Forgot User id

WARNNG US GOVERNMENT SYSTEM and DEPARTHENT OF PUBLIC WELFARE SYSTEM.

SCOiNS s Ly Puttic Lanw 93 474 “The Competur o and Abuse
ACtof 19807, U of Suis nyiem consttutes CONSENT TO MONITORRNG AT ALL TINES and
= nof sutyect 3o ANY sxpec ltos of pevacy, Ui ihoriied sne of o accens (0 s wyatem
mary Sebyoct pou 00 Chal OF Crimunal penatts under state of jedesal law. Ths statoment is
bong posted try the Oopartmsat of Pabic Wellarw Sacurrty med Anstts et

Coary 2010 by ®ae C of AF Rughty Resarved
Step 4: The EIM My Dashboard screen appears.
P
wanddm:mm@m ﬁ‘, Home . sEarcH e REPORTS @ HELP
@ - vy Dashboard
‘ Work Items [ mew  em LT
U Docements Requiring My Attention (Grouped By Document Age ) Program Office =
Frogues Office  Type 03 Days ‘r;.l: "L"f ’ot': il Tetsd ‘.»6'-9_‘"-.;.;" :x
| cen tndvidual Inadent 3 0 0 Q 0 3 | Wl Progiton Y|
| Inodent / Complaint v
Iodent / Complant Types v

| Document Reganng Astention vi|
| £qu v

D Detall Ssmmary

Indivaial

: Heviewing
Nome y Organiration

No Docement Details to display,

o Type Drocmmrent

SERITT ALL
UNSILITT ALL

APPLY

SET AS DEFAULT

This completes the Log In to EIM from The Internet section
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w Enterprise Incident Management

Log In To EIM From HCSIS

Users who are logged into HCSIS can access EIM directly from HCSIS without re-entering their User ID and password.

Step 1: To log in to EIM from HCSIS, enter the HCSIS URL, https://www.hcsis.state.pa.us/hcsis-ssd/default.aspx, in an
internet browser and click [ENTER].

Step 2: The HCSIS Landing Page screen appears. Click [HCSIS LOGIN].
HCS;

Welcome to HCSIS

Matiree <Sick Belew 3 choote B HESE coinponent v seoukdd [he W socmL.

HCSIS Login
Artess The Moo and

Provider Access
Kegitter mea puarvider
access provider funciiooality

Learning Mana,

OCYF IM Login

Access the Childen Youth
o Faewmdbet Incident
Management Syytem

Identity Manager

U Adrenistrasion: Lok up,

Frequently Asked t System (LMS}
Questions (FAQ) Registe for rakning/ create modity or deoctivae

donniced reflsence matscal HOSHE e Iy

Step 3: The Keystone Login screen appears. Enter your Username and Password. Click [LOGIN].

(Business Parner LoginiD |Business Partner Logeid
szanting with “pw-") starting with ")
Change Password F“g:: L Chml,
Forgot User id

WARNNG US GOVERNMENT SYSTEM and DEPARTMENT OF PUBLIC WELFARE SYSTEM.
TR Ly Puttic Law 99 474 “The Competur | rawd and Abuse

ACtof 19807, Usa of Sis nystem consttutes CONSENT TO MONITORRG AT ALL TIWES and

= nof sutyect 3o ANY sxpec lobos of pevacy, Ui ihoriied soe of o accens (0 s wyatem

mary sebioCt you 00 Chal Or Crumunal penaltis under state of jeoeral law. Ths statoment is
bong posted try the Oapartmwat of Pabdc Wellarw Sacurnty med Anstts (et

< 2010 by #ae C of AF Raghty Rerarved
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Enterprise Incident Management - Provider

Log In To EIM

Step 4: The HCSIS Homepage screen appears. Locate the first-level yellow menu bar at the top of the screen.

The Home and Community Services Information System

Home | M4Q | Individual | Plan | SC | Provider | Financial | Admin. | Tools

Operations successful. It may take up to 30 seconds for the new configuration to
become active.

Welcome to HCSIS

Our web site is designed to make it easier and more efficient for users to store and

retrieve data in order to improve the lives of individuals across the Commonwealth of
Pennsylvania.

Bulletins

HCSIS HelpDesk Contact Information
Contact Us

HCSIS/PELICAN EI Training Material
HCSIS Learning Management System

Step 5: To login to EIM from HCSIS, click M4Q from the first-level (yellow) menu bar.

The Home and Community Services Information System
.

I

Step 6: The second-level (gray) menu bar displays. Click EIM.

Home [ M40 | Individual | Plan | SC | Provider | Financial | Admin. | Tools

The Home and Community Services Information System

Home | M4Q | Individual | Plan | SC | Provider | Financial | Admin. | Tools
HRP | IM | OMOC | IM4Q | Reports | EIM|

3/30/2012 Page 14
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Step 7: The EIM My Dashboard screen appears.

w Enterprise Incident Management

w Enterprise Incident Management
@ - vy Dashboard
Work Items

U Documents Requiring My Attention (Grouped By Document Age)
Progeam Office Type

on Indivndual Inodent 3 1} 0 o 0 3

T TR Y Finers

‘ Progeeen Office
¥

Organaation

Wawved/Program

v

w

~

,’j_\, HOME ‘:‘\saancu e REPORTS g HELP

Incident / Comglant

I;\t;d-m / Comﬁlmu Types

Document Requinng Attention

v
w

v

D Detail Summary

Wm

i Type County o drati
No Document Details to display.

County

SELECT ALL

UNSELECT ALL

This completes the Log In to EIM From HCSIS section.

3/30/2012

w

Page 15




Enterprise Incident Management —
Provider My Dashboard B -

Section 3: My Dashboard
Enterprise Incident Management

IMPORTANT NOTE:

This job aid contains screenshots of the system taken with the Incident Reporter role
and was created for illustration purposes. Therefore, not all graphic materials will
match exactly what you might see on the screen when logged into the EIM system with
your personal User ID and Password, depending on your EIM role. Please use this job
aid as a guide through the general process and recognize that specific details might

vary from case to case.
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Overview

The My Dashboard screen is the first screen users see when they log in to EIM. From the My Dashboard screen, users
can access all of the critical functions in EIM, including creating new incidents, viewing alerts and system news, and
identifying documents that require completion.

Use the table of contents below to view each section of the My Dashboard screen.

Table of Contents

UsiNg the MY DashDOAIT SCIEEN ......cco ittt e e e sttt e e st bt e e e abb e e e e sbbeeeesabbeeeeaaes 18
The MY DASHDOAIT SCIEENM ... vttt ettt e e ettt e s e bttt e e e b bt e e e e bt et e e enbe e e e ennbeeeeeanees 19
Y T YT o LU Y = o U = T PSPPSR 20
(1= LT NN [T Vg T [T o | PR 20
VAT Lo T4 L (=T 0 ET =« BSOS P PPPPPPPPPPPPPPINE 21
P =T S -1 o PP PPPPPPPPPPPPPPPINE 22
LT ST I o PSP P PPPPPPPPPRTIN 22
FIIEIS / FILEI SEIINTS ..uuvuuueriiiiiiiiiiiiii s 23
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Using the My Dashboard Screen

The My Dashboard screen is the first screen that users view when they log in to EIM, and users can return to the My
Dashboard screen at any time by clicking [HOME] at the top and bottom of all EIM screens.

@Eutuprhelnddmtbiumwn ﬁ HOME ‘a\semcu c REPORTS 6 HELP

@ -y oastvoars
l Work tems T T v Fiters

U Documents Reguiring My Attestion (Grouped By Document Age}

Pregoaem Office \d
610 R g ) 2150
Olfien T -5 51 Tatsl Crganaation v
s ines s O bss  bmn Oas N0 | =
QLT InGvidual Incident 3 0 ) 0 0 3 ! hakehﬂuw,m v !
Incident / Comglaint -
Incident / Cermplaint Types v

Document Requnng Attention v

Coumty V4]

r_] Detail Semmary
n Type " Comnty Oi log Documeant
No Document Details to display,

SELECT ALL
UNSLLTT ALL
SET ASBEALT

pomE gl Sesich Reportn HOSIS | o

Daily Use:

1. All users should check their My Dashboard Work Items tab regularly to view any documents that require
attention. Pending Incident Report Final Sections are listed here grouped by document age to help users
complete incident reports in a timely manner.

2. The News tab on the My Dashboard screen will take users to a list of the most recent important system news.
Users should check the News tab on a regular basis to keep up to date on system status and any critical alerts or
changes.

3/30/2012 Page 18
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The My Dashboard Screen

Wﬁnu:pdsclnddanMwmt D ./i.\ HOME c\suncn & rerorts @ HELP

@ - wy Dashboard (0 N crere vewimccen | 2 |

Y Filters v

| Work Mtoms

U Documments Regquiring My Attestion (Grouped fly Document Age) Progeem e S
| Organiomien v

OLTL Indvidual Inodent 3 0 [ 0 (o} 3 . poveiragtan hd
Incadent | Complant v

Incadent | Complant Types v

3 Do;:;,me;v.ll;-.zm;v;; ;\n-:nmn v

oy o~

U Detail Summary a

Indvidual JANENE, Daien OMAR (O58 Inodert First
Inagent ANGELINA " STATE Saction

Indvidus! LANENE, OMARLOS) Incadect First

incdant ANGELINA Dugite STATE Sachon UNSELECT ALL
—————

APPLY

1/8/2012
SELICT ALL

Indvidusa! JANENE, o . OMAR [0S0 Icedare Firse
iy STATE Saction

Inodant ANGELINA

SET AL DEFALLY

|Fome 1 Ssarch | Reports | WesiE | s |

Legend:

1. Main Menu: The four Main Menu buttons (([HOME] / [SEARCH] / [REPORTS] / [HELP]) are available on every
EIM screen.

2. Create New Incident: The [CREATE NEW INCIDENT] button is only available on the My Dashboard screen.

3. Tabs: The three tabs on the My Dashboard screen (Work Items / Alerts / News) will each display critical
information to help users manage their activity in EIM.

4. Documents Requiring My Attention: The Work Items tab will enable the Documents Requiring My Attention
panel to display, allowing users to identify and navigate to documents within EIM that are open and require action.
Documents are grouped by age. The Work Items tab and Documents Requiring My Attention panel display by
default when users log in to EIM.

5. Detail Summary: When users click any of the Documents Requiring My Attention number links, the incidents
related to the selected number will display in the Detail Summary panel.

6. Filters: Users can choose from a variety of filters on the My Dashboard screen to limit the information that
appears in the Documents Requiring My Attention and the Detail Summary panels.

7. Filter Settings: The four filter settings buttons ([SELECT ALL] / [UNSELECT ALL]/ [APPLY]/[SET AS
DEFAULT]) permit users additional functionality over the filter settings.

8. Menu Bar: The Menu Bar displays at the bottom of every EIM screen.

3/30/2012 Page 19
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My Dashboard: Main Menu / Menu Bar

Main Menu / Menu Bar

The Main Menu and the Menu Bar display on all EIM screens. Both menus have Home, Search, Reports and Help links;
on the Main Menu they are buttons and on the Menu Bar they are links. The Menu Bar has the additional HCSIS link.

@R vove © & <
“m M et H REPORT.
“m . HOME \SEARC ORTS HELP

Home | Search | Reports | HCSIS | Help

The Main Menu displays at the top of all EIM screens The Menu Bar is at the bottom of all EIM screens

HOME: From any screen in EIM, the Home link will return the user to the My Dashboard screen and display the Work
Items tab by default.

SEARCH: The Search link will take users to the Search screen where they can search for Individuals, Providers or
Incidents.

REPORTS: The Reports link will take users to the Reports screen where they can create an incident history report by
individual or provider service location.

HELP: From any screen in EIM, the Help link will display a custom help narrative specifically for that EIM screen.

HCSIS: The HCSIS link is only found on the Menu Bar at the bottom of all EIM screens, and will re-direct the user to the
HCSIS home page while retaining the User ID.

Create New Incident

The [CREATE NEW INCIDENT] button displays only on the My Dashboard screen.

CREATE NEW INCIDENT

When users click [CREATE NEW INCIDENT], they are directed to the Individual Search screen where they will search for
and select the participant for which to create a new incident. Once the participant has been selected, users will be
automatically directed to the Individual Detail screen where they will select an Incident Type and a Filing Service
Location from the drop-down lists. Click [CREATE] on the Indivdiual Detail screen to create the incident.

- ” . - =
@mmnw [UR— @ rowe . saanch & reroms &y e WEm@rlmdm Marvgement ) rome T searcu & riroers Ly var

\ [IM-Search ' EM < indridual Detail

—— T ——— T S—

ettt Trm . - Mosilur sTdmm RPREENS

Prspan (ffbow OCTL Whrns TV GOt b Py W Nevdzaral Daren [ yere

ate ol Mare T T S TTT TR

[ e . [
- - L jremnin o T I R AL —
The Individual Search Screen The Individual Detail Screen
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My Dashboard: Work Items Tab

Work Items Tab

The Work Items tab is the default tab that displays when a user navigates to the My Dashboard screen. The active tab
will always display in white, and users can navigate through the tabs by clicking on the tab of their choice. Under the
Work Items tab are two key information panels: The Documents Requiring My Attention (Grouped by Document
Age) panel, and the Detail Summary panel.

¥ Documents Requiring My Attention (Grouped By Document Age)

6-10 11-20
Days Days
OLTL Individual Incident 3 0 0 0 0 3

Program Office Type

D Detail Summary

Reviewing

Organization
25200 it wemma 0ot GRiF SRR weron
m A REE o QT poseers
520 e neema  Oewhn GpE® RSN aozon

Documents Requiring My Attention (Grouped by Document Age): This panel displays the status of all open incidents
assigned to the user. Incidents are grouped by document age (0-5 days/6-10 days/11-20 days/21-50 days/+51 days) with
a total number of open incidents displayed at the end.

Detail Summary: When a user clicks on the number of open incidents under the document age groups, the specific
incidents for that group displays in the Detail Summary panel. Users can view the Incident ID, the Incident Type, the
Individual Name associated with the incident, the Reviewing Organization,the Document that requires attention, and
the Due Date for the document. Users can click the_Incident ID link for a specific incident to navigate to the Incident
Detail screen and take the necessary actions to complete and close the incident.

- o A ‘:‘ “ F 0
WWMMW @ vome  “ search ‘ rerorTs (g HeLP

Ep EIM - Incident Detail

ID: 25204 Version: 14 Type: individual Incident Primary Category: Hospitalization Status: Open
Inedividunk: JANERE, ANCSLINA Provider ACCESS SERVICES

Cobaoss Datalks

g Inodent Frst Secbon in Progress  1/8/2012 1/5/2012 Plant, mmy  1/B/2012 Parker, 8rad

The Incident Detail screen
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My Dashboard: Alerts and News Tabs

Alerts Tab

The Alerts tab displays critical alerts only for users with the Incident Reviewer roles and Program Office Staff who are
responsible for conducting Management Reviews and acknowledging Incident First and Final Sections. Only users who
can view alerts can click on the Alert Detail for a specific alert to navigate to the Incident Detail screen for that specific

incident.
ers e
Date Alert Detail
[ I+

F 8/3/2011 4:20:15 PM First Section is Submitted for Incident ID 24710

| 8/2/2011 6:18:11 PM First Section is Submitted for Incident ID 24709

F 8/2/2011 6:12:39 PM First Section is Submitted for Incident ID 24708

| 8/2/2011 4:14:35 PM First Section is Submitted for Incident ID 24707
News Tab

The News tab displays the system news relevant to the user. System news is displayed in reverse chronological order
based on the published date.

Work Items MNews
8/5/2011 12:00:00 EIM System Maintenance 8/8/2011 from 12am until 6am
8172011 12:00:00 Mew functionality for OLTL Program Office (see Release Notes)
6/1/2011 12:00:00 Welcome to EIM!
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My Dashboard: Filter Settings

Filters / Filter Settings

The filters on the My Dashboard screen allows the user to control the information that appears in the Documents
Requiring My Attention panel under the Work Items tab. The first time a user views this screen, all of the filters are
selected by default.

Users can modify the filters by selecting the appropriate check-boxes and applying them by clicking [APPLY]. Users also
have the option to select all the filters by clicking [SELECT ALL] or unselecting all of the filters by clicking [UNSELECT
ALL].

Users may define a set of default filters by selecting the filters to be applied and then clicking [SET AS DEFAULT]. The
default filters will be applied each time the user accesses the My Dashboard screen. Each user will only be able to have
one set of default filters at a time, and the defaults can be changed at any time.

o 3 A ‘4 1Y =
W&uﬂmmlnudemhmmnem (@ Home " searcH ‘ REPORTS 9 HELP

@ o - vy pashboard Cd
wornens | N [ Fivers

U  Documensts Requiring My Attention {Grouped By Docement Age)

i Fregoem Office \d
i

| Organzetion s
|8

| Waneo Peogeaam \ 4

oL Indiwaual Inodane 3 0 0 0 )

| Incident / Complaiot v
Incident / Complaint Types v
Document Requining Attenticn v

\ County \s

l I Detall Summary

No Docsment Details 1o display.

ALETT ALY

SUT AS DETAULTY

Filters:

Program Office: Displays a list of all the program offices that the logged in user has access to. When this filter is
modified, users will only be able to view incident documents that have been filed for the selected program offices.

Organization: Lists each organization that the user belongs to. Program office staff will see OMAP/OSP State as their
only option. This filter is not active for providers.

Waiver/Program: Displays a list of the waiver/programs related to the user’s program offices. When this filter is
modified, users will only be able to view incidents that are associated to the selected waiver/programs.

Incident / Complaint: This filter is used to view incident or complaint documents only, or both types of documents.
Providers do not have access to view complaints and will not see a filter to select complaints.

Incident / Complaint Types: This filter displays a list of all the incident and complaint types that are related to the user’'s
program office.
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Document Requiring Attention: When this filter is applied, the user will only be able to see incidents where the selected

document type is assigned to the user or to the user’s organization. This list is determined by the selections in the
incident/complaint filter.

County: Displays a list of all the counties in Pennsylvania. When this filter is applied, users will see only incident reports
associated with the selected counties that they have access to view. The user-selected values will also be displayed at
the top of the county list when this filter is applied.
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Section 4: Recording an Incident
Enterprise Incident Management

IMPORTANT NOTE:

This job aid contains screenshots of the system taken with the Incident Reporter role
and was created for illustration purposes. Therefore, not all graphic materials will
match exactly what you might see on the screen when logged into the EIM system with
your personal User ID and Password, depending on your EIM role. Please use this job
aid as a guide through the general process and recognize that specific details might
vary from case to case.
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Recording An Incident

Overview

This guide is intended to direct a provider user through the process of creating and submitting the First and Final Sections
of the Incident Report and responding to OLTL comments from the Management Review document. Refer to this guide to
view each step through the process. Use the table of contents below to find the specific page number of each section in
the incident creation process.

Key icons
When working with documents, the status of each page can be determined by viewing the icons.

o This icon represents pages that were pre-populated from a previous section or ones that are complete.
0 This icon represents pages that are incomplete.

ﬂ This icon represents pages that must be corrected.

i" This icon, a red asterisk, represents a field that is required to be completed.

NOTE: Some fields that were initially optional may become required based upon the choices selected in the
required fields

Table of Contents

INCident First SECHON StEP-DY-SIEP PrOCESS .....uuiiiiiiiiiieiiiitieeiettteteetaeeeeeeeeeaeeeeeaeaeeeaeeeaeeaerereaeeeereererrreeerererererrrrrrrerrrrrrrre 26
Incident Final SECHION SIEP-DY-SIEP PIOCESS .......uuuuuiiiieiiiiieetieeteeteeeeteeeeeeeeaeeeeeeeeeeereee——..——.———————————.——.—......——————————————————————. 41
Responding to a Management ReView Step-hy-SteP PrOCESS .......u s 54
INCIdent FirSt SECHON CRECKIIST......... i e ettt e e e e e s bbb e et e e e e e s bbb e e e e e e e e e sannbabneeaaeeeeas 65
Incident FiNal SECHION CRECKIIST...........uiiiiiiiei it e e e e s et e e e e e e s st et e e e e e e e e aantsaaeeeaeesesansnneeeeaeeeens 66
Responding to a Management REVIEW CHECKIIST ............uiii ittt e e b e e e 67
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Incident First Section Step-by-Step Process

Step 1: Log in to the Enterprise Incident Management (EIM) system and view the My Dashboard screen.

Step 2: Click [CREATE NEW INCIDENT].

Wmewm

Q EIM - My Dashboard

Work Items

U Documents Requiring My Attention {Grouped By Docement Age)

Frogeem Office  Type w30

LT Indivaal Inodant 3 ( 0

l l Detall Sumumary

Setivibod
fume

i Type County R 4

No Docsment Details to display

TN v Fiors

11-20
05 Dy Days Daya Days +51 O Total

A wome € N
@ vome  © searcH ‘ REPORTS 9 HELP

CREATE NEW INCIDENT

Fragrem Office
430 QOrganzetion

0 0 Waneo Peogeaam

Incident / Complaiet
Incidert / Complaint Types

Document Requining Attention

<§<<<}(«<

County

BNSILECT ALL

SUT AS ETAULTY

Step 3: The Individual Search screen appears. Search for the individual for which the incident is about by clicking the

Last Name field and enter the last name of the individual.

W&mmmludxhnhmmm

=
A,

S\ EIM - Search

Individuals Providers

identifier Type:

Last Name:

fenene

Date of Birth

f_{? HOME ‘;\semcu c REPORTS @ HELP

Incidents

identifier:
First Name:

Resadential County:  “eirrt Do

NOTE: The individual can also be found using their MCI number or SSN by clicking the Identifier Type drop-down arrow,
selecting the identifier and entering the appropriate information in the Identifier field.

3/30/2012

Page 27



0 —D

Enterprise Incident Management - Provider wmmmmdetmww

Incidents: Incident First Section

A Note About Searching for Individuals and Providers in EIM

The EIM Search screen allows users to search for Individuals, Providers and Incidents by clicking on the specific tabs.
Users can enter information into the various search fields to conduct general or specific searches depending upon the
amount of information they have and wish to enter into the search.

w&tcrpmt Incident Management @ vome T searcy ‘ ReroRTS (g HELP
-

N EIM - Search

— ==

identifier Type: - identifier
Last Name; | First Name
Date of Birth Resadential County

The following are key points to note about conducting searches in EIM:

1. An individual consumer or provider must be listed in the HCSIS system in order to be included in an incident
report in the EIM system. Providers must be authorized to provide services under the specific waiver/programs
associated with EIM, and individual consumers must have an approved plan and be receiving authorized services
from an authorized provider in order to be included in an incident report in the EIM system.

2. EIM will only return search results on individuals, providers or incidents if the user conducting the search is
authorized to view the search results. Consumer data will only show in search results if the individual consumer
is in an SCuser’s caseload. Consumer data will only show in search results for a direct service provider if the
provider has an authorized service on the participant’s plan. Provider data will only show in search results if the
provider is associated with the user conducting the search. Incident data will only show in search results if the
user’s organization (provider agency, SC agency or program office) created the incident in the system. .

3. When a search for an individual or provider is conducted in EIM, the search is conducted in the HCSIS system
database. The EIM database does not store any demographic information on individuals or providers. EIM is a
system outside of HCSIS and must communicate with HCSIS in order to conduct individual or provider searches
and return search results.

4. If demographic information about an individual or provider is incorrect when it displays in EIM, corrections may not
be made from inside EIM. Users must log in to HCSIS with the proper user role in order to change information
about an individual consumer or provider. Any changes made to demographic information about an individual or
provider in HCSIS after an incident report has been created in EIM (once an Incident ID number has been
assigned), will not be reflected in that EIM Incident Report. EIM incident reports are “snapshots in time”, and will
only store read-only versions of the individual or provider information available at the time the incident report was
originally created.

5. When searching for specific incident reports in EIM, the system will search in the EIM database for incident
reports that have been created or closed. The EIM database only stores incident reports that have been assigned
an Incident ID number; including open incident reports, closed incident reports, and deleted incident reports. A
user’s ID and assigned role will determine which Incident Reports they will be able to see returned in search
results.

Step 4: Once the last name is entered, click [SEARCH].
3/30/2012 Page 28



Enterprise Incident Management - Provider w&mﬁmﬁmmﬂm

Incidents: Incident First Section

menwx i‘ HOME ';\semcu e REPORTS 9 HELP

M h
- -
N EIM - Searc

Individuals Providers Incidents
Identifier Type: wlecs Cime - identifier:
Last Name: Iu—mn{ } First Name:
Date of Birth Resadential County:  “eiert Do -

et

Step 5: Verify that the correct individual appears, and then click the MCI humber link to select the individual.

S o s a
Wmmpmcmmmw @ vome . search ‘ RepoRTs  (ig) HELP

£ M h
‘ %
\ E Searc

Individuals Previders Incidents
identifier Type: Seloct Orie v idontifior:
Last Name: lisnene First Name:
Date of Rirth Residentiad County;  Seiecr -

Iridwsdual o Progeam
" Source Systam  Progrem OMce  WalverProgram Effastive O
L2 ad b | ¥ i¥] L2 (L2 i
K100 8332 LY,‘,';{';M 10/8/195% HCS1S oL néepandence 8/62/2011

Waiver

NOTE: When searching for an individual that is not currently in HCSIS, an error message will appear HCSIS - No Results

Found. Contact OLTL or refer to the Critical Incident Bulletin. You must submit the paper form to register the consumer in
HCSIS.
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Step 6: The Individual Detail screen appears. Click the Incident Type drop-down arrow and select Individual Incident.

W&mﬁmmuummm ﬁ HOME rx\smcu & reroms 6 HELP

Y EIM - Individual Detail

Name: JANENE, ANGELINA MO 440342057 SSN 0OO-Xx-6522
Program Office: OLTL Washver/Program: Indapendance Waner Residential County: Dauphin
Incident Type: =
Indracual inodanrt
Filing Service LOCINON: | =20 Dr - * 1 m BACK 10 SEARGH @
Program Office Inodent/Complaint Primiry Category Discovery Date Statun
[ % L2} | % | Rl [l
25210 oL Inckdene :::;i‘;" Hosgtalizanon 11812012 apsn

NOTE: It is recommended that you review the consumer’s previous incidents as listed.

Step 7: Click the Filing Service Location drop-down arrow and select a Filing Service Location.

2 2 P ~ 1 53
wmmmwuwm o vome . searcH ‘ REPORTS @ HELP

Y EIM - Individual Detail

Name: JANENE, ANGELINA MOR: 440342057 SSNE 00-RX-65122
Program Office: OLTL Wiskver/Program: Indapendance Waner Residential County: Dauphin
Incident Type: | Indosdual Incident -

Filing Service tocation: [ <] BACK TO SEARCH @

Incdert/Complat Pramiry Catagory escoyéry Date Statin

v 0003

—

L2 L2 L2 £2 v
Individusal

25210 LT NORlent
2521 ) Inoader Incident

Hospitalzaton 1872012 Qpen
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PrOVI d 2 WEnterpﬁselncidentManagement

Step 8: Click [CREATE].

W&mrprbclncih\th!mw

Y EIM - Individual Detail

Namne: JANENE, ANGELING MO 440342057

Program Office; OLTL

Incident Type:  Indvdual Inciden -
Filing Service Location: 0021 v m
m Program Office Intdert/Complaint Tpe
L) Bd ¥ |r
Inchy al
25210 oL Irodent Imj::‘lu

- * h
@ vome . searcH ‘ REPORTS @ HELP

Walver/ Program:; Independence Walyer

Fromary Categary

Hosptahzation /B/2012

SSN: XX

XE6532

Resldential County: Daupin

Distovery Gate
¥

Status

E3 =

Open
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Step 9: The Individual Information screen appears. Review the individual’s demographics information. Click [SAVE &
CONTINUE].

ise Inci o & A
Wmemmm:uuuw @ vome . searcH ‘ REPORTS 9 HELP

Y’ Individual Information

Version: 14

Type: Indradual Inndent

ID: 25212

Primary Category.

Staws: Open

a Inodert First Section In Progress

Individual Demographics

MO

SSN:

Individual Name:

Case Management System:
Residential County:
Wakvor/Program:

Gender:

Date of Barth:

Individual Contact Information

Phane Number:
Email:

Address Line 1
Address Line 2:
Address Line 3
City:

State:

2ip Code

Case Management Details

Agency Name;
Assigined SC-
Assigned SC Phone:

Collapsa Detals B

m L2012 Plant, lereny 1/9/2012 Plant, Jamumy

440342057
OXOH532

JANENE, ANGELINA
HCSIS

Dauphny
Independence Warvs
Farmaie

10/4/1985

301 CORPORATE CENTER DR

CAMP HILL
Pennaivares

17011-0000

SCENTITY ONE
Z1E4SHELBY, KIM2134

(123)456-7690

e

NOTE: If the information is not correct, changes will need to be made to the participant’s record in HCSIS.
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Step 10: The Initiator Information screen appears. Review the pre-populated initiator information. Click [SAVE &
CONTINUE].

Wmmprimxndamummm f._'\ HOME ‘Q\ssAncu c REPORTS Q' HELP
9/ Initiator Information

ID; 25212 Verslon: 14 Type: Individus! Incident Primary Category: Status: Open
Individunk: JANENE, ANGELING,

Providon ACCESS SEIVICES

Colagse Datais @

a Inodent First Section In Progress

m y9/at2 Plant. My L/92012 Plant, Jenmy

Initiating Organization

Cegandzation Type: Pravider

Organization: ACCESS SERVICES
MPIL{It applicable) 100000237
Initiating User
Initistor Name: Plant, Jimmy

NOTE: If the user is an SC, they will be taken to the Provider Search Screen to select a Provider. Please proceed to Step

11SCa if you are an SC user.
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Step 11: The Provider Information screen appears. Review the provider information and select a Provider Type from the
drop-down menu. Enter the provider agency contact person for the incident in the Staff First Name and Staff Last Name
fields. Click [SAVE & CONTINUE]. Non-SC users will proceed to Step 12.

NOTE: If the user is an SC, they will be taken to the Provider Search Screen to select a Provider. Please proceed to Step
11SCa if you are an SC user.

AN ~ 'Y 7=
@ Enterprise Incident Management (L Home . searcH ‘ REPORTS "’ HELP
Y’ Provider Information
ID: 25212 Version: 14 lype: indvidual Inddant Primary Category: Status: Open
Colapse Details @
Actiom
,a‘ Inodent Frst Sectian In Progress m 1/5/2012 Plant, 2mmy 1/9/2012 Flant, Jemmy
Provir bsemation .
Provider Information:
£a Provides ne
APl 100000237
Name ACCESS SERVICES
Provider Service Location Information:
Service Location 1D: o001
Sesvice Location Name: Meess Services Main Office
Phane: (688)555-E888
Emadl ORtIDrovider Sintermst tom
Address Line 1: 2300 N CAMEROW ST
Address Line 2 Buidng 3
Address Line 3 PO BOX 333
City: Columba Cross Roada
County: Dauphn
State Pannsyfvania
Zip Code: 17310-9443
Provider Type: OVvect Servce Arovider v
Stall First Name Sam
Stalf Last Name: Briowne

NOTE: If the provider is not correct, or a different service location should be selected, click the Select Provider/Location
link above the MPI field to reselect the provider.
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Step 11SCa: For SC users, the Provider Search screen will appear. An SC user is authorized to file incidents for the
provider agencies on their consumers’ plans, even if it is not their own agency. If the incident should be associated with
the SC’s agency, then the user will need to search for his or her agency. If the user has knowledge of an incident that
occurred at another provider location (with an authorized service on the consumer’s plan), the user can search for that
agency, select it, and the information will be populated in the Provider Information screen.

1. On the Provider Search screen, enter the available provider search criteria and click [SEARCH].

@anhelnddan Management /j\_ HOME rx\semcu c REPORTS 9 HELP
T Em
“N EIM - Search

Select a Provider the Incident is being filed about

[ Providers |

Idemtifier Type: et One v Memtifien
Provider Name:

Sesvice Location Name: Service Location 1D

QEM m

2. The Provider Search Results screen appears. Select the provider from the search results by clicking
on the MPI number link on the left.

: a e a
@Enwprhelmdmtuw o Home searcH ‘ REPORTS 9 HELP
~
““N EIM - Search

Select a Provider the Incident is being filed about

[ Providers i

Identifier Type: ek r » Identifier:

Provider Name: Access

Sesvice Location Name: Service Location 1D:

T
Hervice Savats Locstion SOuTe Program
ME) Frovdes Mane o \ Address Syst Office
fe) [ B3 2 53 [ i)

100000237 ACCESS SERVICES 00032

HCSES OLTI
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Step 11SCb: The Provider Information screen appears. Review the provider information and select a Provider Type from

the drop-down menu. Enter the provider agency contact person for the incident in the Staff First Name and Staff Last
Name fields. Click [SAVE & CONTINUE].

~ P,
W Enterprise Incident Management ¢ .'\: HoME SEARCH c REPORTS (g HELP
Y’ Provider Information
ID: 25212 Version: 14 lype: iIndvidual Inddant Primary Category: Status: Open
Colapse Detais @
Actsan
’ Inodent Frst Sectian In Progress m Us/2012 Plart, Jmmy 1/9/2012 Flant, Jemmy
[ w—— .
Provider Information:
£l Provides W
P 100000237
Name ACCESS SERVICES
Provider Service Location Information:
Service Location 1D: 0001
Sesvice Location Name: Acess Services Main Office
Phane: {888)555-E388
Emadl oitlorovider Sinternat tom
Address Line 1 2300 N CAMEROWN 5T
Address Line 2 Buidng 3
Address Line 3 PO BOX 333
City: Columbia Cross Roada
County: Dauphn
State Pannsyfvania
Zip Code: 17310-9443
Provider Type: Ovecs Service Frovider v
Stall First Name Sam
Staff Last Name: Browne

NOTE: If the provider is not correct, or a different service location should be selected, click the Select Provider/Location
link above the MPI field to reselect the provider.
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Step 12: The Incident Classification screen appears. Click the Discovery Date and Time field to select the date and time
the incident was discovered.

W&mxmw ‘_._\ HOME ';\semcu c REPORTS 9 HELP

“ Incident Ciassification

ID: 25212 Verslon: 12 Type: Indvidusl Incident Primary Category Status: Open
mdividusl: WNENE, ANGELINA Provider: ACCESS SERVICES

Collapse Detals B

a Incident Fest Sechion I Progress 1/9/2012 Plant, ooy 1/9/2012 Plart, Smirmy

B et Crasticstcn -

Incident Classification
Discovery Date and Time: hof
" W (coter = ]
Primary Category: Selees Gwe L o R e i
Primary Category Date Occurred; » 3 2| 36 8 6 2
Secondary Category » TES
Centified Investigation Regquired? -
Procead with vestigation? *
Fime 12:00 AM
Assigned Certified Investigaton:
phour
Minute
Date Reviewed:
Reviewer. Done
Was this incident reférred to Adult Protective Services? ® -
Date referred 1o Adult Protective Services:
Was this incident referred to the Burean of Individun! Supports? ¥ .
15 the individual's ealth and wellare at risk? * -
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Step 13: Select the Primary Category, the Date the Primary Category Occurred and a Secondary Category. The
Secondary Category Date Occurred is required.

meuwmm ﬁ‘ HOME C\suncu § rerorrs 9 HELP
Y Incident Classification

1D 25212 Version: 14 Type: Indrochisd Inadent Primary Qategory:

Status Dp.n

Coflapre Detads @

n Inodeet Fuwt Sectier I Byogreds m 12012 Flant, Jmmy  LS/2042 Mlant, Wy

Incident Classification
Déscovery Date and Time: * 01022012 10:00 AM
Primary Category: ®  Cenous gy -
Primary Catogory Date Oocured: * pvg012
Secondary Catogorey d

? Arradert sl 01062012

Unck-ap Plan Fudurwe

v 1 abe 01082012

Madeabon Lo l
Yo duit
el Abuse

Prowder ArsouatedPaid

CaroQu e
Saf nfhatag
Senace Intarmupbor
Sucido AtTompt

unaxplianed

Ceetified tivestigation Required? . SEXPRET A SUNI I n

Proceed with Investigation? .

Assigned Certified Investigator.

Dato Roviewed:

fAeviewor

Was this incident referred to Adult Protective Sorvices? » *
Date reforred to Adult Protective Services:

Was this incident reterred to the Burean of fedividunl Suppeets?  * .

s the individuaty hoalth and welfare at risk? bod .

NOTE: The Secondary Category fields that appear are dependent upon the Primary Category selected. In this case,
the Primary Category is Serious Injury and the corresponding secondary categories are Accidental, Back-up Plan

Failure, Falls, Medicaiton Error, Neglect, Physical Abuse, Provider Associated/Paid Caregiver, Self Inflicted,
Service Interruption, Suicide Attempt and Unexplained.
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Step 14: Proceed directly to filling out the Was this incident referred to Adult Protective Services? and Is the
individual’s health and welfare at risk? fields. Click [SAVE & CONTINUE].

WWMW ’j\, HOME ‘:\ssnncu & rerors @ HELP
Y Incident Classification

ID: 25212 Version: 14 Type: Indeadusl Inadent Primary Category: States: Open

Collapse Detais ©

InGdent Hirst Section  In Progress

m uenreI1 Plant, Mnwrey /92012 Flant, dmmy
Podest ClassAcation -

Incident Classification
Discovery Dato and Time * 0102012 19.00 AM
Primary Category ® | Seus Sy -
Primary Category Date Occurmed * 0we012
Secondasy Category: . Secenday Chtsoety it Oeciotd
v Acodenital 01082012
Back-un Han Vsl
v Falls oua2012
Madication Erroe
Negiacr
Physcal Abuse
Provider Assonated/Pad
Cardgiver
St Infhcred
Setvice Irtermupbon
SO de Attimgk
Unexplaned
Certified mvestigation Required? . 'm“:"m a
Procesd with Investigation? w

Assigned Certified Investigator

Date Reviewed

Revicwer:

Was this incident referred to Adult Protective Senvices? ¥ e -
Date referred 1o Adult Protective Services:
Was this Incident referred 10 the Baresu of individual Supports?  |* e =

15 the kndividual's health and wellan: &t risk? "o .

NOTE: Providers are not required to populate the Certified Investigation Required? and the Proceed with
Investigation? fields.
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Step 15: The Reporter Information screen appears. Enter as much reporter information that can be gathered. Once
information has been entered, click [SAVE & CONTINUE].

wﬁnmlnddmtmw ﬁ_‘ HOME r«ssmcu c REPORTS 9 HELP

Y Reporter Information

ID: 25212 Version: 14 Type: Individual Irodent Primacy Catogory: Sencus Injury status: Open
Indevidial JANENE, AMGTLING Providen SCEELS STRVICES

Collaps= Details @

’ Inodent Fast Secbon  in Pragress 1/10/2012 19/2012 Plant, Jeeryy 1/9/2012 Plant, Jemnyy

SUBMIT
Raporter Icrmatice -

Reporter Information
Inltial Reporter Type: ® rowder -
First Name: * Mike
LAST Name: * witson
Address Line 1: 123 Maple Street
Address Line 2
Address Line 3:
Outy: Camp Hil
County Cumdsriond -
State: Fonnsylvana -
Zlp Code 17011
Phone: TI7-555-1212
Email: mwison@seemrmal com
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Step 16: The Incident Description screen appears. Enter the incident description information. Once the information has
been entered click [SAVE & CONTINUE].

se Incd ) &« [ >
Wmapmmuumwm o Home L searcH ‘ REPORTS (g HELP

Y Incident Description

ID: 25212 Version: 14 Type: Indivdual Inodant Primary Categoey: Sanous Tryury Sistus: Open
Inividunl JANENE, APeCEL N Providon ACCESS SERYICER

Collaps= Details 2

InCdere First Section  In Progress  1/10/2612 m 1/e/2013 Plare, dmmy  1)2012 Plant, ey

Incidest Dyscription -
Incident Description
Description: ¥l sc ted consumer to ramind hee of -

od montonng sppontmeont for
% Drumng the phone call,
the 1SUMer tapnorts that she fel las
svaning, 01,06/12 whan trandarmng from
har char to her bed withoue the proper
night-time care. Consumer reports that her
WL AOASIE Jus 2t DE b Taet

Location of Incident: ®  Incviduais Residence -

It community site or other, please axplain

Were restralnts or restrictive interventions being used duriag the | ~ ~
nccurence?

It restraints or restrictive interventions were used, please explain:

cvec e 3 ==

NOTE: Text fields have a 4,000 character limit. If more than 4,000 characters are entered in any text field, an error will
appear, Input text cannot be more than 4000 characters, once [SAVE & CONTINUE] is clicked.

NOTE: When users copy and paste richly formatted special characters (e.g. copy and paste text that contains quotation
marks from Microsoft Office) EIM stores an upside down question mark in place of the quotation marks.
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Step 17: The Initial Action Taken screen appears. Enter the initial action taken information and click [SAVE & CONTINUE].

Wﬁnupfhlnddmtblw i‘uome c\semcu e REPORTS @m
Y Initial Action Taken

D: 25212 Version: 14 Type: Individuat Incident Primary Category: Senous Irjury St Open

kI INENE, ANGELTNG

Providen ACCESS SERVICES
Calapse Datais @

g Incident Frst Sacbon  InProgress  1/10/2012 m 1/8/2012 Plard, mmy 1972012 Plant, mmy
Futial Action Taken .

Initial Action Taken

Piease describe the initial action talen; ¥ | 6C spoke with Mike wilson who eplained  *

hig involvemant with the consumes on
D1/08/12. See the detauls bolow:

[, ke WHs0n, recened a o from owr
ANEWArNG sarvice at spproamately 11:00
:w'\ —rvum:no r.n'c ':h]t-ﬂhgdn.’l Janene had -
What agencies were initially notified? Area Agency on Aging (AAA)

Department of Health (DOH)

. Disabilities Right Netwark of PA (DRN)

| Fire Department

Law Enforcement

Office of Developmental Programs (0DP)

[ OLTL - Verbal Notitication
4 Provider Agency or Sub-Contractor

Senvice Co ordination Agency (SC)

Other

it other, please specity;

Type of investigation initiated by the provider: ¥ Telephanic *
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Incidents: Incident First Section

Step 18: The Incident Detail screen appears. Click [VALIDATE] to check that all fields in the Incident First Section have
been completed.

WWM&W @ HOME '«semcu & rerorts G HELP

@ EIM - Incident Detail

ID: 25212 Version: 14 Type: Indnidual Inodant Primary Categoty: Serious Injury Status: Open
Indlividhnl JANENE, ANGELIMer Provider; ACCESS SERVICES

Collspse Details B

, Inodart Fust Section In Progress L/ 1OV2012 S92 Plant, Jaawy 1920132 Pant, Jemewy

A

MARN AL o L% 11 INCIDE T W
CONFINENTIAL A oMM ANTS

Linked Incidents /Complaints

Incident/Complaint 10 Program Office Inadent Type Fimary Cabdgory Distowery Date

No records to display

Step 19: A Validation Successful message will appear if all parts of the incident were completed properly.

Z AN (D '
WWWW @ Home T search ‘ REPORTS @ HELP
@ EIM - Incident Detail

ID: 25212  Version: 14 Type: Indiidual Incidert Primary Category: Secous lrjury Status: Open

Individonk: JANERE, ANGELING Providen ACCESS SERVICES

Collapse Details @

Last bt
Date

Crusted By

Inodert First Section  [In Progresds  1/10/2012 1/9/2012 Plare, Smuny  1/972012 Plant, Moy
sSUBMIT

= NARE AS UMK T0 INCIDEM TS/ g 3
FRUTIUMMARY.  pt i CONPEERTIAL O COMPLAWTS Q Y o -

Linked Incidesits/Complaints

Incident/Canplaint ID Program Office Wit Type Prissiry Catngary
No records to display
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Step 20: Click [SuBMmIT] to submit the Incident First Section.

WWIMWM @ HOME ‘,\smcu e REPORTS @ HELP
EIM - Incident Detail

Vasdaoon Secceastie
ID; 25212 Version 14 Type: Indradual Inodent Primary Category: Senous Irgury Swws: Open

dividuesd) IANCME, ANGEL ek Provider. ACCEGS x4
Calapsn Details B

a Inndent Frst Section In Progress  1/10/20312 m us2012 Flant, d3mmy  L%2012 Flare, ey

= LIMK FO NG HITAT i 4
PINT SUBNANY gty CIMPLAW QS e |

Linked Incidests/Complaints

InGdent/Complent ID Program Offce hoden Tyoe Provary Cmtegory DrscOvary [ate
No records to display

Step 21: The Incident First Section is updated to Submitted status, and the Final Section and Management Review
documents appear.

Wwww '}_‘, HOME Cssemw e REPORTS @ HELP
@ EIM - Incident Detail

ID: 25212 Vershon: 14 Type: Indnvidual inodent Prifsary Cotegory: Soncus Inpury Status: Open
Inclevidunt. IANEIU, AMOES 1A Provider: ACCESS SERVICES

Collapsa Detais @

-
3 Inadent First Secar, 1/10/2012 Y2012 Flant Smmy  4/9/2042 ;;;f'
fi | inccert Fnal section  Crsatsd 2772012 m Yoo TAm

Joreryy
a Management Review  Created 82012 Plartt

Jereryy

= = —
restten (@) vz Qy

Linked Incidents / Complaints

Incident/Complaint ID Program Office pSaen Tepe Pravary Category
No records to display

This completes the creation and submission of the Incident First Section.
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Incidents: Incident Final Section

Incident Final Section Step-by-Step Process

Step 1: Locate the incident and click [INITIATE] for the Final Section.

lemumm ,"“_, HOME '«wncu c REPORTS 9 HELP
EIM - Incident Detail

ID: 25212 Version 14 Type: Inchvichadl Incident Primary Catogory: Seceus Injury Status: Open

Collapaa Desails a

g InGSset Frst Saction Submrred $/1NV2082 o012 Plant, ey 1902012 Pant,
Smy
- - Plant,
Insdent Final Sacten  Oruated 2/7/2023 YN2012 3 S
Flant.
o 2 942012 .
n Managemant Raview Craated 19201 Smey
m m SRR
TN LANT

Linkod Incidents/ Complaints
Incdert, Comnplaint ID Program Office mcder Type

No records o dicplay

Step 2: The Final Section status is marked as In Progress. Expand the Final Section by clicking the [EXPAND] icon.

WWIMW ﬁ HOME ":\ssmcu e REPORTS @ HELP
@ EIM - Incident Detail

ID: 25212 Version: 14 Type: Indeadual Inadent Primary Cstegory: Sencus Inpury Satus: Open

Coflapse Detae @

Plant,
mmy

g inodent Frst Section Subvmstted i1z yef2012 Flant, 3mmy  1/8/2012

Flant,

b3 || ancident Final section 773012 - U201z Plank Immy 12012 A0 9
SUBMIT

Flant,

g Management Revew  Croated /92012
Jmmy

e A A0 - L A1 BRI T
EORPRIET i staocionolic

Linked Incidents/Complnints

noident Typa

Mo records (o disploy
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Step 3: All screens in the Final Section appear in the list below. Begin by clicking the Provider Investigation link.

WWWM‘W 1‘, HOME ":\smcu c REPORTS @ HELP
EIM - Incident Detail

ID: 25212 Version: 14 Type: Indwidual Incident Primary Category: Senous njury Status: Opan
nvidlual: JNENE, ANGELINA Providér: ACCESS SERVICES

Cotagse Detals ©

a inodent First Section Submeted 1/10/2012 1,/9/2012 Pant, levmy  1/9/2012 ::::’
Plant,

‘ Inodert Final Sections In Progress  2/7/2012 1/9/2012 Plant, Jmmy  1/9/2012 o
=

Frovder [nyestigation

O Vitness Statements
0 provder lnvesthigation Summary
0 Prowder/sC Agercy Action Taken
9 Venfication of Provdar [nformston
@ vanficaton of Inadant Classfcation

PMam

g Management Review Created 1/9/2012
Iraryy

MARK AS - LIMK 7D INCIDENTRI
CONNUCHTAL . CONPLAUNTS

Linked Incidents/Complaints

Incident/Complaint ID Program Cffice modent Type Py Cadegury Dioovery Dufe
No records to display
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Step 4: The Provider Investigation screen appears. Complete all of the required fields and click [SAVE & CONTINUE].

W&mlmmw ’j\_ HOME ‘;\SEARCH e REPORTS 9 HELP

“ Provider Investigation

iD: 25212 Version: 14 Type: Indivdual Inodent Primary Category: Secious Injury Status: Open
vkl MAENE, ANGELINA Provider: ACCESS SERVICES

Collapse Detals B

Flant,

a Inadent Fnal Section In Progress  2/7/2012 m 1/8/2012 Plane, mmy /%2012 S o

Pant,
Jereny

m Provider bwvestigation -

9 Management Revew Crested 1/9/2012

Provider Investigation

investigation Type: " Takphenk
Investigation Start Date: * 01012
Investigation End Date: * o202

Description of incident See nodent detals entered in the fiest

Fechon

3 " .
Investigation Action Taken: Consumar & to contact ASC Stathng
immedaley whan an attendant daes not
abow to prevent Lack of care

CHECK SPELLING UNDO CHANGES m

NOTE: Text fields have a 4,000 character limit. If more than 4,000 characters are entered in any text field, an error will
appear, Input text cannot be more than 4000 characters, once [SAVE & CONTINUE] is clicked.

NOTE: When users copy and paste richly formatted special characters (e.g. copy and paste text that contains quotation
marks from Microsoft Office) EIM stores an upside down question mark in place of the quotation marks.
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Step 5: The Witness Statements screen appears. On the Witness Statements screen, determine if there are witnesses
and select the appropriate response. If No is selected, click [SAVE & CONTINUE].

: @ o € a
lemdeuumm @ vome  C searcH ‘ REPORTS 9 HELP

Y Witness Statements

1D: 25212 Version: 14 Type: Indrvckial Inodert Primary Category: Senous Iy Status: Open
Indiviiisal; JApENE, ANGELINA Provider ACRESS SERVICES

Colapse Detais @

g Intident Frat Saction  Submted 1/10/2012 1/9/201

12 Plart, Mtwmy /972012 i outy
hmmy

. ry P Mant,

Incident Fnal Sechian  In Progress 2/7/2012 2012 PMart, dmnwy  1/972012 ) o
mmy
i susmMIT

, Manogement Review  Created yefzo1y  Plant

A Jnmy
m Witness Statements v
Are thore any witnesses? * No .
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PrOVI d = WEnterpriseInddentManagemem

Step 6: If YEs is selected, complete the form with as much information as possible and click [SAVE & CONTINUE].

)

Y Witness Statements

ID: 25212 Version: 14 Type: Indnwdual incident Primary Catégory: Senous Injury

Inctividunl) JANERE, ANGELINA Provider: ACCESE SERVICES

HOME ‘J\ssmcu c‘ REPORTS 0 HELP

Status: Open

5 Incident Frst Sactan

Are thare any witnesses?

Mo records to duplay

Witness Statements

First Name:
Last Name:
Address Line 1
Address Line 2;
Address Line 3:
City:

County:

State

Zip Code:
Phone Number.
Email:

Vitness Statement:

Subvrtted

1102012

Colapee Detade ©

1/9/2012 Plant, ammy /Y2052 Plant,
hmmy
@ . Plant,
/2012 P 32012 :

m b ginta i ! g %
s P4 Piant,
/%2012 Hmmy

Witness Ssatements ¥

=

Mike
Wilzon

123 Maple Steast

Camp Hil

Cumbeviand >,
Peexrgyivarsa -
7o

TAL.555.4212
mwilson@senvermai com

I recerved 3 vocomad from the ansermg
service that Wilma Stone did not show up
for har 9:30pm visit, Angabna called them
about the at 10:30 pm and was upset,

The vokemal was not racewved by me uncl
Just bofore mdreght )

cvecx s GEA] woocwvors | swve

NOTE: If there are multiple witnesses, click [SAVE] to clear the fields and then capture as much additional witness

information as possible.
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Incidents: Incident Final Section

Step 7: The Provider Investigation Summary screen appears.

Wammmummwm ﬁ HOME -‘\suncu & rerorts G HELP
Y Provider Investigation Summary

ID: 25212 Version: 14 Type: Individust Incident Primary Category: Satious Injury Status: Open

Collapse Detals @

a Incdent Firet Sechion Subimitted 173072012 1/5/2012 Plart, dmmy  1/5/2012 f:_:_::'
- " Plant,
13 InSdert Final Section I Progress  2/7/2012 m 1/9/20123 Plarg, dmmy L2012 Nrboy =)
a e 2 Mant,
MINAgement Review Crested S2012
leemiy

Prowder rvestigation Summasy v

Provider Investigation Summary

Were referrals made to other agencies? . -

It S0, what agency were they referred to: [Ares Agency on Aging (AAA)
Departmant of Health (DOH)
Disabilities Right Network of PA (DRN)
Fire Department
Law Enforcement
Office of Developmental Programs (ODP)
OLTL - Verbal Notification

Provider Agency or Sub-Contracior
Service Co-ordmation Agency (SC}
| Other

Was the participant notified within 24 howrs that a critical -

Incident roport has been fled?

Was participant notified of the resolution and measures " -

Implemented 1o préevent recurrence?

If 50, who natified the individeal (name, title and agency|?

Provider Investigation Action Taken:

Are further investigative acthons required? - -

I s0. please describe what addetional actions are requirod
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Incidents: Incident Final Section

Step 8: Complete the Provider Investigation Summary page and click [SAVE & CONTINUE].

wgnwheuudanumw ﬁ? HOME ‘:\semcn c‘ REPORTS 9 HELP
Y Provider Investigation Summary

ID: 25212 version: 14 Typé: Indridual tnadent Primary Category: Senous Ingury Status: Open

Mndividpal. JAENE, ANGELINA Provider: ALTESS SERVICES

Colapse Detams

Plart
Incident First Socon  Subemtted  1/1042012 199/3012  Plant lemmy  1/9/2012 ):].-l:“;
Plare

b | tncdent Fnal section  InProgress /772013 m 1/9/2012  Piant, Jemmy 1/9/2013 .:::m, o
Management Review Created 1e/3012 Plars
. o - Mnmy

Provides Investiqaton Summary AT

Provider Investigation Summary

Were referrals made to othor agencles? ¥ yem -
If 50, what agency were they referred to: Arca Agency on Aging (AAA)
Department of Health (DOH)

Disabilities Right Network of PA (DRN)
Fire Department
Law Enforcement
: Office of Dovelopmontal Programs (ODF)
< OLTL - Verbal Notification
¥ Provider Agency ar Sub-Comtractor
1 Service Co-ordination Agency (SC)

Othes
Was the participant notified within 24 hours that & critical Yes v
incident report has been filed?
Was participant notified of the resolution and measures T Ve v
implemented to prevent recurrence?
It s0, who notified the individual (name, title and agency)? Sam Browne, Supenesar, OL1
Provider lnvestigation Action Takee: Consumer reports she fell last evering

whvan transferning from hee char Lo her bad
wiEhowe the peoper night-tme e,
Conzumer reports her sttendent cabed off
that s=vering and Ml Wilkkon arrived to
ranston hee from the matonzed whesich s
to tha manual chasr.

Are further investigative actions required? " N -

If 50, please describe what additional actions are required:

CHECK SPELLING UNDO CHANGES m
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Step 9: The Provider/SC Agency Action Taken screen appears.

W&MIMMW

Y Provider/SC Agency Action Taken

ID: 25212 Versian: 14 Type: Indrduat Inodent
mdividualr ANENE ANGELINA

Which of the following outcomes otcurred & a result of the
incidem?

If other, please describe:

Date Outcome Initiated

Outcoene narrative

Date Oulcome Completed
Does this outcome assist in preventing recumence?

if no, please explain

A uone € N
G vome . search ‘ REPORTS (i) HELP

Primary Category: Sanous Injury

01 1
3 Inadent Frat Sachan Submtted 1102013 V92012 Plare, Ammy /930143 Phark,
) Jerwmy
o 2 m 4 Flant,

Inadent Fnal Saction In Progress 2772012 m %2012 Plank, dmmy /95012 o
a MaNAgement Ramwaw Created Y012 rvmiony
Yerwrry
BRI 5rovideersc Agency Acticn Taken -
Provider/SC Agency Action Taken

CHECK SPELLING 7%

Status: Open
Provider, ACCESS SERVICES

Collapra Detals @

UNDO CHANGES
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Incidents: Incident Final Section

Step 10: Complete the Provider/SC Agency Action Taken screen and click [SAVE & CONTINUE].

@&nmm@mmw '_2 HOME “\\suncn & neromts 9 HELP
Y Provider/SC Agency Action Taken

ID: 25212 Version: 14 Type: Indvidual Incident Primary Category: Senous Injury Status: Open

Colagse Datais @

n Incdent First Section Submitted 1/10/2012 1/6/2012 Plark. Zmmy  1/9/2012 pron,
mmy
. > ’ , Plant
. tnodent Final Section I Frogress  2/7/2012 m 842012 Plark, 3mmy  1/5/2012 Fovicoud o
Piant

g Management Raview Created /2012
Jnmy

Provider/SC Agency Action Taken -

Provider/SC Agency Action Taken

Which of the following outcomes occurred as a result of the ®  Adosted Service Pan -
incidem?

it other, please describe:

Date Outcome Initiated o062

Outcome namative: Consumes = to contad AC Staffing

immediately when an attendant does not
show to provent fack of care.

Date Outcome Comnpletod 0111472042
Does this outcome assist In preventing recurrence? Vo v

If no, please explain:

) R
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Step 11: The Verification of Provider Information screen appears. Review the information and click [SAVE & CONTINUE].

W Enterprise Incident Management
@ EIM - Verification of Provider Information

Version: 14

D 25212

Type: Indrddusl Incdent

Primary Category: Senous Injury

@ vove C seancu @ rerorts (g wer

States: 0pen

a Incident Fest Saction Suberetted 1/10/2012
5 Incdent Fnal Section  InProgress 277/2013

Mansgement Review  Crested

Provider Information:

I Selec Provided/Location I

MPL

Name:

Provider Service Location Information:

Senvice Location 1D:
Senvice Location Name:
Phone:

Emall

Address Line 1:
Address Line 2:
Address Line 3:
caty:

County:

State

Zip Code:

Calapse Datais @

Plart
ammy

/572012 FSant, Jeneny 1872012

Plant,

m 1972012 Piant, Jeey 10973012 erierws o

Plart,

1972012
: Mmmy

Verdicatinn of Provder formation -

100000237

ACCESS SERVICES

0cO1

Accoss Services Man Offica
{BO8)555-6h84
oliproviderSmternst.com
2200 I CAMERON ST
Bulding 3

PO BOX 333

Columbia Cross Roads
Dauphn

Pernayivania

17110-9443

onoocmrs || swve

NOTE: If a different provider or service location needs to be selected, click the Select Provider/Location link to reselect

the provider.
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Incidents: Incident Final Section

Step 12: The Verification of Incident Classification screen appears. Review the information and click [SAVE & CONTINUE].

W&mxmmwn ’j-\‘ HOME ‘;\ssmcu c REPORTS 9 HELP
Y verification of incident Classification

1D: 25212 Version: 14 Type: indendual inodent Primary Category: Senous Injury

Suitus: Open
sndividunt: JINENE. ANGELINA Mmovides ACCESS SERVICES

Collapse Detxle @

S0 Ela
a Inodent Fest Secbon Submtted 1/10/2012 92012 Plant, Jmmy /92012 lr::n

5 Inodant Final Sacton I Progress. 2/7/2012 iasin,

m 19/2012 Plant, dmmy 102012 plowin o

. - x5 Plant
g Management Rewew  Croated W02
T Jeamy

G vertiestion =f bordert Clanfearon -

Verification of Incident Classification

Discovery Date and Time: ¥ 012872012 10.00 AM
Primary Category: ® | Sercun Inpury v
Primary Category Date Occurmed * 01082012
Secondary Cat *
ary egory Seler! Secomdary Labaguery Debe Ot il
'] Acodantal ovpa012

Hack-uo Plan Falure

’ Falk oUDER012
Madwation Ervar
Neghect

Pnysical Abuse

Provder Aszeoated/Pad
Carsgver

SeF Inflicted

SHnden MEmrupton

Suode Attempt

nespiamed

fieason for Redassification (If applicable)

Certitied hiwestigation Reguired? » Not Mowed
Proceed with Investigation? * No
Assigned Certified Investigator:

GHECK SPELLING UNDO CHANGES m

NOTE: If a new primary or secondary category is selected on this screen, the Reason for Reclassification text box is
mandatory.
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Step 13: The Incident Detail screen appears. Click [VALIDATE] to validate the Incident Final Section.

memmw m HOME 'Z\smcu c REPORTS @ HELP
EIM - Incident Detail

1D: 25212 Vorsion: 14 Type! Indivdual Intident Primary Category: Sesious Injury Status: Open

tendividhinl: Jarne, Al INA Provider: ACCESY SERYICES
Colapse Detais B

’ Inadent Fret Section Subovtrad /1072012 19012 Boine 1/9/2032 Plant, Teveey
VALIDATE |
P
a inadent Fnal Section o Progress.  2/7/2012 y 92012 :hm, 1/10/2012 arkets o
SUBMIT o 0
n Management Review Craated 1972012 Plant, ey
EG R

Linkod Incidents/Complaints
Incident/Complaint ID Drogram Offs Bt Type Primary Categoey Discovury Dats

No rocords to display

Step 14: A Validation Successful message will appear if all parts of the Final Section were completed properly.

Wmmmumm @ HOME c\semcn "‘ REPORTS G HELP
EIM - Incident Detail

ID: 25212 Version: 14 Type: Indhidual Inodent Primary Cegory: Setious Injury Status: Open
Individoal: JENE, ANGELINA Frovider: ACCESY SEWVICES

Collapse Detals

Last Ldiy Kepont
Die feSed By

Extomsicn
a Inagent Frst Section Schimetted yio2012 92012 :::"_:‘ 192012 Flant, Jemy
g3 || Inadent Final Section  In Bragress  3/7/7012 oz DA% 101z Dacken °
SUBMIT Ammy Grad
g Management Review Crasted 1er2012 Plant, Jvvwrry
PRANT SUMMARY L MARK AS ) LINKTO IMCEENT
) COMMDENTIAL COMPLANTS

Linked Incidents /Complaints

Program Office padan Type Peimory Calegory

No records 1o display
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Step 15: Click [SuBMmIT] to submit the Incident Final Section.

Wumxm Management ﬁ‘ HOME ‘:\semcu “ REPORTS @ HELP
EIM - Incident Detail

Vatidation Sscoesshu

1D: 25212 Verslom: 14 Type: indmdust Inadent Primary Category: Senous Injury Swws: Open
Indhidunk: JANERE, ANGES INA Priwider. ACCESS SEVICES

Calapye Detxiz @

a Imodent First Section Submtted /102012 1/9/2032 T;‘:' 92012 Plare. Jmery
| | vausare o i
: » 5 . - f
i | Inodent final Saction I Progress 272012 m‘ veror: 3 ooty 0 P
g Managament Review Created /972012 Prar, Jveryy
s AL (™

LMK 10 INCITENT
COVFLAWTS

h =
— iezomie

Linked Incidents/Complaints

Incldent/Camplaim 1D Peogram Cffcs nczent Type Frimury Categor
No records to disploy

Step 16: The Incident Final Section is updated to Submitted status.

Whmxmwm ﬁ HOME ‘;\semm “ REPORTS 9 HELP
E_ﬂ EIM - Incident Detail

1D: 25212 Version t4 Type: Individual Inodent Primary Category: Soncus Ingury Status: Open

Indndeduih JANERE, AaEiine Provider; A0CESE SERVICES

Coltapes Detaty B

Krpost
ST

Acties  Crowted Dt Creared Ny Lant Lalit Dve Fditod By

Submated 110/2012 1,9/2012 Plark, Jervoy 1972082 Plant, dmimy

! 2752012 1/9/2012 FPore. Jememy yigv2oz2 Parker, Brad
Managemant Review Created 116/2012 Y10y2012 Parker, Brad
.4 ~ " O o '
TG Ty

Linked incidents/Complaints

Incident/Complaint ID Feogain Office hoiden Type Franmy Cmegary Disoovery Dme
No rocords to dicplay

This completes the creation and submission of the Incident Final Section.
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Responding to a Management Review Step-by-Step Process

After the Incident Final Section is submitted, it will be reviewed and investigated during the Management Review and
Review Investigation conducted by OLTL program office staff. The Incident Final Section will then be assigned either
an Acknowledged or a Pending status.

e |If the status is Acknowledged, no further action is required. The incident will be closed by OLTL staff.

e |If the status is Pending, a new Incident Final Section will be created. Follow the steps outlined in the Responding
to a Management Review Step-by-Step Process section below to respond to the comments provided by an OLTL
management reviewer.

Step 1: Locate the incident from My Dashboard or using the Search screen functions. Click the Management Review link
to read the Management Review document and determine any changes to the Incident Final Section required from the
review.

Wammmu: Management i‘ HOME ';\sr.mcu c‘ REPORTS 9 HELP

@ EIM - Incident Detail

ID: 25212 Version: 14 Type: Indeddus! [ncident Primary Category: Senous Irjury Status: Open
Individont: JANERE, ANGELING Providen ACCESS SERYICES

Collapse Details @

‘,3 InCdere Firse Secnon  Submared 1102012 192012 Plane, Ammy 1/9/2012 Pant, himmy

5_ Incdenk Final Secticn Pending 2/7{2012 19/2012  Plank. dmmy  1/10/2012 ',:‘:_’:t”’
5 Managemant Reaew ‘Eu‘;mr!.c-ﬂ 1/16/2012 1/10/2012 ","'” 1/10/2013 ”",’I""'
a InCdark Final Section lc:axr—a 27713012 m 1/10/2013 '_::’::l”'
‘ Managemert Review  Craated 1/16/2012 1/10/2013 “J,:,t'c”
Linked Incidests/Complaints
Incdent/Complaint ID Program Cffice Fodeet Type Privary Catogary Oncoyery Dats Statas Actien

No records to display

Note: The orginial Incident Final Section status displays as Pending in the Incident Detail panel when it has been
marked as Pending by the Management Review.
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Step 2: The Investigation Assignment screen appears. Click [CONTINUE] to navigate to the Review Information screen..

Wmupﬁnmdduuuw ’j't HOME C\semcn § rerorrs g vere
Y Investigation Assignment

ID: 25212 Version: 14 Type: Indwidual Incdant Primary Cotegory: Serious Tryury Sistus: Open

Individanl JANENE, EE1INA Providen ACCESS SERYICER

Collape= Details B

Inadant First Secoon  Submited 1/10/2012 2n2 Plare, Ammy  1/9/2012 Pant, Jenmy
e 5 Masters,
Inodert Final Section Pending 2/7/2012 1952012 Plank. dmmy  1/1Y2012 Scott
Managemert Review Submitted  1/16/2012 11072012  Masten y1yzorz | Hesters,
& o - = e o RS Scott v S Scott
Incderk Final Section Craated 2/7/2012 m 11042013 ;’;‘l”'
A - " Masters
Management Review  Crested 1/16/2012 V10/2012 Scott
Rl | roestiaation Asigninet v
Investigation Assignment
Does the Incident require additional kavestigation? Optional
Proceed with ivestigation? .
Assigned Investigator:

Investigation Approval Status:

If the Investigation was oot appeoved, please provide comments
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Step 3: The Review Information screen appears. On the Review Information screen, the Review Approval Status field
will display the Pending status. Review the required changes identified in the If the incident report is pending, please
provide comments field.

Click the incident ID number to return to the incident detail screen.

s PN - N
wwuﬂdemhhw @ rome . search ‘ REPORTS 9 HELP
EIM - Incident Detail
l’ Version: 14 Type: Inddidual Inodent Primary Category: Senous Inpry status: Open

Collapse Detals @

, Inodent Frst Sechon - Submted 1/1/20312 /2012 Plant, Jomy 1/9/2012 Plant, immy

e ; . Masters,
e Inodent Fnal Section  Pending 21712012 er2012 Plart, deoey 11042012 Scory
Myt s "

n Management Review Submited  1/16/2012 10/2012  Losens 1oz Mosters,
; Scott Seott

3 Incdent Frial Section Created 2472042 m /1012012 ';‘;2“"‘

a Management Review  Crasted 1/16/2012 {10/2012 g:ac;:r;,

Management Review

Review Date- X
Review Approval Status: -
If the Incident report Is pending. please provide comments: T Cornumue muat have s Sack up plan. Al waner cénumen

prunst have back up plams. This incident cannot be approved unté
ihe back up plam &5 in place and documented. Please review and

Jubimit the consumen back up plam in the event no axsistance in

Jeatabile

Incident Closure Date:

Was the incident dosed on time?

Was the 8IS regional supendsor alerted?
15 the Incident high peofile?
If s0, was executive stall apprised?

[Nd any of the following datcames occur a8 & result of the
Incident?

If other, please describe:
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Step 4: Click [INITIATE] to begin the new Incident Final Section and make updates based upon the comments entered in
the If the incident report is pending, please provide comments fieldfound on the management review page.

wWwdmxmw _’i_\ HOME r\semcu "‘ REPORTS @ HELP
EIM - Incident Detail

10: 25212 Version: 14 Type: Indvidual Inodent Primiary Category: Senous lnpry status: Open

Individut IANENE, ANGELINA Provider: ACCESS SERVICES

Collapse Detals @

g Inodent Frst Secton - Submeted 1/10/201312 /52012 Plant, Jomy 1/9/2012 Plant, dmmy
S pats ; . Masters,
. Inadent Fnal Section  Pending /72012 ye/2012 Plart, Jooemy  1/10/2012 Scott
g Managament Feview Submited  1/16/2012 1072002 poeer® 10201z Hosters,
g3 | inodect Fnal Setion Created 24712032 m V10012 S
a Management Review  Created 1/16/2012 /1072012 ';a._;:;('

Management Review

Review Date-
Review Approval Status: -
If the Incident report is pending. please provide comments: The cornumee munt have & Back up plen. Al waiver ceniumen

it have back up plams. This incident cannot be approved unté
the back up pham &5 in place and documented. Please review and
submit the consumen back up plan in the event no sxuistance i
avadable

Incident Closure Date:

Was the incident dosed on time?

Was the 8IS regional supendsor alerted?
15 the incident high peofile?
If s0, was executive stall apprised?

[Nd any of the following oatcarmes occur a8 s result of the
Incident?

If other, please describe:

3/30/2012 Page 61



Enterprise Incident Management - Provider w&mmmtht

Incidents: Responding to Review

Step 5: The new Final Section document’s status is marked as In Progress. Click the [EXPAND] icon that is adjacent to
the new Incident Final Section.

Wmmumx ﬁ‘ HOME ":\semou e REPORTS g HELP

EIM - Incident Detail

1D: 25212 Version: 14 Type: Indvidus! Incident Primary Catogory Setous Injury States: Open
Individual JANERE, ANGELIV Providar ACCESS SERYICES

Calapse Datais @

Last Ldit

Do umest Nems Satun Due Date Atan Crusted Date Croutest By Deir

Inadent Frst Secton  Submittad 11072012 92012 Plare, dmiwy 1972012 Plant, dmawvy
& Masters,
Inddent Final Saction  Pandng 2472012 192012 Plant, dmmy  1/10/2012 Scatt
- Masters P - Masters
Managemant Rewew  Submitted 1/16/2012 1/50/2012 Soott VIy2012 Scatt
oo

tInodent Fnal Section  InPrograss  2J7/2012 m 1/10/2012 Pasker, Srad  1/10/2013Z Parker, firad o

Provider Irvwestgation
Winess Statements
Provider Irvestigation Summary
Provider/SC Agency Action Taken
Vermcation of Pravder Information

verification of Incdent Oasslication

Mamters

Management Revew  Crested 17162012 L1y2012 Scatt

L vARK AN ~ .
-~ UMK 10 INCIDENTA)
TRINT SUMMATY el SomwemenTiaL \¢ COMPLAWNTR %

Linked Incidests/ Complaints

Indident/Complalst 1D Progran Dfce madant Ty Primaty Stegory Drsciwvany Date
No records to display
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Step 6: Navigate to the screen requiring changes based on the Management Review comments. In this case, it is the
Provider/SC Agency Action Taken screen. Click the Provider/SC Agency Action Taken link.

PRAUE o € 1 3
meumx @ vove . searcH ‘ REPORTS g HELP
EIM - Incident Detail

1D: 25212 Version: 14 Type: Indvidusl Incident Primary Catogory: Sencus Injury States: Open

Indllvidunk JANENE, ANGELIV Provider: ACCESS SERYICES

Last Ll Report
=i Lefitend Hly

Calapse Datais @

Do umest Nems Satun Due Date Atan Crusted Date Croutest By

Inadent Frst Secton  Submittad 11072012 92012 Plare, dmiwy 1972012 Plant, dmawy

Inadent Final Section  Pandng 2/7/2012 Y2012 Plank dmmy  1/10/2012 :“&’;”'
- Masters e Masters
Managemant Rewew  Submitted 1/16/20132 1/10/2012 Soott VIy2012 Scatt
oo
Inodent Fnal Section  InProgress  2J7/2012 m 1/10/2012 Pasker, Srad  1/10/2013Z Parker, firad o

Provider Irvwestgation
Witness Statements

Provider Irvestigation Summaey

Provider/SC Agency Acbon Tacen l'

Vermcation of Pravder Information

verification of Incdent Oasslication

Mamters

Management Revew  Crested 17162012 L1y2012 Scatt

L vARK AN ~ .
-~ UMK 10 INCIDENTA)
TRINT SUMMATY el SomwemenTiaL \¢ COMPLAWNTR %

Linked Incidests/ Complaints

Indident/Complalst 1D Progran Dfce madant Ty Primaty Stegory Drsciwvany Date
No records to display
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Step 7: Enter the outcome in the Outcome Narrative field and click [SAVE & CONTINUE].

Wﬁnmisehddmtmmnm

Y Provider/SC Agency Action Taken

ID: 25212 Varsion: 14 Type: indivsdual Incidert
ndividlusl: MOENE, ANGELTNA

Provider/SC Agency Action Taken

Which of the following outcomes occurred as a result of the
incldent?

if ather, please describe;

Date Outcome Indtisted

Outcome narrative:

Date Outcome Compheted:
Does this outcome assist in prevonting recurrence?

if no, please explain:

a' Inocent Frat Secton Suberetted 1/10/2012 V52012 Plant, mmy /972012 Piant, Iimmy
k3 J Incident Finsl Section Pending 2772012 92062 Plant, Nimmy /102012 Baster®
g Mansgement Review  Submitted  1/16/2012 1/10/2012 :‘c",:"' 1/10/2012 :::"'
a Intident Frnal Section  In Progress 12/2012 m 11072012 Parker, Brad  1/10/2012 Parker, Bead o
s‘ Management Review  Created 1/10/2012 110/2012  NITECE,
Scott

,’j_‘? HOME ’:\swzcu c REPORTS 9 HELP

Primary Category: Senous Irgury Status: Open

Provider ACCESS SERVICES

Collapss Datals 2

Browide’SC Agenty Acton Takes -

®  Adusted Service Pan -

vi2m2

Corzumer is ta contact ABC Staffing
smmedately when an attendant does not
SN0 10 prevent [ack of care per the back
up plan

w2012

You

CHECK SPELLING UNDO CHANGES m

Note: You must click [SAVE & CONTINUE] through the remaing screens to ensure that all information has been entered.

3/30/2012

Page 64



Enterprise Incident Management - Provider w&mﬁmmmmmt

Incidents: Responding to Review

Step 8: Click [SAVE & CONTINUE] to move through the remaining screens of the Incident Final Section.

WWWM ﬁ‘ HOME ':\semcn c REPORTS 0 HELP
Y EIM - Verification of Provider Information

ID: 25212 Varsion: 14 Type: Indivdual Incident Primary Category: Senous Ingury Status: Open

ndvilual: WENE, ANGELTNA Providen ACCESS SERVICES

Collapss Detals 2

Inodent First Section  Submitted  1/10/2012 1872012 Slant, dmmy  1/59/2012 Plare. xmmy
- s - 2 Masters,
Inodert Fingl Section  Pending 2772012 192012 Plaet, dmawy  1/10/2012 Scott
Magtars . s
Maragement Revdew  SUbMRTEd  1/16/2012 VIO01Z oo 1/10/2012 ::;‘

Inodert Finsl Section  In Progress  2/7/2012 m 110v2012  Parker, Brad  L1V2012  Parker, Brad o

Masrers
Scott

Verticabon of Prowdes information .

Mansgemert Review  Crested 1/16/2012 viv2012

Provider Information:

Proy Lo n
MPIL 100000237
Narme: ACCESS SERVICES

Provider Service Location Information:

Service | ocation 10 0001

Service Location Mam:; Aress Servioes Main Office
Phone: (S9E)555. E388

Email oRiprovidern D nternst. com
Address Line 1 2200 N CAMERCHN ST
Address Lipe 2: Buikdng 3

Address Line 3 PO BOX 333

Cay: Cobunidia Cross Roads
County: Dauphn

Stite: Pernaytania

Zlp Code: 17110-5443

T
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Step 9: Once you have clicked [SAVE & CONTINUE] on the Verification of Provider Information and the Verification of
Incident Classification screens, click [VALIDATE].

- i A =~ 1Y N
mem > vome T searcy & rerorrs 6 HELP
@ EIM - Incident Detail

ID: 25212 Version: 14 Type incwdual Inodent Primary Cotegory: Senous Injury Status: Open

Codapes Dutais B

Incdent Fost Sacton Submitted w12 us/anz Flaot, Jeremy 10972012 Plant, Bewmry
¥, Martern
Inadenm Fnal Gaction  Pervdng AUvoid vson Plant, 3y LAADVEOT2 Sount
Managessnt Becew  Sbmitted  1/16/2012 Viovaogy  Tasen. 110013 Hasten
senty o
"
Inodet Fesd Sectitn  In Progress  W/22012 CONINV2032  Parker Bead 11002010 Paker, easd o
Management Review Crested  3/15/2012 Y0201 | Hastens
B h ’ Scotr
O G EEE

Linked Incidonts/Complaints

Incidest'Camplaint ID Wugram Ofiee B Tipe Primiary Category
No records to display

Step 10: A Validation Successful message appears if all parts of the incident were completed properly.

wgnmmmuw @uoue f\wacu eua’oms @nm
EIM - Incident Detail

ID: 25212 Versice: 14 Type: Individus Inadent Primary Cotegoey: Serous Inpry States: Open

Inddividhoet: LOENE, ANGELINA Provides: ALCESS SERVICES

Cokapee Dotads @

: Inodert Tust Sectun Submttsd Vi uen2 Plamt, Janmy W02 Plere, Mremy
pge - Mantaiy,

b | 1ncdent Vinal Saction  Pending 2012 MO/2013 Mt Soeny 3102082

g Mardoement Revew  SLbmitted  1/36/2012 11002042 "‘:"" v V10013 _':‘l:‘:!"'

g Intdert Vinal Section  In Pagress 22012 m LIy2012 Packer, a2 1/10/3042 Parker, vad o
5 Managemunt Revew  Created 1/36/2012 11072012 Masters
scott
- T
st (O [ toinaEeT Qy

Linkod Incidests/ Complaints

PriQram Office ROt Type Plimmacy Calnain

No records to displey
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Step 11: Click [SuBMmIT] to submit the new Incident Final Section.

wmrprhelmﬁauuuumx Q HOME ‘;\suncu c REPORTS 6 HELP
EIM - Incident Detail

Vatitation Succssaiul

iD: 25212 Version: 14 Type: indSvidual ncidun Primary Categoey: Sennus Ingay Statis: Open

mdividuad JANENE. JNCELINA Provider: ACCESS SENVICES

Colapse Detain B

g Inodece Frst Secton Submitted Lo/z002 1/9/2012 Flart, dmmy  1/9/2012 Flant, ®mmy

ok, 5 S . + Mastars,

hodare Fnal Secon Pendng 272043 /2012 Pant, ey LA0/2012 5
a Mansgement Reviaw  Subeited 1/16/2012 10001 | Mesters, Vitvaory | iastws,
ot Sooty
a Inodere Fnal Secoon  In Progress  2/72013 m 1/10/2012 Parkar: Bod  1/I0y2012 Packer, Brag o
)
a Mansgement Revew  Crasted 118720132 1/30/2012 f‘_:‘t""
) s

Linkad tncidests / Complaints

Incident/Comptaint 10 Progran Office noxdlent Type Frmany Category Discavery Date
Mo records to display
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Step 12: The new Final Section is updated to Submitted status.

W&mwiunmmwm (_._‘\ HOME r‘\sumcu c REPORTS @ HELP

@ EIM - Incident Detail

ID: 25212 Version: 14 Type: indradual Incident Primary Category: Serious tryjury Suatis: Open
Individunl JANENE  ANGELTA Pruvider ACCESS SERVICES

Callapse Dataks B

DusDete  ‘Action  OrmstndDule  Cimstnd By Last St Oute  Tufitent Uy ‘:“:"_‘:‘
5 Incadert Firss Section Submeted 17102012 1572012 Place, dmmy 2/or2012 Plant, hmmy
a Inodert Finad Section Penaing 2/7/2012 1/9/2012 Pare, Smmy vio/2012 Mastern, Scott
a Managemert Reyisw Submited 1/16/2012 11072012 Masters, Seott 11072012 Mastery, Scott
’ Inodart Find Section 472012 1102012 Packur, Brad 110/2012 Parkar, Brad
a‘ Management Reyiew Crested 1/16/2012 /10/2012 Parker, Brad

L 1O WCDER T W Q
FRRT SUMMANY g COMPLAMTY

Linked Incidests /Complaints

Incident/Comaplaint ID Prageam Office Inadent Type Primary Category Disznvery Dade
No records to display

This completes the Responding to a Management Review process.
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Incident First Section Checklist

Step 1: Log in to the Enterprise Incident Management system and view the My Dashboard screen.

Step 2: Click [CREATE NEW INCIDENT].

Step 3: The Individual Search screen appears. Search for the Individual by name or an identifier (an SSN, an MCI
number, etc.).

Step 4: Once the individual information is entered, click [SEARCH].

Step 5: Verify that the correct individual appears, and then click the MCI number link.

Step 6: The Individual Detail screen appears. Click the Incident Type drop-down arrow and select Individual
Incident.

Step 7: Click the Filing Service Location drop-down arrow and select a Filing Service Location.
Step 8: Click [CREATE].

Step 9: The Individual Information screen appears. Review the individual’'s demographics information. Click [SAVE &
CONTINUE].

Step 10: The Initiator Information screen appears. Review the initiator information. Click [SAVE & CONTINUE].

NOTE: If the user is an SC, they will be taken to the Provider Search Screen to select a Provider. Please proceed to
Step 11SCa if you are an SC user.

Step 11: The Provider Information screen appears. Review the provider information and select a Provider Type
from the drop-down menu. Enter the provider agency contact person for the incident in the Staff First and Last
Name fields. Click [SAVE & CONTINUE]. Proceed to step 12.

NOTE: If the user is an SC, they will be taken to the Provider Search Screen to select a Provider. Please proceed to
Step 11SCa if you are an SC user.

Step 11SCa: For SC users, the Provider Search screen will appear. An SC user is authorized to file incident for the
provider agencies on their consumers’ plans, even if it is not their own agency. If the incident should be associated
with the SC’s agency, then the user will need to search for his or her agency. If the user has knowledge of an
incident that occurred at another provider location (with an authorized service on the consumer’s plan), the user can
search for that agency, select it, and the information will be populated in the Provider Information screen.

1. On the Provider Search screen, enter the available Provider search criteria and click [SEARCH].

2. The Provider Search Results screen appears. Select the Provider from the search results by clicking on their
MPI number link on the left.

Step 11SCb: The Provider Information screen appears. Review the provider information and select a Provider Type
from the drop-down menu. Enter the provider agency contact person for the incident in the Staff First Name and
Staff Last Name fields. Click [SAVE & CONTINUE]. Proceed to step 12.

Step 12: The Incident Classification screen appears. Click the Discovery Date and Time field to select the date and
time the incident was discovered.

Step 13: Select the Primary Category, the Date the Primary Category Occurred and the Secondary Category.
The secondary category Date Occurred is required.

Step 14: Proceed directly to filling out the Was this incident referred to Adult Services?, Was this incident
referred to BIS, and Is the individual’s health and welfare at risk? fields. Click [SAVE & CONTINUE].

Step 15: The Reporter Information screen appears. Enter as much reporter information that can be gathered. Once
information has been entered, click [SAVE & CONTINUE].

Step 16: The Incident Description screen appears. Enter the incident description information. Once the information
has been entered, click [SAVE & CONTINUE].
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Step 17: The Initial Action Taken screen appears. Enter the initial action taken information and click [SAVE &
CONTINUE].

Step 18: The Incident Detail screen appears. Click [VALIDATE] to check that all fields in the Incident First Section
have been completed.

Step 19: A Validation Successful message will appear if all parts of the incident were completed properly.

Step 20: Click [SuBMIT] to submit the Incident First Section.

Step 21: The Incident First Section is updated to Submitted status, and the Final Section and Management Review
documents appear.

This completes the creation and submission of the Incident First Section.
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Incident Final Section Checklist

Step 1: Locate the incident and click [INITIATE] for the Final Section.

Step 2: The Final Section status is marked as In Progress. Expand the Final Section by clicking the [EXPAND] icon.

Step 3: All screens in the Final Section appear in the list below. Begin by clicking the Provider Investigation link.

Step 4: The Provider Investigation screen appears. Complete all of the required fields and click [SAVE & CONTINUE].

Step 5: The Witness Statements screen appears. On the Witness Statements screen, determine if there are
witnesses and select the appropriate response.
If NO is selected, click [SAVE & CONTINUE].

Step 6: If YES is selected, complete the form and click [SAVE & CONTINUE].

Step 7: The Provider Investigation Summary screen appears.

Step 8: Complete the Provider Investigation Summary page and click [SAVE & CONTINUE].

Step 9: The Provider/SC Agency Action Taken screen appears.

Step 10: Complete the Provider/SC Agency Action Taken screen and click [SAVE & CONTINUE].

Step 11: The Verification of Provider Information screen appears. Review the information and click [SAVE &
CONTINUE].

Step 12: The Verification of Incident Classification screen appears. Review the information and click [SAVE &
CONTINUE].

Step 13: The Incident Detail screen appears. Click [VALIDATE] to validate the Incident Final Section.

Step 14: A Validation Successful message will appear if all parts of the incident were completed properly.

Step 15: Click [SuBMmIT] to submit the Incident Final Section.

Step 16: The Incident Final Section is updated to Submitted status.

This completes the creation and submission of the Incident Final Section
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Responding to a Management Review Checklist

Step 1. Locate the incident from the My Dashboard or using the Search screen functions. Click the Management
Review link to read the Management Review document and determine any changes to the Incident Final Section
are required from the review.

Step 2: The Investigation Assignment screen appears. Click [CONTINUE] to navigate to the Review Information
screen.

Step 3: On the Review Information screen, the Review Approval Status field will display the Pending status.

Review the required changes identified in the If the incident report is pending, please provide comments field.

Step 4: Click [INITIATE] to begin the new Incident Final Section and make updates based upon the comments
entered in the Management Review.

Step 5: Click the [ExPAND] icon for the Incident Final Section.

Step 6: Navigate to the screen requiring changes based on the Management Review comments.

Step 7: Enter the outcome in the Outcome Narrative field and click [SAVE & CONTINUE].* Note: This step will be
specific to each incident report.

Step 8: Click [SAVE & CONTINUE] to move through the remaining screens of the Incident Final Section.

Step 9: Once you have clicked [SAVE & CONTINUE] on the Verification of Provider Information and the
Verification of Incident Classification screens. Click [VALIDATE].

Step 10: A Validation Successful message appears if all parts of the incident were completed properly.

Step 11: Click [SuBMmIT] to submit the new Incident Final Section.

Step 12: The new Final Section is updated to Submitted status.

This completes the creation and submission of the Response to a Management Review.
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Incidents of Abuse, Neglect or Exploitation

Overview

This job aid is intended as a guide for providers to understand what occurs in Enterprise Incident Management (EIM)
when an incident has the primary category of abuse, neglect or exploitation. When an individual is over 60, the incident is
referred to Older Adult Protective Services (OAPS). Individuals under 60 are referred to the Bureau of Individual Support
(BIS). Use this guide to view the next steps that occur in EIM when an incident is categorized as abuse, neglect, or
exploitation and indicated as such in EIM.

Why does the system automatically skip screens in the final section when the primary category is abuse, neglect or
exploitation?

On the Incident Classification screen in the First Section of the Incident Report, users are required to answer the
mandatory question Was the incident reported to Adult Protective Services? using the drop-down list. The answer
choices are Yes and No.

EIM will require the user to select Yes if:

e The individual is over 60 years old
AND
e The incident primary category is abuse, neglect or exploitation

EIM will determine the individual’s age based on the Date of Birth field on the Individual Information screen. The incident
primary category is selected on the Incident Classification screen.

' IMPORTANT_ EIM will not pre-populate the Was the incident reported to Adult Protective Services or Was this
incident referred to the Bureau of Individual Supports? fields with Yes if the above criteria are satisfied. The user
@®. will need to select Yes from the drop-down list.
NOTE: If the user selects No when the above criteria are satisfied, the user will receive an error message. All
allegations of abuse, neglect and exploitation under the Older Adult Protective Service Act must be referred to the local
Area Agency on Aging (AAA). For individuals under 60 years old it must be referred to the Bureau of Individual Support.

Once a user has indicated that the incident was referred to the Older Adult Protective Services at the AAA and the above
conditions are met, or when the individual is under 60 and the incident primary category is abuse, neglect or exploitation
and the response is Yes to the question Was this incident referred to the Bureau of Individual Support?, EIM will
automatically take the following steps:

e The Incident Description and the Initial Action Taken screens in the First Section of the incident report will not
appear.

¢ When the user submits the First Section, the information from the Incident Classification and Provider Information
screens will be carried over to the Final Section, and the Final Section will automatically be submitted.

NOTE: EIM does not automatically submit the First Section when these conditions are met. Users must click [SUBMIT]
on the Incident Detail screen to submit the First Section.

A Management Review is still required for incidents that have been marked in EIM as having been referred to Adult
Protective Services. Users with the Incident Reviewer role will be able to review and close incidents that have been
marked as referred to Adult Protective Services by reviewing the First and Final Sections of the incident report.

NOTE: Selecting Yes in the Was the incident reported to Adult Protective Services? drop-down list does not
automatically notify Adult Protective Services. The person reporting the incident must contact their local Area Agency
on Aging and make an oral report to Protective Services.
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Enterprise Incident Management

IMPORTANT NOTE:

This job aid contains screenshots of the system taken with the Incident Reporter role
and was created for illustration purposes. Therefore, not all graphic materials will
match exactly what you might see on the screen when logged into the EIM system with
your personal User ID and Password, depending on your EIM role. Please use this job
aid as a guide through the general process and recognize that specific details might

vary from case to case.
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Overview

This job aid is intended to guide a user through the process of four additional functions in EIM. These additional functions
provide users with increased value in EIM. Use this guide to view the steps for each of these processes. Use the table of
contents below to learn more about each additional functionality.

Table of Contents
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LiNKIiNG INCIAENTS CRECKIIST ........ueeii s 88
Print SUMMArY CRECKIIST ... s 88
Mark as ConfIdENtIAl ChECKIIST .........ii et e e ettt e e e e e sk bbb et e e e e e s e s bbb e e e e e e e e e s anbnbneeeaaeaeas 88
RePOrt EXtENSION CNECKIIST. ... ... s 89
Delete an INCIAENT CRECKIIST ........oo ittt e e e e ettt e e e s e s b bbb e et e e e e e s e s bbbe e e e e e e e e e anbnbnneeeaeaeas 89
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Linking Incidents

This function provides the capability to link incidents to related incidents. Providers and OLTL users can link incidents in
cases where participants have multiple similar incidents, multiple participants are involved in the same incident or there is
a progression of related incidents, etc.

NOTE: Providers do not have access to complaints, but they will be able to see when complaints are linked to any
incidents they are able to view.

To Link Incidents in EIM:

Step 1: Navigate to the Incident Detail screen.

,‘\ F; Y %
@Enwbhuﬁanummt o vome . search ‘ REPORTS 9 HELP

EIM - Incident Detail

ID: 25212 Version: 13 Typé: Indvidual Incident Primary Category: Serous Imjury Status: Open
indiviual: ANENE, ANGELINA Provider. ACCESS SERVICES

Collapss Detailc B

Crrated Onte Conmtedd By

Inodent Fest Secbon Submtted 1/1042012 1/s/2012 Plant, Jeormy 19/2012 PFlart, Smumy
Inagent Final Section Pandng H702 192019 Plant, deovy 1132012 Macters, Scotr
Managemont Rewew Submtted 1/16/2012 /1042012 Macters, Scott  1/10/2012 Masters, Scott
Inddent Faal Section Subentted 2712012 1/10/2012 Pather, Brad 11072012 Parker, rad
i MNanagomeant Rowaw Created 1/162012 /172012 Varker, Brad
(oo 2

Linked Incldents/Complaints

Incident/Complaint ID Progranm Ofice Incideit Typo Brimary Categoly Discovery Dite
No records to display
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Step 2: Click [LINK TO INCIDENTS/COMPLAINTS].

Wmmmw

EIM - Incident Detail

ID: 25212 Version: 13

Type: indvidual Incident

Individoal, JENE, ANGELINA

Inadent Fest Secton
Inagent Fnal Section
Managemont Rewew

Inddent Fnal Section

a
g
5
g

Managoment Rovwaw

Linked Incldents/Complaints

Subemtted
Panting

Submtted
Suberstted

Created

o) € & P
() Home T search ‘ REPORTS 9 HELP

1/10/2012 1/8/2012
02 1/9/2012
1/16/2012 1/10/2012
2772012 1/10/2012
1/16/2012

MARN AS o
CONFIDENTIAL

Incident/Complaint ID Progrin Ofice

Primary Category: Serious Imjury

Status: Open

Provider: access services ll Back To searcH 9

Plant, Jrmrmy 19202

Plant, Mwoy 112012
Macgters, Scott  1/10/2012Z
Pather, Brad /1042012

112012

UINK TO MMCEENTW
CONPLAMTS

Incideit Type Frimary CoteQoly Uscovery Dinte

No records to display

Collapse Detais

Flart, Smumy
Macters, Scott
Masters, Scott
Parker, lrad

Parker, Brad

Step 3: The Link Incidents/Complaints search screen appears. For ease of viewing, users can click [COLLAPSE/EXPAND
DETAILS] to collapse or expand the Incident Details panel.

3/30/2012

Wﬁnh:ptblnddmtmm

Quoms c\swcu easpoms GW

@ EIM - Link Incidents/Complaints

ID: 25212 Version: 12

midvidual JANENE, ANGELINA

Type: Individus? Incdent

| Incidents

0;
Discovery From Date:
County:

Adsyrm
Alegheny
Atmstrony

Baurve

Primary Category: Serous lrjpury

Providen ACCESS SERVICES

Status:
Discovery To Date:
Walver/Progranm:

v ‘

States: Open

Expand Dstals ©

ACAR -

Autm Warver
ACTIN

Agng Watenr =

o comr >
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Step 4: Enter the information needed to find the incident you wish to link. The Incident ID is preferred but not required.

Click [SEARCH].

w Enterprise Incident Management
@ EIM - Link Incidents/Complaints

ID: 25212 Version: 14

Type: Indradusl Inciders

i\, HOME ‘;\SEARCH c REPORTS 9 HELP

Primary Catogory: Sesious Injury Status: Open

Indivitusl: WENE ANGELINA Pmvider: ACCESS SERVICES
Expand Detais @
Incidents {

10 aeee] Status: eivct D .

Déscovery From Date: Discovery To Date:

Coumty. P - Waiver/Program ACAP .
Alegteery ] Autam Waver 3
Aovstrong ALY

Agng Waiver

(oL o

Step 5: The results of the search will be displayed at the bottom of the screen.

3/30/2012

wmqwiwlnddmlw

@ EIM - Link Incidents/Complaints

Déscovory From Date:

Cownty Adarm

m HOME ‘:\SEARCH e REPORTS G HELP

1D;: 25212 Version: 14 Type: Inchwadual Inodent Primary Categoey: Senows Inesy Sutus: Open
lodividual: WNENE, ANGELDWA Previder: ACTESS SERVICES
Expand Detais B
[ Incidests
D UME

Status: - -
Discovery To Date:

Waiver/Program ACAP

Aution Wakes

ncest Typie Frmary Categery Dacovery Daste Il Nane
|| | b | | 1® )
24048 Indwidual Inodert Sanous Inpury U/26/2011 BNENE, ANGELINA Closed
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Additional Functionality: Linking

Step 6: Select the incident from the search results by clicking the Select checkbox. Click [SAVE & CONTINUE]. Click [SAVE]
to remain on the search screen and link multiple incidents.

: -~ - B
@&mwwm ) Home T search ‘ REPORTS @ HELP
@ EIM - Link Incidents/Complaints
ID: 25212 Version; 14 Type: Indricual Inodent Primary Categoey: Secous Injury Status: Open

Espand Datais @

| Incidents
1D: 24965 Status: elect One >
Discovery From Date: Discovery To Date:
County: Aderwe . Waives/Program Acas
Allsyhen Adiam Waives
Armatrong ACTIS0
Beaer = Apng Warser =

Incoidem Type Primary Category Drlcwsty Dals Edwdual Name
| [ | fw] | e [ v
23540 Indrvwdual Inodent Sanous Ingury 9/26/2011 MNENE, ANGELINA Closad
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Step 7: The linked incident(s) will appear in the Linked Incidents/Complaints panel at the bottom of the Incident Detail
screen. For ease of viewing, users can click [COLLAPSE/EXPAND DETAILS] to collapse or expand the Incident Detail panel.

N € 'Y
W&mlmw @ vome “ search
EIM - Incident Detail

1D: 25212 Version: 12 Type: Indwidual Incident Primary Category: Sarious Injury

Dioe Date Action  Created Date Crzated By

a Inodent Frst Sechan Submtted 1)1042012 1972012 Plant, Jrmumy y9/2012
a Inddent Faal Section Perding 2712012 1/9/2012 Plarit, Jeavry 11072012
g MNanagoemant Rowaw Submntted /162012 1/1y2012 Magtors, Scott  1/10/2012
a Inodent Fral Section Subentted T2 11042012 Pather, Brad 1/10/2012
g Managemant Roveaw Created 1/16/2013 112012

LIME T INCOENT R
COMPLANTY

o)

MARK AL -
CONDDENTIAL o/

Primacy Categary

Linked Incidents/Complaints
Incident/Complaint ID

Program Cffice Intidert Trpe Qiscovery Date

Inchndual Inodent Senous Injury

Last bt Dt Ldand by

REPORTS g HELP

Status: Open

Collapea Detals B

Neport
Extiensiun

Plart, drmumy
Masrers, Soott
Mastors, Scott

Parkes, Brad

Parker, firad
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Print Summary

This function consolidates the incident documents into a printable PDF file. Documents with statuses of In Progress,

Approved and Submitted will be included in the Print Summary.

To create a Print Summary in EIM:

Step 1: On the Incident Detail screen, click [PRINT SUMMARY].

W Enterprise Incident Management \
EIM - Incident Detail
ID: 25212 Version: 14 Type: Indvidual Incdent Primary Category: Serous Imjury

Mndivkloal: WENE, ANGELINA

Actkm  Crrmated Dte

Commtedd By

Inadent Fest Secton Subemtted /1042012 1/s/2012 Plant, Jrmrmy 19/2m2
Inogent Fnal Section Pandng H7012 19/2012 Plant, Moy 1102012
Managemont Rewew Submtted 1)16/2012 1/10y2012 Masters, Scott  1/10/2012
Inddent Faal Section Suberstted 2712012 1/10/2012 Pather, Brad 11042012
Managoment Rovaw Created 1/16/2012 11172012
=

Linked Incldents/Complaints
Incident/Complaint ID

Progran ONice Incdent Typeo Frimary CoteQoly Discovery Dite

No records to display

) (3 'y =
) Home . searcH ‘ REPORTS 9 HELP

| CERTE

Last et Dute

Status: Open

Collapse Detailc B

Report
(@ Oy e
Flart, Smany
Macters, Scotr

Masters, Scott
Parker, Brad

Parker, Brad
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Step 2: A File Download dialogue box appears with the option to [OPEN] or [SAVE] a PDF document containing the

consolidated document summary. Click [OPEN] to view the document before printing.

W&mﬁselndduuuwm /j_\ HOME

@ EIM - Incident Detail

Version: 14

ID: 25212 Type: Indwigual Ingidant Primary Categorny: Senous [nury

T

Do you want 1o open m savs this Ba?

SR TO u:x:(nn.
crmmnmll CO."\

ra\suncu c REPORTS 6 HELP

Indlvidunk: 1oNEVE, 204 e Provider. sccess SE2vIcES

1 i Dwte

[~ More (nciderk 25212 30120117 004725 P08
Inodart First Secuon Submits [ Tope  Adobe Scraber Documers, 206 /8 32012
Froeme - soww hPaaprs-s atate paus
Incadank Flrnai Secticn Pandirm 1/2012
 Managament Seyiew Sutmin 102012
} \rcidack Finat Section Submit i e s M Il o o e, s Flek e gy [10/2032
@ anum ¥ poui do not st the mcace, da nol open o
i3 B Manapemere Review Creabe v e bl nhad's e ack? ooz

Status: Open

Collapse Details @

Aepot
Extension

Eated by

Prant, Jenemy

Mastars,
Scott

Mastars
Scott

Parvar, fead

Parker, Brad

Step 3: The Print Summary opens as a PDF document in a new window. Users can choose to print and/or save the
document. The Print Summary can be created at any stage in the process of recording and reviewing an incident..

w Enterprise Incident Management

Print Summary

Run as of: 01/11/2012 05:28 PM

Overview
Program Office: OLTL
Incident or Complaint: Incident
ID: 25212
Version: 14
Type: Individual Incident
Status: Open
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Mark As Confidential

This function is only available for incidents and will be used by providers with the Incident Reporter role if they wish to
mark an incident as confidential at the provider level and assign it to a specific user with the Incident Point Person role.
Incident Reporters can still view the Incident Reports that have been marked as confidential. Marking an incident as

confidential does not impact how program office users view the incident.

To Mark an Incident As Confidential in EIM:

Step 1: On the Incident Detail screen, click [MARK AS CONFIDENTIAL].

@ EIM - Incident Detail

ID: 25212
ndividuat: JANENE, ANGELING

Version: 12 Type: Indvidual Incdsct Primary Category. Senous Ingry

Prinider: ACCESS SEIVICES

OueDate  Action  Crewted Dutw Crowtnd liy

a Irosddent Fest Section Sutsnmatted V2012 192012 Plant, dminy 192012

9 Inodant Fnal Sacon Pandng 272042 4972022 Plant, Jmny 17102012
g Management Revew Submtted yieyaoiz YIv2012 Masters, Scott  1/IV2012
g Iredant Final Sacton Shlbrtted IR0 112002 Parkar, Bad 112012
n Management Review Created 1162012 11y2012

Pragram OMde Nokdt Typie

Primary Catngary

Distnvwry Oue
%o records to display

WWMW 1‘ HOME C\smcu e REPORTS 6 HELP

Status: Open

BACK TO SEARCH ¥

Cokapse Detaln (]

Plant, Jeniy
Masturs, Scott
Masters, Scott
Parkar, Bead

Parkar, Brad

Step 2: The Mark As Confidential screen appears.
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3/30/2012

wanluw‘uclnddcm Management ’j_\ HOME r\smcu c REPORTS 9 HELP
Y EIM - Mark as Confidential

1D: 25212 Version: 14 Type: Indiddusl Inadent Primary Category: Senous Ingury Status: Open

Individust: SArERE ANGELINA Provider ACTEAS LEEVICES

Collapse Details @

a Inodont First Saction Submerad 1/10/2012 1/0/2012 Pane, dmamvy Y2012 Pare, Tommy
g Inadent Fnal Sachon Vendng 27013 192012 Plant, Immmy 1102012 Mastery; Scott
3 Maragement Reveen Submited /16,2012 1/10/2012 Mastars, Scott  1/10/2012 Masteare, Scoty
a Inodent Final Secon Submeted UTIN2 11072002 Parkar, Brad 1102012 Padker, Brag
n Managoment Rewew Created y16/2012 /1002012 Parker, Brad
Reatret Provaider Arcean® M .
Paint Parsen e -
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Step 3: Click the Restrict Provider Access? drop-down arrow. Select Yes to mark an incident as confidential.

W Enterprise Incident Management
Y EIM - Mark as Confidential

Version: 14

ID: 25212
Vil IAENE, ANGELTHA

g Inodent Frat Saction Submmtied
g Intigent Foal Section Pending
g Management Rewew Submtted
g Incident Fnal Section Sutamittad
g Management Ravaw Created

Restnct Provider Access?

Point Person:

Type: indyidual Inudent

(j\_, HOME ‘:\smcu “ REPORTS @ HELP

Primary Category: Senous Iy

1/10/2012 1/9/2012
247/2013 1/9/201%
1/16/2012 1/10/2012
AT012 12012
1/16/2012

Yes

No

Provider: ACCESS SERVICES

Status: Open

Cotapse Detais @

Furpest

Last Lttt Dot

Tnted ty

Frant, Jenmy 82012 Flant, lmmy
Plant, Jenmy Va2 Mastsrs. Scott
Masters, Scott  1/10/20352 Masters, Scott
Parker, fwad 12012 Parker, Brad
/10/2012 Parker, Brad
UNDO CHANGES m

(oo comm

Step 4: Click the Point Person drop-down arrow. Select a designated Point Person from the drop-down list. All staff
members at the logged in user’s agency with the Incident Point Person role will appear in this drop-down list.

W Enterprise Incident Management
Y EIM - Mark as Confidential

Version: 14

1D: 25212

Type: Individue

InCdent First Secnon Submrred
Inodaent Final Section Pondnig
Management Renen Submatted
Inadare Final Sacton Subimttac
Management Heview Crested

Restnct Provider Access?
Pont Ferson

[

ks

b-aimloadlo, b
esmioadl0

simboaddt i

ammioad 4
b-eimloadis, b
eimloadls
b-wimioad?, b-
smioad?

armboad26
b-eimboad27, b
eimload2?
b-wimioadd, b-
wmioad3
b-aimioadio, b
emioadio
b-eimload3l, b-
“nloadll
B-aimioad3dg, b-
emmload3d
b-eimboadis, b
eimloadis
B-eimboads50, b-
minadsn

b-simioadll, b-

b-simioad L4, b-

b-aimload26, b-

2012

\
2012
1

/2012
/2012

HOME ‘:\sw«cu e REPORTS G HELP

ry Category: Sesious brjury

wtud Dute Crvatadd Ny

Status: Open

Colagse Datais @

Repont

Lant Elit Datn o

Fatited fly

Plaat, Jenenvy 1/9/2012 PEant, Jenmy
Plant, Jesomy yio/201z Mastars, Scott
Masters, Scott  1/10v/2012 Masters, Scott
Parkar, Bradt Via0L2 Parker, Brad
i1z Parker, Erad

IR CIETT
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Step 5: Click [SAVE & CONTINUE].

- P
Wmmlmmmm A Home A SEARCH e REPORTS g HELP
¥ EIM - Mark as Confidential
1D: 25212 Version: 14 Type: Indvidual Incident Primary Category: Senous Injiry Status: Open

Imdevidonl, LUSHEL ANGELINA Providen ACCESS SERYICES

Collaps= Details @

Action  CreatedOute  Crestedlly  LastidaDate  Gdtod By e:‘: caihd

a Inodent Frst Secban Subentted 1/10/2012 1/9/2012 Plant, Jomy 1/9/2012 Plane, Jmmy
a Incident Final Section Pending 2/7/2042 17972012 Plaert, Neveryy 110/2012 Masters, Soott
a Managemant Revaw Suberttod 1/16/2012 1102012 Mastors, Scott  1/1%/201Z Masters, Scott
a Intident Fial Section Subentied 2772012 V102012 Parker, Brad V1072012 Parker, Brad
a Managemant Revwaw Created V1573012 12012 Packer, 8rad
Restrxt Provider Access? Ve -1
Punt Parson. Patke, fred »

(v o

Step 6: The Incident Detail screen appears.

3/30/2012

Wrmmmﬁnlnddunuw ﬁ‘, HOME ‘:\semcn c REPORTS g HELP
EIM - Incident Detail

ID: 25212 Version: 14 Type: indivdual Incident Primary Category: Sencus tngury Siatus: Open

Individunt: WNENE, AvGL s Providen ACCESS SERVICES

Collapsa Details @

a Inodert Frst Section Submatted 1/10/2012 1/9/2012 Plant, lsmmy 1/9)2012 Plant, hmmy
g Inodent Finsi Sacton Pendng 20212 1/39/2012 Plant, immy 1/10/2022 Mastars, Stotk
a Management Revden Submittad /162012 1/10/20142 Masters, Scott /1072012 Masters, Scott
’ Inoders Final Secton Submitted 272012 V102012 Parker, Brag 1/10/2012 Packar, Srad
a Management Hevnew Crestad 1/16/2012 io/2012 Packer, Brad
=

Linked Incidents/Complaints

Incidlent/Consplaint ID Program Ofs Inodent Type Mmary Cabbgory

24546 oL Indivdust Incident Senous Inpury /2672011 Closed m
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Report Extension

This function extends the due date for the document submission if a user is not able to complete it within the required
timeline. The option to request a report extension is only available for the Incident Final Section.

To Request a Report Extension in EIM:

Step 1: Navigate to the Incident Detail screen

a Inodant Frst Sechon

Submeted 3112012

g Inodant Final Section

In Progress  2/8/3013

Management Raview Created

Fi AUMMARY é

. A vove € N 5
Wmmmw G Howe . search ‘ REPORTS 9 HELP
EIM - Incident Detail
ID: 25217 Version: 14 Types Indradual Inodert Primary Categoey: Serous Irjury Status: Open

AN AL
ety R

Colapse Dataks

) ¥
vigzoiz | et Viozo1z LA
Mrarry My
Patlosr, Parkes,
vaizena A a0 = v
102012 Hlack
My

L 1) SMOOE RS
COMMLAMTS

)

Step 2: Click the [Report Extension] icon.

ndvilial: MOENE, ANGELINA

g Inodant Frst Sechion

Submietod 1112012

g Inodent Final Section  In Pyogress 2/8/3013

Managemaent Raview Created

N A
Pty T

: A ~ A 9
Wmmmmmm o Home . search ‘ REPORTS g HELP
EIM - Incident Detall
ID: 25217 Version: 14 Type: Indradual inodert Primary Categoey: Serious Injury

Status: Open

Provider: access services ll sack To seaRcH @

Collapse Dataks

Plare,
vigzoiz | et Vlozo1z Lot
vy vy
3 I
Patlosr, Parkes,
sl W0 o ! o
102012 Tlack

vy

L 1) SMOOE R R
COMM AT

)
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Step 3: The Report Extension screen appears.

W&mwlnddmmnwm (‘_.\_, HOME Rsemcu c REPORTS 6 HELP

Y Report Extension

[+ 3 2»5__2_1_7_ Yersion: 14 Type: Indmidual Incident Primary Cstegory: Senous Injury Slatus Opm
Individual: JARNE, ANGELING Providen ACCESS SERVICES

Coflappe Detais @

Crmoted Date  Comatod Dy

Han IS ¥
a Incdunt Fiest Section  Submited 171172012 11002012 o 0012 DR
Iy Rereny

. Parker, :

3 Incdant Final Section whet Parker,

In Progress 20872012 m Y142042 arad Y1L/2012 Brad <

ol
a Management Review Crested ey

10V2012
yizorz g

Doveméent Natme

Incident Fnal Section Due Date: 2782012
Expected Completion Date "
Requesting User Pk Srad Fegquest Date: 1/11/2012
Reason toe Extension "

cueck seeruine 7 |l unoo chances m
T

Step 4: Enter the Expected Completion Date and Reason for Extension and click [SAVE & CONTINUE].

Whmmuw @ HOME -‘:\SEM'ICN c REPORTS g HELP

Y Report Extension

iD: 25217 Version: 14 Type: Indmidust Incident Primiry Cotegory: Senous Ingry Sustes: Open
Todividust: JANENE, ANTELR Providen ACCESS SERVISES

Colapse Details @

Inccderdt Faest Section  Submitted LER BRI B

e, Plan
g 111042013 cém

V0012
%201 Jermy »entrry

Parker, Facker,

In Progress 2752012 m 4142012 arad V112012 Brad k (¥}

P
g Mansgemsrt Review Created gk

J10vZ012
Vizoiz Sy

OoCument Name: Incident Final Saction Due Date: 2/82012

Expected Completion Date: » 02

Reguesting User: Parka Sead Request Date: 1/11/2012
Finad separts from tastng at the bowpitel s net expected buck ustil
Feutuary 16m

feason for Exension -

CHECK SPELLING UNDO CHANGES m

« BACK SAVE & CONTINUE »
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Step 5: The new due date for the document appears on the Incident Detail screen.

EE EIM - Incident Detail

ID: 25217 Version: 14

iyl JANERE, ANCELINA

Wmmmdwuw

Type: Indivdusl Incidest

3 Inodent First Sechon Submitted

3 inodent Final Section in Progress | 2/17/2012 'm 1/11/2012 :::’e"
-

,1? HOME ‘:&semcu c REPORTS 6 HELP

Primary Category: Serious Irjury Status: Open
Provider ACCESS SERVICES

Colapse Datals

Prant, 1/10/2012 Plamt

/132012 1/10/2012 iay Mvewy

Pabesr,
w00 o0 )
viozoiz Pl

Jravyy

MARK AL - LMK L0 MCEIENTR
COMFINENTIAL LOMPIANTE

Step 6: To add additional report extensions, click [ADD] on the Report Extension screen. Complete the fields for the new
extension and click [SAVE & CONTINUE]. All report extensions will appear in chronological order in the panel in the middle

of the Report Extension screen.

Y Report Extension

Version: 14

ID: 25217
individual: JWNERE, AreGE) Te

a Inodant First Section  Submitted

g Managemant Review Crasted

Coeumpet Namw

Incident Final Section

Document Name:
Expected Completion Date:
Requesting User:

Reason for Extenslon:

Type: Indivsdual Incident

g Inodent Finad Section [0 Progress  2/17/2012 /152012 Brad
susmIT f

Frrge Due Data

Wmmmmm @ HOME ‘:}\suncu c REPORTS @ HELP

Primary Category. Sarous Ingury States: Open

Providen ACCESS SERVICES

Colapse Detais @

Plare, S o Plane,
ammy BIREIS Amimy

1/1172012 1/2012

o
arker, V112012 :f;'d‘“ P
Plart,
V102012 ‘::"":_(

Updated Duw Dute lagomitad Usat (ST S—

Parker, Brad viyx2

Incxdent Fnal Secton
* 02202012
Parker Brad

Due Date: 2/17/2012

Request Date: 1/11/2012
yl;c amn n;{nr;g on addenal test rmukts from the hc@a(

creosrve 23 ==
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Additional Functionality: Deletion

Delete an Incident

This function allows users to delete incidents from the system.

Incidents can be deleted by users with the Incident Reporter and Incident Point Person roles. Incidents can only be
deleted using the [DELETE] button in EIM before the First Section is submitted. In order to delete the incident later in the
process, send an email request to your Program Supervisor and have the supervisor send an email request to RA-

OMU@pa.gov.

To Delete an Incident in EIM:

Step 1: On the Incident Detail screen, click [DELETE].

A "~ 'Y ~
W&mlnddanmw G Home . searcH ‘ REPORTS 9 HELP
EIM - Incident Detail
ID: 25228 Version: 12 Type: Indwidual Inadent Pritmary Category: Swatus: Open
midvidual: JAENE ANGEL A Pravider, ACCESS SERVICES

Collapes Detals B

Crested Oate Croated Uy Last Bdit Oste .

tdted by P

a Inadent Fest Socthan  In Prograss m £/11/30132 Parker, Brad  1/11/2012 Parker, Brad

ke AL ) A TO INCIDENT "
m CORFIIENTIAL (0) | RN %

Linked Incidents/Complaints

Incident/Complaint ID Program Cfice Incident Type Primary Calegary Distovery Dme St
| No records to display
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Step 2: The Delete Incident screen appears.

: PN € N
Wmmmmuw (o Home . searcH ‘ REPORTS @m

EIM - Delete Incident

ID: 25228 Version: 14 Type: Individuat Incident Primary Category: States: Open
Individnal. JANENE, ANGELINA

Colapse Datats B

Cremted Date Created Uy Last £t Date Lebived lly

m 1/14/2012 Parker, Brad 1142012 Parkar, Bead

Raasen: * Ceiwrt Orw -

3 Incdank First Secbon In Prograss

Commeants:

CHECK SPELLING UNDO GHANGES m

Step 3: Select a reason for the deletion from the Reason drop-down menu. Add additional comments why the incident is
being deleted. Click [SAVE & CONTINUE].

W&mlmm ,’j\_ HOME C\suaca c REPORTS 6 HELP
EIM - Delete Incident

ID: 25228 Version: 14 Type: Indvidusl InGdent Primary Category. Status: Open
Individunl: JNENE, ANGELINA

Collapse Details B

Crested Date Croated Uy Lawt Eddit Datw Edted By I b

m 111/2012 Parker, Brad  1/1172012 Parker, firad

Heason * Dupicate g

g Inadent Fest Secton o Progress

i!hmnodem Mddremy Deen crested by ancther
ndroadusd

Comments

) R
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w Enterprise Incident Management

Step 4: The Incident Detail screen appears. The Status of the incident will be changed to Deleted and the Due Date and

Action fields will be blank.

w Enterprise Incident Management
@ EIM - Incident Detail

ID: 25228 Version: 14 Pritary Category:

Type: Indradual Inadark

g Ingigant Fist Section

In Progress /1142012 Parker, Brad 1112012

= WAAK R -
. -
TSNT SUNMANY el CuwiDENTIAL A\

LS TU O NT
COMPLAIMTS

Py ~ A
@ rove T searcy ‘

Due Dute Ao Crestod Date Crested Dy Lust bt Date Edited By

REPORTS G HELP

Ststus: Deleted

Colapse Detais @

Krport

Extemsion

Parker, fead
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Linking Incidents Checklist

Step 1: Navigate to the Incident Detail screen.

Step 2: Click [LINK TO INCIDENTS/COMPLAINTS].

Step 3: The Link Incidents/Complaints search screen appears. For ease of viewing, users can click
[CoLLAPSE/EXPAND DETAILS] to collapse or expand the Incident Details panel.

Step 4: Enter the information needed to find the incident you wish to link. The Incident ID is preferred but not
required. Click [SEARCH].

Step 5: The results of the search will be displayed at the bottom of the screen.

Step 6: Select the incident from the search results by clicking the Select checkbox. Click [SAVE & CONTINUE]. Click
[SAVE] to remain on the search screen and add multiple incidents.

Step 7: The linked incident(s) will appear in the Linked Incidents/Complaints panel at the bottom of the Incident
Detail screen. For ease of viewing, users can click [COLLAPSE/EXPAND DETAILS] to collapse or expand the Incident
Detail panel.

Print Summary Checklist

Step 1: On the Incident Detail screen, click [PRINT SUMMARY].

Step 2: A File Download dialogue box appears with the option to [OPEN] or [SAVE] a PDF document containing the
consolidated document summary. Click [OPEN] to view the document before printing.

Step 3: The Print Summary opens as a PDF document in a new window. Users can choose to print and/or save the
document. The Print Summary can be created at any stage in the process of recording and reviewing an incident or
a complaint.

Mark as Confidential Checklist

Step 1: On the Incident Detail screen, click [MARK AS CONFIDENTIAL].

Step 2: The Mark As Confidential screen appears.

Step 3: Click the Restrict Provider Access? drop-down arrow. Select Yes to mark an incident as confidential.

Step 4: Click the Point Person drop-down arrow. Select a designated Point Person from the drop-down list.

Step 5: Click [SAVE & CONTINUE].

Step 6: The Incident Detail screen appears.
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Report Extension Checklist

Step 1: Navigate to the Incident Detail screen
Step 2: Click the [REPORT EXTENSION] icon.

Step 3: The Report Extension screen appears.

Step 4: Enter the Expected Completion Date and Reason for Extension and click [SAVE & CONTINUE].

Step 5: The new due date for the document appears in the Incident Detail screen.

Step 6: To add additional report extensions, click [ADD] in the Report Extension screen. Complete the fields for the
new extension and click [SAVE & CONTINUE]. All report extensions will appear in chronological order in a panel in the
middle of the Report Extension screen.

Delete an Incident Checklist

Step 1: On the Incident Detail screen, click [DELETE].

Step 2: The Delete Incident screen appears.

Step 3: Select a reason for the deletion from the Reason drop-down menu. Add additional comments why the
incident is being deleted. Click [SAVE & CONTINUE].

Step 4: The Incident Detail screen appears. The status of the incident will be changed to Deleted and the Due
Date and Action fields will be blank.

NOTE: Incidents can be deleted by users with the Incident Reporter and Incident Point Person roles. Incidents can only
be deleted using the [DELETE] button in EIM before the First Section is submitted. In order to delete the incident later in the
process, send an email request to Program Supervisor and have the supervisor send an email request to RA-

QOMU@pa.gov.
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EIM Reports
Enterprise Incident Management

IMPORTANT NOTE:

This job aid contains screenshots of the system taken with the Incident Reporter role
and was created for illustration purposes. Therefore, not all graphic materials will
match exactly what you might see on the screen when logged into the EIM system with
your personal User ID and Password, depending on your EIM role. Please use this job
aid as a guide through the general process and recognize that specific details might
vary from case to case.
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Additional Functionality: Reports

Overview

Providers can run reports in EIM to view data on incidents. Data from these reports can be used to track incidents for

quality improvement activities. Provider users only can run reports for incidents associated with the participants they serve
through their agency.

The following three reports are available:
* Incident and Complaint Details by Individual
* Incident and Complaint Details by Service Location

* Incident and Complaint Custom Report

Table of Contents
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Incident/Complaint Management Reports

The first two report types available (Incident and Complaint Details by Individual and Incident and Complaint Details
by Service Location) utilize the same input screen with identical fields. The key difference between the two reports is in
the printed output where the report will organize the information either by individual or service location.

The following example will explain how to create an Incident and Complaint Details by Individual Report.

Step 1: Click [REPORTS] in the Main Menu of the My Dashboard screen to access the reports.

W&mww ﬁ HOME ‘:\SEARCH c REPORTS G HELP
Q EIM - My Dashboard @ CREATE NEW INCIDENT
i Work ltems T v riers

U Documents Requiring My Atteation (Grouped By Documaent Age) Program =

Program Olika  Type 05 Dy ;": ‘;"::’ 1}.‘:"’ BTV ORI PR Crgarizaticn

W P
OLTL indendual Inodent 2 0 0 a Q o b s s

Incident / Complaire

Incident / Complaint Types

Docurment Resusing Attantan

clleiic)|ic|l€]le i€

Connty

D Detall Sumsnary

Inedhvmtual Npvie
b1y Type ’ County o s
Mo Document Details to display

Dexcumend

WRELECT ALL

SET AS DEFAULT

Step 2: Click the link for the desired report to view the Report Request screen.
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Step 3: The Report Request screen for the selected report appears. Select the desired Program Office from the drop
down list and select Incidents from the View Incidents or Complaints? drop-down list.
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w Enterprise Incident Management

0
A2

Incident and Complaint Details by Individual

-~ * ) 9
@ Home T search ‘ REPORTS 9 HELP

Inwgram otfice e

I View Incidents or Complaints?  ®  feect One . I

Incident/Complaint Information

Discovery/Reporied From Date: W

Type W s
Primary Category: "
County.

SEARCH WIIMDUAL S

Individual MOL:
Individual Name:

Report Preferences

Report Format:

Adarm
Mleghen
Acmitrong

Ueyier

XLS

Discovery/Reported To Date: »
Status: W' | Ceinet .
Secondary Category: ® | Coirrt One .

Waiver/Program

SEARCH PRUVIDENRS ‘

Provider MPE: 100000237
Service Location 1D:

Provider Name: ACCESS SERVICES
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Step 4: Select the Discovery/Reported From Date and Discovery/Reported To Date using the pop-up calendar.

Incident/Complaint Information

- - B 03
@ vome . search ‘ REPORTS 9 HELP

w Enterprise Incident Management
8 Incident and Complaint Details by Individual
Program Office * o - View Incidents or Complaints?

" | cdent -

L)
h—J

Megherry
Asmstrong

Bemer -

BEARUN MOTVERAL Y

individual MCL:

Individual Name: Servico Location 1D

Report Preferences

Repoet Format:

[Discmtq,/ Reported From Date: % I [ Discovery/Reported To Date:
Type: W Ch? Ony - Stahs
Primary Category: ® | Selnct One - Secondary Category:
County: Adam Walver/ Program

MARUN PROVES RS 8

Provider MPL: 100000237

Provider Neme: ACCESS SERVICES

Note: There are date range limitations that are dependent upon the criteria entered in the Report Request screen.

Maximum Date Range

Criterla Entered Report by Individual or

Service Location

Maximum Date Range

Custom Report

Real-Time Data Dam‘:; ::l':';tgf:t;f“h
t:;;r;i:ipam or Service 31 Days 31 Days
Sorvics Location || 3650y 365 Days
::xl:::;ﬂc:i::::t anda | oo Sars :i(r,n :aximum Date Range
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Step 5: Select the Incident Type from the drop-down list. Select the status of the incidents you want to view in the report
from the Status drop-down list.

@Entmw{nelnddmtmw ,j,\ HOME rA\seARcu c REPORTS Q’ HELP

Incident and Complaint Details by Individual

Program Office; ® oM . View Incidents or Complaints? ™ jncident -

Incident/Complaint Information

Discovery/Reported From Date: ® 01082012 Discovery/Reported To Date: " 01122012
Lt\pn W Setwer Do - I I Status. w - I
Primary Category: W1 Leiret One . Secondaty Category. W Lelect Dve -
County: Adarn » Waiver/Program.
Allegheny i
Arrratron 3
Beaver -
cmm
ndividual MCL: Provider MPE: 100000227
Individual Name: Service Location 10

Provider Name: ACCESS SERVICES

Report Preferences

Report Format:

ey Rosumar, |
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Step 6: Select the primary and secondary categories you want to view in the report from the Primary Category and
Secondary Category drop-down lists.

: A € A 3
w Enterprise Incident Management @ rome © search ‘ REPORTS 9 HELP
O incident and Complaint Details by Individual

Program Office " o . View Incldents or Complaints? " lncident -

Incident/Complaint Information

Discovery/Reported From Date:  ®  g19872012 Discovery/Reported To Date * 122012

Type: ® | dvidual Incident - Status: W Oven or Clossd .
lznnun' Category Lol - J lScrnMurv Catogory. LA - I
County: ) | Walver/Progrant ACTIS -

Aging Winve
AJDS Waivet

Attencarn Cave Warver

(oo e &

Hosptsization
Individual MCI: Neglect Provides MPE: 100000237
Individual Name: Provider and Stalf Service Location 1D
Msconduct
Provider Name: ACCESS SERVICES
Report Preferences
Report Foemat:

NOTE: The user can select all primary and secondary categories by clicking Select All in each drop-down list.
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Step 7: Click the checkbox for each County and Waiver/Program to include in the report. If users do not choose a
county or a waiver/program, the report will select all counties and waiver/program by default.

180 Incs N ® b
w Enterprise Incident Management @ vome . search ‘ RePoRTS  ({ig) HELP
8’ Incident and Complaint Details by Individual
Program Office: * o - View incidents or Complaints? " |ncidem -

Incident/Complaint Information

Discovery/Reported From Date: ™ 0108/2012 Discovery/Reported To Date: * oz
Type: ® | Indasdual Incident - Status: ®  Open or Cloted -
Primary Category: W Sebert All - Secondary Category ¥ Selert Alt -
County: I Cravfond . Waiver/Programc OMMCATE Waterr

¥ Cumibetland

¥ Independence Waner

¥ Dauphn CERA Waives v

Delyware ol CPTIONS

REAACH MONVEIUALS SEARCH PROVIDERS ;

Individual MCt: Provider MPE 100000237
Individual Name: Service Location 10
Provider Name: ACCESS SERVICES

Report Preferences

Report Format

st Jupumt, |

Step 8: Click [SEARCH INDIVIDUALS] to view data associated with a specific individual. Search for the individual by
Identifier Type, Last Name, First Name, Date of Birth or Residential County. Click [SEARCH] to locate the individual.

Discovery/Reported From Date: ¥ 01082012 Discovery/Reported To Date: ¥ 01s12/2012

TILIM Indaidual Search
Identifier Type: | Seiecr One v Identifier:

Last Namw: First Nome:

Cuate of Birth: Residemtial County: el

m

Indmviclual MCH; Prowvider MPL: 1000002537

NOTE: Selecting an individual is not mandatory for the Incident and Complaint Details by Individual or the Incident
and Complaint Details by Service Location reports. When an individual in not selected, all incidents that meet the
selected search criteria will be returned in the search results.

NOTE: Click [SEARCH PROVIDERS] to search for and add a different provider or service location to run in the report as
needed. For provider users running reports, their information is automatically pre-populated. OLTL Program Office Staff
will need to select a specific provider if desired, but selecting a provider is not required. Click on a service location link in
the search results to select individual service locations for provider organizations.
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Step 9: Click the radio button to indicate the desired report format, then click [SuBmIT].

Individual MCi:

Individual Name:

ALARCH PROVDCAS ‘

Provider MPL: 100000237

Service Location 10;

Provider Name: ACCESS SERVICES

Report Preferences

feport Format:

Step 10: When prompted, open the report or save it to your hard drive.
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Program Office: w
Incident. Complant Information

Distuvery/Repsried Frem Date:  * [5i¢

Type: * nar
Primary Category: * Sek
County: r
-
v
r

SEARCH MDIVDUAL S

Navw . onDot sl epantSyin

- View Incldents or Complaints?

Do pous want b0 open o save th like?

201201 L2_14 3620, I0F
Type  Adste Aoobat Documwnt, 57 0XD
Froer v Mg s stale 0o

o e (e

Wide o) Voo the Infeeret cam be waehd cono Mes can poteniialy
oy your cormpaien 1 you 32 ol Drust P s2idco. 30 N0k open o
v e e Whals e 2

x|

adividual MCY:
Individual Name:

Pravider MPE: 100000237

Service Lacation 10:

Provider Name: ACCESS SERy

ICES

" Incieed

* prhazaon

-

Opan o Closed

Gemact 1

2l

T
-~
~
r
o

COMNCARE wWaner
mdepeodense Wistner J
CERA Walrer

ST ;]
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o oh OV272002 09

Incident and Complaint Details by Individual Report

W Enterprise [ ncident Managesment

Rageort Crrlmvia
Program Oftice: oLTL lockdents cc Convptaints Incden
Hopen ate /e Endl Daber sarsaone
Type Invdbrerdeal Tovrdmen Shaben Open or Closed
Pramary Cotegory Howitahicetion Soromleny Calegerias an
Tndrnchral M an Prowidec Massa: ACCLSS SERVICES
W, Wamer IANENE. ANGELINA MCT as0ra2 T Coonky: Deaghen Wwresr - Progrem: indepeniisnce Waervar
0 Discoeery |Type P sy Catagery |secandary Provadms | Provide: Maee [earvicn | Seevics Lacation =) SEatus
Date i oL [Location | Name Orgaeization
o |
280|02714/20 S rtiw sz cater Emerpency Soom Var | 100000237 |ACCESS 0001 [Accens Senicns Mam | ACCESS Claves
« wiert SEEVICES [ OfTew SEMVICEY
¥ yo o0 (™)

253022

*
[Fotal 7 tacidamt (5)] Comphartl s ]
w Mame: FULTON LIT

Descoenry
Date

Sarvice | Servics Locwiow Searis

Lo Wibews | Name
0 |

Type Erinnary Categery

29007002043 |Incddeide 200G 2
Incdert

Tncident(s )/ Comphatis )
Grand Total B Iacidest(«)/ Complanals)

Crr=r——— [Access Sanices Man

| DFn

Fage o)

Incident and Complaint Custom Report

The Incident and Complaint Custom Report allows users to customize a report using three fields that are not included

in the In
Report:

1.

3/30/2012

cident and Complaint Details by Individual Report or the Incident and Complaint by Service Location

Subject Areas

The questions in the Incident and Complaint Report screens in EIM are grouped into subject areas, and can be
chosen to define the output of the Incident and Complaint Custom Report. Each program office has different
subject areas associated with it and the Subject Areas field will populate after the user has chosen the program
office from the Program Office drop-down menu. A detailed Incident and Complaint Custom Report Subject Area
Job Aid is available on the LMS and the OLTL section of the aging website to help users understand the
organization of the subject areas. Note that while providers will see complaint subject areas in the Subject Areas
field, selecting complaint subject areas will generate a ‘No Results Found’ error message in the report output.

View Only Incidents/Complaints with the following Overdue Documents

For Custom Reports, users can filter the reports by choosing to view only incidents or complaints that have
overdue documents. The View Only Incidents/Complaints with the Following Overdue Documents drop-
down menu populates after the user makes a choice from the View Incidents or Complaints? drop-down menu.

View Only Incidents/Complaints with the following Outcome of Management Review

For Custom Reports, users can filter the reports by choosing to view only incidents or complaints that have a
specific outcome of the Management Review. The View Only Incidents/Complaints with the Following
Outcome of Management Review drop-down menu populates after the user makes a choice from the View
Incidents or Complaints? drop-down menu.
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WFWIMWW

O Incident and Complaint Custom Report

/j\_ HOME ‘}‘smcu c REPORTS b HELP

View incidesas or Compdaints?

Discovery/Reported To Date:

Program Offioe: * o .
Report Output
Subject Areas o Complamt Abai Other Infarmatian o
Camplaint Agency Ininmmeson
cmpiniet Detad -
Report Criteria
Descovery/Reported From Date.  ®
Type: ®  elert v Status
Priuary Category. * et AY - Secondary Category.
County Wahvee/ Program

View Only Incidents’ Complaints.
with the following Overdue
DOCunwents:

Indiividus! MCH
mdnvidasl Name:

View Ondy inodents’ Complaints

with the following Outcome of
Munagement Review:

Provider MPY: 100000237
Service Location 1D:

Provider Name: ACCESS SEMVICES

" ncidem -
B

¥ Open w Closed -
" Select Al -

ACTLS)
Agog Wase
A Warves

Attandat Core Waver
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Custom Reports

Step 1: On the Incident and Complaint Custom Report screen, select the required parameters for the customized report.

Click [SuBMmIT] to view the results.

Pruogram Office:
Report Output

Subject Arvas:

Report Criteria

Type:
Primary Category
County:

weith the follewing Overdue
Documents:

SEANCH WONVIDUAL S

Individual MCL
Individual Name:

w Enterprise Incident Management

Discovary/Reported From Date:

View Only Incidents/ Complaints

A
‘A HoMmE

a Incident and Complaint Custom Report

LIL - Views mcidents or Complainis?
- ¥ LU L MElrn) ot e g .:l

™ maident Desai

 Incient Deasil- Fnal !

I Incidere Detall - bites)

S bt Esenis Mo s It e S
" F]L(E‘-’Z(J] Discovery/Reported To Date:
®Inamous neident . Stalus:
® Sencm - Secondary Category:

W Adams _:_] Waiver/ Progranc

I Akahem

I~ Amsgong

I~ Domver -

Seww One - Viest Only Incidents/ Complainls
with the following Oulcome of

Managemem Review:

SEARCH PROVIDERS ‘

Providers MPL: 1CO000Z37

Sendce Location 10

'3 h
A SEARCH ‘ REPORTS

® iacitent -

¥ | Open of Croesd -

* | Balorian -

e —
=l

™ COMMCARE Waver
W Ingependencs Wakar J
I™ OBRA Waswt

Capnone ;’

Provides Name; ACCESS SERVICES

Step 2: When prompted, open the report or save it to your hard drive.

Program Office:

oLT - View nclidents or Complaints? ™ nigen -
Report Output
CEETEE——— x|
Subject Areas: 0 :,_ Do pons want to open o save this lile?
v §_1 Narw ..ot Conplard Custorotagort 201201 12 _163710.05
r Type Macrosoft Excel Worksheet, 4,50 1B
= Froes  wesw, bhaaspn-« stabe. pa, e
Report Criteria (o O L L |
Discovery/Reported Fram Date; % o1 * izt
Wi s bomn the et can te ureful some Hes can patentely
Tpe: * @ wnx.c:mn 11 00 o nok St the sowce, do nol agen o ®  Ocen or Closed -
swve what's the b
Primary Category: ® gals LRE T TY -
County: R Adam H Walver/Program: :--qv-van- el |
] WIMCARE Walee
I~ s

NOTE: All custom reports will be created in Excel.
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Custom Report Queries

Incident and Complaint Custom Reports may be saved by users with the Report Admin role as a Report Query. A
Report Query will save the selections made from the fields in the Incident and Complaint Custom Report screen, but will
not save any personal information from individuals or providers. Users with the Report Admin role can give the saved
guery a unique name that will appear in the Saved Queries list in alphabetical order. Only a user with the Report Admin

role may save a query, but any user may run the query from the Saved Queries list on the Incident and Complaint

Custom Report screen.

Step 1: Save a Custom Report Query. To save a Custom Report Query complete all the information fields on the
Incident and Complaint Custom Report screen, enter a unique name for the query in the Query Name field at the bottom

of the screen and click [SAVE].

with the following Overdue with the following Outcome of

Documenls: Management Resien:
Individeal MC): Pravider MPL 100000237
Indhvidual Name Service Location 1D
Provider Name; AaCCESS SEAVICES
Saved Quenes
User Lahel Crnation Date Creatud By
wl lw vl

0/3172011 Parkar, lesd

Quary Information

Query Name * [Custom Cuery Regort #1

The saved query will display in alphabetical order in the Saved Queries list.

Saved Queries
User Label Crestion Date Creatod By
frl ¥ v
Cuztoen Quary Beocrt #1 1/12/2012 Parker, Srad
Pravidar Custom Ouess #2 031/2011 Paker, Brad
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Step 2: Run a Custom Report Query. To run a Custom Report Query, select the Query Name link from the Saved

Queries list.
Saved Queries
User Lakel Creatiun Date Crestod By
5 L3 [»
lr. wtom Qunry Reoor #1 I 112/2032 Parker, Srad DaxTel
Pravidar CLstom Ouery #3 8/31/2011 paker. Brad it |

The Incident and Complaint Custom Report screen will populate with the completed fields from the saved query. Select an
individual by clicking [SEARCH INDIVIDUALS] and select a service location by clicking [SEARCH PROVIDERS]. Click [SuBMIT] to

run the report.

Program Office;
Report Output

Subject Arpas:

Report Criteria

Discovary/Reparted Fram Date:
Type:
Primary Category

County:

weith the follewing Overdue
Documents:

Individual MCL
Individual Name:

View Only Incidents/ Complaints

W Enterprise Incident Management

O Incident and Complaint Custom Report

¥ OO DWWy Ronr
™ mcident Desai

¥ ntigent Dessil- Fnal
I Incidere Detall - bites)

T it sbiand Lo

* prenon

* inamous neident .

® geecm -

W Acams il

I Mkahem

I~ amstiong

I~ Bomver :J

Sew! One -

L Ll

~
4y SEARCH

A
o HoME

Viewe incidents or Complaints?

Is)

L

le

Discovery/Reported To Date:
Stalus:
Secondary Catugory:

Waiver/Progranc

Viest Gnly Incidents/ Complainls
with the following Oulcome of
Managemem Revien:

| SEARCH PROVIDERY |

Provider MPL: 100000237
Service Location 1D

Provides Name; ACCESS SERVICES

& rerorts g HELP

* | cient -

* D2
¥ | Open of Cosed .

* Balecian -

1) MUY C Y Yvarme
=l

T COMMCARE Wahve

W ingependencs Wakar J
™ OFRA Waswt

= arnons =
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When prompted, open the report or save it to your hard drive.

Program Offlce: * o - Viewt Incldents or Complaints? * inciden -
Report Output
x

-. Y L
Subject Areas: - Do pons want to opens o save this lile?

v Ej Nare ..ot Conplrd Custorotaport J0L201 12 163710.05

r Type Moot Excel Worksheet, 4,50 18

= Froms  wesw, bhaspps-« stabe. pa.un

Report Criteria Oom | Sww | Caed |

Discovery/Reported Fram Date; % [Bir * Pz

Wik fibes b e infmist can be Ureful. some e can patartioly
Tpe: * s @ Mnm.t:vmna 11 you do not Juet the sowcs, do rol agen or ®  ccan o Closed .
siwe ths M. Whal's the b )
Primary Categary: " gals LRETTET Y -
County: R Adam ﬂ \Waiver/ Program: TR Y YT )
I COMMCARE Waless
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Custom Report Output (Excel)

The first part (left) of each row of data in the Incident and Custom
Report will always display the same basic participant and provider
demographic information, and specifics about the Incident Report.

A B C 0 E F G H | J K L
1 Subject Area:|Incident Detail
2 First Section
3 Page:|Incident Classification
Question:|Date Reviewed: TRey
1 Program Version Status Incident/Com |Type Primary Category |Secondary Categories |Discovery Walver/Progr|County (ol
s ice Dai N a am
YTETIEN ace e n rrr -
Incident (Particpant)(09/02/20 |Invelved(09/02/2011) Warver
1)
24863[0LTL 12|Open Incdent Indnadual Abuze(09/11/2011)  |Physical 09/11/2011 Independence |Dauphin
incident Abuse({09/10/2011) Warver
24507 [00TL 12[Open Incident Indnadual Abuse(09/13/2011)  |Physical 09/13/2011 Independence |Dauphin
8 Incident Abuse{09/13/20131) Warver
24921[0LTL 12[Open Inadent rgency Room Medical 09/15/2011  [Michael Dallas |Allegheny
Incident Visit(09/19/2011) Decline(09/19/2011), Waive
9 19/2011)
24928[0LTL 12[Open Incdent Indnadual Serious Accidental(10/04/2011)  [10/04/2011 Independence |Dauphin
10 Incident Injury(10/04/2031) Warver
24533[0LTL 12|Ope: Incdent Individual Abuze(10/02/2011)  [Physical 10/03/2011 Independence |Dauphin
1" incident Abuse{10/02/2011) Waiver
24956/00TL 12{Open Inodent Individual Serious Acodental{09/26/2011)  [09/26/2011 Independence |Dauphin
12 Incident Injury(09/26/2011) Waiver
24361OLTL 12[Open Incdent Indnadual Serious Accdental(09/26/2011) [E'é::af:u:'. Independence |Dauphin
13 Incident 10jury(09/26/2011) Waiver
e e
Custom Report Output (Excel) D e st e

The final part (right) of each row of data in the Incident and Custom
Report displays the information from the Subject Matter fields selected
by the user, organized by Subject Area and then by Document, Page,
and finally the Question that was asked.

Subject Area:|Incident Detail

|lnnul Action

Page:|Incident Classification Initial Action Taken
Date d: I [Was this incident [Date referred to  |Is the individual's 1s the individual's Tnitial Action Taken |Please describe the |What agencies v
referred to Adult Adult Protective  |health and welfare at  |health and welfare at initial action taken: |initially notified
risk? (If so, the first  |risk?
section of the incident
report is due within 24
4 hours or else it will be
5 County
z Dauphin Y 9/14/2011 Yes
2 Dauphin Ve 10/3/2011 Yes
Dauphi 2 10/1/2011 No Recorded statement  |Provider Agency
Cantractor
8
Allegheny 11/7/2011 Yes
0 Oauphin No No taken to the hosprtal OLTL - Verbal Not:
Dauphin No No taken to hospital
Dauphin No No Taken tc the doctor Service Co-ording
12 Agency (SC)
- Dauphin INn No Intial Action Taken
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Additional Functionality: Checklists

To Run an Incident/Complaint Report by Individual or Location:

Step 1: Click [REPORTS] in the quick links section of the My Dashboard screen to access the reports.

Step 2: Click the link for the desired report to view the Report Request screen.

Step 3: The Report Request screen for the selected report appears. Select the desired Program Office from the
drop down list and select Incidents from the View Incidents or Complaints? drop-down list.

Step 4: Select the Discovery/Reported From Date and Discovery/Reported To Date using the pop-up calendar.

Step 5: Select the Incident Type from the drop-down list. Select the status of the incidents you want to view in the
report from the Status drop-down list.

Step 6: Select the primary and secondary categories you want to view in the report from the Primary Category and
Secondary Category drop-down lists.

Step 7: Click the checkbox for each County and Waiver/Program to include in the report.

Step 8: Click [SEARCH INDIVIDUALS] to view data associated with a specific individual. Search for the individual by
Identifier Type, Last Name, First Name, Date of Birth or Residential County. Click [SEARCH] to locate the
individual.

Step 9: Click the radio button to indicate the desired report format, then click [SuBMIT].

Step 10: When prompted, open the report or save it to your hard drive.

To Run a Custom Report:

Step 1: On the Incident and Complaint Custom Report screen, select the required parameters for the customized
report. Click [SuBMIT] to view the results.

Step 2: When prompted, open the report or save it to your hard drive.

To Save and Run an Incident or Complaint Custom Report Query:

Step 1: Save a Custom Report Query

To save a Custom Report Query complete all the information fields on the Incident and Complaint Custom Report
screen, enter a unique name for the query in the Query Name field at the bottom of the screen and click [SAVE]. The
saved query will display in alphabetical order in the Saved Queries list.

Step 2: Run a Custom Report Query

To run a Custom Report Query, select the Query Name link from the Saved Queries list. The Incident and
Complaint Custom Report screen will populate with the completed fields from the saved query. Select an individual
by clicking [SEARCH INDIVIDUALS] and select a service location by clicking [SEARCH PROVIDERS]. Click [SUBMIT] to run
the report. When prompted, open the report or save it to your hard drive.
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LMS Guide

Overview

The Learning Management System (LMS) is where all EIM training materials are located. Use the LMS to view and
download materials to learn more about EIM functionality.

Note: EIM training materials are also available on the Long Term Living Training Institute website:

http://www.ltltrainingpa.org/resources/index.cfm?collection=A185B572-CE7F-4EA9-B8D4-451A97E58860

Accessing the Learning Management System (LMS)
From the internet, the LMS can be accessed by navigating to:

https://www.humanservices-r.state.pa.us/HCSISLMS/pgm/asp/login/login.asp?refpage=/HCSISLMS/default.asp

In EIM, the LMS can be accessed from the EIM Landing Page by clicking on [TRAINING MATERIAL]:

@ Enterprise Incdent Management
System News EIM Activities
No news avallable! E
LOGINTO EM

The LMS Log In screen appears. Enter your User ID and Password. Click [CONTINUE].

Home and Community Services
Learning Management System
You need a Loegin ID and Password to access this part of the

site. You either have not logged in yet or your login expired.

Home & Community Services

Please sign in:

Login ID:

Password:

[ Email my Password ]

Forgoet vour Login ID? | LMS Support | LMS Tip Sheet
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The LMS Home Page appears. Click the My Curriculum link from the left-hand navigation panel.

| Howne | Adrwm Meny | Logout
Welcome Don Walter

Welcome to the LMSI

. otty Left Nawsgation Sar
= Tnstrector Teals
Canrss Assanmants * Home -Lnk back = this page
" ricublom Vaem fat of courses. Register and utrepater for towses
S LMS Admus o My Schadive View current raning schedule, leanch WBT, and downicad course
Adinie Man material,
————— o Ny Prafie -View and update profie, bsts 1raning roles

HCSIS information

Today's News
*HCSIS Release 6.12.0 Comumunications Posted*
The Relesse Communicaton and supporbng Targeted Commuricabons have been
posted for HCSIS Resaase 6.12.0 under the HCSIS [nfommaticn hypenk.
REMINDER: Registering for LMS Training Courses
1T you wish 10 regster for 3 couse but ane unabie to FCCEss It from the My
Cumculum ink on the LMS, please send a request to your iocal HCSIS/LMS

Admerestrator with the name of the courss 50 they can add the appropriats roleds)
to your LMS Usar ID

The My Curriculum screen appears. Enterprise Incident Management (EIM) training documents are grouped by type and
organized for OLTL and Providers. Click the Download link on the materials you wish to view. Documents will open in a

new window. Use the Navigation Arrows at the bottom of the screen to view all the screens of training courses available

to you.

Note: It is recommended that users save a copy of the training materials to their desktop prior to viewing.

A
%

My Curriculum

Print my transcript

Rigmnment Set acrobat Readar

=1 LS Adnun Download How to uge 3 Job Aid (317 w8}
Admin Meny

Completed |

Cuurse Name Regicter

Dete

y 19 Mutenials
g - EIM Rcie Haacm\, am. ae'rnl, M.\naver Tramng
Sowniead - EIM Rale Mapping and Identity Manager Webinar
Rownkoag - EIM Roles Job Aid
Qownioad - EIM Provider Role Letter; Inodent Reporter
Qouwnioad - EIM Provider Role Letter; Incident Post Persaon
Jawniioad - EIM Provider Role Letter: [ncident Read Only

Qggﬂm - EIM Provider User Travng Walsoar
LDowrioagd - EIM Provider User Trang FAQ Docurvant
Davnlead - EIM Provider User Q3A Webinar 10142018

| Downoioag - EIM Provider User Q3A Wedinar 10212011

‘ Downioag - EIM Provider User Q8A Webinar 10282011

* Dgwningg - EIM Subject Areas Job Aid

*Dgwnineg - £IM Sescch Punctionality Job Ald

- Doariioad - EIM OLTL Adult Protective Sarvices Overview
th!ﬂ - EM :gwdo' 10 Best Practices

provider Search Overvew !
Face 4 of B _l_J_L_J
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EIM Training Materials

Users can access the EIM Training Materials by clicking [TRAINING MATERIALS] on the EIM Landing Page. Clicking this
button will take the user to the Learning Management System (LMS), which contains a library of materials such as job
aids and Captivate tutorials. The user will need an LMS User ID and password to access the LMS. Provider staff who do
not have an LMS User ID should contact their organization’s Business Partner Administrator (BP Admin).

OLTL Section of the Aging Website

All of the EIM training materials are also available on the OLTL Section of the Aging Website.

Office of Long Term Living Bulletins

Users can access OLTL'’s bulletins via the url: http://www.aging.state.pa.us/portal/server.pt/community/bulletins/19451.

Online Help

For additional information on any of the fields on the EIM screens, refer to the EIM Online Help by clicking [HELP] located
in the upper right corner of each screen in EIM.

Frequently Asked Questions
You can access EIM Frequently Asked Questions by clicking [FAQsS] on the EIM Landing Page.
HCSIS Help Desk

If you have any questions or difficulty with the EIM System, please e-mail c-hhcsishd@pa.gov or call the HCSIS Help
Desk at 1-866-444-1264 from Monday to Friday 8:00 A.M. to 5:00 P.M.

Additional Questions

For all other questions, please contact the Implementation Planning team at RA-OLTL _EIMimplement@pa.gov

3/30/2012 Page 117


http://www.aging.state.pa.us/portal/server.pt/community/bulletins/19451
mailto:c-hhcsishd@pa.gov
mailto:RA-OLTL_EIMimplement@pa.gov

