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User  

 Public Child Placement Agency (Public CPA) Worker 

 Public Facility Worker 
 
Process   
This Job Aid table describes the actions needed to add an Incident for a Provider.   
 
Refer to the Job Aids listed below for details on completing the sections of the Incident Details:  

 TM Resource: Manage Incident Summary 

 TM Resource: Manage Incident Parties and Witnesses 

 TM Resource: Manage Incident Notifications 

 TM Resource: Manage Incident Media Contacts 

 TM Resource: Manage Incident Actions Taken 

 TM Resource: Manage Incident Submission 

 TM Resource: Manage Incident Review 
 
Related Job Aids:   

 TM Resource: Access and View Provider Details  

 TM Resource: View Provider Incidents 

 TM Resource: Manage Public Provider Incident Details  
 
Introduction   

 The Public CPA Worker and the Public Facility Worker will be able to edit an existing Incident 
if the Incident Owner is DCW when: 

o There is an OOH (Out of Home) or CC (Child Care) Service for the selected Provider 
that is Open or Pending Approval.  

o The Owner County/Agency is Placement Services Unit (PSU). 
o The Public CPA Worker is associated to the Governing Body Provider for a Provider. 
o The Public Facility Worker is associated to the selected Provider for the Service. 

 Incidents cannot be added or edited for the ADMIN Service Category. They are read-only.  

 Incidents for the CC Service Category can only be added or edited if the Owner 
County/Agency of the Service is the Placement Services Unit (PSU). 
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Add an Incident 

 The Licensing/Certification Agency is set to the Licensing County/Agency from the Open 
Approval record for the service, or to the most current Pending Approval record if an Open 
one does not exist once the Service Type has been determined. The Licensing/Certification 
Agency field will not be editable. 

 The Incident Owner will be set to DCW when the Licensing/Certification Agency is the 
Placement Services Unit. 

 

 
  

Steps/Output Screenshot 

Refer to the TM Resource: 
Provider Details – Access and View 
Provider Details Job Aid for details 
on locating the desired Provider.  
 
Navigate to the Incidents section 
by clicking the links in the left 
navigation panel or using the 
scroll bar at the right of the page. 
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In the Incidents section:   
 
1. Click Actions in the Header 

banner for Incidents.  
 

 
 

2. Select Add Incident. 
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The Incident Details: New Incident 
page opens in a new tab. 
 

 Initially, only the Incident 
Summary section displays. 

 
 

 
 

When adding a new Incident: 
 

 The Service Type drop-down 
menu is based on the Open 
Service for which the Incident 
is being created. 

 The Incident Category 
includes Informational and 
Critical Incidents with 
corresponding Incident Types. 

 
Note:  Provider Info and Incident 
Owner are read-only.  
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In the Incident Summary section: 
 

3. Complete the required fields 
and enter as much additional 
information as is available in 
the Summary section. 

 
Note: See the TM Resource: 
Manage Incident Summary 
training module for more 
information on editing the 
Summary section. 
 

 
 

4. Click the Save button. 
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The Save Successful message 
displays. 
 
5. Click Ok to continue. 
 
Note: The Incident Summary will 
not Save until all required fields 
have been entered. Missing fields 
will be outlined in red. 

 
 

The new Incident Details page 
displays with all sections of the 
Incident.  
 
6. Continue and complete each 

of the sections within the 
Incident Details page.  

 
Note: Refer to the Job Aids listed 
in the Process section on Page 1, 
for details on completing the 
individual sections contained in 
the Incident Details page.  
 

 
 


