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User  

¶ Public Child Placement Agency (Public CPA) Worker 

¶ Public Facility Worker 
 
Process   
These Job Aid tables describe the actions needed to view, edit, and delete an Incident Detail 
record for a selected Provider and view the history of the Incident. 
 
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: Add a Public Provider Incident  
 
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 The Incident is not Locked. 
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. 
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View and Edit an Incident 

¶ The Public Child Placement Agency Worker and Public Facility Worker will be able to view 
the Incident Detail record including the Incident Summary, Parties/Witnesses, Notifications, 
Media Contacts, Actions Taken, and Incident Submission/Review sections. The Follow-
Up/Closure section for an Incident will not be shown. 

¶ Each section will be expandable and collapsible. All sections will be expanded by default. 

¶ The Public CPA Worker and the Public Facility Worker will not be able to view Restricted 
Incidents. 

¶ Delete Incident and View Incident History are accessed from the Actions menu on the 
Incident Details page.  

¶ The Incident Detail record can be accessed from the appropriate Resource Queue and the 
Provider Details page. For this job aid, the access will be shown from the specific Provider 
Details page.  

 

 
  

Steps/Output Screenshot 

Refer to the TM Resource: 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 the Incident ID link to 

open the Incident Details 
record for this Incident.  

 
This opens the Incident Details 
page in a new Tab. 
 
Note: See the TM Resource: View 
Provider Incidents job aid for more 
information about viewing 
Incidents for a selected Provider. 

 
 

In the Incident Details page:   
 
2. Navigate to the individual 

sections by clicking the links in 
the left navigation panel or 
using the scroll bar at the right 
of the page. 
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On the Incident Details page: 
 
Note:  Provider Info, Service 
Type, and Incident Owner are 
read-only.  
 
3. Enter updates as needed in 

any editable field using the 
drop-down menus and text 
boxes. 

 

 
 

4. Click the Save button at the 
bottom of the page to save 
your changes. 

 
The Change Description pop-up 
window displays. 
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In the Change Description pop-up 
window:  
 
5. Enter a description of what 

has changed with your 
updates. 

 

 
 

6. Click OK to save the changes 
made or Cancel to return to 
the Incident Details page 
without saving the updates. 
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7. Click the Back to Provider 
Details link to return to the 
selected Provider. 

 
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. 
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View Incident History 

¶ The Incident History can be accessed from the Action menu on the Incident Details page. 
 

Steps/Output Screenshot 

Refer to the View and Edit an 
Incident section of this Job Aid for 
details on locating the desired 
Incident Details page.  
 
Navigate to the individual sections 
by clicking the links in the left 
navigation panel or using the 
scroll bar at the right of the page. 
 

 
 

1. Click the Actions drop-down 
arrow on the upper right side 
of the Incident Details page. 
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2. Select View Incident History. 
 

 
 

The Incident History pop-up 
window displays for the specific 
Incident. 
 
3. Click the Generate button in 

the History Report column to 
view the specific History 
Report. 

 
The History Report opens in a new 
browser window. After reviewing 
the History Report, close the 
browser window and return to 
the Incident Details Page. 
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After reviewing the History 
Reports: 
 

4. Click the Close button to 
return to Incident Details 
page. 

 
 

 
 

The Incident Details page displays. 
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Delete Incident 

¶ The Public CPA Worker or the Public Facility Worker will be able to delete an Incident if the 
Incident Owner is DCW when: 

o The Incident is Unlocked, 
o The Public Child Placement Agency Worker is associated to the governing body 

Provider for the selected Provider  
o The Public Facility Worker is associated to the selected Provider  
o The Review Decision/Status is in Not Submitted status. 

 

  

Steps/Output Screenshot 

Refer to the View and Edit an 
Incident section of this Job Aid for 
details on locating the desired 
Incident Details page.  
 
Review the record carefully to 
confirm this is the record that 
needs to be deleted.   
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1. Click the Actions drop-down 
arrow. 

2. Select Delete Incident. 
 
This opens the Warning pop-up 
window.   

 
 

In the Warning pop-up window: 
 
3. Click Yes to confirm the 

deletion or No to close the 
window without deleting the 
Incident. 
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A Success message displays when 
the Incident deleted successfully. 
 

4. Click Ok to proceed. 
 
 

 
 

You return to the Provider Details 
page and the Incident is deleted. 
 
 

 
 


