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Incident Reports 

Creating an Incident Report 
 Select Initial Incident Report from menu 

 

 Fill out all necessary information in each section 

 Participant Data 

 Informed Data 

 Reporting Person & Agency 

 Incident Information 

Participant Data 

Required information: 

 First & Last Name 

 Gender 

 DOB 

 Address, City, State, Zip, County 

 Funding Source 

 

If the Incident involves MFP_PRTF you must go to a different website.    
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Informed Data 

Required information: 

 Wraparound Facilitator & date 

 Supervising individual & date 
 

 

 
 
If the incident involved law enforcement check ‘Yes’ and then answer the following questions that appear 
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Reporting Person & Agency 

Required information: 

 First & Last name of person reporting 

 Phone number 

 Email 

 Reporting Agency  

 Provider present/involved 

 

 

NOTE: If a provider was present the following information screen will appear and will require 
completion 
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Incident Information 

Required information: 

 Date incident occurred 

 Incident type 

 Date of Knowledge 

 Where Incident occurred 

 Did incident result in death? 

 Description of incident 

 Immediate and long-term plans of resolution 

 

 

NOTE:  An explanation is required for any report submitted 72 hours after the incident occurred.  An 
explanation box will appear. 
 
 

 

 
 

 

* 
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*NOTE: If the incident resulted in the death of the participant the following information boxes will    
appear 

 

 

 

 

When all required information has been entered select ‘Complete/Preview’ 

If there is missing information or errors a warning message will appear  
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 Submitting Incident Reports 
 Review your completed report  

if any changes are necessary select ‘Go Back’ 

 If no changes are required select 

‘Submit Form’ 
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 Saving/Printing Incident Reports 
 After your report is submitted the following screen will appear showing two important things 

 Confirmation number  

 Successfully submitted message 

 

  

To Save/Print your report select ‘Save/Print Incident Report’ 
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 The following box will appear 

 Open to print 

 Save to place file to folder 

  



Incident, Follow-Up and Complaint Reporting User Guide 2014 
 

Sept. 25, 2014 Page 11 
 

Follow-Ups 

 Creating Follow-Ups 
 To start a follow up select Follow-Up to Initial Incident Report 

 

 

Fill out all necessary information in each section 

 Identifying Data 

 Follow-Up Narrative 

 Reporting Information 
 

Identifying Information 

Required information: 

 Incident Number 

 Incident Date 

 First & Last Name 
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Follow-Up Narrative 

Required information: 

 Follow-Up to Incident 

 Crisis Plan updated 

 Plan of Care updated 

 

Uploading documents 

 Select ‘Browse’ button 

 Choose file 

 

 Select ‘Upload’ 

 

  The successful uploaded document will appear   
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Reporting Information 

Required information: 

 Name of person submitting 

 Title 

 Agency 

 Date 

 Telephone number 

 Email address 

 

Select Complete/Preview 

If there is missing information or errors a warning message will appear  
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 Submitting Follow-Up Reports 
To Change/Edit any entries select the ‘Edit Follow-Up Entries’ button 

 

Once the errors have been corrected, select ‘Submit Form’ 
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Saving/Printing Follow- Up Reports 
 After your report is submitted the following screen will appear showing two important things 

 Confirmation number  

 Successfully submitted message 

 

 To Save/Print your report select ‘Save/Print Follow-Up Report’ 
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 The following box will appear 

 Open to Print 

 Save to place file in folder 
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Complaint Reports 

 Creating A Complaint Report  
 Start a report by selecting Complaint Report from the menu 

 

Fill out the necessary information in the following sections 

 Contact Information 

 Program, Participant and Provider 

 Description of Grievance or Complaint 

 Additional Information 

 

Contact Information 

 

Program, Participant and Provider 

Required information: 

 Service program 
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Description of Grievance or Complaint 

Required information: 

 Grievance or complaint 

 Date complaint occurred 

 

Additional information is listed in a section below with instructions on sending a complaint via postal mail or secure fax.   

 

 

 

Select Complete/Preview.  If any information is missing or invalid an error message will appear below.  
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 Submitting Complaint Reports 
To edit select ‘Edit Complaint Entries’ 

 

 

 Once corrected select ‘Submit Form’ 
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Saving/Printing Complaint Reports 
 After your report is submitted the following screen will appear showing two important things 

 Confirmation number  

 Successfully submitted message 

 

To Save/Print your report select ‘Save/Print Complaint Report’ 

  



Incident, Follow-Up and Complaint Reporting User Guide 2014 
 

Sept. 25, 2014 Page 21 
 

The following box will appear 

 Open to Print 

 Save to place file in folder 

 

 


