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Provider Follow-Up Incident Reporting Process  

PROCESS FOR FILING FOLLOW-UP INCIDENT REPORTS FOR PROVIDERS 

INDIANA DIVISION OF AGING 
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Process for Filing a Follow Up to an Initial Incident Report 

 

 

1. Under “Menu,” select Incident Follow-up.   

 

 

 
 

2. After clicking the “Incident Follow-up” tab, the below screen “Consumer Information” 

will appear.  

 

 
 

2a)    All of the fields in the “Consumer Information” section of the Incident 

Follow-Up Report must be completed.  

 

 

3. Narrative Details 

 

3a) Complete the “Describe the Investigation into the Incident…, and 

Describe Actions being taken… fields below Consumer Information 

fields, as shown in the illustration:  
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4. Reporting Information 

 

4a) All fields within the Reporting Information section are required.  At the 

bottom of this section you can choose buttons to Add Additional 

Consumers or Remove this Consumer.  

 

 
 

 

5. Incident Follow-Up Report Preview 

 

5a) After you complete the fields in the Incident Follow-Up Report, select the 

Preview Report button. 

 

5b) The system displays the Incident Follow-Up Report on your screen, 

which provides an opportunity to review the contents of the report before 

you submit it. The following illustration shows an example of an Incident 

Follow-Up Report: 

    
 

5c)      A PDF copy of the report will be created and emailed during the “Submit” 

process.  That may take a few seconds to complete, so please be patient 

and do not click the submit button multiple times.   

  

  
 

6. Submitting, Saving and Printing an Incident Follow-Up Report  

 

6a) When you are satisfied that the Incident Follow-Up Report is accurate, 

select the Submit Incident Follow-Up Report button above the report to 

submit it. You can also use the buttons above the report to cancel the 

Incident Follow-Up Report or edit the information in the report. 
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6b) When you select the Submit Incident Follow-Up Report button, the system 

displays:  

 A message indicating that the report(s) were submitted to 

the /DA Central Office  

 

 The confirmation number(s) for the report(s)  

 

 A reminder to print or save a hard copy of the report(s) 
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 A Save/Print button 

 

6c) The following partial illustration shows the messages that appear when 

you submit an Incident Follow-Up Report: 

 

 
 

7. After you submit an Incident Follow-Up Report, you can save and print the report by 

selecting the Save/Print button. The File Download window appears, as shown in the 

following illustration: 

 

 
 

7a) Select Open to display the report or Save to save the report. 
 

7b) When you select Open, the system displays the report as a PDF file in a 

separate Adobe Reader window. The following partial illustration shows 

the top half of a test report in the Adobe Reader window:  
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7c) Use the Print icon on the standard toolbar to print the report.  

 Use the File > Print menu on the menu bar to print the report.  

 Use the File > Save a Copy menu on the menu bar to save a 

copy of the report. 

 

7d)   When you select Save from the File Download window, the Save As 

window appears so that you can save the report as a PDF file in your 

desired folder. The following illustration shows an example of the Save As 

window: 

     

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 


