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Login 
 

Login to the application using your AZDHS User name and password. 
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Login 
 

If you enter an incorrect User Name and/or Password… 

 

 
 

If you need login assistance, select “Need Login Assistance?” 

This will provide further instructions for obtaining or re-setting your network password. 
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Login 
 

If you are not registered in the application, this form is a “Request for Access” 

Please select your Department and Supervisor and submit request. 
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Login 
 

If you have summited a “Request for Access” and your access is pending approval… 
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Incident Reports Home Page 
 

Your Home page will display three major sections: 

1. Incident Reports you have started and saved as drafts 

2. Incident Reports where Reviews have been assigned to you 

3. Incident Reports where Reviews have been assigned to your Department 
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Incident Reports Home Page 
 

Your Home page will display Menu options available based on your administrative access. 

The standard Menu options are: 

Home – This will always take you to your default Home page 

Create – This will start the Incident Report creation process 

Search – Provides a form to allow the searching of the Incident Reports database 

Reporting – Creates a real-time Incident Trend report for 7, 30 & 365 day time periods 

My Account – Provides information on your current User and Department settings 

 

Administrators will have access to the following options (not shown): 

User Admin – provides application user administration functions 

Group Admin – provides application User Group Membership administration functions 

  

 
  



QMS2 – Incident Reporting Application User’s Guide 

Douglas A. Ducey  |  Governor      Cara M. Christ, MD, MS  |  Director 

 

150 North 18th Avenue, Suite 500, Phoenix, AZ 85007-3247      P | 602-542-1025      F | 602-542-1062      W | azhealth.gov 

Health and Wellness for all Arizonans 
 

 

Create an Incident Report 
 

Selecting Create from the Main Menu starts the Incident Report Creation process. 

Complete the Incident Report Basic Information Form as shown. 

Form fields marked * are required. 

 

 
 

  



QMS2 – Incident Reporting Application User’s Guide 

Douglas A. Ducey  |  Governor      Cara M. Christ, MD, MS  |  Director 

 

150 North 18th Avenue, Suite 500, Phoenix, AZ 85007-3247      P | 602-542-1025      F | 602-542-1062      W | azhealth.gov 

Health and Wellness for all Arizonans 
 

 

Selecting “Save Incident Information and Continue” will save the basic information and 

present the full Incident Report Summary as shown. 
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Add Patient Information 
 

To Add a Patient to this Incident Report select “Add Patient”  

 
 

Complete the Patient information form and select “Add This Patient”. 

This form features an auto-lookup field for the Patients, just start typing the Patients first or 

last name. After three characters are entered (as shown), a Patient lookup occurs. 

Please select a Patient from the provided list.  

Read-Only fields (shown as gray), Diagnosis  & Medications will be completed by application 

as data is available.  
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Add Staff Member Information 
 

To Add a Staff Member to this Incident Report select “Add Staff” 

 
 

Complete the Staff Member information form and select “Add This Staff Member”.
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Add a Witness/Other Person 
 

To Add a Witness/Other Person to this Incident Report select “Add Witness” 

 
 

Complete the Witness/Other Person information and select “Add Witness/Other Person”.
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Add an Object 
 

To Add an Object description to this Incident Report select “Add Object” 

 
 

Complete the Object information and select “Add Object”.  
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Add a 3rd Party Notification 
 

To Add a 3rd Party Notification information to this Incident Report select “Add Notification” 

 

 
 

Complete the 3rd Party Notification information and select “Add Notification”. 
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Add a File Attachment 
 

To Add a File Attachment to this Incident Report select “Add Attachment” 

 

 
 

Complete the File Attachment form and select “Add Attachment”  

 
 

 

Uploaded Files can be one of the following formats: 

 - MS Word 

 - MS Excel 

 - PDF 

 - JPEG 

 - PNG 

 - BMP   
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Add an Additional Review 
 

When the Incident Report Basic Information was completed a number of default reviews 

were created and added to this Incident Report. 

To Add an Additional Review to this Incident Report select “Add Additional Review” 

 

 
 

Complete the Additional Review information and select “Add Additional Review”.  

 

 
  



QMS2 – Incident Reporting Application User’s Guide 

Douglas A. Ducey  |  Governor      Cara M. Christ, MD, MS  |  Director 

 

150 North 18th Avenue, Suite 500, Phoenix, AZ 85007-3247      P | 602-542-1025      F | 602-542-1062      W | azhealth.gov 

Health and Wellness for all Arizonans 
 

 

Submitting the Incident Report 
 

When the Incident Report additional information is complete by adding Patient, Staff, 

Witness, 3rd Party Notifications, Attachments & Reviews you may choose to “Save as Draft” 

to be completed later or “Submit Incident Report”. 

 

To submit this Incident Report, complete the Network Password field with your Network 

Password and select “Submit incident Report” 
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Search for an Incident Report 
 

Select “Search” from the Menu. 

 
 

Enter or Select the search criteria in one or more of the Search Form fields and select 

“Search Incident Reports” 
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Search for an Incident Report 
 

Search Results View 

Several columns are sortable. 

Open an Incident Report by selecting the Incident ID or “Details” in the View column. 

(Note: Search Results are limited to 200 Incident Reports) 
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Reporting 
 

To view a Trends Report for all Incidents select “Reporting” 

 

 
 

This report indicates the counts of Incidents for each Facility & Unit for 7, 30, & 365 day 

timespans as compared to the previous timespan. 
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My Account 
 

To View your current settings and Department / Group Memberships select “My Account” 
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My Account 
 

To request a change to your Group Membership settings select “Request Group Membership 

Change” 

 

 
 

An email form will open for you to request a change.  


