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SUMMARY 
This job aid covers the first of five stages about how to Create an Incident Report in Image. The following steps will cover 
Stage 1, Preliminary Information and Reporting Party. 
 

Step Action Visual 
1  Log in to the DBHDD Applications 

webpage by entering your login user name 
and password in the appropriate fields. 
Then, select the Log In button. 

 
1a Select the Image link from the table of 

available applications. The Welcome to 
DBHDD Applications screen will open in 
a new browser window.  

 NOTE: Remember to disable your 
popup blocker before selecting the Image 
link. 

 
1b Select the New Incident Report button on 

the DBHDD Image Application page. 
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Step Action Visual 
2  In the PRELIMINARY INFORMATION 

section, select the calendar icon in the 
Date and Time of Incident field to 
document the date and time that the 
incident occurred.   

 NOTE: You cannot select a future 
time, and this is denoted by the numbers 
being grayed out. 
  

2a Once you have selected the date, the 
calendar displays numbers that represent 
times. For example, if the incident 
occurred at 9:17 in the morning, you would 
select the number 9 that displays under 
the AM heading. 

 
2b After you select 9 AM, the options change 

again to display time in 5-minute 
increments. Now you would select the 9:15 
option because that’s the closest option to 
the actual time that the incident occurred. 
After you have selected 9:15, the date and 
time selection box closes, and the 
information you entered now displays in 
the Date and Time of Incident field. 

 NOTE: You cannot select a future 
time, and this is denoted by the numbers 
being grayed out. 
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Step Action Visual 
2c Select the calendar icon in the Date and 

Time of Incident Discovery field to 
document the date and time that the 
incident was discovered. 
As with the Date and Time of Incident 
field, you cannot select a future date or 
time, and this is denoted by the numbers 
being grayed out.   

 NOTE: You cannot select a future 
time, and this is denoted by the numbers 
being grayed out. 

 NOTE: If the incident was witnessed 
(i.e., the incident was discovered at the 
same time the incident occurred), the Date 
and Time of Incident Discovery field can 
be left empty (this field is no longer 
required). 
 

 

2d Select the calendar icon in the Date and 
Time of Incident Notification field to 
document the date and time that DBHDD 
hospital staff was notified about the 
incident.  

 
2e If you enter a date prior to the date of 

discovery, you will receive an error 
message in red text. 
You cannot select a future date or time. 
This is denoted by the numbers being 
grayed out. 
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Step Action Visual 
2f In the Shift field, choose the shift during 

which the incident occurred. For example, 
if the incident occurred at 9:17 AM, select 
the Day radio button (which is the circle 
before Day). 

 
3  Most of the required data in the Reporting 

Party section will be pre-filled with the data 
pulled from your Image profile and cannot 
be edited. 
If you are the contact person for questions 
about the Incident Report, select the 
checkbox next to I am the correct 
person to contact if there are questions 
about this IR. 

 RESULT: If you select the checkbox, 
the information in the Contact Person’s 
Name, Contact Person’s Phone 
Number, and Contact Person’s Email 
fields will auto-fill and cannot be changed. 

 

3a The information in the Contact fields will 
auto-fill and cannot be changed. 
If any of the auto-filled information in the 
Contact fields is incorrect, you should send 
an email to image.app@dbhdd.ga.gov with 
specific details on which fields need to be 
corrected, and provide the correct 
information. 
 

 

mailto:image.app@dbhdd.ga.gov
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Step Action Visual 
3b If you are not the contact person, enter the 

correct Contact Person’s Name, Contact 
Person’s Phone Number, and Contact 
Person’s Email in the corresponding 
fields. 

 NOTE: The system will automatically 
format the phone number as (xxx) xxx-
xxxx. You do not have to enter the 
parentheses or the dash in the number. 

 
3c You can use the Tab key to navigate 

between fields, or you can select a field 
using your mouse. For example, you can 
use your mouse to select the Contact 
Person’s Name field. After entering the 
contact person’s name, you can use the 
Tab key to navigate to the Contact 
Person’s Phone Number field. You will 
know which field you have selected 
because there will be a blue glow around 
the textbox. 

 NOTE: You can also use the Tab key 
to navigate between the fields. 

 

4  There are three buttons at the bottom of 
the Stage 1 page: The Cancel button, the 
Save Progress button, and the Save and 
Continue button. 
The Cancel button will take you back to 
the previous page. If you want to save the 
data you have already entered for this 
stage, select the Save Progress button. If 
you have finished entering the information 
for this stage and want to continue to the 
next stage, select the Save and Continue 
button. 
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Step Action Visual 
4a When the Save Progress button is 

selected, you will see a system message 
that reads “Incident Report saved” in a 
green box. It is a good idea to get in the 
habit of using the Save Progress button if 
you have to fill in a lot of information on a 
particular page, because the system will 
time out after 20 minutes of inactivity. 
Saving your progress will prevent you from 
having to re-enter information. Users will 
get a timeout warning after 15 minutes of 
inactivity. 

 NOTE: Use the Save Progress 
button often. The system times out after  
20 minutes of inactivity and users will get a 
timeout warning after 15 minutes of 
inactivity. 

 

4b Select the Save and Continue button to 
continue creating the Incident Report. 

 
4c If there is any information missing from a 

required field, the page will refresh and 
have red text next to the field or fields that 
need to be completed before continuing. 

 NOTE: If there is any information 
missing from a required field, the page will 
refresh and have red text next to the 
field(s) that needs to be completed before 
continuing.  
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Step Action Visual 
4d  NOTE: A system message, “Incident 

Report saved,” displays in a green box 
when you have successfully completed 
this stage, and the page will auto-forward 
to Stage 2. 

 
 

 


