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SUMMARY 
This job aid provides an introduction and overview of the Image System, a web-based system for documenting and 
classifying incidents and transmitting incident reports to the Office of Incident Management and Investigations (OIMI), in 
accordance with DBHDD policy 03-515: Incident Management in Adult Mental Health and Forensic Units. 
 

Step Action Visual 
1  Image makes it easier to upload documents when 

reporting incidents and to save works in progress. The 
Image system also streamlines ways of reporting 
incidents by providing auto-filled fields, suggesting 
incident types, asking relevant questions, and allowing 
you to reset your password. 

 

2  Image is a role-based system. When you register for 
access to Image, you will be asked to provide 
information about who you are and whom you work for 
or your work site to determine your user role. For 
example, you may be asked if you are a provider or 
support coordinator.  
Your role determines your permissions – that is, what 
you are allowed to do in the system. For example, 
some users may have view-only permissions, which 
allow the user to only view information in the system; 
he or she cannot edit the information.  

Additionally, if you are in a supervisory role at your 
workplace, you may see additional information that is 
not visible to someone in a non-supervisory role. 

 

3  During the transition, the data in ROCI will remain in 
ROCI and users will still be able to view these records. 
Up to and through September 9, ROCI should be used 
to create a Critical Incident Report or CIRs. ROCI will 
still be used to process existing CIRs in those 
systems. Please note that the terminology has 
changed from Critical Incident Report to Incident 
Report. 
Beginning September 10, 2019, Image will go live and 
all new Incident Reports must be created in this 
system. 
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Step Action Visual 
4  Unless you are new to DBHDD, you should already be 

familiar with the Incident Management process and 
have experience completing Incident Reports.  
This training provides you with instructions for and 
practice in applying in the new Image system a 
process you already know from ROCI. You will be 
entering the same kind of information into Image that 
you currently do in ROCI. However, the way the 
various pages are structured or the order of the fields 
may be slightly different. For example, in ROCI, you 
can choose to enter the dates within the fields or use 
the calendar to select a date, whereas in Image, 
generally, you will use the calendar to select the date.  
 

 
 

 


