
Investigation Workflow in Image

1 Visit the DBHDD Applications Portal, 
enter your User Name and Password, and 
select “Login”

Select “Image” to access the system 2
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You’ll be directed to the home page, where you can select “Dashboard” from the upper left menu or “Go to 
Dashboard” from the home page

3

The “Help” 
function in 
Image is only 
for critical 
system issues 
or failures. 
Please consult 
with your 
manager prior 
to using this 
function.

Your dashboard contains all the incidents that have been assigned to you for investigation, or have been 
sent back to you for any needed corrections. You can sort the dashboard by column headers.

Click the Investigation row to open that investigation, or click the link under “Incident #” to go to the Incident 
Overview Page.

4

“Status” shows 
if it’s under 
investigation, 
or needs 
corrections

https://dbhddapps.dbhdd.ga.gov/DBHDDAppsUser/(S(iwungkwan5x0evx1jfmff25p))/AppsUserAccounts/Login.aspx?ReturnUrl=%2fDBHDDAppsUser
https://dbhddapps.dbhdd.ga.gov/DBHDDAppsUser/(S(iwungkwan5x0evx1jfmff25p))/AppsUserAccounts/Login.aspx?ReturnUrl=%2fDBHDDAppsUser


INV v4-211027   Page 2

Investigation Workflow in Image (cont)

If you clicked the link under “Incident #, you’ll be directed to the Incident Overview page. Select the “Edit” 
icon on the Investigation row to open the investigation.

5

If you selected the investigation row on the Dashboard, you’ll be directed to the “Details” page6

Selecting the 
magnify icon on the 
IR# row will allow 
you to view the 
original Incident 
Report (IR) 

Add comments, as 
needed for reference. 

No comments added 
in Image will appear 
on the 
Final Investigation 
Summary Report PDF.

Use the orange arrow to view the original 
Incident Description and add Clarification, 
as needed

“Verified Services” 
must be selected for 
Individuals and verified 
in IDDConnects (Prior 
Authorization). 
Use the dropdown to 
select services received 
at the time of the 
incident and click “Save 
Progress” in the bottom 
menu.

Throughout the investigation process, whenever you complete an action within the workflow 
(save, assign, etc.), you’ll receive an onscreen confirmation

Investigation 
Successfully Saved

Use “Save Progress” often to avoid losing changes



Investigation Workflow in Image (cont)

You have 3 menus available on all pages. The top menu represents the stages of the investigation and the 
bottom menu represents actions you can take. Note that the bottom menu includes an action menu.

7
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Top

Bottom

Action

The Workflow tab lets you see details about the investigation, including due date, completion date (when 
the investigation was first submitted for approval), and approvals

8

You must click “Go” for any actions you select



Investigation Workflow in Image (cont)
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The Incidents tab shows you all incident types associated with the original IR9

Step 10.1 Add an incident type by selecting “Add Incident To IR” in the bottom Action Menu

Step 10.2 You’ll be asked to confirm that you want to add an additional incident type to that IR#

Adding Incident Types - You can add new incident types that may be discovered in the course of the 
investigation

10



Investigation Workflow in Image (cont)
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Step 10.3 You’ll be directed to the Incident Type page in the original IR (Stage 4).

Adding Incidents Types (cont)10

Select all new 
incident types that 
apply

Step 10.4 You are required to associate the selected Incident Type to the appropriate person involved. 
Click the “Incident Type” checkbox under the “Select Staff or Individual Per Incident Type” section and click 
“Save New Entry.”

If you add a new incident type of 
Abuse, Neglect, or Exploitation, there 
must be a Staff and Individual 
connected to the incident type. In some 
cases, you may have multiple Staff or 
individuals connected to the same 
incident.

You can add a new 
person by going to 
Stage 3 of the IR



Investigation Workflow in Image (cont)
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Step 10.5 The newly added incident type association now shows under “Incident Type(s).” It must show a 
green checkmark under “Complete.” If a red X shows, select the “Details” link to edit/correct the entry.

Adding Incidents Types (cont)10

Step 10.6 Scroll to the bottom of the page and select “Save and Continue”

Step 10.7 You’ll be taken to Stage 5 of the IR, where you’ll scroll to the bottom of the page and select 
“Investigation Edit Completed”

Step 10.8 This will take you back to the Incident Overview page, where you’ll select the “Edit” icon on the 
Investigation row

Step 10.9 You’ll be taken to the Incidents tab, where you can see the “Incident Types” column now shows 
the incident type you added



Investigation Workflow in Image (cont)
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You must enter substantiation results for each incident type association on the Incident Type 
Substantiation tab. An incident can be “Not Substantiated,” “Substantiated,” or “Not Investigated.”

11

Adding Deficient Practices (DPs) - For any incident with a “Substantiated” status, it must have a 
corresponding DP. You can view DPs on the Deficient Practice Tab.

12

Step 12.1 Add a new DP on the Deficient Practices tab, or from any page, by selecting the “Add Deficient 
Practice” button on the bottom menu

Be sure to click “Save 
Progress” in the 
bottom menu to 
update your 
substantiation 
selections

Only incident types of 
Abuse, Neglect, or 
Exploitation are 
substantiated. All 
others should be “Not 
Investigated.”



Investigation Workflow in Image (cont)
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Adding Deficient Practices (DPs) (cont)12

Step 12.2 The DP screen allows you to enter relevant information for the DP

Add 
documents, 
if needed

Be sure to 
“Save 
Changes” 
often to avoid 
losing data

Use “Save and Validate” to 
save your entry and validate 
that all required information 
is present

Add 
comments, if 
needed

Use the timer icon to view 
field history and/or revert to 
a prior description



Investigation Workflow in Image (cont)

Adding Deficient Practices (DPs) (cont)12

Step 12.4 Once you’ve entered your DP, select the “Return to Investigation” link at the top of the page and 
you’ll be taken to the investigation DP tab, where the DP you entered is now visible

You can delete DPs by 
selecting the DP row, and 
then choosing the “Delete 
this Deficient Practice” 
button at the bottom of the 
DP screen

“Other” is only used if 
“Other” is selected under 
“Standardized Criteria”

Use the CTRL key to select 
multiple criteria
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Step 12.3 The Criteria section allows you to enter all criteria related to the DP.

Use “Delete” to remove 
previously entered criteria 
that may not apply, or was 
entered in error

(a) Select “Section” and 
“Subsection” from the 
dropdowns

(b) Verify the dates 
applicable to the incident

(c) Select the 
“Standardized Criteria” and 
click the “Add Standardized 
Criteria” button

(d) Any Criteria entered for 
this DP now shows in the 
grid



INV v4-211027   Page 10

Adding Documents – Every investigation must have at least 1 document attached, the Investigation 
Summary document. You can also add other documents, if needed.

13

Step 13.1 Investigation documents are housed on the Documents tab and can be added from any page by 
selecting “Attach Document” from the bottom menu

The Investigation Summary document composes the bulk of the Final Investigation Summary Report PDFs (redacted and 
unredacted) that are submitted for Provider review. The Investigation Summary document must be in Word format. 
Within Word, you can format the text in any way needed (bulleted/numbered lists, tables, etc.). If there are images that 
need to be included in the Final PDFs, they must be inserted into the Word version of the Investigation Summary 
document. Documents or images that are not included in the Investigation Summary document will not be included in the 
Final PDFs issued to Providers.

Investigation Workflow in Image (cont)



Investigation Workflow in Image (cont)
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Adding Documents (cont)13

Step 13.2 Selecting the “Attach Document” button will open a dialog box

(a) Select “Browse” to find your document

(b) Use the dropdown menu to select your 
document type

(c) Select “Save” to upload your document

Step 13.3 The document you uploaded is now visible on the Documents tab

Be sure to choose document type “Investigation 
Summary” when uploading your Investigation 
Summary Document



Investigation Workflow in Image (cont)
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Adding Documents (cont)13

Step 13.4 You now have the option to create a draft version of the Investigation PDF report

(a) Select “Create Investigative 
Report PDF” from the bottom 
Action menu and click “Go”

(b) This will activate your browser’s standard action 
for downloading files. Select the link to “Open file.”

Step 13.5 The Summary tab will always link to the most current version of the Investigation Summary 
document. Click the link to download the document.

When you’ve completed all of the investigative work, you’ll need to send the investigation for approval. 
Select “Send for Approval” from the Action menu and click “Go.”

14

This action changes 
the Investigation 
Status from “Under 
Investigation” to “Level 
1 Review Requested”



Investigation Workflow in Image (cont)
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Any investigation in Level 1 or Level 2 Review can be sent back to you for corrections. If an investigation is 
sent for corrections, it will display on your Dashboard with a Status of “Corrections Needed.”

15

Repeat as 
many steps 
as necessary 
to send the 
investigation 
back for 
approval

The Incident Overview page and the Investigation Status will also show as “Corrections Needed”

Requesting Extensions – In certain circumstances, you may need to request an Extension on the 
Investigation Due Date.

16

Step 16.1 Navigate to the Extensions tab and select “New Extension Request”



Investigation Workflow in Image (cont)
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Requesting Extensions (cont)16

Step 16.2 A dialog box will open for the Extension Request

(a) Enter the new “Proposed Due Date”

(b) Enter the “Reason for Request” 
information

(c) Click “Submit”

Step 16.3 The Extension will show on the Extension Requests tab with a Status of “Requested”

The Status will automatically update when a Supervisor approves or denies the request
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