
 
 
 
 

HOW TO FILL OUT YOUR NIMRS SECURITY FORMS 
 
 

 
   In order to access NIMRS, you will need to complete 3 separate forms: 
 

1. The Authorization CNDA Form – the CNDA (Confidentiality and Non-Disclosure 
Agreement) must be properly filled out and notarized before it is returned to OMH.   

(This is the 1-page form attached to a 6-page document that you should  
read before you sign the form). 

  
2. The CASA Form – the CASA (Computer Application Sharing Agreement) is a  

            2-page form that must be filled out, signed and returned to OMH.   
 

On the CASA, you will list all of the people in your organization who will be authorized 
users of NIMRS.  Each person that you list as an Authorized User will be required to      
fill out a copy of the 1-page “Request for NIMRS Access” form described below. 

 
3. The “Request for NIMRS Access” Form – A copy of this 1-page form must be filled   

out for each person that you list as an Authorized User on the CASA form.  It must be 
signed by the individual user and by the local facility administrator. 

 
   This manual includes instructions for completing all of these forms.  

 
IF YOU HAVE ANY QUESTIONS, PLEASE CONTACT US AT: 

 
(518) 474-3619 
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This One-Page Form is Called the “Authorization CNDA.”  It Must be Notarized 

   
   
  
  
  
  

    
  
  
  
  
  
  
1.  Be sure to type your  
agency name here. 

 
 

 3.  The “Requestor” can be the 
Risk Manager, Director, Owner,  
or Partner.  

 
 
 
  
 4.  The “Receiving Entity” can be   

the Executive Director, Owner,  
or Partner  

2.  Check off the documents 
that you are sending along  
with this form. 

 
 

  
 5. This Document Must Be 

Notarized  
  

Do Not Write On Your Form Do Not Write On Your Form
Below This Line Below This Line

It is for OMH Use Only It is for OMH Use Only
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This is the “CASA” Form (Page 1 of 2) 
   
 

       

 
  
  
  
  
  
  
  

  
  
  
  
  

3. Type/write the following in this box: 
 

“Reporting Incidents to OMH 
 and CQC through the NIMRS  
 web-based Application.” 

 
 
 
1. You can enter today’s date 
for your Start Date. 4. Leave the End Date blank 
  
  
2. List all of the users for whom 
you are requesting NIMRS 
access.   
Remember: You will need to 
submit a completed 
“Request for NIMRS Access” 
form for each person listed. 
If you need more space, 
attach a page with the  
names and other information 
requested. 

5. The System to Access is “NIMRS”. 
 
 
6. The Work Location is the address 
of the primary work site of that  
Authorized User. 
 
 
 
 
7. Include any County or other 
Agencies or Entities with whom 
You may share your data.   
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This is the “CASA” Form (Page 2 of 2) 

   
 

    

 
  
  
  
  
  
  
  
  
  
 1. Check one of the boxes to 

indicate whether or not you are 
attaching a copy of your data 
management policy 

 
 
 
  
  
 2. If you are NOT attaching a copy 

of your data management 
policy, type a description of 
your data security plan.  You 
might want to talk to your IT  
Manager. 
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This is the REQUEST FOR NIMRS ACCESS Form 

(You Need to Fill Out One of These Forms for Each User that you Listed on the CASA Form) 
 

  
  
  
  
  
  
  
  
1. Type the information for  
each user (one user per 
form). 

 
 
 

  
 
2. Leave this field blank.  
OMH will complete this 
information. 

 
 
    5. For Security Group, select 
    only one group per user.   
    Your facility will need at least 
    2 Risk Management users. 
    (If you have questions, call  
    518-474-3619, and we will help 
    you select your groups.) 

 
 
 
3. User signs and dates here. 

  
  
4. Supervisor or Administrator 
signs and dates here. 

    6. Enter name and date for  
    for each signature. 

  
 
 

Do Not Write On Your Form Do Not Write On Your Form
Below This Line Below This Line

It is for OMH Use Only It is for OMH Use Only
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