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How to Set Up Incident Email Alerts & 24/7 Safety Check Contacts

Mental Health

1. Login to the MHPD application

Important: Incident Alert Email and 24/7 Safety Check contacts are NOT set up in NIMRS.
Login to the Mental Health Provider Directory (MHPD) to enter this information.
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e  Troubleshooting MHPD Login Issues:
0 Toresolve login issues, contact healthhelp@its.ny.gov

0 Torequest access to MHPD, contact your facility security manager and
request “Provider Admin” access to MHPD, or work with your facility
security manager to determine which staffalready have MHPD access and
can help with these updates.

2. Select the “Directory Search”

e Navigate to the top toolbar and select “Directory Search” from the MHPD home screen.

If this is your first time logging in, you’ll be prompted to verify your contact information
before the MHPD home screen becomes available.
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3. Select the “Eyeglass” icon on the “Facility” line

- Facility: [20202/2222] - Test Facility (for user manual)
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4. Select the “Edit Facility Contacts” hyperlink

e Scroll to the bottom of the “View Agency/Facility” page and select “Edit Facility Contacts”
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5. Contact Type: 24/7 Incident Safety Check

e Contact information for this process should be listed under the “24/7 Incident Safety Check
Contact” contact type. See below:
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6. Contact Update: Facility Incident Management Email
e  Facilities should have only one Facility Incident Management E-mail listed in MHPD.

e As a best practice, we recommend establishing a shared mailbox for incident alerts. This shared
mailbox will allow for consistent communication with OMH Central Office without impact due to
staff turnover, absence, or other circumstances.

Examples of Correct facility wide e-mails are: Examples of Incorrect facility wide e-mails are:
0  Providername.incidentmanagement@facility.org 0 John.smith@xxxx.org
0  Facilitylncident@omhprovider.com 0 Jane.doe@omhprovider.com
0 RiskManagement@hospitalx.com 0 John.doe@hospitalx.com

e  Contact your IT support for help setting up a shared mailbox for incident alert notifications
and/or to create forwarding rules for appropriate individuals.

e Incident Alert notifications will be sent to the Facility Incident Management E-mail contact type.

btz Enter Facility Incident Management
Facility Contact Information Email Contact Information
————— = e First Name field enter Incident
e, : e Last name field enter Alert

...... . L e Tip: Do not enter an individual’s
= e name into this field

. l
= - A ¥ Select Facility Incident Management
Contact Types Email from the Contact Types list

4 Facility Incident Management Email I]







Accessibility Report





		Filename: 

		how_to_setup_incident_alert_notifications.pdf









		Report created by: 

		Bruce Foote, Business Systems Analyst 2, bruce.foote@omh.ny.gov



		Organization: 

		NYS OMH, NIMRS







 [Personal and organization information from the Preferences > Identity dialog.]



Summary



The checker found problems which may prevent the document from being fully accessible.





		Needs manual check: 2



		Passed manually: 0



		Failed manually: 0



		Skipped: 5



		Passed: 24



		Failed: 1







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Needs manual check		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Needs manual check		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Skipped		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Failed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Skipped		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Skipped		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Skipped		Appropriate nesting










Back to Top



