NIMRS Email Notification Set-Up Instructions (effective 10/18/13)

Incidents reported to the Justice Center’s Vulnerable Persons’ Central Register (VPCR) are reviewed by OMH
and then transferred into your facility’s “Justice Center Import” queue. NIMRS now has a function that will
send an email notification to designated staff when these incidents are assigned to your facility. The email list
requires initial set-up and ongoing maintenance and NIMRS users in the Risk Management security group are
able to perform these tasks using the steps below.

Step Action Related Screen

1. Log into NIMRS and select
@ Dev NIMRS Web ~~ - Windows Internet Explorer

Maintenance followed by the
ih i Incident Restraint & Seclus Maint Med Event
FaCIIIty Optlon' (Only users '\?MRS I‘-.‘1a::alg::19nt © P;'Iaal::agens‘enLtl o amenance I‘-.‘1a§agef1‘2nt

with Risk Management and
Administration rights will see v Ward/Program

the Maintenance button).

Ward/Program
User Defined groups

User Defined Fields

Case Merge

2. Locate the email notification
table at the bottom of the page. zip
Enter the First Name, Last uspice ||
Name a.nd Emall ID (addreSS) Risk Manager Name HTEH DFEG RCPCUTD Print Risk Manager name on all incidents
. . . Contact Phone (100) 123-4567 3
in the appropriate fields. The o ——— oy oo T
“ = H . . I~ - . I+
Active ?” field defaults to enin Shit e — . —
« . " . vening Shift From 04 @ 00 : PM |, Evening Shift To 12 1 00 : AM |,
Active” for new entries. Night Shift From |12 : 00 : AM |= Night Shift Te 08 : 00 : AM |=

[ FirstName ___LastName ____Emailld __|Active? |

No data found
Insert Active =

3. | Once staff name and email
address has been entered, click || FirstName | _LastName ____Emailld __|Active? |
“Insert”. (The pointer may turn into No data found

. . . Insert A
an hourglass but it will continue to = Mark Stevens mark stevi@provider.org | Active
function as a pointer. This will be fixed

in an future update) | Help | s I_c

4. Repeat steps 2 & 3 to add

additional staff to the table. I Lasthame
Edit Mark Stevens mark stev@provider org | True

Once a” Staff have been . i Edit Bob Jones bob jones@providerorg | True

entered, click “Save” to finalize zsert — Adive -

changes.
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Step Action Related Screen
5. To modify an entry in the email :
notification table, click “Edit”. L e | Bl s
The pointer may turn into an Edit Mark Stevens mark stev@provider.org | True
Ewourglass but it will continue to Edit Bob Jones bob jones@provider.org | True
function as a pointer. This will be fixed lnsert Adve -
in an future update)

o Make the appropriate
changes to the name, email
address, and/or Active
status and click “Update”.
(deselect the “Active ?”
checkbox to keep a name
on the list but discontinue
sending email notifications).

e To remove the the entry
from the list, click “Delete”.

e To close the “Edit” function
without making changes,
click “Cancel”.

First Name

— estName | Emaili_Aive? |

Stevens mark stev@provider.org v
Jones bob jones@provider.org | True

Active ~

Save
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