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Purpose: Follow these steps to utilize the Atrezzo Create a Case Wizard for creating new incident requests in the 
Atrezzo Provider Portal and managing provider follow-ups.
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Create an Incident
Click Create 
Case

Select 
Case Type: 
Assessment

Case 
Contract: WV 
Incident 
Management

Click Go To 
Consumer 
Information
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Enter 
Consumer 
Information: 
Last name 
and DOB

Click Search

Locate 
appropriate 
consumer 
and click 
Choose

 

Verify 
information 
then Click 
Create Case

Expand 
Request 
Detail by 
clicking the 
carat

Select 
Assessment 
type: 
Incident 
Report
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Pop-up will 
display to 
notify of 
important 
alerts

Click OK to 
dismiss after 
review

Select the 
appropriate 
Request Type

ADW IDDW TBIW

ADW-TMH PCS TBIW-TMH

Scroll to 
Questionnaire 
tab and 
expand by 
clicking the 
carat

Click Q1: 
Incident 
hyperlink

Enter all 
required fields 
in the 
Questionnaire 
then Mark As 
Complete 
when finished

Note: 
Responses will 
auto-save. 
Changes/
Corrections 
cannot be 
made once 
marked as 
complete  
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When returned 
to the case 
page click 
Submit to 
create case

Note: Case status will vary based on Q1:Incident questionnaire responses

Document a Simple Incident
Click the link to 
follow the steps 
of Creating an 
Incident

Within the 
Questionnaire 
complete 
required 
information

Select 
Type of Incident: 
Simple
Then select the 
appropriate 
Simple Incident 
description.
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When all 
required fields 
have been 
entered select 
Mark as 
Complete

The tab will 
close and return 
to the case.

When returned 
to the case page 
click Submit to 
create case

Case will display 
Completed 
status Reason/
Outcome 
displays 
Closed/
Completed 

Click the 
Letters/Reports 
Tab to view 
Incident Report

Download file by 
clicking the link 
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Review Incident 
Report

Providers may 
download or 
print report as 
needed

Document a Critical Incident 
Click the link to 
follow the steps 
of Creating an 
Incident

Within the 
Questionnaire 
complete 
required 
information

Select the 
applicable 
Incident type, 
then select 
appropriate 
Incident 
Subtype

Note: Selecting 
different options 
will prompt 
additional follow 
up questions
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When all 
required fields 
have been 
entered select 
Mark as 
Complete

The tab will 
close and return 
to the case.

When returned 
to the case page 
click Submit to 
create case

Case status will 
display In 
Review
Reason-Initial 
Incident 
Review

Click the 
Letters/Reports 
Tab to view 
Incident Report

Download file by 
clicking the link 
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Review Incident 
Report

Providers may 
download or 
print report as 
needed 

Documenting a Notification of Death
Click the link to 
follow the steps 
of Creating an 
Incident

Within the 
Questionnaire 
complete 
required 
information

Select 
Incident type: 
Critical 
Incident 
Subtype: Death
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When all 
required fields 
have been 
entered select 
Mark as 
Complete

The tab will 
close and return 
to the case.

When returned 
to the case page 
click Submit to 
create case

Case status will 
display In 
Review
Reason-Initial 
Incident 
Review

Notification of 
Death will 
include a 
notification of 
death letter

Navigate to 
Letters/Reports 
tab to view

Click the link to 
download and 
open
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Review 
notification of 
death report

Providers may 
download or 
print report as 
needed

Reviewing the Message Center
Messages are 
viewable in the 
message center 
regarding case 
follow-ups

Select Message 
Center or Go to 
Message 
Center

Click View to 
read a message
Clear to delete
Case ID to go to 
the case
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Reply to a 
message by 
clicking View 
next to the 
message, then 
Reply

Enter your 
message and 
click Send

Q2 Follow-Up Required Review
Providers will 
receive a 
message that 
follow-up is 
required

Within a case, 
expand the 
Questionnaire 
tab and click on 
the Q2_Follow-
up Required 
link
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Reviewer 
requirements 
are displayed in 
the message 
box

Click Return to 
Case or close 
tab once 
reviewed

Q3 Provider Incident Follow-up Review
Refer to steps 
for Q2 follow up 
required

Within a case, 
expand the 
Questionnaire 
tab and click on 
the 
Q3_Provider 
Incident 
Follow-up link

Questionnaire 
will open in a 
new tab

Complete 
required fields

Select Mark as 
Complete when 
finished

Note: Changes
/Corrections 
cannot be made 
once marked as 
complete
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