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Context
When a critical incident is submitted, IMPA sends an email notification to the Case 
Manager responsible for the member. If another user within your organization 
submitted the incident and you receive a notification email for a submitted 
(sections 1-10) and/or completed (sections 11-12) incident involving a member 
under your responsibility, you must register for the "Incident Retrieval" role to 
access the details.
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“Incident Retrieval” Role Access Steps

To retrieve submitted/completed incidents, please follow the following steps:

 Step 1: If you already have an account in IMPA, proceed to Step 2. Otherwise, create 
an account by visiting IMPA and clicking “Register New Account”.

 Step 2: Request access to the “Incident Retrieval” role using the IMPA CIR Access 
Form. Be sure to select “Incident Retrieval” role when completing the form. 

 Step 3: Once your access has been approved, log in to IMPA. From the navigation bar, 
go to: Information > Incident Retrieval.
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Steps continued in next page.

https://secureapp.dhs.state.ia.us/impa/Default.aspx
https://secureapp.dhs.state.ia.us/HHSMedicaidFormsRegistrations/CriticalIncidentReport
https://secureapp.dhs.state.ia.us/HHSMedicaidFormsRegistrations/CriticalIncidentReport


“Incident Retrieval” Role Access Steps (Cont’d)

 Step 4: On the Incident Retrieval Page:

• Enter the incident number and the email address associated with the incident. 

• Ensure the email matches exactly with the one you got the email notification.

 Step 5: Click Search, if the incident number and email are valid and associated, a PDF copy of 
the incident will be available for download. 
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