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AER 
Submission 

Dates

6/30/2022
Submit Hard 

Copy AER 
Form 28-3

7/1/2022
Submit via 
Provider 

Portal



PROVIDER 
PORTAL 
OVERVIEW

Secure, web-based system

Real-time communication with DDD

Planned to support:

• Adverse Event Reporting

• Service Planning

• Authorizations

• Staff Updates

• Service Capacity

• Referrals

Rolled out in phases



Systems Resources
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Multi-Factor Authentication
• Set up multi-factor 

authentication 

• This is a required security feature 

• Please take the time to 
familiarize yourself with the 
process and complete this before 
July 1 

• Instructions will be available 
from the Provider section of the 
DDD website
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Training Videos

• Self-Paced training 

• Easy to reference 

• Accommodates learning with your own schedule
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Waiver Provider Home Page

Accessing the Provider Portal Modules



https://health.hawaii.gov/ddd/waiver-providers/provider-
portal-modules/
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Practice Portal
• Practice AER submission in the 

Provider Portal

• Details on how to access the 
“Sandbox” a practice environment 
can be found in Webinar Handout
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Help Desk

Send an email to: 

doh.dddproviderhelpdesk@doh.hawaii.gov
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ELECTRONIC SUBMISSION OF 
ADVERSE EVENTS



Moving from Manual Processes to a More Effective Incident 
Management System

• The reporting process will be streamlined by automating the submissions 
of AERs.

• The Participant/Customer information will be automatically populated in 
the Provider Portal and INSPIRE.

• The Provider Portal and INSPIRE will have drop-down menus that 
create more consistent reporting.

• AERs initiated by the provider through the Provider Portal will be 
transmitted to INSPIRE, allowing immediate notification to the case 
manager.

• DDD staff at multiple levels across the Division will be notified when 
specific types of adverse events occur such as suspected abuse and neglect 
or when there is possible media coverage.

• Analysis of trends and patterns will occur in real-time.
• Timelines will be tracked in real-time.
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• Individuals responsible for reporting
•Timeline for reporting 
•What to report – types of reportable events
•Description of what happened 
•Plan of action to prevent recurrence of the 
event 
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Policies, Standards and Practices That Have Not 
Changed



Electronic Submission of AERs

Feature in Provider Portal and INSPIRE

• Required fields with an (*) must be completed 
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Electronic Submission of AERs

Feature in Provider Portal and INSPIRE
• Comment Section may be used to include documentation that attachments 

have been uploaded.
• Examples of documents to be attached: Discharge summary, DHS 1640 (APS), 

DHS 1516 (CWS)
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Documents attached
File Name: Date of AER (YYYYMMDD)_Last name of customer_Document type

Example: 20220614_Rivera_DischargeSummary



Electronic Submission of AERs
Feature in Provider Portal and INSPIRE 

• Drop down menu to select the Primary AER type
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Electronic Submission of AERs
Feature in Provider Portal and INSPIRE
• Medication Error
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Electronic Submission of AERs, cont.
Feature in the Provider Portal and INSPIRE 

• Any Use of Restraint, Seclusions or Prohibited Restrictive Intervention 
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Adverse Event 
Report Form

Revised to mirror the Provider Portal 
and INSPIRE
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Important Things to Note

• Provider agencies of ResHab services will continue to be responsible for AER 
submission on behalf of caregivers
• Of the caregivers that submitted AERs in FY21, the number of AERs 

submitted ranged from 1-8 AERs per year.
• May upload supporting documents (e.g. discharge summaries)
• Do not submit handwritten accounts of adverse events

• Consumer Directed (CD) Participants: CD employer will submit to the Case 
Manager a written account of the Adverse Event.  The Case Manager may need 
to follow-up for additional details. 
• Case Managers to create adverse event record in INSPIRE case 

management system.  



Reporting 
and 
Future
Analytics
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DDD is the state agency responsible for conducting oversight of the 
reporting and follow-up of critical incidents and events

Electronic submission aids with real-time data collection

Effective oversight requires data systems that identify trends and 
patterns of critical incidents or events

• To identify opportunities for improvement

• Aids in development of strategies to reduce incidents in the future

Predictive Analytics Solution

• Using multiple sources of data to detect trends and patterns of adverse events

• May predict and ultimately prevent future adverse events
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Go-Live 
Checklist 

for 
Providers

❑Multi-Factor 
Authentication

❑Prepare staff for 
electronic AER 
submission

❑Complete 
Interactive 
Tutorials
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Do we have questions?


