Quick Guide
For Death Reporting

HCSIS Look for—Operation Successful —at top of page
USER
navigates to g nct | investigations | Reperts
the Incident Rapoeting Data ARy > Sars
Management Individual Search Critarla
Last Name: [williarms | First Name: |
Data Entry ssh:[_ Joos{maoosvevy: [ ]
Screen (by |
CIicking QM, 2 SSN pon Gender Area Office
KEX-XX-9999 o0s5/21/1971 Femals Central Middlosex
then Death VILLIAME, NED M- XK-9F60  05/12/1971 Mals Cantral Middlssex
Reporting | 25 s s S
then Death
Repo rtl n g 2005 Commuonalth of Messsithuselils Thussday, Apell 13, 2006 11,34 AM Virur sension will wnd gomeliore sfte 1024 BN
Data Entry).
Enter name of
individual.
Note Make sure to select the correct person.
Data entry user must have role authorizing death reporting.
Health and Human Services Mass. - :'/—,;}
Check pre-
populated Death Raportng Dars Enmy | Revie Process Managumant
information for | o o™ wrens »oesin heprtng oat iy > Scress
Search
accuracy. [ individuol nformation | Nome: CORDERD, PARALLEL | SSN: XXX-X0X4455 | DOB: 05/05/1955 | Gender: Femole| Area Office: Springlield/ Westfield |
Changes will W_EMP Tiowe of Death:
Death Reporting Documents
need to be Desth Repart
made in AR
Medltech. Initial Reweuri%
Click to create Central Office Review
report.
~1
#3003 Cammanvaalth of Maimachussts Tussday, November (4. 2006 £1130 AM Your sesaian wil end sometme after 1030 M
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Note This screen is also called the Switchboard.
Use this Healh and Hurman Services WHS‘!\.-"}'rJ‘h-P
screen to ("o [ o [ aneuen e [ e
revieW pre- HCR | IW - Desdh Reporang | RCT | Invesbgabons | Roports
Zeo Rxaocang Data Endy | Rowize Proccss Manoocment
pOpulated M - DR~ Deakh Rcpertrg Dot Entry » Indieciel Intormation
information. Zaas
Any changes | IS I ==l e e - oy
need to be I Y T S Y T N YT T
mad.e in o To: [ndisizual irer—a -] (B0
Meditech.
Inliwidual Infarmation
Trdviduats Fretvame: FRRALLEL
Indwidua's Lask Hama; ARDWHNLEE
SEM: - N A
Complete Date o Eirth: Bs/05/ 1955
2gm a2
mandatory 2ddes: .!1! L 15 ELM 5T
fields. ez v 3 :
Crty W EPRINGFIELD
MA
Click Save res
i CEMTRAL WEST
and Continue SPRIMNGFIELD/ WESTFIELD

to advance to
next screen.

BROWHNLEE, GUARDIAN, L5 ELM ST, W SPRINGFIELD. M&, 01050

Gaawianzhia Skakas:

Level of ¥R:
[r= |
5] [ L ETE]
el
W" !: /\
PCT | EEN SRR | :

Note

Save Button —Saves data on the screen if all mandatory fields are filled out.
Reset Button — Clears fields if a Save has not been performed. Otherwise, sets
fields to their last saved value.

Check Spelling — Performs the spell check function.

Save and Continue — Performs a save and continues to next page if successful.

If not, error message appears on top of page.

Updated 12.26.2007
Page 2 of 8




Quick Guide
For Death Reporting

Death Information

Complete Health and Human Services Mass. /o ,ﬁh‘?
mandatory D
Death SCR | I Teath Raporing | M | Inverbpaters | Reports
Information QF;TDEJ:IIJ?:EET:EE:TL?;&“; Fmi-?f.; :r':-Tn:.tEEt
fields. —
b33 [HiTicam: Sppriew) el el limh|
Click Save to | [ ——— T N T I YT
zi\éz data SRR ey E—
mandatory "lhl“l-lllfllflllr.llill.ﬂ I
. [EETERERN LR TR G L) LS i |—|
fields have Tz o Dzatn (HH:MM AT —
been vl ETE [ i
Completed :-Ir:h:':;:t:-"-u 2t Acute Care Hozpikal, Sekoct | B
it v Exmr )
. Al emn T Lol w ol Geeilhs |—|
C“Ck SaVe Addwesz a :
and Aallreses Tinm 7 1
Continue. C_IT";: I
Z tece: —
Bl manbin {100 308 san: 1
Mt | [See] | Chehtadig |
T | RN SIHEIO R |
Note The Mortality Review can be requested by Reporter.
The drop down menu choice for Type of Location of Death triggers the Mortality
Review. After completing the screen, click Save to trigger the logic before
choosing to click Save and Continue. If there are no amendments to this
screen, the mortality review question will not be triggered for an accurate
response.
Health and Human Zemvices MIS‘&.@H" 3
Complete I
Reporter e e e
|nf0rmat|on i - DR - Death Reportrg Deta Enkry » Reporter Informaton
fields. Saaran . .
Click Save | beathiniemation | fatedfDeath: | TmeofDeath: |
and . e To: |sapzruar Imzr=a o -
Continue.
Reporter Information
Feperks s Srot vams ™
Note Repeitars Last Harme:®
DI’Op—dOWﬂ Feporkzz Tike:
Feportars drpa CllicaFacling: - I |
menu for Reprrkz s maoae Hurber {123-956-T00): " ——
Reporter's [EETE R ER EET B W et T e e l—
Area Office/ | g g poessesam
Facility.

T E R HEIT Y|
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Circumstances of Death

Complete
Circumstances
of Death
mandatory
fields.

Click Save and

Health and Human Senices Mass. (o 4};_;‘5,
e oo el Beprting 1R neasdigaties | osspens

el B i DAlA Dy | lesise s e s el
IR D Dl g D el Dol 2 Lienansl e = o Neath

e

Hamec: BROWHMLEE, HSN 5 055 Arca

—::mmm_—mmm_ s il (31l bz

Cont| nue. Ta: |Trvenrbveae ot r\--a--. -
Chrcumistances of Dcath
Frzzumzd Dogress ot bmz ot oot ™ I !
[ ol @rmsined Giagnnsis, Audse a1l
Foows ore Jireumizsorces of Deakh ™
o]
- |

Doc baz pOrsor haws @ Lewel 30 or Lowel I0 Bchaer [ ]
HMzd=czazn Flan=
‘waz kA porsor sxrg cskzinzd o Tme Cutat, [ |
o SEErer I, c-::.r’

: (—

S m—
wiod on the Date of Doath: N

I o Mozl Ravew Rooures?

IF w0t Ragqursd, Is o Morkalty Roacs Rrguestod? | |

R Erpe—g 1
WAz an SUIopsY requestooT” I =
WAm A ALy e e [ |

T SRS
PN IRENR SUHAP R |
Note Facts and Circumstances of Death is a text box sufficient to write about a

page of text. User can cut and paste from another (e.g. Word) document.

Complete all
mandatory
fields.

If user has role
authorizing
such, click
Finalize. If not,
click Save and
Continue.

Health and Human Services Mass. o 525

BCR 1IN Dooth RBzporong | HCT | Invesbgabors | Roports
Toowh Rzaorang Data Enay | Rowzs Mrocoss Monaooment
k4 - TR - Dezath Reportng Dots Entry - Nokrthoohons

Zoors
Tenliwidmnll el lix L = Areea CHTiCR:
st [ siparinglinsh] s vl

Hatdflcations

wazs e Zerine Imsesteater (or Recional on-call
. %otk anars) reahed By phone
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gotoaz
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[
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DMR Investigations Review

Investigation
Staff reviewer
navigates to
switchboard and
clicks on Create
Initial Review

Health and Human Services Ma“,,r;.ﬂ,l\' 3
4 anl
[ nare [an [ aowin [ 100is TEE

CR | 1M | Death Reporting | NCI | Investigations | Reports
ln.'llh Rupnﬂnq Data E'lll'\r

mm
ﬂ“ﬂY‘lY 05/12/1971 Mlnllllr-.t x
Death Repﬁr&lng Documents
Death Report

Einal : D4/

Initial Review

—’/"" Creaty Imbal Bovigw

Central Office Review

12003 Cammanwashh of Manssthusern Viednuuday. Aarl 12, 3008 2013 PM “Your senzien wil and sametme after 4108 PM

DMR Investigations Review

Investlga_tlon Health and Human Semices Maﬁ@"-"’.%"ﬁ%
Staff reviewer | oy ey E
CompleteS e -D-c:m'.h‘.npnrhnu i NI:I--IJHUEFHH:IDC;'EI e e T T e T T T T L s
mandatory Eﬁd— Zzporang Data Erry | Rowies Proccss Monoooment

fields, approves
or not and clicks
Finalize

\*

Teath Rasorang

Dioath Reportng Daka Entry - It Roaow

R NN - NN

ree T
)

Bnde of Deakh; 12725 A0z

timnder:
Femles

springgliesh] FWessfield

Initial Raview
tqe Deakh Reported Acoepbeds *
OF aat, why?

@

-0 ckyazder
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Switchboard

After Death
Report has been
finalized at the
Initial Review
level, regardless
of approved or
not, update link
appears in order
to update any
information.

HCR | IM | Death Reporting | NCI | Investigations | Reports
Death Reporting Data Entry | Review Process Management
QM > Death Reporting > Death Reporting Data Entry > Switchboard
Search
Printable Death Reporting Summary

== = Name: KWASNIOWSKI, | SSN: XXX~ DOB: Gender: Area Office:
L T P TEST ‘| xx-9999 | 01/20/1969
Death Information Date of Death: 12/18/2006 Time of Death:

Death Reporting Documents

Death Report

Einalized - Date Created: 12/20/2006
Update Death Report

Initial Review
Finalized - Date Created: 12/20/2006 - Approval Status:@ooroved

Central Office Review

Note:

Update Death Report link should only be selected if there is actual
information to update;it is only used for editing and adding new information.
For reading/reviewing report select Printable Death reporting summary only.

Central Office
Review. User
clicks on
“Create Central
Office Review”

™~

Heaith and Human Services

4CR[] 1M | Death Reporting | NET | nvestigabions | Reports
Jeath Reporting Data Entry

earsh

A ;
DoB: Area Office: Central
05/12/1971 Mithedlinx
Death Information Date of Death: 04/07/2006 | Timeoipeath: |
Death Reporting Documents.

Death Report

il - + Created: 04/13/3

Initial Review

Central Office Review

: Con (e Roviow

12003 Commanesalth of Magsschussits Wednuaday. Agsil 13 3008 2:35 P Vet wuaakan vl mitd sormtine aile 4:35 P
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Central Office Review

Central Office
Review. User
completes at
least mandatory
fields then
finalizes.

Health and Human Serices

Wess /- )

SCR 1 I Dosth Reporang | NHCT | Invesbgakers | Roports
Dcath Bxporang Daka Enay | Rowize Mroccss Monoocment
M - Tezth Rzaorang - Doath Reporang Daka Endry = Contral Ofhos Roview

b XX NN
b

Cortral Ciflce Rewlew

1 e el Han el e s e ekt
=ral Caazc of Dot (hamary: =
sy Canss ol el (e e Lyl i

I* Cher, zatzs SousE: [ |

warrer o Deaky: | =

Waan e dwgazesl Cling sl Mo alily Hevse reneness] Al (s
a1 ettt

17 =He, iats s sivnl:

1

Arse CHlicw:

Gmndar:
1 wreuile

TR EE

sparinigg liwh | PV s Gialcl

szt I cknaT

Switchboard

The Death
Report is
approved at all
levels.

Health and Human Services

m q# | Anmin | ToOLS

i | 1M | Death mpnrﬁ'\q | NCI | Investigations | Reports
Data Entry

Mass. /jor 4t

Je Rep
. -~ Dea ath Raporting Lata entr chiboard
Operation successful.
warch
Name: WILLIAMS, SEN: 200020 DOD: Gendar: Area Office: Central
TIMOTHY ki 05/12/1971 Male Middlacax
| Death Information | Date of Death: 04/07 /2006 Time of Death:

Death Reporting Documents
Death Report

i - ad: G4f131

Initial Review

Central Offlce Review
Friahesd - Dale Creshed: 04/12/2008 - Spproval Slalus: Spproved

2008 Cammaonvealih of Massachusens ‘Wadnesday. April 12, 2006 2148 #M Your session wil end samatime after 443 0

Finalized Death
Report not
approved at
Initial Review.
Sent back to
Reporter for
correction;
[repeat the
process see pg
5]. Re-
submitted for
Initial review;
approved. Sent
to Central Office
for review;
approved.

Hedith and Human Services Mass. jo: -#;,}‘I
[ vome [ ou [ aomin [ oo T

HCR | IM | Death Reporting | NCI | Investigations | Reports
Death Regburlmg l).al a Entry

> Death Reporting > Death Reporting Data entry > Switchboard

Printable Death Reporting Summary

ndividual Information Name: WILLIAMS, SHN: XXX-XX- DOB: Gender: Arca Office: Central
EDNA 9999 05/21/1971 Female Middlesex

Time: of Deeath:

Death Reporting Documents

Death Report
Einalized - Date Created: 01/31/2006

Initial Review

Finalized - Date Created: 02/01/2006 - Approval Status: Not Approvad

Central Uffice Review
Einalized - Dats Created: 02/03/3006 - Apgproval Status:

E2005 Commanvanith of Mazsschuzatts wadnasday, Aol 12, 2006 2:55 PM Your sazsien will and somatima sfter 3:54 BM
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Review Process Management
Review Process HCR | IM | Death Reporting | NCI | Investigations | Reports

Death Reporting Data Entry | Review Process Management
Management QM > Death Reporting > Review Process Management > Search
Use this screen Death Reporting Search Criteria
to search for a To Date of

From Date of Death——— Death—=+7=
death. MM/DDAYYY): - [01/01/2006 \ (MM/DD/YYYY)- [12/04/2006 |
USER nav_igates Area Office/Facility: | Region: |
to the Review Mortality Reviewl Recentl
Process Required/Requested: Milestone:
Management Sort By: | Iy
Screen (by [[Search | Reset |
clicking QM,
then Death Consumer Date of Date of Area Services Mortality Recent
Reporting then Name Death Birth Office Coordinator Milestone
. Initial Review

Review DoAY 01/18/2006 05/12/1971 \"}:ﬁg’?ad‘ e Required Finalized -
Process Approved
Management).
Enter date
range.
Notes Death reporting is by area. There is no event ID #. Deaths can be sorted by

date of death, mortality review and/or recent milestone.
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