
Health Care Record  
Quick Guide 

 
Health Care 
Record 

HCR Data Entry 

User logs into 
HCSIS and 
navigates to the 
HCR Individual 
Search screen 
(QM HCR HCR 
Data Entry) 
 

 

Search  
User enters the 
individual's Last 
Name, First Name 
and clicks the 
Search button 

 
Update the HCR   
To create a new 
HCR* or 
to update the 
HCR, the User 
clicks the Update 
the HCR button. 
 
*Please note, the first 
time a HCR is entered 
for an individual, the 
user will create an HCR 
by clicking on the 
update link.  

 

Update 
Descriptions and 
Comments 

 

As part of the 
process, the user 
must Add, Edit or 
Delete 
information. 
Here the user is 
noting the reason 
for updating the  
HCR—for example 
the annual ISP, 
significant 
changes in health, 
etc. Then choose 
Save and 
Continue. 
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Basic 
Information 
screen 

 

The Basic 
Information 
screen 
appears 
with data 
pre-
populated 
from 
MEDITECH, 
where 
possible.  
 
User enters 
all 
mandatory 
fields on all 
screens. 
Use Save 
and 
Continue to 
navigate 
through all 
the screens 
or pages—
see other 
navigation 
options 
below. 
 
 
Note: 
mandatory 
fields are 
identified with 
a red 
asterisk. 
Some fields 
are 
conditionally 
mandatory, 
based on 
what was 
answered 
earlier.  
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Navigation  
via Go To 
Screen 

Click Save (bottom left) periodically; Click Reset to start over 

If it doesn’t 
say 
“Operation 
Successful” 
at the top, 
look for 
data entry 
errors by 
going 
through the 
pages—via 
Go To.  
 
Select page 
in the drop-
down list, 
and Click 
Go. 
 
Note: 
there are 
nineteen 
separate 
screens 
 

 

Contacts – 
Emergency 
and 
Pharmacy 
Screen  

Use the following method to navigate through any screen where the user must add 
information as in Contacts, Allergies, Medications, etc.  
 
*Important: if there are no medications, allergies and/ or contacts to add, skip over the 
pages, using Go To drop-down. ** If you are entering a HCR for the first time, and there 
are no known medications, allergies and/  nor contacts 

Enter 
information 
and click 
Save to add 
multiple 
contacts.  
Save and 
Continue 
will take you 
to the next 
screen.  
 
Note— you 
do not need 
to go through 
all screens, 
use Go To to 
advance 
screens. 

 

 

Comment [jr1]: What do I do here? 
For meds enter Other and then None.  But 
for contacts and allergies? 
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Medication 
List 

 

To add a 
medication 
on the 
medication 
list screen, 
the User 
clicks the 
Add button.  
 
 

 
Medication 
Search 
Window 
 

Note: After clicking the Add button a search window will appear. 
 
Medications are based on the Mass Health Formulary 

 
User enters 
the first few 
letters of 
the 
medication 
in the 
Medication 
Name field 
and clicks 
Search 
button. A 
list of 
medications 
will appear. 
User clicks 
button 
adjacent to 
the 
medication 
and clicks 
Select. 
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Medications 
List, 
continued 

 

User enters 
all 
mandatory 
fields on the 
Medication 
list screen 
and clicks 
the Save 
button. 
 
Follow the 
same 
process if 
want to add 
another 
medication. 
When 
finished 
adding 
medications 
click Save 
and 
Continue.   

 

Allergies *Important: if there are no medications, allergies and/ or contacts to add, skip over the 
pages, using Go To drop-down.* 

User enters 
all 
mandatory 
fields on the 
Allergy  
screen and 
clicks the 
Save button.   
 
If nothing 
more to add, 
use the Go 
To drop-
down to go 
the screens 
desired.  
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Allergies, 
continued 

 

To add more 
allergies, 
choose Add.  
If only one 
allergy to 
add, use 
Save and 
Continue to 
go to next 
screen. 

 
Follow-Up 
Hyperlinks  

Example of a follow-up window 

Here ‘s an 
example of 
one of the 
many follow- 
up screens. 
By clicking  
on the the 
follow-up 
hyperlink, 
the follow-up 
window 
appears. 
 
Follow-ups 
are used for 
notes 
entries.  
For example 
an individual 
develops a 
new medical 
condition 
and needs a 
referal for 
specialized 
medical 
care. 

 

Page 6 of 10 
                                                                                                                  updated 11.19.2007 



Health Care Record  
Quick Guide 

 
 
Snapshot  
When the 
user has 
completed 
all the 
screens in 
HCR, they 
create a 
snapshot of 
the record. 
This is used 
in 
conjunction 
with the 
annual ISP 
review. 
 
HCSIS will 
not allow 
you to 
complete 
snapshot if 
information 
is 
incomplete. 
 
For 
example, 
this screen 
indicates 
that  
“Questions 
on the 
following 
screens 
must be 
answered 
prior  to 
taking a 
snapshot of 
the HCR.” 
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Snapshot 
Question 
Screen 

 

Depending 
on your role, 
you will see 
Create 
Snapshot 
button.  In 
this case, 
answer all 
fields 
necessary 
and  
click Save.   
Hint: 
Click the 
Search link 
to create/ 
update a 
HCR for 
another 
individual. 

 

 Have access to create snapshot 
After finding 
the 
individual 
through 
HCR 
Search, Add 
the reason 
to the 
update and 
click Save 
and 
Continue.  
Using Go-To 
drop menu 
select 
Create 
Snapshot. 
Click Go. 
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Click Create 
Snapshot 
button. 
 
Note: 
To create a 
snapshot for 
another 
Individual 
click 
Search. 

 

Printable 
Information 

Once the snapshot is created, you can view the record using the links below. 

User can 
choose to 
view and/or 
print the 
HCR 
Printable 
Summary 
and/or  the 
HCR 
Printable 
Form by 
clicking on 
the View 
buttons. 
 

 

Printable 
Summary 

 

Example of 
a Printable 
Summary 
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Printable 
Form 

 

Example of 
a Printable 
Form. 
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