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Area Office Management Review 

1. SC, SCS or 
Area Director 
Designee logs 
into HCSIS. 
Navigates to 
the Alerts 
screen by 
clicking on the 
Alerts link on 
the left side of 
the home 
page. 
 
 
 

 

 
2. The user is 
redirected to 
the Pending 
Alerts screen 
where there is 
a filter and 
then a list of  
pending alerts. 
 
3. From the list 
of pending 
Alerts, the user 
clicks on the 
underlined 
Alert that 
indicates an 
initial report 
has been 
finalized. 

 

Note : Service Coordinators may review both Major and Minor Incidents and enter their 
comments on the Area Office Management Review, and Approve or Not Approve the IR.  The 
Service Coordinator Supervisor finalizes the Area Office Review for Minor Incidents.  Major 
Incident Reports are reviewed and finalized by the Area Director-Facility/Designee. 
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Switchboard 
4. The 
Switchboard 
screen 
appears with 
the list of 
documents. 
 
5. User clicks 
the Create link 
under the Area 
Office 
Management 
Review label. 
 
6. User is 
redirected  to 
the Area 
Office 
Management 
Review 
Screen. 

 

Note: Mandatory fields are identified with a red asterisk. 
7. User 
completes all 
mandatory 
fields.   
 
8. If all is 
correct, user 
clicks the 
Finalize 
button. 

 

New question: 
to verify 
categories. 
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Incorrect Categorization by Filing Agency 

 9. User 
decides the 
current 
categories are 
not correct.  
 
10. User 
states  
whether the 
filing agency 
has been 
notified.  
 
11. User 
changes the 
incident 
categories. 

By choosing “No,” other questions 
regarding filing agency and 
incident categories appear. 

Primary Incident Category drop-down list 
 12. User 

chooses 
correct 
primary 
category. 
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Secondary Incident Category drop-down list 
 13. User 

chooses 
correct 
Secondary 
Incident 
Category.   

Review Status drop-down lists 
 14. User 

chooses 
Review 
Status.  
 
15. Clicks 
Finalize. 
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Switchboard 
 16. How the 

Switchboard 
looks with “Not 
Approved.” 

Alerts appear to the filing agency. 
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