Filing Process Management Quick Guide
Useful for Filing Agencies

The Filing Process Management screen is a way for the Filing agency to manage its workload.
Here, you will see what needs to be addressed before it can move onto the next level— the Area
Office, for example. This screen can be used instead of (or in tandem with) the Alerts. When
events are Finalized or Closed, they drop off the screen. This screen is updated overnight;
thus, it is best to look in the morning for the most accurate view of what needs to be done.

Filing Process Management Search

1. Navigate to
the Filing
Process
Management
screen by
clicking
QM=>IM=>
Filing
Process
Management.

2. Type a date
range—this
could be used
to show what
needs to be
addressed
from the last
day, the last
week, the last
month, etc.

Health and Human Services Mass./ o =

HCR | IM | Death Reporting | NCI | Investigations | Reports
Event Data Entry | Restricted Access | Report Extension | Fling Process Mgt. | Review Process Mgt

Event Search Criterla
To Date (MM/DD/YYYY): =
Rexguon: -

From Date (MM/DD/YYYY): =
rea Office:

O —
Search Resel
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Filing Process Management Results

The results
show
events that
are In
Progress,
Submitted,
and Not
Approved.

All the
events
shown need
some
action—
whether it
be to
Finalize the
final report,
Approve
the incident
report or
Finalize the
MOR.

Health and Human Services

HER | 1M | Death Reporting | NCI | Investigations | Reports
l_ivenr :la::_ﬁnu‘y Restricted Access | Report Extansion | Filing Process Mgt. | Raview Process MgE.

|
QM » IM > Fing Proce gumet

Event Search Criterla
From Date {MM/DD/YYYY): = Ta Date (MM/TO YY) 2
Area Office: 7 | Regian: — §
Tnclude: =]
Sart By: |
Search Reser
Event Name Event Primary Nature  Secondary. Recent Milestone Person Provider Provider Site  Area Office
iz} Date Nature Responsible for
Followlp
Medication THE ASSOCTATION
CORDERD, r " 1094 SUFFIELD
A3 papaiipL 01/07/2006 MOR Wrong Individual Occurrence Report FOR COMMUNITY ST.. AGAWAM, M Springfield/\Westfiald
= In progress LVING
Medication THE ASSOCIATION
BROWNLEE, . _ 11 CREAMERY Coy "
182 panap | 91/25/2006 MOR wrong Dose Occumance Reaport FOR COMMUNITY o0 o g | SPringfield/westfield
- In progress LVING
THE ASSOCIATION
476  SMITH, 1OHN 02/14/2008 UNeYpected Medical Initial Report - In FOR COMMUNITY Borksbure
. Hospital visit Hospitalization progress LVING
. THE ASSOCIATION
DROWMLEE, Unexpacted . Initial Report &
290 papap OH0N2008 0T Vit E.R. Visit Bribanitbed FOR COMMUNITY springfield/westfisld
LVING
Medhcal
THE ASSOCIATION
BROWNLEE, i Treatment initial Report o
T papagpr Y2008 e Fram  NonE Bribmitoed Ee:'l“gnmmmm Sprngheld/Westfuld
Injury
Medical
THE ASSOCIATION
BROWNLEE, i Treatment Trmtsal Report = _ 21 BOUKER 5T, :
B papaiip o O5/05/2000 0oling From  TONS Eribenitted [:J_:;é.ummumw GREENFIELD, Ma  SPringfield/westfield
Tnpury
THE ASSOCIATION
s BROWHLEE, i frrynge LPEpOC beeel ” Trutsal Report - 101 MUNSON 5T, ”
B3 papagp o OS/08/2006 0l Vi E.R Visit Submitbad lFt'JIF'(\‘;UMMUNIIY GREENFIELD, M | SPringfield/westfield
Individual to THE ASSOCIATION
BROWMLEE, f Physical Incident Report 1 CARANDO DR, i
1347 pocaier 08/14/2008 ECEL L Indrvidusal, Alleged (o %l FOR COMMUNITY  cofeeiern o SPrnafield/Westfield
. Victim LVING
Accidental - . THE ASSOCIATION
BROWNLEE, __ i incidant Report 109 BROOKLYN 3
B2 papaniRL 05716/ 2006 Fire ;‘t;::ii:::y Mot Approved [s_F'(“EUMMUNITY ST, N.ADAMS, MA Springnheld/westnaia
i

Maedication
Occurence Report
- In progress

THE ASSOCTATION
FOR COMMUNITY
LWING

THE ASSOCIATION

203 5CHO0L 5T, Berkshire

1016 SMITH, JOHN 05/20/2006 MOR AGAWAM, MA

wrong Individual

CORDERD, hart Seaual Assault = Trabal Report = In : 101 MUNSON ST, g
109 o 012472006 Assault Alleged Perpetrator progress lrg:\léummum ™Y CREENFIELD, M | SPringfield/westfield
THE ASSOCIATION
BROWNLEE, - ” A Incident Report i
w078 L D6/01/2006 Theft Aeged Victim Kok dipideed FOR COMMUNITY Speingficld/West finld

LVING

Using right- click to toggle between windows

Right-click
on the
underlined
Event ID to
open the
event. This
will take you
to the
Switchboard
of the event.

Health and Human Services

HCR | IM | Death Reparting | NC1 | lnvastigations |
Event Data Entry | Restricted Access | Report Extension | Filing Process Mgt. | Review Process Mgt.

Event Search Criteria
Ta Date (MM/DD/YYYY): =1

Region: =

From Date (MM/DD/YYYY): = jo1 4
area office: [ =]
chde: [ =]
T

|
Event Name Event Primary Nature Secondary Recent Milestone Provider Provider Site  Area Office
m Date Mature Responsible for
FollowUp
Madcation THE ASSOCIATION
1727, SORDERD. oo ioa 3006 MOR wrong Individual  Occurrence Report FOR COMMUNITY ;n;"‘a_r’("_‘:;ﬂ‘n” Springfield/ Westfield
Ops = In progress LVING s d

Madicavon
ccurrence Report
= in progress

THE ASSOCIATION
FOR COMMUNITY
LVING

THE ASSOCIATION
FOR COMMUNITY
LVING

THE ASSOCIATION

11 CREAMERY

25/ 2006 MOR AVE., BUCKLAND ,

Wwrong Dose Springfield/ westfiald

Madical
Haspitalization

Unixpec ted
Hospital Visit

Irutial Report = Tn

14/ 2006
progress

Borkshire

/01/2006 :2:‘;:’;::::‘ E.R. Visit :,."'u::uf‘?;" : FOR COMMUNITY Springfeld/Westfold
b LVING
Ir".e.ﬁfnilll-n: Trutial Repart - TSRO TI
040473006 Hona obpadiin; FOR COMMUNITY springfield/ wastfiald
Resulting From Submitted LVING
Imury
Modical
THE ASSOCIATION -
BROWMLEE, e Treatment Initial Repart - 21 BOUKER ST, . .
808 papag 05052008 pociiting From  MOM® Submitted FOR COMMUNITY  GREENFIELD, Mo SPinafield/Westhald
Iniury
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Switchboard of Event Chosen

Click on the
underlined
link to open
the event, to
see what
needs to be
addressed. \|

Close
window by
clicking on
the X in the
upper right
corner to go
back to the
Filing
Process
Management
Screen.

Health and Human Services

I HOME | QM | ADMIN | TOOLS

HCR | IM | Death Reporting | MCI | Investigations | Reports
Event Data_ﬁnw | Restricted Accass | Raport Extension | Filing Process Mgt. | Raview Process Mgt.
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Health and Human Services Mass.f_';n-. f—;} =

HECR | 1M | Death Reparting | NCT | Investigations | Repores

Fuenl Event Data Entry | Restricted Access | Report Extension | Filing Process Mgt. | Review Process Mgt. fider Site Arca Office
M = 1M Event Data Entry Switch Board
s CORDERL, h SLFFIELD e
A4 capaiipr " ” A GAWAM, M Springfiald/Westfisld
| i Inforn ation PARALLEL 5/5/1955 Female springfield / Westfield Buc b I‘_,-pringﬁgd_.-wgsgﬁeqd
Event tni. -mation
476  SMITH, 10 eath parting Borkshire
Medicatlon Occurrence Report
BROWNLE In Progress - Date Created : 06/28/2005 s
21 pamanEl Springfiald/Westfisld
717 BROWNLEI = % Mot wweslon) wll wivd sunvetinm #fter 1:13 springfield/ Westfisid
PARALLEL B th af Thuisday, Ducambee 18, T006 11113 AN 2 Springfisld/ Westfis
inn ITRWRE Ejpuces e, Springheld/Westheld
PARALLEL [ [T T [ nterner & [NFIELD, MA ~

Remember the screen updates overnight, so the work you do today will be not be reflected until
tomorrow. In this example shown, once this MOR is Finalized it will drop off the Filing Process
Management screen and appear on the Review Process Management screen—that is, it is ready
for the reviewers to work on.
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