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Alerts Incident Management Supervisor 
User logs into HCSIS 
and navigates to the 
Alerts screen by clicking 
on the Alerts link on the 
left side of the home 
page. 
 
The user is redirected to 
the Pending Alerts 
screen where there is a 
filter and a list of alerts. 
 
From the list of pending 
Alerts, the user clicks on 
the underline Alert that 
indicates that an initial 
report has been 
submitted. 
 
 

 

Switchboard  
Note: the 
Switchboard screen 
appears with the list of 
documents for the 
incident. 
 
 
 
 
 
User clicks on the Initial 
Report Submitted link. 
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Additional Information  
User enters all 
mandatory fields on all 
screens. Use Save and 
Continue to navigate 
through all the screen or 
pages. 
 
 

 
Additional Information  
User enters all 
mandatory information in 
the Additional 
Information screen and 
clicks Save and 
Continue. 
 
 
Note: mandatory fields 
are identified with a red 
asterisk. 
 
Click Save (bottom left) 
periodically; click Reset 
to start over. 
Action Steps  
 
User enters all 
mandatory information in 
the Action Steps screen 
and clicks Save and 
Continue button. 
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Involved Parties 
screen 

 

User enters all 
mandatory 
information in the 
Involved Parties 
screen, clicks 
Save and 
Continue button.  
 
 

 
Verification of 
Time and 
Categorization 
 

 

User enters all 
mandatory 
information in the 
Verification of 
Time and 
Categorization 
screen.  
 
User clicks on the 
Finalize button at 
the end of the 
screen. 
 
This will send an 
alert to the AO 
stating that the 
report is finalized. 

 

. Note: for specfic information regarding filing time lines please consult 
the documentation on the DMR Home page: 
http://mass.gov/dmr
and click on the HCSIS link for Incident Management documents 
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