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Alerts  
 

The Area Office Management Review Is Completed. 

1. Regional 
Director / 
Designee 
logs into 
HCSIS and 
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 Search 
form and 
then a list 
of alerts. 
 
3. From the 
list of 
pending 
Alerts, the 
user clicks 
on the 
underline 
Alert that 
indicates 
that the 
Area Office 
Review has 
been 
completed 
and 
finalized for 
a Major 
Incident. 
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Switchboard 
4. The 
Switchboard 
screen 
appears with 
the list of 
documents 
for the 
incident. 
 
5. User 
clicks the 
Create link 
under the 
Regional 
Office  
Manage-
ment 
Review 
Label.  
 

 
 

Note: Mandatory Fields are identified with a red asterisk. 
6. User is 
redirected  
to the 
Regional  
Office 
Manage- 
ment 
Review 
Screen. 
 
7. User 
completes 
all 
mandatory 
fields.  User 
selects 
Approved/ 
or Not 
Approved 
for the 
Review 
Status, 
writes 
comments 
as 
necessary, 
and clicks 
the Finalize 
button. 
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Not Approved due to Incorrect Categorization 
8. Choose Not 
Approved from 
the Review 
Status drop-
down.  
 
9. Choose 
Incorrect 
Categorization 
for Primary 
Reason for 
non-approval. 
 
10. Enter the 
remaining 
fields, as 
necessary. 
 
11. Click 
Finalize. 

 

Switchboard Links Change Due to Not Approved 
12. 
Switchboard 
displays the 
Not Approved 
version of the 
Regional Office 
Management 
Review with 
the Create link. 
 
The process 
begins again 
with the 
incident report 
“returning” to 
the Provider 
level and the 
Area Office for 
modification.  

 

Alerts appear for the filing agency and the area office. 
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