Incident Management

Regional Office Management Review Quick Guide

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.

Health and Human Services

A s

Mental Retardation Quality Management Reporting
(HCSIS)

This application is designed to be the primary quality
management and health care reporting system for the
Department of Mental Retardation. This system can capture
information related to Incident Management, the Health
Care Record and National Core Indicators.

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.

Health and Human Services

Reports | Alerts | Mec | IM Ubhties | DPPC | Data Extracts | DR Utibbses TN Utiitwes | MT Utiites

Panding Alerts
Alert Search Criteria
subject: [ - Recipient User: [ =]
Module: . i
o
Yaur search lound mulliple matches. Please select the desired Alert. [
Page 1of 3 Go To : [Fage 1 =] [Ga]

select  Date of Alert

o 11/06/2007
B 11/05/ 2007
I 10/24/2007

Alert Subject Alert Message
A f jor Incident; Individual Name; BROWNLEE, PARALLEL;
a3 OMice Hios Spprovied o MSTEH Tesgine Event 10: 840; Prmary Nature; Fu; Secondary Nature: Tntentonal - Not § By

Individual; Incident Date: 11/01/2007; Incident Time: 11:30 AM; Human Service
Coordinator Name: BROWNLEE, BOB.; Categones Changed by Area Office?:
Oyarsight entities are alertad an Incidant Report for a Major Incidant has bean Finalized:
Tndvaidual Name: BROWNLEE, PARALLEL; Event 10: 840; Prenary Naturo: Fre; Secondary
Mabwre: Intentional - Not Started By Individual: Incident Dake: 11/01/2007; Incident Time:
11:30 AM; Husnan Services Coordn s BROWNLEE, BOS,

Qyarsight entities are alertad an Incidant Report for 3 Major Incident has been Finalized:
Individual Name: BROWNLEE, PARALLEL; Event 10: 7601; Brimary Natura: Missing Parsan;
Secondary Nature: Law Enforcement Contacted: Incident Dabe: 10/23/2007; Incidant
Time: 10:00 PM; Human Services Coordinator Name: BROWNLEE, BOB.

Major Incident has bean Finalized

Major Incident has been Mnalized
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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.

Health and Human Services Mass. /o2

T N T T

HCR | TM | Death Reporting | NCT | Invesbgations | Reports
Event Data Entry | Restricted Access | Report Extension | Filing Process Mgt. | Review Process Mgt.
QM -+ T = Evont Data Entry = Switch Boar

Swarch
Incident Metfication Printable Summary
il e |2
Incidunt Report Download (POF)
[ Individust Information | Name: BROWMIEE, PARALLEL | SSN: XXX-XX-6644 | DOB: 5/5/1955 | Gender: Fomale |

Arca Office: Springlicld ) Wesficki

Tncdent Date: 11/1/2007 Primary Tncident Nature: Tire

Incident Report
Craated: 11/05/2007; Finalized: 11/05/2007; area approval: Approved

Area Office Managemaeant Review
Craated: 11/05/2007; Finalized- Approved: 11/06/2007

ional Office Managemeant Review
Lraate
@
Action BT Followe-up

Note: Mandatory Fields are identified with a red asterisk.

6. Useris
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.

Mass. /o e

Health and Human Services =
’ ¥

HCR | IM | Death Reportmg | NCT | Invesbgations | Reports

Search

Individual Information | Name: BROWNLEE, PARALLEL | SSN: XXX-XX-6644 | DOB: 5/5/1955 | Gender: Female | Area oifice: Springfield/ westfield
[ Indident Information | Incident ID: 840 Incident Date: 11/1/2007 Primary Incident Nature: Fire

Regional Office Management Review Delails

Review Status: - I
Primary Reason for non-agproval: =
Fallowup Date: (MM/DD/YYYY) .
Comments/Recarmmendations:
seve | check Speling Firalize SBVe And Eantinus
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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.

Health and Human Services

I
HCR | IM | Death Reporting | NCT | Investigations | Reports

Event Data E | Restricted Access | Report Extension | Filing Process Mgt. | Review Process Mgt.

oM 1] Event Data entry Management Raviaw

Operation successiul.

Arca Office: Springlickd/ WesHichd

Incldent Information Primary Incident Nature: Fire

caarch
| Individual Information | Mame: BROWNLEE, PARALLEL | SSN: XXX-XX-6644 | DOB: 5/5/1955 | Gender: Femals

Regional Office Management Revlew Detalls
Review Status:

Primary Reason for non-approval:

Followup Date: (MM/DD/YYYY)
Comments/Recommandations:
[CATEGORIZATION CHANGE NEEDED,

Mot Approved =

TEXT EXPLANATION AS APPROPRIATE = |

Save And Cantinue

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.

Health and Human Services Mass. )

HCR | IM | Death Reporting | NCI | Invesbgations | Reports
Event Data Entry | Restricted Access | Report Extension | Filing Process Mgt | Review Process Mgk,
M > IM > Event Data Entry > Switch Boar

Search
Incident Notification Printable Summary

Printable [ncident Summary

noident Beport Download (POE)
il B L il (RIFY

Tncident Management Docoments
Incident Report
Created: 11/05/2007: Finalized: 11/05/2007

Area Office Management Review

Reggional Office Managemen! Review

Created: 11/13/3007; Finalized
Creaty

d: 11/13/3007

Action Steps Follow-up

Alerts appear for the filing agency and the area office.

Date of Alert

Alert Subject Alert Message

11/13/2007

The Region has not approved an Incident Report

The Region has not approved an Incident Report: Individual Name: BROWNLEE, PARALLEL;
Event ID: 840; Primary Nature: Fire: Secondary Mature: Intentlcnal Not Started By
Indivi - 2007; Incident Time: 11:
rdinator Name: BROWNLEE BOB.; Primary Reason for Non- Appruval Incorrect
orization
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