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Logging into HCSIS 
The HCSIS application is accessed via the Virtual Gateway 
 

Step Action 
1. Enter https://gateway.hhs.state.ma.us into an internet browser 
2. Click Go 
3. Enter Username 
4. Enter Password 
5. Click Submit 
6. Click on Mental Retardation Quality Management Reporting (HCSIS) hyperlink 

 
To Upload an Intake 

Step Action 
1. Click Tools 
2. Click DPPC 
3. Click Investigations File Upload 
4. Click Browse 
5. Locate and select the Intake file 
6. Click Open 
7. Click Attach File 
8. Click Done 

 
Investigations File Upload Screen 
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 To View a Printable Initial Response 
 
When a new Initial Response has been finalized by a DMR Senior Investigator, an alert will be sent 
with a link to view the Initial Response. 
 

DPPC Alert 
Alert Subject/Title An Initial Response has been finalized by the Senior Investigator. 

 
Alert Trigger User clicks finalize on the Initial Response screen. 

 
Hyperlink 
Destination 

Initial Response Report Notice 

 
 

Step Action 
1. Click Home 
2. Click Alerts 
3. Click on the hyperlink for “An Initial Response has been finalized” for the 

desired Intake to navigate to the Initial Response Report Notice screen. 
4. Click View Report 

 
You can also navigate directly to the Initial Response Report Notice screen without using the alert as 
long as the DMR Case # is known.  The DMR Case # is included in the alert or the user can search 
for the DMR Case # by DPPC Intake #.  See the Searching for a Case section for further information. 
 

Step Action 
        1. Click QM 

2. Click Investigations 
3. Click Notices  
4. Click Initial Response Report 

        5. Enter Case Log # (this may be prepopulated) 
6. Click View Report 

 
NOTE: When there are multiple Initial Responses per DMR case, the user will have to use the Intake 
# Drop Down to select the appropriate DPPC #. 
 
Below is an example of the Initial Response Notice page. 
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Below is a sample Initial Response Report Notice. 
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To View an Approved Screened In Investigation Report 
When an Investigation Report has been approved by a DMR Senior Investigator for a Screened In 
Case, an alert will be sent with a link to view the Investigation Report. 
 

DPPC Alert 
Alert Subject/Title An Investigation Report has been reviewed and approved by the Senior 

Investigator. 
 

Alert Trigger User clicks approve on the Investigation Report screen. 
Hyperlink 
Destination 

Investigation Report Notice 

 
Step Action 

1. Click Home 
2. Click Alerts 
3. Click on the hyperlink for “An Investigation Report has been reviewed & 

approved by the Senior Investigator” 
4. Click View Report 

 
You can also navigate directly to the Investigation Report Notice screen without using the alert as 
long as the DMR Case # is known.  The DMR Case # is included in the alert or the user can search 
for the DMR Case # by DPPC Intake #.  See the Searching for a Case section for further information. 
 

Step Action 
1. Click QM 
2. Click Investigations 
3. Click Notices 
4. Click Investigation Report 
5. Enter Case Log # (this may be prepopulated) 
6. Click View Report 

 

   



  Commonwealth of Massachusetts  
Virtual Gateway                                                                                                     Executive Office of Health and Human Services    
 

 

 

 

V 2.0  DPPC Quick Guide Page 7 

Below is an example of the Investigation Report Notice Screen. 
 

 
 
Below is a sample Investigation Report Notice. 
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To View a Finalized Screened In Investigations Report 
When a Decision Letter is issued by DMR for a Screened In Case, an Alert will be sent to DPPC.  
This alert notifies DPPC that the Senior Investigator has finalized the Investigation Report.  
 

DPPC Alert 
Alert Subject/Title A Decision Letter has been issued by Investigations. 

 
Alert Trigger User clicks save on the Decision Letter screen. 
Hyperlink 
Destination 

Decision Letter Notice 

 
Please follow the instructions below to access the report from the Decision Letter Notice screen. 
 

Step Action 
1. Click Notices 
2. Click Investigation Report 
3. Click View Report 

 
You can also navigate directly to the Investigation Report Notice screen without using the alert as 
long as the DMR Case # is known.  The DMR Case # is included in the alert or the user can search 
for the DMR Case # by DPPC Intake #.  See the Searching for a Case section for further information. 
 

Step Action 
1. Click QM 
2. Click Investigations 
3. Click Notices 
4. Click Investigation Report 
5. Enter Case Log # (this may be prepopulated) 
6. Click View Report 
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View the Action Plan/Resolution Screen 
When an Action Plan/Resolution has been Issued by DMR, an Action Plan/Resolution Issued Alert 
will be sent with a link to view the Switchboard for the case.   The Action Plan/Resolution for the 
case can be accessed from the Switchboard. 
 
Likewise when an Action Plan/Resolution has been Finalized by DMR, a separate alert will be sent 
with a link to view the Switchboard for the case.   The Action Plan/Resolution for the case along with 
its outcomes can be accessed from the Switchboard.  The Alert and instructions for the Action 
Plan/Resolution has been Finalized Alert are included below. 
 

DPPC Alert 
Alert Subject/Title An Action Plan/Resolution has been Finalized 

 
Alert Trigger User clicks Finalize on the Action Plan/Resolution Outcomes page. 

 
Hyperlink 
Destination 

Switchboard 
 

 
 

Step Action 
1. Click Home 
2. Click Alerts 
3. Click on the hyperlink for “An Action Plan/Resolution has been Finalized” 
4. Click the Finalized link on the Switchboard under the Action Plan/Resolution 

Section 
5. Click Continue to view the Action Plan/Resolution Outcomes 
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Below is an example of the Action Plan/Resolution Screen.  
 

 
 
Below is an example of the Action Plan/Resolution Outcomes Screen.  This screen is reached by 
clicking the Continue Button on the Action Plan/Resolution Screen. 
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You can also navigate directly to the Action Plan/Resolution screen without using the alert as long as 
the DMR Case # is known.  The DMR Case # is included in the alert or the user can search for the 
DMR Case # by DPPC Intake #.  See the Searching for a Case section for further information. 
 

Step Action 
1. Click QM 
2. Click Investigations 
3. Click Data Entry 
4. Enter the appropriate Search Criteria 
5. Click Search 
6. Click the Finalized link on the Switchboard under the Action Plan/Resolution 

Section 
7. Click Continue to view the Action Plan/Resolution Outcomes 
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View the Printable Action Plan/Resolution 
When an Action Plan/Resolution has been Finalized by DMR, an alert will be sent with a link to the 
Switchboard for the case.  The Action Plan/Resolution can be viewed from this Switchboard.  A 
printable version of the Action Plan/Resolution for a specific DMR Case # is also available in HCSIS.  
The DMR Case # is included in the Action Plan/Resolution Finalize alert; however, if the user does 
not know the DMR Case #, the user can search for the DMR case # by DPPC intake #.   See the 
Searching for a Case section for further information.   
 

Step Action 
1. Click QM 
2. Click Investigations 
3. Click Notices 
4. Click Action Plan/Resolution Report 
5. Enter Case Log # (this may be prepopulated) 
6. Click View Report 

 
Below is an example of the Printable Action Plan/Resolution. 
 

 
 
Note, this printable Action Plan Resolution Notice is available one day after the Action Plan has been 
finalized. 
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Using the Process Management Screen 
The Process Management screen assists DPPC users in monitoring the cases where an Investigation 
Report is Awaiting Approval from DPPC. 
 

Step Action 
1. Click QM 
2. Click Investigations 
3. Click Process Management 
4. Click the Status field drop-down button 
5. Select Awaiting DPPC Review of Investigation Report 
6. Click Search. 
7. If applicable, select the appropriate link to access the Case Switchboard 

 
Below is an example of the Process Management Screen with results. 
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Searching for a Case 
Users can Search for a case by using the Case Search screen.  To navigate to the Case Search screen, 
follow the steps below.   
 

Step Action 
1. Click QM 
2. Click Investigations 
3.  Click Data Entry 

 
The Investigation Case Search screen appears.  Below is an example of the Investigation Case 
Search screen.  
 

 
 
The following table defines the Case Search criteria: 
 

Case Search Field 
 

Definition 

ALV Last Name Last Name of the ALV associated with the case 
ALV First Name First Name of the ALV associated with the case 
ALV DOB (MM/DD/YYYY) Date of Birth of the ALV in MM/DD/YYYY format 
ALV SSN Social Security Number of the ALV 
ALAB/Reporter Last Name Last Name of the ALAB or Reporter associated with the case 
ALAB/Reporter First Name First Name of the ALAB or Reporter associated with the case 
DPPC Intake # DPPC Intake # associated with the case 
Log # The DMR Case/Log # associated with the case 

 
To search for a case enter the appropriate criteria and click Search. 
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Individual Search 
This feature can be used to determine if an individual is served by DMR.  To navigate to the 
Individual Search screen, follow the steps below.   
 

Step Action 
1. Click Tools 
2. Click DPPC 
3.  Click Individual Search 

 
The Individual Search Screen will then appear.  It is a requirement that either Last Name, SSN, or 
Date of Birth be entered as Search Criteria into this screen. 
 

 
 
Enter as much information about the individual as is known and then hit the Search Button.  One of 
the following three results will be returned: 
 

• No Matches – There is no individual served by DMR that match the search criteria. 
 

• One Match – There is only one individual served by DMR that match the search criteria. 
 

• Multiple Matches – Contact DMR for further information  
 
It is recommended that either (a) SSN; or (b) First Name, Last Name and Date of Birth; or (c) First 
Name, Last Name, and City be used as the Search Criteria.  If Street Address is used, a partial address 
is supported.  For example, entering LEARY for Street Address will include anybody with the string 
“leary” in the street address, such as Cleary St or Leary Ave. 
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To Download an Initial Response 
The ability to download an Initial Response in a Comma Separated File for a particular DPPC # is 
supported. 
 
To navigate to the Initial Response Download screen. 
 

Step Action 
1. Click Tools 
2. Click DPPC 
3. Click Initial Response Download 
4. Enter the DPPC Intake # 
5. Click Download 

 
Below is an example of the Initial Response Download screen. 
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To View A Death Report 
 
When a new Death Report has been approved by Central Office, an alert will be sent with a link to the 
Death Report. 
 

DPPC Alert 
Alert Subject/Title A Death Report has been accepted. 

 
Alert Trigger CO Investigations marks the Death Report as accepted and clicks the 

Finalize button on the Investigation Review screen 
Hyperlink Destination Death Report switchboard 

 
 

Step Action 
1. Click Home 
2. Click Alerts 
3. Click on the hyperlink for “A Death Report has been accepted” to navigate to the 

Death Report Switchboard. 
4. Click the link for Death Report -Initial Review Approval: Approved or Initial 

Review - Finalized/Approved. 
 
You can also navigate directly to the Death Report switchboard without using the Alerts using the 
Search Criteria Screen. 
 

Step Action 
1. Click QM 
2. Click Death Reporting 
3. Click Death Reporting Data Entry 
4. Enter the Last Name and/or SSN and/or DOB 
5. Click Search 
6. Click on the Link for the correct Individual to bring you to the switchboard 
7. Click the link for Death Report -Initial Review Approval: Approved or Initial 

Review - Finalized/Approved 
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Below is an example of the Death Report switchboard. 
 

 
 
Below is a sample Screen from a Death Report. 
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Below is an example of the Initial Review Screen. 
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