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This document serves as a quick reference guide for creating, updating, and finalizing Health Care 
Records (HCRs). 

Roles and Responsibilities  
 Provider: Responsible for updating the HCRs of individuals for whom they deliver residential 

services.  Responsibility is based on the service an individual is receiving, as indicated in the 
reference document “Services Requiring a HCR Update”. 

 
 Area Office [SC, SC Supervisor]: Responsible for viewing the HCRs finalized by providers.  

Accessing the QM HCR Module in HCSIS 
This is the homepage for HCSIS. Click on the “QM” tab at the top of the page to access the QM module. 
 

 
 

Accessing the Individual Search Screen  
Click on the HCR link. 
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Click on the HCR Data Entry link and the system will bring you to the Individual Search Screen.  
 

 
 
 
You can search using any of the search criteria displayed in the screen below 
 

 
 
Enter your search criteria and click “Search”. 
 

�
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Selecting the Individual  
User clicks on a name listed. 
 

 

Creating New HCR 
If the previous HCR has been finalized and is “Closed”, then the user clicks on the “Create a New HCR” 
button.    
 

  

Updating HCR 
To update an “Open” HCR, the user clicks on the HCR ID link for the open HCR. 
Note: If HCR is not yet finalized, HCR will appear as “Open” status.  
 

�
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User is directed to the HCR Switchboard and clicks the “Created/In-Progress” link.  
 

  

Basic Information Screen 
The Basic Information screen appears with data pre-populated from MEDITECH, where possible.  
User enters all mandatory fields on all screens. Use Save and Continue to navigate through all the 
screens or pages—see other navigation options below. 
Note: mandatory fields are identified with a red asterisk. Some fields are conditionally mandatory, based 
on what was answered earlier. 
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Note: After saving, check that the “Operation Successful” message appears at the top of the screen.  If 
not, look for data entry errors indicated in next to the data fields on the screen.  
 
Navigation Via “Go To” Screen  
Select page in the drop-down list, and Click Go. 
 

 

 

Note: There are nineteen separate screens 

Contact Emergency and Pharmacy Screen  
Enter information and click Save.  Click Add to add multiple contacts.  Save and Continue will take you 
to the next screen.  Note— you do not need to go through all screens, use “Go To” to advance screens. 
Use the following method to navigate through any screen where the user must add information as in 
Contacts, Allergies, Medications, etc. 
Note: Important: if there are no medications, allergies and/ or contacts to add, skip over the pages, using 
Go To drop-down.  
 

 
�
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Current Medical Problems and Diagnoses Screen 
User must select any diagnoses which an individual has.  Medication records on the Medications list 
screen will now only be allowed to be linked to selected diagnoses.  Any diagnosis selected on this 
screen will appear as a possible Reason for prescription on the Medications List screen. 

 

�

Allergies Screen 
User enters all mandatory fields on the Allergy screen and clicks the Save button.  If there is nothing 
more to add, use the Go To drop-down to go to the screens desired.  
Note: Important: if there are no medications, allergies and/ or contacts to add, skip over the pages, using 
Go To drop-down.* 
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To add more allergies, choose Add.  If there is only one allergy to add, use Save and Continue to go to 
next screen. 
 

 
 
 

Follow-Up Hyperlinks  
Here’s an example of one of the many follow- up screens. By clicking on the follow-up hyperlink, the 
follow-up window appears.  Follow-ups are used to enter notes.  For example, an individual develops a 
new medical condition and needs a referral for specialized medical care. 
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Medication List Screen 
To add a medication on the medication list screen, the User clicks the Add button. 
 

�
 
 
Note: After clicking the Add button a search window will appear. Medications are based on the Mass 
Health Formulary.  
 

Medication Search Screen 
User enters the first few letters of the medication in the Medication Name field and clicks Search 
button. A list of medications will appear.  User clicks button adjacent to the medication and clicks Select. 
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Medication List, continued  
 
User enters all mandatory fields on the Medication list screen and clicks the Save button. 
Follow the same process if you want to add another medication. 
When finished adding medications click Save and Continue.   
 

 
 
Note: The reason for the prescription drop-down will now only contain diagnoses that have been selected 
on the “Current Medical Problems and Diagnoses” screen.  

 
Verifying and Finalizing    
 
When the user has completed all the screens in HCR, answer verification questions and finalize the HCR 
record. This must be done in conjunction with the annual ISP review.  HCSIS will not allow you to finalize 
if information is incomplete.  For example, this screen indicates that  
 
“Questions on the following screens must be answered prior to finalization of the HCR.” 
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Diagnosis and Medication List Verification Message  
 
Note: This screen indicates that there is a mismatch between Medical diagnoses selected on the Current 
Medical Problems and Diagnoses Screen and Reasons for prescriptions entered on the Medications List 
screen.  
 

 
 
 
HCSIS will also prevent you from finalizing if you have any medication records without stop dates that are 
not linked to selected diagnoses. The validation message shown above tells the user which diagnoses 
are causing the validation failure.   
 

Verification and Finalization Screen  
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If the user has access to enter data only, he will see only the Save button.  In this case, answer all fields 
necessary and click “Save”.   Hint: Click the Search link to create/ update a HCR for another individual. 
 
If the user has access to finalize, after finding the individual through HCR Search, Add the reason to the 
update and click Save and Continue.  Using Go-To drop menu, select Verification and Finalization, 
and Click Go. 
 

 

Enter all fields required; (Give a name to finalize, as in ISP 2008).  Click Finalize button.  
Note: To create or update another HCR click the “Search” link.   

Printable Information 
Once the HCR is finalized, the user can choose to view and/or print the HCR Printable Summary and/or 
the HCR Printable Forms by clicking on the View buttons on the Switchboard screen. 
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Printable Summary 

Following is an example of one of the printable documents:  

 

 
 
 


