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Chapter 1 – Introduction
HCSIS (Home and Community Services Information System) is part of the Department of Developmental Services Information System and is used by the Department and Providers to help monitor the health and safety of the individuals served.  HCSIS is a web-based information system that includes the following main modules: Health Care Record, Incident Reporting, Death Reporting, National Core Indicators, Investigations, and Reports.
This user guide is designed to be used by DPPC Users.  The alerts that DPPC receives are discussed in the next chapter of this User Guide.  The final chapter describes the options available to DPPC users from the Tools Menu.  For some general information regarding the Investigations Module, please refer to the Introduction to HCSIS Investigations User Guide.  
Before the user can complete any tasks in HCSIS, they must first login to the Virtual Gateway.  The steps needed to do this are given below.
	Step
	Action

	1.
	In a web browser, navigate to https://gateway.hhs.state.ma.us

	2.
	Enter your Username

	3.
	Enter your Password

	4.
	Click Submit

	5.
	From the HHS Portal, click on the Developmental Services Quality Management Reporting (HCSIS) Hyperlink to open up the HCSIS Home Page.


Chapter 2 – Alerts
An alert is an electronic message automatically generated in HCSIS to inform the user of an event that occurred within the system.  All alerts contain hyperlinks that will take the user directly to the appropriate HCSIS screen to view the information related to the alert.

From the HCSIS Home Page, the user can access their Alerts by clicking the Alerts Hyperlink.  If the list of Pending Alerts is too lengthy, an Alert Search Filter can be used to narrow the search results.  The user has the ability to filter their alerts by Subject (Initial Response Finalized) or Module (Investigations).
Alerts will automatically be deleted after a pre-determined timeframe or when a condition is satisfied.  The user also has the ability to manually delete an Alert.  Deleting the Alert only deletes the Alert from the User’s Pending Alerts Screen.  It does not delete the Alert for other users and the user still has the ability to access the information.
The remainder of this chapter describes the Alerts that DPPC Users receive.

Initial Response Finalized Alert

The Initial Response Finalized Alert is generated when the Senior Investigator finalizes an Initial Response.  The following information is included in the Alert Message:
· An Initial Response has been finalized

· Intake #

· Alleged Victim Name (Only one name will be displayed)

· Alleged Victim DOB

· Additional ALV (Yes indicates that there are additional Alleged Victims)

Clicking on the Alert Hyperlink will bring the user to the Initial Response Report Notice Screen.  The following information will be pre-populated on this screen:

· Case Log #

· Intake #

· Report Format

If multiple DPPC Intakes are associated with a single Log #, the user can use the Intake # Dropdown list found on the Initial Response Report Notice Screen to select the Initial Response that they would like to view.

Clicking the View Report Button allows the user to either: Open the Initial Response Notice or Save the notice to Disk.

Investigation Report Approved Alert

The Investigation Report Approved Alert is generated when the Senior Investigator approves a Screened In Investigation Report.  The following information is included in the Alert Message:

· An Investigation Report has been reviewed & approved by the Senior Investigator
· Log #

· Intake #

· Alleged Victim Name (Only one name will be displayed)

· Alleged Victim DOB

· Additional ALV (Yes indicates that there are additional Alleged Victims)

· DPPC Screening Decision

Clicking on the Alert Hyperlink will bring the user to the Investigation Report Notice Screen.  The following information will be pre-populated on this screen:

· Case Log #

· Report Format

Clicking the View Report Button allows the user to either: Open the Investigation Report Notice or Save the notice to Disk.

Investigation Report Finalized Alert

The Investigation Report Finalized Alert is generated when the Senior Investigator finalizes a Screened In Investigation Report.  The following information is included in the Alert Message:

· An Investigation Report has been finalized by the Senior Investigator
· Log #

· Intake #

· Alleged Victim Name (Only one name will be displayed)

· Alleged Victim DOB

· Additional ALV (Yes indicates that there are additional Alleged Victims)

· DPPC Screening Decision

Clicking on the Alert Hyperlink will bring the user to the Investigation Report Notice Screen.  For instructions on how to view or save the report, please see the section above (Investigation Report Approved Alert).

Action Plan/Resolution Issued Alert

The Action Plan/Resolution Issued Alert is generated when the Area Office issues an Action Plan for a Screened In Investigation Case.  The following information is included in the Alert Message:

· An Action Plan/Resolution has been issued
· Log #

· Alleged Victim Name (Only one name will be displayed)

· Alleged Victim DOB

· Additional ALV (Yes indicates that there are additional Alleged Victims)

Clicking on the Alert Hyperlink will bring the user to the Investigation Switchboard Screen for the case.  A printable version of the Action Plan exists in HCSIS; however, it is not available until the day after the alert is generated.  Follow the steps below in order to access this printable version. 
	Step
	Action

	1.
	Click on the Notices Link which is the right most option on the third level menu.

	2.
	Click on the Action Plan/Resolution Report Link.

	3.
	Click on the View Report Button.

	4.
	The user will then be given the option of either (a) opening the Action Plan Notice or (b) saving the notice to Disk.


Please remember that you need to wait a day before attempting to access the Action Plan/Resolution Report Notice.  If you do not, you will receive the following message when you click on the View Report Button:

The selected report parameters yielded no results from the database.

Action Plan/Resolution Finalized Alert

The Action Plan/Resolution Finalized Alert is generated when the Area Office finalizes an Action Plan for a Screened In Investigation Case.  The following information is included in the Alert Message:

· An Action Plan/Resolution has been Finalized
· Log #

· Intake #

· Alleged Victim Name (Only one name will be displayed)

· Alleged Victim DOB

· Additional ALV (Yes indicates that there are additional Alleged Victims)

· Screening Decision

Clicking on the Alert Hyperlink will bring the user to the Investigation Switchboard Screen for the case.  For instructions on how to view the Action Plan, please see the section above (Action Plan/Resolution Issued Alert).

A Death Report Has Been Accepted Alert

The Death Report Has Been Accepted Alert is generated when Investigations approves a Death Report.  The following information is included in the Alert Message:

· A death report has been accepted
· Name

· Age at Death

· Date Submitted

Clicking on the Alert Hyperlink will bring the user to the appropriate Death Reporting Switchboard Screen.  From this screen, click on the Printable Death Report Summary Hyperlink to view a printable version of the Death Report.  

Chapter 3 – Tools
There are a number of utilities specifically designed for DPPC.  These utilities are all available from the Tools Menu.  To access this menu from Home Page, please follow the instructions below:

	Step
	Action

	1.
	Click on Tools.

	2.
	Click on DPPC.


The options available from this menu are described in the remainder of this chapter.

Investigations File Upload

This utility allows the user to upload into HCSIS a comma-separated file of Intakes that was created from DPPC’s internal database.  The uploading of Intakes is currently being performed by the Department of Developmental Services Central Office Investigations Unit.  If at a future date you wish to begin utilizing this tool, please contact the Central Office Investigations Unit.

 Initial Response Download

The ability to download an Initial Response into a comma separated file for a particular DPPC # is available in HCSIS.  This tool is currently not being used.  If at a future date, you wish to begin utilizing this tool please contact the department’s Help Desk.
Individual Search

The Individual Search Utility can be used to determine if an individual is served by the Department.  When this utility is selected, the Individual Search Screen will be displayed.  Below is a list of the fields that are available as Search Criteria.  

	Field
	Description

	Last Name
	The Last Name of an Individual.

	First Name
	The First Name of an Individual.

	SSN
	An Individual’s Social Security Number.

	Date of Birth
	The Date of Birth of an Individual.

	Street Address
	The Street Address of an Individual.

	City
	The City of an Individual.


The user must enter the Individual’s Last Name, or SSN, or Date of Birth before clicking the Search Button.  One of the following three results will be returned:

· No Matches – There is no individual served by the Department that match the Search Criteria.

· One Match – There is only one individual served by the Department that match the Search Criteria.

· Multiple Matches – Contact Investigations for further information.

Since the goal is to find one match, as much information as is known about the individual should be entered.  It is recommended that either: (a) SSN; or (b) Last Name, First Name, and Date of Birth; or (c) Last Name, First 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 anyone with the string “leary” in the street address, such as Cleary Street or Leary Ave.
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