Incident Management Quick Guide

Filing an Extension

	Report  Extension page
	

	 To file an Extension – 
e.g., the Individual has been admitted to the hospital and he/she won’t be released until after the Incident Reporting deadlines elapse.
Submit the initial version—
· Log into HCSIS.
· Click the QM tab.
· Choose the IM link.
· Enter Individual’s last name and click Search.  

· Select the Individual; click on their name.
· Select appropriate initial version of incident report and open it.

· Click on Report Extension.
· Enter Reason for Extension.
· Enter Expected Completion Date.* 
· Click Save.
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HCR | IM | Death Reporting | NCI | Investigations | Reports
Event Data Entry | Restricted Access | Report Extension | Filing Process Mgt. | Review Process Mgt.
QM > IM > Report Extension > Report Extension

Search

Individual Information | Name: GILMORE, HAPPY | SSN: XXX-XX-9999 | DOB: 8/18/1980 | Gender: Male | Area Offic:
Incident Information Incident ID: 614 Incident Date: 3/4/2006 Primary Incident Nature: Near Drowning

Select  Reason Expected Completion Date

Extension Detail
Reasons for Extension: N =

Expected Completion Date (MM/DD/YYYY):
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	Note
*Additional report extensions can be created, as needed. 
When searching, if more than one Event ID is listed, click on the appropriate ID.  Remember to click Save after completing the requested information and before leaving the screen.


Page 1 of 1


                              V1.0


