Quick Guide 
For Death Reporting
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VILLIAMS, EDNA XXX-XX-9999  05/21/1671  Female Central Middlesex
/ILLIAMS, NED XXX-XX-9999  05/12/1971  Male Central Middlesex
/ILLIAMS, ROBERT XXX-XX-9999  05/12/1971  Male Central Middlesex
ILLIAMS, TIMOTHY. XXX-XX-9999  05/12/1971  Male Central Middlesex




USER navigates to the Incident Management Data Entry Screen (by clicking QM, then Death Reporting then Death Reporting Data Entry).  
Enter name of individual.
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HCR | IM | Death Reporting | NCI | Investigations | Reports
Death Reporting Data Entry | Review Process Management
QM > Death Reporting > Death Reporting Data Entry > Switchboard

Search

Individual Information Name: CORDERO, PARALLEL | SSN: XXX-XX-4455 | DOB: 05/05/1955 | Gender: Female | Area Office: Springfield/Westfield
Death Information Date of Death: Time of Death:

Death Reporting Documents

Death Report
Create Death Report

Initial Review]y

Central Office Review
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	Note
	Make sure to select the correct person.  

Data entry user must have role authorizing death reporting.
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Check pre-populated information for accuracy.  Changes will need to be made in Meditech before completing death report.
Click to create report.
[image: image7.png]Health and Human Senvices Mass. fov it

i e ]
‘ e —
—=






	[image: image8.png]B wh Mass. fov il




[image: image9.png]Health and Human Services MISS.W%,
wome [ u [ avmin [[roous T

iCR | IM | Death Reporting | NCI | Investigations | Reports
eath Reporting Data Entry.
M > Death Reporting > Death Reporting Data Entry > Switchboard

arch
Printable Death Reporting Summary

e Name: WILLIAMS, SSN: XO0K-XX- DOB: Gend, Area Office: Central
TIMOTHY o 05/12/1971 Mal Middlesex
Death Information Date of Death: 04/07/2006 Time of Death:

Death Reporting Documents.

Death Report
Finalized - Date Created: 04/12/2006

Initial Review
Create Initial Review

Central Office Review
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Printable Death Reporting Summary

Death Reporting Documents
Death Report

Finalized - Date Created: 12/20/2006
Update Death Report

Initial Review
Finalized - Date Created: 12/20/2006 - Approval Status:, roved

Central Office Review







	Note
	This screen is also called the Switchboard.


	
	

	Use this screen to review pre-populated information.   Any changes need to be made in Meditech prior to completing Death Report. 
Complete mandatory fields.
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S —— Name: WILLIAMS, | SSN: XXX-XX- DOB: d:
EDNA o 05/21/1971 nal

Printable Death Reporting Summary

Death Information Date of Death: 01/31/2006 Time of Death:

52005 Commonvealth of Massachusatts

Death Reporting Documents.
Death Report
Einalized - Date Created: 01/31/2006

Initial Review
Finalized - Date Created: 02/01/2006 - Approval Status: Not Approved
Finalized - Date Created: 02/03/2006 - Approval Status: Approved

Central Office Review
Finalized - Date Created: 02/03/2006 - Approval Status:
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 Click Save and Continue to advance to next screen.
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Printable Death Reporting Summary

e Name: WILLIAMS, SSN: XXX-XX- DOB: G Area Office: Central
TIMOTHY 9999 05/12/1971 Male dlesex
Death Information Date of Death: 04/07/2006 Time of Death:

Death Reporting Documents.

Death Report
Finalized - Date Created: 04/12/2006

Initial Review
Finalized - Date Created: 04/12/2006 - Approval Status: Approved

Central Office Review
Create Central Office Review
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Operation successful.
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Printable Death Reporting Summary

e Name: WILLIAMS, SSN: XXX-XX- DOB: Area Office: Central
TIMOTHY 9 05/12/1971 Middlesex
Death Information Date of Death: 04/07/2006 Time of Death:

Death Reporting Documents.

Death Report
Finalized - Date Created: 04/12/2006

Initial Review
Finalized - Date Created: 04/12/2006 - Approval Status: Approved

Central Office Review
Finalized - Date Created: 04/12/2006 - Approval Status: Approved
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	Note
	Save Button –Saves data on the screen if all mandatory fields are filled out.
Reset Button – Clears fields if a Save has not been performed.  Otherwise, sets fields to their last saved value.

Check Spelling – Performs the spell check function.

Save and Continue – Performs a save and continues to next page if successful.  If not, error message appears on top of page.


	
	Death Information

	Complete mandatory Death Information fields.  
Click Save to save data once mandatory fields have been completed.
Click Save and Continue.

	 

	Note
	The Mortality Review can be requested by Reporter.
The drop down menu choice for Type of Location of Death triggers the Mortality Review.  After completing the screen, click Save to trigger the logic before choosing to click Save and Continue.  If there are no amendments to this screen, the mortality review question will not be triggered for an accurate response.

	Complete Reporter Information fields.
Click Save and Continue.
Note
Drop-down menu for Reporter’s Area Office/
Facility.

	


	
	Circumstances of Death

	Complete Circumstances of Death mandatory fields.
See Death Report instructions on DDS website for examples of appropriate documentation. 
Click Save and Continue.

	 

	Note
	Facts and Circumstances of Death is a text box sufficient to write about a page of text.  User can cut and paste from another (e.g. Word) document.

	Complete all mandatory fields. 
If user has role authorizing such, click Finalize.  If not, click Save and Continue.
Death Report will be forwarded to AO Death Reporting designee to finalize and submit to CO
	

	
	DDS Investigations Review

	Investigation Staff reviewer navigates to switchboard and clicks on Create Initial Review
	

	
	DDS Investigations Review

	Investigation Staff reviewer completes mandatory fields, approves or not and clicks Finalize
	


	
	Switchboard

	After Death Report has been finalized at the Initial Review level, regardless of approved or not, update link appears in order to update any information.
	

	Note:
	Update Death Report link should only be selected if there is actual information to update;it is only used for editing and adding new information.

For reading/reviewing report select Printable Death reporting summary only.


	Finalized Death Report not approved at Initial Review.  Sent back to Reporter for correction; [process repeats prior steps].  Re-submitted for Initial review; approved.  Sent to Central Office for review; Finalized/Approved.  
	

	Central Office Review.  User clicks on “Create Central Office Review”
	


	
	Central Office Review

	Central Office Review. User minimally completes at least mandatory fields then Finalizes 
	

	
	Switchboard

	The Death Report is approved and finalized at all levels.  
	


	
	Review Process Management



	Review Process Management

Use this screen to search for a death.
USER navigates to the Review Process Management Screen (by clicking QM, then Death Reporting then Review Process Management).  

Enter date range.  
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Death Reporting Search Criteria

To Date of
From Date of Death Death
(MM/DD/YYYY): * 01/01/2006 (MM/DD/YYYY): 12/04/2006
:
Area Office/Facility: = Region: |
o ] — RN ER—
Required/Requested: Milestone:
Sort By: |
Consumer Date of Date of Area Services Mortality Recent
Name Death Birth Office Coordinator Milestone
N Initial Review
BEAKLEY, Merrimack LINGLEY, " S -
BETINA 01/18/2006 05/12/1971 Valley CHRIS Required Finalized

Approved






	Notes
	Death reporting is by area.  There is no event ID #.  Deaths can be sorted by date of death, mortality review and/or recent milestone.
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