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Chapter 1: Overview
HCSIS (Home and Community Services Information System) is part of the Department of Developmental Services Information System (DDSIS) used by DDS staff and Providers to help monitor the health and safety of the individuals served.  HCSIS is a web based information system and includes: Incident Management, Medication Occurrence Reporting, Restraint Reporting, Death Reporting, Investigations, Health Care Record, and National Core Indicators.  This User Guide deals with the Health Care Record component only.
Purpose

This User Guide will show Providers, Human Services Coordinators and Area Office staff how to use HCSIS to enter and maintain an individual’s Health Care Record (HCR).
Organization of User Guide
Each chapter of this User Guide is organized as follows:

· Course Map - highlights the position within the User Guide
· Learning Objectives - describes what you will be able to do after completing the chapter

· Steps and Action - shows what to do to accomplish the learning objectives

Background

The Commonwealth of Massachusetts Department of Developmental Services (DDS) and providers maintain health care data in the HCSIS Health Care Record module for the individuals they serve who participate in the Individual Service Plan (ISP).
Events that require the creation of a new HCR are:

· The approach of an ISP Review

· Transfer of the individual from a intermediate care facility to a residential provider

· A significant change in the individual’s health

Screens in the Health Care Record
The Health Care Record is made up of 19 screens and HCSIS will display the screens in the order shown below although it is possible to move between screens within the document.
	Screen Names

	1. Basic Information
	11. Past Medical History (PMH) – DDS Release

      Contacts

	2. Contacts – Emergency and Pharmacy
	

	3. Medications List
	12. PMH – Surgical, Trauma, and Hospitalizations

	4. Allergies
	13. PMH – Gynecologic

	5. Current Medical Problems and Diagnoses
	14. PMH – Medical and Psychiatric

	6. Functional Status
	15. PMH – Evaluations

	7. Special Needs
	16. Family History – Part 1

	8. Contacts – Healthcare Providers
	17. Family History – Part 2

	9. Demographics
	18. Verification and Finalization

	10. Immunizations/TB Testing
	19. Follow-Up Summary


Detailed instructions on how to complete these screens are included in this User Guide.  For specific information related to logging in and navigating in HCSIS, please refer to the DDS home page under Key Initiatives then under HCSIS and Health Care Record for a Quick Guide, instructions, etc. 

Health Care Record Process Flow
 SHAPE  \* MERGEFORMAT 
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Chapter 2: Search for an Individual’s Health Care Record
Course Map 
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Learning Objectives

At the completion of this chapter, users with the appropriate role assignment will be able to search for individuals and view their Health Care Records.

Searching for an Individual’s Health Care Record
This chapter describes how to search for an individual’s Health Care Record in HCSIS. Subsequent chapters refer to these steps as the starting point for completing and viewing the Health Care Record.
The Individual Search Screen
Follow the steps below to access an individual’s Health Care Record. 

	Step
	Action

	1.
	Login to HCSIS

	2.
	Navigate to the Individual Search screen using the following menu path: QM ( HCR ( HCR Data Entry


The Individual Search screen appears.  The following is an example of the Individual Search screen.
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Follow the steps below to access an individual’s Health Care Record. 

	Step
	Action

	3.
	Enter the information on the screen

	4.
	Click Search


The search results appear in the View/Edit Health Care Record screen.  The search may return a single individual or multiple individuals.
When Search Returns a Single individual

The picture above is an example of the View/Edit Health Care Record screen when the search produces a single match.
Follow the steps below to access an individual’s Health Care Record. 

	Step
	Action

	5.
	Look at the Individual Information section to verify that this is the right person.  If not, click Search and return to Step 3

	6.
	Click on the underlined Individual’s name, or hyperlink.


The View/Edit Health Care Record screen appears.  The example below closed Health Care Records.  A status of “Closed” allows the user to Create a New HCR..:
[image: image5.png]Health and Human Services Mlss.quﬁ

HCR Data Entry
QM > HCR > HCR Data Entry > View/ Edit Healthcare Record

Last Name: [smith First Name:
SSN: DOB (MM/DD/YYYY):

Search ] |Reset

Individual Information: Name: SMITH, JOHN | Gender: Male | SSN: XXX-XX-6756 | DOB: 10/10/1910 1SP Date: 09/13/2006 Area Office: Berkshire

Create A New HCR

7493 DECEMBER 2009 ISP Closed  NCI Data Entry Role, Ch. River West COMMUNITY LIVING ASSOCIATION 12/4/2009 12:25:57 PM
150 15P Closed  JONES, EDDIE COMMUNITY LIVING ASSOCIATION 3/14/2008 2:06:05 PM






Aspects to the View /Edit HCR screen

· HCR ID– This is a unique identifier for the Health Care Record..When opened, if “closed”the record will be read only and if “in progress” the document will be editable.
· Description- Name given to identify the Health Care Record

· Status– Displays whether a record is “Closed” (has been finalized) or is “Open” (In progress and needs to be finalized)
· Finalized By– Displays who finalized the record
· Finalized By Organization- Names which organization finalized the record
· Finalized Date- The date and time of when the record was finalized.
Create a New HCR
By clicking on the Create a New HCR button, you create a new Health Care Record for an individual. 
Follow the steps below to access an individual’s Health Care Record. 

	Step
	Action

	7.
	Click Create a New HCR


When the Search Returns Multiple Individuals
Depending on the search criteria used, HCSIS may display more than one match.  In this example, the search was completed using Last Name only.   
The bottom part of the screen expands to show the search results.  The following is an example of the Individual Search screen when the search identifies multiple individuals that meet the search criteria.
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Follow the steps below to access an individual’s Health Care Record. 

	Step
	Action

	8.
	Click the name of the appropriate individual 


The View/Edit Health Care Record screen appears.  The following is an example of the View/Edit Health Care Record screen.  Notice the status displayed, both “open” and “closed” is depicted. 
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Follow the steps below to access an individual’s Health Care Record. 

	Step
	Action

	9.
	Look at the Individual Information section to verify that this is the right person.  If not, click Search and return to Step 3

	10.
	Click the Create a New HCR button


When the Search Returns an Individual for Whom an HCR Does Not Yet Exist
In the examples above, both individuals already have Health Care Records saved in HCSIS.
For individuals for whom a Health Care Record has not yet been created, the screens look different 
The following is an example of the View/Edit Health Care Record screen for an individual for whom a HCR has not yet been created.
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This screen is different from the previous View/Edit Health Care Record screens in these ways:
· No information appears below the gray header. 
· View the HCR Printable Summary hyperlink does not appear
· View the HCR Printable Forms hyperlink do not appear
· There are no Closed or In Progress links
Whether a Health Care Record already exists for the individual or not, the process is the same for creating or updating the HCR.

Follow the steps below to access an individual’s Health Care Record. 

	Step
	Action

	11.
	Click Create a New HCR


Then, HCSIS displays the first screen of the individuals Health Care Record: Basic Information. 
Update an Open HCR 

An individual’s Health Care Record may be updated by someone with data entry access.  The record may be saved and updated periodically; if needed, although only staff with access to finalize may finalize the record.  Once the record has been finalized it will appear closed on the HCR Switchboard.  

To update a Health Care Record that is open and in progress, follow the steps below. 
	Step
	Action

	1.
	Login to HCSIS

	2.
	Navigate to the Individual Search screen using the following menu path: QM ( HCR ( HCR Data Entry

	3.
	Enter the information on the screen

	4.
	Click Search

	5.
	Click on the underlined Individual’s name, or hyperlink.

	6.
	Click on the HCR ID to open a record.  User is directed to the Switch Board.

	7.
	Click on the Created In-Progress link to enter data into the record.


The following is an example of an individual with two Health Care Record listings: one is closed and the other is open. 
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Meanwhile, a status of closed displays a record that cannot be edited and is read-only.  Often, this displays an older record, one that may have been used for the Individual Service Plan (ISP) meeting last year, for instance. 

The Health Care Record Switch Board

The Health Care Record Switch Board Screen appears when a record is open.  It displays a hyperlink to the in progress record, showing the date created, and the date of the last update along with the name of the person who updated it.  Links are displayed for the following: the HCR Printable Summary, the HCR Printable Form and the HCR Condensed Form.  (Please note you will find more information about each of the items listed in the “Viewing Records” chapter.)
The following is an example of the HCR Switch Board.
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Please note: You may click the Search link on the screen to search for another individual’s record. 
 Summary: Search for an Individual’s HCR
For easy reference, a summary of the search steps in this chapter appears below.
	Step
	Action

	1.
	Login to HCSIS

	2.
	Navigate to the Individual Search screen using the following menu path: QM ( HCR ( HCR Data Entry ( Individual Search.

	3.
	Enter the information on the Individual Search screen.

	4.
	Click Search.  The search results appear.

	5.
	Click the name.  The View/Edit Health Care Record screen appears.

	6.
	Click Create a New HCR.  The Basic Information screen appears.

	7.
	Or, if open click on the HCR ID to proceed to the Switch Board to view in progress record. 
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Chapter 3: Create a New Health Care Record
Course Map 
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Learning Objectives

At the completion of this chapter, users with the appropriate role assignment will be able to update an individual’s Health Care Record in HCSIS.

Create HCR 

Chapter 2 described how to search for an individual’s Health Care Record (HCR).  This chapter describes how to update the screens that make up an individual’s Health Care Record.

The process is the same whether creating a Health Care Record from scratch or updating an existing Health Care Record.  The difference is that when creating a Health Care Record, the data fields start off empty.
This chapter presents the Health Care Record screens in the order HCSIS presents them, starting with the Basic Information screen.  To see the sequence, click the Go to drop-down arrow on most Health Care Record screens.
Moving Among Screens in This Chapter

In this chapter the data entry person, after completing the last steps on a screen, clicks Save and Continue rather than Save.  The difference is:
· Save and Continue saves the information entered and takes the user to the next screen 
· Save saves the data entered and continues to display the same screen
To go directly to a screen other than the next screen in the sequence, use the Go to drop-down list but be sure to first Save the current screen.
Basic Information Screen 
The Basic Information screen is the first screen in the Health Care Record.  The screen displays demographic (MEDITECH) information about the individual and captures information about the provider completing the Heath Care Record.
The following is an example of the Basic Information screen.
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NOTE:

· Clicking the Create a New HCR button on the View/Edit Health Care Record screen (see Chapter 2) refreshes the demographic data pre-populated from MEDITECH.
· MEDITECH data cannot be edited in HCSIS.  If there are errors, contact the Area Office.  The Follow-Up link is a convenient way to do this, as will be discussed in Chapter 4.

Follow the steps below to update the Basic Information screen.
	Step
	Action

	1.
	Follow steps 1 – 6 in the Summary at the end of Chapter 2 to view the Basic Information screen

	2.
	Check the accuracy of the MEDITECH data and contact the Area Office if there are errors

	3.
	Enter the information on the screen

	4.
	Click Save and Continue 


Each time the Save and Continue button is clicked, HCSIS:

· Saves the data entered

· Displays the next screen in the Health Care Record  
· Displays an Operation Successful message

Contacts – Emergency and Pharmacy Screen

The following is an example of the Contacts – Emergency and Pharmacy screen. 
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Follow the steps below to complete the Contacts – Emergency and Pharmacy screen*.

	Step
	Action

	1.
	Enter the information on the screen

	2.
	Click Save and Continue


*NOTE:

· If adding more than one contact, select Save (rather than Save and Continue) and add another contact.  When all contacts are added then click Save and Continue. 

· Also, please note if no Contact needs to be added skip over this screen using the Go To drop-down.

Medications List Screen
The following is an example of the Medications List* screen.
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In this example, only the Add button appears (no Edit and Delete buttons) because there are no medications in this individual’s Heath Care Record.  After the first medication has been added, Edit and Delete buttons appear next to the Add button.
Add a Medication

Follow the steps below to add a medication to the Health Care Record.
	Step
	Action

	1.
	Click Add


HCSIS displays the Medication Search screen.  The following is an example of the Medication Search screen.

*NOTE:

· *Important: if there are no medications, allergies and/ or contacts to add, skip over the pages, using Go To drop-down list.
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HCSIS requires a search of its database for the medication.  If the medication is:

· Already in the database, HCSIS will copy the information to the Health Care Record
· Not in the database, HCSIS will prompt for the required information.
The Medications List is the only HCR screen that requires a search.
Follow the steps below to add a medication.

	Step
	Action

	2.
	On the Medication Name line, enter part or the entire medication name.  In this example, search for lovasatin by entering “lova”

	3.
	Click Search


The bottom of the Medications Search screen expands to show the search results.  The following is an example.
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In this example, the screen displays three medications which match the search criteria entered. 
Follow Steps 4 – 7 if the desired medication appears on the list.  Otherwise skip to Step 8.
If the Desired Medication Appears
Follow the steps below to add a medication.

	Step
	Action

	4.
	Click the radio button to the left of the medication name.  

	5.
	Click Select


The Medications List screen appears.  The following is an example.
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Follow the steps below to add a medication.

	Step
	Action

	6.
	Enter the information on the screen

	7.
	Click Save


HCSIS:

· Adds the data just entered to the Medications List screen just above the Add button
· Inserts Edit and Delete buttons next to the Add button 
· Saves the data entered
· Displays an Operation Successful message

· Continues to display the Medications List screen

The following is an example of the Medications List screen after a medication has been added and saved.
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	Step
	Action

	8.
	To add more medications, repeat Steps 1 – 7 above


The example above shows how the user adds a medication to the HCR when the medication is already in the HCSIS database.  The following example shows what to do when the medication is not in the database.

NOTE:
· If adding more than one medication, select Save (rather than Save and Continue) and add another medication.  When all medications are added then click Save and Continue. 

If the Desired Medication Does Not Appear

If the Search at Step 3 is unsuccessful (meaning the medication is not already in the HCSIS database), the screen that appears is different from the one after Step 3 above.
In this example, assume the search is for a medication named Nutrabio, which is not in the HCSIS database.  A Search for Nutrabio in Step 3 would cause the following screen to appear.
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Follow the steps below to add a medication.

	Step
	Action

	8.
	Click the radio button next to Other

	9.
	In the If Other, please specify field, enter the name of the medication

	10.
	Click Select


The Medications List screen appears.  The following is an example of the Medications List screen.
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Follow the steps below to add a medication.

	Step
	Action

	11.
	Enter the information on the screen

	12
	Click Save


The following is an example of the Medications List screen after a medication has been added and saved.
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To add another medication, repeat Steps 1 – 3 and proceed as appropriate based on the search results.
When the user adds a new medication, that medication does not automatically become part of the HCSIS medications database.  But if the medication comes to be used by many individuals, DDS will consider adding it to the database.
Edit a Medication

In this example, change Nutrabio’s Frequency from three times daily to two.

Starting with the screen above, follow the steps below to edit medication details in the HCR
	Step
	Action

	1.
	Click the radio button next to the medication to be edited

	2.
	Click Edit


HCSIS inserts the medication details into the editable fields at the bottom of the screen

Follow the steps below to edit details about a medication in the HCR.

	Step
	Action

	3.
	Update the information on the screen

	4. 
	Click Save


NOTE:  The person entering the information can edit all fields except the Medication Name
The following is an example of the Medications List screen after the Edit.
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To edit more medications, repeat Steps 1 – 4.

Delete a Medication
In this example, delete Nutrabio from the Medications List.

Starting with the screen above, follow the steps below to delete a medication.

	Step
	Action

	1.
	Click the radio button next to the medication to be deleted

	2.
	Click Delete


HCSIS:

· Deletes the medication from the screen.  There is no confirmation message
· Saves the data entered

· Displays an Operation Successful message

· Continues to display the Medications List screen

The following is an example of the Medications List after the Delete
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To delete more medications, repeat Steps 1 – 2.

When finished with the Medications List, proceed to the next screen.
	Step
	Action

	3.
	Click Save and Continue


Allergies Screen
The following is an example of the Allergies screen.
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There are currently no allergies recorded in this individual’s HCR.

Add an Allergy

In this example, follow the steps below to add information about an allergy.
*NOTE:

· (Please note if no Allergy needs to be added skip over this screen using the Go To drop-down.)  
	Step
	Action

	1.
	Enter the information on the screen

	2.
	Click Save


The following is an example of the Allergies screen after an allergy has been added and saved.
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To add more allergies, follow the steps below.
	Step
	Action

	3.
	Click Add

	4.
	Enter the information on the screen

	5.
	Click Save


Edit or Delete an Allergy
The steps to Edit or Delete allergy information are similar to the steps for editing and deleting medications above.

The following screen summarized the steps to Edit and Delete an allergy.
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When finished with the Allergies screen, proceed to the next screen.

	Step
	Action

	6.
	Click Save and Continue


Current Medical Problems and Diagnoses Screen
The following is an example of the Current Medical Problems and Diagnoses screen.

[image: image28.png]d Diag p =181
e gt uen rmas s e | &

Qs - © - ¥ A D P deraons @3- LS [J vl

Adcress [ ] o rciswt.dr statema.usihcsi ot pgm/sp/UTSUR. ASPPageID=40508DCh=12308CSISDBToken=6 10399 10106 1531181126 163723223018 16 163386+46 7] (3 60| Lk »\@ -
Y1 -2 [ 00 lsecue| |2 Bi- @ | Civyweb - (Ivai ~ @MyYahoo! - o Games - 4 Personaks + ¥ Olympics ~

Health and Human Services Mlss.qot/g”
[wome [an ['omin [voos

HCR | IM | Death Reporting | NCI | Investigations | Reports
HCR Data Entry | Update Log
QM > HCR > HCR Data Entry > Current Medical Problems and Diagnoses

Search

Individual Information: | Name: BROWN, KENT | Gender: Male | SSN: XXX-XX-9999 | DOB: 05/12/1971 | Area Office: Central Middlesex [

o To: [Current Medical Problems and Diagnoses. =

Neurologic
Medical Problem/Diagnosis from MEDITECH (Cerebral - Eollow-Up
Palsy, Epilepsy / Seizure Disorder, Alzheimer's
Disease):
Neurologic Medical Problem/Diagnosis: ¥ Other Eollow-up
1f Other, please specify: [eaacres | Eollow-Up
Cardiovascular
Cardiovascular Medical Problem/Diagnosis: I Coronary Artery Disease Eollow-Uy

I Congestive Heart Failure

I Hypertension

I Other
1f Other, please specify: I Eollow-Up
Respiratory
Respiratory Medical Problem/Diagnosis: I Pneumonia Eollow-U,

I Asthma

™ copp

I Recurrent Infection

I Aspiration





[image: image29.png]=181

O 0 5 (&) ] o @[ 5 W B

Adcress [ €] s rciswt.dr statema. st otpgm/asp/UTSUR. ASP PagelD=40508DC = 12308HCSISDBToken=6 10699 10106 1531181126 163723223015 16 163386+40 x| (3 G0 | ks [ -

e mt yen Fmvotes Lok be | &

Y- 2- =] search et +| 2 Bf- @ | Ryweb - oMl - @My Yohoo! - o Games -~ @ Personals + % Ohmpics ~ »
™ Recurrent Infection =
I Aspiration
™ other
If Other, please specify: Eollow-Uy
‘Gastrointestinal
Gastrointestinal Medical Problem/Diagnosis: ™ GERD Eollow-Uy
™ Dysphagia
I Constipation
™ other
If Other, please specify: — Follow-Up
Musculoskeletal
Musculoskeletal Medical Problem/Diagnosis: ™ Arthritis Eollow-Uy
I Osteoporosis
™ other
If Other, please specify: —— Follow-Up
Kidney/Urinary
Kidney/Urinary Medical Problem/Diagnosis: ™ Renal Insufficiency / Failure Eollow-Uy
I Urinary Retention
™ Recurrent Infection
™ other
If Other, please specify: — Follow-Up
Cancer/Neoplasm
‘Cancer/Neoplasm Medical Problem/Diagnosis: ™ Lung Cancer Eollow-Uy
I Prostate Cancer
™ stomach Cancer
™ Colon Cancer
™ Esophageal Cancer
I Pancreatic Cancer
I Liver Cancer





Screen continues on next page.
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Follow the steps below to update the Current Medical Problems and Diagnoses screens.
	Step
	Action

	1.
	Enter the information for the individual on the screen


NOTE:
· The user entering the information can check more than one box per category.  For example, in the Cardiovascular category, check both Coronary Artery Disease and Congestive Heart Failure.
· This screen has no required fields.  If the user entering the information leaves all fields blank, HCSIS will prompt for an explanation before finalizing the record..
	Step
	Action

	2.
	Click Save and Continue


Functional Status Screen
The following is an example of the Functional Status screen.
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Screen continues on next page.
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Follow the steps below to update the Functional Status screens.

	Step
	Action

	1.
	Enter the information for the individual on the screen

	2.
	Click Save and Continue


Special Needs Screen
The following is an example of the Special Needs screen.
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search
Go To: [Spedarnesds e
Usual Response to Medical/Dental Exams: * [Cooperates =1 Eollow-Up.
Sedation for clinical visits : = No - Eollow-Up
1f Yes, what type of clinical visit: —— Follow-up
If Yes, please explain the type of sedation used: ——— Follow-Up
‘Special positioning required for examination : = vo - Eollow-Up
1f Yes, please explain: —— Follow-Up
Double staffing required for assistance with exams :  * [fio - Eollow-Up
1f Yes, please explain: —— Follow-Up
Requires limited waiting periods for exams: = vo - Eollow-Up
Appointment Schedule Preference: “ [ prefers early day appointment Follow-Up
I Prefers end of day appointments
I Unknown L
‘Special communication device/method : = e - Follow-up
1f Yes, please explain: —— Follow-Up
Pain Response: * [Normal =] Eollow-Up.
1f Unique, please explain: —— Follow-Up
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Search
Individual Information: | Name: BROWN, KENT | Gender: Male [ SSN: XXX-XX-9999 | DOB: 05/12/1971 | Area Office: Central dlesex
Go To: [Special Nesds = [co
Usual Response to Medical/Dental Exams: * [Cooperates = Follow-Up
Sedation for clinical visits : * o - Eollow-Up
If Yes, what type of clinical visit: — Follow-Up
If Yes, please explain the type of sedation used: — Follow-Up
Special positioning required for examination : = o = Eollow-Up
If Yes, please explain: — Follow-Up
Double staffing required for assistance with exams :  * [No = Eollow-Up
If Yes, please explain: — Follow-Up
Requires limited waiting periods for exams: = o = Eollow-Up
Appointment Schedule Preference: “ ¥ Prefers early day appointment Follow-Up
™ Pprefers end of day appointments.
™ Unknown
Special communication device/method : * o - Follow-Up
If Yes, please explain: — Follow-Up
Pain Response: * [Normal = Follow-Up
1f Unique, please explain: Follow-Up
Reset | | Save Save And Continue
User ID: agreen
£2005 Commenvealth of Massachusetts Monday, Fabrusry 13, 2008 4119 P el o S e A DT
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Follow the steps below to update the Special Needs screen.
	Step
	Action

	1.
	Enter the information for the individual on the screen

	2.
	Click Save and Continue


Contact – Healthcare Providers Screen
The following is an example of the Contacts – Healthcare Providers screen.
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HCR | IM | Death Reporting | NCI | Investigations | Reports

HCR Data Entry | Update Log

QM > HCR > HCR Data Entry > Contacts - Healthcare Providers

Search
Individual Information: Name: SMITH, JOHN Gender: Male SSN: XXX-XX-6756 DOB: 10/10/1910 Area Office: Berkshire
Go To: [Contacs - reakheare Providers ==
Name: Contact Type: Phone Number:
& DR. WOOTEN NEUROPSY 515-832-2218
© DR. YOUNG Intemist 316-729-8635
Add | Edit] | Delete
Contact Information
Contact Type: NeuRoPSY Eollow-Up
Name (Contact Person or Organization): [or. wooTen Eollow-Up
Street Address 1: [11605 LYNX AVE, APT 101 Eollow-Up
Street Address 2: [SUTTE 2488 Eollow-Up
City: [wessTer crrv Eollow-U,
State: Towa Eollow-Up
2zip: 505952636 Eollow-U,
Phone Number (123-456-7890): Fise22218 Eollow-Up
Fax Number (123-456-7890): Eollow-Up
Reset| save Check Spelling Save And Continue




Follow the steps below to view contact information for healthcare providers.
	Step
	Action

	1.
	In the Name column, click the radio button next to the name of the desired health care provider 


HCSIS refreshes the bottom part of the screen with contact information for the provider selected.  This data is from MEDITECH and is read-only in HCSIS.

Follow the steps below to view contact information for healthcare providers.

	Step
	Action

	2.
	Review the contact information

	3. 
	If there is an error in the health care provider information, contact the Area Office to request and update

	3.
	Click Save and Continue


NOTE:

· If adding more than one contact, select Save (rather than Save and Continue) and add another contact.  When all contacts are added click Save and Continue. 

· Also, please note if no Contact needs to be added skip over this screen using the Go To drop-down.

Demographics Screen
The following is an example of the Demographics screen.
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HCR | IM | Death Reporting | NCI | Investigations | Reports
HCR Data Entry | Update Log
QM > HCR > HCR Data Entry > Demographics

Search

Individual Information: | Name: BROWN, KENT | Gender: Male | SSN: XXX-XX-9999 | DOB: 05/12/1971 | Area Office: Central Middlesex

Go To: [Demagranhics B
Living Status from MEDITECH (Group Home, Own Independent Eollow-Up
Family, Independent, Home Sharing/Shared Home,
Othey
Marital Status from MEDITECH (Single, Married, - Eollow-Up
Other-Widow, Divorced, Legally Separated):
Work/Day Program Status: © * ¥ Community Day Support Eollow-Up
I Day Habilitation
I Regular job
I sheltered workshop
I unknown
Current Nursing Supports: * W In home less than 24 hr Eollow-Up
I In home 24 hr
I Healthcare Coordination
I VNA services may be available I
I At Day Program
I No Nursing Supports
I unknown
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QM > HCR > HCR Data Entry > Demographics

Search

Individual Information: | Name: BROWN, KENT | Gender: Male | SSN: XXX-XX-9999 | DOB: 05/12/1971 | Area Office

Go To: [Demagranhics B
Living Status from MEDITECH (Group Home, Own Independent Follow-Up
Family, Independent, Home Sharing/Shared Home,
Other)
Marital Status from MEDITECH (Single, Married, - Follow-Up
Other-Widow, Divorced, Legally Separated):
Work/Day Program Status: © * ¥ Community Day Support Eollow-Up
I Day Habilitation
I Regular job
I Sheltered workshop
I Unknown
Current Nursing Supports: * [ In home less than 24 hr Follow-Up
I 1n home 24 hr
I Healthcare Coordination
I UNA services may be available
I At Day Program
I No Nursing Supports
I Unknown
e SoEmme





Follow the steps below to update the Demographics screen.

	Step
	Action

	1.
	Enter the information for the individual on the screen

	2.
	Click Save and Continue


Immunizations/TB Testing Screen
The following is an example of the Immunizations/TB Testing screen.
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Search
Individual Information: | Name: BROWN, KENT | Gender: Male | SSN: XXX-XX-9999 | DOB: 05/12/1971 | Area Office: Central Middlesex
G0 To: [Tmmunizstions/e Testng e
Immunizations
TETANUS Status? * [Administered-Date Knonn = Eollow-Up
1 Administered and Date is known, please enter the T Eollow-Up
year:
FLU Status? = Never - Eollow-Up
1 Administered and Date is known, please enter the I Eollow-Up _|
year:
PNEUMOVAX Status? = Never - Eollow-Up
1 Administered and Date is known, please enter the I Eollow-Up
year:
Hepatitis B VACCINE - Primary Series Status? = [Never - Eollow-Up
1 Administered, Series Complete? = Eollow-Up
1 Administered, is the Date Known? = Eollow-Up
1f Date is known, please enter the year of last I Eollow-Up
‘administered vaccine:
Hepatitis B VACCINE Booster Status? = Never - Eollow-Up
1 Administered and Date is known, please enter the I Eollow-Up
year:
MEASLES/MUMPS/RUBELLA (MMR) Status? = [Never - Eollow-Up |

€] Done. [T T8 @ menet
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Hepatitis B VACCINE - Primary Series Status? “hever &1 Eollow-Up
1F Administered, Series Complete? = Follow-Up
IF Administered, is the Date Known? = Follow-Up
1f Date is known, please enter the year of last — Follow-Up
administered vaccine:
Hepatitis B VACCINE Booster Status? N rra— | Eollow-Up
1f Administered and Date is known, please enter the [ Follow-Up
year:
MEASLES/MUMPS/RUBELLA (MMR) Status? * Never = Eollow-Up
1f Administered and Date is known, please enter the [ Follow-Up
year:
List any other vaccinations and dates (e.g., Lyme, Hepatitis A, Varicella, etc):

H Follow-Up

Tuberculosis Testing
Has the individual ever had a positive skin test for  * [No = Eollow-Up
tuberculosis?
1f yes, was any treatment given? — Eollow-Us
1f Yes, please describe. If No, please explain why —— Follow-Up
treatment was not given:
Is the date of the last PPD known? “ o = Eollow-Up
1f yes, Date of last PPD (MM/DD/YYYY)? — Follow-Up
1f no, please explain: —— Eollow-Up





Follow the steps below to update the Immunizations/TB Testing screen.
	Step
	Action

	1.
	Enter the information for the individual on the screen

	2.
	Click Save and Continue


Past Medical History – DDS Release Contact Screen
Complete this section if the parent or guardian does not release a Medical History to DDS.
The following is an example of the Past Medical History – DDS Release Contact screen.

[image: image42.png]plo =181
He ot vew Faortes Ioos tep | &

Qs - © - ¥ A D P deraons @3- LS [J vl

Adcress [ €] ntps st v stotema.usihcsi ot/ /UTSUR. ASPPagelD =31 08DCH=12308HCSISDBToken=696 4956411162423233645%29372415 132334205 1017 (3 6oLk »\@ -
Y1 -2 [ 00 lsecue| |2 Bi- @ | Civyweb - (Ivai ~ @MyYahoo! - o Games - 4 Personaks + ¥ Olympics ~

Health and Human Services Mlss.qovg
Frome Tan [ o [ oois S

HCR | IM | Death Reporting | NCI | Investigations | Reports
HCR Data Entry | Update Log
QM > HCR > HCR Data Entry > Past Medical History - DMR Release Contact

Search

Individual Information: | Name: BROWN, KENT | Gender: Male | SSN: XXX-XX-9999 | DOB: 05/12/1971 | Area Office: Central Middlesex

Go To: [Fast Medial History - DVR Release Contact Bl

Name: Relation:

1f Medical History is not released to DMR, please provide contacts below.

Contact Name: I Eollow-Up
Relation: I Eollow-Up
Street Address 1: I Eollow-Up
Street Address 2: I Eollow-Up
city: I Eollow-Up
State: — | Eollow-Up
Zip: I Eollow-Up
Phone Number (123-456-7890): I Eollow-Up

Reset | Save | Save And Continue

User ID: agreen

©2005 Commonvealth of Massachusstts Tuesday, February 14, 2006 1:59 PM Your session vill end sometime aftar 3:53 PM_Y|

€] Done. [T T8 @ mntenet





The steps to add, edit, and delete information on the Past Medical History – DDS Release Contact screen are similar to the steps above to add, edit, and delete allergies.  Follow the steps in the Allergies Screen section above.
	Step
	Action

	1.
	Enter the information for the individual on the screen

	2.
	Click Save and Continue


NOTE:

· If adding more than one contact, select Save (rather than Save and Continue) and add another contact.  When all contacts are added click Save and Continue. 

Past Medical History – Surgical, Trauma and Hospitalizations Screen
The following is an example of the Surgical, Trauma and Hospitalizations screen.
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HCR Data Entry | Update Log
QM > HCR > HCR Data Entry > Past Medical History - Surgical, Trauma, and Hospitalizations

Search

Individual Information: Nam

SMITH, JOHN Gender: Male SSN: XXX-XX-6756 DOB: 10/10/1910 Area Office: Berkshire

Go To: [Past Medical istory - Surgical, Trauma, and Hospitaiaations ] [68]

Type of Event that required Hospitalization: Description Date:

@ Broken Bones BROKE LEFT ARM IN A FALL 12/01/2004

© other TREATED FOR SEVERE DEPRESSION 11/30/2004

[ ] osiee

Surgeries, Traumas and Hospitalizations
Type of Event that required Hospitalization: Sroken Bones = Eollow-Up
Type of Hospitalization: Surgical Hospitalization = Eollow-Up
Which Hospital? [Athol Memorial Hospital Follow-Up
If Other Hospital, please specify: ——— Follow-Up
Description: [BROKE LEFT ARM INAFALL | Eollow-Up
Is the Date or Year of the Event Known? = Follow-Up
1f Date Known, Date (MM/DD/YYYY): P —— Follow-Up
If Year Known, Year (YYYY): —— Follow-Up

[Feet] [Soe] __ creskseling R e




The steps to add, edit, and delete Surgical, Trauma and Hospitalization events are similar to the steps above to add, edit, and delete allergies.  Follow the steps in the Allergies Screen section above.

When finished with the Surgical, Trauma and Hospitalization screen, proceed to the next screen.

	Step
	Action

	1.
	Enter the information for the individual on the screen

	2.
	Click Save and Continue


NOTE:

· If adding more than one event, select Save (rather than Save and Continue) and add another event.  When all events are added click Save and Continue. 

Past Medical History – Gynecological Screen
Complete this screen for women only.
The following is an example of the Past Medical History - Gynecological screen.
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QM > HCR > HCR Data Entry > Past Medical History - Gynecologic

Search

Individual Information: Name: SMITH, JOHN Gender: Male SSN: XXX-XX-6756 DOB: 10/10/1910 Area Office: Berkshire

Go To: [Fast Medical History - Gynecologic B
Gynecologic Information (women only)
Age menstruation started: — = Follow-Up
‘Still menstruating: — = Follow-Up.
1If no, age menstruation stopped: = Follow-Up
Has the individual ever given birth to a child? — = Follow-Up.
Gynecological Exam Status? I | Follow-up
1f Administered and Date Known, Date of last ——— Follow-Up
Gynecological exam (MM/DD/YYYY):
1f Administered and Year Known, Year of last ——— Follow-up

Gynecological exam (YYYY):

PAP Smear Status? = Follow-Up

If Administered and Date Known, Date of last PAP Smear [ | Eollow-Up
(MM/DD/YYYY;

1 Administered and Year Known, Year of last PAP Smear [ Eollow-Up
YY)

Any history of abnormal PAP smear? = Eollow-Up
1f Yes, please describe. I Eollow-Up
Mammogram Status? — | Eollow-Up
1 Administered and Date Known, Date of last Mammogram [ | Eollow-Up
(MM/DD/YYYY):

1 Administered and Year Known, Year of last Mammogram [ | Eollow-Up

Check Spelling Save And Continue




Follow the steps below to update the Past Medical History - Gynecological screen.

	Step
	Action

	1.
	Enter the information for the individual on the screen

	2.
	Click Save and Continue


Past Medical History – Medical and Psychiatric Screen
The following is an example of the Past Medical History – Medical and Psychiatric screen.
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HCR | IM | Death Reporting | NCI | Investigations | Reports

HCR Data Entry | Update Log
QM > HCR > HCR Data Entry > Past Medical History - Medical and Psychiatric

Search
Go To: [Fast Medical Fistory - Medical and Peyehiatric L
Neurologic
Medical Problem/Diagnosis: I other Eollow-Up
1f Other, please specify: I Eollow-Up
Cardiovascular
Medical Problem/Diagnosis: I Other Eollow-Up
1f Other, please specify: I Eollow-Up
Respiratory.
Medical Problem/Diagnosis: I Peumonia Eollow-Up
I Aspiration
I Other
1f Other, please specify: I Eollow-Up
Gastrointestinal
Medical Problem/Diagnosis: I GerD Eollow-Up
I Dysphagia
I Constipation
I Other
1f Other, please specify: I Eollow-Up
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Musculoskeletal
Medical Problem/Diagnosis:
1f Other, please specify:
Kidney/Urinary

Medical Problem/Diagnosis:

1f Other, please specify:

Cancer/Neoplasm
Medical Problem/Diagnosis:

1f Other, please specify:

Metabolic/Endocrine
Medical Problem/Diagnosis:

1f Other, please specify:

Psychiatric
Medical Problem/Diagnosis:

™ Other

Renal Insufficiency / Failure
Urinary Retention
Recurrent Infection

Other

aaana

Lung Cancer
Prostate Cancer
Stomach Cancer
Colon Cancer
Esophageal Cancer
Pancreatic Cancer
Liver Cancer

Blood Cancer
Breast Cancer

aaaaaaaanan

Brain Cancer
™ Other

I Hyperlipidemia
I Other

I Anxiety disorder - Generalized Anxiety
I_Anxiety disorder - OCD

Eollow-Up
Eollow-Up

Eollow-Up

Eollow-Up

Eollow-Up





Screen continues on next page.
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1F Other, please specify: | —— Follow-Up

Psychiatric
Medical Problem/Diagnosis: I Anxiety disorder - Generalized Anxiety Follow-Up
I Anxiety disorder - OCD
I Anxiety disorder - Panic Disorder/agoraphobia
I Anxiety disorder - PTSD
I Dementia related disorders
I Impulse Control Disorder
Mental disorder due to medical problem - related to seizure disorder
Mental disorder due to medical problem - related to medication side effects
Mood disorder - Bipolar disorder
Mood disorder - Depressive disorder
Personality Disorder - Antisocial
Personality Disorder - Borderline
Personality Disorder - Paranoid
Schizophrenia and thought disorders
Psychotic Disorder not otherwise specified
Sexual disorders

aaaaaaaaanan

Substance use disorder

I Other
1f Other, please specify: I Eollow-Up
General
Medical Problem/Diagnosis: I Eollow-Up

[t [save| Save And Continue





Follow the steps below to update the of the Past Medical History – Medical and Psychiatric screen.

	Step
	Action

	1.
	Enter the information for the individual on the screen

	2.
	Click Save and Continue


Past Medical History – Evaluations Screen
The following is an example of the Past Medical History – Evaluations screen.
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HCR | IM | Death Reporting | NCI | Investigations | Reports
HCR Data Entry | Update Log
QM > HCR > HCR Data Entry > Past Medical History - Evaluations

Search
Individual Information: | Name: BROWN, KENT | Gender: Male | SSN: XXX-XX-9999 | DOB: 05/12/1971 | Area Office: Central Middlesex
G0 To: [Fast Medial Hitory  Evaluations e

Evaluations
AUDIOLOGICAL EXAM Status? = Never - Eollow-Uy
If Administered and Date is known, please enter the [ Eollow-Up
year:
EYE EXAM Status? = Never - Eollow-Up
If Administered and Date is known, please enter the [ Eollow-Up
year:
DENTAL EXAM Status? = Never - Eollow-Up
If Administered and Date is known, please enter the [ Eollow-Up
year:
PHYSICAL EXAM Status? = Never - Eollow-Up
If Administered and Date is known, please enter the [ Eollow-Up _|
year:
BONE DENTISTOMETRY EXAM Status? = Never - Eollow-Up
If Administered and Date is known, please enter the [ Eollow-Up
year:
SIGMOIDOSCOPY or COLONSCOPY Status? = Never - Eollow-Up
If Administered and Date is known, please enter the [ Eollow-Up
year:
DCA Ihrnctratn Cancar Eorasning) Statiz N rrrvere— Eintin
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G0 To: [Fast Medial Hitory  Evaluations Bl
Evaluations
AUDIOLOGICAL EXAM Status? * [Never Eollow-Up
1If Administered and Date is known, please enter the Follow-Up
year:
EYE EXAM Status? * [Never - Eollow-Up
1If Administered and Date is known, please enter the Follow-Up
year:
DENTAL EXAM Status? * [Never - Eollow-Uy
1If Administered and Date is known, please enter the Follow-Up
year:
PHYSICAL EXAM Status? * [Never - Eollow-Up
1If Administered and Date is known, please enter the Follow-Up
year:
BONE DENTISTOMETRY EXAM Status? * [Never - Eollow-Uy
1If Administered and Date is known, please enter the Follow-Up
year:
SIGMOIDOSCOPY or COLONSCOPY Status? * [Never - Eollow-Up
1If Administered and Date is known, please enter the Follow-Up
year:
PSA (Prostrate Cancer Screening) Status? * [Never - Follow-Up
1If Administered and Date is known, please enter the Follow-Up
year:
Reset | Save Save And Continue
User ID: agreen
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The steps to add, edit, and delete Past Medical History – Evaluations events are similar to the steps above to add, edit, and delete allergies.  Refer to the Allergies Screen section above.
Follow the steps below to update the of the Past Medical History – Evaluations screen.
	Step
	Action

	1.
	Enter the information for the individual on the screen

	2.
	Click Save and Continue


Family History – Part 1 Screen
The following is an example of the Family History – Part 1 screen.
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HCR | IM | Death Reporting | NCI | Investigations | Reports

HCR Data Entry | Update Log
QM > HCR > HCR Data Entry > Family History - Part 1

Search

Individual Information: | Name: BROWN, KENT | Gender: Male | SSN: XXX-XX-9999 | DOB: 05/12/1971 | Area Office: Central Middlesex

Go To: [Family istory ~Par T = s

1s Biological Father Known? * Ve = Eollow-Up
1f yes, is the family member deceased? [ves = Follow-Up
1f Deceased, age at death: E—— Follow-Up
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Follow the steps below to update the Family History – Part 1 screen.

	Step
	Action

	1.
	Enter the information for the individual on the screen

	2.
	Click Save and Continue


Family History – Part 2 Screen
The following is an example of the Family History – Part 2 screen.
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Follow the steps below to update the Family History – Part 2 screen

	Step
	Action

	1.
	Enter the information for the individual on the screen

	2.
	Click Save and Continue


The two remaining screens in the HCR, the HCR Verification and Finalization and Follow-Up Summary screens, are covered in the next two chapters.

Summary: Create a New Health Care Record
For easy reference, a summary of the search steps in this chapter appears below.

	Step
	Action

	1.
	Login to HCSIS

	2.
	Navigate to the Individual Search screen using the following menu path: QM ( HCR ( HCR Data Entry ( Individual Search.

	3.
	Enter the information on the Individual Search screen.

	4.
	Click Search.  The search results appear.

	5.
	Click the name.  The View/Edit Health Care Record screen appears.

	6.
	Click Create a New HCR.  The Basic Information screen appears.

	7.
	Or, if open, click on the HCR ID to proceed to the Switch Board to view the In- Progress record.  Click on the underlined link to open to the Basic Information. 

	8.
	Enter the information on the screen, as needed and Click Save and Continue.
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Learning Objectives

At the completion of this chapter, users with the appropriate HCSIS roles will be able to add Follow-Up actions and use the Follow-Up Summary screen to add, edit, and delete Follow-Up actions.
Follow-Up Overview

Follow-Up functionality provides the ability to mark fields for review later.  Anyone authorized to update a HCR can add a Follow-Up.  Anyone with read access can view Follow-Ups.

Follow-Up hyperlinks appear on several screens in the Health Care Record.  Click Follow-Up to:

· Request that an authorized person make a change to a field that the person entering the information is blocked from editing, such as a demographic field pre-populated with data from MEDITECH 
· Send a reminder to self to provide missing information.  The reminder appears as an Alert on the person’s Pending Alerts screen
When the user entering the information clicks the Follow-Up hyperlink to request a MEDITECH change:

· The request appears as an Alert on the appropriate Human Services Coordinator’s Pending Alerts screen.

· The Alert has the following characteristics:

· Title: MEDITECH Data Correction Required

· Data fields: Individual’s first and last name
· Reference information entered by the person initiating the Follow-Up
Add a Follow-Up Action
This example uses the Family History – Part 2 screen.  The following is an example of the screen.
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Cancer: = No - Eollow-Up
If Cancer, What Type: —— Follow-Up
Are there any other diseases that run in the family?  * [iio - Eollow-Up
If Yes, please specify: —— Follow-Up
Has there been any genetic counseling in the = No - Eollow-Up
family?
1f yes, what were the results? —— Follow-Up

Save And Continue
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The user indicates Diabetes: Unknown and marks the field for Follow-Up using the steps below.
	Step
	Action

	1.
	Click the Follow-Up link on the Diabetes line


The following screen appears for Follow-Up data entry.
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Follow the steps below to add a Follow-Up action.

	Step
	Action

	2.
	Enter the information on the screen


The following is an example of the completed screen.
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Follow the steps below to add a Follow-Up action.

	Step
	Action

	3.
	Click Save and Close


HCSIS:
· Saves the data entered

· Displays a new screen that confirms the data was saved

The following is an example of the confirmation screen.
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Follow the steps below to add a Follow-Up action.

	Step
	Action

	4.
	Close the window


HCSIS:

· Returns to the Family History – Part 2 screen, unchanged from above

Edit a Follow-Up Action
In this example, edit the Follow-Up just entered, starting from the Family History – Part 2 screen above.  The following is an example of the Family History – Part 2 screen.
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Follow the steps below to edit a Follow-Up action.

	Step
	Action

	1.
	User the Go to dropdown box to select to the Follow-Up Summary screen

	2.
	Click Go


The Follow-Up Summary screen appears.  The following is an example of the Follow-Up Summary screen.
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The Follow-Up action just entered appears on the screen.  In this example, follow the steps below to change the Recommendation for the Follow-Up just entered to Consult with Day Provider.
	Step
	Action

	3.
	In the Reference column, click the radio button next to the action to be edited


In this example, click the button next to DIABETES: VERIFY MEDICATION DOSAGE.  The Recommendation and Comments for that action appear at the bottom part of the screen, ready for editing.

	Step
	Action

	4.
	Click Edit


The following is an example of the screen ready for editing.
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Follow the steps below to edit a Follow-Up action.

	Step
	Action

	5.
	Enter the edits on the screen

	6.
	Click Save


HCSIS:
· Saves the changes entered

· Continues to display the Follow-Up Summary screen

· Displays an Operation Successful message to confirm the Save
The following is an example of the Follow-Up Summary screen after a successful Save.
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Delete a Follow-Up Action
Starting with the Follow-Up Summary screen above, follow the steps below to delete a Follow-Up action.
	Step
	Action

	1.
	In the Reference column, click the radio button next to the action to be deleted

	2.
	Click Delete


HCSIS:

· Deletes the line immediately; there is no confirmation message.
· Continues to display the Update Summary screen.
Summary: the Follow-up Hyperlink
For easy reference, a summary of the search steps in this chapter appears below.

	Step
	Action

	1.
	Click the Follow-Up link on the line you chose

	2.
	Enter the information on the screen

	3.
	Click Save and Close

	4.
	Close the window


This page intentionally left blank

Chapter 5: Verify and Finalize the HCR
Course Map 

[image: image62]
Learning Objectives

At the completion of this chapter, users with the appropriate role assignment will be able to verify and finalize the Health Care Record.
How to Verify and Finalize the HCR
HCSIS requires that all Health Care Record screens be complete before Finalizing. 
If there is one or more incomplete screens at the time of the Finalize request, HCSIS prompts for the missing information.

Follow the steps below to Verify and Finalize the HCR.

	Step
	Action

	1.
	Follow Steps 1 – 7 in the Summary at the end of Chapter 2 

	2.
	Use the Go to dropdown box to navigate to the Verification and Finalization screen


If There Are Incomplete Screens
The following is an example of the Verification and Finalization screen if there are missing fields on one or more HCR screens.  Please note that when completing the first Healthcare Record for an individual HCSIS will not allow the user to Finalize with incomplete screens.  Future Healthcare Records will allow the user to update the information, as needed by navigating throughout the document using the Go To drop-down list of screens. 
The following is an example of missing information.  
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Note the bold text near the middle of the screen that tells the person requesting to Finalize:

· There are incomplete screens: Some screens in the HCR have not been answered
· How to find and complete the screens: Questions on the following screens must be answered prior to Finalizing the HCR. 
The text will be followed by one or more hyperlinks to the screens that need attention.  The user requesting to finalize the record must address each screen.  In the example above, there are three hyperlinks to incomplete screens: Special Needs,; Immunizations/TB Testing and Past Medical History – Evaluations. .
Follow the steps below to finalize the HCR.

	Step
	Action

	3.
	Click any hyperlink.  In this example, click Special Needs


The Special Needs screen appears.

Follow the steps below to Finalize the HCR
	Step
	Action

	4.
	Complete the required fields on the Special Needs screen


NOTE: If unable to complete a field, leave it blank and add a Follow-Up.  HCSIS allows Finalization to occur of screens awaiting Follow-Up.
Follow the steps below to create a Finalize the HCR.

	Step
	Action

	5.
	Click Save

	6.
	Use the Go to dropdown to return to the Verification and Finalization screen


The following is an example of the Verification and Finalization screen at this point.
[image: image64.png]Health and Human Services Mlss.qova

HCR | IM | Death Reporting | NCI | Investigations | Reports
HCR Data Entry
QM > HCR > HCR Data Entry > Verification and Finalization

Search
Individual Information: | Name: ROLLAND, TWO | Gender: Male | SSN: XXX-XX-0014 | DOB: 02/17/1950 | ISP Date: 01/01/2010 | Area Office: Springfield/Westfiel

Go To: [Verication and Finaization 9
Some screens in the HCR have not been answered. Questions on the following screens must be answered prior to finalizing the HCR.

Special Needs

Immunizations/T8 Testing

Past Medical History - Evaluations





Note that the Special Needs hyperlink has disappeared, leaving only Immunizations/TB Testing and Past Medical History – Evaluations to be completed.
	Step
	Action

	7.
	Repeat Steps 3 – 5 for the Immunizations/TB Testing and Past Medical History – Evaluations screens


When the user updating the record completes the last screen and uses the Go to drop-down to access the Verification and Finalization, the second version of the Verification and Finalization screen appears, as described in the following section.
If There Are No Incomplete Screens
The following is an example of the Verification and Finalization screen that appears when all screens are complete.
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HCSIS holds HCR to a high standard.  Before allowing a record to be finalized, HCSIS requires the person updating the record to explain why nothing was updated on certain screens (such as Contacts, Emergency and Pharmacy) even though those screens had no required fields.
Follow the steps below to Finalize a HCR.

	Step
	Action

	1.
	Enter the information on the screen

	2.
	Answer Yes to the final question: Have you verified that the Health Care Record information is up-to-date and you would like to finalize the HCR?

	3.
	Enter a brief description of the HCR in the text box.


The description entered at Step 3 will appear on a screen seen in Chapter 2: The View/Edit Health Care Record screen, Description column.
Follow the steps below to Finalize the record. 
	Step
	Action

	4.
	Click Finalize.


The following is an example of the finalized Health Care Record.
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Now, this record is closed.  It appears in read-only mode.  It is ready for the Individual Service Plan (ISP) meeting.   

HCSIS displays the Switch Board screen, as seen in Chapter 2.  On that screen, in the  Closed or In-Progress Health Care Records will appear:

· A single-line entry is for the most recent entry, when it was created and finalized
· Two lines describe when it was last updated and who it was last updated by.
· Three links under the header display the HCR in various formats—more about this in the next chapter: Viewing Records

The following is an example of the View/Edit Health Care Record screen.
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Summary: Verify and Finalize the HCR
For easy reference, a summary of the search steps in this chapter appears below.

	Step
	Action

	1.
	Enter the information on the screen

	2.
	Answer Yes to the final question: Have you verified that the Health Care Record information is up-to-date and you would like to finalize the HCR?

	3.
	Enter a brief description of the HCR in the text box.

	4.
	Click Finalize.


Automatic Alert to the Human Services Coordinator
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The Human Services Coordinator can click the hyperlink in the Alert to view the finalized Health Care Record.
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Course Map 

[image: image69]
Learning Objectives

At the completion of this chapter, users with the appropriate role will be able to view a Health Care Record.
How to View a Health Care Record
The Health Care Record , as detailed in Chapter 5, is a picture of the individual’s Health Care Record at a moment in time.  
Follow these steps to view a Closed Health Care Record.
	Step
	Action

	1.
	Follow Steps 1 – 5 in the Summary at the end of Chapter 2


The View/Edit Health Care Record screen appears.  The following is an example of the View/Edit Health Care Record screen.

[image: image70.png]Health and Human Services Mnss.g
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HCR | IM | Death Reporting | NCI | Investigations | Reports
HCR Data Entry
QM > HCR > HCR Data Entry > View/ Edit Healthcare Record

Individual Search

Last Name: [brownlee First Name:

ssn: DOB (MM/DD/YYYY):
=S|

Individual Information: | Name: BROWNLEE, PARALLEL | Gender: Female | SSN: XXX-XX-6644 | DOB: 05/05/1955 | ISP Date: 01/05/2010 | Area Office: Springfield/
Create A New HCR.

HCRID  Description Status  Finalized By Finalized By Organization Finalized Date
12416  DECEMBER 23, 2009 ISP Closed KOCH, DAVID  THE ASSOCIATION FOR COMMUNITY . 12/23/2009 11:12:55 AM





See Chapter 2 for a discussion of this screen.  In this example, one Closed record is shown. 
Follow the steps below to view a HCR.

	Step
	Action

	2.
	In the HCR ID column, click the link for the desired HCR


The following is an example of the Switch Board of an In-Progress (think Open ) or Closed (think Finalized) Health Care Record:
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Search

Individual Information: | Name: BROWNLEE, PARALLEL | Gender: Female | SSN: XO-XX-6644 | DOB: 05/05/1955 | ISP Date: 01/05/2010

HCR Printable Summary
HCR Printable Form
HCR Condensed Printable Form

Health Care Record
Created 12/16/2009, Finalized 12/23/2009
Last Updated On: 12/23/2009
Last Updated By: KOCH, DAVID





	Step
	Action

	3.
	Click Printable Summary to read the record by scrolling through

	4
	Click the HCR Printable Form or HCR Condensed Printable Form

	5.
	Click Save

	6. 
	Rename the Health Record

	7.
	Open the Record


How to Save a Health Care Record

After clicking the link, choose Save.
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Save the file in a folder on the network.
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The Health Care Record form appears.  The following is an example of the first page of the form.
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How to Print a Health Care Record
Follow the steps below to print a Heath Care Record.

	Step
	Action

	1.
	Use the browser’s Print options to print the Health Care Record

	2.
	Or, click print on the toolbar of the Health Record.


Summary: Viewing Health Care Records
For easy reference, a summary of the search steps in this chapter appears below.

	Step
	Action

	1.
	Login to HCSIS

	2.
	Navigate to the Individual Search screen using the following menu path: QM ( HCR ( HCR Data Entry ( Individual Search.

	3.
	Enter the information on the Individual Search screen.

	4.
	Click Search.  The search results appear.

	5.
	Click the name.  The View/Edit Health Care Record screen appears.

	6.
	Click on the HCR ID link

	7.
	Click Printable Summary to read the record by scrolling through

	8.
	Click the HCR Printable Form or HCR Condensed Printable Form

	9.
	Click Save to save to another location

	10.
	Or, Click Print
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Glossary

Alert

A HCSIS-generated message that notifies the user that:

· An event of interest has occurred (for example, the responsible Service Coordinator receives an Alert of a finalized HCR)
OR

· An action is required (for example, update an individual’s contact information).
Asterisk (*)

Indicates a required field.  HCSIS will not allow the user to move to the next screen until the user has entered information for all required fields.

Closed or Finalized Record
A Health Care Record that has been finalized and is now closed.  Hence, the record is read only.
DDS
The Commonwealth of Massachusetts Department of Developmental Services
DDSIS 

Department of Developmental Services Information System

HCSIS

The Home and Community Services Information System is part of the Department of Developmental Services Information System (DDSIS) used by the DDS Staff and Private and State Operated Providers to help monitor the health and safety of the individuals served.  HCSIS is a web-based information system that includes: User Administration, Incident Management, Medication Occurrence Reporting, Restraint Reporting, Death Reporting, Investigations, Health Care Record, and National Core Indicators.

Health Care Record

Each individual in the care of A HCSIS-based file in which DDS staff and Providers maintain a record of the health monitor the health and safety of the individuals served. HCSIS is a web based information system and includes: Incident Reporting, Medication Occurrences, Restraint Reporting, Death Reporting, Investigations, Health Care Record, and National Core Indicators.

Individual
The Massachusetts resident receiving the services of DDS
ISP

The Individual Service Plan is a plan discussed annually with the individual his or her guardians and family, and service providers. 

MEDITECH
The DDS system of record for consumer and provider case management information

HCSIS does not replace MEDITECH.  HCSIS accesses and displays some MEDITECH data in read-only format as part of the Health Care Record application.

Open or In-Progress Record

A Health Care Record that has been started and is in-progress, but has not been finalized.  Hence, it can be edited.

Role

Roles define what a user can see and do in HCSIS.  For example, a person assigned a data entry role can enter or modify HCR data and a person assigned a reviewer role can only view HCR data.

Scope

The user’s scope defines what data the user can see in HCSIS.  The user’s scope may be limited to a geography.  Common scopes are Area, Region, and Provider.

Alert Appendix

An alert is a HCSIS-generated message that notifies the user that an event of interest has occurred or an action is required. The Health Care Record alert is described below.
HCR Finalized for DDS
	Alert Trigger
	Info in Alert text
	Recipient
	FYI* or SMART*
	# Days to Expire

	User (other than Services Coordinator) finalizes a Health Care Record 
	Individual's first and last name,  date and time
	Service Coordinator
	SMART
	30


· A SMART Alert disappears from the Pending Alerts list when a certain event takes place, such as clicking the Alert link or finalizing a report.
HCR Reminder for Providers
	Alert Trigger
	Info in Alert text
	Recipient
	FYI* or SMART*
	# Days to Expire

	ISP date within 45 days
	Individual's first and last name,  date and time
	Residential Provider Agency
	SMART
	30
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Health Care Record 





1 – Overview





2 – Search for an Individual’s HCR 





3 – Create a New HCR 





4 – The Follow-Up Hyperlink





5 – Verify and Finalize the HCR





4 – The Follow-Up Hyperlink





6 – Viewing Records





3 – Create a New HCR 





Asterisks mean required information








Demographic data is pre-populated from MEDITECH and refreshed with each new record.





2 – Search for an Individual’s HCR 





Click to open record.





Save saves the data entered and keeps the current screen displayed

















6 – Viewing Records





5 – Verify and Finalize the HCR 





Save and Continue saves the data entered and takes the user to the next screen





6 – View Records





NOTE: Edit and Delete buttons appear after the first medication has been added








1 – Overview








Health Care Record 











Links to view the In-Progress record.  








1 – Overview








Health Care Record 





Reset restores the screen to the way it looked when last saved











Health Care Record 
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5 – Verify and Finalize the HCR 





4 – The Follow-Up Hyperlink





3 – Create a New HCR 





2 – Search for an Individual’s HCR 














Use the demographic information at the header to verify it’s the correct individual.  If not, click the Search link.




















Status displaying open means the record has not been finalized. 





Searching by SSN will result in an exact match





5 – Verify and Finalize the HCR








4 – The Follow-Up Hyperlink





3 – Create a New HCR 





Use the Go to drop-down to navigate to any HCR screen, but be sure to Save current screen first

















To Edit:


Select from To What? list


Click Edit


Update fields


Click Save














2 – Search for an Individual’s HCR 








View Records








Verify and Finalize








1 – Overview





Create a New Health Care Record or complete an In- Progress record 





Health insurance  information can be edited





Use the Go to drop-down to navigate to any HCR screen, but be sure to Save current screen first














Search for an Individual’s Health Care Record





Cannot search by first name only








Use the demographic information at the header to verify it’s the correct individual.  If not, click the Search link





















































Recommended data storage in a folder. 





To Delete:


Select from To What? list


Click Delete
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2 – Search for an Individual’s HCR 





3 – Create a New HCR 





4 – The Follow-Up Hyperlink





5 – Verify and Finalize the HCR 
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