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Steps to Managing a Safety Alert/File age

Step Page Section Description

1. Open the File 3 Open a File

2. Review the File

3. See who has visibility of the file =~ 4 Whois Alerted To make sure the right people were alerted of the file
Be aware of who is working on the file
Document any activity or work you did on the file

4. Work on the File 5 Add Follow-up Write Comments, Notes, Findings, Recommendations
Acknowledge that you have reviewed the file

5 See others’ work. activitv. inout 5 Follow-up To read others’ comments/recommendations

] ’ ¥: Inp Actions To keep track of others’ activity on the file

Request others to review the file, investigate

6. Task Someone (Optional) 6 Tasks Request others to document their findings, input
Make others aware of the situation

7. Complete tasks assigned to you 7 Review & To If—)t others know you have completed the task

Complete Tasks assigned to you
Means that you acknowledge that all work, tasks,
. . — investigation is complete

8. Sign-Off on the File 8 Sign-Off You now want the file to be removed from your Info
Center dashboard

9. Send to Director for Close 9 Send to Director You want the Director to know that the file is ready for

his/her review and closure



SAS Login

1. Access the SAS website through K-Net by clicking on “SAS”
across the top navigation bar

2. Log in using your regular NKC Windows credentials.
Username starting with the first two letters of your first and last
name.

3. Use the main menu on the left to navigate the SAS website

Report Center

Alert Notifications

Tasks
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Northwest Kidney Centers Network

Login
Ysermname:

cl9287

Password:

rl solutjons-
N

SOlUC|OnS Logged in a8 Crystsl Laca
Info Center o Center
‘ - Logo
= My Important Risk Files
Icon Wall | .- -
O |FilelD |FileMame |Person Afiected First Name Person Afiected Last Name Updated Date | File State =¥ Kidney Cer|
- Mo data exosts.
- Bookmarks
FOIder Management Q = Risk Files Ready for Close (1 to 5 of & filas) Mo data exists.
Full Screen
lll 0 IE"‘* File Name :i';f::n‘:‘:wm I::‘;'fﬂ:ﬁgwe" Updated Date ¥ File State = Report Favorites
O 81 Employes Event (81) Y Y 11-22-2016 10:33:36  In-Progress
Sea rCh Page O 28 | Dialysis/Treatment Event (28) MINNIE MOUSE 11-22-2016 10:17:11 | In-Progress
® D SO|UC|OnS Loggea in 88 Crystal Lacai
O Icon Wall
YE

Find a form

Please use the search above

N
b
Q

looking far.

©)
-



Open a File %

Info Center

AP

RENEEY From Alert Notification

« Alert Notificatio

1. Click the Info Center icon on the Navigation Toolbar. Acknowledge | Snoaze Opan Full Screen

2. Select the checkbox to the left of the alert name.

3. Click Open Alert Name Trigger Date » Alert Type Siate

4. Select the file you’d like to open in the Open Alert Mew File(s) Alert  12-03-2012 13:18:19% | Watchdog Alert  In-Progress
Window. New File(s) Alert 12-03-2012 13:12:17 | Watchdog Alert  In-Progress
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(1to 2 of 2 Alers)

Note: each alert notification is essentially a package
with links to one or more files.

Open Alert

For your review
no-reply@generalhospital.com

Sent: Mon12/3/20121:12 PM
To: Katia Millar

From Email Notification

1. Open the email notification from your iNnbOX (NOt | Pesse review files tinked below.
Sh_own) * . . IMPORTANT ALERT

2. Click on any of the links embedded in the Katie, you are receiving this Alert because new il
message This Notification was generated on 12-03-2012 1

\Below are the links to the files that triggered this £
File 85 Site: Site 1, Type of Person Affected: A
File 86 Site: Site 1, Type of Person Affected: In-Patien
File £7 Site: Site 2, Type of Person Affected: In-Patient

From Info Center

Subject:
Messages:

IMPORTANT ALERT

Mew File(s) Alert

Katie, you are receiving this Alert because new file(s) have been added to the system.
This Mofification was generated on 12-03-2012 13:18:19

Below are the links to the files that triggered this Alert
» File 88

{ More Details :

Acknowledge | Snooze | Unsnooz= | Delete | Exit

1. Click the Info Center icon on the Navigation Toolbar.
2. Select the checkbox to the left of the alert name.

3. Click Open. :
~ My Files

Note: Instead of Open, you can click the Summary link to summeny een mpera

view the File Summary. [l  FileName

[
Blood Product Event (62)
]

Safety/Security Event (81)

Blood Product Event (69)

{110 5 of 35 files) 1%

Full Screen : Close Files | Print : Email

First Name  Last Name  Updated Date » File State

PETER KIM 12-06-2012 10:30:20 In-Progress
GIVEN FAMILY 12-05-2012 14:35:03 In-Progress
SARAH MORGAN 12-05-2012 14:32:09 In-Progress




Who's Alerted?

1. Open the file

2. Click on Alerts on the left hand side, under File
Notifications

3. Apop-up will appear that displays who has visibility
of the file
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Behavior - Management Form - 102

Table of Contents
Behavior

e, NORTHWEST

=¥ Kidney Centers

D Behavior

When and Where Event Occ_..
Person Affected Details

Parties Involved / Notified W

Attachments
File Notifications
He 15 not meant to be u
Linked Files (0) 3 assistance:
Motification Date Recipient
Alerts (4) ’ 01-24-2017 14:30:48 Heather Johnson 1e bef
01-20-2017 17:30:10 Louise Kato
Tasks (0) 01-20-2017 17:30:09 Cindy Black
D1-2D_—2El1? 17:30:08 Celia Brown
Summaries r Showing 4/4
More Alerts. ..
Audits Type of PersorAffected
File Exports

Reported Severity




Add Follow-up 4

1. Once the file is open, click the Add Follow-up
button

Select the applicable follow-up type from the list.
3. Fill in as much detail as required.

N

Tips:

* If you just reviewed the file, it is always best to add
the Review follow-up type so it can be tracked on
the file.

+ All follow-up actions will appear on the file in the
Follow-up Actions section which only management
has access to.

Locate Follow-up Actions y,

1. Hover over the last section name in the Table of
Contents to expand the view
2. Click on Follow-up Actions

Grievance - Management Form - 178

Dialysis/Treatment - Management Form

Add Follow-up -

[ —"
Work done onfile _J

Review

Sign-Off

New Work done on file Follow-up

General

Date * IDE—D?'—ED‘]?

\ Sub-Type *

MWeeting

Meeting-Employee/Affiliate
Follow-Up Done By .

Meeting-General Staff

Weeting-Patient/Family
Method Other

Palicy/Procedure

Follow-up To/With Review
QU Initiative
RCA Meeting
Details Re(Education) of Staff

Please Gel 199k Complete

‘When and Where Event Occ...

Person Affected Details

Parties Involved / Notified / W...

Aftachments

Table of Contents
D Follow-Up Actions

Grievance

Follow-Up Actions

|
|

Date Type
02-03-2017 Work done on file
02-06-2017 Work done on file

Sub-Type
Meeting-Patient/Family
Other

Follow-Up Done By Name
Louise Kato

Louise Kato

v

Type
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Work done on file

Followup Time 10:33

:mail Print

Add | Cancel




Assign Tasks y

1. In the management form, click on Tasks in the
File Notifications panel on the left.

2. Click Create Tasks
3. At a minimum, fill in the mandatory fields.

4. Search for and select the name of the manager
you’d like to assign the task to.

5. Click OK when done. Note: alternatively, you

Add Follow-up -
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DialysisMreatment

Parties Involved / N

Attachmenis

Linked Files (0)

can click on OK and Copy, if you wish to use the \ Alerts (2)

content to create another task with similar
details.

6. Click Close.

Table of Contents

‘When and Where Event Occ...
Person Affected Details

otified FW._.

File Notifications

'll_ NORTHWEST
Pl

Task For File 175 - My Incomplete Tasks

No Tasks

e

<

3 e

Tasks (D)
Summaries Showing ord
Create Task | Wore Tasks...
Audits
Add/Modify Task ? X
Module % Risk - File ID * T4 ‘:’I
Type # Review File - Deadline *
Priarity Normal - Re-Assign To ¥ | det] N
Debra M Marcella (dm&243@
Description Please review this file and provide recommendations Title:  Ciinical Director

Reminder Date

% Completed

—

Email Notifications?

Send Emails to

Dept:  Unspecified
Status: Active

Aszignee and Creator -

OK | OpenFile | Cancel




Review & Complete Tasks Page 7

rlsolutions

1. Click on the Tasks to open your tasks list. Tasks
2. Select My Incomplete Tasks from the dropdown ﬂ
Add Open Delete Complete |My Incomplete Tasks
3. Select the checkbox of the task L 7 | Assigned To T T
4. Click Complete from the Action Links . Theresa Tofflemirs Debra M Marcella Check File Status
5. Click Close [] Theresa Tofflemire Debra M Marcella Check File Status
. [] |Theresa Tofflemire Debra M Marcella Follow-up with Staff
[] Theresa Tofflemire Debra M Marcella Follow-up on File
Q [] Theresa Tofflemire Louise Kato Follow-up on File
[] Theresa Tofflerire Celia Brown Check File Status

ke,




Manager Sign-Off % Page 8

Sign off on the file once you have completed your work on the file.

NOTE: Once a manager/user has signed off on the file, it will be removed from your Info Center dashboard. You may still view the file
through the Search page. The file will still be visible on the Director’s info center until the Director closes the file.

solutjons

1. Click on Add Follow-up

Dialysis/Treatment - Management Form - 2

2. Select “Sign-Off” from the drop down menu. A

pop-up window for New Sign-Off Follow-up will
appear.

Add Follow-up ~

Work done on file

Dialysis/Mreatment

3. Under the Sub-Type drop down, select the Sign-

Off option that best describes your role. New Sign-Off Follow-up ? X
Complete other fields as needed.
~
. . General
4. Click Add at the bottom of the pop-up window.
Date * |uz-0:'-201? Type Sign-Off
A new entry for Sign-Off will automatically be added
under the Follow-Up Actions section of the form Sub-Type « T
Follow-Up Done By IManager Sign-off Q
Social Worker Sign-off
Dialysis/Treatment - Management Form - 19 Method R Signon Followup Time 09:32
Facilities Systems Sign-Off
Plant Operations Sign-Off
Follow-up To/With Security Sign-Off
Table of Contents D Follow-Up Actions
Dialysis/Treatment , Details
When and Where Event Occ.. galiowlpltions
Person Affected Details O Date Type Sub-Type Flease Select -~ Populate Email Print
Injury Details O 01-16-2017 Wark done on file Review v
) ) I L A Work-dene endile - — — _ _ Longutation
Parties Involved / Notified / W... ’\D— - 01-17-2017 Sign-Of Manager Sign-oft =
----------------------------------------




Send File to Director for Close Page 9

To notify the Director or final authority that all work on the file is complete and is ready for his/her review and closure.

1. Locate to the Resolutions and Outcomes rso U?IQHS
section at the end of the Management Form. h—

Dialysis/Treatment - Management Form - 174

2. Click the check box next to “File ready to go to

Director for close?” ﬁ
3. Click Save & Exit
Table of Contents ! Resolution and Qutcomes

DialysisMreatment

A notification will be sent to the Director that the file
is ready for his review and closure

When and Where Event Occ.. Resolutions and outcomes of the event
Person Affected Details i ]
File ready to go to Director for *
Parties Involved / Notified /w...  Follow-Up and Close
Attachments
Severity Level (Actual) *
File Notifications _
Mot Specified

Outcome Actions Taken S
Linked Files (0) b AddModify



Act As Page 10

Use the Act As feature to temporarily assign someone to fill your role and act as you in the SAS

Logged in as Cindy Black v
Help
About

Preferences

Steps for the Actual Manager

1. Click on your Name on the upper right hand corner

2. Click on Preferences. A pop-up window will appear called

“User Profile”

Click on the tab Act As User Profile

Select “Risk” from the dropdown and click “Add User” s @SR

5. In the Type Username box, start typing the name of the
person you want to fill your role in the SAS e '

6. Select a Start and End Date

7. Add a brief description in the text field below User Profile ?X

8. Click Save caen (IS

The person you assigned will now be able to act as you e
during the dates you indicted for Start — End Date. He or SriDate  EndDate

Tosha R Whitley (twB546@NWK) v | [12-19-2016 12-20-2016

She will see the following option when they log in the SAS save | Cancl

Fill in while on vacation

Steps for the user acting as the Actual Manager Logged in as Tosha Whitley v

Help
Click on your Name on the upper right hand corner - About
2. In the drop down, you will see “Act As...” at the bottom

and the name of the Actual Manager listed below Preferences
3. Click on the Actual Manager’s name and the system view Logout
will change as though you were the Actual Manager. This
will be indicated on the upper right hand corner
Admin Center

Logged in as Tosha Whitley acting as Cindy Black ' Act As...

I Cindy Black

Logout

Hw

=

Notes
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Mark File as Important y

YEULLER From the Info Center Info Center
1. Inthe File Browse widget (caption may differ), - My Active Risk Files
SeleCt the CheCkbOX Of the flle . ‘ Surmmary Open  Important Full Screen Fonl Emal - Changs Owner Change Shate
2. Click Important from the Action Links at the top —FE T Fiotenbal Severty | Parson Affadd First | Person Adlecied T
e |ip_ |FileName Level Name Name
Note: Files marked as important will appear with a - M |81 |Employee Event (81) v U
symbol next to the name
MULLEY \While in the Management Form File Properties
Ciose seurty
1. Click the_ More Acti_ons button at the bottom of form. Change File Type File State and Status
2. Select File Propertles. Delete Current State: In-Progress
3. In the File Properties window, select the Current Stalus. Active =]
StatUS/OWI‘lerShlp tab. Import File Status Description: File has an owner and is to be actively worked
4. Under My Important Files, select the checkbox to mark | File Properties Ovnership
file as important. Exit EEE‘;‘;:Z‘:ES‘"“” za’a: x” g
5. Click Save. ' e
. . i My Important Files
6. Click Save & Exit on the form (not shown). More Actions « Miark 25 Important

Reason:




Close a File %

Page 12

There are 2 primary methods to close files. For the
first method, follow steps 1-2 on page 5, clicking on

Close Files action link instead. ]
Method 2: Procedure

1.

2.
3.
4.

Click the More Actions button at the bottom of
the form

Select Close from the list.

Select the appropriate status.

Click OK.

Close

Change File Type

Choose File Status

Delete

Impaort File File State:  Closed
File Properties Select Etatus:l Fesolved
Send for RCA

Send for Peer Review

Re-open Closed Files

Procedure

1. Click the Search icon from the Navigation
Toolbar.

2. Click Content Filter

3. From the pop-up, ensure that only the Closed

option is checked off

Click Search

From the results options, select the checkbox of

the desired file.

Click Open.

Click More Actions

Select Re-Open from the list.

. Follow prompts (not shown)

0.Click Save & Exit

ok

HOo~NO

Exit

More Actions -

ﬁ Search Page
i

Search Criteria

Module: Risk

I
B ]
Q
C)
v

Files

Folders
Important Files
Incomplete
New
In-Frogress
Closed
Deleted

Deleted-Inc

OoERODOOo e G

Re-Open

Change File Type
Delete

Import File

File Properties

Send for RCA

Send for Peer Review
Exit

More Actions -



SearCh for d Flle(S) Search Page

Go to the Search Page by clicking on the magnifying
glass icon on the left navigation pane

Search Criteria

X

Filter your search by clicking on Content Filter at the
top.

Select the type of file statuses you want to see
m

Click Search p

L Search Page
You can narrow your search further by clicking on the

Search Criteria drop down arrow

Module: Risk -

Search Criteria 1

— | File

Specific your search by filling in one or more of the
fields

Sl Rarmn

File ID

Person Affected First Name

Click on Search at the bottom of the window and a list
of the files within your search parameters will appear

Person Affected Last Name

Person Affected MRN

Type of Person Affected

[a:d
To open a file, select the box to the left of the file and
CI'Ck Open at the tOp ® General Event Type
Specific Event Type
Search Page
v Location of Event
Module: Risk ~ Content Filter ' Delete

Department Where Event Occurred

Search Criteria

Module: Risk - Content Filter ~
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Files
Folders

Important Files

O00®

Confidential Files

Incomplete
MNew

In-Progress

Closed

Deleted

OO0FAEA

Deleted-Inc

Content Filter - Open Delete More -

(1to110f1

Type of Person

Dmrenn | Affantad

Specific

Cunnt

General Event Location Where

SMITH

I
|
Adverse Drug Reaction ~
Behavior

Blood Product

CPR/AInway Management

Diagnostic Imaging

Dialysis/Treatment

Employee

Department

~

Equipment/Medical Device m

]
. Event Date
v ] Type of Person .
. O lEne File Name Person | Affected TGeneraI Event Dnnarind ot
m Afiected  Last Name | ' YPE
. - In- Other Aub
Q » 223 [E"';':f'[g;;’mem Center RICE Dialysis/Treatment (please  Kidn
Patient specify) Cent
. " In- . : Other Aubu
0O 222 Equipment/Medical Center SCRUGGS Equipment/Medical (Dlease  Kidn

Device Event (222) Datient Device apecityl | Ca

Faciities ,




Print a File Summary Page 14

Dialysis/Treatment - Management Form - 54

1. Open the file you wish to print Table of Contents
H H H DialysisMreat t
2. Click on Summaries on the left hand side under the AyssEEmen e orin
File Notifications section When and Wiere Event Occ... “I Kidney Centers
Parties Involved / Notified /W
3. Select the type of summary you wish to print. A new Aftachments D Dialvsis/Treatment
. . . ) l1alysis/ Ireatmen
tab on your browser will appear with the file summary Follow-Up Actions Y
* Original Summary: Summary of file as originally File Notifications General information about the dialysis/treat)
entered by submitter Linked Files (0 )
*  Current Summary: Current summary of the entire ' Specific Event Type * Water - T
file; includes all work done on the file Alerts (3) r
* Follow-up Summary: Summary of the Follow-up Tasks (0) , Type of Person Affected % Person N
actions only
« Task Summary: Summary of the Tasks on the file Summaries ' Original Summary
only Audits Current Summary
Followup Summary
. . File Exports
4. On your browser, under File, select Print and proceed Task Summary Current Summary
. . . . . Dialysis/Treatment Event (54) - 02-13-2017
with your desired printing settings
File State: In-Progress Entered Date: O
Fl8 Edit  View Favorites Tools  Help !:T, i(llic‘lkr::e;/Cemers Ownetr‘ ’ ' :
Note: If a new tab does not T -
|t[}‘_] B> SharePoint B Sign out £ Web Slice Gallery v £L SAS Safety Alert S
appear at step #3, check your Duplicate tab Ctrl+K
browser’s cookies/pop-up New window ol Dialysis/Treatment
Settlngs. YOU may ha.ve to g:‘:ﬂsess'on Ctrl O GENERAL INFORMATION ABOUT THE DIALYSIS/TREATMENT EVENT
. . il cific Event Type Water - Testing Issue
allow cookies/pop-ups for this i et e s P e o
Site in Order for the Summary Sa\.-'e l{':::]:;"i:;\:;‘)w :“I vent Results in No Harm
tab to appear. SRS S Fquipment InvohedManctoned? o
Close tab Ctrl+W .II"I‘EI'It Summa rv Brief Factual Description
Sl Peoescu. Jysis/Treatment Event (54) - 02132007 | e
When and Where Event Occurred
rint preview...
Send N Flle State: |I'I-PFOQTESS \é\(fl;E‘:lI:al\:: 'WHERE THE EVENT OCCURRED
dem. NORTHWEST Ow X ime (use mili ime i.e. 00:
Import and export... = Kidney Centers et ot | ——
Properties Department Where Event Occurred Center Dialysis
Extp Spe[\ﬂc Location Water Treatment Room
I




Help Menu

Page 15

Finally- a smart Help Menu! Unlike other programs that make you look for the right instructions, this Help Menu will
automatically take you to the section based on what screen you are on the SAS. Try it.

Logged in as Tosha Whitley

Help
About
Preferences
Logout

Notes

Admin Center

Act As...

l Cindy Black

[l Welcome to RLE Help

B Understanding RLE Basics

[l Working with Alerts Tasks and !
il Searching for Records

Fl Submitting and Managing Files

~

[ Welcome to RLE Help
Understanding RLE Basics
Working with Alerts Tasks and
[#] Searching for Records

= Submrtlmg and Managlng Flles

Welcome to RLE Help
Understanding RLE Basics
[ Intreduction to RLE

[ System Requirements
[ Logging In to RLE

[ Changing an Expired Pa
[ Understanding User Acc
[ Acting as Anather User

|EdJEdJEd | EAEIJEJEAPED |
Moo

[ Using RL&E Online Hel

[l Navigation in RL&

[ Understanding Page Ele
[1 Working with Widgets

[1 Using Info Center Widge

[ Moving a Widget

[ Medifying Act As Setting

Searching for Records

EI Understanding Page Layout
[ Understanding Dialog Boxes 2

[1 Minimizing and Expanding Wic
[ Medifying Widget Properties
[ Changing Your Preferances

[ Changing Your Password

Working with Alerts Tasks and Ne¢

Home > Submitting and Managing Files > Understanding the lcon Wall

Understanding the Icon Wall

The lcon Wall contains links to the submission forms used to create new 7/zs. An sdminisiator
configures the arrangement of the icons on this page and the forms they access. The administrator

Home > Submitting and Managing Files > Submitting a File > Submitting a
A = = -
Submitting a File

In order to submit a file. you must complete all required fields. There are a variety of field types,
Submission Form Panel items and buttons available on the submission form. See the following topics {

Home > Understanding RL6E Basics » Understanding the Info Cente

Understanding the Info Center

The Info Center contains a collection of widgeis (as defined by your RLE adminisirator). This page is
like @ dashboard, bringing you important infermation that helps you do your job. The page is split into
two scrollable columns that show search results, 7les, fasks and alerts in the largest column on the
left; in the small column on the right, links to reports, websites and your hospital’s logo may display.

SSWor
E55

1. Home lcon - click this icon to
return to the Info Center at
anytime.

rlsolutions

Center

Main Widgets — widgets that
show relevant files, tasks or
alerts. You can view summaries
or open files directly from these

Jorking with Widgets).

widgets (W

ments

First
File Mame Mame “@SIMame | Deparment upd

ts

Deagnastic imaging Event (5) SMITH Triage: 1 111

a Select — radio buttons allow Anversa Drug Reaction Evant (300 JOMES Pociatncs | 11-1
you ?0 Fhoose a file or record Adversa Drug Reaction Event (46} BAILEY Podiatrics 111

for viewing or perferming an Adverss Deug Reathion Event (29) BRADY 4E Nath | 11-1

action.

Action Links — used to work
with a selected record or jump
to a page.

Apverse Drug Reaction Event (42) CHOMVDHURY Triage 1 110

] b.




