
HCFS HIPAA Incident Work Flow
(Employee Perspective)

Employee recognizes that error or incident has 

occurred

End Process

 
Start Process

Complete the HIPAA 

Incident form found on the 

Portal 

The form is automatically 

submitted from the Portal

Reminder to employee that he/she 

made be held personally responsible 

for any HIPAA violation

Was PHI data 

involved in error 

or incident?

YESNO

The HIPAA Incident log is located on 

the HCFS portal, under the “Home” 

tab, under the “HIPAA” Section listed 

on the left side of the page.

Click the HIPAA Incident Log link 

then click the “New Item” link at the 

top to open a new Incident Log.

Was eTRUST 

involved in error 

or incident?

YESNO

Correct the error as 

appropriate relating to the 

error identified

Request that the data is 

corrected in eTRUST 

according to normal 

processes

Cooperate with the HIPAA 

Incident Officer to resolve 

the issue within 30 days

Incident is closed

McAlester Office employees must 
submit a “Support B ticket” under the 

Helpdesk section of the portal to 
complete a data correction.  

All other employees would select 
“Data Update” within the account 

(located on the left panel in eTrust)
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