	Quarterly Error Report (QER) Quick Reference Guide 
For Regional Office Point of Contacts (POCs)
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Click box above to link to the QER SharePoint Site! IF YOU DO NOT HAVE ACCESS YOU WILL RECEIVE AN ERROR MESSAGE.  Click Request Access if Error message is received and you are the Station POC for the QER.
	This section describes the process by which POCs can update the QER. POCs can use the SharePoint Site to:
· Review the status of errors that require corrective action.
· Update the status of errors where action has been completed or Recon has been submitted.
· Receive feedback when action taken requires additional information or incorrect action was taken.
Note:  Only individuals that have been identified as the POC for the regional office will have access to the Quarterly Error Report SharePoint site

	Accessing 
	In the left pane under section titled Lists, click the appropriate FY## Q# Quarterly Error Report. In the QER click [image: image2.png][ Siation #



 the + sign next to your Station # will expand the list to show the errors that require corrective action.  The following information is pre-populated by Quality Assurance in the QER:
· Station #
· Claim #

· Error – Contains the error code identified on the Star Rating Quality Review Checklist

· Error Narrative – Provides the description of why the error was called and what is required to correct the error

· Review Type – Will indicate if the claim reviewed was: Rating, Authorization, ECT…

· STAR Review Date - The date Quality Assurance Staff reviewed the claim

	Finding Claim #
	After the station has completed the action required to correct the error identified in the QER the correct action must be recorded.  In order to report the action taken follow the listed steps:
· Find the Claim #: expand the Station # and scroll down until the claim number is found or place the cursor over the column title Claim # and click the          arrow to find the claim number.  
· Click on the blue claim#: 123456789

	Updating the QER (Details screen)
	Updating the QER to reflect the action taken by the Station.  Find the Claim # and click on the number associated with the cases that corrective action has been completed. A separate window will appear that will contain all of the information from the QER list view.  To add the actions taken:
· Select the Edit Item icon [image: image3.png]


 this will enable you to add information to the QER. 
· Choose the dropdown arrow in the box below Error Status and select one of the follow: 
· Completed – Select if all actions have been taken in accordance with the error cited.  

· Recon Submitted – Select if the station has submitted a Reconsideration pertaining to the error cited.

· Next enter a detailed description of the actions that were taken to correct the cited error in the box under the section labeled Station Action Taken. DO NOT LEAVE THIS SECTION BLANK IF LEFT BLANK THE COMPLETED ERROR STATUS WILL BE REMOVED.

Ensure all the information entered is correct and do not leave the Error Status or Station Action Taken blank then select save [image: image4.png]
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	The Quality Assurance Staff reviews the station error status and station action taken.  

	Station Action Taken Review
	Quality Assurance will perform a routine review of the description provided in the Station Action Taken section.  

If the action taken is in accordance with the error cited a date will be entered in the Date Completed section of the QER list. This indicates no further action is required on the stations part.
If the action taken is NOT in accordance with the error cited NO date will be entered and the Error Status will be deleted reflecting no entry in this column which indicates the corrective action was not correct.  The Comment column will have a reason for not accepting the stations action taken. 

The same process will apply with the recon submitted review. 


