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The HAS system is to be used to track all incidents affecting patients and non patients, as well as 

near misses or “good catches”.  It is to also be used to document complaints or grievances and 

compliments, as well as quality reviews and employee Incidents. 

If you have a question as to what is reportable or not, contact your Risk Management department. 

 

Login 
To login to HAS to enter an incident or issue, click on your HAS desktop icon or the link/choice on 

your internal web page. 

The link will take you to this site: https://borinquen.riskqualhosting.net/has/Login.aspx   

The following login page will display: 

 

Enter your assigned User ID and Password. 

Your user ID and password is the same as your Borinquen Network login user ID and password. 

 

Problem Logging In 

If you have a problem logging in or once you click LOGIN, and message states “User not found in 

LDAP – Contact Your System Administrator” – you have not entered your correct Borinquen 

network User ID and/or Password.  Please contact the IT Help Desk as instructed above 

Please Call Ext. 3575 or email IT@borinquenhealth.org.. 

https://borinquen.riskqualhosting.net/has/Login.aspx
mailto:IT@borinquenhealth.org
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If you receive an error “Invalid Username/Password”, then your User ID is not setup as entered in 

the HAS system.  Please contact RiskQual Support at  support@riskqual.com  for assistance.   

IF you are exited from the login page upon entering your User ID and password, your Pop 

Up Blocker settings are most probably turned ON on your computer’s Internet Explorer settings.   

Go to your Internet Explorer icon .   Click on Tools – Pop Up Blocker – Turn OFF Pop 

Up Blocker.   This is a temporary measure to allow you to enter your Occurrence/Incident. 

Go back to the link for the Event system and login. 

**Contact your IT Help Desk so that they can ensure that the Pop Up Blocker is turned OFF only 

for this website and this does not occur again** 

Any other questions – contact your Risk Manager/Designated System Administrator as advised 

internally by your risk management/nursing direction. 

Entering a New Complaint/Compliment 
When entering a Complaint/Compliment, all required questions must be answered at a minimum 

before you can SAVE.  If you do not save your Complaint/Compliment, it will not be saved 

automatically.   

Upon Login to the system, you are presented with a selection to “Select Entry Type” 

 

Click to select Complaint/Compliment to report a Complaint/Grievance or Compliment. 

The following options display to the right: 

 

Complaint/Grievance– Select if the issue you are reporting is a Complaint or a Grievance. 

Compliment – Select if the issue you are reporting is a Compliment to an Employee from a 

Patient, Physician, another Employee or visitor/family. 

Click to make the appropriate selection. 

Click  to enter a new Complaint/Grievance 

mailto:support@riskqual.com
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You will be taken to the entry screen for a Complaint/Grievance or Compliment respectively 

based on your selection. 

*** NOTE ***   When entering a Complaint/Grievance, all required questions must be answered at 

a minimum before you can SAVE.  If you do not save your Complaint/Grievance, it will not be 

saved automatically.   

 

Complaint/Grievance 
When selecting Complaint/Grievance in the “Select Event Type” prompt, the following sets of 

questions will display.  Questions will include/exclude themselves according to logic built into the 

screens that your facility risk manager designed. Those options are reviewed in the various 

screenshots below. 

The issue entry questions will display to the right one at a time for you to begin answering them.  

As you answer each question, the responses will display on the grid to the left and the Edit link 

will display to the right in case you need to navigate back to change your response prior to saving 

the event.   You can always navigate and Edit above of where you are currently answering 

questions. 

 

Location/Site Where Complaint Originated 

 

The facility where the complaint originated is displayed as your facility.  Click NEXT to continue 

to next question. 

If you have access to more than 1 facility, click on the drop-down arrow to view & select 

appropriate facility. 
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Primary Department Involved 

 

Select the Department for the complaint/grievance from the dropdown 
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Location 

 

 

Room Number 

 

Issue Type  
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Complaint/Grievance about a Patient?  

 

If YES, the Patient Visit Search question displays: 

 

Patient Visit Search 

 

Enter the Patient’s Last Name and click SEARCH.  A listing of patient visits for that patient last 

name displays. 

Highlight the respective patient visit associated with the event and click to select it. 

The respective patient’s demographics display on the grid and system advances to the next  

Upon selection of a patient, the demographics entered for the patient display on the grid on the 

left for viewing as example below: 
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Enter New Patient 

IF the patient is not found when searching, click ADD PATIENT button to add the patient to the 

system.  The Add New Patient screen displays so you can create the new patient and enter the 

demographics information you have: 

* Required 

The minimum required items to save a new patient are First Name, Last Name, Patient ID, Visit # 

as noted in the Add Patient screen below with a Red Asterisk: 
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Type of Person Issuing Complaint/Grievance 

 

Choose the type of person issuing the complaint/grievance from the dropdown.  The system will 

advance to the next question. 

If PATIENT – the Patient Search Question displays. 

Complainant Search 

 

If Patient is NOT FOUND, click ADD PATIENT button to add the patient.  The Add patient screen 

displays for you to enter the new patient (see above section on Add Patient screen). 

If Employee or Physician is selected, the respective search question will display. 
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If Complainant is a Visitor, or Family, other than Patient, Physician or Employee, you will be 

asked to provide the name of the complainant (LAST, FIRST) 

 

 

Complainant Number 

 

Enter the complainant phone number if available. 

 

Date Complainant Reported issue 
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Relationship to Patient 

 

Choose the relationship to the patient from the dropdown.  The system will advance to the next 

question. 

 

Source of Complaint/Grievance  

 

 

Choose the source of the complaint/grievance from the dropdown.   
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Complaint/Grievance Desc 

 

Enter a description of the complaint/grievance and click Next. 

Date Issue Occurred 

 

Select the date when the issue occurred related to the complaint. 

Complaint Time 

 

Enter the complaint time, if applicable and click Next. 
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Party Directly Involved? 

 

If another party is directly involved in the complaint (i.e, employee or physician, click Y and 

questions will follow to enter the other party directly involved) 

Reporter information will display at the left-hand side of the screen.   

 

Save Your Complaint/Grievance 
At the end of the questions to be displayed for the type of complaint/grievance being entered, 

user is advised to Preview their work prior to saving by clicking PrevPage to move back through 

the entries and can make any modifications by clicking on the respective row to modify.   

 

Click button at the top left corner of the Grid when ready to save the event. 

Once SAVE is clicked, the initial complaint details will be saved and displayed per example 

below: 
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You can click on the respective option under “Additional Complaint/Grievance Info” to add the 

additional information for the complaint/grievance, if applies. 

 

 

Compliment Entry 
If you select Compliment from “Select Complaint/Grievance/Compliment” drop down, you will be 

asked some of the same general questions and some different questions. 
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Primary Department Involved  

 

Choose the Department involved in the compliment from the dropdown. 

 

Location 

 

Choose the location of the compliment from the dropdown. 
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Room Number 

 

 

Person Type Complimented 

 

Choose the type of person that was complimented from the dropdown.   

If PHYSICIAN or EMPLOYEE is selected, a Physician or Employee search will display. 
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Enter the Name of the Employee and click search 

If Physician was selected, the Physician Search question displays 

 

 

Complimented By 

 

Choose the type of person issuing the compliment from the dropdown.  If Employee, Physician or 

Patient is chosen, a search question will display.  If another type of person, enter the last name, 

first name of the person. 
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Compliment Date 

 

 

Source of Compliment 

 

Choose the source of the compliment from the dropdown. 
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Compliment Date 

 

 

Compliment Desc 
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FOLLOW UP Entry 

Upon save of any Compliment/Grievance/Complaint, one or more automatic emails are 

generated to specific department managers/directors as designed by your facility Patient 

Relations Management team.   

The email advises the particular manager that a Compliment/Grievance/Complaint has 

been entered for their area of responsibility.  The auto email text example is below: 

--------------------------------- 

From: RiskQualHAS@borinquenhealth.org 

Sent: Friday November 8, 2019 4:14 PM 

To: deptmanagerx@borinquenhealth.org 

Subject: Follow up and review for Complaint #: BQMAI2019000003  

THIS IS AN AUTOMATED EMAIL -- DO NOT REPLY  

 

An Issue has been reported per the details above. You may review it by clicking on the link 

below and Login to the HAS system with your assigned User ID and Password. 

 

What – Communication – Nursing 

When – 11/08/2019 

Where – MAIN OFFICE - Pediatrics 

 

Once you have completed your review of the Complaint details, Click on ''Click Here To 

Complete Your Follow-Up'' in the MY OPEN FOLLOW UP section to document your follow-up. 

 

THIS IS AN AUTOMATED EMAIL -- DO NOT REPLY -- If you have any questions - Please Contact 

your Guest Relations Department. 

 

Please click here to login to the HAS system. 

 

Thank you. 

--------------------------------- 

 

To document any follow-up, click on ''Click Here login to the HAS System” to document 

your follow-up. 

 

The auto email above will have a link in the email that will allow supervisor/manager to 

click on the email link.  Upon clicking on the link, the HAS Login page will display.  Login 
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to HAS, and upon successful login, the system will display the specific 

Complaint/Grievance on the screen for which the follow up/auto email was generated.   

You can review the details of the complaint/grievance or compliment by clicking on the 

link   at the bottom of the Grid containing all the complaint/grievance 

details.    

 

Completing Follow Up 

Upon clicking on the link above to enter follow up, the follow up questions display: 

The type of follow up is defaulted to Department Manager Follow Up automatically. 

 

 

The system will prompt you to enter the follow up as follows: 

Date of Follow Up 
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Follow Up Description 

 

At the end of the follow up questions, the system prompts you to review the entry and 

SAVE to save the follow up. 

 

Click  to save the follow up and return to the main 

Complaint/Grievance or Compliment entry. 

 

The follow up entry is displayed in the Additional Complaint/Grievance Info section on 

the main Complaint/Grievance screen and can be viewed by any other 

manager/supervisor, etc., with access to search for existing Complaint/Grievances.  

Data can be viewed only, cannot be changed. 

Click  to return to the main screen and enter another type of 
Complaint/Grievance if needed or review your other open/pending items to follow up. 

 

Click  to return to enter a new Complaint/Grievance for the 
same entry type 

 

Click  on the upper right corner of the system to Log Out of the System. 

You can also click   the  X on the upper right corner of your screen to EXIT 
the system. 
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Completing All Open Follow Ups Assigned to You 

If you have additional Complaint/Grievances/occurrences or complaints that are 

assigned to you for Follow Up, for which you would may have also received individual 

emails, you will see a listing of Open Follow Ups when you click on Cancel/Return from 

the Complaint/Grievance detail screen. 

It will display a grid showing you the list of Open Follow Ups assigned to you as of today: 

 

(***IF you are a department manager, and do not see this option below, you are not 

assigned to receive Open Follow Up queue.  Contact your Risk Manager to advise them 

***). 

 

 

The grid shows the following information: 

 

Name of user who’s logged in for which open follow ups exist (You). 

Module for which the follow up was assigned (i.e., Incident or Pt Relations (Complaints)) 

Follow Up Due Date – date the follow up was assigned to the user (same date 

Complaint/Grievance was entered) 

Created date – date the follow up entry was assigned to the user 

Patient/Person Name – name of the patient or person involved in the 

Complaint/Grievance to be followed up 

Follow Up task – description of the follow up to be done by the user 

Category – Category of the Complaint/Grievance for which the follow up was assigned 

(i.e., Incident Category, Complaint Category, etc.) 

Code – Sub code of the Complaint/Grievance for which the follow up was assigned 

Dept – Department involved in the Complaint/Grievance for which the follow up was 

assigned.  

Location – Location involved in the Complaint/Grievance for which the follow up was 

assigned 
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Open Follow Up Grid Options 

Sort – The default sort order is by Follow Up Date in Descending Order (latest follow ups 

showing at the top). 

User can click on the title of any column to sort all Open Follow Ups by that column (i.e., 

Inc Category) 

 

Select from My Open Follow Up List to Complete 

Click VIEW link  in front of any Open Follow up task to open the 

Complaint/Grievance associated with that follow up task assigned to you. 

 

Upon clicking View in front of any record on the Open Follow Up grid  , the 

particular record displays: 

 
 

Review the details of the Complaint/Grievance by scrolling down on the page to view the 

grid contents.  Click Next Page link at the bottom of each page to advance to the next 

page of information for that Complaint/Grievance: 

Once you have reviewed the details of the Complaint/Grievance, you can complete your 

follow up by clicking on “Click Here to Complete Your Follow Up” link on the upper right 

side of the screen 

 

Follow the prompts to complete your follow up as per the questions in Completing Follow 
Up in the section above. 
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Upon saving your follow up entry, you can click  to return to the 
main screen and the open follow up you just completed will no longer display on your 
Open Follow Up list because it has been closed/completed. 
 
Once you’re in the Open Follow Up list screen again, you can click on the next open 
follow up to view the next Incident or Complaint/Grievance and complete it same as 
above. 
 
 
The My Open Follow Up grid will refresh itself for NEW follow ups assigned to you while 

you are logged into the same session of the system. 

 

Click   the  X on the upper right corner of your screen to EXIT the system or 
click Log Out. 
 

 

 

Any Questions 

 

Contact your IT Help Desk for Login Issues/Questions 

Call Extention 3575 or email IT@borinquenhealth.org 

 

Contact your Risk Management Department for System Questions/How To 

Contact RiskQual Technologies Support Services – support@riskqual.com 

 

 

 

mailto:IT@borinquenhealth.org
mailto:support@riskqual.com
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You Have Successfully Completed User 

Training on  

Complaint/Grievance/Compliment 

Reporting 

 

Thank You for Training with Us! 

 

 

http://www.riskqual.com/

