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UNIVERSAL REPORTING PROCESS GUIDE FOR OPERATORS 

TRIAGE AND ASSIGN 
Decision-making 

1. Report Request email is delivered to the Operators email via RedCap with a specific link 
2. Open the Report Request Link “View their responses here” to begin Triage & Assign process 

 
 

3. Under Actions tab: Download the PDF survey with saved data and begin to review the following 
questions of the form in order to properly assign the request  

 
 

! From which reporting team are you seeking data?  

 
 

! Existing report name 
! Please provide sufficient details and description the data and information being 

requested 
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4. Based on the information in number 3, Make decision on which is the appropriate reporting team for 
this request to be assigned. 

5. If the request is missing information or is incomplete, the request will need to be rejected and 
resubmitted by the requestor. Email the requestor for the fulfillment of the report request. 
 
Example for UH Research Approved is missing UH research Plan attachment.  

UH leadership has given us direction to develop a more consistent record for research related data 
requests. Can you please re-submit this request 
https://research.njms.rutgers.edu/redcap/surveys/?s=CCCFKNKTD7. But this time, can you attach 
the UH approval for the research directly to the request? Once that occurs, we will quickly route and 
assign this request for action.  Sorry for any inconvenience. Thank you. 

 

 

 
6. If it is unclear which reporting team is appropriate, please reach out to Hamani Franklin or Mustafa 

Rahman at franklha@uhnj.org or rahmanm6@uhng.org respectively. 
 
Mechanics 

7. If the appropriate reporting team is an Epic team, via an email to reportrequest@uhnj.org create a 
HEAT TICKET for fulfillment of the report request and attach the Report Request PDF to that email. 
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8. If the appropriate reporting team is a not an Epic team, email the appropriate reporting team for 
fulfillment of the report request and attach the Report Request PDF to that email (be sure to include 
any files/attachments the requestor provided). Please note if there are any URGENT requests be sure 
to include in the message template below that it is an urgent request and set the importance to high 
on the email. 

This email is to inform you that report request <insert request number> has been assigned to you in 
Redcap. Please reach out to the requester to confirm understanding of the requirements to deliver 
this report. The requester’s information can be found on page <insert page number> of the attached 
request. If you have any questions about this assignment, please advise. 

Please note this is an Urgent Request. 

Thanks, 

List of Common Emails 

 

 

 

 

 

 

 

 

Downloading Attachments/Files 

Open the Report Request Link “View their responses here”. Then scroll down and click on each file 
name and it will begin to automatically download 
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9. Go to the Record Status Dashboard page on RedCap and Select the Report Request ID Number 

 
 
 
 

10. Complete the “Triage and Assign” section. Then Click the “Save & Exit” at the bottom of the form. 

 
 

11. The Report Request has now been assigned 
 
END OF TRIAGE AND ASSIGN 
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FOLLOW-UP AND CLOSE OUT 

1. Once a week on Thursday morning, open the Record Status Dashboard on RedCap 

 
 

2. Look for items with a red stop sign in the Internal Tracking and Management section. These items 
have been assigned to reporting teams but are not yet captured in Redcap as completed. 

 
3. For each incomplete Report Request form, follow-up with the appropriate reporting team via email 

and/or phone according to the following script: 
<This is to inform you that request #XXXX  which was assigned to you on X/X/XX is listed as 
incomplete in the Red Cap System. Has this request been fulfilled?  

• If Yes  - when was it completed? 
• If No -  Please advise a timeline of when the request will be fulfilled. Thank you for 

your cooperation.>  
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4. Every Friday, once you have received information from the various reporting team. Click on the red 
stop sign on the Internal Tracking and Management Status in the Record Status Dashboard. Update 
the “Follow-up and close out” then Click the “Save & Exit” at the bottom of the form. 

 
5. The report request is ready for status reporting 

 
END OF FOLLOW-UP AND CLOSE OUT 


