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Signing Off on a File 

If you have been sent a file to review and have completed your work in the file, go to the 
Add Follow-up drop-box and select Sign-Off.  This is a way to communicate to the file 
owner(s) that you no longer need the file open.  

Closing a File 

Once all applicable team members have documented and signed off on the safety 
event, you can close the file.  For example, if a file is being reviewed for verification of a 
critical incident, it needs to remain open until review by patient safety and any other 
relevant departments is completed.   

1. Click on More Actions in the lower right corner 
2. Select Close to open the Choose File Status form 
3. Click in the drop-down box in Select Status 
4. Select the desired option based on the following definitions: 

▪ Resolved   All work completed 
▪ Duplicate   Incident reported more than once (link files before  

closing) 
▪ Invalid  Wrong information, not a safety event (i.e. respectful  

workplace issue), event is not about services provided 
in a health authority 

▪ Insufficient Info Not enough information provided to do a review  
▪ Expired  Do not use this file status 

5. Select OK to close the file 

Adding Tags 

One way to keep any names included in the Details about the Event in the Any 
Additional Information box is to tag the names.  

1. Double click anywhere in the open text box 
2. Highlight the name you wish to keep confidential  
3. Click on the Tags drop-down box and select the appropriate tag or descriptor 
4. Click OK 
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When the information is displayed or printed the tag, not the individual name will 
appear.  For example, “Doris” will appear as Patient 

 

QUESTIONS? Contact RL_Support@sharedhealthmb.ca  

mailto:RL_Support@sharedhealthmb.ca

