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Section 1 – Connecting to the Internet Portal Account Web Site for Medication Administration Reportable 
Events 

Go to Internet address: 
COHFPortal-EGOV.COM 
 
 
 
 
 
Enter your username and 
password. 
 
 
 
 
Click on the <Sign In> 
button. 
 
 

Click on the Medication 
Administration Reportable 
Events link. 
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Section 2 – New Event Report 

 
You will be warned on every 
screen not to use the 
browser's back buttons to go 
back to a previous screen.  
 
You must use the buttons on 
the screen to successfully 
report Medication 
administration events using 
this web application. 
 
 
Click on the <Report a New 
Event> button 
 
 
 

 
Select the event type from 
the list. 
 
 
 
 
 
 
Enter your name and phone 
number 
 
 
 
Click on the 
<Save/Continue> button. 
 
 
 
Any time you see a 
<Cancel/Return to Message 
Center> button, you can 
click on it to end your 
current session and return to 
the message center. Inactive 
sessions will timeout 
automatically after 60 
minutes. 
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Section 3 – Entering Drug Diversion Event information 

Example: Drug Diversion 
Event 
 
 
 
   
 
Complete questions 1-6. 
Please type your response in 
the boxes. 
 
 
 
 
Questions 7 and 8 you must  
Select Yes or No. 
 
 
 
When complete, click on the  
<Save/Continue> button. 
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If you answered No to question 8.You 
will get the screen which shows you 
everything you have completed. Please 
review it carefully.  
 
 
If everything is ok click the <next> 
button 
 
 
 
 
When you have more information to 
add to an event such as perpetrator 
information you will need to return to 
step 1 and 2. You will click on the  
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If you answered Yes to #8 you will 
be prompted to complete perpetrator 
information. 
 
You will be required to answer each 
question. If there is a text box you 
will need to provide an explanation 
or provide information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When complete, click on the  
<Save/Continue> button. 
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Section 3a – Verifying Drug Diversion Event Information 
You will get the screen which 
shows everything you have 
completed. Please review it 
carefully.  
 
If you notice you have not 
entered some information click 
the <back> button and enter the 
missing information. 
 
If everything is ok click the 
<next> button. 

 

This screen will appear if you 
have not completed the required 
information. 
 
In this example you may click 
on the appropriate link to be 
taken to the proper page for 
corrections. 
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Section 3b – Submitting Drug Diversion Event Information 
This page will appear if you 
have completed all of the 
information. 
Click on <Submit Final Report 
to the State> button. 

After submission of the final 
report is complete this page will 
come up. Look at this page 
closely it will have your 
submission information. You 
will also get an email verifying 
successful submission. 
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Section 4 – Entering Medication Error Reportable Event Information 

Example:  
Medication Administration 
 
 
 
 
   
 
Complete questions 1-9. 
Please type your response in 
the boxes.  
On questions 5, 6 and 7 you 
will need to indicate Yes or 
No. 
 
 
 
 
 
 
 
 
 
 
 
 
When complete, click on the  
<Save/Continue> button. 
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Section 4a – Entering Staff  information for Medication Error 
Enter the information for 
the staff member that made 
the Medication error. 
 
Complete questions 1-5. 
Please type your response in 
the boxes.  
 
 
 
On questions 2 and 5 you 
will need to indicate Yes or 
No. 
  
 
On question 4 you will 
need to indicate QMAP 
qualification type. 
 
 
 
 
 
When complete, click on the 
<Save/Continue> button. 
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Section 4b – Verifying Event Information for Medication Error  
You will get the screen which 
shows everything you have 
completed. Please review it 
carefully.  
 
If you notice you have not 
entered some information click 
the <back> button and enter the 
missing information. 
 
If everything is ok click <next> 

 

 
 

This screen will appear if you 
have not completed the required 
information. 
 
In this example you may click 
on the appropriate link to be 
taken to the proper page for 
corrections 
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Section 4c – Submitting Medication Error Event Information 
This page will appear if you 
have completed all of the 
information. 
Click on <Submit Final Report 
to the State> button. 

After submission of the final 
report is complete this page will 
come up. Look at this page 
closely it will have your 
submission information. You 
will also get an email verifying 
successful submission. 
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Section 5 – Modifying an Event  
Please refer to Part 1 and 2 
 
 
You will be warned on every 
screen not to use the browser's 
back buttons to go back to a 
previous screen.  
 
You must use the buttons on the 
screen to successfully report 
Medication administration events 
using this web application. 
 
 
Click on the  
<Modify a Pending Event Report> 
 
 
Section 5a – Selecting the Event to Modify 
 
 
 
 
 
Click on the event you 
want to modify.  
 
 
Then click the <continue> 
button. 
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In this Medication error 
example you will click on 
the appropriate link to be 
taken to the proper page 
for modifications. 

 
 
Section 6 – Print/View a Report 
 
Please refer to Part 1 and 2 
 
In this Medication error 
example you will click on the 
Print/View Report link. 
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You will get the screen which 
shows everything you have 
completed. Please review it 
carefully.  
 
If you notice you have not 
entered some information click 
the <back> button and enter the 
missing information. 
 
If everything is ok click <next> 

 

This screen will appear if you 
have not completed the required 
information. 
 
In this example you will click 
on the appropriate link to be 
taken to the proper page for 
corrections 

 
 



Page 16 of 17 

 
Section 7 – Submit Report to State 
 
Please refer to Part 1 
and 2 
 
In this Medication 
error example you 
will click on the 
<Submit Report to 
State> button. 

This screen will 
appear if you have 
not completed the 
required information. 
 
In this example you 
will click on the 
appropriate link to be 
taken to the proper 
page for corrections 



Page 17 of 17 

This page will 
appear if you have 
completed all of the 
information. 
Click on <Submit 
Final Report to the 
State> button. 

After submission of 
the final report is 
complete this page 
will come up.  
 
Look at this page 
closely it will have 
your submission 
information. You 
will also get an email 
verifying successful 
submission. 

 


