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Completing the Document Review Form 
As part of the CIMS process, you will complete a document review. The results of this 
process will be entered into the electronic workbook. This section will assist you with the 
following: 

  Navigating the Document Review Form 

  Completing the Document Review Form  

  Printing a Blank Document Review Form PDF 

  Printing a Completed Document Review Form PDF 
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Navigating the Document Review Form  
Navigate to the first page of a Document Review Form using one of these options: 

A.  Workbook Menu  

1. Click Workbook Menu at the top of the Workbook Menu page. This will create 
a drop-down menu which includes Document Review. 

2. Click the Document Review folder.  

3. Select Document Review Form – 1 (Figure 47). 

 
Figure 47 

 

B.  Workbook Forms 

Locate the Workbook Forms section on the right side of the Workbook Menu page. 

1. Click the Document Review folder. 

2. Click the plus (+) sign to expand the Document Review folder. 

3. Select Document Review Form – 1 (Figure 48). 
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Figure 48 
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Completing the Document Review Form 
To complete the form, follow these steps for each page: 

1. Answer each question and click Save (Figure 49). An error check will 
automatically be performed. If errors are found, they will be listed in a pop-up 
window.  

2. Resolve any errors that are listed and click Save again. 

3. Click Next to go to the following page. 

4. Perform steps 1–3 for each page of the Document Review Form until it is 
complete. 

5. When the form is complete, click on the Workbook Menu button at the top of the 
page to return to the Workbook Menu page.   

Note: The Document Review contains a Continuous Improvement Protocol (CIP) section 
at the end of the form. The CIP section includes questions for the record reviewer 
regarding the CIMS process. These answers will be collected and given to the MDE for 
analysis at the end of the Part C cycle. The answers you provide in the CIP section will 
not appear if you print a PDF.   
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Figure 49 
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Printing a Blank Document Review Form PDF 
Users with CIMS coordinator, form writer, and viewer workbook rights can view and 
print a blank Document Review Form PDF.  

1. Click Document Review Form – 1 in the Workbook Forms tree (Figure 50).  

 
Figure 50 

 
2. From the Document Review Form page, refer to the Instructions at the top 

of the form. The third bullet is an option for creating a blank PDF. Locate and 
click on the click here statement (Figure 51). 
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Figure 51 

3. A new window will open displaying the blank form in PDF format (Figure 52). 
To print the form, click the printer icon in your Internet browser window. 

 
Figure 52 
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Printing a Completed Document Review Form PDF 
Users with CIMS coordinator, form writer, and viewer workbook rights can view and 
print a completed Document Review Form PDF.  

1. Click Document Review Form – 1 in the Workbook Forms tree (Figure 53).  

 
Figure 53 
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2. Once on the Document Review Form – 1 page, click the View PDF button 
(Figure 54) to generate a completed Document Review Form PDF. 

 
Figure 54 
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3. A new window will open displaying the Document Review Form in a PDF 
format (Figure 55). To print the form, click the printer icon in your Internet browser 
window. 

 
Figure 55 

 


