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1) Overview

MI-ACTS (Michigan entry into ASPEN Complaint Tracking System) is a web-
based application that automates the Facility’s process of adding, updating,
viewing, deleting drafts and submitting incident and investigation reports to the
State of Michigan.

e e =]
e

- To navigate through MI-ACTS a navigation panel is
situated on the left side of every screen.

Investigation

Click on the screen name in the navigation panel to

Waorker Profile open the screen.
Navigation may also be achieved from the Task List
Incident screen to the Incident and Investigation screens. See
Investigation Chapter 2w for information on Task List.
Histary
Reports
Roles
Task List
Worker Profile
Incident

Facility Home

5
aCreen
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The toolbar . Bave | MSubmit | &Print | #Clear | @Logout

every screen. Clicking on:

is at the top of

e Save - commits the information entered as data to be stored on the
MI-ACTS database.

e Submit - commands the database to submit the incident to the State
Agency (SA) and change the workflow status.

e Print - results in printing a single page image of the screen the
worker has open.

e Clear - refreshes the screen to a blank screen.

e lLogout - exits the worker from MI-ACTS

The required fields are noted with a red * asterisk before the field title. If the
required fields are not populated prior to clicking the Save button, the system
provides an error message to notify the worker to “Enter the Required Fields”.

A Help feature is available on each screen/tab by clicking the blue circle with the
enclosed question mark @ .

MI-ACTS IDs are assigned incrementally by the system when the Resident Tab
is Saved for the Incident. What this means is a Facility in Northern Michigan may
click on Save and be assigned MI-ACTS ID 00000001, while a Facility in
Southeast Michigan may be assigned MI-ACTS ID 00000002.

la) Security

Users are required to use State of Michigan (SOM) Single Sign-On (SSO) to
access the Long Term Care Provider Portal (LTCPP), where the MI-ACTS
application is hosted. In addition, Role based security within the application
controls access to specific functionality in MI-ACTS.

To obtain a SSO ID, Register at: https://sso.state.mi.us/

The following screen is presented. Select Register to create a new ID:
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State of Michigan Single Sign

Please Login or Sign-Up to use Single Sign-On

User ID: ¥you are a new user to Single Sign-On, click Register to
create your User 10 and Password.

Password: e

Forgot Password?

W you have foegatten your password, chek Need Password.
Single Sign-On system will emai you a new temporary
password

Need Password

Michigan.goy Home | HelpFAQs | Contact Us

Complete the registration screens:

State of Michigan Single Sign

REGISTRATION- Step 1
* Indicates required field

First Name * Im
Middle Initial A |

Last Name * IDoe

Email Address * [myemail@gmail com
NOTE: Users who have been assigned a State of Michigan email address must use this address to register.

| Continue | | Clear |
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- 3 i
| & Registration Page- Ent... % el ..

(c]®
L
Eile Edt View Fgvortes Took Hdp
< &) ApplcstionPortal | Intemal Sites w 2 TEST - S50 Login 2 PRODUCTION - Internal - .

& https//ssc. stete.mius/som/deh/eniollproce: O~ BB G X

|
1 State of Michigan Single Sign o)

REGISTRATION- Step 2

Fleasa Enter a four digt number to create 3 unique UsailD @ doej ] Why should | entar this number?
(OR)
Please generste a random four digit number for ma 1@ Yes @ Ho

Enter the number as itis shown in the box below* : |

[Back| | Continue | [Clear |

Copyright @ 2008 State Of Michigan. All rights reserved

#100% -

The system uses the Last Name, first letter of the First Name and a 4-digit
number to create a user name. You may enter a 4-digit number in the box at the
top of the screen, or click on the “Yes” radio button to allow the system to
generate the 4-digit number.

The number in the blue-outlined box at the bottom of the screen is to protect the

system from malicious attempts to flood the system with ID requests. You must
enter the number presented in the blue-outlined box into the box above it.
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/= Confimation Page - Windows Internet Explorer

1=
G\’\: ~ [ nttpss/jsso stete mius somjdchjenvol processExReg s = 3 |[#+)[>[co0e B8

Ele Edt View Favorits Tooks Help & snaglt =

o »
v EE' 'l {& Confimation Page X |YlVahnu‘ WMail - johnmoore73@.., | [™]Gmail - Inbox (1) - mibusines... | | i - e v |:2bPage  {C}f Tools ~

=

State of Michigan Single Sign on

USER REGISTRATION CONFIRMATION

Please review the following information.Click Submit

First Name : John

Initial A

Last Name : Maore

Email Address : MiBusinessOneStop@gmail com
Your User Id will be : moorej7890

Back Submit

Copyright @ 2002 State Of Michigan, Department of Community Health. All rights reserved

j
Done [T [T [ [ [ Tustedsites [®wow - 4]
(a[)
GT:_: ~ [ httpsifresa.state.mi dchfenrollfsul — = & [+ zood= 2]
Fle Edit Vew Favoites Toos Help @ snaait B 1
r e EE' '| @ Confimation Page x |YlvahumMal\ - johrmaore 73 @. |MGmaH—Inbaa (1) - mibusines. | | 3 - B - o - [reage - GToos - T
=
. . o o )
State of Michigan Single Sign On_’
Your request to be registered to the Michigan Web Site is being processed. You will receive an Email within 24
hours with your usercode and password.
Close
Copyright @ 2002 State Of Michigan, Department of Community Health. All rights reserved
=i
Bone T [ rusedsts wow - |

You will receive an email within 24 hours containing your ID and password. Use
the link in the email to log into SSO with your new ID and temporary password:
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eel&a hittps://ss0 state.mius mi.| (= State of Michigan-Login % ﬂ&‘ i3

Fle Edit View Favoiites Tools Help
o5 2 Applicaticn Portal | Internal Sites » 2 TEST - 55C Lagin & | PRODUCTION - Internal - ... % -8 -

"l

Y mm v Pagew

State of Michigan Single Sign OE"’L W

User ID doej4321

Password essssss

Login

* If you do not have a User ID, please click | Regster | |
fi P I

The system prompts you to change your password. Follow the instructions on the
screen to create your new password.

Complete the challenge questions so that you are able to reset your own
password if problems occur in the future.

+ If you experience issues setting the new password, contact the DTMB
Client Service Center at 517-241-9700, 1-800-968-2644 for assistance.

After you receive your SSO ID, the Facility Administrator must complete the
authorization form and follow the directions on the form for submission: SSO
Authorization Form and Process.

When you log into SSO for the first time, you will be presented with the following
screen:

/= Application Portal - Windows Internet Explorer

== x[]
@::; [ httos: fsson0 1.mech. state. mi.us/som/dch-portal/de-partal ][50 cersicate Error | 42| X | [cocale o
Fle Edit View Favorites Tools Help & Snaglt =3
- = »
o g EE| '| % Camcast Webmail -Email M. .. | @& application Portsl x | | 2 - B - @ - [heage - (G Tooks -

=l

State of Michigan Single Sign OE/ J. i /;___

Application Portal

WELCOME John Moore,

You are NOT currently subscribed for any applications. If you wish to subscribe for application
access please click on the Subscribe to Applications link below.

Subscribe to lications
Account nce Sign Off

Click on Subscribe to Application

State of Michigan Single Sign on

SUBSCRIPTION

Please Select from the list



State of Michigan Single Sign on’,

SUBSCRIPTION

Please Select from the list

Dept of Licensing and Regulatory Affairs ¥ | |LTCPP/Long Term Care Provider Portal *

Next | | Back ‘.r ‘.r

Select these settings from the drop-down menus

Copyright @ 2008 State Of Michigan. All rights reserved

1b) Roles

The Nursing Home System Administrator has the ability to assign MI-ACTS roles
to a user. Roles defined for MI-ACTS include:

ROLE ACCESS LEVEL

Facility Administrator | Add users, Add/View/Update/Delete Incidents and
Investigations, View Task List, View Reports, View
History, View Maintenance Records, View Roles, Add
and Update Worker Profile Records.

Facility Supervisor Add users, Add/View/Update/Delete Incidents and
Investigations, View Task List, View Reports, View
History, View Maintenance Records, View Roles, Add
and Update Worker Profile Records.

Facility Worker Add/View/Update Incidents and Investigations *, View
Task List, View History, View Maintenance Records,
View Roles.

* Update permitted only until the incident/investigation is submitted to the
SA.

The Role screen is used by the Facility and SA roles to view the access a Role
has to MI-ACTS screens and tab sections.
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MICHIGAN.GOV

Michigan.gov Home Long Term Care Provider Home | BHCS Home | Contact BHCS | LARA Home

Bureau of Health Care Services Long Term Care Provider Portal

[ESave | #Submit &Print | %#Clear = ©@Logout

Incident "SELECTION FILTERS

Investigation
Worker
Profile

*Rale  Facility Supervisor E Q| Screen Incident E Q Tab  Resident B Q

IPDATENVIEV

Incident H VIEW BY ROLE
Invastigation

Histary )
Reports
I S 7V g Py
Task List

E Incident Screen Resident Tab VView el
Waorker -

Profile Incident Screen Resident Tab A-Add [w]

DELETE Incident Screen Resident Tab U-Update vl

IncidentDelete
Help

incidentsa

Capyright ® 2001- 2013 State of Michigan

To view the access a Role has to screens, tabs and screen functions, navigate to
the Role Screen Access Entry screen. The View Role Screen Access Entry
screen function defaults as open.

Enter or select the MI-ACTS *Role and click the Find button. The system displays
the access the Role has to all MI-ACTS screens, tabs and screen functions in the
grid.

Enter or select the MI-ACTS *Role and enter or select a MI-ACTS screen name
and click the Find button. The system displays in the grid, the access the Role
has to the specific MI-ACTS screen, its tabs and screen functions.

e |If the Role entered or selected has access to the screen nhame entered, the
system displays in the grid, the access the Role has to the specified screen,
tab(s) and screen function(s).

Enter or select the MI-ACTS screen without entering the Role and click the Find
button. The system returns an Enter Required Fields message.

1c) Worker Profile

The Worker Profile screen is used to control login to and security access of data
in MI-ACTS. The worker must have an active State of Michigan Single Sign On
(SSO) ID before they may be given the security to log into MI-ACTS. If an
individual does not have an active SSO record and a Worker Profile Record in
MI-ACTS, they are not able to log into MI-ACTS. The worker’s access to data is
controlled by the roles set by a system administrator. See Roles Screen for more
on Roles and the access each role has on the system (1b).
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The Worker Profile Screen allows the Administrator to add the workers profile
and role(s), thus granting them access to log into MI-ACTS.

The system administrator selects Add Worker Profile from the Navigation panel.
The Worker Profile screen opens with the following fields (*denotes a required
field):

Upon the system Administrator entering data into the Last Name, First Name and
Worker ID (SSO) fields, the system automatically performs a search on the
Worker ID (SSO). If no match is found the Administrator or Supervisor tabs to
the next field to continue adding the worker. If a match is found, the system
returns the Worker Already Exists in MI-ACTS, Add Not Allowed message.
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The Worker Profile Screen can be used by a worker to view a worker profile
record. Every worker has view access to view their own Worker Profile record.
A worker does not have view access to another worker’s profile record, unless
the worker also has a supervisor or administrator role.

To view a profile record, the worker selects Update/View Worker Profile screen
from the navigation panel. To view a worker profile record, the worker must enter
the Worker ID (SSO) and/or Last Name and/or First Name of the worker in the
Selection Filters and click the Find button. If only one entry matches the name
entered, the system automatically populates the following fields:

*Worker’'s Last Name,

*Worker’s First Name,

Worker’s Middle Name,

*Worker ID (SSO) — The unique, single sign-on (SSO) ID, created by the
State of Michigan Security Administrator for each worker on the state
systems.

*Work Location

*Worker’s Title,

*E-Mail Address,

*Begin Access Date to MI-ACTS,

End Access Date to MI-ACTS,

*Role(s) for the specified work location,

*Supervisor,

*Role Start Date; and

Role End Date.

If more than one entry matches the information entered by the worker, the
system displays a popup for the worker to select from.

550 |Single Sign On ID) Worker Last Name Worker First Name

OK Cancel

The worker selects the correct entry by highlighting and clicking in the row on the
grid, or by highlighting the record and clicking the OK button. The system
populates the information on the screen.
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To terminate the search and not select an entry in the grid, click the Cancel
button. The search popup closes and returns the worker to the Worker Profile
screen.

The system administrator may update the following fields in the worker profile
record:

*Title

Access End Date
*Role(s)

Role End Date

Important Note: To disable/end a worker from logging into MI-ACTS, an
Administrator or Supervisor must enter both an End Access Date and a Role End
Date on the screen. The worker has access to MI-ACTS until midnight for the
date entered.
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2) System Navigation - Facility

2a) Login Page

State of Michigan Single Sign OEI- :

Please Login or Sign-Up to use Single Sign-On

User ID: ¥ you are a new user to Single Sign-On, click Register to
| create your User 1D and Password

Password:

|7 Register

Forgot Password?
Wyt have fRoegotten your password, chick Need Password

Single Sign-On system will emai you a new temporary
passwond

Need Password

Michigan.gov Home | HedpFAQS | Contact Us

2b) Home Screen

The Home screen is the first screen that opens when a worker logs into MI-
ACTS. The page allows the Facility to:

¢ Read broadcasts from the SA on upcoming events and important
information.

¢ Navigate to other screens in MI-ACTS and SPOTS.

e See the number of tasks in SPOTS needing the Facility’s attention.
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are Provider Portal | BHCS Home | Contact BHCS | LARA Home
Long Term Care Provider Portal - SPOTH

WELCOME TO THE LONG TERM CARE PROVIDER PORTAL

ficuoet Welcome to MI-ACTS! THIS SPACE PROVIDES THE STATE

Investigation

SPACE TO SEND BROADCASTS TO THE FACILITIES ON
UPCOMING EVENTS OR IMPORTANT INFORMATION. This

page also notifies the Facility of the number of SPOTS Tasks
that require worker attention.

SPOTS Tasks: 0

2c) Incident Screen

The Incident screen allows the Facility worker to add, view, update and for those
with the administrator and Supervisor role, even delete a draft report (an Incident
Report not yet submitted to the SA. The incident screen collects information
pertaining to the incident in individual tab sections* such as Resident name,
Alleged Perpetrator name, Incident Summary Information, Incident Detail
Information, and the individual reporting the incident. It also provides the ability to
attach documents and pictures to the Incident Report.

*Note: Workers using the Firefox browser may see tabs that

do not appear to be enabled, but the worker can click on the
tab to open.

The SA cannot view the Incident Report until the Facility submits the record to
the SA. After the Facility reports the incident to the SA, the information (data) for
the incident is locked and may only be viewed by both the Facility and the SA.

After the Incident Report is received by the SA, the SA reviews the information
for Immediate Jeopardy triage.

2d) Add an Incident — Resident Tab

Page 15 of 57



Upon accessing the MI-ACTS application from the Home Page, the facility
worker may open the Task List screen. This screen displays incidents and
investigations that are in progress are discussed in more detail in Section 2w.

The navigation pane on the left side of the screen presents the actions that can
be taken. To add an incident, the facility worker selects Incident under the ADD
section of the navigation pane:

MICHIGAN. GOV

= - ' ~ y *
& - P ﬁ_l ¥ Michigan's
- - A4 o Official
Department of Licensing and Regulatory Affairs h l ! Web Site
Michsgan gov Home - Lung Term Care Provider Porlal | BHCS Hume | Conlact BHCS | LARA Hume

Pureau of Health Care Senices LLong Term Care Provder Portal

Home | Bsave | @submt | Sennt | fciear | Slogout |

ADD =7 o o
INCIDENT SCREEN
e INCIOENTSCREEN

Irvestigation
Workes Prafile Warkflow Status MILACTS (D
UPDATEAVIEW
Ineadient Resident Alleged Perpetrator Incident Summary  Incident Detail Subemitted By Attachment
Irrvestigation
Histary (7]
Hepurls S
i el
Task List
Warker Prafile " Heswlend Last Nare | | 35t Name * Hirsaddind Addriess:
—— * Resident First Mama | First Hame * Cay
Incadent
SETTINGS Resident Middle Mame Middle Name * State
SPOTS

-, “Date of Dinh | -Sefecl- | Month * 2P Code
Facility Home
Screan -Sefecl- v | Day

) Date of Death =]

-Selecl- v | Year

* [ha 5%
* Gender Select st

* Ambulatory Status Holect

" Cagnitne Stalus | Salect-

The Resident tab opens and all fields are enabled for the worker to enter or
select information to populate the fields. The required fields are noted with a
red * asterisk before the field name:

*Resident Last Name
*Resident First Name
Resident Middle Name
*Date of Birth:
= *Month
= *Day
= *Year — Drop down defaults at 1930 and the worker may
scroll up or down from 1930 to select the year of birth.
0 *Gender
0 *Resident Address - Automatically populates by the system using
the Facility’s Address, although the worker may manually overwrite
the information.
o *City - Automatically populates by the system using the Facility’s
Address, although the worker may manually overwrite the
information.

O O0OO0OoOo
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O o0o0oo

*State - Automatically populates by the system using the Facility’s
Address, although the worker may manually overwrite the
information.

*ZIP Code - Automatically populates by the system using the
Facility’s Address, although the worker may manually overwrite the
information.

Date of Death

*Diagnosis

*Ambulatory Status

*Cognitive Status

When the worker enters the required fields of Resident Last Name, Resident
First Name, Date of Birth and Gender, the system immediately performs a
search on the Resident information entered to determine if the Resident
exists in MI-ACTS for the facility. This search is necessary to safe-guard
against duplicate Residents being created for the facility.

(0]

If only one Resident matches exactly with the name, date of birth
and gender, the system populates the matched Resident’s most
current information on the screen. The worker may choose to
update any information populated, as appropriate.

» The data automatically populated for the Resident is:

<+ *Resident Last Name
s *Resident First Name
+ Resident Middle Name (if known)
+ *Date of Birth:
e *Month
e *Day
e *Year
s *Gender
< *Resident Address
% *City
< *State
s *ZIP Code
+« Date of Death (when applicable)

If the search produces more than one result, the Search Results
Popup screen displays the Resident Last Name, Resident First
Name, Date of Birth, and Gender.

To select a record, the worker highlights the row and clicks the OK

button, or clicks in the highlighted row. The system populates the
information for the Resident selected.
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= If the decision is made not to select a Resident from the grid,
click the Cancel button in the grid to close the Search Results
Popup. The popup screen closes and returns the worker to the
Resident screen to continue adding the Resident information.

oo rom o

QK Cancel

= If no match is found during the search for existing Residents,
the system provides a No Match Found message and the
worker may tab to the next desired field to continue adding the
record.

e All required information in the tab must be completed and saved before
navigating to the next tab. If the worker clicks on another tab before
completing the required information on the current tab, the system returns the
Enter Required Fields message. The required fields, absent of data,
highlight to notify the worker of the required fields to be completed.

Note: The worker is required to manually save the information before proceeding
to the next tab. After the Add Incident is started, saving the information in the
Resident Tab assigns the MI-ACTS Case ID. The Workflow status changes from
blank to INCD DRAFT — Incident Draft.
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2e) Add an Incident — Alleged Perpetrator Tab
W.17.\ S e

Department of Licensing and Reqgulatory Aﬂ‘alr'si | 3‘&' sln.

ichigan.gov Home 105 Home | Contact RIS | LARA Mome
Bureau of Health Care Senices Long Term Care Provider Portal

Esave | Esubmit | APnnt | fCear | Slogout

Middle Nams

Posibion/Tdle

Address g

When the information in the Resident tab has been saved, the Alleged
Perpetrator tab opens and all fields are enabled for the worker to enter or select
information. No fields in the Alleged Perpetrator tab are required, but if data is
entered in any field, the relationship the Alleged Perpetrator has to the harmed
Resident is required by clicking the radio button in front of the relationship of
Resident, Visitor, Staff or Other. If, after one of the radio buttons is checked, the
worker wants to back out of entering an Alleged Perpetrator, the worker must
clear all fields on the Alleged Perpetrator Tab and upon clicking Save, the system
automatically checks the N/A button. If N/A is checked and data is entered in
any field, the system automatically unchecks N/A and checks the Resident button
as the default. The worker can then check any button that applies.

Last Name
First Name
Middle Name
Position/Title
Address

City

State

ZIP Code

OO0OO0O0OO0OO0O0O0
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o Date of Birth

= Month
= Day
= Year

State License Number / Ml Registry No.
Telephone Number

Hours Available From Date

Hours Available To Date

O o0O0o

If the worker enters information into the Alleged Perpetrator tab, the tab must be
completed and successfully saved before navigating to the Incident Summary
tab.

2f) Add an Incident — Incident Summary Tab

MICHIGAN.GOV

- = f WL Michigan's
d . Offieial
ent of Licensing and Requlatory Affairs 504 2V Wb Site

LARA Home

C5 Homé | Contact ONCS ¢
Long Term Care Provider Poetsl]

Esave  FSubmit | APrint | fClear | Slogout

Warkflaw Status MI-ACTS ID

taff members, and
al wilnessies

When the worker clicks on the Incident Summary Tab, the worker must manually
enter the required *text directly into the notepad. The Incident Summary tab must
be completed and successfully saved before navigating to the required Incident
Detall tab.

The summary should include information on what occurred, where the incident
occurred, the names and titles of any staff who were involved, and the names
and contact information of any witnesses. If words like ‘see attachment’ are
entered, the system does not allow the worker to save the record, an error
message is provided to the worker to change the information provided. The
notepad allows text to be pasted into in from another document.
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2g) Add an Incident — Incident Detail Tab

MICHIGAN.GOV

Michigan’s
Official
Wab Site

Long Term Care Provider Portal

ESave  ™Submit BPrint | SClear  ®Logout

INCIDENT SCREEN

Workflow Status MI-ACTS 1D

Regident  Aleged Perpetrstor  Incident Summary  Incident Detail

7]

If multiple Residents are involved in this incident, report the details below for the resident who was most seriously harmed. Report the type of harm
for the other Resident{s) in the Incident Summary information.

*Type ofincident | -Salect. . Diate the Incidznt o
Occurmred
A5, * Typa of Injury/H: Gl
Yoo sk | Select: % Time the Incident
Occursd
Eacility Home * Residents Actity attime  -Salect . .
Soain of Incident * Date the Incident 2
Discoverad or Reported
*Resident’s Curent | -Select. v
Location * Time the Incident
Discovered or Reparted
Questions

Capytight B 2001-2014 State of Michigen

When the worker navigates to the Incident Details tab, the Incident Details tab
opens and all fields are enabled for the worker to enter or select information
to populate the fields:

*Type of Incident

*Type of Injury/Harm

*Resident’s Activity at time of Incident
*Resident’s Current Location

Date the Incident Occurred

Time the Incident Occurred

*Date the Incident was Discovered or Reported
*Time the Incident was Discovered or Reported

OO0OO0O0OO0OO0O0O0

Before the system asks the questions pertaining to the incident, the system
performs a search for duplicate Incident Reports. The search is performed on
the Resident Last Name, Resident First Name, Type of Incident and Incident
Date. If a match exists, the system provides a warning message of:
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Confirm?

An Incident Report already exists in MI-ACTS for the Resident, Incident Type and Incident Date

Do you wish to continue creating the incident Report?

If the worker clicks Yes, the system closes the popup and presents the required
guestions pertaining to the incident.

If the worker clicks No, the system returns the Delete Popup Do you want to
delete this Incident? If Yes, click OK. If no, click Cancel.

= If the worker clicks Yes to delete the duplicate record, the system
deletes the record for the reason of Duplicate Entry and automatically
changes the Workflow Status to INCD DEL — Draft Incident Deleted by
Facility.

= If the worker clicks No, the worker is returned to the Incident Details
Screen to answer the questions pertaining to the incident details.

After Incident Type questions are asked and responded to the system returns a
prompt re-stating the answers provided by the worker in statement form. The
system provides an optional Additional Comments box if the worker chooses to
add information to be appended to the Incident Summary record. The worker
then has the option to accept the responses provided and move to the next tab or
restart the questions:
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Confirm?

Summary of responses

The Resident left the Facility without the knowledge of the licensed nursing staf
The Resident is an elopement risk

There was a safety intervention in place

An alarm did not sound

5. After the Incident, the Resident was not assessed for risk related to the Incident.

oL b

Additional Incident Summary Information

E Save = Restart ©

If the worker clicks the Save button to move to the next action, the Incident
Details popup box closes and the Attachment Tab is enabled for worker entry.

If the worker clicks the Restart Questions button the system removes the
answers to the questions provided by the worker and returns the worker to the
Incident Details Tab, allowing them to select a different Incident Type, Type of
Harm, etc. The questions pertaining to that Incident Type are presented when
the Questions button is clicked.
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2h) Add an Incident — Attachments Tab

If the worker chooses to attach files to the incident, the worker clicks on the
Attachments tab. The Attachment tab opens and the worker is able to attach
files/pictures from their private or network drives to the Incident Report.

CS Home | Conlact BHCS | LARA Home
Long Tesmn Care Prowder Portal

Emave  BsSubmit | BPnnt | Foiear QLogout

Workflow Status MEALCTS ID

After the files are attached to the draft, the worker may delete the attached files
prior to submitting the Incident to the SA by clicking on the delete icon in the row
of the document to be deleted.

When the Delete icon in the Action Column of the Attachment Tab is clicked, the
following warning message is displayed:

Confirm?

o Do you want to delete? If yes, click OK. If no, click Cancel.

0K Cancel
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2i) Update an Incident

To update an existing incident, the incident must not have been submitted to the
SA (Workflow status must be equal to INCD DRAFT - Incident Draft). The
Facility worker may update the incident information until the incident is submitted
to the SA. Once the incident has been submitted to the SA, the incident
information is locked and may not be updated. The incident information may only
be viewed and/or printed after it has been submitted to the SA.

Note: The SA cannot update information submitted by the Facility. The SA may
view or print the incident information, but cannot change the information.

If the Incident has not been submitted to the SA, the Incident may be updated by
the Facility by navigating to the Update/View Incident screen function. The
worker searches for the incident by entering the MI-ACTS ID number and/or by
Resident Last Name and/or First Name in the Selection Filters section of the
screen and clicking Enter on the keyboard or by clicking the Find button.
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Web Site

censing and Regulatory Affairs §

| Eisave | Rsubma | @ennt | dciear | OLogout |

MRACTS ID | 000000ES

Rasidont [ast Nama Doe Rasident Fist Nama

INCIDENT SCREEN

MRACTS ID 00000065

Worldiow St8tus | i0p DRAFT - Incident Drad

L]
Facility Home Sele ary Ras Riuidgnt
Scresn Primary Resident © Resident 1
* Resident Last Hame (o * Resident Address | 2150 KINGS DHIVE
* Rusident Fust Mame  John TGty | JACKSON
Resident Middle Mame d " State I - Michigan
*Dete of Binh 3 v Montn *IIP Code | anzon
B v Day
Dato af Dsath
1075 v vear &

* Diagnosis | Cal
" Gender | Male ? i

* Ambulatary Status Indepandent

* Cognitve Status Aot/ Tnented x 1

=itemove Resident 2

* Ressdnt Last Mamo Doe * Resident Address 2150 KINGS DRIVE
* Resident First Name  Jane "City | JACKSON
Resident Middle Mame  piaale Hame " State | nan - Michigon
*Oateol Bith | 3 + Monih “ZIF Code | 40202
L] T Day
Date of Death
1075 v Year pebs &

* Déagnosis | Ca
" Gender  Male ¢ U51

* Ambuladory Status Supenised

* Cognitre Status Alen/Oriented x 2

+Residant 3

o If the worker enters the MI-ACTS ID, the search is for a single record that
matches the MI-ACTS ID entered. If the single match is found, the system
automatically populates the Incident Screen (all tabs) with the data for the
incident selected. The MI-ACTS ID and Resident Last Name and First
Name display in the Selection Filters.
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e |f the worker enters the MI-ACTS ID and the single match is found, but the
Incident was previously deleted, the system returns the message Invalid
Selection: MI-ACTS Incident Previously Deleted.

e If the worker does not type in the MI-ACTS ID and enters a Resident Last
Name and First Name combination and multiple entries are returned from
the sound-like search/last name/date of birth search for the Resident, the
worker reviews the information to determine if the incident they want to
view is in the search result grid.

= To select the record, the worker highlights the row and clicks
OK, or clicks anywhere in the highlighted row. The system
populates the screen tabs with the data for the incident
selected.

= If the decision is made not to select a row and to close the
popup, click Cancel. The popup screen closes and returns
the worker to the pre-condition before the popup opened.

OK Cancel

e If the worker enters the MI-ACTS ID and/or the Resident Last Name, First
name and a match is not found, the system returns a No Matching Record
Found message.

e If the worker does not include the MI-ACTS ID in the search criteria and
performs the search solely by the Resident Last Name and First Name and
only one incident for the Resident exists, the system populates the screen tab
sections with the data for the incident selected and does not display the
results popup.

e If the worker does not include the MI-ACTS ID in the search criteria and
performs the search solely by the Resident Last Name and First Name and
multiple incidents for the name match exist, the system populates the results
in the search results popup.

e The worker may update the information entered in the tab sections of the
Incident screen if their Role allows update capabilities.
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The worker updates the tabs/field(s) on the Incident Screen as necessary and
clicks Save on the tool bar. The incident may remain saved after all required
data for the incident is saved. The Task List screen for the Facility reminds the
workers at that Facility that the incident has been drafted but not submitted to the
SA. More detail on the Task List screen is provided in Chapter 2w.

2j) Add or Update an Incident — Save and Submit

After entering all required fields on all required tabs, the worker selects Save
from the tool bar at the top of the screen.

The Task List screen for the Facility reminds the workers at that Facility that the
incident has been drafted but not submitted to the SA. More detail on the Task
List screen is provided in Chapter 2w.

To submit the Incident to the SA, the worker clicks the Submit icon from the tool
bar after all required fields are entered and all tabs are saved.

e The system returns an Affidavit popup for the Facility worker to affirm by
checking a checkbox and the OK button on the popup to submit the incident,
or clicking the Cancel button to remain in Draft format and not submit to the
SA.

= The worker must check both the checkbox and click the OK
button before the incident is submitted to the SA.

= |f the Cancel button is clicked, the prompt disappears and
the worker is returned to the screen as if the command to
Submit had never been executed. The Incident Report
remains in Draft format.
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Confirm?

If the information you entered is frue to the best of your knowledge, check the checkbox
and then the OK below. The checkbox must be checked and the OK button must be
pressed before the report will be submitted to the State Agency.

If you wish to return to the report, click Cancel below.

[[] I hereby attest that the information provided is true to the best of
my knowledge.

0K Cancel

Note: When the incident is successfully submitted to the SA, the workflow is
automatically changed from INCD DRAFT — Incident Draft to INCD SUBMT-
Incident Submitted to SA.

2k) View an Incident

To view an existing incident, the worker clicks on Update/View Incident screen
function. After the Incident is submitted to the SA, all fields are disabled from
update and are view only. The record remains written to the MI-ACTS database
for retrieval at the worker’s request as needed.
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21) Delete an Incident

To delete an existing incident, the incident must not have been submitted to the
SA (Workflow status must be equal to INCD DRAFT - Incident Draft). The
authorized Facility worker (controlled by a Role assignment) may delete the
incident until the incident is submitted to the SA. Once the incident has been
submitted to the SA, the incident information is locked and may not be deleted.
Once the incident is deleted, it is no longer able to be viewed and/or printed.

Department of Licensing and Regulatory Affair‘s 5, | \ Web Site

Michigan.gov Home Long Term Care Provider Portal | BHCS Home | Contact BHCS | LARA Home

Michigan's
icial

Bureau of Health Care Semvices

Ca ESave = &Submit &Print | #Clear | @Logout

) SELECTION FILTERS
Incident QFIND
Investigation

Worker Profile MIACTS D | 00000044

Resident First Name esident First Name Resident Last Name

Incident
Investigation
History
Reparts

Roles
Task List

Waorker Profile

Waorkflow Status | INCD DRAFT - Incident Draft v MLACTS ID | 00000044
MLACTS ID ast Nam ' |Incident Type | Incident Date

00000044 Doe Jane 07/06/1930 Fall 03/08/2014 xDelete

Facility Home

Screen

Copyright ® 2001- 2014 State of Michigan

To delete an existing Draft Incident, the authorized worker navigates to the
Delete Incident screen function. The worker searches for the incident by
entering the MI-ACT ID number and/or by Resident Last Name and First Name in
the Selection Filters section of the screen and clicks the Find button.

e If the Facility worker enters the MI-ACTS ID and a match is found, the single
incident displays in the grid (with the MI-ACTS ID and Resident Last Name
Resident First Name displaying in the Selection Filters).

e |If the worker types a Resident Name in the Selection Filter section to search
by and a single match is found, the single incident information displays in the
grid (with the MI-ACTS ID and Resident Last Name Resident First Name
displaying in the Selection Filters).

e If multiple entries exist for the Resident Name, information for the multiple
incidents display in the grid.

If Incident was previously deleted, the system returns the Invalid Selection: MI-
ACTS Incident Previously Deleted message.
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The worker clicks the Delete icon from the Action column in the row. The system
displays the following warning message:

Confirm?

o Do you want to delete?

If yes, enter the reazon why you are deleting thig Incident Report and click OK. If
no, click Cancel

*

(8] 4 Cancel

If the worker is deleting the Draft Incident Report, the worker is required to enter
a note as to why the Draft Incident is being deleted, prior to clicking OK. If the
worker clicks OK prior to entering the required Reason, the system displays the
text box in red and provides the Enter Required Field message.

If the worker enters the required reason and clicks the OK button, the Workflow
Status is automatically updated to INCD DEL — Draft Incident Deleted by Facility
and the information is no longer viewable to the worker.

If the worker clicks Cancel, the system returns the worker to the Delete Incident
screen function, just as if the Delete icon was never clicked.
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2m) Investigation Screen

The Investigation Screen replicates the information on Michigan’s current 5-Day
Investigation (363) Report and has new fields pertaining to the Resident’s
ambulatory status, cognitive status, and activity at the time of the incident. These
new statuses are to be considered at the time of the incident and not as of the
last assessment.

Upon navigation to the Investigation screen, the worker may add a new
investigation report, modify an existing investigation report, or view an existing
investigation report.

Once the investigation report is created and submitted to the SA, the data for the
investigation report is locked and may not be modified; the Investigation screen
may only be viewed and a report of the incident and investigation may be

printed

The Investigation screen displays eight individual tab sections*, of which the
Facility worker is required to enter, update, or confirm information on five prior to
submitting the Investigation Report to the SA.

*Note: Workers using the Firefox browser may see tabs that do
not appear to be enabled, but the worker can click on the tab to
open.

The five required tabs are:

Resident

Investigation Summary

Investigation Detail

Actions Taken

Reported By (automatically completed by the system upon Submitting
Investigation to SA)

The three optional tabs to be completed by the Facility are:
e Law Enforcement

e Alleged Perpetrator

e Attachment

After the Investigation Report is received by the SA, the SA reviews the
information for Immediate Jeopardy triage.
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2n) Add Investigation Report

MICHIGAN.GOV

j Michigan's
- - = R AL ﬂ Official
Department of Licensing and Regulatory Alffalrsh ' | Web Sits
Wichigan.gv Homa i Long Term Care Provider Partal | BHCS Home | Contact BHCS | LASA Home
Bureau of Health Care Senvices Long Term Cara Provider Portal

(2D Bsave | @submit | &Pt | fciear | SLogout |

I:: o TSELECTIONFILTERS -
[orme

Worker Profile MI-ACTS 1D

UPDATEVIEW
Incident. Resident Last Name Resident First Name |

ion
History " INVESTIGATION SCREEN
Reparts

Task List Workflow Status MLACTS ID

Resident Law Alleged Investigation Investigation Action Taken Submitted By Attachment
Enforcement  Perpetrator  Summary Detail

SSSSSS
* Resident First Name * City
Resident Middle Name * State

* Date of Bith * Month * ZIP Code

* Day

To enter a new investigation report, the Facility worker navigates to the
Investigation screen and clicks the Add Investigation screen function. The
Incident must have been submitted to the SA (Workflow Status equals INCD
SBMT - Incident Submitted to SA) before the Investigation may be started.

The worker enters the MI-ACTS ID and/or the Resident Last Name and/or
Resident First Name in the Selection Filters and clicks the Find button. The
system populates the Resident Tab, the Alleged Perpetrator Tab, the
Investigation Summary, the Investigation Detail Tab and the Attachment Tab on
the Investigation screen with the information submitted in the Incident Report.
The worker may add additional Residents and may change some of the
information pertaining to the Residents submitted with the Incident Report. The
Resident Address, Date of Death, Diagnosis, Ambulatory Status and Cognitive
Status of existing Residents may be updated in the Resident Tab. The Resident
Name, Date of Birth and Gender for Residents submitted with the Incident are
locked for update in the Investigation Report. The worker may update the
information in any other tab until the Investigation Report is submitted to the SA.

There are two new tabs for the Facility Worker to complete as part of the
Investigation:

e Law Enforcement tab provides information pertaining to the law
enforcement agency, if the police were contact.
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e Action Taken tab provides a text pad for the worker to enter or upload
information pertaining to the action taken by the Facility after the
incident occurred.

Each individual tab must be completed and saved before the worker can
successfully navigate to the next tab. To save the Investigation Report Draft to
return at a later time to continue to work, the worker clicks the Save icon. To
return to work on the draft, the Facility worker clicks the Update/View
Investigation screen function and enters the MI-ACTS ID or the Resident Last
Name and/or First Name to search for the incident.

Note: When the worker selects Add Investigation from the left navigation panel,
or navigates to the Add Investigation screen from Task List and the MI-ACTS is

entered, the the facility’s workflow status changes from: INCD SUBMT- Incident
Report Submitted to SA to INVT DRAFT — Facility Investigation Draft.
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20) Add Investigation — Law Enforcement Tab

MICHIGAN.GOV
Michigan's
Official
Web Site

Michigan_gov Home Long Term Care Provider Home | BHCS Home | Contact BHCS | LARA Home

Bureau of Health Care Services Long Term Care Provider Porial - MI-FACTS

EiSave | & Submit | &Print | DReset | ¥ Clear | @ Logout

Incident

_
Waorker Profile
UPDATEVIEW Workflow Status
Incident 2 s "
Investigation Resident ; Law El ¢ Allsged Perp Investigation Summary Detail  Action Taken  Submitted By  Aftachment
History A
Reports .
S Please attach a copy of any agency/law enforcement incident report, if available
sk Police Agency Contacted Contact Person
Waorker Profile
Help Agency/Police Precinct Telephone Number
Number (City/Town)
Homepage

Case/Report Number

Long Term Care Provider Home | BHCS Home | Contact BHCS | LARA Home | Link | Accessibility | Securty
Copyright @ 2001-2013 State of Michigan

Complete the Law Enforcement tab if law enforcement was contacted in relation
to the incident. All fields in the tab are optionally entered; no fields are required
to be entered to submit the Investigation to the SA.
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2p) Add Investigation — Investigation Summary Tab

MICHIGAN GOV
", o
Web Site

The Summary information submitted with the Incident Report may be viewed by
clicking the Incident Summary icon to the right of the screen. The information
submitted with the Incident cannot be altered, however, the information for the
Investigation Summary is required to be entered in the notepad.
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2g) Add Investigation — Investigation Detail Tab

MICHIGAN.GOV
Michigan's
‘Web Site
ichigan.gev Home Long Term Care Provider Purtal | BHCS Home | ContactBHES | LARA Heme
Bureau of Health Care Sanices Long Term Care Provider Portal
Home LE}SaveJ &Submit | BPrint | sciear ‘ emgomj

ADD
Worker Profile

" SELECTION FILTERS

uPoATENER .
; M-ACTS 1D | 00000085 |
Incident s
Investigation ————————— —
History Resident Last Name | Do | Resident First Hame | Jonn |
Reports
Roles INVESTIGATION SCREEN
Task List
Worker Profile
No— Workiow SKaus | T ST - Facilt Investiation Repon Subt | MHACTS D | 00000065 |
SETTINGS ASPEN/ACTS ID
Maintenance
Resident  Law Allaged Imestigation  Investigation  Action Taken ~ Submitted By  Attachment
SPOTS Enforcement  Perpetrator  Summary Detail
Adtivity
Admin e
S If multiple Residents are involved in this incident, report the details below for the Resident who was most seriously harmed. Report the type of harm
Team Facilty for the other Residentfs) in the Incident Summary information.

* Type of Incident v = Date the Incident | =]
Occured
. v =]
Type of Injury/Horm J *Tiene the Incident | |
Oceurred
* Resident's Actiity at time v .
of Incident * Date ths Incident |
Discovered or Reported
* Resident's Current . N
[ — *Time Incident Discovered | |
of Reported
Questions

Michigen gov Home | Lang Term Care Provides Portal | BHCS Home | LARA Contact | State Wab Sites
Acosssibility Poliey | Privacy Foliey | Link Poliey | Seeurity Palicy

Capyrignt © 2001- 2014 Siata of Michigan

The Investigation Detall tab is pre-populated with the information entered on the
Incident Detail tab when the incident was submitted.

The worker may update the information on this tab, based on the results of the
investigation. If the Type of Incident is changed, the system requires the
guestions be answered for the new Incident.

After Incident Type questions are asked and responded to the system returns a
pop-up re-stating the answers provided by the worker in statement form. The
system provides an optional Additional Comments box if the worker chooses to
add information to be appended to the Incident Summary record. The worker
then has the option to accept the responses provided and move to the next tab or
restart the questions:
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Confirm?

Summeary of responses

1. The Resident left the Facility without the knowledge of the licensed nursing staff.
2.The Resident i3 an elopement risk.

3. There was a safety intervention in place.

4. An alarm did net sound.

5_After the Incident. the Resident was not assessed for nsk related to the Incident.

Additional Incident Summary Information :

. £ Restart Questions
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2r) Add Investigation — Action Taken Tab

MICHIGAN.GOV

Michigan's

Official

Web Site
Michigan gov Home Long Term Care Provider Home | BHCS Home | Contact BHCS | LARA Home
Bureau of Health Care Senvices Long Term Care Provider Portal - MI-ACTS
ADD Save | M Submit & Print | D Reset #Clear | @ Logout
Incident :

Investigation

Investigationsa

incidentsa

Worker Profile Workflow Status | Workflow Status MI-ACTS ID
UPDATE/VIEW
Incident Resident Law Enforcement Alleged Perpetrator Investigation Summary Investigation Datail Action Taken Submitted By Attachment
Investigation
Histary
R )‘ Was the Family/Guardian < Please Select = Was a Physician contacted < Please Select > |z|
St contacted
Rales
Task List Date Family/Guardian was | Date the Physician wa; 2
Waorker Profile contacted contacte
ELETE Time Family/Guardian was © Time the Ph!"SC'E';Z;':; ©
fricident contacted
Hel * Provide the action taken following the incident
elp
Homepage

The Action Taken tab provides a *text pad for the worker to enter information
pertaining to the action taken by the Facility after the incident occurred.
¢ |If the answer to Was Family/Guardian contacted? Is Yes, the Date and
Time fields pertaining to the Family/Guardian contact become required
fields.
e |If the answer to Was a physician contacted? is Yes, the Date and Time
fields pertaining to the Physician contact become required fields.
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2s) Add Investigation — Attachment Tab

If the worker chooses to attach files to the incident, the worker clicks on the
Attachments tab. The Attachment tab opens and the worker is able to attach
files from their private or network drives to the Incident Report.

]

?
E

After the files are attached to the draft investigation, the worker may delete the
attached files prior to submitting the Investigation to the SA by clicking on the
delete icon in the row of the document to be deleted. Attachments that were
submitted with the incident report cannot be deleted during the investigation.
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2t) Update an Investigation

To update an existing investigation, the investigation must not have been
submitted to the SA (Workflow status must be equal to INVT DRAFT —
Investigation Draft). The Facility worker may update the investigation information
until the investigation is submitted to the SA. Once the investigation has been
submitted to the SA, the investigation information is locked and may not be
updated. The investigation information may only be viewed and/or printed after it
has been submitted to the SA.

Note: The SA cannot see Investigation information until the Facility submits the
Investigation to the SA. The SA cannot update information submitted by the
Facility. The SA may view or print the investigation information, but cannot
change the information.

If the Investigation has not been submitted to the SA, the Investigation may be
updated by the Facility by navigating to the Update/View Investigation screen
function. The worker searches for the incident by entering the MI-ACTS ID
number and/or by Resident Last Name and/or First Name in the Selection Filters
section of the screen and clicking Enter on the keyboard or by clicking the Find
button.

z ICHIGAN.GOY
Michigan's
O#fical

Wik Sie

| Eisave | Esubmi | @ernt | $Cear | SLogout

'SELECTION FILTERS m

Incudant
Irrestagation
Worker: Profile MIACTS IO | poooazen
UPDATEANEW
Incidant Residant Last Mame | Doe Regident First Nams | Jack
Histary ot EEI
Repurts
Roles
Task List Workflow S | g nosET B pestisation MIACTS IO | 0ODO02E1
Workes Profi
DELETE
ncitint Residert | Law Mieged ewestigation  Imestigaticn  ActionTaken  Submitted By  Attacheneet
T Enforcamant  Perpetrator  Summary Datzil
SPOTS L
Facility Home P
Eraen Residert

* Resident Last Hame | Doe " Rsident Address | 760 5 US HWY 23, BOX 358

" Resdant First Nama | Jack TCry | HARRISVILLE

Resident Middle Hame “Swme | MI- Michigan

*Date of Bith | 7 + Menth TTP Code | 4BT40
[ * Dy

Date of Death
1530 v Year U

 Diagnosis | Diagnosis

* Ambulstory Status Wheelchair

* Cogritive Status | Confused
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e If the worker enters the MI-ACTS ID, the search is for a single record that
matches the MI-ACTS ID entered. If the single match is found, the system
automatically populates the Incident Screen (all tabs) with the data for the
incident selected. The MI-ACTS ID and Resident Last Name and First
Name display in the Selection Filters.

e |If the worker enters the MI-ACTS ID and the single match is found, but the
Incident was previously deleted, the system returns the message Invalid
Selection: MI-ACTS Incident Previously Deleted.

e If the worker does not type in the MI-ACTS ID and enters a Resident Last
Name and First Name combination and multiple entries are returned from
the sound-like search/last name/date of birth search for the Resident, the
worker reviews the information to determine if the incident they want to
view is in the search result grid.

= To select the record, the worker highlights the row and clicks
OK, or clicks anywhere in the highlighted row. The system
populates the screen tabs with the data for the incident
selected.

» |f the decision is made not to select a row and to close the
popup, click Cancel. The popup screen closes and returns
the worker to the pre-condition before the popup opened.

OK Cancel

e If the worker enters the MI-ACTS ID and/or the Resident Last Name, First
name and a match is not found, the system returns a No Matching
Record Found message.

e If the worker does not include the MI-ACTS ID in the search criteria and
performs the search solely by the Resident Last Name and First Name and
only one incident for the Resident exists, the system populates the screen tab
sections with the data for the incident selected and does not display the
results popup.
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e |If the worker does not include the MI-ACTS ID in the search criteria and
performs the search solely by the Resident Last Name and First Name and
multiple incidents for the name match exist, the system populates the results
in the search results popup.

e The worker may update the information entered in the tab sections of the
Incident screen if their Role allows update capabilities.

The worker updates the tabs/field(s) on the Incident Screen as necessary and
clicks Save on the tool bar. The incident may remain saved after all required
data for the incident is saved. The Task List screen for the Facility reminds the
workers at that Facility that the incident has been drafted but not submitted to the
SA. More detail on the Task List screen is provided in chapter 2w.

2u) Add or Update Investigation — Submit to SA

To submit the investigation report to the SA, the Facility worker selects the
Submit icon from the tool bar. The system returns an Affidavit popup for the
Facility worker to affirm by checking a checkbox and the clicking the OK button
on the popup. The worker must check both the checkbox and click the OK
button before the Investigation Report is submitted to the SA. If the Cancel
button is clicked, the prompt disappears and the worker is returned to the screen
as if the command to Submit had never been executed.

Confirm?

If the information you entered is true to the best of your knowledge, check the checkbox
and then the OK below. The checkbox must be checked and the OK buiton must be
pressed before the report will be submitted to the State Agency.

If you wish to retum to the repor, click Cancel below.

I hereby attest that the information provided is true to the best of

my knowledge.

OK Cancel

Note: When the Investigation Draft is submitted, the workflow status changes
from: INVT DRAFT — Facility Investigation Draft to INVT SBMT - Facility
Investigation Report Submitted.
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2v) View Investigation

To view an existing investigation, the worker clicks on Update/View Investigation
screen function. After the Investigation is submitted to the SA, all fields on all
tabs are disabled from update and are view only. Previously submitted records
remain written to the MI-ACTS database for retrieval at the worker’s request as
needed.

Bk i MICHIGAN. GOV
LARA = g
Department of Licensing and Regulatory Affairs & | Web St

Long Term Care Provider Fortal | BHCS Home |

Esave | @syomil | SPont | kClear | @Logout
SELECTION FILTERS m
MI-ACTSID | 00000065

Resident Last Name  Doe Resident First Mame  John

INVESTIGATION SCREEN

Workllow S1E\US | 1T DRAFT - Facility Investioation Draft MH-ACTSID | 00000065
Resident  Lew Allsged Investigation  Investigation  Action Taken  Submitted By  Attachment
Enfoicement  Perpelrator  Summary Detal
o
Resident 1
* Resident Last Name | Doe * Resident Address | 2202 KINGS DRIVE
* Resident First Name  John “City | JACKSON
Resident Middle Nome “Stals | M- Michigan v
*Date of Bith 3 * Month ‘AP Code | 42202
(] v Day
Date of Death £
1975 v Year
* Gender | Male v Diagnasis  parkinsan's
* Ambulatory Status | Wheelchair
* Cognitive Status | Confused
Resident 2
* Resident Last Name Doe * Resident Address 2202 KINGS DRIVE
Resident First Name Jane “City | JACKSON
Resident Meddie Name “State | M- Michigan
*Date of Bith 3 * Monih “BPCode | 42202

Date of Death =]
1975 v Year

* Diagnosis -
“Gender | Female o Parkinson's

* Ambulatory Statlus | Wheelchair

* Cagnitive Statws | Confusad
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2w) Task List Screen

The Facility View of the Task List screen alerts the Facility of tasks requiring the
Facility take the next action required to submit the Incident and Investigation
Reports. The task sort displays the oldest task displaying on the top row of the
grid, but may be changed by selecting filters or clicking on the column heading of
the grid.

Web Site

Michigan.gov Home Long Term Care Provider Home | BHCS Home | Contact BHCS | LARA Home
Bureau of Health Care Services Long Term Care Provider Portal - MI-ACTS

Save Submit | & Print | D Reset | % Clear | @ Logout

Incident

Investigation : FACILITY INFORMATION +

Investigationsa
incidentsa

Facility Name Facllity Address

Worker Profile

Facility ID
Incident
Investigation

Contact Name Facility Telephone Number

History
Reports
Roles
Worker Profile
MI-ACTS ID Workflow Status
DELETE
Incident Submitted By Incident From Date (|
Help
Resident Last/First Name Incident To Date =]
Homepage
" TASK LIST - FACILITY VIEW [ oask soaro |
MILACT Workflow Resident Last/First Incident Date Incident Facility Investigation Due Investigation Past
D Status Name Date Submitted Date Due
00003284 INCDSBMT Smith, Jane 03/14/2013 03/15/2013 03/16/2013
00003285 INCD DRAFT Smith, Jane 03/14/2013

By default, the system automatically populates All Tasks to display in the grid
section of the screen. The default display sort is by the Date the Incident
Occurred, with the oldest date displaying first in the grid.

To reduce the number of tasks displaying in the grid to a specific grouping of
tasks, the worker uses the Selection Filters section of the screen.

Example: To review only the Incidents with the workflow status equal to Incident
Draft, select INCD DRAFT — Incident Draft from the drop down of the Workflow
Status field in the Selection Filters section of the screen and press the Enter key
on your keyboard or click the Find button. The Incidents in the current workflow
status of INCD DRAFT - Incident Draft display in the grid.

If no tasks exist with the default or filtered information, a No Matching Records
Found message displays.

Following are the filters for the Facility Task List:

e Toinquire by a single MI-ACTS ID, the worker must enter the MI-ACTS
ID in the MI-ACTS Incident ID field and click the Find button. If an
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incident matches with the MI-ACTS, information for that single incident
displays in the grid section of the Task List screen.

To inquire by the Facility Staff who submitted the Incident, enter the
Staff Worker’s Last and/or First Name and click the Find button. All
incidents submitted by this staff member which now require a next
action display in the grid section of the Task List screen.

To inquire by a Resident Name, the worker must enter the Resident
Last Name and/or First Name in the Resident Last/First Name fields
and click the Find button. If one or more incidents exist for the
Resident name, the incidents display in the grid section of the Task List
screen.

To inquire by a Workflow Status, the worker must select the status
from the drop down values and click the Find button. If one or more
incidents match the workflow status selected, the incidents display in
the grid section of the Task List screen.

To inquire by a date range of Incident Dates, the worker must enter or
select dates in the Incident From Date and Incident To Date fields.

Multiple filters may be combined to further filter the incidents requiring an action.
For example, to inquire by the Resident Name within a specified date, the worker
must enter the Resident Last/First Names, the Incident From and To Dates and
click the Find button. If one or more incidents match the information entered, the
incidents matching the specific filter display in the grid section of the screen for
the worker to select from. If no incident is found requiring action, the system
displays a No Matching Records Found message.

When the worker clicks on an incident/investigation displayed in the grid section
of the screen, the system takes the worker to the screen to perform the next
required action:

If the Workflow Status is INCD Draft — Incident Draft, the system opens the
Incident Report for the worker to update the Incident Report. The worker
saves the changes and either submits the report to the SA or leaves the
record in draft status for the Facility to complete and submit.

If the Workflow Status is INCD SBMT — Incident Submitted to SA, the next
step is for the Facility to Add the Investigation Report.

If the Workflow Status is INVT Draft — Investigation Draft, the next step is for
the Facility to complete and submit the Investigation Report.
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Clicking the Dashboard button on the Task List screen opens a graphic for a
quick glance on the percentages by Incident Type/Category for the Facility. The
Facility can filter on the graphic to be displayed for all open and closed Incidents,
and by a date range. Leaving the fields blank produces a graphic of All incidents
for the Facility. Clicking on the Dashboard button again closes the Dashboard.

Resident LastFirst Hame 1 Incidert To Oate | ML )

TASK LIST - FACILITY VIEW <

MLACTS ID Workflow Status Resident LastiFirst Name  Incidest Date

SELECTION FILTERS m

Incident From Date MIM/DDIYYYY =]

Status All v

Incident To Date MM/DDYYYY | B3

149 4 [ Jorz » b @ | Find | Next B - @)
Dashboard

Incidents by Category

BN Abuse-Physical Gontact
| Abuse-Sexual

I Abuse-Verbal

N Blood Sugar Contral
CPR

N Elopement
Fall

B Medication Emor

B Respiratory Distress

EE Suspicious Death

Abuse-Physical Contact
Abuse-Sexual

Abuse-Verbal
Blood Sugar Control
g CPR
§ Elopement
= {=SN1]
Michigsn.gov Home | Long Term Care Provider Portal | BHCS Home | LARA Contsct | State Web Sites
Accessibility Pelicy | Privacy Policy | Link Policy | Secwrity Policy

Topyright ® 2001- 2014 State of Michigan

The Dashboard provides graphics depicting the percentage and count of each
Incident Type reported for the facility, team or region selected by the authorized

worker.
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The following rules are followed when calculating the formula to display
the graphic:

o Only Incidents Types, once the Incident has been submitted to the SA

are depicted in the graphics. Draft Incidents, Draft Investigations and
Deleted Incidents are not included in the graphic.

The Type of Incident reported in the graphic may change from what
was submitted in the Incident Report and the Investigation Report. If
both the Incident and Investigation Reports are submitted to the SA,
MI-ACTS uses the type of Incident reported in the Investigation Report.
If the Investigation Report has not been submitted to the SA, MI-ACTS
uses the type of Incident submitted in the Incident Report to calculate
the graphic.

When the worker leaves all fields blank in the Selection Filters section,
the default Incident type graphic displays:

= All Incident Types submitted where the Workflow Status is
equal to Open and Closed Incidents and the Submit Date to
SA is within the last month. The Facility Dashboard displays
Incidents submitted from the Facility of the logged in worker.

+ Open Workflow Statuses for the Facility’s Dashboard are:

e INCD SBMT - Incident Submitted to SA
e INVT SBMT - Facility Investigation Submitted to SA

+ Closed Workflow Statuses:

e CLOSED SA - Incident Closed by SA
e CLOSED AA - Incident Closed in ASPEN/ACTS

The workers may accept the default of leaving all fields blank in the
Selection Filters, or may enter/select filters to modify the information
returned in the graphics:

The Facility can enter the From Date and To Date and click the Find
button to produce the graphic depicting all Open and Closed Incidents
on or between the From Date and the To Date specified.

The Facility can enter the Status of Open and click the Find button to
produce the graphic depicting all Incidents that do not have a Closed
Status.
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2x) History Screen

The MI-ACTS History Screen provides the history of changes to workflow status.
The system defaults to the open Workflow Tab.

Each time the Incident Report and/or Investigation Report is advanced to the
next activity, the workflow status changes. The worker accesses this tab to view
historical dates for the MI-ACTS case. The MI-ACTS Workflow Values are:

INCD DRAFT - Incident Draft

INCD DEL - Incident Deleted

INCD SUBMT- Incident Report Submitted to SA
INVT DRAFT — Facility Investigation Draft
CLOSED SA - Incident Closed by SA

CLOSED AA — Incident Closed in ASPEN/ACTS

Date Who Did it What Was It What Is it Now ‘Reason For Change

When the View History screen function is selected, the worker may search for the
incident by MI-ACTS ID number and/or by Resident Last Name and/or First
Name. If the worker types in a Resident Name in the Selection Filter section and
multiple entries exist for the Resident Name, the following popup opens for the
worker to select the incident.
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MLACTS ID Date of Birth Facility Name | Incident Date Incident Type

ok || cancel

e The popup screen includes the MI-ACTS ID, the Resident name and date
of birth, the Incident Date and the Incident Type. To select the record, the
worker highlights the row and clicks OK, or double clicks in the highlighted
row. The search for the Facility is limited to incidents that occurred within
their facility only. The system populates the screen tabs with the data for
the incident selected. If the decision is made not to select a row and to
close the popup, click Cancel. The popup screen closes and returns the
worker to the pre-condition before the popup opened.
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2w) Reporting Screens

The Report Selection screen allows the worker to select from a menu of reports.
The views displayed on the screen are unique to the role assigned to the worker
in MI-ACTS.

- ' "y -ACTS
Department of Licensing and Regulatory Affair‘s M I

New  Save  Modify Delete Saveand Submit  Print  Clear  Exit Mavigation

Reports MI-ACTS FACILITY REPORTING

Incident Summary
Incidents by Category
Timeliness Report

Deleted Records Report Select a report from the menu on the left

Based on the report selected, specific selection fields are presented:

e Incident Summary: MI-ACTS Incident Number

e Incidents by Category: Category, Date range (Start Date, End Date), Time
of Day, Resident Last Name, Resident First Name (user may enter partial
names)

e Timeliness of Reporting: Date range (Start Date, End Date), Staff name

e Deleted Records Report: Date Range (Start Date, End Date)

The worker may enter any of the presented filters or leave them blank (the
Incident Summary requires the Incident ID field to be entered). When the user
selects “Generate Report”, a new window displays the report. Once displayed,
the report can be printed by selecting the printer icon or exported to a file by
selecting the file folder icon.
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: : REL
Department of Licensing and Regulatory Affairs & & ] '
New  Save Modify  Delete Save and Submit Print ~ Clear Exit Navigation
Reports
Incident Summary
Incidents by Category
Timeliness Report MI-ACTS INCIDENT ID

Deleted Records Report

MI-ACTS
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Incident Summary Report
o o]

4 4 1 ofi b bl @ [1 " Find | Next

INCIDENT ID:

Type of Injury/Harm:

Last Known Address: (including room number)

Diagnosis:

Was the resident injured in the incident? O No O Yes If YES, Injury Type from drop-down selection

Resident’s current location: From Drop-down selection

Date:

; i Time: Date Discovered: Date Entered into MIFACTS:

Summary of incident

Date of Birth (Mo./Day/Yr.):
MName: ate ob =l I( ° ’ay r) State License Number/Michigan Registry Number (if applicable):
Daytime Telephone Numb d H Ayailable:
Position/Title (at time of incident): “ay'ume Sepione Tumber and Hodrs Avalabe

Mailing Address:

Agency contacted about this matter. T Attorney General T Police Agency T Family/Guardian
Agency/Police Precinct Number [Cityanwn‘Case Humber:

Contact Person: Telephone Number- { )
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MI-ACTS

New  Save  Modify Delete Saveand Submit  Print  Clear  Exit Navigation

Reports
Incident Summary Category Resident Last Name
Incidents by Category o Lok Lo
Timeliness Report Start Date A s Loy
Deleted Records Report End Date

Time of Day

4 4 1 lof1 b bl @ [100% ] Find | Next
Incidents by Category Report

i

| Injury

Incident Date  Resident name Report Date Injury Category Death

Fall

1/1/2013|Jones, Becky 1/2/2013|No No

1/2/2013|Smith, John 1/5/2103|No No

1/5/2013|Henry, Mary 1/8/2013|No No
Choking

1/1/2013|Jones, Chris 1/2/2013|Yes Laceration No

1/2/2013|Smith, Kris 1/5/2103|No No

1/5/2013 |Henry, Megan 1/8/2013|Yes Fracture No
Elopement

1/1/2013|Jones, Nicole 1/2/2013|No No

1/2/2013|5mith, Mathew 1/5/2103|No No

1/5/2013|Henry, Morgan 1/8/2013|No No
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Department of Licensing and Regulatory Affairs 3

MNew Save  Modify Delete Saveand Submit Print Clear Bt Navigation
Reports
Incident Summary Staff
Incidents by Catego
- . try Category Start Date
Timeliness Report
Deleted Records Report End Date
4 4 1 of1 [ Pl @ 100% [+] Find | Next @ &

Facility Timeliness Report

Date Incident 24 HR RPT Invest. Rpt Daysto Daysto
IncidentID  Resident Name Staff Name Discovered Submitted Submitted Report | Investigate

50001 |Jones, Chris Chris Jones 1/1/2013 1/2/2013 1/5/2013 g 3
50002 |lones, Becky Becky lones 1/2/2013 1/2/2013 1/7/2013 5
50003 |Jones, Megan Megan lones 1/3/2013 1/2/2013 1/4/2013 -1 2
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Department of Licensing and Regulatory Affairs 3

New  Save  Modify Delete Saveand Submit  Print  Clear  Exit Navigation

Reports

Incident Summary
Incidents by Category

Timeliness Report Start Date End Date
Deleted Records Report

I 4 1 ofz b B @  Jwox =] Find | Next r@ @ &
Deleted Incidents
MI-ACTS

Incident Date Date Deleted Deleted By Priority Category Incident ID

1/5/2013 1/5/2013|)lane Smith 50001 |Explanation of why record was deleted
1/6/2013 1/6/2013|John Doe 2|Choking 50002|Explanation of why record was deleted
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