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How to Access OMS 
1. Log into MiLogin and select Michigan Disease Surveillance System (MDSS). 
2. From within the MDSS Portal, select the OMS box. If you do not see it, contact your LHD MDSS 

admin or Regional Epidemiologist for access. 
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How to Find Contacts (two options) 
1. Filter the Contact List (e.g., to find all outbreak-associated contacts within a jurisdiction): 

a. Click on Contacts Tab (top menu). 
b. Click on Contact List (left menu). 
c. Under Filter By, choose Investigation Jurisdiction and Outbreak Name. Click Filter.  

 
 

2. Use Search (e.g., to find a specific contact by name): 
a. Click on the Contacts Tab (top menu).  
b. Click on Search Contact (left menu). 
c. Select or enter your search criteria and select Search. 
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How to Enter a New Contact (one at a time) 
1. Click on the Contacts Tab (top menu).  
2. Click on New Contact (left menu). 
3. Select the Outbreak Name. Enter the contact data. Required fields are highlighted red. Note: this 

is just the initial contact entry page; you will not be able to enter monitoring data at this point. 
4. Click Submit to create the contact. 

 

 

How to Enter Multiple New Contacts via a Spreadsheet 
This function is only available to Admins, and it will only import the basic demographics for contacts 
(e.g., not monitoring data points).  

1. Click on the Administration tab (top). If you don’t see that tab, you do not have Admin rights. 
2. Click on Import Contacts (left menu). 
3. Click on Download Template. 
4. Open the downloaded .csv file and enter data. 

a. Only those variables listed in the template can be uploaded in bulk. 
b. Do not enter additional columns of data; the file will not upload if you do. 

5. Save the file as .csv. If you save the file as .xls or .xlsx, it will not work.  
6. When you are ready to import, go back to the Import Contacts tab. 
7. Choose Outbreak Name that you want contacts to be assigned. 
8. Click Choose File and find your .csv file to upload. 
9. Click Import once (note: there might be a delay, please do not click multiple times!). 
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a. If OMS identifies an error in your contact spreadsheet, it will display a message that 
specifies which row(s) have errors and it will not upload any contacts (including those 
without errors).  

b. Once errors are corrected in the .csv file, resave and repeat steps above.  
10. If someone by that name already exists in OMS, the system will ask you if you would like to merge 

them or create a new contact (similar to MDSS dedup). When in doubt, create a new contact. 

 

 

How to Add Monitoring Data to a Contact 
1. Click Edit on the contact. 
2. Click on Data Points tab. Note: there is now a dropdown box to indicate Immune Status (when 

applicable) 
3. Click Add a day to add a monitoring line to the list. 
4. Click Edit next to the timepoint. A pop-up box will appear. 

a. Monitoring Type options: Active Monitoring, Direct Active Monitoring, No Monitoring 
b. Risk Level options: High, Low, Mid, Some, Zero 
c. Action options:  Attempted, Contacted, Could Not Contact, Left Message, Lost to Follow 

Up, No Attempt, Out of Jurisdiction, Refused 
d. Document the responses. 
e. Click Save Changes in the pop-up box 

5. Click Submit at the bottom of the tab to save.  
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Tips for Out-of-Jurisdiction contacts in OMS 
• Add or edit contact addresses in the Address Hist tab. If the person lives out of state, please 

try to obtain a complete address to aid in a timely referral. 

• In the Notes tab, enter a note with the following information: 
• Who the person is a contact to, where they were exposed, date of last known exposure 
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• Please note if you’ve already contacted the individual and include any relevant notes 
(e.g., are they symptomatic? Are they a high-risk occupation like healthcare worker? 
Best way to contact them?) 

• Your name and contact info (phone and/or email). 

• Notify the appropriate jurisdiction(s) via phone, email, or your Regional Epidemiologist. If the 
contact is out-of-state, please notify your Regional Epidemiologist with the contact ID(s). 

 

How to Close Out a Contact 
1. Click on Overview tab in the contact. 

a. For individuals that have completed their monitoring, enter Completion Date and change 
Monitoring Status to Complete. 

b. For individuals that transfer out of state, enter Completion Date and change Monitoring 
Status to Left Jurisdiction. 

c. For individuals that cannot be reached, enter Completion Date and change Monitoring 
Status to Loss to Follow Up. 

d. For individuals determined to not need outreach or monitoring, enter Completion Date 
and change Monitoring Status to Canceled. 

2. Click Submit to save changes. 

 

How to Grant OMS Access to a New User 
FOR THE USER: 

• New users who do not currently have MDSS access, should follow these instructions to register.  
• If the user has MDSS access, they do not need to register again for OMS. An MDSS admin (LHD or 

MDHHS) can provide OMS access with their existing account. 

FOR THE ADMIN: 

1. From within the MDSS Portal, go to User Administration and search for the user (by name, 
email, user ID, etc.) 

2. Make sure the user is marked Active using the toggle button under the Active column. 
a. If OMS = Enabled, the user has OMS access. 
b. If OMS = Disabled, you need to assign their permissions and mark them active within OMS 

(described below). 
c. If OMS = N/A, the user has not requested access. Click on the N/A to change it to Disabled 

and then assign their permissions within OMS.  

https://www.michigan.gov/documents/mdhhs/MDSS_Registration_Quick_Reference_Guide_for_MILogin_600255_7.pdf
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3. To assign the user’s permissions within OMS, go into OMS and click on Administration tab (top 

bar). 
4. Click on User Management tab (left menu) and find the user by searching, sorting, or filtering.  
5. Click ‘Edit’ next to the user you need to assign access. 

 
6. Check the Active Box and assign appropriate OMS Role, Primary Jurisdiction, and 

Secondary Jurisdiction (if needed). 
7. Click Update to save selections. 
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