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MDS/Resident Care Coordinator

MDS Manager

1. From the MDS/Resident Care Coordinator Access screen, click MDS Manager.

RCC Access ~LE Survey Other
Assessments
. 672 Census & .
Main Menu MDS Manager Condition View Chart PDPM Analyzer

802 Roster/

Sample Matrix Care Plans MDS Reports

MDS Focused

Survey Reports Print CAAs MDS Analytics

Quality Measure

Reports General Reports

MDS Manager Screen Description

The MDS Manager is made up of several options across the top, as well as four informational
panels (Progress Panel, Held Assessments Panel, Transmit Manager Panel, & Scheduling Tool
Panel).
e Setup - Controls which data panels are displayed when -
you use the Manager. Each user can control this setting =
for themselves, and make changes as needed. ECS

i [~ Progress Panel
remembers your most recent settlng.

Held MDS Assessment List

e Message - Allows you to write an Internal Communication ] fransmission MOS Assessment List

message to users that will appear in their Message list. [ MDS Scheduing Tool
e Chat- This opens the Chat box to allow you to

[0]'4 Cancel
communicate with other users currently logged into ECS.

e |PA Predictor - Provides clinical decision support for IPA completion with precise
feedback on whether and how much your facility will benefit regarding CMI and
dollars. See supplemental IPA Tools handout for more information and detailed
instructions.

e IPA Forecast - Allows you to review resident data to determine who may qualify for an
IPA. It displays the resident’s therapy and nursing function score for each day in the
selected date range, based on caregiver documentation. See supplemental IPA Tools
handout for more information and detailed instructions.
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e PPS Analyzer - This option opens the PPS PDPM Analyzer in which users can analyze all
codes that are generated from a PPS assessment. The analyzer will show each HIPPS
code, the total rate, average rate, and a breakdown of all components.

e OBRA Analyzer - This option opens the OBRA PDPM Analyzer in which users can
analyze all codes that are generated from an OBRA assessment. The analyzer will show
each HIPPS code, the total rate, average rate, and a breakdown of all components.

¢ Names - Choose different names than the current selection. Used for trouble-shooting
specific names or situations.

e Restore Names - If you used the “Names” button to select specific residents, the
"Restore Names” button will revert the Manager back to the filter settings used when
the Manager was opened.

e Refresh - Clicking Refresh updates the Manager with changes to MDS assessments that
were made since the previous refresh or since the Manager was loaded - whichever is
more recent. The last date and time the MDS Manager were refreshed will display to
the right of Refresh.

Progress Panel

Held:4 / Completed:10 / Transmitted:3 Total: 17

This displays the total number of assessments that are currently being worked on. The
progress bar consists of three-color coded categories, described below:
e Held (red) - The number of records that have been started but have not been

completed.

e Completed (yellow) - The number of records that have been completed but have not
been batched (Transmission Count = 0).

e Transmitted (green) - The number of records that have been batched (Transmission
Count > 0) but have not been marked as "Accepted.”

Held Assessments Panel

This lists all the assessments that are currently in progress. The menu options allow you to
manage and work on these assessments as needed.

Held Assessments: 15 Start Continug Delete Wigw Incomplete | Restore MDS Filker Expart Print
Name MDs Determination Date | TargetDate | Complete Date V020082 Vv0200C2 CAAs Unsigned Sections
B =Track Support, SNF 2 Admission - Not PPS = 9/8/2020 10/18/2020 10/18/2020 10/26/2020 = B,C,D,EF,G,GG,H, 1, J,K,L,MN,0,P,Q,5,V,Z
[} Adams, John Quarterly 180 - Mot PPS - 7/5/2020 07/19/2020 NfA A A A, B, C,D,EG, GG H, I, J,KLMNOPQZ
O anthony, Susan B. Admission - Not PPS = 4f16/2020 04/15/2020 04/15/2020 04/22/2020 6,11, 14,16 K, L,M N, O,P,Q,V,Z
O Ben, Jerry N Annual - Mot PPS - 9/16/2020 09/30/2020 09/30/2020 10/07/2020 - A, B CD,EF,GGGHILLKLMNOFPQNWZ
B Charles, Michael Admission - Not PPS = 8/31/2020 10/152020 10/19/2020 10/26/2020 = B,C,D,E,F,G, GG, H, 1, J, KL, M,N,0,P, Q, 5, V, Z
B Charles, Michael Not OBRA - Not PPS - PPS Discharge - 8f31/2020  09/14/2020 NfA N/A NfA GG, 1, M, N, Z
O Edwards, Mary 1 Quarterly 90 - Mot PPS - 10/5/2020 10/19/2020 NfA NJA MNfA 0,P,Q,Z
O Edwards, Mary J Quarterly 90 - Mot PPS - 10/14/2020  10/23/2020 MNfA N/A MfA G, GG, H, [}, K, L,M,N,O,P,Q, 2
B Maynard, Joseph 5 Correction OSA - Other - 6/17/2020 06/17/2020 MNfA NfA MfA Done
Features:
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e Click a column heading to sort the listed records by that column.

e When records are deleted, marked as incomplete, or completed using the ‘Submit’
button on the Status screen of individual records, select the ‘Refresh’ button at the top
of the Manager to remove those from the Held Assessments Panel.

e When you have had the MDS Manager open for a while, you can view changes or
progress to assessments by selecting the ‘Refresh’ button at the top of the Manager.

e Double click a resident’'s name to display the MDS history for that person.

e The total number of records on the Held Assessment list corresponds to the red bar of
the Progress Panel displayed above the Held Assessments Panel.

e The completion date, V0O200B2, and V0200C2 columns will display any predicted
values in gray or red (if due in the next three days, or past due). Once a date has been
filled out on the MDS, it will display in black text. The MDS coordinator may adjust
these dates in the Held Assessments section by double clicking onto the date needing

to be adjusted. The user is then presented with a calendar Ftened X

to select the appropriate date. If date(s) are adjusted “Type -
. . L . [dees
manually directly in the Manager, the user’s initials will Clomra
display behind the date. [insurance (Med Replacements)
. . . e [] Admissions
e Click Filter to sort the list down to only specific MDS type(s). B
[ pischarges
Start an MDS [
[osa

1. From within the MDS Manager, click the Start button.
2. Selectthe resident name and then click OK.
3. The Type of Assessment/Tracking Form screen will appear.

(o4 Cancel

e Select whether the assessment is OBRA/PPS, an Entry Record, or a
Discharge/PPS Discharge/Death Record.
e Enter the target date for the assessment and click OK.
4. The Assessment Type screen will appear. Code the assessment appropriately and click
OK.
e Transmission Status will default to the third option.
e The option at the bottom of the screen For Medicare Replacement or Insurance
Billing may be checked for those assessments that combine a non-Medicare
PPS assessment type with an OBRA required assessment type, or for PPS-only
assessment types for non-Medicare residents.
5. The assessment is now open and ready to complete with each section identified by
tabs at the top of the screen.

Ehmerican Data - ECS =

ITqubarI Easy - [MD5/Care Coordinator Access] I Calendar I_lu

| Oral/Dental - L I Skin - M | Medications - M I Treatments, Procedures - O I Restraints/Alarms - P
ID-A | Hearing, Speech, Vision - B I Cognitive - C I Mood -0 | Behavior -E | Routine, Activities - F I

Identification Information Pull fram Client Demagraphics
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In section A, click the Pull from Resident Demographics button to automatically
pull in data from the resident’s demographics.

Click Collect and ensure that the calendar is set to the appropriate assessment
reference date, then click OK and OK again. The computer will gather all the
appropriate documentation within the clinical record and pull it into the MDS
for review. It will also display a blue highlight on the answers that are supported
by documentation from the chart

Click the section to be completed. If an answer has a blue highlight, then the
computer has found supporting documentation for that answer. To view the
supporting documentation, click the MDS question.

To save the answers and move to a different section, click Sign Section, and
select the next desired section using the tabs at the top of the screen.

6. To see the current progress on this assessment, click Status at any time.

Only the initials of the last person to sign a section will appear in the status
screen; however, all signatures and dates are recorded in Section Z.

7. Click Close at the bottom of the screen to close the assessment and return to the MDS

Manager.

A warning will appear: "Unsigned sections will not be saved. Are you sure you
want to exit?" This warning will appear every time an assessment is closed. Be
sure all the sections you have worked on are signed before you click Yes.
Clicking Yes with unsigned changes may result in a loss of data.

8. Miscellaneous information:

Questions written in red are PPS items which directly affect the PDPM HIPPS.
Questions with a green dot influence the Quality Measures.

To display the portion of the RAI Manual that corresponds with an MDS
question, click the Help icon at the top of the screen [a ? will be attached to the
cursor] then click the MDS question number.

Users may choose to use the Notes feature as a communication tool within this
assessment. This is useful when more than one person must complete
questions in a section, or when an answer is chosen that conflicts with
supporting documentation in the chart. Click Note at the bottom of the section
and type in the note. To review any notes within an assessment, click Status and
click Notes. Users should be trained to review assessment notes frequently.
Notes are saved with the assessment and can be called up after the assessment
has been submitted.

From the Status screen, a user can click on the picklist button to the left of each
section to open that section.

Multiple persons can be working on an assessment at the same time, but only
one user can be in the same section at a time.

More than one assessment may be open at a time. Users should confirm that
they are in the intended assessment.
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e Questions may be marked as unknown if a user is unable to gather the required
data. There are two ways to do this depending on what type of question you are
working on.

o To mark a question as unknown where only one answer can be selected:
The answers to this question will have radio buttons (dots) to mark your
selection. A checkbox will appear to the left of the answers, below the
MDS question box. Clicking on this checkbox will grey out the entire
question and will write a dash (-) in the transmission file for this question.

o To mark a question as unknown where a user can select multiple
answers: The answers to this question will have checkboxes to mark your
selection. Individual answers can be marked as unknown by clicking
twice in each checkbox. The checkbox will fill in solid and will write a
dash (-) in the transmission file for this item.

e To review all unknown items in the assessment, click the Unknown button at the

bottom of the screen.
e Toremove an answer from an item that is answered with radio buttons (dots),
click the word next to the dot.

Continue an MDS in Progress

1. From within the MDS Manager, highlight a resident’'s MDS and click the Continue
button.

2. The status screen will automatically appear. Review this screen to see which sections
still need to be completed.

3. Ifthe notes feature is being used, click Notes to review any notes that may have been
written.

4. Click Close to hide the Status screen.

5. The assessment is ready to work on with each section identified by tabs at the top of
the screen.

e Click the section to be completed. If an answer has a blue highlight, then the
computer has found supporting documentation for that answer. To view the
supporting documentation, click the MDS question.

e To save the answers and move to a different section, click Sign Section, and
select the next desired section using the tabs at the top of the screen.

6. To see the assessment’s current progress, click Status at any time.

e Only the initials of the last person to sign a section will appear in the status

screen, however all signatures and dates are recorded in Section Z.
7. Click Close to close the assessment and return to the MDS Manager.

e A warning will appear, "Unsigned sections will not be saved. Are you sure you
want to exit?". This warning will appear every time an assessment is closed. Be
sure all the sections you have worked on are signed before you click Yes.
Clicking Yes with unsigned changes to the assessment may result in a loss of
data.
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(The CAA may be completed before or after submitting the MDS, depending on your Site
Settings. CAAs must be accessed through the MDS assessment form.)
1. From within the MDS Manager, highlight a resident’'s MDS and click the Continue

button.

2. The status screen will automatically appear. Select Section V and scroll down to V0200

to view which CAAs triggered.

e Any CAAs that have triggered will display a checkmark = in the box in Column
A. If the CAA has already been completed, there will be a checkmark in the
corresponding box in column B. The location and date of any selected
supporting documentation will be displayed by clicking the drop-down arrow in
the corresponding box under the Location and Date of the CAA Information

column.

3. To complete a CAA, click in the corresponding picklist box ~ to the left of the CAA

number.

4. The CAA screen will load. This is a
split screen with three main
sections:

e The top screen will contain
a library of pertinent items
to consider when assessing
the care area. This area will
be used as a guide for
assessment and when
writing the CAA note.

e The middle (blank) portion
of the screen is where the
CAA note will be written.

Y0200

CAAs and Care Planning

i
S

=

A

o1,

02.

03.

04

Check column A if Care Area is triggered.
For each triggered Care Area, indicate whether a new care plan, care plan revision, or
continuation of current care plan is necessary to address the problem(s) identified in your
assessment of the care area. The Care Planning Dedsion column must be completed within 7 days
of completing the RAI (MDS and CAA(s)). Check column B if the triggered care area is addressed
in the care plan.

Indicate in the Location and Date of CAA documentation column where information related to the
CAA can be found. CAA documentation should indude information on the complicating factors,
risks, and any referrals for this resident for this care area.

CAA Results

A, B.
Care Area Care Area Care Planning Location and Date of CAA
Triggered Dedision documentation
Delirium (]
Cognitive Loss/Dementia CAA: 11/20/2017
¥isual Function ] [
Communication (]

e The bottom screen is a view screen used for reviewing information which may

pertain to this CAA.
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EE
Name [ Edwards, Jack €

E CAA-4

Gl COMMUNICATION

Save

| | Topic(s) | 4 cAA /04 - Communication f All

Review Contributing
Factors
DISEASES AND CONDITIONS:

* Care Plan Decision

Sign

Clear

Mare..

Alzheimer dx/other dementias = Causes of voice deficits:

aphasia following CVA
Parkinson's disease
mental health problems

asthma
emphysema/COPD
cancer
poor fitting dentures

Transitory conditions:

delirium
infection
acute illness

MEDICATIONS:
Other Dx: narcotic analgesics Expressiv
antipsychotics speaks di
antianxiety disruption i
antidepressant prob wivoice
Parkinson's medications word fin
hypnotics difficult se

gentamycin

problem de:

aspirin
Other:

pr
st
hoarse or|

Exit Check | Uncheck | Go Edit

O Edwards, Jack C 03/26/1923

CAA 04 - Communication

Condition(s): 1. Hearing item has a value of 1 through 3 indicating hearing

problems on the current assessment as indicated by: B0200 >= 1 AND B0200 <= 3,
2. Impaired ability to make self understood through verbal and non-verbal

DateFrom | DateTo Mext Full

94 Yrs M

More...

Site 1

North

expression of ideas/wants as indicated by: BO700 >= 1 AND BO700 <=3, 3.
Impaired ability to understand others through verbal content as indicated by:
B0800 >= 1 AND B0800 <=3

5. Review the entries in the view screen by clicking the small green Maximize View icon a
in the upper left of the screen. The information in the blue header will display the
corresponding MDS questions and answers that caused this CAA to trigger. The
information below the blue header contains entries from the clinical record. Review the
clinical information and tag pertinent entries by clicking on the small box to the left of
the desired entry to turn it green. All entries tagged green will be included as
supporting documentation for this CAA. The tagged entries will automatically print
with the CAA, and their location and date will appear in the CAA Summary area in
Section V. Click the green Maximize View icon again to reduce the view screen to its
original size.

6. Next, document the remainder of the CAA note.

CARE PLAN:
Complete the note by worklhng from Ieft.to right in the Will not develop care plan:
Write screen. The last question words will be the Care
Plan Decisi Referral. fth Pl
an Decision and Referral. One of the Care Plan WVill develop Care Plan

Decision words is requiredto complete the CAA
Summary Form; the user must choose one of the
following words:

7. When the CAA note is completed, click Save, then click the Save CAA icon at the top of
the screen. To view a Summary of the CAA, click the Summary icon at the top of the
screen. Click Exit when completed viewing the summary of your CAA.

Care Plan Decision is Unknown

8. If you wish to document a Care Plan, click the topic forward arrow ~ b o the right of
the Topic window, or the dropdown arrow in the Topic widow, to select from the Care
Plans listed:
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9. When finished, click Exit on the left of the screen. A box may pop up warning that there

are more Topics to go through. Click Yes to return to Section V.

10. To document a different CAA, click the picklist box to the left of it and repeat the steps
outlined above. To exit out of Section V, click Sign Section at the bottom to save the
checkmarks in column B.

11. Click Close to return to the Access menu.

Edita CAA

1. In a CAA Write screen, click the green maximize view icon I8 to enlarge the CAA
review screen.

2. Scroll down to review all the tagged (green highlighted and checked) entries that
constitute the CAA. Uncheck any entries that you do not wish to include in the CAA.

3. The documented CAA note will appear at the bottom of the CAA review screen in
green. Uncheck the box to the left of this note to remove it from the CAA. Right click
the CAA note and select Discontinue and Copy. A box will pop up asking "Are you sure
you want to DC selected entry?" Click Yes.

4. A copy of the CAA note will appear. Make the appropriate changes to the copied note.

5. Click Save and Save CAA, then click Exit.

Submit an MDS in ECS

(Submitting an MDS in ECS is “closing” the assessment. THIS IS NOT TRANSMITTING THE
ASSESSMENT TO THE STATE.)

1 . From W|th|ﬂ the MDS Edwards, Jack C - Correction Significant change in status - 90 day @
Managel’, h|gh||g ht a .| Identification - A Done HDC Clase
. . ...| Hearing, Speech, Vision - B Done HEE 02/13; 3
resi d e ntls M D S an d CI IC k th e ... Cognitive Patterns - C Done HEB 02/13/2013
. ...| Mood-D Done HEB 02/13/2013 Subrnit
Cont|nue buttOﬂ. .| Behavior -E Done HDC 14/
. .| Routine, Activities - F Done HEB
2. The Status screen wi || ...| Functional Status - G Done HDC potes
. . .-.| Functional Abilities and Goals - GG Done
automatically appear. Review .. Bladder and Bowel -H Done B it
...| Diagnosis - I Done HEB
th e Statu S screen to ma ke .+.| Health Conditions - J Done HEE RUGs
) . ...| Swallowing/Mutritional - K Done HEB
sure all required sections are ... Orsljpental-L Done  |1eB
. ...| Skin Conditions - M Done HEE Collect
Sl g n ed . ...| Medications - N Done HEE
. . ...| Treatments/Procedures - O Done HEEB il
3. Ifthe notes feature is being .. Restraints - Done B Q
. . ... Participation/Goals - Q Done HEE i
Used, C||Ck NOteS to review ...| State Spedfic -5 Done HEB Creats File
«. CAA Summary -V Done HEB
any notes that may have been | .. corecton-x Done |rioc U 3g
H ... Administration - Z Done HER Documentation
written.

4. Click Audit to run a check on
your assessment for any possible problems. ECS will search for contraindications,
blanks, fatal errors, and any MDS scrubber warnings. When the audit is complete the
results will appear. Review the results, make any necessary changes to the assessment,
and click Sign Section to save.
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5. Next, under Status click -
HIPPS Code. The HIPPS o100/20150 20350
Code calculation screen Peso  |pceo | O] |
will appear. BET EETL
PP o]
e Assure that the
desired Z items to
be calculated are
checked, and then
. RUGs Ref.... RUG.. CMI.. CPS ADL Com... Depr... Rehab Version
click the Calculate
Selected button at
the bottom of the
screen. Calculate Selected Show Al Setups Clear List Explain Discrepancy | | Maximize Print Close

e Show All Setups will
display the site settings for calculation details for Z0100 through Z0250. These
settings may be changed through the path File/Setup/Settings/Site Settings.

e Clear List will clear the calculated scores from the display.

e When a HIPPS Code is highlighted, Explain will display the logic for the
selected scores.

e To print HIPPS Codes along with billing information:

» Click Print at the bottom of the screen and click OK.
= Click Print again, verify your printer selection, and then click OK.

e Click Cancel to hide the Print screen.

6. The assessment is now ready to submit. Click Submit (or CAAs Done). A box will pop
up and ask, "Submit assessment and check for errors?” Click Yes.

e Ifthe computer found fatal errors, a list of the errors will display. Click Fix Errors
to return to the assessment and make the desired changes. When errors are
fixed, click Sign Section to save, and repeat the submission process.

e If no fatal errors were found the assessment will submit and close upon
completion. If there are fatal errors remaining, the list will be displayed again.
Click Ignore to continue submitting the assessment; however, fatal errors in the
ECS Audit may result in fatal errors upon electronic transmission.

e During the submission process, the status bar at the bottom of the assessment
screen will indicate the progress of the MDS writebacks. The MDS answers and
calculated HIPPS scores will automatically write back to the MDS 3.0 tab of the
chart. These writebacks are necessary for utilization of the MDS information in
other areas of the clinical record.

Delete an Assessment
1. From within the MDS Manager, highlight a resident’s MDS and click onto the Delete
button.
2. A warning will appear asking Delete assessment (assessment name and date)? Click
Yes to delete.
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View or Print an MDS

1. From within the MDS Manager, highlight a resident’s MDS and click onto the View
button.

2. To print the assessment, click the Print button at the bottom of the Assessment. Verify
sections to print and click OK.

3. The user may choose the pages/sections they wish to print by checking the
appropriate boxes, then select OK.

4. Click Close to return to the Access menu.

Save an Assessment as Incomplete

1. From within the MDS Manager, highlight a resident’s MDS and click onto the
Incomplete button.

2. A box will pop up: "Please enter reason why assessment is incomplete.” Type in a brief
explanation and click OK (to cancel and keep the original status, click Cancel).

3. The Assessment is now closed, and the status is Incomplete. It can only be opened to
View.

4. The reason for making the assessment incomplete may be accessed in the Notes.
Open the assessment to View, click Status, then click Notes. The reason appears at the
bottom of the Section Notes screen.

MDS Restore
Recover a Deleted or Incomplete Assessment | name:  edwards, Jackc

1. From within the MDS Manager and click onto the Assessment: Not OBRA - 90 day

Restore MDS button. Status:  Deleted
2. Select the desired resident from the name selection Update MDS 3.0 Record to:

screen and click OK. ©) Held
3. Select the assessment to be restored and click OK. () Submitted ao
4. Select what status to save the assessment to © Incomplete Cancel

e Held: Assessment in progress

e Submitted: Closed/completed assessment
e Incomplete: An MDS that will not be completed for submission
5. Click Go.

Transmit Manager Panel

By default, this panel lists all assessments that have been completed, but have not yet been
marked as "Accepted.”
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Transmit Manager: 22 Change Correct Delete Wiew Transmit Filker Accept Al Export Print

Mame MDS Target Date | Complete Date | V020082 Vo200C2 Transmit Date | Status 20100 20200 Transmit
[ efferson, Thomas Correction(I) Mot OBRA - 5 day 01/22/2021 01292021 N I 02/12/2021  Completed KGNC1 - 1
O Adams, John Mot OBRA - 5 day 11/17/2020  11/30/2020 N I - Accepted CIRE1 - 1
[ adams, Suzanne C Mot OBRA - Not PPS - PPS Discharge  12/29/2020  01/05/2021 Iy Iy - Accepted - - i
O adams, Suzanne € Quarterly 50 - 5 day 01222021  01/29/2021 Iy} N - Accepted KIGE1 FD110 1
O Doe, Jane Quarterly 180 - Mot PPS 11/30/2020  10/26/2020 Iy Iy - Accepted JEMA SE360 i
[ Edwards, Mary 1 Mot OBRA - Not PPS (PPS Discharge)  12/02/2020  12/09/2020 Iy} N - Accepted - - 1]
[ Edwards, Mary 1 Mot OBRA - Not PPS (5 day) 12/28/2020  01/07/2021 Iy Iy - Accepted LAQD - 1]
O Edwards, Mary 1 Quarterly 130 - Not PPS 01/11/2021  01/15/2021 Iy} N - Accepted PAGD S5C60 1
[ Einstein, Albert Mot OBRA - 5 day 11/29/2020  12/04/2020 N I - Accepted OHCC1 - 1

Features:

e The Transmit Manager panel displays all the MDS records that are completed but have
not yet been marked as accepted by CMS. The Menu options listed right above this
panel allow you to manage and work on the assessments as needed.

e You can click on a column heading to sort the listed records by that column.

e When records are deleted or marked as accepted by using the drop-down options in
the Status column or the Accept All button, use the “Refresh” button at the top of the
Manager to remove them from the Transmit Manager Panel.

e The Transmit Date column displays the last possible transmission date for the
assessment. This value will appear in gray unless it is coming up in the next three days,
or it is overdue; in which case the date appears in red. Once an assessment has been
marked as "Accepted," the Transmit Date column clears out and displays a dash (-).

e The Status column is used to track the progress of batched assessments. You may
mark assessments as Accepted, Rejected, or Resubmitted using the drop-down list.
When an assessment has been marked as Accepted, it will no longer be displayed
once the screen is reloaded or refreshed, unless you use Filter to display accepted
records.

e Double click a resident’'s name to display the MDS history for that person.

e The total number of records on the Transmit Manager list corresponds to the total of
the yellow and green bars of the Progress Panel displayed above the Held
Assessments panel. The yellow completed assessments are the total number of
records that have a transmission count of zero (0). The green Transmitted records are
the total number of records with a transmission count greater than zero, but that have
not been marked as Accepted. The combined total of completed and transmitted
records is equal to the total number of records listed in the Transmit Manager panel.

e You can use the Accept All button any time you wish to mark all the listed assessments
as accepted. The user will be prompted through a couple of questions to click OK,
Yes, No, or Cancel on.
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e The Filter button’s primary purpose is a trouble- FerTansmic %

shooting feature. It allows you to display records Type - -Status -
. . [Jees Show Completed
for a certain date range, lets you display Accepted Cloesa [Jshow Accepted
assessments which are not listed by default, and lets | insurance tredzepiscements) (B e
. . ) [] admissions Show Resubmitted
you filter for any combination of completed, held, [ cheduied (Quarteryfannua) o
rejected, and resubmitted assessments. S“‘S‘m'g“
IPA
o Example: You would like to see the past 12 Closa o Cance
months of MDS records for a specific
resident:

» Use the Names button at the top of the Manager to select just the
resident you are investigating. The Manager will refresh to display only
that resident.

» Click Filter. Use the check boxes to select what type of assessments you
wish to see. In this case, make sure there are check marks in all four
check boxes.

» Click Start Date to select a start date for the assessments you wish to
view. Selecting a date 12 months ago will display any assessments with
target dates that fall in the period between the target date and the
current date.

» Click OKto display the matching records.

* When you are done reviewing the records, make sure you select Filter
again to remove the “Show Accepted” filter.

* You may select 'Restore Names' at the top of the Manager to return to
the usual display.

Change a Submitted Assessment (before it is accepted by the state)
(This process is used if either is true:
e The assessment has been submitted but not yet transmitted to the State
e The assessment has been transmitted to the State and was rejected)
1. From within the MDS Manager, highlight a resident’s MDS and click onto the Change
button.
2. The assessment will reopen. Make the appropriate change(s) to the assessment and
click Sign Section to save.
3. When all necessary changes to this assessment are complete, the assessment must be
resubmitted. (See Submitting an MDS in ECS)

Change an Assessment Type (before it is accepted by the state)
The Assessment type may be changed in the Start, Continue or Change functions. If the
assessment is not yet completed, it may be more convenient to do so using the Continue

feature.
1. From within the MDS Manager, highlight a resident’s MDS and click onto the Change

button.
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2. To change the assessment type: Click the picklist box ' next to question A0310. The
Assessment Type screen will appear. Click Reset to clear the previous selections,
recode the assessment as appropriate and click OK.

e Transmission Status must be set to the third choice to successfully transmit this
assessment to the state.

e On reviewing the Status screen, some sections may be highlighted in yellow.
This indicates that the section has additional questions to complete for the new
assessment type (for example, the assessment was changed from a quarterly to
an annual assessment). Review and re-sign the affected sections.

3. In Continue Assessment, proceed with MDS completion as usual. In Change
Assessment, when all necessary changes are made and the assessment is complete,
the assessment must be submitted. (See Submitting an MDS in ECS)

Change a Signature (before it is accepted by the state)

1. From within the MDS Manager, highlight a resident’'s MDS and click onto the Change
button.

2. Toremove a signature: Click Signatures. A list of the assessment's signatures, sections
and dates will appear. Highlight the signature(s) you wish to remove, click Delete and
click OK.

3. To change a signature date: Click Signatures. A list of the assessment’s signatures,
sections and dates will appear. Highlight the signature you wish to change and click
Edit. A calendar will appear. Set the calendar to the desired date and click OK. Repeat
as needed. Click OK to close the Signatures screen and return to the assessment.

e Note that changed and removed signatures will only be reflected in the
signatures found in item Z0400 of the assessment. The Status screen will always
reflect true initials and dates. The Status screen is not transmitted with the
assessment to the state and is only accessible within ECS.

4. Select Close to exit the assessment.

Complete a Correction of an Assessment

(A Correction may need to be completed if the state accepted an assessment and the
assessment needs to be modified or inactivated)
1. From within the MDS Manager, highlight a resident’s MDS and click onto the Correct

button.

2. A copy of this assessment will appear. Select the appropriate answer for AO050
(Modification or Inactivation) and sign Section A. Complete Section X and click Sign
Section to save.

3. Ifyou choose to modify (rather than inactivate) the assessment, select the section(s)
where the correction is needed, make the appropriate change(s), and click Sign
Section to save.
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4. When all necessary changes to this assessment are complete, the Correction

assessment must be submitted, and then transmitted to the state. (See Submitting an
MDS in ECS)
Note: each correction assessment will have an “M" or “I”
the correction is an inactivation or modification.

in parentheses to indicate whether

Delete an Assessment

1. From within the MDS Manager, highlight a resident’s MDS and click onto the Delete
button.

2. A warning will appear asking Delete assessment (assessment name and date)? Click
Yes to delete.

View or Print an MDS

1. From within the MDS Manager, highlight a resident’'s MDS and click onto the View
button.

2. To print the assessment, click the Print button at the bottom of the Assessment. Verify
sections to print and click OK.

3. The user may choose the pages/sections they wish to print by checking the
appropriate boxes, then select OK.

4. Click Close to return to the Access menu.

Complete an MDS Electronic Transfer in ECS (Transmit an MDS)

1. From the MDS Manager, click Transmit.
2. There are several options for generating a list of MDS assessments to transmit:
a. Select specific residents by clicking on the Residents button.
b. Selecta Start and End date, for example Start 7 days prior to the electronic
transfer.
c. Putacheckmark in All Assessments (all assessment including those previously
batched for transmission), or
d. Puta checkmark in New Assessments (only those assessments that have not yet
been batched for transmission. **All Assessments or New Assessments is always
selected**

3. Atfter picking the desired combination of options, click List. ECS will pull up any federal
assessments that meet the requirements selected in step 2. To see ALL assessment,
click on Show All at the bottom of the MDS Selection Screen.

4. Pressing CTRL on the keyboard, highlight any assessments you wish to include in the
transmission batch file.

e Assessments must display as Completed under the Status column. Held
assessments will not be batched for transmission.

5. Click OK.

6. Enter the file name in the Path field, followed by .zjp. You may also use Browse to
select the desired path.
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7. Click Create File.
8. A Transmission Summary report will appear. Click Print and keep a copy with the
corresponding validation report for your records.

The file is now ready for transmission to the state via the usual method.

Scheduling Tool

The Scheduling Tool panel assists users in determining when a resident’s next OBRA MDS is

due.
Scheduling Tool Start End Date Export Print
MName Mext Assessment Next Assessment Date | Days Since Last Quarterly | Days Since Last Full | Last OBRA Last TargetDate | LastStatus
‘0 Edwards, Mary J Quarterly 180 01/12/2021 - 32 Quarterly 90 - Not PPS 10/14/2020 Held
O Ben, Jerry N Quarterly 50 12/15/2020 137 i} Annual - Not FPS 09/16/2020 Held
O wilson, Beth A Quarterly 180 12/08/2020 - 186 Quarterly 90 - Not PPS 09/10,/2020 Held
W =Track Support, SNF 2 Quarterly 90 12{07f2020 - 23 Admission - Not PPS 03/08/2020 Held
O Hancock, John Quarterly 180 12/02/2020 - 123 Quarterly 90 - Not FPS 09/03/2020 Accepted
O poe, Jane Quarterly 180 11/30/2020 - 125 Quarterly 90 - Not FPS 09/01/2020 Accepted
Features:

e The Scheduling Tool panel displays the next OBRA MDS that is due as well as the next
assessment's predicted target date. Any dates displaying in red indicate that the target
date is coming due in the next few days or is already past due.

e You can click on a column heading to sort the listed records by that column.

e The other columns available in the Scheduling Tool will list the days since the resident’s
last quarterly MDS, last full MDS, as well as the last OBRA that they have marked as
either Accepted, Submitted, or still in progress (Held).

e Double click a resident’s name to display the MDS history for that person.

e Tostartan MDS, click onto the name, and select Start. This will open the Type of
Assessment/Tracking screen with the OBRA type already pre-selected. Verify the
information and click OK to begin the MDS.

e If only wanting to see MDS' due prior to a specific date, click onto End Date, select the
date, and click OK. Click onto End Date again to clear out the date.

Print the CAAs

1. From the MDS/Resident Care Coordinator Access menu, highlight a resident’s name
and click Print CAAs.

2. Alist of the resident’s assessments will appear. Highlight the appropriate assessment
and click OK.

3. The report preview will appear. Click the printicon in the top left corner of the preview
to send the report to your printer.
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View/Print Survey Reports - 672

Information can be pulled into the 672 Survey Report from the most recently submitted MDS
as well as from charting within ECS.

1.

From the MDS/Resident Care Coordinator Access screen, click 672 Census &
Condition.

Click the Name(s) button, highlight the resident name(s), and click OK.

Click Refresh first if you plan to make changes or viewing the information and verifying
it. After clicking Refresh, red boxes will appear for any information that has changed.
An Audit Results screen will appear to show any errors and show questions that need
to be coded manually. Click Close. (To see these audit results again, click on the Errors
button.)

The report will load.

e The information in these reports is pulling directly from either the last submitted
MDS assessment for each resident OR directly from charting (if setup manually).

e To manually change the report, double-click on the desired cell containing the
information to be changed. On the 672, double-clicking on a cell will enter or
remove the X in the cell.

e Utilize the Workspace Editor on the right-hand side of the screen to see where
the current data is populating from vs. any prior data. Column Description will
detail the specifications for that column as well as the MDS crosswalk as to
where that data is found. To see the information that is populating into that cell,
click onto Show Source. This will either load a view screen (for charted data) or
the MDS.

Click Print to print the report. This will load the form which is requested by surveyors.
Click Print Trigger List to see which residents fall into each category.

Click Exit to return to the Access menu. A message will appear: "Save Changes?"
Choose Yes, No, or Cancel. If Yes is chosen, the current answers will remain until
Refresh is clicked onto or the report is manually edited and saved.

View/Print Survey Reports - 802

Information can be pulled to the 802 Survey Report from the most recently submitted ECS as
well as from charting within ECS.

1.

From the MDS/Resident Care Coordinator Access screen, click 802 Roster/Sample
Matrix.

Click the Name(s) button, highlight the resident name(s), and click OK.

Click Refresh first if you plan to make changes or viewing the information and verifying
it. After clicking Refresh, red boxes will appear for any information that has changed.
An Audit Results screen will appear to show any errors and show questions that need
to be coded manually. Click Close. (To see these audit results again, click on the Errors
button.)

The report will load.
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e The information in these reports is pulling directly from either the last submitted

MDS assessment for each resident OR directly from charting (if setup manually).

e To manually change the report, single-click on the desired cell containing the
information to be changed. The Workspace Editor on the right-hand side of the
screen will load. In here, check or uncheck boxes to make manual changes to
that field.

e Utilize the Workspace Editor on the right-hand side of the screen to see where
the current data is populating from vs. any prior data. Column Description will
detail the specifications for that column as well as the MDS crosswalk as to
where that data is found. To see the information that is populating into that cell,
click onto Show Source. This will either load a view screen (for charted data) or
the MDS.

e Onthe 802, the Sort button can be used to sort the residents by Resident
Name, Resident Number, or Resident Room.

6. Click Print to print the report.

7. Click Exit to return to the Access menu. A message will appear: "Save Changes?"
Choose Yes, No, or Cancel. If Yes is chosen, the current answers will remain until
another MDS assessment is submitted or the report is edited and saved.

MDS Reports — e
. . (®) all MDSs
1. From the MDS/Resident Care Coordinator O Lasths fd
. ased on Delete
Access screen, click MDS Reports. .
2. Click the Add button to display a list of all e compute
MDS items HE
. A1600
3. Holding Ctrl on the keyboard, highlightany | 5%, p
fields you wish to look at, then click OK. S poun
e Theitems will appear in the MDS stertoate /L | . o
. EndDate |/ /[
Flelds box' Restrict AD300 Restrict AD310A To: Restrict AD310B To:
4. Choose any other criteria desired for the [Josa @ E:::u'j°”ms‘g?ﬁg‘:t’§fm O S;:::y E;:j:
Cor [ significant Carrection Ful Cior [oo-day [JPa
report (e.g., MDS Assessment types, date i W
ranges, basis of dates selected). Dot osraA gz:z‘;‘?“‘ed
5. Save this setup for future use by selecting pore eorctns [ shon dnts
orrection without an MDS
the Task button. In Tasks, click Save As and foytiedere, St
enter a name for the task. Select the Sites

and User groups who will have access to
this report. The report will be displayed on the Task List.

6. To Load a task, click Task, highlight the task, and click Load to pull the saved
information into the MDS Fields box. (This can be done instead of steps 1-5 if a task
was saved previously as described above)

7. Click the Name button on the far right, highlight the resident name(s) for this report,
and click OK.
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8. Click the Print button to see the report. Click Print to print the results, or OK to go back
to the MDS 3.0 Report screen. Select any desired print options at the bottom of the
screen that before the report is printed.

9. Click Export to send the report to Excel. You will first be able to select whether all
items export or only the selected items. Then you can save the report with the
appropriate file type.

MDS Analytics

1. From the MDS/Resident Care Coordinator Access screen, click MDS Analytics.
2. Inthe Select Reports area, use the drop-down menu to select the desired report type.
3. Inthe Site/Service area, select the Site/Service combination that the user wishes to run
the report for.
e Only one Site/Service combination can be selected at a time.
e Only Site/Service combinations with MDS tables will be displayed.
4. Inthe Period area, select the date range desired for data collection. Both a start date
and end date are required.
5. Select the Print button over to the far right to display the report on the screen. Once
the report displays, this can be printed.
6. Rather than printing, the report can be exported by selecting the Export button and
saving the report to the desired location. Below is an example of an MDS Analytics
report:

Length of Stay Report

Site 1\ SNF Care Date Printed: 5/14/2020
01/01/2019-12/31/2019 User: Ceaser, Heather D
Admissions
Name Admission Date Reentry Date
Edwards, Jack C 12/20/2019
Hershey, Darlene 12/10/2019
Adams, John 05/14/2019
Jefferson, Thomas 07MTI2019
TOTAL: 4 TOTAL: 2 TOTAL: 2
Discharges
Name Date
Adams, Suzanne C 11/14/2019
Adams, John 06/03/2019
Jefferson, Thomas 05/27/2019
Jefferson, Thomas 08/01/2019
TOTAL: 4
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Short Term Residents

Name Length of Stay
Adams, Suzanne C 43
Adams, John 20
Jefferson, Thomas 30
Jefferson, Thomas 15
TOTAL: 4 Days: 108 Average Short Term Length of Stay: 27.00
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