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Survey Readiness 

The survey readiness topic in ECS is designed to follow the Survey Entrance Checklist and 

provide a simple way to organize information in preparation for the arrival of state surveyors. 

How to Use the Survey Readiness Topic 

Navigation 
• Entrance Conference Worksheet – Link to the 2022 

entrance conference worksheet, listing each item required 

for survey with additional details. 

• Survey Resources/CMS – Link to CMS website 

• ECS Handout for Surveyors – Opens the ECS surveyor 

handout. Users can print this document and fill in the 

username and password for each surveyor, to help them 

navigate ECS more easily 

• One Hour Items, Four Hour Items, and End of Day1 & 24-Hour Items – These options 

will take you to the sections of the topic designated for items assigned within each of 

these time frames.  

 

 

Layout  
• Sections within the topic are divided to match the Entrance Conference worksheet. 

Each section has 4 columns. 

• Worksheet Item: This column lists the number and a brief description of the item to be 

addressed from the entrance conference worksheet.  

• Information Source: This column tells the user where the information for each item can 

be found.   
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• Green text tells the users what type of document the information is contained in. 

• Maroon button words will allow the user to input information directly into the topic. 

• Grey text indicates information that is not documented electronically.  

• Black text indicates information found in other areas of ECS. 

• Last name or date of upload: This column contains the last information entered in the 

case of key personnel, or the effective date of an uploaded document. A “-“indicates 

that no information has been entered for that item. 

• Retrieve information from: This column provides users with links to information and 

reports for printing during the survey window.  

• Manage document: Takes users to the topic housing scanned documents. This is 

where documents can be viewed, printed, or uploaded.  

• Each section also has it’s own designated report which pulls together information from 

other topics within ECS and also prints the documents scanned into that section. This 

report is located at the top of the screen.  

Managing Documents 
• The Survey Readiness topic is accompanied by it’s own topic for managing documents. 

This is called “Policy & Procedure (facility).”  

o If you have the Document Management section in ECS, it will be located in 

here.  

o If your database does not have a designated document management section, it 

will be located in the “Face Sheet” section, near your current “Scanned 

Documents” topic. 

• Clicking on “Manage Document” in the Survey Readiness topic will take you to the 

Policy and Procedure Document Topic.  

• All policies should be saved on the “Facility, Policies & Procedures” resident. This 

resident should populate automatically when the topic opens.  

• To save a document specifically requested on the Entrance Conference Worksheet, 

click on one the appropriate title in the column under “Survey Readiness” 

• If specific information is to be included per the worksheet, you will be prompted with 

an information box with this information. Click okay to close this box and move on.  

• A box will then open which will allow you to browse your computer for the location of 

the stored document that you would like to upload. Choose the document and click 

“Open.” 

• You will then be prompted to enter the date of the document. This should be the 

effective date of the document being saved.  

• Once you have selected the document and entered the date, click “Sign” to save your 

entry.  

• If you would like to save a policy or procedure document that is not specifically 

referenced on the Survey Entrance Worksheet, you may do so by choosing the “Facility 
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Policy & Procedure” button located under “General Policies” and following the steps 

above.  

• Once you have saved a document to a button under “Survey Readiness” in the Policy & 

Procedure topic, the Effective Date will show up in the “Last name or Effective Date” 

column of the Survey Readiness topic. 

• To update a policy or uploaded document, simply save the new policy and effective 

date in the “Policy & Procedure (facility)” topic. The reports and date column will pull 

the most recent entry.  

Documenting in the Topic 
• To document information that is included in the Survey Readiness topic, choose a 

maroon button word in the Information Source column.  

• Document the Name or information that you wish to include and click “Save.” 

• When you refresh the topic, you will see the information that you entered displayed in 

the “Last Name or Effective Date” column. 

• It will also be included in the report for that section, located at the top of the screen.  

Completing the CMS-671 
• Items to complete the Long-Term Care Facility Application for Medicare and Medicaid 

(CMS-671) are also included in this topic. 

• To complete the information necessary for the CMS-671, go to the section labeled 

“24hr Items” and click on the maroon “^ Complete Form” button beneath “Information 

Source.”  

• This will take you to a section of the topic where you can fill in the information 

necessary to complete this form.  

• Clicking on “^ Sign/Print CMS-671” when complete, will allow you to electronically sign 

and/or print the completed form.  
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