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subject to change without notice.
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Anywhere 11
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Introduction

The QIS IT and Surveyor Guide includes IT information for administrating and
managing ASE-Q and the QIS Tool for QIS surveyors, and QIS software
procedures, information, and tips for QIS surveyors.

This guide does not include information regarding the QIS survey process. If
you need QIS survey process information, contact your QIS State Trainer.

About this Procedures Guide

The QIS IT and Surveyor Guide gives you the information you need to:

e Install ASE-Q and Manage database patches
e Administer user accounts and settings

e Create and conduct QIS Recertification, revisits, and RO Comparative
surveys and revisits using the QIS process

Note: This guide assumes that you are familiar with basic Windows operations
and that you have attended QIS training offered by your agency.

This guide consists of this introduction and the following three chapters:
e ASE-QIT

Provides information and procedures for supporting QIS software and
surveyors.

e QIS Surveys

Contains task-based QIS software procedures for conducting QIS
surveys.

e Supporting Materials

Contains supplemental information and reference items.

While it is designed to be used easily online, you can print this document if you
prefer.

QIS IT & Surveyors Guide 9/21/14 7



Introduction

View this Document Online

You must have Adobe Reader installed to view this document online. You can
download the latest version from

http://www.adobe.com/products/acrobat/readstep2.html.

On any page, you can click the Increase (+) or Decrease (=) button in the
toolbar to adjust the page magnification to your comfort level. Use the
bookmarks in the left pane of Adobe Reader to locate and go (click the
bookmark) to relevant information in this procedures guide.

f

@ Bookmarks =
[N BB
[P contents
// [P ntroduction
_ [P ase-QiT
FF [P Q15 Surveys
! [P Supparting Materials

Figure 1: Bookmarks

You can also click the Contents bookmark and then click links in the table of
contents to go to relevant topics.

Tip: For best viewing quality in Adobe Reader, go to Edit | Preferences | Page
Display (path may vary somewhat depending on version). Select the
applicable Smooth Text option.

If you need more information, links to relevant additional material in this
document are included. They are grouped at the end of a procedure or
descriptive section as shown below. Click a link to directly access the related
information.

More ...
“Wired Communication” on page 19
“RO Surveyors (embedded or observational)” on page 115

Viewing a Printed Copy of this Document

If you print this procedures guide, use the Table of Contents to locate the
information you need. Cross-references to additional material in this document
include page numbers; simply go to the indicated page.

8 9/21/14 QIS 4.03



Conventions

Conventions

This guide uses the following conventions:
Bold In procedures: names of screens, screen sections, windows you
open; and buttons, menu options, keys you press.
ACO Generic reference to ACO and ARO. When necessary, ARO is

explicitly identified.

Facility Properties
Generic reference to the Define New Facility/<FacName>
Definition window.

web Generic reference to the World Wide Web.

More ...
Introduces a list of “see also” cross-references.

Note: Notes give you important information that may affect how you use a
function.

Tip: Tips give you useful hints, suggestions, or alternative approaches.

WARNING! Warnings tell you actions to avoid that may cause harm, or
precautions you should take to avoid causing harm.

Accessibility Features

The QIS IT and Surveyors Guide and the QIS application include a number of
508-compliant accessibility features, which are detailed below.

In this Guide

This guide incorporates the following 508-compliant accessibility features:

Alternative text (alt text), which screen readers can read, is defined for all
graphics.

All graphics have captions.
Information is not conveyed by means of color alone.

Tables are generally not used for formatting, so text is accessible to screen
readers.

Reading order is optimized, so content is read correctly by screen readers.

QIS IT & Surveyors Guide 9/21/14 9



Introduction

In QIS

QIS includes the following 508-compliant accessibility features:
e QIS is keyboard-accessible.

e Error messages are accessible to screen readers.

10 9/21/14 QIS 4.03



ASE-Q IT

The ASE-Q IT chapter provides IT staff, QIS coordinators, and QIS Surveyors
(both State Agencies and Regional Offices) with technical information and
procedures to create best practices for successful QIS surveys.

This chapter gives you the information you need to:

e Install ASE-Q (including QIS)

e Shut down and re-name the Sybase SQL Database

e Set up mobile computers for wired and USB connectivity
e Turn off Navigator dependencies

e Manage ASE-Q user accounts

e Manage QIS static data versions

ASE-Q Installation

This procedure describes installing the full version of ASE-Q as a standalone
application, as you would install on a mobile computer. Some installation
considerations:

ASPEN applications should not be installed under the Program Files folder, since
newer versions of Windows secure these folders against modifications, which
interferes with ASPEN updates.

You can change the location of the new ASPEN folder, but do not install to a
drive that has been mapped using SUBST or NET USE. The Sybase database
cannot connect to these mapped drives.

If you use an image to set up mobile computers running ASE-Q, you must also
rename the Sybase database server on each laptop with the correct computer
name.

Recommended display settings for mobile computers are:
e Screen resolution: 1024x768
e Font size: Normal

QIS IT & Surveyors Guide 9/21/14 11



ASE-Q IT

Due to its size, the ASPEN installer is distributed on DVDs. If some of your
computers do not have a DVD drive, you can copy the install files to a 2GB USB
drive, and perform the install from there.

Installing ASE-Q from a network drive is not recommended.

More ...
“Sybase Database Service” on page 17
To install ASE-Q:

1 On the Windows desktop, click Start | Run, and navigate to the folder
containing your ASPEN install files. Setup.exe is in the root directory.

2 Double-click Setup.exe to launch the ASPEN Installer.

The ASPEN Installer first checks your system for prerequisite programs. It
searches for the Windows Installer,.NET and the Microsoft Report Viewer. If
any of these programs need to be installed, you will be advised:

ASPEN - InstallShield Wizard =loix|

e installed on your computer, Click Install o

Figure 2: InstallShield Wizard - prerequisite programs check
3 Click Install to perform the installation.

Depending on the programs that are installed, you may be asked to reboot
your system to continue.

12 9/21/14 QIS 4.03



ASE-Q Installation

ASPEN - InstallShield Wizard 00 =5

Welcome to the InstallShield Wizard for ASPEN

Figure 3: InstallShield Wizard - Welcome

4 On the Welcome screen, click Next.

ASPEN - InstaliShield Wizard 0 98 S i [

Select Features

Select the features setup will install,

Select the features you want ta install, and deselect the features you do not want to install

Drescription

Install ASPEM Survey Explorer

- [A5Eq) or upgrade an existing
LJ4CTS ASEq installation.

94 B0 MB of zpace required on the C drive
352003.81 MB of space available on the C drive
InztallShield

LW W

[ < Back l Mest » I[ Cancel ]

Figure 4: InstallShield Wizard - Select Features

QIS IT & Surveyors Guide 9/21/14 13



ASE-Q IT

5 In the Select Features window, select ASEq, then click Next.

WARNING! If you have previously installed ASPEN components and are
re-installing or installing a new component, select all components
you want installed. Any ASPEN component already installed that is
not selected during a subsequent installation will be uninstalled.
For example, if you have already installed ACO Shared and now
need to add ASE-Q, select both ACO Shared and ASE-Q, or ACO will
be uninstalled.

ASPEN - InstallShield Wizard . =5

Setup Status

iz configuring your

Figure 5: InstallShield Wizard - Setup Status

The ASPEN InstallShield Wizard is automated. The installer updates the
Windows system and common files on the local drive.

14 9/21/14 QIS 4.03



ASE-Q Installation

B C\Windows\system32\cmd.exe a L ey B . E@g

Installing Sybase 11.8.1 -

»

Figure 6: DOS window - Sybase database installation

Installing the Sybase database takes a few more minutes.

ASEq Install

Figure 7: InstallShield Wizard - ASE-Q Destination Folder

The installer requests a location for ASE-Q. Do not install ASE-Q into the
same folder as your previous version of ASE.

We recommend installing to the default location (C:\ASPEN\ASEQ).

QIS IT & Surveyors Guide 9/21/14 15



ASE-Q IT

WARNING! Installation to the C:\Program Files\... folder is not recommended.
Windows Vista and Windows 7 enforce security that prevents
modification of files in the C:\Program Files folder.

If you install ACO to C:\Program Files\..., you need to change the
folder properties to allow updates to the ASPEN folder and any of its
sub-folders.

6 Click Next to install ASE-Q to the default location, or select a different
location and click Next.

The following window appears when Sybase is successfully installed.

BN C\Windows\system32Q\cmd.exe E@g

QL Anyvhere Service Utility Uersion 11.08.1.2427 -
Service "aspen.CHERYL-PC" was created successfully.

SQL Anyvhere Service Utility Uersion 11.8.1.2427

Service "aspen.CHERYL-PC" start pending.

. =

Figure 8: DOS window - Sybase successfully installed

ASPEN - InstallShield Wizard I

InstallShield Wizard Complete

‘EM. Before you ¢ & the progran, you

i@ Mo, | will restart my computer later.

Femaove 1 their d

Figure 9: InstallShield Wizard - Installation Complete
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7 After the files are copied, select Yes to have the installer restart your
computer, then click Finish.

Your ASE-Q installation is complete.

For your convenience, the installer adds an ASE-Q shortcut to your Windows
desktop.

Sybase

ASE-Q includes an installation of the Sybase SQL Anywhere database.

The Sybase database runs as an automatic service wherever ASE-Q is installed.
The load is minimal, but you should know that Sybase is “always on”. Some
troubleshooting and backup procedures may require closing Sybase
temporarily. If you close Sybase, you will need to restart Sybase manually (or
reboot the computer) before ASE-Q can open.

ASE-Q opens Sybase SQL Anywhere only for users who have logins and security
privileges that are already entered in the ASE-Q database. Logins and
permissions are created and maintained in ACO. User account files may be
exported to a transfer file, then imported into the ASE-Q database. If you
create a survey in ACO, logins and permissions for team members are included
in survey transfer files.

Sybase Database Service

When the ASE-Q installation runs, it installs the Sybase database as a service
and names the database with the current computer name. If you set up your
mobile computers using an image, the database names on all mobile computers
where you install the image will be given the same name.

A separate application, RenameDb.exe, is available from the ASPEN Help Desk.
This application helps you rename the databases on mobile computers that
were installed by image.

To rename the Sybase database service:
1 Copy the application RenameDb.exe to the C:\ASPEN\ASEQ\data folder.
2 Launch the RenameDb.exe application from the data folder.

Rename ASPEN Database E@@
Current Database Mame: ASPEM AFRILS
MNew Database MName: ASPEN.JOHMS]

[ Rename ] [ LClose ]

Figure 10: Sybase - Rename ASPEN Database

QIS IT & Surveyors Guide 9/21/14 17



ASE-Q IT

3

The Current Database Name and New Database Name fields will be
entered for you. Click Rename to update the database name.

Are vou sure vou want ko renarne ASPEN, APRILS to ASPEM, JOHNS?

s ] [ Mo

Figure 11: Sybase - Confirm

4

A confirmation screen will appear; click Yes to continue.

ASPEN.APRILS was successfully renamed to ASPEM, JOHMS

Figure 12: Sybase - Confirmation successful

5

Click OK on the successfully renamed message.

Shut Down Sybase

If you need to temporarily shut down the Sybase SQL Anywhere database:

To shut down the Sybase database:

1
2
3

Select Start | Run.
In the Run window, type services.msc.

In the right pane of the Services window, right-click SQL Anywhere and
select Stop.

Alternatively, you can right-click the Sybase icon in the notification area of
the Windows taskbar (next to the clock), and select Shut down.

You can restart the SQL Anywhere database by rebooting the computer,
-or-

Select Start | Run.

In the Run window, type services.msc.

In the Services window, right-click SQL Anywhere and select Start.

18
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Wired Communication

Wired Communication

States using a wired connection to transfer data, instead of USB, need to set
up their mobile computers to allow communication through state security and
firewalls.

When an embedded RO surveyor is participating in a state QIS survey, or
conducting a FOQIS, the state QIS support coordinator should ensure the
state’s mobile computers are set up to use a wired network connection.

The instructions below provide details written from the point of view of setting
up an embedded RO surveyor, but can also be used for setting up state survey
teams.

Note: In cases where two mobile computers are attached using a single
ethernet cable, the network appears as Unidentified Network and is treated
like a public network. The procedures below allow the unidentified network to
discover the other ASE-Q database and transfer data.

To set up wired communication:

e Confirm ports are opened in all firewalls, including Microsoft's built-in
firewall, which is installed on each computer.

The required ports are:
- 901, 910 for UDP.
- 2638 for TCP.

Opening these ports is a requirement for using a wired connection
between state and RO computers. The ports are used for the application
to discover ASE-Q databases on the same network, and to transfer data. If
the state has blocked these ports, ASE-Q will not be able to transfer data
over a cable connection.

In addition, the ASPEN Information Service (AIS) relays information to the
ASE-Q application via port 910 on the local system. Unlike ports 901 and
2638, port 910 is not required for network communication, however very
strict firewalls may block port 910 and prevent AIS and ASPEN from
communicating. If your security setup blocks port 910, you may see a
message like this:

Error creating Database Locator Object: Mo conmection could be made because the target machine actively refused it 127.0.0.1:910

Figure 13: Refusal error message

If you see an alert similar to this, contact your state IT administrator.

QIS IT & Surveyors Guide 9/21/14 19



ASE-Q IT

Confirm state computers are set up to use dynamic IP addresses from a
DHCP server (you may need to talk to the state QIS support
coordinator). The RO doesn't need to enter a dynamic IP address on the
RO laptop until arriving onsite.

Using dynamic IP addresses is a requirement for using a wired
connection between state and RO computers. If state computers are
using static IP addresses on separate networks, or the computers are a mix
of static and dynamic addresses, transfers cannot be performed. These
rules apply to direct wired transfers.

If the RO will be embedded with the state team, confirm the RO is listed in
the state database as a special surveyor.

If the participating RO is not listed in the state database as a special
surveyor, the RO will need to be added to the survey team in ARO before
the survey is exported from ACO by the state.

If this is the RO’s first QIS survey, confirm the RO’s ASE-Q login includes
QIS permissions.

To open UDP ports:

1

In MS Windows, click Start, then select Control Panel from the menu.

™ . g - b s
7 g s D o
= o 3 o p = o
j @) Hon 2 @

- - :’ "t#:
i = " -

Figure 14: MS Windows Control Panel

20

9/21/14 QIS 4.03



Wired Communication

2 Double-click Administrative Tools.

T~

Eile Edit View Tools Help

52w Al Control Panel liems » Administrative Tools

Organize » Bum =
Mame 2 Date modified Type Size
(&) Component Serdces 07/13/2003 10:57 .. Shortcut 2KB
Ay Computer Management 0
78 Data Sources (ODBC) 132009
desktop.ini 02/10/2011 2KB
(#l] Event Viewsr KB
B, iscH Initiator

Local Security Policy

erformance Monitor

Print Management

(A}, Services

& System Configuration

(&) Task Scheduler

&P Windows Firewall with Advanced Security
il Windows Memory Diagnostic

ﬁ Windows PowerShell Modules

Shortout

Shortcut

15 items

b

Figure 15: Windows Firewall with Advanced Security option

3 Double-click the Windows Firewall with Advanced Security option.

W Windown Firewall with Advanced Secuty

Bl fcon Wiew Hep
e»B 00
8 Vst s Y P T B~
E'S:J'":'K.‘ + | Wit Firpwesl veith Advasced Securty em Local. &
B Cannectan Security Rules * o Inpors Pokey
&, Manteang W EportPalicy.
Oveniew Restors Defaut Py
Domuin Profile Diagrar /Rapsie
& windows Feswal i on View L4

(5 nbound connections et do nat match 4 s ane blocked S Rebh
@ Dubourd conrections that do nal match s e e slomed
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Figure 16: Inbound Rules options
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4 Select the Inbound Rules navigation view located on the left under
Windows Firewall with Advanced Security on Local Computer.

W Windown Firewall with Advanced Secuty

Bl fction Yiew Hep

% 2@ BE

# Wiedoms et ot o L

8 Inbsund Ruler . " .
Y Outhonund Fudes Huma Group Profile  Enabl

B Connection Securty huies || S Priate  ¥in

B, Manieang Dvaee PBrivate  Yes
G Mecsesaft Office Dutzak Paate  Yes |
8 Miceoiof Onehlots Private a1
& vcroiatt Onebiote Priate ez
& Windows Live Communmiatiens Flattaeen A Yes
18 Windew Live Communicatisnd Flatfrmn_. 2 Al
&) Windown Live Communications Flatfsrm. il Yo
10 Windows Live Mesh an Yes
6 Wendowt Live Meszenges A Vs
£ BranchCacha Content Retrinaal (RTTPn) BranchCache - Contant Ratr.. A1 Mo
@ BranchCacke Mosted Cache Server (MTT..  BranchCache - Mosbed Cach., A1 L
€0 BranchCacthe Pees Duscovery (WD) BeunchCach - Pees Dis ] Mo

twsrk Projector (TCPs)  Connectto s Netwsrk Proje.  Domain  No
 Nebwark Projector (TCPn)  Connectn a Network Proje... Private... Mo
et & Netwsrk Projectie W50 Ev. Connecttn a Neswark Proje..  Domain  No
» Netwesrk Projectar (W30 B Connectto s Neswsrk Proje_. Private.  No
¥ Network Projector (WID .. Connectto s Network Proje.  Domain  No
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Figure 17: Inbound Rules - New Rule

5 On the right side of the screen, under Action, click New

Rule.

i New Inbound Rule Wizard
Rule Type
Select the type of frewal e to crsate

Steps:
Pl Type ‘what type of nde would pou loe to create?

.

@ Protocol and Peats

@ Aclion Program
@ Profie Fule that controlz connections for a program.
.

Hame @ Poit
Flude that controls connections for a TCP or UDP port.

Predefined:
Branch he - Content val [Uses HTTP]
Rude that controls connections for 2 Windows expalience,
Custom
Custom rue.

Leain more about nube tppes

==

[ concet

Figure 18: New Inbound Rule Wizard - Rule Type
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6 Select Port, then click Next.

i New Inbound Rule Wizard e
Protocol and Ports
Speciy the protocols and ports to which thiz ule spphes.

Sheps:
@ RusTyps Does this nube apply to TCP or UDP?
@ Protocol and Ports ice
@ Action @ UbP
@ Profle
M
o Dhoes this e apply to all local ports or specific local ports?
Al local ports
@ Specilic local pots: a1, o
Example: 80, 443, S000-5010
Leain moce about protocol and ports

<Bock [ Hets> ][ concel

Figure 19: New Inbound Rule Wizard - Protocol and Ports, UDP
7 Select UDP, then enter 901, 910 in the Specific local ports field.
8 Click Next.

i New Inbound Rule Wizard e
Protocol and Ports
Speciy the protocols and ports to which thiz ule spphes.

Sheps:
@ RusTyps Does this nube apply to TCP or UDP?
@ Protocol and Ports ice
@ Action @ UbP
@ Profle
M
o Dhoes this e apply to all local ports or specific local ports?
Al local ports
@ Specilic local pots: a1, o
Example: 80, 443, S000-5010
Lean moee about protocol and ports

Figure 20: New Inbound Rule Wizard - Allow the Connection

9 Select Allow the connection, then click Next.
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&P New Inbound Rule Wizard
Profile
Specily the profiles for whach this nde appbes.

Sheps:

® Fius Typs When does this b apply?
Fro

» Action +| Domain

s Profle Appbes when a computer i connected to its corporate domain.
Mame | Private

Apphas when a compuler i connected to a pevate network location.
| Public
Appbes when & compuler i connected to a pubbc network location

Leain moce about profies

<Bock [ Het> ][ Concel

Figure 21: New Inbound Rule Wizard - select Profile

10 If necessary, select Domain, Private, and Public to allow for all network
types, then click Next.

&P New Inbound Rule Wizard

Name

Speciy the name and description of this nle.
Sheps:

@ Fuls Typs

s Profle Hame:
ASPEN Informaltion Service
# Mame

Description [optionall

<Bock |[_Erish ][ Concel

Figure 22: New Inbound Rule Wizard - Name the rule

11 In the Name field, type ASPEN Information Service, then click Finish.
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To open TCP ports:
1 On the right side of the screen, under Action, click New Rule again.
2 Select Port, then click Next.

W MNew Inbound Rule Wizard

Protocol and Ports

Speciy the protocols and ports to which this e spphes.

Sheps:
Buds Type Droess this nule apply to TCP or UDP?
Protocol and Poits @ JCP

@ Aclion upp

@ Profle

M
it Does this rule apply 1o alllocal pots os specific local ports?

Al local ports
@ Specilic local ports: 2639
Example: 80, 443, S000-5010

| tBack || HNear | Concel |

Figure 23: New Inbound Rule Wizard - Protocol and Ports, TCP

3 Leave TCP as the protocol selection, then enter 2638 in the Specific local
ports field.

Click Next.
5 Select Allow the connection, then click Next.

If necessary, select Domain, Private, and Public to allow for all network
types, then click Next.
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W MNew Inbound Rule Wizard =]
Name

Speciy the name and desciiption of this nule.

Sheps:

Hame:

ASE Database
s Mame

Description [optionalk

< Back Finish | Cancel |

Figure 24: New Inbound Rule Wizard - Name the rule
7 In the Name field, type ASE Database, then click Finish.
8 Restart the computer to update the settings.

Turn Off Navigator Dependencies
Because of dependencies built into the Navigator, system issues may prevent
surveyors from being able to access a screen.

To allow support for teams that may run into this issue in the field, the following
workaround was built into the application:

To turn off Navigator dependencies:
1 Exit the ASE-Q application.
2 On the desktop, right-click the ASE-Q icon and select Properties.

3 On the Shortcut tab, in the Target field, add /QISDependencyOverride
as an argument to ASE-Q.

4 Click OK to save the changes.

The surveyor can access every screen in QIS, the Navigator does not perform
dependency checks.

WARNING! The shortcut will need to be changed back before going on the next
survey.
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ASE-Q User Accounts

ASE-Q users are required to have user account information in the ASE-Q
database before they can open the application. User accounts and permissions
are created and maintained in ACO user account files and exported to ASE-Q.

Set User Security in Multiple Accounts

ACO contains an interface for adding logins and permissions to multiple user
accounts.

Management Units
Work Units
Staff Direch
4 Administrati
i Dwnership | Find Staff Member..

@ Officers Dire Jngert Mew Staff Member...

Current Wiews: Sctive Staff

Guick Repart 3

Secunity Access...
Adminizter ASE Accounts...

Figure 25: Directories View menu
To set user security in multiple accounts:

1 On the Directory tab, right-click Staff Directory and select Administer
ASE Accounts.

ASE Account Administration
] _ ) Allow Allow Allow Allow =l

Staff ID | Terminated Staff Hame Team ID ASE Login ACO Login Assessment ais Complaint ASE Admin
26000 [N STUDENT 5275 5275 [Vl v vl b
X7Tm M STUDENTI, LAB THO1 STUDENT1 ml O O ul
0N STUDENT10, LAB THO1 STUDENT1O ] il i [
7T (il STUDENT11, LAB THO1 STUDENT11 C l ml ul
712N STUDENT2, LAB ThHO1 STUDENT12 ] Il i [

Gl STUDENTZ, LAB THO1 STUDENT2 ~ i v o
TIT03 N STUDENTS, LAB THO1 STUDENT3 ml O O ul
77704 M STUDENT4, LAB THO1 STUDEMTS ] - i [
JIT0S N STUDENTS, LAB THO1 STUDENTS ml O O ul
JIT0E M STUDENTE, LAB THO1 STUDENTE ] il i [
TETOF N STUDENTY, LAB THO1 STUDENT? C l ml ul
JIT0E M STUDENTS, LAB ThHO1 STUDENTS ] Il i [
77709 M STUDENTS, LAB TMO1 STUDENTS ] - i ol
ATGEA [N SUPPORT, AZPEN ATGSUPPORT ml O O ul
N |M SURVEYOR, TEMP TSURVEYOR ] - i [
29900 N STUDENT, £ STWEENEY 5295 = rd rdl =l
10900 v TAM , FRANH GONE FTAM ] il i [
JRTOO N TAYLOR, JOHN o7 TAYLORJ C l ml ul
00300 Y TAYLOR, P GONE PTAYLOR ] Il i [
1BEO0  |M TERR I, E TERE ] - i ol ;I

56t ASE = A0 Login ngslesment TegEfo 8 E%gphlaaint ladg?il‘we 5
Cancel_|

Figure 26: ASE Account Administration
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2 Inthe ASE Account Administration window, you can select single or multiple
surveyors:

e C(Click Set ASE = ACO Login to set the user’'s ASE-Q Login to be the
same as the ACO Login. Use this setting when the user’s login should be
identical using ACO on a desktop computer and ASE-Q on a mobile
computer.

e Alternatively, you can type an ASE Login for this user in the text box.

e Select Allow Assessment View to allow ASE-Q users to see MDS
Assessment data.

e Select Allow QIS View to allow ASE-Q users to open QIS.

e Select Allow Complaints View to allow ASE-Q users to see complaint
investigation surveys.

e Select Allow ASE Administration for system administrators.

Set User Security in the Employee Record

In ACO, you can enter ASE-Q logins and permissions on the Security tab in each
employee’s file.

Update Surveyor Information 2| =]

Employee Identificationl Employes Details  Security |

Security Groups

l Mernu Security - ACO
Menu Security - ACTS
& Facility Type Security - ACOAACTS (Mo Access)

—&SE Uszer Configuration
ASE Login [windows)

IASETUTDH
Usze ACO Login |

¥ &llow Azsessment Wiew
¥ Allow QIS Yiew

¥ &llows Complaints Wigw
¥ &llow ASE Administration

™ May Not See Surveys Scheduled Beyond ID Daps In The Future

Access control for non-assigned surveys IHead.-"W'rite Access j

()3 I Cancel

Figure 27: Security tab - ASE-Q settings

28 9/21/14 QIS 4.03



ASE-Q User Accounts

Export ASE-Q User Account Files from ACO

You can export user account files from ACO. You will use this primarily to
transfer user accounts to surveyor mobile computers for those who need to
open ASE-Q for the first time. You can use this option to export data for one or
multiple surveyors.

To export ASE-Q user account files:
1 1In ACO, select System, Specialty Info Transfer, Export ASE Users.

\
~Personnel
iew: IUsers with ASE Accounts j
Skaff Mame | Program Lnit | SkaffID ,J
O Trainee, 1 CIEOD |AII Users
O Trainee, 2 02000 Yes
D Asebutor, Asekutor ASET ‘fes
O Trainee, 3 29900 Yes
O voods, T E1400 Yes
O williams, 5 15700 Yes
O Gerber, M 20900 Yes
O erook., w 29900 Yes
O Brown, 1 29000 Yes
O Bullock, 21300 Yes
O mcoaniels, J 17900 Yes
O pawkins, & 25700 Yes
O Jeter, & 007 AEC 00 Yes
O Levine, R 13000 Yes
Oeuckhatter, C 09000 Yes
O rodriguez, R 01900 Yes
O simmons, i 29500 Yes |_.|
4 |
—Export File
| ¢\ TEMPSEUSERTX ZIP Browise |
Check Highlighted | Uncheck Highlighted | ’TI Cancel |

Figure 28: ASE User Export

The ASE User Export window defaults to a view of Users with ASE Accounts.
You can also choose to view Users without ASE Accounts, or All Users.

2 Select the surveyors whose user account information you want to export.
3 Browse to or type in the location of the export file.

The default filename for user account files is ASEUSERTX.ZIP. You can
change the name when you need to create different personnel files for use
on different laptops. On import, ASE-Q will check the file to confirm it
contains personnel tables, then import the tables.

4 Click OK to transfer the user information.
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Import ASE-Q User Account Files to a Mobile Computer

When you first launch ASE-Q, you are asked to enter your user name and
password. You also can use a PIV (smart card), if you have one.

15! Login EI@
User Name: ASEQuser
Password: —
[+] Advanced
l Log In l ‘ Cancel ‘ ‘ Use PIYV |

Figure 29: ASE-Q Login
If you use a PIV, ASE-Q requests a PIN code and authenticates using the PIV
credentials.

If you enter a User Name and Password, Windows validates your login
information against the user information listed by the computer for its current
domain.

ASE-Q then checks to see if your user account information also exists in the
ASE-Q database. If your user account is not in the database, or if you are using
a new Sybase database that has never been opened before (and therefore
contains no user accounts), you will see the Login Not Accepted window:

Login Mot Accepted x|

ASPEN cannat validate your login, What would vou like to do?

Load a User Account File Enter a Temporary Access Code

Conkact your ASPEN coordinator bo
obtain an access code.

Figure 30: Login Not Accepted
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To load a user account file:

1 Select Load a User Account File. Selecting Cancel aborts opening the
application.

Select For Import ﬂll

Look i Ij temp - £k E5-

File name: 4 5E L serT «.2i j DOpen I
Files of type: ~ [ASPEN Liser Transfer [ASEUserT s zip) I Cancel |

Figure 31: Select For Import

2 Use the Select For Import window to navigate to and select
ASEUserTx.ZIP. If you have changed the name of the user information file,
you will need to change Files of type to see All Files (*.*).

3 Select Open to import the user information.

Finalize Transfer _ Inlﬂ

Merge iz complete. Presz Apply to finalize thiz transfer or Cancel to abort. Any changes made
during the merge will be lost if Cancel iz pressed.

Apply |

Logged ltem

sfully Transfered 14556[BEAUREGARD, YICTORIA)

Figure 32: Finalize Transfer - Load User Account File
4 Select Apply to finish the transfer and open ASE-Q.

If none of the personnel records you import has an ASE-Q login equal to the
Windows login of the computer you are using, ASE-Q will not open, and you will
return to the Login Not Accepted screen.

If there is a conflict between personnel records in the imported survey and
personnel information already on the computer, you will see a Transfer Error
message advising you of the record in conflict.
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The surveyor 30974 cannct be imported becauss thery hans the same ASE logn as surveyor JENNINGS, SHERYL, (32275)
The

destination databarse has not been changed.

L]

Figure 33: Transfer error message specifying conflict in personnel records

In this case, you may need to delete the named surveyor in ASE-Q to import
the survey.

Synchronize ASE-Q User Accounts with ACO

If ASE-Q is connected directly to the ACO MDSDB database, you can
synchronize ACO/ASE-Q logins and permissions for those surveyors who are
already in the ASE-Q database.

To synchronize ASE-Q user accounts:
1 In ASE-Q, select File, then Synchronize Surveyor Info with ACO.

The system verifies that ASE-Q is able to connect to the ACO MDSDB
database, then updates the surveyor information in ASE-Q for those
surveyors already loaded in the ASE-Q SURVEYOR table.

After the synchronization is complete, the Finalize Transfer window displays
the results, and allows the user to accept or reject the synchronization.

Finalize Transfer 5 =] B3

Successfully Synchronized Surveyor Information with ACO

Apply | Cancel |

Type Logged Item

Successfully Synchronized Survepor TSTOT[OME, SURVEYD)
Successfully Synchronized Surveyor TSTOZ[TWO, SURVEYDR)
Successfully Synchronized Survepor TSTO3[THREE. SURVEYOR]
Successfully Synchronized Survepor TSTO4FOUR, SURVEY)]

Ll

Figure 34: Finalize Transfer - Synchronize ASE-Q User Accounts

2 Select Apply to complete the synchronization.

Assign a Temporary Access Code

If you have a survey in ASE-Q, and need to provide access to that survey for a
surveyor who does not have an ASE-Q login, the surveyor may enter a special
code to open ASE-Q and have temporary access to the specified survey.

e The request for a temporary access code is made to the ASPEN Help Desk.
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e The request must come from a trusted source, e.g., an ASPEN Administrator
with a known callback number.

e The request must include the Event ID of the survey.

When entered, the temporary access code provides full access to the specified
survey event only; no other surveys will be available to the temporary user. The
survey must already be contained in the ASE-Q database. The access code is
valid until two weeks after the exit date of the survey.

To assign a temporary access code:

1 Launch ASE-Q, and do not enter a User Name and Password in the Login
window. Click Log In to view the Login Not Accepted window.

Login Mot Accepted

[CEal | [t i | [ BTt o

Figure 35: Login Not Accepted message
2 Select Enter a Temporary Access Code.

Temporary Access Code

Figure 36: Temporary Access Code
3 Supply the EventID for the survey for which you need access.

Temporary Access Code

I
—

Figure 37: Temporary Access Code - Survey Event ID entered
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4 Enter the temporary access code, then select OK.

Welcome to ASPEN: Please Select Aclive Surveyor

Figure 38: Please Select Active Surveyor

5 In the Welcome to ASPEN window, select New.

Enter Mew Staff Information

el el el |

I
I

[ oeckPasswoe|

[ ok ] Coed | e |

Figure 39: Enter New Staff Information

In the Enter New Staff Information window, Federal and State IDs, Last
Name, and Title Code are required. Federal Surveyor ID cannot be changed
after you save the record.
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6 Enter the required information and save the record.

Welcome to ASPEN: Please Select Active Surveyor - 2=

Staff 1D A Mame Title Login ID
L)56455  Doe, Jane e

mx | Hew... Modiy... | Help Cancel

Figure 40: Please Select Active Surveyor - surveyor selected

7 Click OK to open ASE-Q. The temporary access code allows you to see only
the specified survey.

84  Find |

E--@ ASPEM Deskltop [Survey View)
ol LHO411 - WISTA MANDOR - 35029 - 02/28/20°

Figure 41: ASPEN tree - displays only the specified survey

QIS IT & Surveyors Guide 9/21/14 35



ASE-Q IT

QIS Static Data

QIS static data includes definitions of questions, answers, QCLI calculations,
and Critical Element (CE) to tag mappings. Static data is versioned. This
simplifies the updating and improvement of the QIS process, since new static
data versions do not require a new ASE-Q executable for every update. As with
regulation sets, you can maintain different surveys with different versions of
QIS static data on the same laptop.

In ACO/ARO, when you create a QIS survey, the QIS version number is based
on the survey start date.

Note: In ACO/ARQO, if you change the survey start date of a completed QIS
survey (a survey that has been imported from QIS back into ACO), the QIS
version number does not change.

QIS versions are checked at the time you launch the QIS application from a
survey. Surveys scheduled after the effective date of a major version change
require the update.

e Minor version - used for incremental changes. Minor version changes are
not required to be updated immediately, and do not affect synchronization
of data; surveyors with different minor versions on their mobile computers
may still synchronize.

Example: A minor version X.1 (where X is the current version number)
is created and released to surveyors on 6/1/2014.

Surveyors creating surveys with a start date on or after 6/1/2014 can
use either version X.0 or version X.1.

If a surveyor opens QIS on a laptop which contains version X.0, they will
receive a warning that there is a new version available, but they may
continue with version X.0. Alternatively, the surveyor can download
version X.1 to their laptop before continuing.

e Major version - reserved for significant application changes.

Example: A major version XY.0 (where XY is the new version number)
containing these changes is released to surveyors on 8/1/2014.

Surveyors creating surveys with a start date on or after 8/1/2014 will
have version XY.0 set for that survey.

If the surveyor attempts to launch a XY.0 survey on their laptop using
version X.1, they will receive an error message that they must download
version XY.0 before continuing.
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Check the QIS Static Data Version

In ACO and ASE-Q, you can use the QIS Static Data option under the System
menu to display QIS version information.

To view the QIS static data version:
1 1In ACO or ASE-Q, select System | QIS Static Data.

IS[=] E3

“ersion Effective Expiration ersion Descrption

Figure 42: QIS Static Data version window

2 After reviewing the QIS static data version, click OK.

QIS Database Patch

QIS database patches simplify the application of QIS database upgrades and
QIS static data versions.

Automatic Transfer

For scheduled upgrades, QIS static data is added to the DBPatch.zip file and
transferred as part of the database upgrade path distributed with a thin install.
During installation, the system automatically imports the QIS static data into
ASE-Q as part of the upgrade procedure.

When ASE-Q is started after applying the thin install, the version number of the
executable is compared with the version number of the database. If the version
numbers are different, the new QIS static data version is automatically applied.
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Manual Transfer

You can manually apply a QIS database patch in ASE-Q through the Import

Database Patch option.
To export the static database patch from ACO:

1 If you are using a USB drive to transfer data, insert the USB drive into your

laptop.

2 In ACO, click File | Export Database Patch.

3 In the Export window, specify your transfer location, then click OK.

Select ASPEN Transfer Location if you are exporting to Drive A: or C:;

use Other Location if you need to navigate to a different drive.

Export X
.
y DEPatch export is complete.

Figure 43: Export notification message

4 When the export is complete, click OK.

To import the static database patch into ASE-Q:

1 Insert the USB drive containing the DBPatch.zip file into your laptop.

2 Open ASE-Q.

3 Select File | Import Database Patch.

Figure 44: ASPEN File menu - Import Database Patch option

File View Quality System Help
MNew Fadlity
Mew Survey

Surveyors
Regulations
v Show Active Regulations Only

Print: Presien
Print Setup...
Print

E-Mail
Recyde

Export

Import

Import My Surveys
Import Database Patch

Synchronize Surveyor Info with ACO

Config
Filters

Exit
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4 1In the Import window, choose Other Zip File Location, then use the

binoculars to navigate to the DBPatch.zip file on the USB drive.

Import K B3
— Import Type
% Surveps " Regulations
r— Impart Fram
" ASPEN Transfer Location
| & UsB/Removatls Drive (E:4) =l
' Dther Zip File Lacation
[FADEPATCH.2ip 4
's Locate ASE Database
Database name or IF address of the computer
| &
ak I Cancel | Help |

Figure 45: Import - DBPatch.zip file
5 Click OK to import the QIS database patch.

Upload QIS Data

QIS surveys that are completed in the QIS Tool are uploaded to national and
available in the QW reporting system.

All QIS data uploads (insert/updates/deletes) are initiated from the state.
Surveyors do not need to initiate a QIS upload. ACO and ASE-Q automatically
upload records after users perform certain tasks.

QIS events are uploaded nightly, 5 days a week.

QIS data is uploaded directly into the CASPER tables on the national server.
QIS data may be uploaded before the certification kit.

No survey record is required at the national level to upload QIS data.

Data uploaded is event-based data stored in tables on the state and national
database servers to support the QIS survey process.

Data in the QIS tables for a given event is uploaded as a single transaction.
Failures to upload any QIS data will rollback the entire transaction, and no
data for that event is uploaded.

There are no edits or data transformations applied to the QIS data as it is
uploaded to the national system. Therefore, database errors are the only

errors that may cause QIS data to not be uploaded. These are monitored by
production control and no user intervention is required.

The TRANSTRACK table on the national server logs the QIS transactions and
their status.
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The QIS survey process supports nursing home facilities for which MDS
Resident Assessment data is available. The QIS Tool, which enables surveyors
to read QIS data and conduct QIS surveys, is enabled only in ASE-Q. In ACO,
the QIS Tool is read-only, and provides summary views for management
purposes.

This chapter gives you the information you need to:
e Create QIS surveys, manage survey teams, and transfer QIS survey files

e Use the QIS Tool to conduct Recertification surveys and revisits, and RO
Comparative (FMS) surveys and revisits, using the QIS survey process.

e Backup and restore QIS data during the QIS survey
e View completed QIS surveys in ACO

Create a QIS Recertification Survey in ACO

Like ASPEN surveys, you create the QIS survey in ACO, then select the Quality
Indicator Survey checkbox in Survey Properties.

Currently, QIS supports Recertification and revisits, and RO Comparative (FMS)
surveys and revisits for nursing home providers. You can add a Complaint
survey type to a Recertification and Revisit, however, QIS does not currently
support a stand alone complaint process. If you do enter a different survey
type, you will see a warning:

l’ %

“‘-‘./ The following survey types are supported by the Q1S process: Recertification. This survey is not a supparted type Do vou want to procead?

Yes | Mo I

Figure 46: QIS Survey Type Warning message - This survey is not a supported type
To create a QIS recertification survey:

1 1In ACO, locate the nursing home in the tree, right-click the name and select
Create Certification.

2 On the Certification & Surveys tab, scroll to the Survey List section and click
New.
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3 Click OK to select the default Health survey.
4 In the Create Health Survey window, enter Start and Exit Dates for the

survey.

Exporting the QIS survey as close to the Exit date as possible uses the most
current MDS data, and makes the Resident Reconciliation step easier for the
survey team.

If you export a QIS survey, and then change the exit date in ACO, ACO will
warn you:

! E ou need to re-export the QIS data and rerun all the data calculations.
L

Figure 47: QIS Survey Warning message - exit date changed: You need to re-export the QIS
data and rerun all the data calculations

Re-exporting the survey re-calculates the MDS data using the most current
information.

Select the Regulation Set that applies to the survey.
Select the checkbox next to Quality Indicator Survey.

Note: After the QIS survey is complete, the Quality Indicator Survey
checkbox is grayed out.

Recertification is pre-selected for survey Type. You can add Complaint as a
survey Type when appropriate.

Click Update to define the Team Roster.

In the Staff Availability List, put a checkmark next to each surveyor on the
team, then click OK.

When you select team members for a QIS survey, ACO checks to see if all
surveyors have required QIS permissions. If permissions are lacking, ACO
provides a warning:

ASPEN Central Office j | x|

One or more of the surveyors defined for the QIS survey doesn’ have permissions to access QIS in ASE. Contact your spstem administrator to add these

! Y privileges before exporting/beginning the survey.

Figure 48: QIS Survey Warning message - One or more of the surveyors defined for the QIS
survey doesn’t have permission to access QIS in ASE

10 To designate a team leader, highlight the leader’s name in the Team Roster

section, and click Leader.

The team leader can be designated in ACO, or chosen later after the survey
is exported to ASE-Q.
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11 For Extent, accept the default A-Routine/Std Survey. You can select more
than one Extent, if appropriate.

Survey Properties for Acme Nursing Home - 0DI'w11
| Category——
Start [14/07/2014 = | Esit [31[04/21/2014 ¥ | Status |1 OPEN  =|  IDRAIDR | & Health
(= LSC
Shell Orly T~ e
~ Regulation(z) r— Team Roster
@ FED-F-13.01-Lang Tem Care Facilties ID | Name |
O & FED-F-14.01-LONG TERM CARE FACILI 19574 Summers, Kim
 5T-5-10.00-A0ULT CARE HOME KAR . 32876 Rose, Christan
33991 Denny, Futh
33992 Austin, Rachel
34057  Barnett, Renee
1 | |
Shaow Al | Leader Update...
Type of Survey Extent(s]
R |-Fecertification = BT A-Routine/Std Survey -
O Cr&-Complaint lrvestio. [ (0 B E stended Survey LTCAHH
T K-State Licensure O & C-Partial Ext. Survey
O T 1nitial Licensure | [ @5 D-Other Survey
O I% 2Re-Licensure [ et E-Abbreviated Survey
B [ W I [ S Y hd T C Ofibm D e hd
d | _»l_l d | _>|_I
SOD Tracking
SOD Sent I - I Revisit Status |1 - Required vl 0K I Cancel |
POC Rcvd | hd l Zdm Signaff [<E) | - [ Help |

[~ 2567/B Enty Complete 7 Duality [ndicator Surver QIS Version: [4.03 Q15 Archived Date: |04£2‘I f2014

Figure 49: QIS Survey Properties window - A-Routine/Std Survey Extent selected
12 Click OK to save the survey. Say No to the question about Citation Manager.
13 Click Done to close the certification kit.

Export the Survey from ACO (USB)

From ACO, you can export one or more QIS surveys (the surveys and
associated MDS data) to any transfer location. Most surveyors transfer files to
a USB drive that they can insert into a laptop, and these instructions are written
for that method. Survey data remains encrypted during all transfer phases.

You can export QIS and non-QIS surveys at the same time. If ACO cannot find
MDS data for a QIS survey, it cancels the export.

For accurate QIS calculations, export the survey close to the survey start date,
or the MDS assessment data may change.

The procedures in this section cover basic ASPEN export steps. Your state’s
encryption procedures may necessitate additional steps.

Note: A survey may become locked due to a power outage or interruption, or
when another user is working in it. In this case, you will not be able to export
it. In ACO, you can locate and clear locked QIS surveys by going to Database
Maintenance | Current Semaphore Locks and selecting QIS Survey Locks.
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To export a survey:

1
2

Insert the USB drive into your laptop.

In the ACO tree, locate and expand the certification kit containing the
survey. You will see the QIS survey listed beneath. QIS surveys in ASPEN

are identified with a QIS icon & .

Click the survey and drag it to the Export button on the toolbar (you can
also right-click the survey and select Send to, then Export).

In the Export window, specify your transfer location, then click OK.

Select ASPEN Transfer Location if you are exporting to Drive C:; use
Other Location if you need to navigate to a different drive.

ASPENTX.zip is the default export transfer file name. You can assign another
name if you wish.

The Survey Export window lists the survey you are exporting. Single
surveys are pre-selected for transfer.

If you are exporting more than one survey, click Select All.

Survey Export - Source [From): ACO/ACTS Destination [To): Transfer File

You have zelected the following surveys to export to Transfer File

Select Ewent 1D Provider Mame Fac 1D Last Updated by Source ©  Last Updated by Destination
I oDIw11 {ACME NURSING ... QISTST2 { SMITHE, SUE 5. 11 :<DOES

Select Al Select Mone

Continue with Export Always Uze Source: Mo Cancel Export [

Figure 50: Survey Export window

You can choose to Cancel Export at this point. The Always Use Source
button does not apply the first time you export a survey.
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7 Click Continue with Export to initiate the transfer.

ACO transfers the survey shell then begins calculating the QIS data. This

may take several minutes. You cannot cancel the export during the
calculations.

Transfer Progress

Figure 51: Transfer Progress window

If the survey has been exported previously, it will ask you if you want to
recalculate:

Q15 Calculations

Figure 52: QIS Calculations message window

TiIP: You need to recalculate only if you have changed the survey exit date.
Answering Yes in the QIS Calculations window re-calculates QIS data;
answering No transfers the survey shell without recalculating QIS
data; Cancel aborts the export.

When the transfer is complete, the Finalize Transfer window displays the
transferred items and shows errors, if any occur.

1= Finalize Transfer

Inzert & row in SURVTEAM did not exist in the destination and was added.
Transfering table PERSOMMEL

Transfering table SURYTEAMETD

Inzert A row in SURVTEAMETO did not exist in the destination and was added.
Transfering table SURVOFCHOUR

Inzert & now in SURVOFCHOUR did not exist in the destination and was added.
Transfering table SURVDL

Transfering table SURVREGS

A now in SURYREGS did not exist in the destination and was added.
Transferring table ATTACHMENTS

Figure 53: Finalize Transfer window

8 Click Apply to complete the transfer to the zip file.
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Import the Survey into ASE-Q (USB)

The procedures in this section cover basic ASPEN import steps. Your state’s

encryption procedures may necessitate additional steps.

To import the survey:

1 Insert the USB drive containing the ASPEN transfer file into your laptop.

2 Open ASE-Q.
3 Click the Import button on the ASE-Q toolbar.

mport 21 x|

 Import Type
& Surveps " Regulationz

— Imnpart Fram
" ASPEM Transfer Location

| &  USB/Removabls Drive (E:5] =l
%" Dther Zip File Location

[ |

Locate ASE Database
Database name or IF address of the computer

| |

Ok, I Cancel | Help |

Figure 54: Import - Other Zip File Location selected
4 Navigate to the transfer file on the USB drive, then click OK.

If you select ASPEN Transfer Location for the USB drive, the file must be
in the root of the USB drive and must be called ASPENTX.zip. If your file is
in another location or uses another name, select Other Zip File Location,

then navigate to the file.

% survey Import - Source [From): ACO/ACTS Destination [To): Transfer File

You have zelected the following surveys to export to Transfer File

o[ 5 |

Select Event D Pravider Mame
I oDIw11 {ACME NURSING ... QISTST2

Select Al Select Mone

Continue with Export Always Uze Source: Mo

Cancel Export [

Figure 55: Survey Import window
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5 Select the checkbox next to the survey you want to transfer, then click
Continue with Import.

If the survey has been exported before, you will see a Merge Fields window.
Decide if you want to use Source or Destination information, then select
Continue with Transfer.

Finalize Transfer _ Inlﬂ

Merge iz complete. Presz Apply to finalize thiz transfer or Cancel to abort. Any changes made
during the merge will be lost if Cancel iz pressed.

Apply | Cancel |

Type Logged ltem

Ingert A 1ow in SURVTEAM did nat exist in the destination and was added.
Transferring table PFERSOMMEL
Transferring table SURYTEAMETD

Ingert A 1ow in SURVTEAMEZ0 did not exist in the destination and was added.
Transferring table SURVOFCHOUR
Ingert A 1ow in SURVYOFCHOUR did not exist in the destination and was added.

Transferring table SURYDL
Transferring table SURYREGS
Ingert A 1ow in SURVREGS did not exist in the destination and was added.
Transfering table ATTACHMENTS =

Figure 56: Finalize Transfer window
6 In the Finalize Transfer window, select Apply to complete the import.

If you are importing more than one survey, the transfer process should be
repeated for each survey.

WARNING! TO PREVENT DATA LOSS, after you have imported the survey
into ASE-Q AND entered survey data using the QIS Tool, do not
use the ACO/ASE-Q import or export functions unless explicitly
instructed to do so.

Survey Team

Your survey team must be fully defined before beginning a QIS survey. If team
members were not added in ACO/ARO, you can add them in ASE-Q. The
corresponding survey in ACO/ARO will not reflect the new team members until
you export the survey to ACO/ARO when finished.

Add team members before distributing the survey. Otherwise, all team
members will need to add new surveyors on their own machines.

To add team members in ASE-Q:

1 Right-click the survey in the tree and select Team Roster. The Team Roster
window appears with a list of the current team members.

2 Click the Update button to open the Select Surveyors window.

A checkmark by a surveyor indicates the surveyor is on the team. This list
includes all surveyors whose personnel info has been imported into ASE-Q
on this computer.

3 To add a surveyor to the team, click to place a checkmark by the surveyor.
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4 Click OK to return to the Team Roster window in which the new team
members are now listed.

5 1In the Team Roster window, click Done.
To specify the team leader:
1 Right-click the survey and select Team Roster.
An existing team leader is indicated by a blue diamond next to the name.
2 Highlight the leader’s name and click Leader, then click Done.
To manage replacement surveyors during a survey:

Occasionally surveyors need to be replaced while the survey is in progress. The
process varies depending on where the team is in the survey. There are detailed
instructions for this procedure in the Team Composition Changes section of
your current QIS Checklist.

Navigate the QIS Tool

The QIS Tool is a system of menus and sub-menus that follow the QIS Checklist

workflow as the team leader (primary surveyor) and survey team (secondary
surveyors) conduct the survey.

Dependencies are built into the QIS Tool. In general, you proceed through the
survey following the defined order. Some screens will not open until the

previous screens are complete. There are a few screens that may be completed
at any time.

Tip: The QIS Tool includes handwriting recognition software that “learns” a
surveyor’s handwriting. It may take time for the handwriting recognition
software and surveyors to become accustomed to each other, so it may be
beneficial to provide separate training sessions for surveyors to practice.
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There are three main areas for navigating QIS, described in the following

sections.
e QIS Navigator
e QIS toolbar
e QIS menus
To open the QIS tool:

1 1In ASE-Q, locate your survey in the tree. QIS surveys in ASPEN have a QIS

icon Q .

Figure 57: ASE-Q tree right-click menu

- ASPEM Desktop (Alpha View)
; . My Surveys ( Rose, Christan)

N Aaa Mursing Mf - MI223344 - NH-MF - D
N Aaaa Test Sdfasdsd - sdfsdf - NH-18 -,
N Abbey Delray - 55051 - SNFMNF - Delra®
N Aberdeen Rehabilitation And Skilled Mur
N Acme Mursing Home - NO72003 - SNF/M

Surveye
Interne
¥ Recyde

Citation Manager...
Survey Properties...
Team Roster...

Complaint/Incddent Detail

Create Followup Survey...
Create LSC Survey

Print Forms...
Print Letters. .. 3

CMS 670 Workload. ..
Change Event ID...

Send To 3

Last Updated By

2 Right-click the survey and select QIS Tool.

_Or_

Open QIS by selecting QIS Tool in Citation Manager.
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E + 3 S CurrentSurveyor -

Navigator

E-Q for ACME NURSING HOME (ODIW11)
File View | Options Reports Help

® Offsite Preparation

® Onsite Preparation

® Stage 1 Survey

B Mandatory Facility Tasks

B Transition 51 -» 52

® Stage 2 Survey

* Stage 2 Analysis

& Backup Survey

For on-line help, press F1

Figure 58: QIS Tool splash screen

When you open the QIS Tool, ASE-Q is immediately minimized and
de-activated. You will still see the ASE-Q button on your task bar, but you
cannot use ASE-Q while QIS is open.

QIS Menus

The QIS File menu contains only the Exit command.

Bxit ‘

Figure 59: QIS File menu

View offers menu commands and displays the keyboard shortcuts for toolbar

options.

View

4 Next Step Fa
1  Previous Step F7
S Refresh F5

Selected Surveyor Current Surveyor -

Figure 60: QIS View menu

Options contains four commands you may need when conducting a survey.
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e Initiate/Remove Care Area/Tag
e Surveyor Notes

e Select Stage 2 Residents

e MDS 3.0 Viewer

Qptions

Initiate/Remove Care Area/Tag

Surveyor Notes

Select Stage 2 Residents

MDS 3.0 Viewer

Figure 61: QIS Options menu

Initiate/Remove Care Area/Tag

If the surveyor notices an issue with a resident, use this command to
initiate the care area or tag directly. When you initiate a tag directly, QIS
directs you to the appropriate care areas you should initiate instead of
the tag.

Note: Surveyors are not encouraged to initiate tags directly on a
standard survey because that skips the QIS process. You can initiate a
tag directly on a revisit. On a revisit, the screen opens to the tag list,
and there is no warning to initiate a care area.

Surveyors can use Initiate/Remove Care Area/Tag to initiate a
facility task to share with another surveyor who is already assigned the
task.

Initiate/Remove Care Area/Tag may also be used to remove any
care areas that were triggered in error.

Surveyor Notes

This option opens a notepad where surveyors can jot down notes. These
notes stay on the surveyor’s laptop and are included when Stage 1 and
Stage 2 data is synchronized. After synchronization, the Team Leader
can see notes from all team members. Surveyor notes are archived with
the completed survey. In ACO/ARO, the Management Views have a
read-only display of surveyor notes for each member of the survey
team.

Select Stage 2 Residents

When investigating and citing a facility task, the surveyor often needs to
refer to a resident. The surveyor can use this screen to find the internal
ID number (Stage 2 #) for the resident to include in documentation. In
addition, the surveyor can select a checkbox so the resident will show

on the Stage 2 Report, so the report can contain all residents that may
appear in a citation by ID number.
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MDS 3.0 Viewer

Selecting MDS 3.0 Viewer opens the ASPEN MDS Viewer. The ASPEN
MDS Viewer can remain open as long as QIS is open, which enables
surveyors to toggle between viewing assessment data and entry of QIS
data.

Reports provide menu access to QIS reports. Most of these may also be
printed from the survey screens during the survey.

Reports

New Admission Farm

AdmissionSample 3
Census Sample 3
QCLIResults

Stage 1 Relevant Findings
Stage 2 Sample Resident List
Stage 2 Report 3

Stage 2 Care Areas List

Potential Citation Report 3

Figure 62: QIS Reports menu

QIS Toolbar

The QIS Toolbar is immediately under the menus.

% + 1 S CurrentSurveyor ¥

Figure 63: The QIS Toolbar

LI ¢ The up and down arrow symbols on the toolbar allow you to move up
and down through survey activities in the Navigator.

S The curved right arrow is disabled.

Current Surveyor H

Current Surveyor

The Current/All Surveyors drop-down dictates the
view of the survey. The drop-down is available only for the team leader on the
primary laptop. For other surveyors the view is set to Current Surveyor and
de-activated.

Secondary surveyors see only their assigned activities, notes, and survey data.
Team leader activities in the Navigator are visible, but unavailable, to
secondary surveyors.

The team leader has the option to see either the Current Surveyor view,
which displays the team leader’s activities, or the All Surveyors view, which
displays assigned activities for all surveyors. After data is synchronized among
team members, the team leader can use the All Surveyors option to view all
surveyors’ questions, responses, and documentation for tags.
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Navigator

The Navigator is in the left pane of the QIS window.

ASE-Q for ACME NURSING HOME (0D

: File View | Options Reports Help

E + 1 S currentSurveyor *
I;lavigatnr n
Offsite Preparation

Onsite Preparation

=]

Stage 1 Survey

=

Mandatory Facility Tasks

=]

Transition 51-> 52

(]

Stage 2 Survey

=]

Stage 2 Analysis

Backup Survey

Figure 64: QIS Navigator - Recertification Survey

When you expand the Navigator and select a QIS survey activity, the activity’s
screen displays in the right pane:

ASE-Q for ACME NURSING HOME (ODIW11) _ O]
 File Vlew| Options Reports Help

g + 3 © CurrentSurveyor w

Navigator * Review Materials =
= Offsite Preparation ¥ Previcus Recertification Survey Date I 01/23/2013 vl

¥ Administrator Name I Murrey Panatz

Review the CASPER 3 report to determine whether the facility has any patterns of repeat deficiencies.

™ Team Roster ¥ CASPER 3 Repest Deficiencies (Tags) I 156, 242, 279, 323, 325 (G two years), 329, 425
*I7 Syne Offsite Prep Info and Assignme

Review any uninvestigated complaints that were filed with the survey agency and need to be investigated

P | I _.I during the survey. Record areas of concern (with any resident name(s)) to be included in the survey in order to
investigate the complaint(s)

Onsite Preparation W Uninvestigated Complaints IYes vl

Stage 1 Survey Areals) of Concern:

Mandatory Facility Tasks Burn =

Transition 51 -> 52

Stage 2 Survey

Stage 2 Analysis ¥ Federal Waivers/ariances No - —

Backup Survey

Contact the O office, in with state policy, to provide notification of approaching survey.
Review infermaticn from the state O office to be during the survey. Record area(s) of
concern (with any resident names) to be included in the survey.

¥ Contact Ombudsman Office

Ombudsman Name: I tco@da ks.gov

Phone: I 77
Areals) of Concern: (877) 555-3434

none -
-
4| | »

For on-line help. press F1 [Login: QISTutor e e sl | [[reum || | #

Figure 65: QIS Navigator - Review Materials

The Navigator lists the activities surveyors must perform as they conduct the
survey.
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Managed Activities

Managed activities are dependent on prior activities. The surveyor cannot move
onto the next activity before the dependent activities are complete.

Non-Managed Activities

Non-managed activities, such as Mandatory Facility Tasks, can be completed in
any order.

The Table of Completion Criteria describes the required entries for each activity.

More ...
“QIS Survey Table of Completion Criteria” on page 186

“QIS Revisit Survey Table of Completion Criteria” on page 194

Pinning the Navigator?

The Pin allows you to display or hide the Navigator.

Click the pin, which turns it sideways, then move your mouse away from the
Navigator to retract the Navigator into a button on the sidebar.

: File View | Options Reports Help
+ J} S CurrentSurveyor ¥

Joje e

Figure 66: QIS Navigator - Unpinned

Click the Navigator button on the left when you need to see the Navigator menu
temporarily. Click the pin again (turn it upright) to pin the Navigator in the open
position.

[¥] ASE-Q for ACME NURSING HOME (OD!

: File View| Options Reports Help
E 1+ 3 & cCurrentSurveyor w
MNawigator a

Offsite Preparation

Onsite Preparation

Stage 1 Survey

Mandatory Facility Tasks

Transition 51 -» 52

Stage 2 Survey

Stage 2 Analysis

Backup Survey
Figure 67: QIS Navigator - Pinned
Retracting the Navigator is not needed during Stage 1 survey activities, since

Stage 1 screens displayed in the right pane have plenty of real estate. In fact,
some surveyors prefer to widen the Navigator (you can select the border and
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drag it to the right) in the early part of the survey. When you begin Stage 2,
some of the screens become quite dense, and for those activities, unpinning
the Navigator improves readability.

Save Data

Screens in QIS save automatically, either when leaving the screen, or when you
enter information in a grid, the screen saves when you move to the next row
or leave the grid. Team Meeting, Stage 2 Investigation, and Potential Citations
screens have individual Save buttons, for those occasions when the surveyor
has the screen open for an extended period of time.

QIS Stage 2 investigative documentation screens save every 5 minutes by
default. It is recommended that you retain the default, but you can set a
specific save interval in ASE-Q, by selecting System|System
Configuration|State Customization.

State Customization

State Survey Form [2567 E quivalent] Infarmation

Agency | .
Fegulation
Fiorm Footer:

10: 2 Provider ID v

Abbreviation; » | [Uzed in Facility Definition and Properties Input Forms)

ASED Auto Save nterval |5 Minutes

[_DK ][ Cancel ] I Help ]

Figure 68: State Customization screen

On the State Customization screen, type in your own number for the ASE-Q
Auto Save Interval. If the interval is empty or 0, no file save will occur.

Retrieving Saved Text

The backup file for investigative documentation text resides in a subfolder
called “"DataBackup” in the ASEQ applications folder. The name of the file will
be created using the resident’s Stage 2 number and surveyor ID.

For instance, if ASE-Q resides in the folder C:\ASEQ:
A standard survey (ABCD11) modified by surveyor STFO01, for a resident
with a stage 2 ID of 21, will save to the file:
C:\ASEQ\DataBackup\ABCD11\Stage2\RsdntStaffBkup-21-STF01.txt.
A revisit survey (ABCD12) with the same surveyor and resident, will save to
the file:

C:\ASEQ\DataBackup\ABCD12\Revisit\RsdntStaffBkup-21-STFO01.txt.
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You can use this file to retrieve any text you have lost, and copy it back into

QIs.

Note: If your laptop is switched off, or loses power, the current screen’s data
will not be saved.

Earn Checkmarks

Survey activities that are dependent on previous activities are not activated
until the previous activities are complete. QIS inserts the checkmark in the
Navigator when an activity is complete. QIS requires responses in every field
and text area on the screen before considering an activity complete.

After synchronizing with secondary surveyors, it is the team leader’s
responsibility to verify that all combined activities are complete and have
earned checkmarks.

The team leader has a checkbox in the Navigator next to every activity
(excluding information-only screens).

3

(Offsite Preparation

----- |l Review Materials

I_ Entrance Documents

----- [~ Mandatory Facility Tasks Assi

- Supplies and Setup

I- Team Roster
[~ Sync Offsite Prep Info and Ass
N I |

Figure 69: Team Leader activities

Secondary surveyors have checkboxes only for activities they complete
themselves, such as assigned investigation activities and sync points.

>

Offsite Preparation

Supplies ;':md Setﬁp
:-~Team Roster
[~ Syne Offsite Prep Info and Assignments

Figure 70: Secondary surveyors’ activities

Team leader survey activities are visible but inactive for secondary surveyors.
For certain activities, secondary surveyors are allowed, but not required, to
participate -- those activities are activated for secondary surveyors but do not
have a checkbox.
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QIS Keyboard Shortcuts

QIS contains two useful keyboard shortcuts to assist surveyors. Ctrl-D inserts
the date and time at the cursor insertion point. Ctrl-D is available in all
documentation areas in QIS. Example: 08/11/2014 3:33:50 PM .

Ctrl-N inserts the current resident’s ID (Stage 2 #), if known, or provides a list
of all residents available for selection. Ctrl-N is available in Surveyor Notes,
Facility Task and Stage 2 investigative documentation areas, Stage 1 Relevant
Findings, and Potential Citations.

On screens related to a specific resident, Ctrl-N inserts the Resident ID for that
resident. On screens that are not dedicated to a single resident, such as
Surveyor Notes, Ctrl-N opens a Select Resident screen that lists all residents in
the resident pool. The surveyor can choose the resident, and QIS inserts the
resident’s ID at the cursor location. Example: Resident #25 .

Conduct the QIS Survey

This document does not provide surveyor training. Instead, we will visit each
survey activity listed on the Navigator and provide tips and hints about how to
maximize use of QIS for those screens.

The menus below use the team leader’s view of the QIS Tool.

Offsite Preparation

The Offsite Preparation section provides a list of tasks for the team leader to
complete prior to entering the facility.

23

Offsite Preparation

4~ Mandatory Facility Tasks Assi

K1 2l

Figure 71: Offsite Preparation menu

Review Materials

The Review Materials screen gives the team leader a place to document any
concerns that arise while reviewing materials in preparation for the survey.
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[¥ Previous Recertification Survey Date

v Administrator Name

[¥ CASPER 3 Repeat Deficiencies (Tags)

investigate the complaint(s)

Review Materials =

017232014 =

I Murrey Panatz

Review the CASPER 3 report to determine whether the facility has any patterns of repeat deficiencies

I 156, 242, 279, 323, 325 (G two years), 329, 425

Review any uninvestigated complaints that were filed with the survey agency and need to be investigated
during the survey. Record areas of concern (with any resident name(s)) to be included in the survey in order to

Review information from the state O 's office to be

[ Uninvestigated Complaints Yes -

Areals) of Concern:

Burn -
[V Federal Waivers/Variances No -

Contact the Ombudsman’s office, in accordance with state pn_lic\,', to provide notification of approaching survey.

congemn (with any resident names) to be included in the survey.
¥ Contact Ombudsman Office

Ombudsman Name:

Phone:
Areals) of Concern:

I during the survey. Record areals) of

I ltco @da ks gov L

(877) 555-3434

no concerns

¥ Surveyor Assigned to Stage 1 Sample Reconciliation

Team member other than team coordinator:

I Surveyors Assigned to Tour:

4

- Unassigned Surveyors -

- Summers, Kim

IDenn'{‘ Ruth -

- Assigned Surveyors —

--Rose, Christan

Assign H
i~ Denny, Ruth
- Austin, Rachel
Unassign *.-Barnett, Renee

Figure 72: Offsite Preparation - Review Materials screen

QIS inserts the checkmark above each field or section when it is complete.
Every field on the screen, including text areas, requires entry before the
screen is considered complete. If you have nothing to add in a text box, CMS

requests that you type “No concerns”.

When assigning surveyors to the Tour, select one or more surveyors in the

left pane and click Assign.

When all sections on the screen are checked, QIS inserts a checkmark next

to Review Materials in the Navigator once you move off the screen.

Entrance Documents

The team leader prints the Entrance Documents. These documents ensure

the survey team gathers the materials needed for the survey.
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ASE-Q for ACME NURSING HOME (ODIW11)
: File View| Options Reports Help
% + 4 S CurrentSurveyor ¥

M=1E3

| 107RBIAR

Entrance Conference Documents
Gather together the following documents for the Entrance Conference:

- Signs announcing the survey

- CMS QIS Brochure

dicaid (CMS-671)

- Long Term Care Facility Application for Medi and M.
- Resident Census and Conditions of Residents (CMS-672)

- Copy of CASPER 3 Report

New Admission Information Form

Entrance Conference \Worksheet (Facility Copy) CMS-20045 Print |

Entrance Conference \Worksheet (Team Copy) CMS-20046 Print |

|F0r on-line help, press F1 ||Login QIS Tuter

”mﬁsmﬂ,- ”
Bose Christan (| eader)

|

|4

Figure 73: Offsite Preparation - Entrance Documents screen
Select Print next to each of the three reports. When the report generates,

you can choose to send it to a printer or save as PDF.
All three reports must be generated before the screen is considered

complete.
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Mandatory Facility Tasks Assignment

ASE-Q for ACME NURSING HOME (ODIW11)
: File View | Options Reports Help
% 1+ 3 G CurrentSurveyor *

y Facility Tasks

J0]R BIAR N
i

- Medication Administration Observation

Assign |

M=l 3

—Surveyor

The team leader uses the Mandatory Facility Tasks Assignment screen to
assign facility tasks to the survey team.

B--A_ustin, Rachel (Workload = 3)
i Dining Observation
tchen/Food Service Observation

dication Storage

[} Barnett, Renee (Workload = 2)

. Dining Observation

. Kitchen/Food Service Observation

EH Denny, Ruth (Workload = 3)

-~ Infection Control & Immunizations Review

i Kitchen/Food Service Observation
‘... Resident Council President/Representative |
EHRese, Christan (Workload = 2)
- Liability Notices & Beneficiary Appeal Rights
o Quality Assessment and Assurance Review
“-Summers, Kim (Workload = 0)

| | i

|Fnrnn—|ine help, press F1

” Login: QIS Tutor

|ﬁaw_esmynr:‘ﬂ3a'b- Fiose, ” HNUM ||

L4

Figure 74: Offsite Preparation - Mandatory Facility Tasks Assignment screen

The screen is complete when all tasks are assigned.

Select one or more tasks from the left pane (click, ctrl-click, and shift click
all work); then select the surveyor to whom you want to assign in the right
pane. Click the Assign button.

If you want to change assighments, select the + sign to expand the
surveyor list. Highlight one or more tasks and click Unassign.

If more than one surveyor is performing a task, assign the task to one of
them. The other surveyor can then surveyor-initiate the task, by selecting
Options | Initiate/Remove Care Area | Tag Screen.
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Supplies and Setup

Supplies and Setup is an information-only screen, and does not require a
checkmark in the Navigator.

ASE-Q for ACME NURSING HOME (ODIW11) 1 =]

: File \n’iew| Options Reports Help
:t 3 S cCurrentSurveyor v

Supplies and Setup

Joqe BlAR )

1. Prmary Tablet PC and Peripherals
(power cord, extra battery packs, printer, exira ink cartridges and flash drive)
2. Printer paper (about half a ream))
3. All survey worksheets (according to state procedures)
4. Facility folder or notebook to hold all forms

-

| 4

|For on-line help, press F1 ||Login: GISTutor |[Fcfve Suveyor: 32876 - Rese. | [[mum ||

Figure 75: Offsite Preparation - Supplies and Setup screen

Team Roster

The team roster screen determines how the survey team shares data during
the QIS survey process.

ASE-Q for ACME NURSING HOME (ODIW11) =] B3
: File View | Options Reports Help
% + 1 © cCurrentSurveyor ¥

‘with either network (\Wired or Wireless) based synchronization methed it is required to enter, or select using the “Locate ASE
Diatabases” button, the Server names for each of your members below. Your server name is listed next to your name in the list.

Jo]e BIAR

D | HName + | LestUpdate B mchrorizSiog Server
7 Dobson, Dale 10/04/2011 12:40. USB
B9 Dunaway. Jz D
2 Lane, Cindy A. 10/04/2011 14:01:. USB _
T st TesTd use L
| 3 Thompson, Connie 10/04/2011 12:38.. USB I
Leader | Get My IP |

Figure 76: Offsite Preparation - Team Roster screen

By default all users are set to communicate via USB. If the team is using
only USB to share data, no changes are required.

Once this screen is set up for the survey team, you do not need to make
any other changes during the synchronization process.
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If necessary, you can use this screen to change the team leader (primary)
surveyor on the team. While you can use the Synchronize Now button to
share that change with other surveyors, the simplest (and recommended)
method is for each surveyor to change the leader in ASE-Q using Citation
Manager or Survey Properties.

WARNING! If an embedded RO surveyor is on the survey team, we
recommend using the wired option. If a state is using wired
networking to share data then those entries are made here.

WARNING! The team leader cannot perform the Sync Offsite Prep Info and
Assignments step, and earn a check mark, until the embedded
RO surveyor’s wired connection is set up, and the RO is added to
the team.

More ...
“Wired Communication” on page 19
“RO Surveyors (embedded or observational)” on page 115
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Sync Offsite Prep Info and Assignments

The Sync Offsite Prep Info and Assignments screen guides the team leader and
secondary surveyors through the data synchronization task. The Status field
notifies the team leader and survey team if synchronization was successful, or

if there was an error.

M=

ASE-Q for ACME NURSING HOME (ODIW11)
: File View | Options Reports Help
§ + 3 © cCurrent Surveyor

Synchronize Data
Once the Offsite Prep tasks have been completed, data must be sent to the secondary laptop(s). To de this complete the steps below:

J0]RBIAR K

Step 1: Choose who to synchronize with. Multiple surveyors may be checked at once if they are using the same sync. type.
Server £ | StaffiD
28035
UTP

| MHame Sync. Type

Allen, Kristin use
GUEST, ONE

GUEST. TWO

Hickling. Michelle uss D 17519 |

Step 2: Werify your connection

1T

I¥ You are usina the USE methed of synchronizabion, plsase insert vour flash dnve before synchronizing....

Step 3: Synchronize

Synchronize Now |

Status

[ s [ v [ [

|For an-line help, press F1 ”Login: QIS Tutor

Figure 77: Offsite Preparation - Sync Offsite Prep Info and Assignments screen
This screen is not enabled until the team leader earns checkmarks for
Review Materials, Entrance Documents, Mandatory Facility Tasks
Assignment, and Team Roster screens.

More ...

“Synchronization Procedures” on page 103
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Onsite Preparation

The Onsite Preparation section provides a list of tasks for the team leader and
survey team to complete prior to beginning Stage 1 of the survey.

Onsite Preparation

- Upan Entrance to the Facility
-[¥ Entrance Conference
-~ Initial Tour
[~ Returned Resident Lists for Reconcilistion
-I” Resident Reconciliation
-[7 Stage 1 Assignments
-I” Sync Stage 1 Samples and \Workload
- Stage 1 Reports

Figure 78: Onsite Preparation menu

Upon Entrance to the Facility

This screen is information-only, and provides instructions and requests for
the survey team when they enter the facility.

ASE-Q for ACME NURSING HOME (ODIW11) =] E3
: File View | Options Reports Help
% + 1 © cCurrentSurveyor ¥
= Upon Entrance to the Facility I
=
S 1. Request that the person in charge be notified of the team's entrance.
—| 2 Introduce the survey team.
3. Resident reconciliation cannot start without the following two lists. Askthat the alphabetical resident census
and the New Admission Information form be completed. The lists can be delivered separately, but should be
taken as soon as possible to the surveyor assigned to reconcile the sample in the designated work area.
* Request the facility census number and an alphabetical resident census with room numbers/units
(with facility note of residents who are not in the facility such as, in the hospital, home visit, etc.)
o Provider the New Admission Information form (include only residents admitted after date on the form
and still residing in the facility, including Date of Birth and Unit/Room Number)
4. Request a workspace with privacy, security, electrical connections, and access to a telephone.
5. Provide signs announcing the survey. Ask the facility ot post the signs in areas easily observable to residents
and visitors.
6. Request a copy of the facilitys floor plan.
7. Request a copy of the staffing schedules for licensed and registered nursing staff for the duration of the i
survey.
8. Provide the facility a copy of CMS-20045, Entrance Conference Worksheet.
|FDI’DI‘I—|II‘|B help, press F1 ||Log|n: QIS Tutor | cl ve u[rveyolr‘ = ” ||NUM ” |%

Figure 79: Onsite Preparation - Upon Entrance to the Facility screen

64 9/21/14 QIS 4.03



Conduct the QIS Survey

Entrance Conference

The Entrance Conference screen gives you a place to enter the date and
time of the Entrance Conference and any notes you may want to record.

RSE—anrMI“EmRSIIGHOI“E(ODIWII) !EE
: File View | Options Reports Help
% + 1 © cCurrentSurveyor ¥

Entrance Conference Date and Time: Iﬁ b =

| 101RBIARN

INFORMATION NEEDED IMMEDIATELY UPON ENTRANCE ﬂ

[Have the person in charge notified of the survey team entry to facility and introduce the survey team.

1. Request the facility census number and an alphabetical resident census | with room
numbers/units. Request that the facility note residents on the census who are not in the
facility (e.g., in the hospital, home visit, etc.).

2. Provide the facility the New ddmission Information form and request that it be completed
immediately. (The form requests alist of admissions in the 30 days before the survey. The
facility should include only residents still residing in the facilitv) Admission Date, Date of
Birth, and Room Number/Unit for each newly admitted resident is necessary to ensure
accurate identification of residents. -

Notes:

|For on-line help, press F1 |[Login: GISTutor |[Fctve Sutveyor SZBT6- Rese. |1 lum [ ] 4
Figure 80: Onsite Preparation - Entrance Conference screen
Date/time and notes are required for the screen to be complete.

The down arrow to the right of the date/time field opens a calendar. The
time defaults to the current time. You can change the time by either typing
over, or by clicking in the time section and using the spinner control on the
left to increase or decrease the value.

QIS IT & Surveyors Guide 9/21/14 65



QIS Surveys

Initial Tour

Surveyors assigned to the tour can use this screen to note concerns
observed during the initial tour. These notes are merged with the primary
laptop during the Sync Stage 1 Survey Data.

ASE-Q for ACME NURSING HOME (ODIW11) 1 =]
ile View ‘ Options Reports Help
Tt ¥ S CurrentSurveyor v
= - -
Bl Initial Tour —
g Conduct an initial brief tour of the facility as soon as possible after entry to the facility. The intent of the initial tour is to
[ obtain an overall impression of the facility and the resident population being served. If any situations of concern are
observed, record the cbservation and include date and time. If the pardy, follow
instructions provided in Appendix Q of the SOM.
I {iniroduce yourself fo residents and fomily. Decument resident names and room numbers if concerns are observed.
Concern(s):
none
Wppended by 34057 on 08/08/2014 04:38:02 PM
v ¥ to staff. D names of li and regi nursing staff currently on duty. Check for
posting and accessibility of nurse staffing information in a readable form.
Staff Information:
none —
Appended by 34057 on 08/08/2014 04:38:02 PM
Document concerns regarding the general . (For or table lighting,
¥ uncomfortable sound levels, uncomfortable p . odors, cleanli and mai of living
areas, safety and accident hazards, breaks in infection control procedures, etc.)
Concern(s):
3:26 p.m. ppe box next to admin. asst office 70% alcohol. Purell sanitizing wipes.Kathy Sun,
housekeeping at that time reported it was not an area for residents. keep an eye on residents and
ltry to redirect them. survey results posted near cafe. water 131.1 F at 3:40 p.m. in Sunny’s coffee
D concems regarding staff-resi i i related to resi privacy and dignity, including the
¥ manner in which the staff to resi mood and ¥ and indicati of the
need for staff attention.
Concern(s): -
Tichve Surveyor: 32876 - Hose
|Fnrnn—llne help, press F1 ”Logln: QISTutor | e Ve u[rveynlr‘ s ” ”NUM ” |j

Figure 81: Onsite Preparation - Initial Tour screen

As each surveyor completes the text fields, QIS supplies the checkmarks
that apply to that section.

After Stage 1 synchronization, the team leader should ensure all fields
contain text for the screen to be complete.
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Returned Resident Lists for Reconciliation

Indicate the date and time the Returned Resident Lists were received from
the facility. If you place a checkmark in the box, QIS will enter the current

date and time. You can use either the calendar or the spinner control to

change the date and time.

ASE-Q for ACME NURSING HOME (ODIW11) 5[]
: File View | Options Reports Help
% 1t 3 & CurrentSurveyor v
g
é- Returned Resident Lists for Reconciliation
g

\when entering the facility, request an alphabetical resident census with roem/unit numbers.

Provide the New Admission Information Form (printed during Offsite Prep) for the facility to

complete.

Alphabetical Resident Census [V E 08/08/2014 01:20 PM -

New Admission Information form [ E 08/08/2014 04:00 PM -

[For on-line help, press F1 | Login: @ISTitor |[Fhve Sunveyer: SZ876- Fese 1w || ] 4

Figure 82: Onsite Preparation - Returned Resident Lists for Reconciliation screen

Resident Reconciliation

The Resident Reconciliation screen allows the survey team to reconcile the
resident pool.

¥ Resident Pool (~ Admission Sample ¢ Census Sample ¢ Census & Admission Sample

¥ Status Only ¢ Location Only ¢ Both

ASE-Q for ACME NURSING HOME (ODTW11) =] B3
le Wiew | Options Reports Help
it 3 S curentsurveyor ¥
£ || Resident Recenciliation
?_' illnstruc‘tlons
g
B Total R Census
Poal Admissien  Census Current Facility Residents Sampled Add/Update Replace Census |
I 125 0 20 W IH J Residents Discharges

|For on-line help, press F1

” Login: QISTutor

Aga"n'i*;f gnrfp'f Resident Name s B= DOB Hesidency Unit Room #
v ADAMMS, DARLENE 12 0510911950 In Facility B 51
AGATE. ADAMD i3 1151950 Discharges
APPLE, SAMUEL 106 471611950 Discharged
ZRMSTRONG, MONICA K 50 03011950 In Facility
v BAILEY, KAYEL 68 03/09/1950 Discharged
EALL, KENNETH 124 0510411950 Discharges
v BALOO, ROBERT PT) 02171950 Discharges
~ | BATES. JAMES 101 &350 T Facility E 02
v | v |BEAL JANETM 14 0412411950 In Facility B 32
~ | BELL EDITH 7] D4/02/1950 In Facility T 52
BENSON, JUDY 87 0312811950 In Facility
v EILLINGSLY, IDLA 3 05/06/1950 Discharges
7| v | ELUE NANCYK 78 03181950 Tn Facility F g5
EOOKMAN, FRANKJ 58 041081350 In Facility
BROAD. EDITH J [ 031061950 Discharged

e Y

Figure 83: Onsite Preparation - Resident Reconciliation screen
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Click the +Instructions button to display step-by-step instructions for
completing this screen.

ASE-Q for ACME NURSING HOME (ODIW11) M [=]E3
: File View | Options Reports Help
% + 1 © cCurrentSurveyor ¥
£ || Resident Reconciliation
E ;I Instructions
9‘_ 1) Update the prior year's number of "Census - Current Facility Residents™ with the current number of residents residing in the facility.
2) On the New Admission Information form, draw a line through any residents currently listed in the onscreen Resident Pool, and
renumber the residents listed on the form.
3) Look at each resident in the Resident Pool. |s s/he listed on the Alphabetical Resident Census?
If Yes, Residency Status = In Facility
If No, or marked Not Available/Bedhold, Resid Status = Discharged
4) Replace all discharged census sample residents by selecting the Replace Census Discharges button.
5) Enter the number of new admits from the New Admission Information Form and select Save New Admits.
&) Enter the resident information from the New Admission Information form corresponding to the line number(s) randomly selected and
displayed and select Save. Note: If there are more dlscharged Census Sample residents than newly admitted residents, the ASE-Q
wlIIask\mutnDnnﬁrma\.'allablllty.'Dfam,r ¥ ! ) from the Resident Pool who is marked as residing in the facility.
Confirm that the resident is on the alpt i ident census provided by the facility. If the resuient is still residing |nthefam||tyenter
Unit and Room Mumber and select Save. Ifthe resident is nDt resuilng in the facility change he status to D ged; the
ASE-Q will ask you to confirm availability of ancther jomly jent in the R Pool.
7) Enter Unit (if applicable) and Room Mumber for all Census Sample residents and in-facility Admission Sample residents.
2 NDte‘ If sut to the initial iliation, you need to replace another Census Sample resuient and there are unused
ining on the New Admission Information form, ynu will have to ber those ! on the New
Admission Information form and enter the number of on the Repl for Discharged Census Sample
Residents screen.
Total f Census
Pool Admission  Census Current Facility Residents ~ Sample Add/pdate | Replace Census |
I haa 20 I 20 W W Fesidents Discharges
* Resident Pool " Admission Sample ¢ Census Sample ¢ Census & Admissi % Status Only ¢ Location Only ¢ Both
Admissi | Censu s Fes Residency - -
S | aere Resident Name 2 D ‘ ooB ‘ Status ‘ Unit ‘ Room # H
|Foron—line help, press F1 ||LDgin: QISTutor ”c; Ve urv[ Ewlr: ‘IbIU'I =T ” ||NUM ” |%

Figure 84: Resident Reconciliation screen - Step-by-Step Instructions

For the screen to be complete, enter the current Residency Status for all
residents in the pool. Replace any discharged Census sample residents.
In-Facility Admission residents and Census sample residents require entries
in the Room # column.

The radio buttons on the left above the resident names filter the resident
list. You can show all residents in the pool, all residents in the admission
sample, all residents in the census sample, or all residents in the census &
admission sample.

The radio buttons on the right above the resident names set the tab order
on the grid. If you select Status Only, the tabs move down the Residency
Status column, where you can use the drop-down menus to select In
Facility or Discharged (you can also type I or D as you tab through the
rows).

If you select Location Only, the tab order moves from the Unit column to
Room, then to the next row. If you select Both, the tabs will move from
Status to Unit to Room, then to the next row.

The Unit and Room columns are free format text entry.
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QIS provides a warning message if a census sample resident has been
discharged.

After a status has been entered for all of the pre-selected census residents,
select Replace Census Discharges to replace any discharged census
residents. This opens the Replacements for Discharged Census Sample
residents window. There are two sources of replacement residents: new
admissions, then if there are not enough replacements in new admissions,
you can use residents from the pool.

Add/Update Residents opens the Add/Update Residents window, where
you can add new residents or edit residents previously added by surveyors.
Type new resident information on the empty top line, then press Enter if
you need to add another resident. Any new residents will be saved when you
select OK. If you need to make changes to existing surveyor-added
residents, edit the row for that resident.

Stage 1 Assignments

The Stage 1 Assignment screen lists unassigned residents in the left pane.
The team leader can sort residents by name, unit, or room.

RSE—anrMI“EmRSIIGHOI“E(ODIWII) !EE
: File View | Options Reports Help

% + 1 © cCurrentSurveyor ¥

U i i Stage 1 Resids by: — Surveyor
* Resident " Unit " Room
----- CUMBEE, MARSHA (54) Unit/Room: HALL /3128

OMES, PEARL (43) Unit/Room: HALL /3104
ROBINSON, AMN (41) Unit/Room: HALL 113114

Jo]e BIAR

EDobsen, Dale (Workload = 7) :
ARRISON, EVELYN (32) Unit/Room: HALL 113094
- LITTLE, LENA (7) Unit/Room: HALL /3064

- ODOM, MARY (45) UnitRoom: HALL /3088

- STEPHENS, ANNIE (35) Unit'Room: HALL I/306B

- TUCKER, LOUISE (18] Unit/Room: HALL /307A

i \WEBB, LOUISE (52) Unit'Room: HALL /3084

- WILLIAMSON, CLYDE (23) Unit/Room: HALL 113108
[#- Dunaway, Janice D. (Workload = 10)

[#-Lane, Cindy & (\Workload = 10)

- STAFF, TEST1 (Workload = 0)

[#- Thompson, Connie (\Workload = 10)

Assign 0

i

Unassign

Auto Assign |

e B o e [ Jwum [

|Fnr on-line help, press F1 ||Login: QISTutor

Figure 85: Onsite Preparation - Stage 1 Assignments screen
Members of the survey team are listed in the right pane.

You can manually assign residents by selecting one or more residents in the
left pane, then highlighting the surveyor name in the right pane, then
clicking Assign.

You can use Auto Assign to randomly assign residents to surveyors based
on location (unit).

To change assignments, click the + next to the surveyor name to display
the residents, then select one or more residents and click Unassign.
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Sync Stage 1 Samples and Workload

After earning checkmarks for Onsite Preparation tasks, the team leader pushes
the resident data and team assignments to the survey team.

ASE-Q for ACME NURSING HOME (ODIW11) =] B3

: File View | Options Reports Help
% + 1 © cCurrentSurveyor ¥

Jo]e BIAR

Synchronize Data

Once the Stage 1 Samples and Workload tasks have been completed, data must be sent to the secondary laptop(s).
To do this complete the steps below:

Step 1. Choose who to synchronize with. Multiple surveyors may be checked at once if they are using the same sync. type.

| MName Sync. Type Server 4 | StafflD
[¥ Dobson, Dale USE 20448
¥ Lane, Cindy A USE
¥  Thompson, Connie

Ff STAFF, TEST1

Step 2. Verify your connection

™ You are using the USB method of synchronization, please insert your flash drive before synchronizing.

Step 3: Synchronize

Synchronize Now

Status:

|Fnr on-line help, press F1 ||Login: QIS Tutor

Ective Surveyor: 26385 -
s v I T

Figure 86: Onsite Preparation - Sync Stage 1 Samples and Workload screen

More ...

“Synchronization Procedures” on page 103

70

9/21/14

QIS 4.03



Conduct the QIS Survey

Stage 1 Reports

After resident reconciliation and Stage 1 assignments, the team leader
generates reports on the Stage 1 Reports screen.

ASE-Q for ACME NURSING HOME (ODIW11) M=
: File View | Options Reports Help
% + 3 © CurrentSurveyor v

Stage 1Reports

| J01RBIAR

1) Print or save to a disk one copy of the Admission Sample Report - Facility. Provide the report
1o the facility for retrieval and provision of closed clinical records to the team within one hour.

2) Print or save to a disk one copy of the Admission Sample Report - Team. Assign the in-
facility residents to surveyors based on location of Census Sample assignments and convey the
information to the surveyors. Leave this copy near the records once the facility provides them
s0 that survey team bers can initial/mark leted Admission Sample reviews.

3) Printing or saving the Census Sample Report is optional.

Admission Sample Report - Facility

Admission Sample Report - Team Print |
Census Sample Report Print |

|Fcr0n—|ine help, press F1 ||Logm: QIS Tutar | CEE-‘"E SU[WEYDI r:“ﬂw"_ Rose. ” ”NUM ” |é

Figure 87: Onsite Preparation - Stage 1 Reports screen

The Census Sample Report is optional, but the other two reports must be
generated and printed for the screen to be complete.
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Initial Team Meeting

: File View | Options Reports Help
E + 1 S currentSurveyor *

ASE-Q for ACME NURSING HOME (ODIW11) =] B3

Initial Team Meeting Save |

information

| JojeBlARp | !

Hold the initial team meeting after completing the tour, the it , and assi Eriefly di
gathered during the tour and entrance conference:

general envi , staff-resident interactions, activities, !

CDnDern(s):

no issues noted

Deetermine whether the concerns suggest possible Immedlate Jenpardy or have a high likelihood of rising to the level
[V of harm. Follow the instructions on determining | pardy in & Q of SOM. The team coordinator
should initate the resident and the Care Area of concern.

Concern(s):
no issues-but several 1/2 SR in the up position

Losailability of staff and staffing characteristics/patterns. If the nurse staffing information is not posted, discuss the
matter and if necessary, initiate F356 to investigate compliance during Stage 2. Compare the cbserved staff names
with the staffing schedule prwided by the facility. If discrepancies exist between the duty roster and the staff

[V observed onsite, ask the person in charge to explain the discrepancies. (This information will be used in conjunction
with EntranDe Conference information about the DON hours to help determine whether the facility is compliant with
the for li i and regi i nursing staff per 42 CFR 483.30(a)(2), F353 and 42 CFR 483.30(b)(1).

F354.)
Concern(s):
IADON RN-Beth Greenway, DOM-RN, Delane Whitehead LPN, Martha Cheeks, LPN, TAmmy -
Averett LPN

4

| v

-

|For on-line help, press F1 [[Login: QISTutor |[Fetve Surveyor B35 [ Jimum ||

This screen provides the survey team with a place to document the initial
team meeting. You must enter text in each section to earn the checkmark.

Figure 88: Onsite Preparation - Initial Team Meeting screen

The Save button allows users to periodically save data during the meeting.
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Stage 1 Survey

The Stage 1 Survey section provides a list of tasks for the team leader and
survey team to complete during the first part of the survey.

»

Stage 1 Survey

=W Admission (* indicates resident is in both samples)
-- [ ADAMMS, KAYE (68) Unit/Foom: -/-

[ BAILEY, ROBERT (48) UnitRoom: -/

[ BALOO, JANET (114) Unit'Room: B/3-2

- [ “BEAL, IOLA (126) Unit'Room: -/-

- [ BILLINGSLY, MANCY (78) UnitRoom: F/1-1

- [+ "BLUE, EDWARD (54) Unit'Room: -/-
- [¥ CASEY, ELLEN (116) Unit/Room: B/17-1
— CLARK. RICHARD (389) Unit'Room: C/3-1
& COOPER, CAROLINE {115) Unit'Room: -/-
ELLIS, DEE (38) Unit'Room: -/-
FELT, JAMES (74) Unit/Room: C/7-1
*FRIST, GREG (46) Unit/Room: -/-
GABBON, GAIL (53) Unit'Room: -/
[+ GARRISON, ROBERT (121) Unit'Room: -/-
[+ JOHMSON, NORMAN (57) Unit'Reoom: B/1-1
- [¥ JONES, DARLENE (125) UnitRoom: A/5-1
#-[¥ Census (~ indicates resident is in both samples)
- |w Stage 1 Team Meetings

----- [~ Sync Stage 1 Survey Data

[+ [+ [#]

[+

QIO

[+]

Figure 89: Stage 1 Survey menu

Admission

We recommend that the Navigator be widened during the Stage 1 Survey
activities. It is easier to read the resident names/questions and the menu
won't constantly shift to maximize space.

= Stage 1 Survey

[ [WiAdmission [~ indicates resident is in both samples |
E| ¥ ADAMMS, DARLENE (129) UnitRoom: A/5-1
i B+ Medical Record
- [# “Exclusions
- B Death
#-[¥ C Hospitalization
- D Pressure Ulcers
- [ E Planned WeightLoss
.. [ E2 Weight Loss -
-- ¥ BAILEY, KAYE (68) Unit/Room: -/-
- ¥ BALOO, ROBERT (48) Unit/Room: /-

1] | |

Figure 90: Stage 1 Survey - Admission menu, expanded

Expand the admission item to see a list of all admission sample residents.
Expand the resident’s name to see the Medical Record inquiries.

Check boxes next to each name show which residents have been completed.
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Next/previous arrows Ll ;l appear on the Stage 1 survey screens to help
you navigate through the resident questions. These have the same
functionality as the next/previous buttons on the toolbar.

RSE—anrMI“EmRSIIGHOI“E(ODIWII) !EE
: File View | Options Reports Help

% + 1 © cCurrentSurveyor ¥

CLOSS. JACK(59) Gender:Female DOB:09/20/1923 Admissiondate: 11/05/2013 Discharge date: -
I 1) Did the resident have an explicit terminal prognosis?

Jo]e BIAR

=
[
~ Choose one of the following:
% No
" Yes
+ Relevant Findings Clear Response |
~ Additional guid: for this : .
Review physician orders or physician progress notes. ;I
|For on-line help, press F1 |[Login: QISTutor B e o e NUM Yy

Figure 91: Stage 1 Survey - Admission screen
Census

Expand Census to see the census sample residents assigned to the current
surveyor.

= Stage 1 Survey |

[#-[v Admission (* indicates resident is in both samples) =
E--I- Censzus (" indicates resident is in both samples)
- v BATES, JAMES (101) UnitRoom: AN0-2
E}-[¥ Resident Interview
B[ A Cognitive Status
L.[W A1) Able to Interview? e
-[¥ B Choices
--|7 C Dignity

Figure 92: Stage 1 Survey - Census menu, expanded

Team leaders can change the Current Surveyor droplist to All Surveyors
to see the full list of census sample residents.
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ASE-Q for ACME NURSING HOME (ODIW11)

1 [ 3
File View | Options Reports Help
: 1+ 1 S CurrentSurveyor ¥
= ADRIAN, ROBERTA(5) Gender:Female DOB:04/27/1920 Admissiondate -
=
= IM)Isthe resident able to be interviewed? |
g 5l

~Choose one of the foll

.

' Interviewable
™ Resident refused interview

(" Resident is unavailable for an interview

t] 4

-~ Additional guidance for this question :

1
Ask screening questions similar to the following: -
1. Are you from around here, the area, etc.?
2. Tell me alittle about yoursef.
3. How long have you been here?
4. What is the food like here?

Relevant Findings |  Clear Response |

If the resident is interviewable but refuses to be interviewed, mark the appropriate response and proceed to the Resident Obsenrationﬂ

[For or-line help, press F1 || Login: qusTutor B NUM J

Figure 93: Stage 1 Survey - Census screen
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Stage 1 Team Meetings
A place to document the Stage 1 team meeting. Each section must be

complete.
ASE-( for ACME NURSING HOME (ODIW11) _[Of=
: File View | Options Reports Help
% + 1 © cCurrentSurveyor ¥
z
=z Stage 1 Team Meeting(s) Save |
g
- At the end of the first day and more often as necessary, hold a brief ing to lish the following:
Dietermine whether the concerns suggest possible Immediate Jeopardy or have a high likelihood of rising to the level of
[ harm. Follow instructions on determining | jiate Jeopardy in A jix Q of the SOM. The team coordinator should
initiate the resident and the Care Area applicable to the | liate Jeopardy concern.
Concern(s):
- Discuss team progress. Determine the workload remaining in Stage 1.
[™ Were any Census Sample residents discharged and need to be replaced? I vl
Explain:
Mote: The decision to remove a resident should be based on progress towards completion of the Census Sample review.
[ How many family interviews have been completed? I
Mote: If three family interviews have not been completed, determine who might be available for interview, either by phone or
in person. Schedule family interviews for completion prior to the end of Stage 1.
- - Tictive Surveyor ~Tiffany
|FDI’DI‘I—|II‘|B help, press F1 ||Log|n: QIS Tutor ”P ve [UWEYID; A= T ” ||NUM ” |%

Figure 94: Stage 1 Survey - Stage 1 Team Meeting(s) screen
The Save button allows users to periodically save data during the meeting.
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Sync Stage 1 Survey Data

After the survey team completes Stage 1 of the survey, the team leader pulls
each secondary surveyors Stage 1 data into the primary laptop.

ASE-Q for ACME NURSING HOME (ODIW11) =[O x|
: File View | Options Reports Help
% + 1 © cCurrentSurveyor ¥

Jo]e BIAR

Synchronize Data

Once the Stage 1 Survey Data tasks have been completed, data must be sent to the primary laptop. To do this
complete the steps below:

Step 1. Choose who to synchronize with. Multiple surveyors may be checked at once if they are using the same sync. type.

Sync. Type

[cl} MASSEY, GLENNA

| NHQO2

Step 2. Verify your connection

Step 3: Synchronize

Synchronize Now | Restore from Backup Undo Last Restore

Status:
[For on-line help, press F1 [[Login: ISTutor |[Fehve Surveyor TFFA- Ty inum || | 4

Figure 95: Stage 1 Survey - Sync Stage 1 Survey Data screen
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After the Stage 1 data synchronization is complete, the team leader should

verify that all Stage 1 tasks earned a checkmark.

ASE-Q for ACME NURSING HOME (ODIW11) =] B3

: File View | Options Reports Help
% + 1 & currentSurveyor *

Synchronize Data

Once the Stage 1 Survey Data tasks have been completed, data must be sent to the primary laptop. To
do this complete the steps below:

Jo]e BIAR

Step 1: Verify your connection

Step 2: Synchronize

Synchronize Now Daily Backup

Status:

|For on-line help, press F1 |[Login: @isTutor |[FetveSurveyarn IFFR- 1 Jivum [ ] 4

Figure 96: Stage 1 Survey, Secondary Surveyor Daily Backup screen

More ...
“Synchronization Procedures” on page 103

“Team Leader Daily Backup” on page 110
“Secondary Surveyor Daily Backup” on page 111
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Mandatory Facility Tasks

Each Mandatory Facility Task must be either completed or removed (i.e. for
Liability Notices or Resident Council, if applicable) for every QIS survey.
They may be completed at any time during the survey.

Mandatory Facility Tasks &

< | -l
Figure 97: Mandatory Facility Tasks menu

Mandatory Facility Tasks have the same basic structure:

The top section of the screen is the Facility Task Pathway. This is a set of
instructions to the surveyor for completing the facility task. You can
minimize the Pathway, once you've read it.

The midsection contains a list of Critical Element questions that the
surveyor needs to answer Yes or No (or sometimes N/A, if available). You
should enter notes in the CE Investigative Documentation section before
answering the CE.

When a CE is answered No, the related tag is added to the Potential
Citations list (the last section of this screen). Any CE Notes that were
entered before the CE question was answered No are copied to the tag’s
Potential Citation Documentation.

All CE questions must be answered to complete the task.

The last section is a list of Potential Citations that is generated when you
answer No to any of the CE questions above.

You must choose a Severity and enter documentation to complete the
facility task.
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(1% ASE-Q for ACME NURSING HOME {ODIW11) 9 [=] EF|
: File View | Options Reports Help
% + 1 © cCurrentSurveyor ¥
Fi| Facility Task Pathway - Dining Ok

R I("' o
1: Does staff distribute and serve food under sanitary e | = i
conditions? (F371) 1G

- +[cEn igative D . L

R :
2: Does the facility prohibitemployees with icabl == I(“\'(“ﬁ‘(“'\’D

disease or infected skin lesions from direct contact with IG
resident’s food, if direct contact will transmit disease? (F441)

- +| CE 2 Investigative D

R I("' o
3: Does the facility promote care for residents in a manner and e | = i
: = ! G

in an env that or ent each jent's
dignity and respectin full recognition of his or her individuality?
(F241)

| v

- 5762): DIGNITY AND RH ) - — -
E‘.Té13 IR GRIR R 0241 Severity IZ- Actual or Potential for minimal harm/discomfor j

E?E_ZJZB?BB): SAFEICLEANICC Potential Citation Documentation
@ 0371 (26766): FOOD PROCURI H-25-12 at 12:35 p.m.during dining the activity staff finished =]
v o
CEA1

Regulations |
K I— |
|For on-line help, press F1 |[Login: QISTutor |[Bchee e b NUM Yy

Figure 98: Mandatory Facility Tasks - Dining Observation screen

I

Interpretive
el

Some Mandatory Facility Tasks have sections embedded in the CE questions
that allow you to enter additional resident information.

Transition S1 -> S2

This section guides the survey team during the transition to Stage 2 of the
survey.

Transition 51 -> 52

b>3

+[W Werification of Stage 1 Data
¥ QCLI Results

I Sync Stage 1 & QCLI Data
¥ Transition Meeting

[¥ Transition Reports

v Stage 2 Assignment

----- I Sync Stage 2 Sample & Assig

< | i

Figure 99: Transition S1 -> S2 menu

Verification of Stage 1 Data

The team leader uses this screen to check if information is missing from the
Admission and Census questions in Stage 1.

If information is missing from a surveyor, the team leader needs to make
sure data was synchronized with that surveyor.
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If information is still missing, the team leader can complete the task (select
the All Surveyors view, then complete missing data on Stage 1 screens).
Alternatively, surveyors can complete the screens on their secondary

machines, then re-sync with the team leader.

ASE-Q for ACME NURSING HOME (ODIW11) _[Of=

ile View | Options Reports Help

it 1 © CurrentSurveyor v

Jo]e BIAR

Verification of Stage 1 Data

dmission / Ce | Question Missing Response

Data issues reported above should be resolved by entering the information on the Stage 1 survey screen for the
laptop in which the information is missing and/or re-synchronizing the information if it was missing from the

secondary |aptop.
If the data issues cannot be resolved you must explain in the Team Coordinator Notes below before continuing

with the survey.

Team Coordinator Notes

sync issues with barb ferrell and diannas flashdrive sync issues with barb ferrell and diannas «
flashdrive

-

|For on-line help, press F1 |[Login: QISTutor [[Rcteerresogta NUM Yy

Figure 100: Transition S1 --> S2 - Verification of Stage 1 Data screen

After the team leader verifies the data, the system selects the checkbox at
the top of the screen.

Remaining questions should be explained in the Notes section. This screen
is considered complete if either the list of incomplete information is empty,

or there are notes entered for any appropriately incomplete information

(e.g. a resident halts an interview).

More ...

“Synchronization Procedures” on page 103

QIS IT & Surveyors Guide

9/21/14

81



QIS Surveys

QCLI Results

Select Calculate QCLIs to calculate the Admission and Census QCLIs and
to generate the Stage 2 sample.

ASE-Q for STONE VALLEY MANOR (VNRH11)

: File View | Options Reports Help
% + 1 © cCurrentSurveyor ¥

=10

Caleulate QCLIs |

x|

Jo]e BIAR

{Selectthevimtobe displayed:

7 QCLI List " Resident List  Care Area List] [

WIGGINS, ANNA (80) Unit'Room: C/8-1 HAS MET the criteri

il

- Abuse -
El- QCLIs Exceeded Threshold

B- (C) Abuse (Resident Interview)

- Calculated: 8.3% 2/24

- Threshold: 0.0%

CLI Criteria Met

IDE, RACHEL (128) U
¥\ /IGGINS, ANNA (80)

- QCLI Criteria Mot Met

! [ Excluded

- QCLIs Did Not Exceed Threshold
[#- Abuse Prohibition Review
[#- Accidents
- Activities
[#- Activities of Daily Living, Cleanliness a
[#- Admission, Transfer, and Discharge R
[#- Behavioral and Emetional Status
[#- Choices
[#- Community Discharge
[#- Death
[#- Dental Status and Services -

<| I 13

3) Do you ever feel afraid because of the way you or
some other resident is treated? = 1 (Yes)

Surveyor: TST03

RelevantFindings: ()

12) Has staff yelled or been rude to you? = 1 (Yes)
Surveyor: TST03
RelevantFindings: ()

1) Have you ever been treated roughly by staff? = 1 (Yes)

Surveyor: TST03

RelevantFindings: (06/22/2012 11:30:00 AM)

about 3 months ago res reported an incident and staff
took care of it

the CMNA took resident’s water away so she would not
have to go to the bathroom so much, CNA said that she
twould "get me".

CMNA told me that she is the boss - here name is Mimi
[The administrator took care of things - res told

2

administrator the next day - res said she had been afraid _

-

|Fnr on-line help, press F1

15
||Login: G5 Tutar

[lnom

Lo FETY E—
[
i

|4

Figure 101: Transition S1 --> S2 - QCLI Results screen

The Calculate QCLIs button is enabled for team leaders only, and may be
used up until the Stage 2 survey process begins.

The QCLI Results screen can be used to determine a resident’s status in the
QCLI calculation (numerator, denominator, or exclusion).

You can sort residents by QCLI List, Resident List, or Care Area.

Highlight the resident to see responses in the right pane.
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Sync Stage 1 & QCLI Data

After calculating the QCLI data, the team leader synchronizes Stage 1 and QCLI
data--pushing the information to the survey team.

ASE-Q for ACME NURSING HOME (ODIW11)

: File View | Options Reports Help
% + 1 © cCurrentSurveyor ¥

Jo]e BIAR

Synchronize Data

Once the Stage 2 sample and assignments tasks have been completed, data must be sent to the secondary
laptop(s). To do this complete the steps below:

Step 1. Choose who to synchronize with. Multiple surveyors may be checked at once if they are using the same sync. type.

| MName Sync. Type Server 4 | StafflD
¥ Four, Surveyor USE TSTO4
¥ Three, Surveyor USE

wo, Surveyor

Step 2. Verify your connection

¥ You are using the USB method of synchronization, please insert your flash drive before synchronizing.

Step 3: Synchronize

Synchronize Now |

Status:

I [=] B3

|Fnr on-line help, press F1 ||Login: QUSTutor

”msmynr: ‘IbIU'I - Une. ” ”NUM ”

|4

Figure 102: Transition S1 --> S2 - Sync Stage 1 and QCLI Data screen

More ...

“Synchronization Procedures” on page 103
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Transition Meeting

This screen provides a place to document the transition team meeting,
where surveyors can discuss the combined Stage 1 preliminary findings to
identify the triggered care areas, QCLIs, and associated resident
information.

RSE—Q for ACME NURSING HOME (ODIW11) !EE ]
: File View | Options Reports Help
% + 1 © cCurrentSurveyor ¥

| v

Transition Meeting Save |

Discuss the combined Stage 1 preliminary findings to identify the triggered care areas, associated QCLI's that
ded held, and which resid met the criteria within those care areas. Discuss the following:

| 101RBIARN

Concerns that suggest possible Immediate Jeopardy. Follow the instructions on determining Immediate
= Jeopardy in Appendix Q of the SOM. If the resident and Care Area do not trigger or get included in the Stage |
2 sample, the team coordinator should initiate the resident and the Care Area applicable to the Immediate

Concern(s), including residents(s) and/or Care Area(s):

none -

Concerns that have a high likelihood of rising to the level of harm. Make note of care areas related to the
V¥ regulatory groupings Resident Behavior and Facility Practices, Quality of Life. and Quality of Care, that may
need sample supplementation in Stage 2 to determine whether substandard quality of care exists.

Concern(s), including resident(s) and/or Care Area(s):

pressure ulcers poss skin and accidents -

e s 20 oo [ J[um

|Fnr on-line help, press F1 ||Login: QUISTutor |%

Figure 103: Transition S1 -> S2 - Transition Meeting screen

Each section must be completed by the team leader before continuing to the
next dependent screen.

The Save button allows users to periodically save data if they are on screen
for a while.
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Transition Reports

The team leader must print or view the two reports listed before proceeding
to the next screen. All surveyors may see these reports.

RSE—anrMI“EmRSIIGHOI“E(ODIWII) !EE
: File View | Options Reports Help
% + 1 © cCurrentSurveyor ¥

Transition Reports

| 101RBIARN

Print and/or save the following reports:

Stage 1 Relevant Findings Report

QCLI Results Report Print |

“ Ve Surveyor a’b‘ ” ||NUM ” |%

|Fnr on-line help, press F1 ||Login: QIS Tutor

Figure 104: Transition S1 -> S2 - Transition Reports screen

Stage 2 Assignment

The Stage 2 Assignment screen allows surveyors to be assigned to the
triggered and initiated Stage 2 residents and care areas.

The triggered residents list may be sorted by Resident, Care Area or Stage 1
Surveyor.

Select Auto Assign to assign residents to the Stage 1 surveyor that
interviewed the resident. If there is no Stage 1 surveyor, then the residents
will be randomly assigned among the surveyors.

ASE-Q for ACME NURSING HOME (0ODIW11) _ O]
File Wiew | Options Reports Help

1+ 4 S CurrentSurveyor -+

—Unassigned Stage 2 Residents by: —— — Surveyor
" Resident (" Care Area = Stage 1 Surveyor " Care Area (% Resident

[=HiMNo Stage 1 Surveyor (Remaining Total = 1) | Assign --Austin. Rachel (\wWorkload = 14)
=- F_ACILITY | [#- Barnett, Renee (Workload = 13)

- Medication Administration Observatio -- Denny, Ruth (Werkload = 12)
Unassign | -- Rose, Christan (Workload = 13)

“ Summers, Kim (Workload = 0)

J0jeBiARp |

. | | _’I Auto Assign

Actve Surveyor 32876
” Ve Sunveyor 525"'5‘ || ”NUM ” |ﬁ

|Fnr on-line help, press F1 ||Login: QI5Tutor

Figure 105: Transition S1 -> S2 - Stage 2 Assignment screen
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If the team leader changes the resident pool, the changes are automatically
synchronized with the Stage 2 Sample, ensuring that the added residents

are available on secondary surveyors’ laptops.

Sync Stage 2 Sample & Assignments

After calculating the Stage 2 sample and assigning tasks, the team leader
synchronizes the Stage 2 Sample and Assignments--pushing the information to

the survey team.

ASE-Q for ACME NURSING HOME (ODIW11) _[Of=

: File View | Options Reports Help
% + 1 © cCurrentSurveyor ¥

Synchronize Data

Once the Stage 2 sample and assignments tasks have been completed, data must be sent to the secondary
laptop(s). To do this complete the steps below:

Jo]e BIAR

Step 1. Choose who to synchronize with. Multiple surveyors may be checked at once if they are using the same sync. type.
Server £ | StaffiD
TSTO4

| MName Sync. Type
¥ Four, Surveyor USE
¥ Three, Surveyor USE

i Two, Surveyor

Step 2. Verify your connection

¥ You are using the USB method of synchronization, please insert your flash drive before synchronizing.

Step 3: Synchronize

Synchronize Now |

Status:

|Foron—line help, press F1 ||LDgin: QUSTutor ”‘il Ve urv[ Ewlr: ‘IbIU'I - Une. ” ||NUM ” |%

Figure 106: Transition S1 --> S2 - Sync Stage 2 Sample & Assignments screen

More ...
“Synchronization Procedures” on page 103
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Stage 2 Survey

The Stage 2 Survey section provides a list of tasks for the team leader and
survey team to complete during the second part of the survey.

»

Stage 2 Survey

--|7 Stage 2 Survey
i-[v Stage 2 Team Meetings

----- [~ Sync Stage 2 & Fac Task Data

| | B

Figure 107: Stage 2 Survey menu

Stage 2 Survey Menu
The Stage 2 Survey menu item expands to show sub-menus for
e Facility - triggered facility tasks,
e Tags - initiated by surveyors, and

e Residents and the care areas that were either triggered or initiated
by the surveyors.

»

Stage 2 Survey

[} v Stage 2 Survey

B FACILITY

{  \.[¥ Abuse Prohibition Revi
[ TAGS

[+ APPELHANZ, MARGUERI
[w COCHRAN, ASHLEY (62)

‘. ¥ MONTGOMERY, WANDA

L. [¥ WAGNER. TIMOTHY (54)
|7 YOUNG, MARION (4) Unit
L[ ZIN, NANCY (33) UnitRoo
W Stage 2 Team Mestings

----- [~ Sync Stage 2 & Fac Task Data
N i
Figure 108: Stage 2 Survey - expanded menu

Facility

Triggered Facility task screens work the same way as Mandatory Facility
Tasks screens.

More ...

v

"Mandatory Facility Tasks” on page 79

QIS IT & Surveyors Guide 9/21/14 87



QIS Surveys

Tags

Each tag will have one CE question to answer. If the CE is answered No, the
associated tag is added to the Potential Citations list, where the surveyor
enters Severity and documentation for the tag.

Residents

Each resident with care areas triggered or initiated for them will be listed
here for review. Tapping the resident Name opens the investigation screens
for that resident.

(1% ASE-Q for ACME NURSING HOME {ODIW11) M [=]E3
: File View | Options Reports Help
% + 1 © cCurrentSurveyor ¥
= I
Z
E WIGGINS, ANNA(BD) 63 years of age Gender: Female Admitted: 04/30/2008  Unit'Room: C/8-1 Save |
o
~Care Area Completion Status
Care Area Completion Status
: Complete

Hydration Complete

Fain Recognition and Managem.. Complete

Personal Property Complete

Unnecessary Medication Use Complete

Append Relevant Finding Text to Investigative Documentation Append Text |

Select the view to be displayed: Y
{(" QCLI List ¥ Resident List ¢ Care Area Liat] [W]GGINS, ANNA (B0) Unit'Room: C/B-1 HAS MET the criteria because:

E-WIGGINS, ANNA (80) Unit/Room: C/8-1
El- Abuse

. B-QCLI Criteria Met

[ C) Abuse (Resident Interview)

- QCLI Criteria Mot Met

. E-Excluded

[#l- Hydration

-- Pain Recognition and Management

- Personal Property

3) Do you ever feel afraid because of the way you or some
other resident is treated? = 1 (Yes)

Surveyor: TST03

RelevantFindings: ()

1) Have you ever been treated roughly by staff? = 1 (Yes)
Surveyor: TST03

RelevantFindings: (06/22/2009 11:30:00 AM)

about 3 months aon res renoted an incident and staff took

-

-

|Fnr on-line help, press F1 ||Login: QUSTutor

”m‘mm—ﬁe. ”
Survevor (| eader

| (T

|4

Figure 109: Stage 2 Survey - Stage 2 Survey screen, Resident Summary tab

The Resident Summary tab shows a list of the care areas for the resident
and whether the care area has been completed by the surveyor or not. It
also shows a list of QCLIs for the resident and any findings text. You can use
Append Text to append findings text to the investigative documentation.

The Investigation tab displays the full CE Pathway for each care area. The
initial view of this screen shows expanded care areas if not all CE questions
have been answered, and collapsed care areas if all CE questions are

answered.

88

9/21/14

QIS 4.03



Conduct the QIS Survey

(1% ASE-Q for ACME NURSING HOME {ODIW11) M [=]E3
: File View | Options Reports Help
% + 1 © cCurrentSurveyor ¥
E!""Summary"'l
=
E WIGGINS, ANNA(BD) 63 years of age Gender: Female Admitted: 04/30/2008  Unit'Room: C/8-1 Save |
o
—lIAhuse—"‘
| ydraten-C
CE Pathway | igative D
Stage 2 Critical Elements for = poes =
Ll e 1) Do you receive the fluids you want between meals? = 0 (No)
Surveyor: TST03
Use RelevantFindings: (06/22/2013 11:40:00 AM)
et ot G o sermkes] no cold water in the day time - it's changed just once per day
. pr . P during the night shift
resident with the potential for, or
Compli B Interpretive
Decision ! Guidli =
- +|PainR itionand M -C
—lli‘ | Property - C
_lll' y Medication Use - Ci
- - Achive Surveyor: =
|FDI’DI‘I—|II‘|B help, press F1 ||Log|n: QUSTutor ”c; Ve urv[ eyolr ‘IbIU'I Une, ” ||NUM ” |%

Figure 110: Stage 2 Survey - Stage 2 Survey screen, Investigation tab
Investigative Documentation

A text area is available for entering Investigative Documentation. The text
area can be widened as needed.

TIpP: To enter the current date and time, right-click in any investigative
documentation area and select Date/Time (or press Ctrl-D).

Press Ctrl-N to insert a resident’s Stage 2 #, or to select it from a list.
You can select Save to save entries immediately. QIS will save your

entries when you tab out of the field or change tabs. By default,
investigative documentation is saved every 5 minutes.

Buttons enable the Compliance Decision, Regulations, and Interpretive
Guidelines screens to open in a pop-up window.

More ...
“Mandatory Facility Tasks” on page 79
“QIS Keyboard Shortcuts” on page 57

v

‘Save Data” on page 55
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Stage 2 Team Meetings

The Stage 2 Team Meetings screen provides areas of discussion and notes
for surveyors, so they may evaluate the potential for noncompliance,
determine the need for additional investigation or sample supplementation,
and make any workload adjustments.

(1% ASE-Q for ACME NURSING HOME (ODIW11) M [=]E3
: File View | Options Reports Help
% + 1 © CurrentSurveyor
z
ES Stage 2 Team Meetings Save |
g
= At least daily or more often as reguired, the team should discuss perhnent findings to assess the
potential for noncompliance, determine the need for additional i or sample i
and make workload adjustments as necessary. Any currently identified potential concerns/issues should
be shared with the team. Make note of the following:
IV Perfinent findings for resident assignments. : W
Concern(s), include surveyor name, resident name, and Care Area:
discharge planning nutrition hospice abuse careplanning dianna - b
onda environment kitchen abuse
laura hydration -G uti notification careplans behavior monitoring -
[V Pertinent findings for facility task assignments.
Concern(s), include surveyor name and facility task:
onda environment kitchen abuse -
abuse does not include s&c letter
- X Achive Surveyor: 26766 -
|FDan—I|neheIp. press F1 ||Log|n: G5 Tutar ”c; VEI UDWEYDF[ = ” ||NUM ” |%

Figure 111: Stage 2 Survey - Stage 2 Team Meetings screen
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Sync Stage 2 & Fac Task Data

After the survey team completes Stage 2 of the survey, the team leader pulls

each secondary surveyors Stage 2 and facility task data into the primary
laptop.

ASE-Q for ACME NURSING HOME (ODIW11) M [=]E3 l

: File View | Options Reports Help
% + 1 © cCurrentSurveyor ¥

£ | Synchronize Data
E Once the Stage 21 igati have been leted, data must be sent to the primary laptop. To do this
S complete the steps below:

Step 1. Choose who to synchronize with. Multiple surveyors may be checked at once if they are using the same sync. type.

| MName Sync. Type Server 4 | StafflD
¥ Four, Surveyor USE TSTO4
¥ Three, Surveyor USE TSTO3

|"R Two, Surveyor

- TST02

Step 2. Verify your connection

¥ You are using the USB method of synchronization, please insert your flash drive before synchronizing.

Step 3: Synchronize

Synchronize Now | Restore from Backup Undo Last Restore

Status:

S ez O [ nuw [ ]y

|Fnr on-line help, press F1 ||Login: QUSTutor

Figure 112: Stage 2 Survey - Sync Stage 2 & Fac Task Data screen

After the synchronization is complete, the team leader should verify that all

Stage 2 tasks earned a checkmark.

More ...
“Synchronization Procedures” on page 103

“Team Leader Daily Backup” on page 110
“Secondary Surveyor Daily Backup” on page 111
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Stage 2 Analysis

The team leader and secondary surveyors use this section to verify Stage 2
data, analyze Stage 2 data, make decisions regarding potential citations, print
the final reports, and conduct the exit conference.

= Stage 2 Analysis

< |
Figure 113: Stage 2 Analysis menu

Verification of Stage 2 Data

The Verification of Stage 2 Data screen displays any missing data from the

Stage 2 survey process.

There are four sections: Mandatory Facility Tasks, Medication Administration
Error Rate, Additional Information, and Stage 2 (which includes Stage 2
care areas for residents, Triggered Facility Tasks, and Surveyor Initiated

Tags).

To continue to Potential Citations (and get the checkbox at the top of the

screen checked):

- Any items in the Mandatory Facility Tasks grid should be resolved and

the grid cleared.

- In Additional Information, the number in the Entered column should
equal the number in the Required column, or an explanation
provided in Team Coordinator Notes. Exception: Liability Notices &
Beneficiary Appeal Rights Review for CE1 must be complete (must
have at least one resident entered) if CE1 is answered Yes.

- In Stage 2, care areas and triggered tasks should be resolved and
the grid cleared, including potential citation documentation and a
severity for any cited tag. Exception: Extended Survey may be

incomplete.

- If there is a deficiency at severity level 2, 3 or 4, part 2 of Quality
Assurance and Assessment Review must be completed (response to

CE3 and CE4 must be ‘Yes’ or *No’).
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- Mandatory Facility tasks must be complete (nothing in that grid).
- QA must be cleared.

ASE-Q for ACME NURSING HOME (ODIW11) = |=] E3
File Wiew | Options Reports Help
i 1+ 1 © cCurrentSurveyor -
Verification of Stage 2 Data

after all revisit investi

-

=4

ta has been synchronized with the primary laptop and is

g

For ASE-Q to check this box:

l1ojeBInep
a
=l
=

Part 2 of Quality Assurance and Assessment Review (CE3 and CE4) must be completed (i.e. there must be a CE response
of "es' or "No' for CE3 and CE4) since guality deficiencies were identified

Mand y Facility Task | lete Data
Task C/E | C/E Response | Tag Severity Documentation -
» Ib b
i Dining Observation 4 Missing (RN Q7Y [
P Dining Observation 5 Missing RN [N R
| Dining Observation 10 Missing RN Ry iy
| Dining Observation 11 Missing A A A
Dininn Oheensation 1 Miz=i [T 1 MA =

Medication Administraion Error Rate

Total Errors I 0 Medication

——— "0 Administration |0 %  No detected issues.
Oppnrtunitiesl_ Error Rate
for Errors 1
Information Data
Task = Reguired Entered
& H i5

| | Abuse Prohibition Review Front-line Supervisor Interviews 3 ]
| | Abuse Prohibition Review Pre-screen - New Employees 5 ]
| | Infection Contral & Immunizations Review = CE10 Resident Sample 5 ] .
| Lishility Motices & Beneficiary Appeal Ri.. - CE4 Resident Sample ] o
| Medication Administration Observation CE1 Resident Sample 25 1

Stage 2 Data

Care Arez Resident Name C/E | C/ERespons | Tag Severity Diocumentation -
3

Abuse WIGGINS, ANNA (80) 2 Missing A MIA MiA

|| Abuse WIGGINS, ANNA (80) 3 Missing N/ NJA NAA
| | Abuse RIDE, RACHEL (138) 1 Missing i MIA A
| | Abuse RIDE, RACHEL (138) 2 Missing N/ NJ& NIA
[ Abuse RIDE RACHFL (1381 3 Missina HIA 1A HLA h

Data issues reported above should be resolved by entering the information on the Stage 2 survey screen on the primary
laptop. If the information was not missing from the v laptop, sy ize the information with the primary laptop.

If Additional Information is complete but does not meet the number Required, please provide an explanation below:

Team Coordinator Noles
- [~
|For on-line help, press F1 ”Login: QISTutor | OEMEVE |S|rlir:vezfﬁ ‘L:ril:ﬂ - ” ”NUI’«'I ” |4

Figure 114: Stage 2 Analysis - Verification of Stage 2 Data screen
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Stage 2 Analysis and Decision-Making Meeting

The Stage 2 Analysis and Decision-Making Meeting screen is designed to
discuss the potential citations and accompanying documentation resulting
from the Stage 2 investigations to determine whether noncompliance exists
based on the gathered evidence.

Enter some text in the other notes fields to earn completion status.

F¥ ASE-Q for ACME NURSING HOME (ODIW11) =] E3

ile View | Options Reports Help
F + 1 © cCurrentSurveyor ¥
z
= _ . - -
= Stage 2 Analysis and Decision-Making Meeting Save |
o
Discuss the ial citations and lting from Stage 2
investigations to determine whether nDnDDmleanDe exists based on the gathered evidence. Mark
the findings to include on the CMS 2567,
Make decisions regardlng severlty and scope for each mtatlnn Refer to the definitions and severity
in the SOM A PP for i F tags.
If not previously identified, determine whether any pntentlal mtatlnn suggeshs st3|bIe Immediate
r Jeopardy. Follow the instructions on determining | pardy in Q of the
SOM. If not already included in the Stage 2 sample, the team coordinator should initiate the
resident and the Care Area applicable to the Immediate Jeopardy CONCEIM. oo
Concern(s):
If not previously identified, determine whether any ial i
of Resident Behavior and Facility Practices, Quality of Life and (]uallty.r DfCare demnnstrate
pntentla for substandard gual |t§.r care urveyor initiate exte SUNVey care area
r | fi bstandard quality of (5QC). 5 the nded
additional i to determine li for each critical care area. If not
prevmusly done, supplement the Stage 2 Sample with residents who meet the criteria for the
QCLI that exceeded the thresheld related to the applicable Care Area of concern.
Concern(s), including resident and/or Care Area(s):
|z sample supplementation necessary? I vl
|z an extended survey necessary? I 'l
- - Tictive Surveyor =
|FDI’DI‘I—|II‘|B help, press F1 ||Log|n: G5 Tutar |ﬂ VES urveyor[ Ibll"q ” ||NUM ” |%

Figure 115: Stage 2 Analysis- Stage 2 Analysis and Decision-Making Meeting screen
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Potential Citations

The survey team uses the Potential Citations screen to review a list of all
possible citations generated in Stage 2 by all surveyors on the team, so they
can decide whether a tag should be cited for the facility or not.

After the Stage 2 sync, the team leader has read/write access to Potential
Citations enabled, which displays data from all surveyors. Secondary
surveyors have read-only access to this screen.

RSE—Q for ACME NURSING HOME (ODIW11) !EE |
: File View | Options Reports Help
% + 1 © cCurrentSurveyor ¥

N |

=
2 | Potential Citations: Potential Citation Detail:

0241: DIGNITY AND RESPECT OF INDIvIDUALITY 9309 | Cite
F- Max Severity: 3 - Actual Harm/Compromise ™ Don't Cite

Status: Not Determined

0272: COMPREHENSIVE ASSESSMENTS
[F- Max Severity: 2 - Actual or Potential for minimal
Status: Not Determined

Opening Statement

| v

ERVICES FOR HIGHEST
| Harm/Compromise

0514: RES RECORDS-COMPLETE/ACCURATEA -
#- Max Severity: 2 - Actual or Potential for minimal
Status: Not Determined Potential Citation Documentation

0309

| v

Resident: CRAWFORD, ELEANOR

Investigated By: THREE, SURVEYOR Severity: 3 - Actual
Harm/Compromise

Sample resident #142 had a diagnosis of chronic pain and was
prescribed to receive XXX 3x per day. Part of the daily
assesment of pain was to query the resident before providing
the medication what the level of pain was on a scale of 1 to 10.
Documentation of this daily assessment was absent from the
medical record.

Al | _’I R | |{Qte_rPrlt_3ﬁVE Save |
|For on-line help, press F1 [[Login: misTuter |[Rctve Surveyer TSTOT-Ore. 1™ inum || | 4

Figure 116: Stage 2 Analysis - Potential Citations screen

All tags must have a citation status. To cite a tag, select the tag from the
list, then select the appropriate S/S. To not cite a tag, select Don’t Cite, then
select the Reason for Not Citing. Select Save if you want to save changes
immediately.
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Reports

The Reports screen is not enabled until there is a checkmark for Potential
Citations. Reports to be viewed or printed are the Potential Citation Report
and the Stage 2 Sample Resident List. Both reports must be generated for
the screen to be complete.

ASE-Q for ACME NURSING HOME (ODIW11) M [=]E3
: File View | Options Reports Help
% + 1 © cCurrentSurveyor ¥
z
é' Stage 2 Reporis
g
B Print andlor save the following reports:
Potential Citation Report
Stage 2 Sample Resident List Print |
- - Tictive Surveyor =
|FDI’DI‘I—|II‘|B help, press F1 ||Log|n: G5 Tutar | 0 VES urveyor[ Ibll"q ||CAPS ||NUM ” |%

Figure 117: Stage 2 Analysis - Stage 2 Reports screen

Exit Conference

The Exit Conference screen is information-only and does not require any
surveyor input.

ASE-Q for ACME NURSING HOME (ODIW11) M[=]E3
: File View | Options Reports Help
% + 1 © cCurrentSurveyor ¥
= Exit Conference =]
=
8| e Conduct the Exit Conference with facility personnel.
* Invite the ombudsman and an officer of the organized residents group, if one exists, and
additional residents who expressed interest in attending the exit conference.
® The survey team may provide a separate abbreviated exit conference specifically for
residents after completion of the normal facility exit conference, if the organiz ed residents
group and’or additional residents expressed interest in attending the exit co nference.
- - SEn e =
|FDI’DI‘I—|II‘|B help, press F1 ||Log|n: QIS Tutar . ”c; Ve urv[ eyolr ‘IbIU'I Une. ||CAPS ||NUM ” |%

Figure 118: Stage 2 Analysis - Exit Conference screen
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Survey Complete

The team leader uses the Survey Complete screen to double-check that all
data is complete before transferring the QIS survey back into ACO.

On the secondary surveyor Navigator, this step is disabled.

The Survey Complete detail view includes two grids, Incomplete Potential
Citation Data, and Substandard Quality of Care. A checkbox is provided for
the team leader to indicate the survey is complete and ready for transfer.

ASE-Q for ACME NURSING HOME (ODIW11) _[alx]
< File View ‘ Options Reports Help
1+ 3 © cumentsurveyor v

Potential Citation Deta E|
Tag Tag Description |

‘ JopeBiaey | E—

¥ Checking this box indicates that the QIS Survey is complete and ready for transfer

Substandard Quality of Care

F-Tag |Resident Name CIE C/E Response Care Arez 55 Staff

» [022¢ | FINCK. DOROTHY (80) 2 [Me Abuse H MAY. KARIS
0224 | RASNIC GERALDINE(100) |2 [ Mo Bbuse H POVIELL, MARTHA
0224 | RAYNOR. BETTY (126) 2 [ Bbuse H SLATER. JULIE
0224 | LEVY, DOLORES (127) A Bbuse H FOVIELL, MARTHA
031¢__| DEROD, MARTINA (7) L Ho F Tag Direct Cite F
0314 | DESCOMEES, JOAN (18) I o F Tag Direct Ciie F
0314 | DEVANEY, JANE (29) [ Ho F Tag Direct Cite F
0314 | DEWITT. MARY (38) [ Ho F Tag Direct Cite F MAY. KARIS
0314 | ALBERS, FLORENCE (70) 5 [Me Pressure Ulcers F

[For on-line help. press F1 ||Login: misTutor [[Active Surveyor: CUD0S - Siater, dulie (Leader) || [Inum [ ] 4

Figure 119: Stage 2 Analysis - Survey Complete detail view
Incomplete Potential Citations Data

Any incomplete tags appear in the Incomplete Data grid. If any data
appears in this grid, the survey complete checkbox is disabled until all items
are cleared.

Checking this box indicates that the QIS survey is complete and ready
for transfer

When the team leader selects the checkbox, and moves to another step or
exits the QIS Tool, the QIS system saves the date for use during the transfer
process.
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Substandard Quality of Care
Citations displayed in this grid were cited at SQC.
Extended Survey

In the Survey Complete detail view, the system warns the surveyor to
initiate Extended if SQC is identified.

If you increase the Scope and Severity (S/S) of a tag, and the system
determines that the tag is cited as Substandard Quality of Care, and the
extended survey is not yet initiated, the system displays a warning.

To complete the QIS survey - team leader:

1 Select the Stage 2 Analysis section in the Navigator.

2 Select the Survey Complete option.

3 Review the Incomplete Potential Citation Data grid for incomplete data.

If data appears in the grid, the Checking this box indicates that the QIS
survey is complete and ready for transfer checkbox is disabled until the
grid is cleared.

4 If data appears in the Incomplete Potential Citation Data grid, return to
Potential Citations and complete the data.

_Or_

If data does not appear in the Incomplete Potential Citation Data grid, select
the Checking this box indicates that the QIS survey is complete and
ready for transfer checkbox.

More ...
“Verification of Stage 2 Data” on page 92
“Potential Citations” on page 95

Backup Survey

The Backup Survey section enables the team leader to perform daily backups
of the survey data during the survey process. Do not use the Backup Survey |
Survey Export step to export the completed QIS survey.

»

Backup Survey

-] Survey Export

Figure 120: Backup Survey Menu
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Survey Export

The team leader uses the QIS Backup | Survey Export steps to create a backup
file of the primary computer’s data at the end of each day. The daily backup
should occur whether or not the primary computer has synchronized with the
secondary computers during the day. If surveyors using secondary computers
reach a sync point at the end of the day, they can sync with the Team Leader
before the Team Leader performs the backup.

ASE-Q for ACME NURSING HOME (ODIW11) =]
: File View | Options Reports Help
% + 3 O Current Surveyor

Survey Export
Export the Survey data. To do this complete the steps below:

J0]eBIAR

Step 1: Verify your connection

¥ i¥ou are usina the USE methed to export vour data, please insert your flash dnive before starting your export.

Step 2: Export the Survey data

Export

Status

[For on-line help, press F1 |[Login: @isTuter [ e il | [ [ |/

Figure 121: Backup Survey - Survey Export screen

More ...
Procedure: “Team Leader Daily Backup” on page 110

Procedure: “Secondary Surveyor Daily Backup” on page 111
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Load Cites

Follow your state’s procedure for loading citations into ASE-Q when the QIS

survey is complete.

Citation Manager for Acme Nursing Home 08/07/2014 - 08/12/2014 K E3
Citations Regulations Find I [Include lzading zeroes)
i lit s P
E‘l_.-‘j Iﬂ.ong Term Ear.e Fac:|||t|fes -12.00 . E|1 Ei Long Term Care Facilities - FED - F - 12.00 -
-[%4] 0156 - Natice Of Rights, Rules, Services, Charges - E [ 0000 - Initial Comments -
0223 - Free From Abusedinvoluntary Seclusion - D 0] 0150 - Definition OF Facilty - 5rf & Nf - 4835
0224 - Prokibit Mistreatmentnealect/misappropriatn - H X1 0151 - Right To Exercise Rights - Free Of Feprisal - 483.10(a]
D240 - Care: A Ervvironment Promatess Qualty OF Like - D {00 0152 - Rights Exercised By Representative - 483.10{a)[3)4(4)
0241 - Digrity And Respect OF In.dlwduallty b [ 0153 - Right To Access/purchase Copiss Of Records - 4831
D246 - Reasonable :Accommodatlon DF Needs/preference: [0 0154 - Irnformed OF Health Status, Care, & Treatments - 433.11
0272 - Comprehensive Asses.sments E [0 0155 - Right To Refuse; Formulate Advance Directives - 483,
D273 - Develop Comprehensive Care Plans - B Y] 0156 - Natice Of Rights, Rules, Services, Charges - 483.10(b;
D280 - Right To Participate Plariing Care-Revise Cp - E {00 0157 - Notify OF Changes (injury/decine/roam, Etc] - 483.10¢
0282 - Services By Hualfied Persons/per Cars Plan - ] 0158 - Right To Manage Dwn Financial Aftairs - 48310[)1) _
0303 - Provide Caredservices For Hiohest ‘wWell BeTu -G E% a1 Lmem Le1 o amma ":I—I
| 3 | |
I -500C
Team Foster — Survey Information
D [ Mame [ Title ] & Event ID: 28311
cuaoe May, Karis Other ¢ @ Medicar [0- EE24E
cuoon3 Powell, Martha Other :
CUODS  Slater, Julie Other e 12 D
| | T Active Surveyor: Slater, Julie [CUO0S)
4 »
Mode: Supervizor
Roster... | Activate... | Remarks-Mon-Confidential... Survey Dates: 08/07/2014-08/41 24200 4
w = m Done Help
Find... Fomms... | Letters... | Attach...

Figure 122: ASE-Q - Citation Manager, Load Cites
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Import the Completed QIS Survey into ACO

During the QIS survey transfer into ACO, ASPEN compares both Source and
Destination survey information to see:

o If the team leader selected the Checking this box indicates that the
QIS survey is complete and ready for transfer checkbox.

o If the complete set of QIS survey data is on the Destination computer.

o If the complete set of QIS survey data is on both the Source and
Destination computers.

Source

The Source is where the data comes from. When the team leader exports the
complete QIS survey from ASE-Q to a transfer file on a USB drive, the USB
transfer file is the Source.

Destination

The Destination is where the data arrives after the transfer is complete. When
the team leader imports the complete QIS survey into ACO from the transfer
file on the USB drive, QIS survey data is transferred to the Destination--the
QIS survey shell retained in ACO.

To transfer a complete QIS survey:

1
2

3

Export the complete QIS survey to a transfer file on your USB drive.

Insert the USB drive containing the transfer file into the USB port on the
Destination computer (i.e. desktop).

Open ACO, and select Import.

In the Import window, select Zip or mdb file, then select the Binoculars
button and navigate to the transfer file on your USB drive.

Select the file and click Open.
Click OK to begin the import.
In the Survey Import window, select Continue with Import.

If the team leader selected the Checking this box indicates that the QIS
survey is complete and ready for transfer checkbox, then the Source
(ASE-Q) QIS survey data is marked complete.

If the original QIS survey shell at the Destination (ACO) does not have the
checkbox selected, the system knows the QIS survey being imported is the
complete survey, and continues the transfer process without displaying a
message.

In the Finalize Transfer window, click Apply.
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To receive a message that complete QIS survey data is on the
Destination:

1 In the Survey Import window, select Continue with Import.

If the team leader did not select the Checking this box indicates that the
QIS survey is complete and ready for transfer checkbox, then the
Source (ASE-Q) QIS survey data is not considered complete.

If the QIS survey shell at the Destination (ACO) does have the Checking
this box indicates that the QIS survey is complete and ready for
transfer checkbox selected, ASPEN displays the message:

TETRR— ) —

QIS data already marked as COMPLETED by primary on destination, whereas the
QI5 data on source IS NOT marked as completed. Are you sure you want to
overwrite it?

Figure 123: QIS Source data not complete, overwrite Destination message

2 Select Yes to overwrite the Destination (ACO) survey information and
continue the transfer process.

Note: Select No to cancel the transfer process.

3 In the Finalize Transfer window, click Apply.

To receive a message that complete QIS survey data is on both
Source and Destination:

1 In the Survey Import window, select Continue with Import.

ASPEN compares the QIS survey data, and if the Checking this box
indicates that the QIS survey is complete and ready for transfer
checkbox is selected for both Source and Destination, ASPEN displays the
message:

QIS Continue - - — lﬁ

QI5 data already marked as COMPLETED by primary on both destination and
source. Are you sure you want to overwrite it?

| Yes | [ Mo l | Cancel |

Figure 124: QIS data complete on Source and Destination, overwrite Destination message
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2 Select Yes to overwrite the Destination (ACO) survey information and
continue the transfer process.

Note: Select No to cancel the transfer process.

3 In the Finalize Transfer window, click Apply.

QIS Survey Import Date

The date a completed QIS survey was imported back into ACO is displayed in
the QIS Archived Date field in the Survey Properties window.

To view the QIS archived date:

1 1In ACO, select the Alpha tab.

2 Locate the facility in the tree, and click the + to expand the facility.
3 Click the + to expand the Survey tree.
4

Right-click the appropriate survey, then select Survey Properties from the
menu.

The QIS Archived Date field in the QIS section at the bottom of the window
displays the date the QIS survey was imported into ACO.

Synchronization Procedures

Each time you synchronize to a USB drive or to another location, QIS creates a
folder at that location named using the survey’s EventID. Inside the folder are
files for each synchronization, named <sync point name>-<surveyor staff
ID>.zip.

There are six synchronization points during a QIS survey.

At each synchronization point, QIS screens guide the team leader and
secondary surveyors through each step.

Browse button

During synchronization procedures, if you select the Browse button to save or
find a sync file, and bypass selecting the flash drive, the event ID IS NOT
added to the path for synchronization screens.

If you select the flash drive and not the Browse button, the event ID is added
to the path for synchronization screens.
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Synchronize Mobile Computers (USB)

Data is pushed from the team leader’s (primary) laptop to the surveyors’
(secondary) laptops, or pulled from the secondary surveyors laptops to the
team leader’s laptop. The team leader can create one copy of the survey data
on a USB drive, and secondary surveyors can pass the USB drive to each other.
Secondary surveyors can each create a copy of their survey data on the USB
drive for the team leader.

Team Leader Synchronization Points - Push
e Sync Offsite Prep Info and Assignments
e Sync Stage 1 Samples and Workload
e Sync Stage 1 & QCLI Data
e Sync Stage 2 Sample & Assignments

Secondary Surveyor Synchronization Points - Pull
e Sync Stage 1 Survey Data
e Sync Stage 2 & Fac Task Data
To synchronize from team leader to secondary surveyors:
1 Insert the USB drive into the team leader’s laptop.

When you insert the USB drive, the drive window may open. Close the
window if this occurs.

2 Select the appropriate sync point on the QIS Navigator.
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ASE-Q for ACME NURSING HOME (ODIW11) o ] B3

: File View | Options Reports Help
% + 1 © cCurrentSurveyor ¥

Synchronize Data

Once the Stage 1 Samples and Workload tasks have been completed, data must be sent to the secondary laptop(s). To do
this complete the steps below:

Jo]e BIAR

Step 1. Choose who to synchronize with. Multiple surveyors may be checked at once if they are using the same sync. type.
| MName Sync. Type Server 4 | StafflD

[  KAEHNY, M Use cuot

¥ MAY, KARIS Use

[c2f POWELL, MARTHA

Step 2. Verify your connection

¥ You are using the USB method of synchronization, please insert your flash drive before synchronizing.

Step 3: Synchronize

Status:
Data Successfully Copied to Drive: FA285K11451 SYNC-CUDD5.ZIP.

|For on-line help, press F1 [[Login: @isTuter |[Fjctve Surveyor: TUULS - Stater, ulie 1 lyum ||

|4

Figure 125: Synchronize Data - Team Leader

3 Select all team members using the same Sync Type (USB).

When you are syncing with more than one team member at a time, their

Sync Type must be the same.

4 Select the checkbox next to You are using the USB method of
synchronization, please insert your flash drive before
synchronizing.

The Synchronize Now button activates.

QIS IT & Surveyors Guide 9/21/14
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5 Click Synchronize Now.

The QIS Synchronization window opens with a list of external devices
plugged into your laptop. In most cases, only the USB drive is listed.

Bossme =

Select the USE Drive you wish to transfer from.
Staff: KAEHNY, M

TOSHIBA (£
QIS SURVEYS (F4)

Figure 126: QIS Sync window - Team Leader
6 Select the USB drive, then click OK to sync.
Click Browse to navigate to a location other than a flash drive.

TipP: The USB drop-down in the QIS Synchronization window displays the device
name if one has been assigned. If you have multiple, un-named USB
drives plugged into your laptop, click Browse for full navigation features.

The Status section of the Synchronize Data window shows the final status
of the sync. A message indicates if the sync was successful or if there is an
error.

7 Safely remove the USB drive according to your state’s procedures.

The team leader must put a checkmark next to all members of the survey
team (indicating all surveyors have been selected for synchronization) for
the screen to be complete.
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Secondary Surveyors

8 Insert the USB drive into the secondary laptop.
9 In QIS, use the Navigator to go to the sync point.

[® ASE-Q for ACME NURSING HOME (ODIW11)
le View | Options Reports Help

it 1 © curentSurveyor v

I [=] B3

Synchronize Data

Jo]e BIAR

Once the Stage 1 Samples and Workload tasks have been completed, data must be sent to the secondary
laptop(s). To do this complete the steps below:

Step 1: Verify your connection

¥ You are using the USB method of synchronization, please insert your flash drive before synchronizing.

Step 2: Synchronize

Status:

Data Successfully Copied from Drive: FA285K11%51 SYNC-CUD05.ZIP.

|Fnr on-line help, press F1 ||Login: G5 Tutar ”PEEVE S!uirveyor[:n(,i UDDJ‘— ”

now I 14

Figure 127: Synchronize Data - Secondary Surveyors

10 Select You are using the USB method of synchronization, please
insert your flash drive before synchronizing.

11 Click Synchronize Now.

The QIS Synchronization window displays a drop-down list of external
devices plugged into your laptop. In most cases, only the USB drive is listed.

£ qus sy -loj x|
Select the USE Drive you wish to transfer to.
A directory for this EventlD will automatically be created.

TOSHIBA (EY) ‘
QIS SURVEYS (F:Y)

Figure 128: QIS Sync window - Secondary Surveyors
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12 Select the USB drive or click Browse to navigate to another location, then
click OK to sync.

The Status section of the sync window displays the sync result, with a
message indicating the sync was successful or that there was an error.

When the sync is successful and you leave the screen, QIS refreshes the
workflow menu in the Navigator.

13 Safely remove the USB drive according to your state’s procedures.
To synchronize from secondary surveyors to the team leader:

During Sync Stage 1 Survey Data and Sync Stage 2 & Fac Task Data,
secondary surveyors synchronize their data with the team leader.

Each secondary surveyor must perform this procedure.
1 Insert the USB drive into the secondary surveyor’s laptop.
2 Use the QIS Navigator to go to the sync point.

F/% ASE-Q for ACME NURSING HOME (ODIW11) =13
: File View | Options Reports Help

% 1+ 3 € CurentSurveyor v

Synchronize Data

Once the Stage 1 Samples and Workload tasks have been completed, data must be sent to the secondary
laptop(s). To do this complete the steps below:

Jo]e BIAR

Step 1: Verify your connection

¥ You are using the USB method of synchronization, please insert your flash drive before synchronizing.

Step 2: Synchronize

Status:
Data Successfully Copied from Drive: FA285K11%51 SYNC-CUD05.ZIP.

|Foron-line help, press F1 ||Login: G5 Tutar ”PE[Ne S[uirveyor[:[({ UDDJ‘- ” ||NUM ” |%

Figure 129: Synchronize Data - Secondary Surveyors

3 Select You are using the USB method of synchronization, please
insert your flash drive before synchronizing.

4 Click Synchronize Now.
5 Select your USB drive or other location, then click OK to sync.
6 If the sync is successful, safely remove the USB drive.

After all secondary surveyors synchronize their data using the USB drive, the
team leader has two options to complete the synchronization procedure.
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Team Leader

Option 1: Select all surveyors using the same sync type

1 Use the Navigator to go to the sync point.

2 Select all the team members who are using the same sync type.

3 Select You are using the USB method of synchronization, please
insert your flash drive before synchronizing.

4 Click Synchronize Now.

The QIS Synchronization window displays the name of the surveyor with
which it will sync:

B orsomc =1oix|
Select the USE Drive you wish to transfer from.

Staff: KAEHNY, M

TOSHIBA (EY)

QIS SURVEYS (FY)

Figure 130: QIS Sync window - Team Leader
5 Insert the surveyor’s USB drive into the primary laptop.
6 Select the USB drive, then click OK to sync.

When the sync is complete and successful, QIS opens the QIS
Synchronization window with the name of the next surveyor.

7 Safely remove the first surveyor’s USB drive, then insert the next surveyor’s
USB drive.

Continue until each surveyor’s data is synchronized with the primary laptop.

Once the data from all USB drives is synchronized with the primary laptop,
QIS marks the task complete.

Option 2: Select each surveyor individually
1 Use the Navigator to go to the sync point.
2 Select one surveyor.

Note: Using Option 2, you can choose surveyors having any sync type. This
example uses USB drives to synchronize.

3 Select You are using the USB method of synchronization, please
insert your flash drive before synchronizing.

4 Click Synchronize Now.

The QIS Sync window displays the name of the selected surveyor.
5 Insert the surveyor’s USB drive.
6 Select the USB drive, then click OK to sync.
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7 When the sync is complete and successful, remove the USB drive.
8 De-select the currently selected surveyor, then select another surveyor.
9 Repeat with each surveyor until all data is synchronized.

Once the data from all USB drives is synchronized with the primary laptop
and you leave the sync screen, QIS marks the task complete.

Backup and Recovery

The Backup Survey section in the Navigator contains a Survey Export step
available only to the team leader. This screen allows the team leader to perform
the daily backup task.

Team Leader Daily Backup

The Backup Survey/Survey Export task backs up all the team leader’s survey
and QIS data.

If the team leader performs the backup to a USB drive, the system creates a
folder on the selected USB drive using the survey event ID as the folder name,
and BACKUP as the sub-folder name

Example: F:\VNRH11\BACKUP

The backup filename uses the following file format: Year, Month,
Day<tilde>Military Time (Hour, Minute, Second).

Example: ExportSurvey~130728~174220.ZIP
To back up a survey - team leader:
1 1In the QIS Navigator, expand the Backup Survey section.
2 Select Survey Export.

- Verify your connection:

Insert the USB drive into your laptop and select You are using the USB
method to export your data, please insert your flash drive before
starting your export.

- Click Export.

3 Select Yes on the Are you sure you want to Export the Survey Data
message.

4 Select your USB drive from the droplist, then click OK to begin the transfer
process.

110 9/21/14 QIS 4.03



Backup and Recovery

5 Click Apply to complete the backup transfer.
6 Check the Status box. A successful backup will display a message similar to:

Survey Export was Successful to drive:
F:\VNRH11\BACKUP\ExportSurvey~130728~174220.ZIP.

7 According to your state’s procedure, check that your USB drive contains the
backup file.

More ...
“Backup Survey” on page 98

Secondary Surveyor Daily Backup

Secondary surveyors can also create a daily backup file. During Stage 1,
secondary surveyors use the Daily Backup button on the Sync Stage 1 Survey
Data screen. During Stage 2, use the Daily Backup button on the Sync Stage 2
& Fac Task Data screen.

RSE—anrMI“EH.IRSIIGHOI“E(ODIWII) =] E3
: File View | Options Reports Help

% 1+ 3 € CurentSurveyor v

Synchronize Data

Once the Stage 1 Survey Data tasks have been completed, data must be sent to the primary laptop. To do this complete
the steps below:

Jo]e BIAR

Step 1: Verify your connection

Step 2: Synchronize

Synchronize Now Daily Backup
Status:
|For on-line help, press F1 [[Login: misTuter | Surveyor, W5 -Alen. 1 lum [ ] 4

Figure 131: Daily Backup for Stage 1 - Secondary Surveyor screen

If the secondary surveyor performs the backup to a USB drive, the system
creates a folder on the selected USB drive using the survey event ID as the
folder name, and BACKUP as the sub-folder name

Example: F:\4XMG11\BACKUP
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The backup file uses the following file naming format: Year, Month, Day, Military
Time (Hour, Minute, Second), and the surveyor staff ID.

Examples:
- S1Backup~131029~164220~-49596.ZIP
- S2Backup~131029~164220~-49596.ZIP

To backup a survey - secondary surveyors:

1
2
3

In the QIS Tool, expand the Stage 1 Survey section.
Select Sync Stage 1 Survey Data.

On the Synchronize Data screen:

- Verify your connection:

Insert the USB drive into your laptop and select You are using the USB
method of synchronization, please insert your flash drive before
synchronizing.

- Click Daily Backup.

Select Yes on the Are you sure you want to run the Daily Backup?
message.

Select your USB drive from the droplist, then click OK to begin the transfer
process.

Check the Status box. A successful backup will display a message similar to:

Daily Backup was Successful to drive:
F:\4XMG11\BACKUP\S1Backup~131029~164220~-49596.ZIP.

According to your state’s procedure, check that your USB drive contains the
backup file, the current date, and the staff ID.

Repeat steps 1 through 7 for the Stage 2 Survey step. The results should
be similar to the Stage 1 Survey step, except the file name begins with
S2Backup instead of S1Backup.
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Restore From Backup

If it is necessary to restore a backup file, the team leader performs the
procedure. The Restore from Backup button is disabled for secondary
surveyors.

Secondary surveyors should save their daily backups to the Team Leader’s USB
drive. If a surveyor cannot continue a survey, the Team Leader can then restore
the secondary’s data to the primary machine and make reassignments as
needed.

There are rare occasions when a secondary surveyor can safely restore a
backup to a secondary machine. This usually occurs when all data is lost on the
secondary machine. In such cases, the secondary surveyor can temporarily
make the Team Leader the active surveyor in ASE-Q on the secondary machine,
before opening QIS. This action enables the Restore from Backup button on the
synchronization screens.

RSE—anrMI“EmRSIIGHOI“E(ODIWII) !EE
¢ File View | Options Reports Help
+ J S CurrentSurveyor ¥

JoeBisep |

Synchronize Data
Once the revisit i igati have been leted, data must be sent to the primary laptop. To do this complete the steps
below:

Step 1. Choose who to synchronize with. Multiple surveyors may be checked at once if they are using the same sync. type.

| MName Sync. Type Server 4 | StafflD

[¥  Allen, Kristin Use 25035
[~ Hickling, Michelle USE

Myers, Marla

Step 2. Verify your connection

¥ You are using the USB method of synchronization, please insert your flash drive before synchronizing.

Step 3: Synchronize

Synchronize Now | Restore from Backup Undo Last Restore

Status:

|For on-line help, press F1 [[Login: @ISTuter |[Fctve Surveyor TS0 -Gl CanT 1 Twum || | 4

Figure 132: Restore from Backup - Team Leader screen

The Restore from Backup button appears on the Sync Stage 1 Survey Data and
Sync Stage 2 & Facility Task Data screens. When you restore from the Sync
Stage 1 screen, QIS restores all data from Stage 1. When you restore from the
Sync Stage 2 screen, QIS restores all data from Stage 2.
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Any time the Team Leader uses Restore from Backup, QIS first creates a restore
file that contains a snapshot of the Team Leader’s QIS data at the date and time
the Restore from Backup was initiated. This snapshot enables the Team Leader
to Undo Last Restore.

Only one restore file exists. If the team leader performs a second Restore
without undoing the last Restore, QIS will overwrite the restore file with the
data created by the first Restore.

WARNING! Always review and confirm your data, in either Stage 1 or Stage 2
as appropriate, before performing a Restore from Backup.

When restoring a backup file from a USB drive, the system displays a directory
window for all files located in the BACKUP folder for the given event ID and
step, allowing the team leader to select the correct file to restore.

To restore a backup file - team leader:

1 Inthe QIS Tool, select the Stage 1 Survey section in the Navigator, and then
click the Sync Stage 1 Survey Data option.

2 On the Synchronize Data screen:
- Select the checkbox for the appropriate surveyor.

- Insert the USB drive into your laptop and select You are using the USB
method of synchronization, please insert your flash drive before
synchronizing.

- Click Restore from Backup.

3 Select Yes to the Are you sure you want to run Restore from Backup?
message.

4 Click Apply in the Finalize Transfer window.

5 In the QIS Restore window, select your USB drive from the droplist, then
click OK.

6 Select the appropriate file from the Select a File to RESTORE window, then
click Open and OK.

7 When complete, the Status box on the Synchronize Data screen will display
a message similar to:

<Team Member name>: Data Successfully Restored from Backup
located on Drive:
F:\VNRH11\BACKUP\S1Backup 111108 135103 -45457.ZIP.

8 Repeat steps 1 through 7 to restore a backup file from the Stage 2 Survey
step. The results will be similar to the Stage 1 Survey step, except the file
names to begin with S2Backup instead of S1Backup.
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Undo Last Restore

If the team leader selects the Undo Last Restore button on the Synchronize
Data screen or Sync Stage 1 Survey Data or Sync Stage 2 & Facility Task Data
steps, the system restores all QIS data for the given survey using the restore
file created during the Restore from Backup procedure.

The restore file contains a backup of the current QIS data for the survey at the
time the restore from backup was initiated.

To undo the last restore:

1 Inthe QIS Tool, select the Stage 1 Survey section in the Navigator, and then
click the Sync Stage 1 Survey Data option.

2 Insert the USB drive into your laptop.

3 To activate the Undo Last Restore button, select a surveyor and mark the
checkbox next to You are using the USB method of synchronization,
please insert your flash drive before synchronizing.

4 Select Undo Last Restore.

5 Select Yes to the Are you sure you want to Undo the Last Restore
created <date:time>? message.

6 Select Yes to the QIS data already exists on destination. Do you want
to overwrite it with new data? message, then click Yes on the
confirmation message to begin the transfer.

7 Click Apply on the Finalize Transfer window.

8 When complete, the Status box on the Synchronize Data screen will display
the message: The Undo Last Restore has completed successfully.

9 Repeat steps 1 through 6 to Undo Last Restore from the Stage 2 Survey
step.

RO Surveyors (embedded or observational)

When an RO surveyor is embedded on a state survey, or is conducting a FOQIS,
following a few pre-survey procedures can help the survey flow smoothly. This
section provides information for states and regional office surveyors who
participate in state QIS surveys. Included are procedures for setting up state
and regional office laptops to work together, transferring QIS survey shells,
synchronizing data during a QIS survey, and other considerations.

Observational surveyors are not part of the survey team. Observers can import
the survey from a USB drive using the ASE-Q import function.

More ...
“Observational Surveyors” on page 129
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Before Arriving Onsite

The state IT and survey team and RO staff should ensure the survey, laptops,
and equipment meets the following requirements.

e Crossover cable - the RO should bring a crossover cable. CMS requires use
of a crossover cable to transfer survey shells and synchronize QIS data. This
method avoids complications between state and regional software
encryption rules.

e Contact the SA team leader, or state QIS support coordinator, to check
the state's mobile computer setup.

- Confirm ports are opened in all firewalls, including Microsoft's built-in
firewall, which is installed on each computer. These ports must be open
for the RO and state survey team to use a wired connection. The ports
are used to discover ASE-Q databases on the same network, and for
data transfers.

WARNING! If the state has blocked these ports, the embedded RO surveyor
and state survey team will not be able to transfer data using the
crossover cable.

The three required ports are:
- 2638 for TCP
- 901 for UDP
- 910 for UDP

The RO should be aware that strict state firewalls may block port 910,
and if so, prevent the ASPEN Information Service (AIS) and ASPEN from
communicating. If state security blocks this port, you may see a
message like this:

Error creating Database Locator Object: No connection could be made because the target machine actively refused it 127.0.0.1:910

Figure 133: Refusal error

If you see an alert similar to this, contact your state IT administrator.
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e Confirm state laptops are set up to use dynamic IP addresses from a DHCP
server (you may need to talk to the state QIS support coordinator).
The RO doesn't need to enter a dynamic IP address on the RO laptop until
arriving onsite.

WARNING! Using dynamic IP addresses is a requirement for using a
wired connection between state and RO laptops. If state
laptops are using static IP addresses on separate networks, or
the laptops use a mix of static and dynamic addresses, transfers
cannot be performed. These rules apply to direct wired transfers.

e If the RO is embedded with the state team, confirm the RO is listed in the
state database as a special surveyor.

If the participating RO is not listed in the state database as a special
surveyor, the RO will need to add herself to the survey team in ARO before
the survey is exported from ACO by the state.

e If this is the RO’s first QIS survey embedded with the state, confirm your
ASE-Q login includes QIS permissions.

Setting up a wired connection in ASE-Q refers to file transfer and data
synchronization procedures.

File Transfer

An ASE-Q to ASE-Q wired connection is used to transfer the QIS survey shell
from the team leader's laptop to the RO surveyor’s laptop using the
Import/Export functions. Import/Export is not used to synchronize QIS survey
data during sync points.

WARNING! Use file transfer when you import the initial QIS survey shell. If you
re-import the QIS survey shell into ASE-Q after beginning the
survey, all your survey data will be lost.

Data Synchronization (Embedded)

You can use a wired connection to synchronize QIS survey data inside a QIS
survey. Synchronizing, or syncing, integrates data entered by all surveyors and
the team leader at pre-defined sync points during the survey.
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Acquire the QIS Survey Shell (Email)

Before beginning the QIS survey, you need to acquire the QIS survey shell from
the team leader. The team leader can either email the survey to you as a zip
file before the survey begins, or you can use a wired cable connection to
transfer the file onsite.

To transfer the QIS survey shell (email):

1

W N

0O N O 0 »

Locate the email sent by the state with the QIS survey shell attachment
(zip file) in your email application.

Right-click the attachment and select Save As.

In the Save Attachment window, navigate to the location where you store
your survey zip file and select it.

Click Save, then exit your email application.

Open ASE-Q.

Click the Import button on the ASE-Q toolbar.

In the Import window, select Other Zip File Location.

Click the Binoculars button to open the Select for Import window.

Navigate to the QIS survey shell zip file location, select it, then click Open.

10 In the Import window, click OK.

Survey Import - Source (From): Transfer File Destination (To): ASE on this - | Ellll

You have selected the following surveys to import to ASE on this PC

Event 1D Provider Name Last Updated by Source * | Last Updated by Destination

i ACME NURSIN.... i PEMMER, TIFFANY 0BA1. <DOES NOT ExIST>

Select All Select Mone ¥ Include related QIS survey shells

Continue with Import Always Use Source: No | Cancel Import [

Figure 134: Survey Import window

11 In the Survey Import window, select the checkbox next to the survey you

want to transfer, then select Continue with Import.

118

9/21/14 QIS 4.03



RO Surveyors (embedded or observational)

12 In the Finalize Transfer window, select Apply to complete the import.

-1/ x|

Merge is complete. Press Apply to finalize this transfer or Cancel to abort. Any changes made
during the merge will be lost if Cancel is pressed.

Apply |

Type Logged Item

Transferring table FACILITY

Transferring table BUILDINGS
Transferring table SURVCITE

Transferring table ASP_CTN_ASCTD_DTL
Transferring table SURVTEAM
Transferring table SURVOFCHOUR
Transferring table SURVDL

Transferring table SURVREGS

Transferring table ATTACHMENTS A

Figure 135: Finalize Transfer window
If you are importing more than one survey, the transfer process will be
repeated for each survey.

More ...
“"Wired Communication” on page 19

Arriving Onsite

Before the team leader can perform the Sync Offsite Prep Info and Assignments
step (and earn a checkmark), team leader and embedded RO surveyor must
set up the wired connection between the laptops, add the embedded RO
surveyor to the team roster, and transfer the QIS survey shell.

The team leader and the RO need to work together on this procedure.

Note: Each time you connect the crossover cable, you may need to wait
up to 60 seconds for the connection to be established before you can
initiate a data sync.

To set up the wired connection:

Team Leader & RO

1 Open the QIS survey and use the Navigator to go to the Team Roster
(Offsite Preparation).

Team Leader
2 Disable your AirCard.

Note: Disabling the AirCard is the best way to ensure a consistent IP
address for your computer during the survey. AirCards often trigger new IP
addresses, and the Get My IP function sends an error message if it sees
more than one IP address.
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3 Insert the crossover cable into the adapters on the team leader’s and RO’s
laptops.

4 On the Team Roster screen, select the RO, then select Wired Network for
the Synchronization Method.

I [=] B3

[ ASE-Q for ACME NURSING HOME (ODIW11)
¢ File View | Options Reports Help
+ J S CurrentSurveyor ¥

‘wiith either network (\Wired or Wireless) based hronization method it is required to enter, or select using the “Locate ASE Databases™

h:rhun.ﬂ'eSewerrﬂTmfureachofywmt;arsheluw. Your server name is listed next to your name in the list.

Jo]e BIAR

Double click a database name to fill in the server for the highlighted row above.

Database | User | Machine

Locate ASE Databases |

|l S I [TV

|For on-line help, press F1 [[Login: @isTuter

Figure 136: Team Roster window with RO and Wired Network selected
5 Click Get My IP. QIS displays the IP address of your laptop.

Note: If 0.0.0.0 is displayed in the IP Address window, the wired network
connection is not established. Wait 60 seconds, then click Get My IP again.

B X

Your IP Address Is: 192, 168.1.131

[ o< |

Figure 137: IP address window
6 Write down the IP address or read the IP address to the RO.

RO
7 Enable your wired network connection.

Note: If you have trouble establishing your wired network connection, call
the QTSO Help Desk 1-888-477-7876.
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8 In the Team Roster screen, select the team leader, then select Wired
Network for the Synchronization Method.

9 Tab to the Server column and type in the team leader’s IP address.

[% ASE-Q for ACME NURSING HOME (ODIW11) =] E3
: File View | Options Reports Help
% + § & CurrentSurveyor ¥

‘wiith either network (Wired or Wireless) based synchronization method it is required to enter, or select using the "Locate
ASE Databases” button, the Server names for each of your members below. Your server name is listed next to your
name in the list.

Jo]e BIAR

(0] MName | LastUpdate aynchronization Server
C BANDLE, BRIAN Wired Network

L4 192.168.1.121
Leader Get My IP

Double click a database name to fill in the server for the highlighted row above.

Database | User | Machine

Locate ASE Databases |

[For on-line help, press F1 [[Login: G5 Tutor |[Fetue Surveyer CUUOZ= 1 lum [ ] 4

Figure 138: Team Roster window - Wired Network selected & IP Address entered

10 To complete the connection, select your name, then select Wired Network
for the Synchronization Method.
The wired connection between the team leader’s laptop and RO’s laptop is
complete. During each sync point, connect the crossover cable between the
team leader’s and RO’s laptops and follow the steps on the Synchronize
Data screens.

QIS IT & Surveyors Guide 9/21/14 121



QIS Surveys

Acquire the QIS Survey Shell (Wired)

Before beginning the QIS survey, you need to acquire the QIS survey shell from
the SA team leader. You can use a wired cable connection to transfer the file
onsite, or receive the file though email.

CMS requires use of a crossover cable to connect the team leader’s and RO’s
laptops and transfer the survey. This method avoids complications between
state and regional software encryption rules.

Note: The ASE-Q to ASE-Q wired connection is only active during the file
transfer session. Each time you transfer additional files, you need to set up the
connection again. However, you only need to perform the wired transfer once
during a survey to import the survey shell. If you re-transfer the survey shell
after beginning the survey, all your survey data will be lost.

The RO and the team leader need to work together on this procedure.
To transfer the QIS survey shell (wired):

Team Leader
1 Log in to ASE-Q and open the QIS survey.
2 Remove or disable your AirCard.

Note: Disabling the AirCard is the best way to ensure a consistent IP
address for your computer during the survey. AirCards often trigger new IP
addresses, and the Get My IP function sends an error message if it sees
more than one IP address.

3 Insert the crossover cable into the adapters on the team leader’s and RO's
laptops.

4 In the Team Roster, click Get My IP. Write down the IP address.

Note: If 0.0.0.0 is displayed in the IP Address window, the wired network
connection is not established. Wait 60 seconds, then click Get My IP again.

5 Close the QIS survey and return to the ASE-Q desktop.

Note: If the team leader does not close the QIS survey, the RO will get a
survey lock error message.

RO
6 Log in to your laptop before connecting the crossover cable.

7 Enable your wired network connection.
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Note: If you have trouble establishing your wired network connection, call

the QTSO Help Desk 1-888-477-7876.

8 Open ASE-Q, then click the Import button on the ASE-Q toolbar.
9 Inthe Import window, select Locate ASE Database. In the text box, type

the team leader's IP address, then click OK.

mport S ES
 Import Type
& Surveps " Regulationz
— Imnpart Fram
" ASPEN Transfer Location
| &  USB/Removabls Drive (E:5] =l

" Dther Zip File Location
IF:\UHSHﬂ-LCWEST-HDCUMP-BETA4.Z|P ﬂl

- Locate ASE Database
Database name or IF address of the computer

[152.166.1.131] Iy

o]

Cancel | Help |

Figure 139: ASE-Q Import window

10 In the Survey Import window, select the survey you want to transfer, then

click Continue with Import.

Survey Import - Source (From): Transfer File Destination (To): ASE on this PC

You have selected the following surveys to import to ASE on this PC

=10l x|

Provider Name
 ACME NURSIN... |

Event ID
i PEMMER, TIFFANY 0BA1.

@ opwiz

Last Updated by Source * | Last Updated by Destination
<DOES NOT ExIST:

Select All Select None

Continue with Import Always Use Source: No |

¥ Include related QIS survey shells

Cancel Import [

Figure 140: Survey Import window
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11 In the Finalize Transfer window, select Apply to complete the import.

-1/ x|

Merge is complete. Press Apply to finalize this transfer or Cancel to abort. Any changes made
during the merge will be lost if Cancel is pressed.

Apply |

Type Logged Item

Transferring table FACILITY

Transferring table BUILDINGS

Transferring table SURVCITE

Transferring table ASP_CTN_ASCTD_DTL

Transferring table SURVTEAM

Transferring table SURVOFCHOUR

Transferring table SURVDL

Transferring table SURVREGS

Transferring table ATTACHMENTS A

Figure 141: Finalize Transfer window

Synchronize Mobile Computers (Wired)

During the survey, use these procedures when the team leader and embedded
RO surveyor need to synchronize data at the established sync points.

Note: In most cases, the Team Leader’s computer will retain the same IP
address for the duration of the survey. Some computer activities, such as using
the AirCard, may trigger a new IP address. If you see an error message while
trying to synchronize (try to synchronize twice, waiting 60 seconds each time),
return to “Arriving Onsite” on page 119 and set up a new wired connection
using the new IP address.

To synchronize from team leader to RO surveyor:

RO

1 Connect the crossover cable into the adapters on the team leader’s and RO's
laptops.

2 Enable your wired network connection.

Note: If you have trouble establishing your wired network connection, call
the QTSO Help Desk 1-888-477-7876.

Team Leader
3 Navigate to the sync point.
4 On the team leader’s laptop, the team leader selects the RO staff.
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5 Select the checkbox next to You are using the Wired Network method
of synchronization, please connect your network cable before
synchronizing.

The Synchronize Now button activates.

6 Click Synchronize Now.

ASE-() for ACME NURSING HOME (ODIW11) _ O] x]
: File View | Options Reports Help

é + 1 S currentSurveyor

Synchronize Data
Once the Offsite Prep tasks have been completed. data must be sent to the secondary laptop(s). To do this complete the steps below:

1018 BIAR

Step 1: Choose who to synchronize with. Multiple surveyors may be checked at once if they are using the same sync. type.
MName Sync. Type Server # | StaffiD

Step 2. Verify your connection

i *ou are using the Wired Network methed of synchronization. please connect your network cable before
synchronizing.

Step 3: Synchronize

Synchronize Now

Status:

[For on-line help., press F1 |[Login: @I5Tutor [ e NUM 4
Figure 142: Synchronize Data - Wired, Team Leader

The Status section of the sync window shows the final status of the sync. A
message indicates if the sync was successful or if there is an error.

If successful, the final status message is: Data Successfully Prepared for
Team Member Synchronization.

The crossover cable remains connected between the team leader’s and RO
surveyor's laptops.

RO
7 Navigate to the sync point.

Select You are using the Wired Network method of synchronization,
please connect your network cable before synchronizing.

The Synchronize Now button activates.
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9 Click Synchronize Now.

F% ASE-Q for ACME NURSING HOME (ODIW11)
: File View | Options Reports Help

E + § & CurrentSurveyor ¥

Synchronize Data

z

=

E Once the Offsite Prep tasks have been completed, data must be sent to the jary | ). Todo this
S steps below:

Step 1: Verify your connection

I3 $You are using the \Wired Network method of synchronization, please your network cable before

isynchronizing.

Step 2: Synchronize

Synchronize Now |

Status:

I [=] B3

|Fnr on-line help, press F1 ||Login:QISTutor ”HEEWE[DS, IJI'VE'H‘)I'Z ZBAT - Ferrell, ”

| (T

|4

Figure 143: Synchronize Data window - Wired, RO

The Status section of the sync window shows the final status of the sync. A
message indicates if the sync was successful or if there is an error.

If successful, the final status message is: Data Successfully Copied from

Leader.

When the sync is successful, QIS refreshes the screen.

10 Disconnect the crossover cable between the team leader’s and RO

surveyor's laptops.

To synchronize from RO surveyor to the team leader:

RO

1 Connect the crossover cable into the adapters on the team leader’s and RO's

laptops.
2 Enable your wired network connection.

Note: If you have trouble establishing your wired network connection, call

the QTSO Help Desk 1-888-477-7876.
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3 Use the Navigator to go to the sync point.

4 Select You are using the Wired Network method of synchronization,
please connect your network cable before synchronizing.

5 Click Synchronize Now.

.RSE—anrMI‘EmRSIIGIlOI‘E(ODIWII) !EE
: File View | Options Reports Help
% + § & CurrentSurveyor ¥

Synchronize Data

Once the Stage 1 Samples and Workload tasks have been completed, data must be sent to the secondary laptop(s). To
do this complete the steps below:

Jo]e BIAR

Step 1: Verify your connection

i¥ou are using the \Wired Network method of synchronization, please your network cable before
v
isynchronizing.

Step 2: Synchronize

Synchronize Now |

Status:

|For on-line help, press F1 [[Login: @IS Tuter |[Fetve Surveyor ZBHT-Ferrel 1 Tvum || | 4

Figure 144: Synchronize Data window - Wired, RO

The Status section of the sync window shows the final status of the sync. A
message indicates if the sync was successful or if there is an error.

If successful, the final status message is: Data Successfully Copied to
Leader.

The cable remains connected between the team leader’s and RO’s laptops.
Team Leader
6 Use the Navigator to go to the sync point.
7 Select the RO surveyor.

8 Select You are using the Wired Network method of synchronization,
please connect your network cable before synchronizing.
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9 Click Synchronize Now.

The Status section of the sync window shows the final status of the sync. A
message indicates if the sync was successful or if there is an error.

If successful, the final status message is: Team Member [surveyor last, first
name]: Data Successfully Copied.

ASE-Q for ACME NURSING HOME (ODIW11) !E £
: File View | Options Reports Help

% + 1 © cCurrentSurveyor ¥

£ | Synchronize Data
E Once the Stage 1 Survey Data tasks have been completed, data must be sent to the primary laptop. To do this complete
S the steps below:

Step 1. Choose who to synchronize with. Multiple surveyors may be checked at once if they are using the same sync. type.

Step 2. Verify your connection

iYou are using ire etworl synchronization, please your network cable before
~ Yo the Wwfired N k method of | k cable beft
isynchronizing.

Step 3: Synchronize

Synchronize Now | Restore from Backup Undo Last Restore

Status:

|For on-line help, press F1 [[Login: QisTuter [ e NUM Yy
Figure 145: Synchronize Data window - Wired, Team Leader

10 When the sync is successful and you leave the screen, QIS refreshes the
workflow menu in the Navigator.

11 Disconnect the crossover cable between the team leader’s and RO
surveyor's laptops.
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Observational Surveyors

Observational surveyors are not added to the Team Roster, and do not
participate in any team activities such as editing findings, syncing, or backups.

At various milestones during the survey, the Team Leader exports the survey
from ASE-Q, using ASE-Q’s Export function. Observers then import the survey
into ASE-Q on the Observer machine. SA Observers can use a USB drive for the
transfer; ROs can use the wired connection. With each new import, the
Observer should answer Yes to the question about overwriting QIS data.

Observers view the survey as a supervisor, which is easily assigned in Citation
Manager.

To view the survey as an observer:

1 1In the ASE-Q tree, locate and expand the provider record.

=-€4d ASPEN Desktop (Alpha View)
g My Surveys (Secondary, Va )

g% 09

C-ik AC
Ll Aaa Mursing Nf - MI223344 - NH-NF - Detroit

Azaa Test Sdfasdsd - sdfsdf - NH-18 - Asd

Abbey Delray - 35051 - SNFMF - Delray Beach

Aberdeen Rehabilitation And Skilled Mursing Center - 8.

Acme Mursing Home - MO78009 - SMF/NF - Buhler

; Q ODIW11 - 04/21/2014 - Open

g ODIW21 - 04/21/2014 - Open

Residents MDS 3.0

Figure 146: ASE-Q tree with provider record expanded
The QIS survey is listed beneath.

2 Right-click the survey and select Citation Manager.

Add Team Member 7|

Observer, Ya - 30004 is not currently a member of this
survey team. Do pou wank ba:

 Add Observer, Wa - 30004 to Survey Team

* \iew Citation as Supervisor

ak. I Cancel | Help |

Figure 147: Add Team Member window

3 In the Add Team Member window, select View Citation as Supervisor,
then click OK.

Note: The Add Team Member displays when a staff member who is not on the
survey team (such as a Supervisor or Observer) opens Citation Manager.
Supervisors and Observers should not add themselves to the survey team.

4 To learn who is the team leader, click Roster. The team leader is indicated
by a blue diamond.
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34057 Bamett, Renee

33991 Denny, Ruth
& Rase, Christan
19574 Summers, Kim

Update... | Leader | Delete | Done I Help

Figure 148: Team Roster window

5 Click Done to close this window.
6 In the Team Roster section, highlight the team leader, then click Activate.

Citation Manager for Acme Mursing Home 04/07/2014 - 04/21/2014 EE

Eitatio?s Regulations Find I [Include lzading zeroes)

0356 - Posted Murse Staffing Information - C ;I Lang Tem Care Faciiies - FED - F - 13.00
371 - Food Procure, Store/prepare/serve - Sanitary - F % ADULT CARE HOME EAR - 5T -5 - 16 a0

0
0412 - Routine/emergency Dental Services In Mfz - D

0425 - Pharmaceutical Sve - Accurate Procedures, Rph - [
0428 - Drug Regimen Review, Report Imegular, &ct On - E
0431 - Drug Records, Label/store Drugs & Biologicals - E
0463 - Resident Call System - Rooms/toilet/bath - D

0514 - Res Records-Complete/accurate/accessible - E

- Jaa Committee-t embers/meet Quarterly/plans - F

EJ ADULT CARE HOME KAR -10.00

F-[E3] 0000 - Iritial Comments -

( 1% 1172 - P E - Mursing Facility Supoort Sustem - E | _>|;I

=]
Fe

=T
=1
5]
R
=

=8

N -sS00C
Team Foster — Survey Information
D [ Name | Tite | & Event ID: oD
34057 Barnett, Renee Fegistered Mu % @ Medicare |D- 175404
33991 Denny, Ruth Registered Mu ’
) ; el i Fac ID: MO72003
19574 Summers, Kim Feqistered My ™ Active Surveyor: Observer, VWa [30004)]
4] | 3 ,
Mode: Supervizor
Roster... | Activate... | F|emarks-Non-EonfidentiaI...| Survey Dates: 04/07/2014-04/21/2014
als
y g=
W n Dane Help -
Find... Fomms... | Letters... | Attach... G5 Tool | Load Cites

Figure 149: ASE-Q Citation Manager window
7 In the Change Surveyor window, answer Yes.

Change Surveyor

| Make Rose, Christan {32578) active surveyor?

Figure 150: Change Surveyor window
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Changing the active surveyor to the team leader allows the Observer to view
survey data.

Note: The Observer’s ASE-Q security and permissions must be equal to
those of the team leader. When activating alternate surveyors, ASE-Q does
not provide additional security privileges, although it may provide fewer.

8 In Citation Manager, click QIS Tool _#=T=dl| t5 open the QIS survey.

WARNING! As an Observer, do not add or edit survey information.

Delete QIS Information after the Survey

Security requires that after the QIS survey is complete and imported into ACO,
State and RO surveyors should delete the survey and residents information
from ASE-Q.

To delete the residents after the survey:

1 In ASE-Q, click the Alpha tab on the bottom of the screen, locate the facility
in the tree, then click the + to expand it.

2 Under the QIS survey event ID, right-click the Residents MDS 3.0 option
and select Delete Residents from the popup menu.

=¢8> ASPEN Desktop (Alpha View)
g My Surveys ( Reose, Christan)

| v

0-g

E-gk A-C
N Asa Nursing NF - MI223344 - NH-NF
M Azaa Test Sdfasdsd - sdfsdf - NH-1
N Abbey Delray - 95051 - SNF/NF - De
M Aberdeen Rehabilitation And Skilled
N Acme Mursing Home - NOZ3009 - SN
Q ODIW11 - 04212014 - Open
{3) =ODIW12 -07/16/2014 - Open
ODIW21 - 04/21/2014 - Open

: Residents MDS g8

g Albany County Murs
- Allegan County Med

MDS 3.0 Resident Viewer
Delete Residents

Figure 151: ASE-Q Alpha Tree - Delete Residents option
3 Select Yes to delete residents and assessment information, or No to cancel.
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ASPEN Explorer

C) "-I This will delete all residents in this fadlity and their assessments.
¥’ Are you sure?

Figure 152: Delete Resident confirmation message

=-¢f> ASPEN Desktop (Alpha View)

g3 0-9

F-[24] My Surveys { Rose, Christan)
=

A-C

Aaza Mursing Mf - MI223344 - NH-NF
Azaa Test Sdfasdsd - sdfsdf - MH-1i
Abbey Delray - 35051 - SNF/MF - De
Aberdeen Rehabilitation And Skilled
Acme Mursing Home - NO73009 - 5N
(3) ODIW11-04/21/2014 - Open
(3) *ODIW12 - 07/16/2014 - Open
4 ODIW21 - 04/21/2014 - Open
Albany County Mursing Home -
Allegan County Medical Care Fa

Americare Convalescent Ctr -8

ASE-Q will delete the survey residents and their assessments for the
selected facility, and then remove the Residents MDS 3.0 option for that

Figure 153: ASE-Q Alpha tree after using the Delete Residents option

To delete the facility after the survey:

1

2

Expand the Recycle node and locate your facility.
Right-click the facility and select Delete.

In ASE-Q, locate your facility in the tree. You may choose to send the entire
facility to the Recycler, or you may send an individual survey.

Right-click the facility (or survey) and select Send To | Recycler. Answer
Yes to the Recycle message.

This places the facility (or survey) under the Recycle node in the tree. If you
delete only the survey, it will be listed under the facility name.

You still haven't entirely removed the survey and QIS data from ASE-Q. To
do that, you need to remove it from the Recycler.
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View QIS Surveys in ACO/ARO

In ACO/ARO, you can use the QIS Tool to view a completed QIS survey, and

print reports on this data.
The QIS Tool in ACO/ARO provides consolidated summaries, called

Management Views, of Stage 1 and Stage 2 QIS survey data. Survey data is
read-only and users cannot alter data entries. In addition, buttons, validation,
data entry, and save functions are disabled.

You can expand the Navigator and use the Next Step/Previous Step buttons to
review data in sequence, or directly select the step in the QIS survey you want

to review.

To view QIS survey data in ACO/ARO:
1 In ACO/ARO, locate your survey in the tree.

43 ASPEN Central Office Current Selection: ALL NURSING HOMES

File Wiew Reports Tracking Swstem Help

H

m“%ﬂ&frsa“a“

Survey Facility

Fecycle  E-Mail Frint  Export  Import RUATRTS ‘

& Find | f15) 116 Add/Fi

o Amberwood Court Rehabilication And Care Community -
Andorra Woods - 183202 - SKF{MF - Longmonk
Applewood Living Center - 020375 - SMF/IMF - Longrank
Argyle, The - 020461 - NCF-LIC - Denwer

Arkansas VYalley Regional Med Ckr Long Term Care - 0200
Arkansas Valley Regional Medical Center- Mursing © - 021
Arvada Care And Rehabilitation Center - 020415 - SMFJT
Aspen Living Center - 020586 - 3/MF DP - Colorado Spric

Cert: Recertification-05(11/2014 (DTE0) CURRENT k
) Citation Manager...
Survey Properties...

- D70 IDR/IDR...

ﬁ *DT|  Team Roster...

=& "0l epoc..
@ Cert: Re KIT
- J@ Cert: Re Create Followup Survey... KIT
# R Cort: Rel  Create LSC Survey R KT
5 J@ Cert: Re KIT
&-J Cert: Re Print Forms... KIT
5 F# Cert: Re Print Letters... » REIT
& J# Cert: Re KIT
#-J& Cert: Re]  CMS670 Workload... KIT
#-J& Cert:Re|  CMS1539 CAIT.. k1T
[]---@ Cert: Re Change Event ID... KIT 1
&R Cert: Re KIT
[]---@ Cert: Re Send To r LKIT
[]---g Cert: Re KTT
-] Cert: Rej  Last Updated By KIT 1
[]---@ Cert: Re KIT
E:g E::: Ejl QIS Reports (confidential) :III

Figure 154: ACO/ARO QIS Tool option
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2 Right-click the survey and select QIS Tool.

Navigator

= Survey Review

-~ Review Materials

- Entrance Conference
E—----Initial Tour

. Initial Team Meeting

= Stage 1 Review

-~ Stage 1 Summary
i Stage 1 Team Meetings

= Stage 2 Review

- QCLI Results

E—----Trans ition Meeting

Stage 2 and Facility Task Summary
Stage 2 Team Meetings

Stage 2 Analysis and Decision-Making
+-Potential Citations

.. Tag Review

< | 2l
Figure 155: QIS Navigator for ACO/ARO Management views

3 Expand the section in the Navigator you want to review, then select the

To print the Survey Documentation Report
In addition to the Management Views, ACO/ARO provides a Survey

appropriate summary screen.

Documentation Report to provide information requested by supervisors and the
Office of the General Counsel (OGC).

1
2 Right-click the survey and select QIS Reports (confidential).

In ACO/ARO, locate your survey in the tree.
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Indude the following QIS data

De-Select Al

Surveyor Notes

[EF Team Meeting Notes
[ stage 10ata

Stage 2 Data

Facity Task Data

[ Potential Citation Data

Warning: This report contains confidential HIPPA data. Proper
steps must be taken to ensure that this data is handed
appropriately.

Surveyor Notes Criteria

Report Order | Surveyor Name -vl

Stage 1 Criteria

™ Al residents

¥ [ Include al residents that were cted
I™ Run for a spedific resident

Stage 2 Criteria
™ Allresidents [ care areas
¥ Indude all residents [ care areas that were dted

I™ Run for a spedfic resident
Resdent vl
™ Run for a specific care area

Care Area [ﬁ

I™ Run for a spedfic resident and care area
Resdent [
werm [ =
I™ Run for a specific surveyor

Surveyor j’
Report Order | Care Area Desaripton vl

Faciity Task Criteria

Report Order | Al Care Areas -.l

Potental Citations Criteria

Resident | =l
I™ Run for a spedific surveyor

Surveyor 'I

[0 tncude anly tags not cited

B AFTags
[ tndude only tags dted

[emt | _co |

Figure 156: Survey Documentation Report option screen

The Survey Documentation Report screen displays the available options and
sub-reports:

Surveyor Notes
Team Meeting Notes
Stage 1 Data

Stage 2 Data
Facility Task Data

Potential Citation Data

3 Use the checkboxes to choose the options for your report(s), then click

Print.

Each sub-report prints on a different page. If you choose to print for All
Residents, the report may take a long time to generate.

QIS Revisit Surveys

For QIS Revisits, screen options and navigation remains the same as a standard
QIS survey, however, the Revisit Navigator follows the revisit survey workflow.

For revisits of FMS Comparative Surveys, the workflow is the same as revisits
of state surveys.
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Review Potential Citations Data

Before creating a revisit survey, ensure the prior survey’s data is complete. A
revisit survey is dependent on a complete QIS survey data set in ACO when the
revisit is created.

e Using the QIS Tool in ACO, expand the Stage 2 Review section and select
Potential Citations.

RSE—anrMI“EmRSIIGHOI“E(ODIWII) !EE
: File View | Options Reports Help
% + 1 © cCurrentSurveyor ¥

| Potential Citations: Potential Citation Detail:

[oeoen |

0241: DIGNITY AND RESPECT OF INDIvIDUALITY 9309 ¥ Cite
F- Max Severity: 3 - Actual Harm/Compromise " Don't Cite
Status: Not Determined

0272: COMPREHENSIVE ASSESSMENTS (Epening Siatement
[F- Max Severity: 2 - Actual or Potential for minimal SEt EEEnE
Status: Not Determined -

VICES FOR HIGHEST

| Harm/Compromise

0514: RE5 RECORDS-COMPLETEACCURATEIA v

#- Max Severity: 2 - Actual or Potential for minimal
Status: Not Determined Potential Citation Documentation
0309 -

Resident: CRAWFORD, ELEANOR

Investigated By: THREE, SURVEYOR Severity: 3 - Actual
Harm/Compromise

Sample resident #142 had a diagnosis of chronic pain and was
prescribed to receive XXX 3x per day. Part of the daily
assesment of pain was to query the resident before providing
the medication what the level of pain was on a scale of 1 to 10.
Documentation of this daily assessment was absent from the
medical record.

Al | _’I R | |{Qte_rPrlt_3ﬁVE Save |
|For on-line help, press F1 [[Login: @IS Tuter |[Rctve Surveyer TSTOT-Ore. 1™ inum || | 4

Figure 157: ACO QIS Tool, read-only - Potential Citations summary

ACO retrieves QIS survey data from the state server and displays the
information on the right side of the screen.

If Potential Citations has earned a checkmark, and all the information is
filled out, the survey is complete.

More ...
“View QIS Surveys in ACO/ARO” on page 133
“QIS RO Comparative Surveys” on page 179
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Create the Revisit Survey

QIS Revisit Surveys re-evaluate specific tags cited as noncompliant during the
QIS recertification or extended survey to ensure corrective actions are taken
on all requirements not in compliance. QIS Revisit surveys are for on-site
revisits only.

For QIS Revisit Surveys, this documentation references the QIS recertification
survey, though the revisit can be based on either the recertification survey or
a prior revisit.

A revisit survey is based on the QIS recertification survey and surveyors will be
familiar with the basic software workflow. Some tasks have changed to
accommodate the QIS revisit process:

e Revisit survey shells can only be created in ACO.

e If the recertification health survey is a QIS survey, ACO will automatically
flag the onsite revisit as QIS survey.

e Stage 1 activities are not conducted during a revisit survey.

e Asin a QIS recertification survey, surveyors proceed through the workflow,
documenting findings in the QIS software to determine if a cited tag is
corrected or should be re-cited.

- If entered into ACO, the revisit survey includes the completion date for
each tag.

e Read-only CMS-2567 data from the prior survey is included for citations
with a scope and severity of D or greater.

e Revisit surveys use current MDS data to update each resident’s status and
identify additional residents meeting QCLI criteria for care areas cited
during the recertification survey.

e Surveyors can choose to carry forward the facility Plan of Correction (PoC)
information into the revisit survey if that information has been entered into
ACO.

WARNING! Prior to creating a revisit survey, the team leader should view the
completed survey in the QIS Tool to ensure QIS data from the prior
survey is complete.
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To create a QIS revisit survey:
1 In ACO, locate the nursing home in the tree and expand the certification kit.

#5 ASPEN Central Office Current Selection: ALL NURSING HOMES
File Wiew Reports Tracking System Help

% o & B % 2|2 |
Surwey Facility Recycle E-Mail  Print  Export  Import WOWOW Indes Help AC
: [ "
e ] 18] 116 Add/Find | w2
Advanced Health Care OF Aurora - 020982 - SMF - Aurora - 065393 ;I

Allison Care Center - 020406 - SMFJMF - Lakewood - 065297

Alpine Living Center - 020410 - SNFIMF - Thornton - 065193

Amberwood Court Rehabilitation And Care Community - 020460 - SKFINF - De
Andorra Woods - 183202 - SNFINF - Longmont

Applewood Living Center - 020375 - SWFINF - Longmont - DE5226

Argyle, The - 020461 - NCF-LIC - Denver

Arkansas Yalley Regional Med Ckr Long Term Care - 020211 - SWFINF - La Jun
Arkansas Yalley Regional Medical Center- Mursing © - 020210 - NF - La Junta -
Acme Nursing Home - NO78009 - SNF/NF - Arvada - 065321

Cert: Recertification-08/31/2021 (20M3) CURRENT KIT {065321)

Q ODIW11- 0

- ODIW21- 05242 Citatien Manager...
R Cert: Recertification- Survey Properties... 321)
I:I---l@ Cert: Recertification-( IDR/ICR... 1)
I:I---l@ Cert: Recertification-( 13
[]---l@ Cert: Recertification-( TET TR 1
R Cert: Recertification- ePOC...
[]---g Cert: Recertification-( = 13
- Cert: Recertification- =
I:I---l@ Cert: Recertification-( (Cieslie LS Sy _)1)
I:I---l@ Cert: Recertification- Print Forms... i
[]---@ Cert: Recertification-( X )]
[]---3 Cert: Recertification- STTieEiEE ' 3 b
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Figure 158: Create Followup Survey in ACO

2 Right-click the appropriate QIS survey and select Create Followup
Survey.

Start [10/012014[ = gyt ez [10v032014[ > |

Shell Only ¥ &
— Team R oster
On Team | [n] | M ame |
a 19574 Surmmers, Kim
32876 Raose, Christan
33991 Denny, Ruth
O 33992 Austin, Rachel
a 34057 Barnett, Renee
Update. .. |

r Carry Text Fonward

ak I Cancel |
Help |

Figure 159: Create Followup window

3 On the Create Followup window, enter Start and Exit Dates for the QIS
revisit survey.
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4 Select Carry Text Forward if you would like to include the complete
CMS-2567 data from the previous survey (in addition to D or greater tag
citations). Unchecked is the default setting for this checkbox.

Tip: If entered into ACO, PoC information is automatically carried forward
into the revisit survey. PoC text and completion dates are
automatically filled in where appropriate in the revisit survey shell.

5 Clear the On Team checkbox for surveyors who will not conduct the revisit.

The QIS revisit survey team may not contain the same team members as
the previous recertification survey. Names of team members not conducting
the revisit survey must be cleared from the On Team column so they will not
appear in the Team Roster in the QIS software.

Removing a team member from the On Team list does not remove the
surveyor’s name from the Team Roster in Citation Manager, or from cited
tags.

6 Click Update to add new surveyors to the Team Roster as appropriate, then
click OK.

When you select team members for a QIS survey, ACO checks to see if all
surveyors have required QIS permissions. If permissions are lacking, ACO
provides a warning:

ASPEN Central Office | x|

One or more of the surveyors defined for the QIS survey doesn’ have permissions to access QIS in ASE. Contact your spstem administrator to add these
. privileges before exporting/beginning the survey.

Figure 160: Warning message received when permissions are lacking
7 Click OK to create the revisit survey shell.

The revisit is added to the ACO tree. It has the same event ID as the
standard survey, except the last digit is incremented by one. Revisits are
identified on the Alpha, Type, and Cert/Survey tabs by an asterisk
preceding the event ID.
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8 Right-click the revisit survey, then select Survey Properties.

Survey Properties for Acme Nursing Home - 0DIW12 n
Category——
Start |IEEMEENE ~ | g o3 |‘IDHDSHED‘I4L| Status |1 OFEM j IDRAIDR | % Health
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— Regulation[g] — Team Roster
& FED-F-12.01-Long Tem Care Facilties D | Mame |
[ 4 FED-F-14.01-LONG TERM CARE FACILI 19574 Summers, Kim
4 5T-5-10.00-4DULT CARE HOME KAR . 32876 Rose, Christan
333931 Denny, Ruth
32992 Austin, Rachel
34057  Barnett, Renee
1 | |
Shaow &l | Leader | Update...
Type of Survey Extent(s)
Rz |-Recertification = BT &-Routine/Std Survey -
C= s-Complaint Investig, [ B0 B-Extended Survey LTC/HH
Fo D-Follow-up/Revisit [ & C-Partial Ext. Survey
T K-State Licensure b [ GO O -Other Survey
O X% 14ritial Licensure [ mest E-2bbreviated Survey
L = P R, hd T C A 1D e hd
q I _>|_I d I _>|_I
SO0 Tracking
50D Sent | 7 ¢ ~] FRevistStats  [1-Requied  ¥] EUHET] Cancel |
POC Recwd I /i 'I Adm Signoff [<6] I I vI Help |

[~ 2567/E Entry Complete ¥ Dualiy Indicator Surver QIS Yersion: [4.03 QIS Archived Date;l

Figure 161: Survey Properties window

Since there is a prior QIS survey, the Quality Indicator Survey checkbox is
selected and disabled.

9 To designate a team leader, highlight the leader’s name in the Team Roster
section, and click Leader.

The team leader can be designated in ACO, or chosen later after the survey
is exported to ASE-Q.

10 For Type of Survey, select D-Follow-up/Revisit.You can select more than
one Extent, if appropriate, except E - Offsite/Paper.

A-Routine/Std Survey remains selected. Click OK.

Export the Revisit Survey from ACO (USB)

When you export a QIS onsite revisit survey, assessments are based on the exit
date of the QIS recertification survey event. Assessments with target dates
greater than or equal to the QIS recertification health survey exit date minus
180 days are included.

The MDS QCLI calculations and residency status is based on the full set of
assessment data within the date range.

When you export a QIS revisit survey from ACO, you need to include related
QIS surveys so the revisit survey can access CMS-2567 survey data. Related
surveys are defined as the original 11 survey, or any prior revisits.
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To export the QIS revisit survey:

1
2

Insert the USB drive into your laptop.

In the ACO tree, locate and expand the certification kit containing the
survey. You will see the QIS revisit survey listed beneath.

Click the survey and drag it to the Export button on the toolbar (you can
also right-click the survey and select Send to, then Export).

In the Export window, specify your transfer location, then click OK.

Select ASPEN Transfer Location if you are exporting to Drive C:; use
Other Location if you need to navigate to a different drive.

ASPENTX.zip is the default export transfer file name. You can assign another
name if you wish.

Survey Export - Source (From): ACD/ACTS Destination (To): Transfer File 10l =|

fou have selected the following surveys to export to Transfer File

Ewent 1D Provider Mame Last Updated by Source | Last Updated by Destination

v | ODIW12 ¢ ACME NURSIN... : 00587 i PEMMER, TIFFAMY 08/1. i <DOES MOT EXIST>

Select Al Select Mone V' Include related QIS survey shells

Continue with Expart Always Uze Source: Mo Cancel Export

Figure 162: Survey Export window

5
6

The Survey Export window lists the survey you are exporting.

Select the Include related QIS survey shells checkbox if it is not is
pre-selected.

WARNING! Do not clear the Include related QIS survey shells checkbox
for a revisit survey, or you will not be able to conduct the QIS
Revisit survey. ASE-Q import/export windows offer the OPTION
of deselecting a survey and only importing the revisit survey. In
some cases, such as an RO observation survey, the prior survey
is unnecessary. In certain cases, based on your state’s
procedure, you may deselect a survey.

You can choose to Cancel Export at this point.
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7 Click Continue with Export to initiate the transfer.

ACO transfers the survey shell, then begins calculating the QIS data. This
may take several minutes. You cannot cancel the export during the
calculations.

Transfer Progress 5[

Tranzferring survey 2/2

Tranzferring table QIS_CRTCL_ELE_PATH_RSPHS

Cancel &l

Figure 163: Transfer Progress window

When the transfer is complete, the Finalize Transfer window displays the
transferred items and shows errors, if any occur.

Finalize Transfer _ Inlll

Merge iz complete. Press Apply to finalize this transfer or Cancel to abort.  Any changes made
during the merge will be lozt if Cancel iz pressed.

Apply |

Logged [tem

i Transferring table SURVEY
Transfering table FACILITY —
Transferring table BUILDIMGS

Transferring table SURWVCITE

Transferring table ASP_CTM_ASCTD_DTL

Transfering table PERSOMMEL

Transferring table SURYVTEAM

Transferring table PERSOMMEL

Transferring table SURWTEAMETD

Transfering table SURVOFCHOUR &7

Figure 164: Finalize Transfer window

8 Click Apply to complete the transfer to the zip file.

Note: When you export the prior and revisit surveys, the transfer process
is repeated for each survey.

Import the Revisit Survey into ASE-Q (USB)

Before you import the QIS revisit survey into ASE-Q, we recommend deleting
the original 11 survey first to avoid merge screens. When you import the QIS
revisit survey, the original, completed, 11 survey is imported along with the
revisit.

To import the QIS revisit survey:
1 Insert the USB drive containing the ASPEN transfer file into your laptop.
2 Open ASE-Q.

142 9/21/14 QIS 4.03



QIS Revisit Surveys

3 Click the Import button on the ASE-Q toolbar.

mport 21 ]
 Import Type
& Surveps " Regulationz
r~ Irnpart Frarm
" ASPEN Transfer Location
| &  USB/Removabls Drive (E:5] =l
%" Dther Zip File Location
| |
Locate A5E Database
Database name or IF address of the computer
| |

Ok, I Cancel | Help |

Figure 165: Import window
4 Navigate to the transfer file on the USB drive, then click OK.

Note: If you select ASPEN Transfer Location for the USB drive, the file must
be in the root of the USB drive and must be called ASPENTX.zip. If your file is
in another location or uses another name, select Other Zip File Location, then
navigate to the file.

Survey Import - Source [From]: Transfer File Destination [To): ASE on thiz PC - |EI|1|

You have zelected the following surveys to import to ASE on thiz PC

Ewent 1D Provider Mame Last Updated by Source | Last Updated by Destination
{ ACME MURSIM.. {BELL, APRIL 03 s MOT E:

v ODIW11 ACME NURSIN.. 02042 BELL. APRIL 03/11/2012.. <DOES NOT EXIST>

Select None V' Include related QIS survey shells

Continue with Import [ Always Uze Source: Mo Cancel Import [

Figure 166: Survey Import window

5 Select the Include related QIS survey shells checkbox if it not is
pre-selected for you.

Note: ASE-Q import/export windows offer the OPTION of deselecting a
survey and importing only the revisit survey. In some cases, such as an RO
observation survey, the prior survey is unnecessary. In these cases, based
on your state’s procedure, you may deselect a survey.
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6 You can choose to Cancel Import at this point.
7 Select Continue with Import.

Finalize Transfer _ Inlﬂ

Merge iz complete. Press Apply to finalize thiz transfer or Cancel to abort. Any changes made
during the merge will be lost if Cancel iz pressed.

Apply | %

Logged ltem
 Transfering table SURVEY
Ingert A tow in SURVEY did nat exist in the destination and was added.
Update Has Photos? set to merged value 0
Update Survey Categories zet to merged value AD
Transferring table FACILITY
Ingert A 1ow in FACILITY did not exist in the destination and was added.
Transferring table BUILDIMNGS
Ingert A row in BUILDINGS did not exist in the destination and was added.
Ingert A row in BUILDINGS did not exist in the destination and was added.
Ingert A 1ow in BUILDINGS did not exist in the destination and was added. =

Figure 167: Finalize Transfer window

8 In the Finalize Transfer window, select Apply to complete the import.

Note: When you import the prior and revisit surveys, the transfer process
is repeated for each survey.

Add Survey Team Members

To add one or more survey team members, you can access the Select
Surveyors window from ASPEN Explorer, the Citation Manager, or the Survey
Properties window.

Note: When you add team members to a survey in ASE-Q, the corresponding
survey (if there is one) in the state database is not automatically updated to
reflect the changes.

To add a QIS survey team member:
1 Click any tab in Tree view and locate the applicable survey.

2 In the Citation Manager window, click the Roster... button under the
Team Roster list.

The Team Roster window appears with a list of the current team members.
3 Click the Update button to open the Select Surveyors window.

A checkmark by a surveyor indicates the surveyor is on the team.
4 Select the checkbox to add the surveyor to the team.

5 Click OK to return to the Team Roster window. The new team members
are now listed.

6 In the Team Roster window, click the Done button.
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Deactivate a Survey Team Member

The QIS revisit survey team may not contain the same team members as the
previous recertification survey. Names of team members not conducting the
revisit survey must be cleared from the On Team column so they will not appear
in the Team Roster in the QIS software.

Removing a team member from the On Team list does not remove the
surveyor’s name from the Team Roster in Citation Manager, or from cited tags.

To deactivate a team member for a revisit survey:

1 In the Create Followup Survey window, clear the On Team checkbox for
surveyors who will not conduct the revisit.

Create Followup Acme Nursing Home n
Start [10/012014[ = £yt ey [r0v03/2014[ = ]
Shell Only ¥ &
r— Team R oster
On Team | 10 | Mame I
a 19574 Summers, kim
32876 Rose, Chiistan
33991 Denny, Ruth
D 33992 Austing, Rachel
a 34057 Barnett, Renee
Update... |

I Camy Text Forward

ak I Cancel |
Help |

Figure 168: Create Followup window

2 If you don’t need to add new surveyors, click OK to continue creating the
revisit survey shell.

More ...
Procedure: “Create the Revisit Survey” on page 137
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Designate the Team Leader

You can specify the team leader for a survey from ASPEN Explorer, the Citation
Manager, or the CMS 670 Workload window. Only one person can be designated
the team leader.

Note: When you desighate a team leader for a survey in ASE-Q, the
corresponding survey (if there is one) in the state database is not automatically
updated to reflect this.

To designate a team leader from ASE-Q:

1
2
3

Click any tab in Tree view and locate the applicable survey.
Right-click the survey and select and select Team Roster.

In the Team Roster window, select the team leader and click Leader.
A blue diamond is displayed next to the leader’s ID.

To designate a team leader from Citation Manager:

1

Open the Citation Manager: locate the applicable survey in Tree or List
view, right-click it, and select Citation Manager.

If the Add Team Member window appears, it means that you are not a
member of the survey team. Select the option you want and click OK.

Click the Roster... button under the Team Roster list.

In the Team Roster window, select the team leader and click the Leader
button.

A blue diamond is displayed next to the leader’s ID.

To designate a team leader from the CMS 670 Workload window:

1

Open the CMS 670 Workload Detail window:

Locate the applicable survey in Tree or List view, right-click it, and select
CMS 670 Workload.

_Or_

In the Citation Manager window, click the Forms... button then select the
670 Entry... button in the Select Form(s) to print window and click OK.

In the CMS 670 Workload Detail for Survey window, select the Leader
checkbox to indicate the survey team leader.
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Navigate the QIS Tool - Revisit

For QIS revisits, the File, View, Options, and Help menus remain the same.

Reports

New Admission Farm

QCLIResults for Revisit

QCLI Results from Standard

Stage 1 Relevant Findings from Standard
Revisit Sample Resident List

Revisit Sample Report

Potential Citation Repart 3

Figure 169: Revisit Reports menu

Reports provides menu access to QIS Revisit reports. Most of these may also
be printed from the survey screens during the survey.

More ...
“QIS Menus” on page 50
QIS Menus” on page 50
“Navigator” on page 53

Navigator - Revisit

The Revisit Navigator uses the familiar, expandable system of menus and
sub-menus that list the activities surveyors must perform as they conduct the
survey. Windows and activities reflect the revisit survey workflow.

Similar to QIS recertification surveys, some activities are managed activities
that are dependent on prior activities. The surveyor cannot move onto the next
activity before the dependent activities are complete.

After a surveyor completes a survey activity and leaves the screen, QIS puts a
checkmark next to the sub-menu item and allows the surveyor to move on to
the next activity.

Save Data

Screens in QIS save automatically, either when leaving the screen, or if you
enter information in a grid, the screen saves when you move to the next row
or leave the grid. Team Meeting, Investigation, and Potential Citations screens
have individual Save buttons, for those occasions when the surveyor has the
screen open for an extended period of time.

Note: If your laptop is switched off, or loses power, the current screen’s data
will not be saved.
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Earn Checkmarks

Team Leader

The team leader has a checkbox in the Revisit Navigator next to activities that

require a checkmark.

Mawigator

=l Offsite Preparation |

= Onsite Preparation

- Resident Poal
i Rewisit Sample
[T Revisit Assignment

[ [T Sync Revisit Sample and WWorklo
< | B

= Transition 51->= 52

-~ QCLI Results from Standard
.. QCLI Results for Revisit

= Revisit Investigation

--l_ Revisit Investigation
I- Revisit Team Meetings

----- [~ Sync Revisit & Fac Task Data

= Revisit Stage 2 Analysis

|

Figure 170: Revisit Navigator--Team Leader menu

Survey activities that are dependent on previous activities are not activated
until the previous activities are complete. QIS inserts the checkmark in the
Navigator when an activity is complete. QIS usually requires responses in every
field and text area on the screen before considering an activity “complete”.

Note: After each data sync, the team leader should verify that the checkmark
appears in the checkbox before beginning the next activity to avoid potential
data loss or the necessity of re-entering data.
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Secondary Surveyors

Secondary surveyors have checkboxes only for those activities they are
required to complete themselves, such as the Revisit Investigation and
surveyor sync points.

MNavigator n

= Offsite Preparation |;

: Review Materials
i Team Roster

2 | ©

= Transition 51 - 52 |

+ QCLI Results frem Standard
i @CLI Results for Revisit

= Revisit Investigation

[#-[¥ Revisit Investigation
i Revisit Team Meetings

----- [ Sync Revisit & Fac Task Data

= Revisit Stage 2 Analysis |

¢ Veerification of Revisit Data
‘.- Potential Citations

=

Figure 171: Revisit Navigator--Secondary Surveyor menu

Team leader survey activities are visible but inactive for secondary surveyors.
For certain activities, secondary surveyors are allowed, but not required, to

participate -- those activities are activated for secondary surveyors but do not
have a checkbox.
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Conduct the QIS Revisit Survey

This document does not provide surveyor training for the QIS Revisit. Instead,
we will visit each survey activity listed on the Revisit Navigator and provide tips
and hints about how to maximize use of QIS for revisit surveys.

Offsite Preparation

The Offsite Preparation section is the team leader’s responsibility. Before
beginning the survey, the team leader and secondary surveyors must Sync
Offsite Prep Info according to your state’s procedures.

»

Offsite Preparation

- Review Materials
|7 Team Roster

Figure 172: QIS Revisit - Offsite Preparation menu

Review Materials
The Review Materials screen displays the exit date of the prior survey.

If entered into ACO/ARO, the screen includes the completion date and PoC text
for each tag cited on the prior survey. You can complete the revisit survey and
enter correction dates without PoC data.

You can manually add or update the completion date, and enter pertinent PoC
information for each tag on this screen. If a completion date for a tag is
unavailable, the No Date checkbox is automatically selected.

The Review Materials screen also displays tags cited outside the QIS survey
process on the prior survey (i.e., cited directly in Citation Manager). These tags
are included on the Revisit Sample screen, but have no sample residents. Three
residents must be initiated for these tags, as available.

150 9/21/14 QIS 4.03



Conduct the QIS Revisit Survey

ASE-Q for ACME NURSING HOME (ODIW12) =] E3 u

: File View | Options Reports Help
% + 1 © cCurrentSurveyor ¥

= Review Materials
=
E v 03142014 ~
These are the tags for which the system cannct sample. Three
must be initiated for these tags, as available, during the revisit F315, F520, F314
investigation.
Recertification Deficiencies
¥ F273-D Completion Date m

™ Mo Date 04/032014 =

Pertinent POC information:

-

dental

4

Completion Date

IV F280-D
[~ NoDate |04/032014 |=

Pertinent POC information:
hospice and pain

-

4

-

|For on-line help, press F1 [[Login: @IS Tuter |[Fictve Surveyor TIE0A-Gill. CanT ] Jvum || | 4

Figure 173: Offsite Preparation - Review Materials screen
Earn the Checkmark: You don’t need to earn a checkmark for the Review
Materials screen.

More ...
“Tags Cited Outside the QIS Process” on page 167
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Team Roster

The Team Roster screen determines how the survey team shares data during
the QIS revisit process.This screen continues to work the same as the existing
recertification process.

By default all users are set to communicate via USB. If the team is using only
USB to share data, no changes are required.

If an RO surveyor is on the survey team, we recommend using the wired
synchronization option. If a state is using wired networking to share data then
those entries are made on this screen.

ASE-(Q for ACME NURSING HOME (ODIW12) =] E3
: File View | Options Reports Help
% + 1 © cCurrentSurveyor ¥
.E ‘wiith either network (Wired or Wireless) based synchronization method it is required to enter, or select using the "Locate
= ASE Databases™ button, the Server names for each of your members below. Your server name is listed next to your name
g in the list.
D MName /| LastUpdate agﬁgéonization Server =
2. Allen, Kristin Use
Iy a
| C.. GUEST, ONE Use _
| C.. GUEST, THREE Use _
| C.. GUEST, TwO Use _
1...  Hickling, Michelle USE -
Leader Get My IP
|For on-line help, press F1 [[Login: @isTuter |[Rctve Survevor TIE03 -Gl | Twum || | 4

Figure 174: Offsite Preparation - Team Roster screen

Once this screen is set up for the survey team, you do not need to make any
other changes during the synchronization process.

Note: If necessary, you can use this screen to change the team leader during
the survey. While you can use the Synchronize button to share that change with
other surveyors, the simplest (and recommended) method is for each surveyor
to change the leader in ASE-Q using Citation Manager or Survey Properties.

More ...
“RO Surveyors (embedded or observational)” on page 115

v

"Wired Communication” on page 19
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Sync Revisit Offsite Prep Info (USB)

Note: For all QIS survey types, if only one surveyor is conducting the QIS
survey, this screen is automatically greyed out.

(O[]

ASE-Q for ACME NURSING HOME (ODTW12)
: File View | Options Reports Help
% + 3 S CurrentSurveyor

Synchronize Data
Once the Offsite Prep tasks have been completed, data must be sent to the secondary laptop(s). To de this complete the steps below:

J0]RBIAR K

Step 1: Choose who to synchronize with. Multiple surveyors may be checked at once if they are using the same sync. type.
Server £ | StaffiD

| MHame Sync. Type
Allen, Kristin use
GUEST, ONE

GUEST. TW0
Hickling, Michelle LISB

1T

Step 2: Werify your connection

¥ You are using the USE methed of synchromzation, please insert vour flash dnve before synchrenizing, .

Step 3: Synchronize

Synchronize Now |

Status
[For on-line help, press F1 |[Login: GI5T uar [ e e I [[roum | | 4

Figure 175: Offsite Preparation - Sync Revisit Offsite Prep Info screen, Team Leader view

To sync revisit offsite prep info - team leader to secondary

surveyors:
1 Insert the USB drive into the team leader’s laptop. Close the drive window
if it opens.

2 Select Sync Revisit Offsite Prep Info.

3 Select the checkbox next to all the team members using the USB
synchronization method.

4 Select the checkbox next to You are using the USB method of
synchronization, please insert your flash drive before synchronizing
to activate the Synchronize Now button.

5 Click Synchronize Now.

The QIS Synchronization window opens with a list of external devices
plugged into the laptop. In most cases, only the USB drive is listed.
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6 Select the USB drive, then click OK to sync.

Note: The USB drop-down in the QIS Synchronization window displays the
device name if one was assigned. If you have multiple, un-named USB drives
plugged into your laptop, click Browse for full navigation features.

The Status section of the Synchronize Data window shows the final status
of the sync. A message indicates if the sync was successful or if there is an
error.

7 Safely remove the USB drive according to your states’s procedures.

Note: If only one surveyor is conducting the QIS survey, this screen will be
automatically checked.

F/% ASE-Q for ACME NURSING HOME (ODIW12) =13
: File View | Options Reports Help

% 1+ 3 € CurentSurveyor v
Synchronize Data

Once the Offsite Prep tasks have been completed, data must be sent to the secondary laptop(s). To do this
complete the steps below:

Jo]e BIAR

Step 1: Verify your connection

Step 2: Synchronize

Synchronize Now |

Status:

|Foron-line help, press F1 ||Login: G5 Tutar ”KI_E-[N-E S“uirveyor;mﬁ. ” ||NUM ” |%
Figure 176: Offsite Preparation - Sync Revisit Offsite Prep Info screen, Secondary Surveyor

view

Secondary surveyors synchronize their laptops with the team leader’s USB
drive.

To sync revisit offsite prep info - secondary surveyors:
1 Insert the USB drive into the secondary laptop.
2 Select Sync Revisit Offsite Prep info.

3 Select You are using the USB method of synchronization, please
insert your flash drive before synchronizing.
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4 Click Synchronize Now.

The QIS Synchronization window opens with a list of external devices
plugged into the laptop. In most cases, only the USB drive is listed.

5 Select the USB drive or click Browse to navigate to another location, then
click OK to sync.

The Status section of the Synchronize Data window shows the final status
of the sync. A message indicates if the sync was successful or if there is an
error.

When the sync is successful, and you leave the screen, QIS refreshes the
Navigator.

6 Safely remove the USB drive according to your state’s procedures.

Secondary surveyors now have read-only access to the Review Materials
screen.

Earn the Checkmark

The team leader must put a checkmark next to all members of the survey team,
indicating all surveyors have been selected for synchronization.

After synchronizing, select Onsite Preparation. The software will insert the
checkmark for Offsite Preparation.

For secondary surveyors, the checkmark is selected automatically after a
successful sync.

More ...
“Synchronization Procedures” on page 103

Onsite Preparation

The Onsite Preparation section is the team leader’s responsibility. Before
beginning the survey, the team leader ensures that the Revisit Sample is
complete, assigns investigations to the team, then synchronizes the Revisit
Sample and Workload with the secondary surveyors.

= Onsite Preparation |

- Resident Fool
- Revisit Sample
I Revisit Assignment

""" [N Sync Revisit Sample and Wworklo
< | |
Figure 177: Onsite Preparation menu

QIS screens facilitate the team leader’s revisit tasks. The Resident Pool shows
all the residents in the pool. Available with QIS v4.03 (and higher), the Revisit
Sample screen displays the sample generated when the survey is exported
from ACO to ASE-Q. The Revisit Assignment screen enables the team leader to
assign Care Areas, Residents, and Tags to secondary surveyors.
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Resident Pool

The Resident Pool screen is similar to the Resident Reconciliation screen from
the QIS recertification survey, however, the screen displays only residents in
the pool. The screen is reconfigured to hide data that isn’t used for the revisit
survey.

For revisit surveys, earning a checkmark on this screen is not required.

ASE-Q for ACME NURSING HOME (ODIW12) _ O x| |
: File View | Options Reports Help

t+ 1 S CurrentSurveyor v

£ || Resident Pool
§
| Total Residents —
Pool Add/Update
lm— Residents |
' Resident Pool 1% Status Only ¢ Location Only ¢ Both
Resident Name al  hE DOB ey Unit Room# [
AMARO, JAMET 5 44 1111111962 In Facility
BALDRIDGE, SANDRAF 4 09/18/1945 In Facility N 114-A
BALENTINE, RONALD 38 1213111937 Discharged
BANTISTA GEORGE F 12 08/23/1955 Discharged
BAUMANMN ROLAND E 24 06/26/1927 Discharged
BEVER.LYLEC EL 0810811928 In Facility N 104-A
BLANKINSHIP, JOHN E 6 021911929 Discharged
BOYD, WILLIAM L 19 10/30/1945 In Facility 1 2B
BRADEN, EMERY '/ 2 08/01/1943 In Facility N 116-B
BRYANT.LYNELLC ra) 09/26/1933 In Facility N 120-A
CLUBINE, SHIRLEY A 26 07131927 Discharged
» | COCHRANM,IRENE L 1 05/15/1955 In Facility 5 5
DAVIS, SONJAR 25 117201934 In Facility N 112-B
DAVIS ROBERT N 42 08/11/1959 In Facility N 111-B
DEMGAR, CARL D 30 02/21/1933 In Facility 1 1
DEPUE MAUDE L al 09/16/1934 Discharged N 103-A
FOSTER, HELENL 17 10/231930 In Facility N 110-B
GILL, KATHY J 5 121131928 Discharged _vl
|Furnn-|ine help, press F1 ”Logm' QISTutor ””EE'E‘LLS‘”NE’WI 32350 Smith, Trish ” ”NUM ” ‘A

Figure 178: Onsite Preparation - Resident Pool screen

The radio buttons on the top right set the tab order on the grid. If you select
Status Only, you can update the resident status, although this is not required.

If you select Location Only, the tab order moves from the Unit column to
Room, then to the next row. If you select Both, the tabs will move from Status
to Unit to Room, then to the next row.

The Unit and Room columns are free format text entry.

Add/Update Residents opens the Add/Update Residents window, where you
can add new residents or edit residents previously added by surveyors. Type
new resident information on the empty top line, then press Enter if you need
to add another resident. Select OK to save the new resident.

Note: If you need to make changes to existing surveyor-added residents, edit
the row for that resident.
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Residency Status

For the onsite revisit survey, the residency status (In Facility or Discharged)
is set based on the assessment data. Surveyors are not required to
reconcile the sample.

Resident ID

For residents that were in the pool on the prior survey, assigned resident
IDs are carried forward to the revisit survey.

Resident IDs are used in official documentation and should remain the same
between the initial recertification survey and the revisit.

Residents added to the pool for the revisit survey are assigned new resident
IDs. IDs are assigned sequentially, beginning after the highest existing
number from the prior survey plus one.

Unit and Room number

For residents that were in the pool on the prior survey, Unit and Room
number information is carried forward to the revisit survey.

Unit and Room number information is blank and not required for residents
that are added to the pool for the revisit survey.

Revisit Sample

The revisit sample is calculated based on the Care Area, Resident, and Tag
cited in QIS on the prior survey. The sample does not include residents that
have been discharged. Samples are built for all revisit tags on the
CMS-2567 with an SS value of D or greater. QIS attempts to place 3
residents in the sample for each of these tags.

For a care area containing cited tags, the sample is augmented with other
residents that were in the numerator (QCLI calculations) for that care area
on the prior survey.

For an MDS care area containing cited tags, the sample is augmented with
residents in the numerator of the QCLI calculations performed when the
revisit survey was exported from ACO/ARO.

The Revisit Sample screen displays each tag carried forward with a
Complete/Not Complete status. A tag is Complete when the number of
residents entered in the sample is equal to the number required. Under each
tag, the residents included in the sample are listed.

Samples cannot be built for tags that were cited directly in ASPEN and not
through QIS. Those tags are listed on the Revisit Sample screen, and
surveyors need to manually initiate 3 residents for each of those tags.
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ASE-Q for ACME NURSING HOME (ODIW12)
: File View | Options Reports Help
% + 3 S CurrentSurveyor v

19 [=] 3

‘ Gender | Discharged | Remaove |T\,'pe

= P
;‘ Revisit Sample
=
2 =ross
Admission First Name M Gender | Discharged | Remove =
| {WILLIAM iL 1081011949 i Not Inv
03/14/2014  FOST MAUDE L 10/231930 r
MAYFIELD JOHNNY B 06/06/1934 Male No r Cited
017242014 MCCALL 41 FRFT L 03031346 Male No r 2
Required: [3  Sampled: [2 £dd Resident
_—|Fo363 Mot C:
Admission | Last Mame | First Name | I | DOB

Reguired: I—‘I Sampled: ﬁ

Add Resident

_—|Fo3ss C

Last Mame
{ FACILITY

Admission

First Name

Gender | Discharged | Remove

Reguired: I—‘I Sampled: I—‘I

Add Resident

|Fur on-line help, press F1 ”Logirl. QISTutor

=]
o it N TN

Figure 179: QIS Revisit Sample screen

Each resident row lists basic resident information and has a checkbox that
enables the team leader to remove the resident from the sample. The Type
column shows whether the tag was Cited or "Not Inv” (nhot investigated). Not
Inv indicates that the resident meets the criteria for the issue, but was not

investigated on the prior survey.

A system-generated sample is not always correct or complete. The Revisit
Sample screen allows the team leader to remove or add residents as needed.

To remove a resident from the revisit sample - team leader

1 In the row of the resident you want to remove, tap the Remove checkbox

to select it.
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Remove Resident BOWLBY, LOIS P ]
Tag: 0242 Surveyor [0: I 32876

Reason for Resident Removal:

{” Resident has been discharged.
" Resident is not available.

(Other
* (specify)

| v

4

0K Cancel

Figure 180: Remove Resident screen

2 In the Remove Resident screen, select a reason for removal and add notes
if appropriate.

3 Press OK to close the window and return to the Revisit Sample screen.
The Sampled count for this tag will be decremented by 1.

To add a resident to the Revisit Sample - team leader

1 Under the tag to which you are adding a resident, select Add Resident.

Select Resident from Revisit Sample =] B3
Resident score level is in descending order

Gender | Type

WILHELM "GARY W 0114125 Male  Notlnv (C) Fall andlor Fracture in Last 30 Days (Staff Interview)
| | DYER JACK J 107271936 Male Met Imv  (C) Fall andler Fracture in Last 30 Days (Staff Intenview)
| MATTISON THOMAS E 07/06M1530 Male Mot Invw  {C) Fall and/or Fracture in Last 30 Days (Staff Interview)
| | SCHMIDT DONMA R 10/041151% Female Motlnv  (C) Fall and/or Fracture in Last 30 Days (Staff Interview)
| HERBER LORAY 112211540 Male Mot Invw  {C) Fall and/or Fracture in Last 30 Days (Staff Interview)
[ LUsK ERMA F 06/2211933 Female Netlnv  (C) Fall and/or Fracture in Last 30 Days (Staff Interview)

Resident Pool | Cancel | Ok |

Figure 181: Select Resident from Revisit Sample screen
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The Select Resident from Revisit Sample screen displays other candidates
for this tag, if any, chosen by the revisit sample algorithm. The residents
are listed in descending order based on the score that was assigned during
the sampling. They are also grouped by Type, with all Cited residents
appearing first, then all Not Inv residents.

You can select a resident from this screen, or choose Resident Pool to select
a resident from the entire Resident Pool.

2 Highlight a resident, then click OK to add the resident to the sample.
Revisit Assignment

Once all tags in the sample are marked Complete, team leaders can use the
Revisit Assignment screen to assign investigations for all the sampled tags,
residents, and CAs to the correct team members.

(1% ASE-Q for ACME NURSING HOME {ODIW12) M [=]E3
ile View | Options Reports Help

% + 1 © cCurrentSurveyor ¥

- Unassigned Revisit Sampleby: ———————————— — Surveyor:
¥ Resident { F-Tag ¢ Care Area

Jo]e BIAR

E‘--EF_ACILITY (Remaining Total =3) : g-----AIIen. Kristin (Workload = 0)
FODOD (Medication Administration Observation) = Gill, Caryl (Workload = 0)

- FO0D0 (Quality Assessment and Assurance Review) | E}-GUEST, ONE (Workload = 17)

Assign

.. F0425 (Medication Administration Observation) Unassign -- MAUCK, MAXINE (10) Unit'Room: -/12-1
- HESS, GEORGE (16) UnitRoom: -/6-1
[l SULLIVAN, MARYANN (28) Unit/Room: -/1-1
- FLAMING, ELDO (27) Unit/Room: -/4-1
[#l- CERELLA, JOSEPH (76) Unit/Room: -/-
[#l- STEVENS, FRANCIS (58) Unit/Room: -/2-1
[#l- STARR, KENMETH (66) Unit/Room: -/5-1

~GUEST, THREE (\Workload = 5)

-GUEST, TWO (Workload = 17)

- Hickling, Michelle (\Workload = 0)

- Myers, Marla (Workload = 0)

----- TIFFANY, PENNER (Workload = 0)

m-E
-1+

[For on-line help, press F1 |[Login: TIFFANY |[Fjctve Surveyor: TT60 - Gill, CanT ] [[raum [ | 4

Figure 182: Onsite Preparation - Revisit Assignment screen

The Revisit Assignment screen lists unassigned residents in the left pane. You
can sort residents by Resident (the default), Tag, or Care Area.

QAR&A is a required investigation for every revisit survey, and is automatically
listed under the Facility (0) and tag 0000. The generated revisit sample does
not include tags cited under QA&A.

In the Resident View, all tags display the associated care area e.g., "F221
(Physical Restraints)” when you click the + next to the resident name. Tag and
Care Area views display care areas in separate nodes in the assignment tree.

To assign the revisit sample - team leader:

1 Using the Resident View, click the + next to the surveyor name to see the
residents already assigned.
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2

3

The team leader manually assigns residents by selecting one or more
residents in the left pane, then highlighting the surveyor name in the right
pane, then clicking Assign.

To change assignments, click the + next to the surveyor name to display
the residents, then select one or more residents and click Unassign.

Earn the Checkmark

Regardless of the number of surveyors on the team, you must assign all
residents and tags in the revisit sample to earn a checkmark.

Sync Revisit Sample and Workload (USB)

Note: For all QIS survey types, if only one surveyor is conducting the QIS
survey, this screen is automatically checked.

To sync revisit sample and workload - team leader to secondary
surveyors:

1

Insert the USB drive into the team leader’s laptop. Close the drive window
if it opens.

Select Sync Revisit Sample and Workload.

Select the checkbox next to all the team members using the USB
synchronization method.

Select the checkbox next to You are using the USB method of
synchronization, please insert your flash drive before synchronizing
to activate the Synchronize Now button.

Click Synchronize Now.

The QIS Synchronization window opens with a list of external devices
plugged into the laptop. In most cases, only the USB drive is listed.

Select the USB drive, then click OK to sync.

Note: The USB drop-down in the QIS Synchronization window displays the
device name if one was assigned. If you have multiple, un-named USB
drives plugged into your laptop, click Browse for full navigation features.

The Status section of the Synchronize Data window shows the final status
of the sync. A message indicates if the sync was successful or if there is an
error.

Safely remove the USB drive according to your states’s procedures.

Note: If only one surveyor is conducting the QIS survey, this screen will be
automatically checked.
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To sync revisit sample and workload - secondary surveyors:

Secondary surveyors synchronize their laptops with the team leader’s USB
drive.

1 Insert the USB drive into the secondary laptop.
2 Select Sync Revisit Sample and Workload.

3 Select You are using the USB method of synchronization, please
insert your flash drive before synchronizing.

4 Click Synchronize Now.

The QIS Synchronization window opens with a list of external devices
plugged into the laptop. In most cases, only the USB drive is listed.

5 Select the USB drive or click Browse to navigate to another location, then
click OK to sync.

The Status section of the Synchronize Data window shows the final status
of the sync. A message indicates if the sync was successful or if there is an
error.

When the sync is successful, and you leave the screen, QIS refreshes the
Navigator.

6 Safely remove the USB drive according to your state’s procedures.
Earn the Checkmark

The team leader must put a checkmark next to all members of the survey team,
indicating all surveyors have been selected for synchronization.

After synchronizing, select Transition S1 -> S2. The software will insert the
checkmark for Sync Revisit Sample and Workload.

For secondary surveyors, the checkmark is selected automatically after a
successful sync.

Transition S1 -> S2

You can display the QCLI Results from Standard and the QCLI Results for Revisit
by QCLI List, Resident List, or Care Area. Highlight the resident to see
responses in the right pane.

>

Transition 51 -> 52

- QCLI Results from Standard
~.-QCLI Results for Revisit

Figure 183: Transition S1 -> S2 menu
The team leader does not perform QCLI calculations during QIS revisit surveys.

Transition S1 -> S2 screens are for information purposes only, earning a
checkmark is not required.
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QCLI Results from Standard

This screen displays data from the original 11 (recertification) survey.

You can use the QCLI Results from Standard screen to determine a resident’s
status in the QCLI calculation (numerator, denominator, or exclusion) for the

prior survey.

ASE-( for ACME NURSING HOME (ODIW12)
: File View | Options Reports Help

% + 1 © cCurrentSurveyor ¥

I [=] B3

i {Selectﬂmeviewtobe jisplayed

" Resident List {% Care Area List] [ THIESSEN, DOROTHY (28) Unit'Room: 100/113 HAS MET the criteria because:

[=1- Abuse =
El- QCLIs Exceeded Threshold

=s (C) Abuse (Resident Interview)

- Calculated: 13.3% 215

Threshold: 0.0%

- QCLI Criteria Met

(™ THIESSEN, DOROTH?

HERBER, EDITH (57) U

QCLI Criteria Not Met

: - Excluded

- QCLIs Did Not Exceed Threshold

[#- Abuse Prohibition Review

[#- Accidents

- Activities

QCLIs Exceeded Threshold

QCLIs Did Not Exceed Threshold

= Activities of Daily Living, Cleanliness and Grooming

El- QCLIs Exceeded Threshold

. B-(C) Cleanliness/Grooming/Oral (Resident Ob

Unit'Ro

Threshold: 12.0%
QCLI Criteria Met
QCLI Criteria Not Met

- QCLIs Did Not Exceed Threshold
[#- Admission, Transfer, and Discharge Review
[#- Behavioral and Emetional Status

[#- Choices
£
<

1) Has staff, a resident or anyone else here abused you - this includes
erbal, physical or sexual abuse? =1 (Yes)

Surveyor: 33991

RelevantFindings: (04/08/2014 09:24:03 AM)

Off and on. Rude to her when they talk. CNA took her blanket and then
when she got cold and asked for another blanket then CMA threw blanket.
Robin is the CNA's name. Makes sarcatic remarks.

(@ 0945 4/8/14 resident was boosted by two aides, Robin was one of the
aides. Mo concerns during that time.

12) Did you tell staff? = 1 (Yes)

Surveyor: 33991

RelevantFindings: (04/08/2014 09:26:36 AM)
[Told another aide.

3) Have you seen any resident here being abused? =1 (Yes)
Surveyor: 33991

RelevantFindings: (04/08/2014 09:27:15 AM)

Sarcastic remarks

H) Did you tell staff? = 0 (No)
Surveyor: 33991
RelevantFindings: ()

t- Death -
|For on-line help, press F1 [[Login: @isTuter |[fiohee Surveyor: S2876 - Rose, Chnstan || lnm || | 4
Figure 184: Transition S1 --> S2, QCLI Results from Standard screen
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QCLI Results for Revisit
This screen displays data from the current revisit survey.

You can use the QCLI Results for Revisit screen to determine a resident’s status
in the MDS QCLI calculation (numerator, denominator, or exclusion) for the
revisit survey.

RSE—anrMI“EmRSIIGHOI“E(ODIWIZ) !EE
: File View | Options Reports Help
+ 1 © cCurrentSurveyor ¥

Select the view to be displayed: y
" QCLI List " Resident List {* Care Area List] [TROYER. JAMES (31) Unit'Room: 100/111 HAS MET the criteria because:

JoneBiaey
1

Abuse - =
Abuse Prohibition Review 7| [[E0200A) Behavioral Symptom: Physical behavioral symptoms directed
Accidents toward others (e.g., hitting, kicking, pushing, scratching, grabbing, abusing
Activities others sexually). Aresident is in the QCLI Criteria Met category if he/she

shows an increase in physically abusive behaviors directed toward others
(E0200A) since admission.

IAdmission: 0 (Behavior not exhibited)

Compared To:

90-Day: 1 (Behavior of this type occurred 1 to 3 days)

Activities of Daily Living, Cleanliness and Grooming
Admission, Transfer, and Discharge Review
Behavicral and Emotional Status

El- QCLIs Exceeded Threshold

E--{M] Increase in Physical Abuse [4-50]

-~ Caloulated: 7.7% 113 IAdmission MDS Assessment: 99 - None of the above (A0310A) / 01 - 5-day
-~ Threshold: 4.0% _| [scheduled assessment (A0310B) on 03/17/2014
I%!--Q_CLI Criteria Met 90-Day MDS Assessment: 04 - Significant change in status assessment

[ TROYER, JAMES (31) Unit/Reom: 10

— (A0310A) / 99 - None of the above (A0310B) on 05/02/2014
CLI Criteria Not Met

! [ Excluded
- QCLIs Did Not Exceed Threshold
[#- Choices
[#- Death
[#- Dental Status and Services
[#- Dignity
4 | | =
|Fnr on-line help, press F1 ||Login: QIS T utar ””EWEVEFS‘UWEYDFZ 32875 - Rose, Christan ” ||NUM ” |%

Figure 185: Transition S1 --> S2 - QCLI Results for Revisit screen

Revisit Investigation

You can conduct the revisit by resident, tag, or both. When entering data in the
Tags node, data entered in one field automatically populates applicable fields in
the alternate option. When you complete a resident, the checkmark appears in
the both the By Resident and By Tag check boxes.

The full QA&A care area is investigated on a revisit, and is displayed under the
Facility node.

3>

Rewisit Investigation

--|7 Revisit Investigation
t[W Revisit Team Meetings

----- [~ Sync Revisit & Fac Task Data

Figure 186: Revisit Investigation menu
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The Revisit Investigation menu items expand to show three sub-menus. If
entered in the Review Materials screen, PoC text and completion dates are available.

El-[7 Revisit Investigation
¥ FACILITY
B[ TAGS

-] BY RESIDENTS

IR 075 DONA 22) Un |
[T LUSK, HELEN. (25) Unit/
' TAGS

[ Revisit Team Meetings
----- I~ Sync Revisit & Fac Task Data

I i

Figure 187: Revisit Investigation - expanded menu

FACILITY
The Facility node contains all mandatory and triggered facility tasks.

For each facility task, the full investigation is displayed in the detail view,
including QA&A, and any other facility task initiated during the revisit.

TAGS

The Tags node displays two sub-nodes, BY RESIDENTS, and BY TAGS. You
have the option of investigating by resident or tag.

BY RESIDENTS

Residents who have initiated tags, or who were included in the Revisit
Sample, are listed once under this heading. Residents listed in the navigator
are sorted by the resident’s last name.

When viewing by Resident, the detail view (right-hand pane), displays all
tags for the selected resident, sorted by tag ID, and then by care area
description.

BY TAGS

Tags that are initiated, or are part of the Revisit Sample, are listed once
under this heading. Tags listed in the navigator are sorted by tag ID (low
tag to high tag).

The right-hand pane displays all occurrences of the tag, sorted by the
resident’s last name, and then by the care area description.

<LAST, FIRST> (RESIDENT NAME)

Individual resident nodes are available under the Revisit Investigation menu for
residents included in the Revisit Sample, and for all care areas initiated during
the revisit process.
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The detail view contains the full Stage 2 Investigation screen for all care areas
initiated for the selected resident. Applicable CE, CE pathway, F-Tag with care
area/tag, regulation, interpretive guidance, CMS-2567, and investigative
documentation are available for each resident in the detail view.

ASE-( for ACME NURSING HOME (ODIW12) =] E3

le View | Options Reports Help
F + 1 © cCurrentSurveyor ¥
Navigator 7 ADRIAN, DONNA[22) UnitiRoom: 300r302
Offsite Preparation CA999- F Tag Direct Gite |~
Onsite Preparation Is the facility in = e T 7 (0323) o |
E05
= Transition 51 -> 52 ;ICE‘I | igative D i
1G
-~ QCLI Results from Standard = —I I("' Yes " No
- QCLI Results for Revisit CE
- Pathway
Completion Date: I POC 2567
= Revisit Investigation | _I _I
EH[T Revisit Investigation CA999- F Tag Direct Cite
[ FACILITY Is the facility in compliance with this requirement? (0431) Regs |
E05
_—| CE1 Investigative D i
o LI I(" Yes " No I
CE
- Pathway =
;I P Citations
[~ Revisit Team Meetings
----- [~ Sync Revisit & Fac Task Data
N I— i
Revisit Stage 2 Analysis |
For on-line help, press F1 [[Login: QisTuter e b — NUM Yy

Figure 188: Revisit Investigation - Revisit Investigation screen
To investigate a resident or tag:
1 Select a resident or tag in the navigator.

2 Click the + next to CE Investigative Documentation to enter investigative
documentation.

3 You can use the right-click menu or press Ctrl-D to enter date and time at
the current cursor location in Investigative Documentation.

Your text is automatically saved when you tab out of this field, or move to
the Next / Previous screen.
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4 If the citation is corrected, select Yes.
_0]/’_
If the citation is not corrected, select No.

Selecting No expands the Potential Citations documentation field. Potential
Citations documentation is required if you select No.

Your text is automatically saved when you tab out of this field, or move to
the Next / Previous screen.

5 From the droplist, select the tag Severity.
Earn the Checkmark

e Complete revisit investigations for each Care Area / Tag cited on the prior
survey.

e Complete revisit investigations for each Care Area / Tag cited during the
revisit.

e All CEs must be answered. If a CE = No, you must enter Potential Citation
documentation and tag Severity.

Tags Cited Outside the QIS Process

If, during the prior QIS survey, tags are cited on the CMS-2567 form in ASPEN
(after the survey), and not through the QIS Tool, the QIS system will not
contain the assessment information that is required to build a resident sample.
You must initiate these tags during the Revisit Investigation process.

Tags cited outside the QIS process are listed on the Review Materials screen for
the revisit survey with the appropriate instructions to initiate residents.

Tags cited within the QIS survey include the date and PoC information. Tags
cited outside the QIS process display at the top of the field with the message:

These are the tags for which the system cannot sample. Three
residents must be initiated for these tags, as available, during the
revisit investigation.

Tags meeting this condition include two scenarios:

e The tag was not included on the Potential Citation screen in QIS, and was
cited directly in ASPEN.

e The tag was on the Potential Citation screen in QIS, however, the survey
team chose not to cite the tag. Later, the tag was directly cited in ASPEN.

Tags cited outside QIS are included on the Revisit Sample screen, where the
team leader can add the required residents to the sample.
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Revisit Team Meetings

The Revisit Team Meetings screen is only enabled for the team leader. Three
text fields are provided, and documentation is required in each text field.

ASE-Q for ACME NURSING HOME (ODIW12) M [=]E3
: File View | Options Reports Help
% + 1 © cCurrentSurveyor ¥
z
ES Revisit Team Meetings Save |
g
= At least daily or more often as reguired, the team shnuld discuss pertinent fi fndlngs to assess the potential for
noncompliance, determine the need for additional i ion or sample ion, and make workload
adjustments as necessary. Any currently identified potential concerns/issues should be shared with the team.
Make note of the following:
I™ Perfinent findings for each F-iag.}
Concern(s), include surveyor name, resident name and facility task:
Determine whether the concerns suggest possible |J. Follow the instructions on determining 1J in Appendix
[ Q ofthe SOM. If not already included in the Stage 2 sample, the team coordinator should initiate the
resident and the F-tag applicable to the |J situation.
Concern(s):
Concerns that have a high IlkellhDDcI of rlsmg to the level of harm. If all three sampled residents for an F-tag
related to the regulatory groupings of Resident Behavior and Facility Practices, Quality of Life, and Quality of
Care | for li determine whether substandard quality of care exists. If this
possibility is Ilkeh.r determlne whether additional residents should be added to the sample so that the relevant
n be i in order to determine severity and frequency.
Concern(s), including resident and/or Care Area(s):
|For on-line help, press F1 [[Login: @ISTuter B e o e NUM Yy

Figure 189: Revisit Investigation - Revisit Team Meetings screen

Revisit team meetings should occur daily, or as often as required to discuss the
potential for noncompliance, determine the need for additional investigation or
sample supplementation, and make any workload adjustments.

Earn the Checkmark

Each section must be completed by the team leader before continuing to the
next dependent screen. The checkbox is automatically checked when you tab
out of the notes field after entering text.
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Sync Revisit & Fac Task Data (USB)

Secondary surveyors synchronize their laptops with the team leader’s USB
drive to transfer their revisit investigation findings.

To sync revisit & fac task data (USB) - secondary surveyors to team
leader:

1
2
3

6

Insert the USB drive into the secondary laptop.
Select Sync Revisit & Fac Task Data.

Select You are using the USB method of synchronization, please
insert your flash drive before synchronizing.

Click Synchronize Now.

The QIS Synchronization window opens with a list of external devices
plugged into the laptop. In most cases, only the USB drive is listed.

Select the USB drive or click Browse to navigate to another location, then
click OK to sync.

The Status section of the Synchronize Data window shows the final status
of the sync. A message indicates if the sync was successful or if there is an
error.

When the sync is successful, and you leave the screen, QIS refreshes the
Navigator.

Safely remove the USB drive according to your state’s procedures.

To sync revisit & fac task data (USB) - team leader:

1

Insert the USB drive into the team leader’s laptop. Close the drive window
if it opens.

Select Sync Revisit & Fac Task Data.

Select the checkbox next to all the team members using the USB
synchronization method.

Select the checkbox next to You are using the USB method of
synchronization, please insert your flash drive before synchronizing
to activate the Synchronize Now button.

Click Synchronize Now.

The QIS Synchronization window opens with a list of external devices
plugged into the laptop. In most cases, only the USB drive is listed.
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6 Select the USB drive, then click OK to sync.

Note: The USB drop-down in the QIS Synchronization window displays the
device name if one was assigned. If you have multiple, un-named USB
drives plugged into your laptop, click Browse for full navigation features.

The Status section of the Synchronize Data window shows the final status
of the sync. A message indicates if the sync was successful or if there is an
error.

7 Safely remove the USB drive according to your states’s procedures.
Earn the Checkmark

The team leader must put a checkmark next to all members of the survey team,
indicating all surveyors have been selected for synchronization.

After synchronizing, select Revisit Stage 2 Analysis. The software will insert
the checkmark for Sync Revisit & Fac Task Data.

For secondary surveyors, the checkmark is selected automatically after a
successful sync.

For all QIS survey types, if only one surveyor is conducting the QIS survey, this
screen is automatically greyed out.

Revisit Stage 2 Analysis

The Revisit Stage 2 Analysis screen is enabled only for the team leader.

Revisit Stage 2 Analysis 2

Figure 190: Revisit Stage 2 Analysis menu
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Verification of Revisit Data

The Verification of Revisit Data screen displays any missing data from the

revisit investigation process.

ASE-( for ACME NURSING HOME (ODIW132) !E ﬁ
: File View ‘ Options Reports Help
1+ } S CurrentSurveyor -

Jojefingp)

Verification of Revisit Data -

utematically checked after all revisit investigation data has been synchronized with the primary laptop and is

] This

- +|For ASE-Q to check this box

Part 2 of Quality Assurance and Assessment Review (CE3 and CE4) must be completed (i.e. there must be a CE response of
“Yes' or "No' for CE2 and CE4) since quality deficiencies were identified

Full Facility Task Data

Care Area

Resident Nam | C/E | C/E Respons | Tag Documentation

Quality Assessment and Assw.. ; FACILITY i Missing i NJA
| Quality Assessment and Assu.. | FACILITY 2 Missing /A /A A
| | Quality Assessment and Assu.. . FACILITY 3 Missing N/A /A A
| Quality Assessment and Assu.. | FACILITY 4 Missing MNJA NIA MNA

Full Care Area Data
Care Lrea Resident Name | CIE ‘ CJE Response ‘ Tag | Severity Documentation
S le Size

Required

; ) 3 1
Resident 3 2
Resident 3 1
Resident 3 1
Resident 3 ]
I lete F-Tag data
T=g Care Lrez Resident | C/E | C/E Response Severity Documentation =
|2
0242 Choices RATZLA . 0 Missing N/A NiA
10278 Hospice andlor Palliative.. WILHEL.. 0 Missing MN/A MNiA
| (0279 Activities of Daily Living.. BIRT, B. D Missing NJA Ni&
| (0279 Activities of Daily Living,. GOERL. 0 Missing NJA Ni&
({0280 idk /BN 0 Missing A i ~

Data issues reported above should be resolved by entering the information on the Revisit survey screen on the primary laptop. If
the information was not missing from the secondary laptop. synchronize the information with the primary laptop.

If Sample Size is complete but does not meet the number Required, please provide an explanation below.
Team Coordinaior Noles

‘Fcron—llne help, press F1 ”Logln: 15T utar ”rhn\.?anuﬁv;ygﬁszﬁ FERIED ” HNUM ” |4

Figure 191: Revisit Stage 2 Analysis - Verification of Revisit Data screen

There are five sections: Full Facility Task Incomplete Data, Full Care Area

Incomplete Data, Sample Size, Incomplete F-Tag Data, and Team Coordinator

Notes.
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Full Facility Task Incomplete Data

This section includes QA&A tasks, plus any other facility task that was
initiated during the revisit.

The screen displays any unanswered CE question. Also, for any CE answered
No, any missing documentation and severity are displayed.

For facility-only tags, one resident, "FACILITY” is investigated.

If data appears in this grid, return to the Revisit Investigation screen to
complete the information on the team leader’s laptop.

If all data is complete, this section is blank.

Note: Exception: Extended Survey may be incomplete.

Full Care Area Incomplete Data

This section includes full care areas that were initiated during the revisit.

The screen displays any unanswered CE question. Also, for any CE answered
No, any missing documentation and severity are displayed.

If data appears in this grid, return to the Revisit Investigation screen to
complete the information on the team leader’s laptop.

If all data is complete, this section is blank.

Sample Size

If a tag appears in this section, the tag did not have at least three sampled
residents. If residents are available for the investigation, you must initiate
the required number of residents and return to the Revisit Investigation
screen to complete the revisit investigation.

If three residents are not available, use the Team Coordinator Notes
section to provide an explanation.

Note: If you do not have enough residents, you cannot receive a checkmark
for the Verification of Revisit Data screen, but you can still complete the
survey.

Incomplete F-Tag data

This section displays any incomplete tags.

If data appears in this grid, return to the Revisit Investigation screen to
complete the information on the team leader’s laptop.

If all data is complete, this section is blank.

Team Coordinator Notes

If the sample size is complete, but the required number of residents are not
available, use this section to explain why you are unable to complete the
sample size verification.
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Earn the Checkmark

To continue to Potential Citations and earn the checkmark for Verification of
Revisit Data all revisit data must be complete for the entire revisit sample and
all facility tasks, and QA must be cleared.

Potential Citations

The survey team uses the Potential Citations screen to review a list of all
possible citations generated in the Revisit Investigation by all surveyors on the
team, to determine whether a tag should be cited for the facility or not.

All tags must have a cited status:
e Cite - Select at least one tag from the list, then select the S/S for that tag.
e Don't Cite - Enter a reason for not citing the tag.

The Potential Citations screen displays the tags in three distinct sets of data
categories based on the responses from the revisit investigation and the source
of the tag. Each data category appears on a separate tab.

e Potential - potential citations for new tags cited on the revisit survey. (Cite
or Don't Cite).

e Re-cite - tags carried over from the prior survey that have the potential to
be re-cited on the revisit survey. (Cite or Don’t Cite).

e Corrected - tags from the prior survey investigated on the revisit and are
now in compliance. (Enter Corrected Date).

Answers to the CE questions during the Revisit Investigation determine how
tags are categorized on the Potential Citations screen.

Note: All tabs under Potential Citations are read-only for secondary surveyors
and enabled for the team leader.

The Potential and Re-cite tabs include a read-only Potential Citation
Documentation section that compiles the Revisit Investigation documentation
from all surveyors, care areas, and residents of the selected Potential Citation
or Re-cite. The documentation is sorted by Severity and Resident Name.
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Potential tab

This category of data contains all potential tags new to the revisit. These tags
are generated by answering No to any CE question from newly initiated tags
(not carried forward from prior survey), care areas, and facility tasks.

The screen behaves like the Potential Citations screen in the recertification
survey process. All tags require a Cite or Don't Cite decision.

e If Don't Cite is selected, a reason is required.

o If Cite is selected, the residents and/or care areas that lead to the cite
decision must be selected and a scope/severity entered.

ASE-Q for ACME NURSING HOME (ODIW12) =] E3 |
: File View | Options Reports Help
g t 1 © CurentSurveyor =

| | Re-cite I Corrected I

Potential Citations: Potential Citation Detail:

0314: TREA VCS TO PREVENT/HEAL PHIREISEN siC ss [pD | ss
a8 Max Severity Actual or Potential for minimal ™ Don't Cite

Status: CITE

J0]eBIAR

0315: NO CATHETER, PREVENT UTI, RESTORE|
B Max Severity: 2 - Actual or Potential for minimal Oening Statement
Status: CITED 1=

0520: QAA COMMITTEE-MEMBERS/MEET QUAR
#-  Max Severity: 2 - Actual or Potential for minimal
Status: CITED 1=

Potential Citation Documentation
0314 -

Resident: MURRAY, ELIZABETH

Investigated By: GUEST, TWO Severity: 2 - Actual or Potential for minimal
harm/discomfort

DX per POS dated 5-3-12 included HTN, DM, arthopathy, arthritis, depression,
ataxia, HLD, dementia, psychosis, GERD, behavior disturbance, Alzheimers, hio
uTI

[Quarterly MDS with ARD 4-6-12 with short and long term memory and moderately
impaired decision making, required total assistance of staff for all ADLs, HAS 1
UNHEALED PRESSURE ULCERSTAGE 1 OR HIGHER

1 stage 3 pressure ulcer 2.3 cm length x 0.9 cm width x 0.001 c, depth with
fgranulation tissue in wound bed.

Interpretive

Save |

2| | _>| RzprERLT | Guidelines
[For on-line help, press F1 |[Login: @I5Tutor [ e e s I ([ | | 4

Figure 192: Revisit Stage 2 Analysis - Potential Citations: Potential tab (default)
Cite a tag:

1 On the Potential tab, expand the F-Tag node.

Select the Facility or Resident checkbox.

Under Potential Citation Detail, select Cite.

Click S/S to select the Scope and Severity.

In the Opening Statement text box, type the reasons for citing the tag. (The
field is disabled until a the tag is re-cited).

u b W N
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Don’t cite a tag:

1 On the Potential tab, expand the F-Tag node.

2 Select the Facility or Resident checkbox.

3 Under Potential Citation Detail, select Don’t Cite.
4 Select a Reason for Not Citing from the droplist.

Note: The Potential Citation Documentation section is a read-only
compilation of Revisit Investigation documentation from all surveyors, care
areas, and residents of the selected Potential Citation or Re-cite, sorted by
Severity and Resident Name.

Re-cite tab

This set of data contains all tags carried over into the revisit from the prior
survey, where there was at least one No response to the CE question.

All tags carried forward from the prior survey require a Cite / Don’t Cite
decision.

ASE-Q for ACME NURSING HOME (ODIW12) =]
: File View | Options Reports Help
% + 3 S CurrentSurveyor v

Potential Re-cite | Cnrrec‘tedl

J0]eBIAR

Potential Citations: Potential Citation Detail:

0371: FOOD PROCURE. 51 ORE/PREPARE/SER IGANN (Oke1 o ss [F ss
| Max Severity: 3 - Actual Harm/Compromise  Dont Cite

Status: CITED

0441: INFECTION CONTROL, PREVENT SPREAD
B Max Severity: 2 - Actual or Potential for minimal Oening Statement
i Status: CITED -

0456: ESSENTIAL EQUIPMENT, SAFE OPERATIN
#-  Max Severity: 2 - Actual or Potential for minimal
Status: CITED

Potential Citation Documentation
0371

|v

Resident: FACILITY

Investigated By: GUEST. THREE Severity: 3 - Actual Harm/C ompromise
5812 -0800-0900 Observed two different staff members carry the juice
glasses by the top where the residents would drink.

Resident: FACILITY

Investigated By: GUEST. THREE Severity: 2 - Actual or Potential for minimal
harm/discomfort

58 12 0649 obs revealed 2 female staff with hair covered.1 male with hair and
beard covered.

0701 - dishwasher chemical - 100 ppm.

0704 - drawers all clean except one with food crumbs at prep area.

rafrinaratnre with traw of miohtv chakas datad AIRIM?  annthar trave with date nfF BB
Interpretive
Al | _’I Regulations e TR Save
= S Active Surveyor: 11608 - Gill, Canyl
For on-line help, press F1 Login: QIS5 Tutar i 3 MUM v

Figure 193: Revisit Stage 2 Analysis - Potential Citations: Re-cite tab
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Cite a tag:

1

u o W N

On the Re-Cite tab, expand the F-Tag node.
Select the Facility or Resident checkbox.

Under Potential Citation Detail, select Cite.
Click S/S to select the Scope and Severity.

In the Opening Statement text box, type the reasons for citing the tag. (The
field is enabled after selecting Cite).

Don’t cite a tag:

1

4

On the Re-Cite tab, expand the F-Tag node.

Do not select the Facility or Resident checkbox (for Facility and Resident
tags, if you choose Don’t Cite, you cannot select a resident).

Under Potential Citation Detail, select Don’t Cite.
Select a Reason for Not Citing from the droplist.

If you select Other, specify below., you are required to type the Reason
in that field.

Tags that are not re-cited are moved to the Corrected tab.

Corrected tab

This set of data contains tags that meet one of the following In Compliance
conditions:

To complete the corrected tab:

1

2

All CE responses = Yes (In Compliance) for the tag during the revisit
investigation.

At least one CE response = No (Not In Compliance) for the tag during the
revisit investigation.

- If a tag meets this condition, it is moved to the Re-Cite tab for a Cite /
Don’t Cite decision.

- If the Re-cite decision is Don't Cite, the tag moves to the Corrected tab.

The Completion Date grid lists the In Compliance tags from the revisit
survey.

e F-Tag - Read-only - Displays a list Care Areas and Residents
investigated for the tag.

e Completion Date - Required - Displays the previously entered
Completion Date. If this field is blank, select the Completion Date from
the drop-down calendar.
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e Correction Date - Not Required - If desired, select the Correction Date
from the drop-down calendar.

Note: Select Completion Date Guidance to review the Revisit/Date of
Compliance Policy.

ASE-Q for ACME NURSING HOME (ODIW12)
: File View | Options Reports Help
% + 1 S curentSurveyor v
= | Potential | Re-cite Corrected
=
= —ilf‘ ion Date Gui
g
F-tag: Completion Date:  Correction Date:
=F242 (SELF-DETERMINATION - RIGHT TO MAKE CHOICE | [10012014 =] | = W
=8
‘.- Resident FACILITY
< | |
- F279 (DEVELOF COMPREHENSIVE CARE FLANS) [omens = =l
%.F280 (RIGHT TO PARTICIPATE PLANNING CARE-REVISE | [10012014 =] | E|
< | |
®IFATT (TREAMEN/SERVICES 10 IMPROVEMAIN AN A ¢ [10012014 =] | =l
< | |
%.F323 (FREE OF ACCIDENT HAZARDSISUPERVISIONDE | [10012014 =] | E|
L i -
[For on-line help, press F1 [[Login: @iSTuor s = |[caps |[num || | 4

Figure 194: Revisit Stage 2 Analysis - Potential Citations: Corrected tab
Earn the Checkmark
e Potential tab - All new tags have a Cite / Don't Cite decision.

e Re-cite tab - All tags carried forward to the revisit where at least one
CE response is No have a Cite / Don't Cite decision.

e Corrected tab - All tags have Completion Dates entered.
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Reports

The Reports menu adds report processing options specific to revisit surveys.

RSE—anrMI“EmRSIIGHOI“E(ODIWIZ)
: File View | Options | Reports | Help

New Admission Form

QCLIResults for Revisit
QCLI Results from Standard
Stage 1 Relevant Findings from Standard

Revisit Sample Resident List

Revisit Sample Report

Potential Citation Report 3

Figure 195: QIS Revisit Reports menu
The following reports are available:
e New Admission Form
e QCLI Results for Revisit
e QCLI Results from Standard
e Stage 1 Relevant Findings from Standard
e Revisit Sample Resident List

e Revisit Sample Report - This report is comparable to the Stage 2 Report.
The report lists each resident, resident ID, unit and room number,
associated tag with the mapped care area(s) or task, and the assigned

surveyor.
Revisit Report
SPRING CREEK HEALTH CARE CENTER: 22E012 - 10/31/2013
ALTSTADT, DALE DOB: 11/25/1926 Unit: M Room: 05
0371 FOOD PROCURE, STORE/PREPARE/SERVE - SANITARY
CA018 - Environmental Observations Surveyor: 114044 - JOMES, THOMAS
ANDERSON, CATHERINE H DOB: 12/22/15813 Unit: B Room: 02
0253 HOUSEKEEPING & MAINTENANCE SERVICES
CA018 - Environmental Observations Surveyor: 114044 - JONES, THOMAS
0323 FREE OF ACCIDENT HAZARDS/SUPERVISIONDEVICES
CAD18 - Environmental Observations Surveyor: 114044 - JONES, THOMAS
0371 FOOD PROCURE, STORE/PREPARE/SERVE - SANITARY
CA018 - Environmental Observations Surveyor: 102344 - SILLS, COMNIE
BROWN, DONNA DOB: 07/09/1932 Unit: A Room: 07
0279 DEVELOP COMPREHENSIVE CARE PLANS
CA042 - Preadmission Screening and Resident Review Surveyor: 114044 - JOMES, THOMAS
DAVISON, ESTHER DOB: 03/31/1920  Unit: B Room: 08
0280 RIGHT TO PARTICIPATE PLANMNING CARE-REVISE CP
CA034 - Nutrition Surveyor: 102344 - SILLS, CONNIE

Figure 196: QIS Revisit Survey - Revisit Report
e Potential Citations Report
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QIS RO Comparative Surveys

The following information is copied from the State QIS Survey to the RO
Comparative QIS Survey:

Review Materials - Information is copied from the SA survey.

RESIDENT POOL - The entire resident pool from the state survey is copied
to the RO comparative survey, including the MDS generated resident pool
and any residents added on site by the state survey team.

Admission & Census Samples - The final admission and census samples
from the state survey are copied to the RO comparative survey as the
starting sample. The SA facility census number and sample size come
forward into the RO comparative.

Room & Unit Numbers - Room and unit numbers carry forward from the
state survey to the RO comparative survey.

Stage 2 Sample - The Stage 2 sample remains marked on the state survey
and RO comparative survey. This means that for any care area that both the
SA and RO trigger, the same residents investigated by the SA will be
included in the RO sample.

QIS ASSESSMENT DATA - MDS 3.0 data used during the state survey is
copied forward to the RO comparative survey, ensuring that all the MDS 3.0
QCLI calculations and supporting data remain the same between both
surveys.

QCLI CALCULATIONS - MDS QCLI calculations from the state survey are
copied to the RO comparative survey.

RESIDENT STATUS FOR QCLIs - The resident status (numerator,
denominator, or excluded) for all MDS QCLIs is copied from the state survey
to the RO comparative survey.

LIABILITY NOTICE SAMPLE - The residents selected for inclusion in the
Liability Notice sample on the state survey are copied to the RO comparative
survey.

In addition, the residents selected for inclusion for Resident Council,
Infection Control, and Abuse Prohibition on the state survey are copied to
the RO comparative survey.

The residents investigated by the state for the Unnecessary Medication
Review and the mandatory initiation (e.g., hospice or PASRR) are included
in the RO comparative survey.
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The following information is not copied from the State QIS Survey to the RO
Comparative QIS Survey:

Resident Status - Resident status for non-MDS QCLIs is not copied, it is
recalculated during the RO survey based on the Stage 1 responses.

In Facility / Discharged - In Facility / Discharged settings from the state
survey are cleared in the RO comparative survey. The RO comparative
survey team will re-reconcile the sample based on information from the
facility at the time they conduct the survey.

Stage 1 Assignments - The Stage 1 Assignments are cleared in the RO
comparative survey.

STAGE 2 SAMPLE AND RESIDENTS - Default mandatory facility tasks are
added to the RO comparative survey.

The SA CMS-2567 tags.

The state QIS survey must be complete before you can create a QIS RO
Comparative survey. If the state survey is flagged as a QIS survey but is not
marked as complete, the RO will receive an error that the FMS survey cannot
be created until the state has completed and imported the QIS survey
information.

Note: When creating an RO Comparative survey, the Quality Indicator Survey
checkbox is automatically selected and disabled.

To create an RO comparative survey in ARO:

1

From the Tracking menu, select FMS Tracking to open the FMS Tracking
window.

Click Add, then enter the CCN# (provider number) in the FMS Provider
Selection window that appears,

_0]/’_
Click Find to locate the provider and insert the number.

Click OK in the FMS Provider Selection window and Yes in the Confirm
Provider window.

In the FMS Add/Update screen, select A Comparative for the Type of
Federal Survey drop down.
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5 Select the Type and Extent of Federal (FMS) Survey.

Note: In ARO, when the RO comparative survey shell is associated with a
state survey shell, the system automatically selects the QIS indicator on the
RO survey shell. The system automatically determines if the survey is a QIS
survey, you cannot set the flag manually.

Note: When the system sets the RO comparative survey shell to QIS, the
QIS data version is automatically set to the same version as the state
survey, regardless of the survey start date.

6 Click Select in the State Agency Survey section to display the Select
Related State Survey window.

7 Select the applicable State Agency survey, then click OK.

The selected survey information appears in the State Agency Survey
section.

8 In the Federal Survey section, click Select on the Health survey row.

Note: If the state survey is a QIS survey, the RO comparative survey must
be a QIS survey.

9 Answer Yes or No as appropriate to the questions.
10 Click Upload.

If the State Survey is not QIS 4.00 or higher, the following warning message
is displayed.

ASPEN Central Dffice x|
! f The State Survey is not version 4.00 or higher, so the RO Comparitive Survey will be set as a Mon-QIS Survey,
-

Figure 197: RO Comparative Survey - Warning Message: The State Survey is not version
4.00 or higher, so the RO Comparative Survey will be set as a Non-QIS Survey.

11 If the warning message displays, click OK.

12 Select Prevalidate and Upload on the FMS Transaction window to check
for errors with the FMS Survey. If no errors are found, the system
automatically creates the FMS Survey.

Click Done to return to the FMS Tracking window.
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To verify the RO comparative survey is a QIS survey:

1 Expand the facility for whom you just created the survey, then expand the
FMS Surveys node to display the RO Comparative Survey.

2 Right-click the RO Comparative Survey, if the popup menu displays the QIS
Tool option, then the RO Comparative Survey is a QIS Survey.

If the QIS Tool option is not displayed in the popup menu, then the RO
Comparative Survey in not a QIS Survey.

_0}/’_
1 On the popup menu, select the Survey Properties option.

2 In the Survey Properties window, if the RO Comparative Survey is a QIS
Survey, the Quality Indicator Survey checkbox is selected and disabled.

3 If the checkbox is blank and disabled, then the RO Comparative Survey is
not a QIS Survey.

Export a QIS RO Comparative Survey from ARO

The completed state agency survey is transferred with the RO Comparative
survey upon export from ARO. Any tags cited on the state agency survey do
not transfer to ASE-Q.

The Survey Export window provides the option to select other related surveys
with the transfer through the Include related QIS survey shells checkbox. The
checkbox is enabled if at least one of the surveys in the existing list is a QIS
survey. If none of the surveys is a QIS survey, the checkbox is disabled.

When exporting QIS surveys from ARO, and importing QIS surveys into ASE-Q,
the checkbox is selected by default. In all other situations, the checkbox is
cleared by default.

If the Include related QIS survey shells checkbox is selected, then all selected
surveys transfer normally, however, additional related surveys may also be
transferred. Related surveys are defined as:

1 If one of the selected surveys is a RO Comparative survey marked as QIS,
then the related survey is the state survey being compared.

2 If one of the selected surveys is an onsite QIS revisit survey, then the
following related surveys are added to the list when the checkbox is
selected:

- The original 11 survey.

- All prior revisit surveys (i.e. if the surveyor is exporting the 14 revisit
survey - the 12 and 13 surveys will be added).
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Generating the Stage 2 Sample when calculating QCLI

The standard sampling rules apply to the RO Comparative survey with one
exception, the first priority for selecting eligible residents is given to residents
that were in the Stage 2 sample of the state survey. Then, if the sample size is
less than three, the standard rules are applied to create the final sample.

More ...
“Export the Survey from ACO (USB)” on page 43

Import a QIS RO Comparative Survey into ASE-Q

Recertification import procedures apply when importing a QIS RO Comparative
survey, however, RO encryption procedures may necessitate additional steps.

More ...
“Import the Survey into ASE-Q (USB)” on page 46

Conduct an RO Comparative Survey for QIS

For Stage 1 and Stage 2 investigations on a RO comparative survey, any
resident included in the state agency sample is visually identified (by an S) on
applicable screens, so the RO comparative survey team can easily distinguish
residents from the state’s sample.

When the QCLIs are calculated on an RO comparative survey, any resident that
was in the state's Stage 2 sample and is still eligible, is automatically included,
regardless of other sampling priority rules.

When the RO comparative survey team conducts a QIS survey, they follow the
workflow for conducting a QIS recertification survey.

Revisits to an RO Comparative Survey

When a QIS comparative is conducted and tags are cited that require an onsite
QIS revisit, the SA at the direction of the RO will create a QIS revisit for the
QIS comparative. When exported from ACO/ARO, QIS generates the sample
from the prior FMS survey using the same rules as for a state revisit survey.
The workflow is the same as for a state revisit survey.

More ...
“Conduct the QIS Survey” on page 57
“QIS Revisit Surveys” on page 135
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Medication Administration Form

The medication administration form was automated for ASE-Q. If you are

uncomfortable using a laptop to enter medication information there is a PDF file
available.

The PDF file can be printed and used to enter medication information.
Surveyors still need to enter the information into the QIS application.

The form is located at:

http://www.cms.gov/Medicare/Provider-Enroliment-and-Certification/SurveyCe
rtificationGenInfo/index.html?redirect=/surveycertificationgeninfo/
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QIS Survey Table of Completion Criteria

Menu / Sub-Menu Surveyor | Completion Criteria Dependencies
Item Type
Offsite Preparation
Review Materials P All 10 review items on | N/A
screen need to be
complete (8 completed
fields plus 2 surveyors
entered for the tour)
Entrance Documents | P All 3 forms need to be | N/A
printed
Mandatory Facility P All mandatory facility N/A
Task Assignments tasks have been
assigned
Supplies and Setup P&S N/A N/A
Team Roster P&S All information has N/A
been entered (type of
sync & database name
info).
Sync Offsite Prep P&S On primary - data has | Offsite Prep
Info and been successfully Information,
Assignments exported from Entrance Documents,
primary. Mandatory Facility
On secondary - data 'IS'ask gsilgnments,
has been successfully ync >etup
imported from
primary.
Onsite Preparation
Upon Entrance tothe | P N/A N/A
Facility
Entrance Conference | P Date and time of N/A
entrance conference
entered and notes
entered.
Initial Tour P&S All 6 steps have been N/A
checked as complete.
Returned Resident P All checkboxes N/A
Lists for complete (i.e. all forms
Reconciliation received from facility)
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Menu / Sub-Menu
Item

Surveyor
Type

Completion Criteria

Dependencies

Resident
Reconciliation

>

All residents have a
residency status of
Discharged or In
Facility entered.

Replacement residents
for discharged census
sample residents have
been entered.

Room numbers
entered for all census
sample residents and
In Facility admission
sample residents.

N/A

Stage 1 Assignments

All census residents
have been assigned.

N/A

Sync Stage 1
Samples & Workload

P&S

On primary - data has
been successfully
exported to all team
members.

On secondary - data
has been successfully
imported from
primary.

N/A

Stage 1 Reports

Census and Admission
reports printed or
saved to disk.

Stage 1 Assignments

Initial Team Meeting

Notes entered in each
Notes field.

Stage 1
Assignments, Stage
1 Reports

Stage 1 Survey

Admission

P&S

All questions have
been answered or
skipped.

N/A

Census

P&S

All questions have
been answered or
skipped.

N/A

Stage 1 Team
Meetings

All 5 items are
complete.

N/A

QIS IT & Surveyors Guide
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Menu / Sub-Menu Surveyor | Completion Criteria Dependencies
Item Type
Sync Stage 1 Survey [P &S On primary - data has | N/A
Data been successfully
imported from all
secondary machines.
On secondary - data
has been successfully
exported.
Mandatory Facility
Tasks
Dining Observation P&S All questions either Sync Offsite Prep
answered or the Info and
system determines Assignments
they are N/A. A cite complete and current
and severity decision surveyor is assigned
made for all potential to this task.
tags, including
documentation.
Infection Control & P&S All questions either Sync Offsite Prep
Immun answered or the Info and
system determines Assignments
they are N/A A cite and | complete and current
severity decision surveyor is assigned
made, including to this task.
Potential Citations
documentation, for all
potential tags.
Kitchen/Food P&S All questions either Sync Offsite Prep
Service answered or the Info and
system determines Assignments
they are N/A. A cite complete and current
and severity decision surveyor is assigned
made, including to this task.
Potential Citations
documentation, for all
potential tags.
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Menu / Sub-Menu Surveyor | Completion Criteria Dependencies
Item Type
Liability Notice & P&S All questions either Sync Offsite Prep
Beneficiary Appeal answered or the Info and
system determines Assignments
they are N/A. A cite complete and current
and severity decision surveyor is assigned
made, including to this task.
Potential Citations
documentation, for all
potential tags.
Medication P&S All questions either Sync Offsite Prep
Administration answered or the Info and
system determines Assignments
they are N/A. A cite complete and current
and severity decision surveyor is assigned
made, including to this task
Potential Citations
documentation, for all
potential tags.
Medication Storage P&S All questions either Sync Offsite Prep
answered or the Info and
system determines Assignments
they are N/A. A cite complete and current
and severity decision surveyor is assigned
made, including to this task.
Potential Citations
documentation, for all
potential tags.
Quality Assessment P&S All questions either Sync Offsite Prep

& Assurance (QA&A)
Review

answered or the
system determines
they are N/A. A cite
and severity decision
made, including
Potential Citations
documentation, for all
potential tags.

Info and
Assignments
complete and current
surveyor is assigned
to this task.
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Menu / Sub-Menu Surveyor | Completion Criteria Dependencies
Item Type
Resident Council Rep | P & S All questions either Sync Offsite Prep
answered or the Info and
system determines Assignments
they are N/A. A cite complete and current
and severity decision surveyor is assigned
made, including to this task.
Potential Citations
documentation, for all
potential tags.
Transition S1 -> S2
Verification of Stage | P All admission and Sync Stage 1 Survey
1 Data census questions Data
complete OR Notes
entered to explain why
data is missing.
QCLI Results P&S Admission and Census | Verification of Stage
QCLIs calculated and 1 Data
sample generated.
Sync Stage 1 and P&S On primary - data has | QCLI Results
QCLI Data been successfully
exported to all team
members.
On secondary - data
has been successfully
imported from primary
Transition Meeting P All 4 areas complete. Transition Reports
Transition Reports P&S QCLI and relevant Sync Stage 1 and
finding reports printed | QCLI Results Data
or saved.
Assignment P All residents assigned. | Transition Meeting
Sync Sample & P&S On primary - data has | Assignments

Assignments

been successfully
exported to all team
members.

On secondary - data
has been successfully
imported from primary

Survey
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Menu / Sub-Menu Surveyor | Completion Criteria Dependencies

Item Type

Survey P&S All questions answered | Sync Sample &
or the system has Assignments

determined they are
N/A for all sample and
all facility-level tasks
and Initiated tags. A
cite and severity
decision made for all
potential tags,
including Potential
Citations
documentation.

Team Meetings P All 10 questions are N/A
complete.

Sync and Facility P&S On primary - data has | N/A

Task Data been successfully

imported from
secondary machines.

On secondary - data
has been successfully
exported.

Analysis
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Menu / Sub-Menu Surveyor | Completion Criteria Dependencies

Item Type

Verification of Data | P Mandatory Facility Sync and Facility
tasks must be Task Data
complete (nothing in
that grid).

Additional Information
- is itemized in the
grid when the number
entered is less than
the number required.

The grid must be
complete (nothing in
that grid).

If Additional
Information is
incomplete, you can
enter an explanation in
the text area at the
bottom of the form.
Exception: Liability
Notices & Beneficiary
Appeal Rights Review
for CE1 must be
complete (must have
at least one resident
entered) if CE1 is
answered Yes.

Extended is excluded.

Analysis and P All 4 questions N/A
Decision Making complete.
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QIS Survey Table of Completion Criteria

Menu / Sub-Menu
Item

Surveyor
Type

Completion Criteria

Dependencies

Potential Citations

>

Entered by Team
Leader. Other team
members have
read-only views of
their potential cites.

All tags require Cite or
Don’t Cite decision.

For cited tags, at least
one resident/facility
must be selected and
S/S entered.

For Not Cited tags, a
reason for not citing
must be provided and
no residents/facility
checked.

N/A

Reports

Potential citation
report printed or saved
to disk.

Potential Citations

Exit Conference

N/A

Potential Citations
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QIS Revisit Survey Table of Completion Criteria

Menu / Sub-Menu Surveyor | Completion Criteria Dependencies
Item Type
Offsite Preparation
Review Materials P All 10 review items on | N/A
screen need to be
complete (8 completed
fields plus 2 surveyors
entered for the tour)
Team Roster P&S All information has N/A
been entered (type of
sync & database name
info).
Sync Revisit Offsite P&S On primary - data has | Offsite Prep
Prep Info been successfully Information,
exported from Entrance Documents,
primary. Mandatory Facility
On secondary - data 'IS'ask g55|gnments,
has been successfully ync Setup
imported from
primary.
Onsite Preparation
Revisit Assignment
Sync Revisit Sample [P &S On primary - data has | N/A
and Workload been successfully
exported to all team
members.
On secondary - data
has been successfully
imported from
primary.
Transition S1 -> S2
QCLI Results from
Standard
QCLI Results for
Revisit
Revisit Investigation
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QIS Revisit Survey Table of Completion Criteria

Menu / Sub-Menu Surveyor | Completion Criteria Dependencies

Item Type

Revisit Investigation All CEs answered.

CE=No, plus Severity
and potential citations
document ion entered.

Revisit Team All three fields

Meetings completed.

Sync Revisit & Fac On primary - data has

Task Data been successfully
imported from
secondary machines.

On secondary - data
has been successfully
exported.

Revisit Analysis

Verification of All grids cleared,

Revisit Data excluding Extended.
Documentation notes
entered for Sample
Size grid.

Analysis and P All 4 questions N/A

Decision Making complete.

Potential Citations P Entered by Team N/A

Leader. Other team
members have
read-only views of
their potential cites.

All tags require Cite or
Don't Cite decision.

For cited tags, at least
one resident/facility
must be selected and
S/S entered.

For Not Cited tags, a
reason for not citing
must be provided and
no residents/facility
checked.
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QIS Recertification Survey Sync Points

The table below lists each sync point, the direction of sync, and the file name

created.

Sync Point Direction File Name

Sync Offsite Prep Leader to Secondary; OFFSITE PREP

Info and required SYNC-<leader
Assignments staffID>.ZIP

Sync Stage 1 Leader to Secondary; S1 SYNC-<leader
Samples and required staffID>.ZIP
Workload

Sync Stage 1 Secondary to Leader; S1 SURVEY

Survey Data required SYNC-<secondary

staffID>.ZIP

Sync Stage 1 & Leader to Secondary; QCLI SYNC-<leader
QCLI Data required staffID>.ZIP

Sync Sample & Leader to Secondary; S2 SAMPLE
Assignments required SYNC-<leader staffID>
Sync & Fac Task Secondary to Leader; S2 SYNC-<secondary
Data required staffID>.ZIP
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