CEI Incident System Instructions

- For Entering Incidents in the Web Portal -
2010-11-08
Reporting Staff

Go to the Web Portal opening screen
(https://incident.ceicmh.org/http://jacv.ceicmhb/incident/ )

CEI Incident Web Portal
What would you like to do?

Enter a New Incident |

Retrieve an Existing Incident |

Select “Enter a New Incident”

Basic Incident Information
Consumer Reporting Cost Center
Client Code |DDDDDD Code |82902

First NamelThomas NameIHowell

Last NamelTestcase

Incident

TypelMedication 'l

Location [home
Date |1Df19f2010 (mm/dd/yyyy) Time |15130 (eq. 22:25 or 10:25pm)

Continue to Reporting Staff Section I |
Exit without Saving

Complete the basic information, then click the “Continue to Reporting Staff Section”
button. (The “Exit without Saving” button will delete any information that has been
entered and take the user goes back to Web Portal opening screen.)

The additional information you see next will be determined by the Incident Type
(Medication or General).


http://jacv.ceicmhb/incident/

The Medication form looks like this:

Basic Incident Information
Consumer Reporting Cost Center
Client [ — Code {003
Code
First Mame | Thomas Name pAT

Last Name [Tesczs

Date |[1331/2010 (mmyjddfyyyy) Time |12:12 {=g. 22:25 or 10:25pm)

To be Completed by Reporting Staff

Indicate Medications Involved
) ) Med classrﬁ:a‘hnn Prescribed # doses
Medication(s} in event/error | e.g.. pwyr.“:\o-frqm: # of doss P ]
Dain, et each day
[CX E3 E [
[m=iz = HE I
[M=a3 [rrhewagic E [T
[Mes [t E [ F
| Add mare raws
Med Error

F'Wrong Person/Medication Administered I Missed Medication

IF'Wrong route of Administration

Mizsed Meds

If Med not available, reason

I 'Wrong dosage Administration [
I 'Wrong Time/Day

-

If Med not available, who was contacted =

I MAR¥ transcription error
I MAR* staff signing error

If Med refused, reason
[

[]

If any errors were checked above, complets the following:
If pharmacy error, which cne -

If pharmacy error, which cne -
Was thers 2 MAR® transcription srror -
Wias there 2 MAR* staff signing error hd

Wheo was contacted - Whe was contacted -
Woere Instructions followed = Were instructions followed =
Med Error Outcome - Missed Med Outcome | =l
If instructions were not followed, explain If instructions were not followed, 2xplain
I 3
= “

* MAR = Medication Administration Record
I” Advwerse Medication Reaction
What was the outcome =
Reporting Staff Signature ?
{By en=ning your name you are attesting that information on this form & comect bo the best of your knowledge])
Caominus 10.0n-Sit= Supsrvisor Secion |

Sawe Incident and Exit
[Excit without Saving

Complete the form.

If more rows are required for listing Meds, click the Add More Rows button and
additional rows will become available.



To be Completed by Reporting Staff

| Indicate Medications Involved

Med classification |Prescribed # # doses
Medication(s) in eventferror | e.g., psycho-tropic, |of does each
4 affected
pain, etc. day
[Med 1 Ipain 3 h
[Med 2 |pain 3 h
||Med 3 ||psych0tropic |3 I'I
||Med4 ||pshchotropic |3 |‘I

I I
I I
| I
‘ :{Add maore rows |

When a check box is checked, any additional fields below the check box become
available for data entry.

The Reporting Staff Signature only requires that you type your name in the box.

Most reporting staff will use the “Save incident and Exit” button which will save
the incident and return the user to the receipt page.

The “Exit without Saving” command button returns the user to the opening page
and does not save the data entered in the form.

The “Continue to On-Site Supervisor Section” button allows the user to proceed
to the next section of the form.

The General Incident form looks like this:

Basic Incident Information

Consumer Repasrtireg Covst Cervar
it Coem 20022z Cotlm
Far=t Mam= Hlmrm [=Tx Marcta Ceer
Lo Mmerm |
Inwsidert
Type[cees =
Location |home
fote [B3TE i) Time [20m (o 2o wmazam)
T be Complebed by Reporting Staff

Deryiplion of s Incident  [#27ts A

Reporling Saff Sgnaturs [

=y erlerirg yeur mares you s almdeg thal infermaler en e fem oot D Ohe Beal o your Kroedeige]

(Crmate m P Dancristion by OF et St |

Confnue o On- Sz Supervisar Secbion |

Sawe Incidertt and Exit
Exit without Saving




The entire form for Medication incidents (including the On-Site Supervisor Section)

looks like this:

Basic Incident Information

Consumer
Dt Tl [ooooes
Firet Hama Frova

Repirting Ciest Certer
Code
Hams= [2m

La=t Mame [Tercme

Irvcidert:
T'"g Machoation| T

Location [rome

R (i) Time [=2 (5 229 or 108

Tor b Completed by Reporbng Staff
[ Inficate Metcations Imived
Med dassification P
Madicalion(z) in =venlieror | 2q, poho-fmoic. | # of do= Pt
iy =ic. mach day
e Jen | R [T
E Jrin g [ [
Jromd 2 | Pt | IE] | E
| e ]
e Brrar Mimmmd Made
F Wrong PersonMedication Admimistered I Mizz=d Medication
T Wrong route of Adminstration If Med not sveileiis, resson
' Wrong doage Adminstration [ =l
¥ Wrong Teme/Cay If M=t not aveilsbie, wha was contacted | =
F MAR* bransonglion =nmr If Med pefumed, neason
r HAR® staff =igring =rmor | =l
Hﬂmna:rm,'nli:hu'l:l—'l
Il any =nrars weane checked above, cam l:lgfl:luwmg Wsl:l‘maﬁﬂ.k‘h'mﬂimm|
I phanmacy enmar, which on= ‘Was thers a MAR* =iafl
Wha wes conltact=d - Wi wes contacled 'I
‘Were Insinuclions: Mollowed -| ‘Were imslnuctions: Tollowed
M= Error Chufoome | - Wiz Med Outcome | -
If imstructions wer= not Tollowsd, explan If sstructions wen= not Tollowed, explan
[-| -
|| =
# MAR = Madication Adminstration Fecond

© Atymrss Madication Resclion
What wers Hhe outcome | |

Fmporting aff Sgnsturs [

=y erioring your name you are allolng thal informalion on B fom B comeet o e Boal of your Erosiadge]

Tis e Cosrm b by Oiri-Site Supervising Staff

Matilications:
W Guandian Notifi=d -
Oithers wiho should Be nfonmed] of Hhis =vent

On-Site nesporeille =tafl comments

“|
|

Caz= Mansger |
Hurz= | On-Site p=sporeilile =iall Sonatune Signature Dal=
Doctor | [ [
o I (= ey ymur marres you are A=y Ghal rfermaler on o fem o oereet i G Bet o o
Frrelaiae)
Earca ncidar: and B8

=k withost Saving



The entire form for General Incidents (including the On-Site Supervisor Section) looks

like this:
Basic Incident Information
Consumer Reporting Cost Center
et Code [o0000 mﬁ
Farst Mam= Hame (5 Maxche St
L= Mame |
Inident
Tre[eem =
Location [home
[ot= [BT0TE  fmmidderr) Time [E0m (5. 229 o 1022
Tis be Commnpleted by Reporbing Staff
Deriplion of this Incadent  [f27=s =
Reporiing Safl Sgnature s
{1y g your mames Yo ane alieaing that infarmation o th: farm @ amect fe the Beat of your knowkedge]
Cruse m P Iy O Tarars ST
Ty be Completed by On-Site Superviging Staff
Click ol Hhal mpply
Bafavioral Soanle
La ¥ Serious Aggressive Svent
F At Intervention Feguins]
r"'i!!il'l; qﬂ:lpﬂ't K NETD F SeanchyS=iruns r:h'p‘:'l':d
Intervention Ouloome= -
E Ohoki
ﬂ,_hr?."d—ﬂ Befiavior Tx Mlan =]
' Exposure bo Biood/bodily Fuids L Zevious Property Damages
DOutcom= E Inftmremntion Reguinsd
E Em Cae K HETO F SearchiSsizur= ' Physical
C--ui = Inftmrverition Druicome -
Tizrvs =l Bfimiar Tx Plan -
r
Clltl"lu' T S 2 ]
K HETO F SearchiSsizur= ' Physical
Intervention Ouloome= -
Behawior Tx Plan =]
ot cation: Orr-Site resporeibie stafl comments:
Was Guanfian Notified [~ [-|
Oithers wiho should Be informed of this evenl
Hurse | Ovr-Site resporsilie stafl Sonature Sigratune Date
Doctor | [
Oitfemr I 1=y enloring your nams Yo ans allcaling Hhal information ot fom & comect Io the Bot of your

ki)
On-Site Supervising Staff

On-Site Supervising staff will review and complete the form. When they have completed
this, they should enter their name and the date. (Retrieving an incident that Reporting
Staff have entered is in the last section of this document.)

The On-Site Supervising staff signature just requires the user to type their name.

The “Save Incident and Exit” button will save all the information entered by the on-site
supervising staff and will take them to the receipt page.



The On Site supervisor section of the General Incident form has more fields to be
completed, but the command buttons at the bottom of each screen work exactly as
they do on the Medication Incident form.

To be Completed by On-Site Supervising Staff

Check all that apply
Behavioral Events
I Death ™ Serious Aggressive Event
I Arrest Intervention Required
- - " NETO [T Search/Seizure I™ Physical

[~ Missing Recipient
r Intervention Qutcome I VI

Choking

Behavior Tx Flan I vl

Outcomel j
I Exposure to blood/bodily Fluids I Serious Property Damage

TS | - Intervention Required

" NETO T Search/Seizure I Physical
[~ Emergency Care

Causel hd Intervention Outcome I vl
Outcomel j Behavior Tx Plan I_;l

I™ Other I Serious Self Injury
| Intervention Required
" NETO T Search/Seizure I Physical

Intervention Qutcome I 'l
Behavior Tx Plan I 'l

MNotifications On-Site responsible staff comments
Was Guardian Notified | Yes ¥ =]
Others who should be informed of this event
Case Manager |Wi||iam Smith <]
Hurse I On-Site responsible staff Signature Signature Date

Doctor | |Wi|burH. Brown I‘ID,"IQ,‘ZD‘ID

Other I (By entering your name you are attesting that information on this form is correct to the best of
your knowledge)

Save Incident and Exit
Exit without Saving

Receipt Page

Whenever a user exits from a saved incident, they are taken to a receipt page and the
pass code for the incident is displayed.

Incident Acknowledgment
Thank you for submitting this incident. This information will be available for up to 30 days from 11/4/2010 for On-Site Supervising Staff Review.
Important Information
Client Code: 000000
Pass Code: 7yucze

Save this information
It is needed to view this indident again

Enter a New Incident |

Retrive an Existsing Incident |




It will be important for Reporting Staff to note the Client Code and the Pass Code so
that the On-Site Supervising staff can complete the incident form. (The Pass code is
generated by the system and is necessary to maintain client confidentiality.)

Retrieve an Incident

CEI Incident Web Portal
What would you like to do?

Enter a New Incident |

Retrieve an Existing Incident |

Go to the Web Portal and select “Retrieve an Existing Incident”

Retrieve an Existing Incident
Client Code [000000

Pass Code [1mhisy
| Retrieve Incident pl Cancell

Enter the Client Code and Pass Code, then click “Retrieve Incident”



