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OBJECTIVES:

*Select and export a certification survey

from ACO

*Import a certification survey into ASE-Q
*Review off site preparation

*Import new complaints to LTCSP survey
from ACTS if survey has not begun (off site
prep started /completed and notification
of a new CO before survey entrance)
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OBJECTIVES:

*Share data during survey
*Export a survey out of ASE-Q
*Import a completed survey back into ACO

*Attach complaints to survey in ACTS before
start of survey and after start of survey

STARTING POINT. ACO

s P e
e e

=g 226 SlE[e @ o T S

3/11/2019



SELECT THE RECERTIFICATION SURVEY IN
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USING SURVEY DROP DOWN, SELECT
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COMPLETE AREAS AS NEEDED
[

Eiﬁ TER PAMELA.

™l ' | ¥ enpa [77

1

Feda |
G P O Creare Healrh Surviy Tor WYL -Winiddley Manor Health & Rehab@itation x| [
Crtngrey
x| smae || OFFN ¥ AR | & Hoath
” ¢ 50
St Oriy [ #
o) Tam Hoster
] # FEDF15.01-L0MG TEFM CARE FA o e |

[ ® ST4-1 1-tskama Lissssws L TC

Fihwww AN Litaben l Upiesbee
EM;‘L Type oy Exienifs) =—
= Ru [#] B icconiscason - ] AR sineEad Burvry -
O © AComplaint e sig [ ®E-Eaendod Surny LTOHH
Eve O Eregmte s O B CPusalEa Furvay
OB e sy
[ #=E Abbeeicted Suney
O8roseryp
=l [ I T — =
| Fatin Smus 1 - Bzt - [~ SRR/ Enlry Cmpoledes
1
i | = | ||
= Lo e | |l
~SpacislF by I I
T L T
SufiOvenide(5F12) | CromsRatPrewidses(sF0y) |

COMPLETE AREAS:

¢ Edit start and exit

dates as needed

* Regulations should
be preselected

* Type survey should
be preselected

¢ Check
“Recertification”

* Check
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“Complaint” if
applicable

3/11/2019



COMPLETE AREAS:

* As team leader, select
“Update” under Team
Roster

* Scroll and select all
team members

¢ Select “OK”

* Select team
leader’s name on
the list, the click the
“Leader” button

¢ Select “OK”

P

COMPLETE DATES:

e Start and exit dates

* Yellow fields are

mandatory

* Review and update
entrance and exit
dates after survey

as needed
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COMPLETE
REGULATIONS:

* Check the type
regulations: FED
only unless it is a

licensure only

Al

* We chose to have _ - _ J
only the applicable . =7 ;;;g 1
citation sets o =
available from Smen oo
which you chose.

COMPLETE
REGULATIONS:

* When we are “in- Shov— |

between times”, an E?@_l =

old set for revisits and
a new set for new
visits, select the

correct set.

* When the regulation
sets are no longer
applicable, we “hide”
them.
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COMPLETE TYPE
SURVEY:

* Type survey

* Check
“Recertification”

* Check complaint

if applicable
COMPLETE TEAM
ROSTER: o

* Select Update
under Team
Roster

[ 25618 Enmy Campionn

I

|

3/11/2019



COMPLETE TEAM
ROSTER:

¢ Select team :

Exdbokcicon
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Staff
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* Select “OK” e " | e

when complete

SELECT TEAM LEADER: -

* When viewing the
Team Roster, click on
the team leaders
name

* Click on the Leader
button

* The blue diamond
should appear by the
team leader’s name.

* You may only select
one team leader.
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COMPLETE AREAS:
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i

* Select “OK”
on the survey
properties
screen
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COMPLAINT?

*No complaint?
Proceed to
export
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COMPLAINT?

*Review to make sure
complaint number is

linked to survey PRIOR TO
Export (BEST PRACTICE)

*What if exported and
off site completed prior

to link to complaint?
(SECOND BEST PRACTICE)

*What about complaints

added during survey?
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*Follow procedure in
LTCSP

COMPLAINT KNOWN AT TIME OF OFF SITE?
BEST PRACTICE
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COMPLAINT?

*On the Investigation page, select

the survey you just created.
*Select “OK”

" ASPEM Camplimts Incicients Tracking Sysies  Crvent 5
TR

Intake ALGOUESFRD AL BERTVILLE NURSING HOME [£59500LNH/01S 163)

FER R o

o 2228 =2 s

A e | [F] Anesesons tor:

|
|
H

& e weral | | Loy

[
L
i
it
[E|
far)
F
I
i#
i
Ef
;
h|

B ALDOOD5065 - MBCRTYL | [ Qi Do

© [ MDNIMEY  NEFITE 7

[ r——— |
# ] ALDOCBA318 - MBERTVL

= Il ALY - ALSERTYL Wt

S
"NOOOT SNT SVIRT51 L5C FECER /D001 1SA001E FOx; Tres] IV

g
® [ ALDOOETI2Y - NPTV g

= [ A 0530 - MAFRT —
& ] 09933008 - SERRTVR.

=
=
=
w P ALDOOZ356T - ALBERTVL i r
-
-

TS SRR RS G S ST PO Tk | $4TEIE
GE T TR ORI CUPT  TMZUCA WS TOC Tk VNS

» Bl ALIDO3I445 - ALBERTVL

[+
£ ] MBS - BT
= f ALIOO31738 - MBERTVL
= il ALDDOB1639 - MBERTVL + b |
= 18 LIS - AL L

Teaci)
Buwry Wb Croute
zwlﬁ_wlgu— |@w |“r_w- |th*

at
POC Track SAENRAL

IRIRIEIRIE IRl | ]

L

@ amaaetan

i

ne |

i ALO31411 - MBERTVL

= i ALtoe31182 - NBERTYL

[ AL - AR

T [ ALo0sss mesTa—
= [ ALDOOBOIEY - MBEATVL

= B AL O - MR
=il M 0NOPEI1 - NAFRTVR .fl FurrzndadluRD 2
= Bl ALGUIHEL - MBERTVL BY I reasea

= [ AL DSOS - TR

= 1 mooizses” -8 | g eamplanan
= Ml Azs0s ST
B O BT fedo her de

gy 7
& canguencongena [T 71"

Imiompiance B

o "= i ecseene e s Pacear '.nm —— J

niza o
b5 nol

COMPLAINT?

*If you had only a single

intake number, select

“O K”

*If other investigations or
complaints are available
to link to the survey,
confirm with your

supervisor if you are to

investigate them. If not,

select “Done”.

*Return to ACO to export
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COMPLAINT AFTER OFF SITE COMPLETE?
SECOND BEST PRACTICE

*Repeat the

above process

*Return to ACO
for second

export S
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RETURN TO ACO

* Select the survey you just updated

* Using the “drop down”, select “Send To”, and
select “Export”
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EXPORT ASPENTX.ZIP TO LOCATION —
FLASH/THUMB DRIVE
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EXPORT ASPENTX.ZIP TO LOCATION —
LOCAL FILE
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IMPORT INTO ASE-Q BEST PRACTICE
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USE DROP DOWN OR “FIND™ TO LOCATE

THE ASPENTX.ZIP
2]
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IMPORT INTO ASE-Q - SECOND BEST
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USE DROP DOWN OR “FIND™ TO LOCATE

THE ASPENTX.ZIP — SECOND BEST
21

~Import Type

@& Suneys C Regulations

~lmporl From
* ASPEN Transfer Location

I =]

" Olher Zip Fike Loczation

e Locate ASE Dalabase
Drababierse ramne o |Paddress of the computer

| ]
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IMPORT INTO ASE-Q - SECOND BEST

You may answer “No” here.

CreeemTs

]
| Only survey and complaint information has been imported because the LTC
survey process has already been started for this survey.

- Offsite informatien has been entered

- Complaint residents have been identified

- Resid have been assigned to

- Reasons for interview have ben selected
! -1 iew questions have been d

If you wish to slso import LTCSP data thereis 3 nsk that data will be lost.

l If you are attempting to restart this LTCSP survey itis saferto delete the survey in |
ASEQ first and then import the new shell.

Do you wish te import LTCSP data?

| ¥ Mo, Only survey and complaint data will be imported.
If Yes, LTCSP data will alse be imported.

(RSN F—— Y
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IMPORT COMPLETE

You may begin off site review and
then proceed to the survey.

SOURCES FOR GUIDANCE/INSTRUCTION

| LTCSP
ot | ]
User's

Effective May§, 2018

Long Term Care Survey Process (LTCSP) Procedure Guide
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IMPORTING SURVEY AND SHARING
DURING SURVEY

Team Leader initiates when to import the survey.

The Team Leader completes the import into his/her
tablet and completes the Off Site survey prep in
LTCSP.

The Team Leader exports the survey and sends it to
other team members by e-mail or USB flash drive.

All team members should import the survey and
review off site preparation for assignments and
issues.

*Team enters facility

IMPORTING SURVEY AND SHARING
DURING SURVEY

Once entering and beginning the survey
process, team members will share data
throughout the survey.

The Team Leader designates when the team
members will share information.

*All will share with the Team Leader

"The Team Leader will make any
adjustments to the work loads

*The Team Leader will share back with the
survey team members

3/11/2019
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FINAL SHARING DURING SURVEY AND
EXPORTING SURVEY FROM ASE-Q

After all survey tasks have been completed
and regulations have been reviewed and
selected whether or not to be cited, the Team

Leader will export the completed survey
back into ACO.

Any reviews or changes must be made in
ACO at this time or you run the risk of loosing
others changes if you re-import another time.
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