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CANS Web links

CBH Website CANS Link
http://www.maine.gov/dhhs/ocfs/cbhs/provider/cans.shtml

Staff Provider Training link
	Data Entry Manual- CANS EIS Manual
	Training Videos
	Helpful hints
	Frequently Asked Questions 
	Contacts
	CANS Manuals and Scoring Sheets
	Access and password reset form

Praed Foundation web link
http://canstraining.com/login

On the CBH website/CANS Link How to Navigate the Praed Site
http://www.maine.gov/dhhs/ocfs/cbhs/provider/documents/HowToNavigateTheCANSTrainingWebsite.pdf


Praed foundation on line training contact  

Email Lauren Schmidt at lschmidt@chapinhall.org for assistance.


[bookmark: Access]Access to 
CANS
Certification Training
Praed Foundation

[image: http://ts4.mm.bing.net/th?id=H.4732900496706159&pid=1.7&w=256&h=185&c=7&rs=1]




To access online training open this link http://www.maine.gov/dhhs/ocfs/cbhs/provider/training.html
or
http://www.maine.gov/dhhs/ocfs/cbhs/provider/cans.shtml


Click on [image: ]
[image: ]

Fill out the form & click [image: ]
[image: ]
[image: ]
	

· This registration form purpose is to:
· Start the process of tracking the certifications for CANS trainings
· 30/60 day notifications when your certification needs to be renewed via EIS tickler system
· Once you submit the form you will receive an online registration link to the Praed Foundation from DHHS, Office of Continuous Quality Improvement 
· Go to login to create your account and begin the training process
[image: ] 
* Important Note: Your username and password will be used annually at recertification-Please save/write them down.
· Upon successfully completing the CANS certification, 
· You will receive a certificate of completion notification from the Praed Foundation.  
· The DHHS, Office of Continuous Quality Improvement will also be informed of your certification.  Your training certification will be entered into the DHHS data system, a rater id will be issued and approval letter sent.
· Office of Information Services will be notified
· You will receive an email your username and password 
· Link to the CANS instruction manual 
	PRAED Foundation Name
	Client
	Maine Name
	Age Range

	CANS Preschool
	Mental Health
	CANS-PC
	0-5

	CANS Maine Comprehensive-(MH)
	Mental Health
	CANS-MH
	5-17

	ANSA-T  (CANSAT-MH)
	Transition age MH
	CANSAT-MH
	18-21

	CANS Autism Spectrum Profile (ASP)
	Autism Spectrum/DD
	CANS-ASP
	0-18

	CANSAT-DD   
	Transition age DD
	CANSAT-DD
	18-21


The following is a list of the State of Maine CANS assessment instruments that are used for Children’s Targeted Case Management. (The Maine ANSA is only for Adult Services)






On the CBH website/CANS Link How to Navigate the Praed Site
http://www.maine.gov/dhhs/ocfs/cbhs/provider/documents/HowToNavigateTheCANSTrainingWebsite.pdf

Questions regarding CANS training information contact Office of Continuous Quality Improvement
Veronica Dumont 624-7990 or 
veronica.dumont@maine.gov

Questions regarding EIS access contact Office of Information Services
 Jeanne Tondreau 592-0734 Jeanne.Tondreau@maine.gov
Or Lynn Dorso 626-8651 Lynn.dorso@maine.gov

Questions regarding CANS and the policy contact
Paul Maheux      paul.maheux@maine.gov





[image: http://ts1.mm.bing.net/th?&id=HN.608012651950768753&w=300&h=300&c=0&pid=1.9&rs=0&p=0]

Annual Re-Certification
The Praed Foundation and the Department of Health and Human Services has notified you it is time to complete your Annual CANS Recertification.  Please follow the instructions below:


Step 1: Go to the CBH Website (http://www.maine.gov/dhhs/ocfs/cbhs/provider/training.html )
click on http://canstraining.com/login to access the Praed Foundation Collaborative Training Website 
for the CANS training.  To reactivate your account, enter the same username and password that you entered previously, in order, to begin the recertification process.  

[image: http://ec.l.thumbs.canstockphoto.com/canstock10880295.jpg]Your profile in the Praed site needs to reflect current information.
Go to My Content click on Edit Profile
· Name change
· Agency change’s
· Email updates

The CANS training program continues to have 5 separate assessments relevant to population and age group being served, as listed below.  

Only need to pass one (1) test annually to be certified to administer all 5 assessments (effective January 20, 2015)
 
	PRAED Foundation Name
	Client
	Maine Name
	Age Range

	1.CANS Preschool
	Mental Health
	CANS-PC
	0-5yrs  

	2.CANS Maine Comprehensive (MH)
	Mental Health
	CANS-MH
	5-17yrs

	3.ANSA-T (CANSAT-MH)
	Transition age MH
	CANSAT-MH
	18-21yrs

	4.CANS Autism Spectrum Profile (ASP)
	Autism Spectrum
	CANS-ASP
	0-18yrs

	5.ANSA-DD (CANSAT-DD)
	Transition age DD
	CANSAT-DD
	18-21yrs



Step 2: Upon successfully completing the CANS training, the Praed Foundation will issue you a certificate of completion. Print a copy for your record. The DHHS, Office of Continuous Quality Improvement will also be informed of your certification(s) and the updates will be entered into the DHHS data system.  Note: the DHHS Approval/Rater ID notice will no longer be issued separately to you under the recertification process.  If you have any questions concerning the documentation contact Veronica.Dumont@maine.gov 

Once you are recertified your DHHS Enterprise Information System (EIS) access will continue so you may enter the CANS assessments on children being served on your case load.  If you have not completed the recertification process, your EIS access will be terminated until such time as the certification process has been completed.

If you have any questions concerning your EIS access contact Jeanne.Tondreau@maine.gov (624-7912) or Lynn.Dorso@maine.gov   (626-8651) at the Office of Child and Families Services, Office of Information Services

Refer to the CBH website for further instructions: http://www.maine.gov/dhhs/ocfs/cbhs/provider/cans.shtml

Important Messages:
[image: http://ts1.mm.bing.net/th?id=H.4818477726959048&w=149&h=101&c=7&rs=1&pid=1.7]*Staff Turnover-if a staff person is leaving the agency or the position it is very important that you notify Office of Information Services, (Jeanne and Lynn) otherwise the staff person will continue to have access to the EIS and the clients. Here is the link to update your staff information in EIS
http://www.maine.gov/dhhs/ocfs/cbhs/provider/eis-staff-update.shtml
[image: http://ts4.mm.bing.net/th?id=H.4778482980555495&w=149&h=173&c=7&rs=1&pid=1.7]
*Tickler Notifications- provider staff will receive a tickler notification through the EIS system (My Events page) that their certification for the CANS training is up for renewal.  A notification will be sent 30/60 days prior to the yearly date as a reminder to go back into the Praed Foundation on-line training website and renew your certification.  If this is not done by the year end date then access to the EIS system will be removed until such time as the certification renewal process has been completed. 
[image: http://ts1.mm.bing.net/th?&id=HN.608052122661093566&w=300&h=300&c=0&pid=1.9&rs=0&p=0]EIS will time you out the system if you have not clicked the Save button every 25 minutes.  Make sure that you are saving at least every 25 minutes to avoid the time out feature.  If you are timed out you will lose everything up to the previous save.

[bookmark: Introduction]Introduction
to EIS

[image: http://ts4.mm.bing.net/th?id=H.4537926116376727&pid=1.7&w=258&h=187&c=7&rs=1]




What is EIS?

The EIS is an Enterprise Information System that is used to track data for all people and organizations related to or served by the Department of Health and Human Services.  The EIS allows for the integration of data across all service populations and providers.

http://www.maine.gov/dhhs/ocfs/cbhs/provider/index.shtml



Click on the [image: ]
[image: ]


[image: http://ec.l.thumbs.canstockphoto.com/canstock10880295.jpg]FYI: A shortcut can be created from here to the desktop or Favorites.

[image: http://ec.l.thumbs.canstockphoto.com/canstock10880295.jpg]FYI: When first logging into EIS you may need to close out all other Internet based application if you are having trouble logging in.  Once EIS is up and running on your computer you can reopen those Internet applications such as email etc.

Sign into EIS
Username:
Password: (case sensitive)

Hit enter on keyboard or Click [image: ]Username:
Password:


[image: ]



[image: http://ts1.mm.bing.net/th?&id=HN.607989871403599443&w=300&h=300&c=0&pid=1.9&rs=0&p=0]If you lock yourself out of the system or forget your password then you will to go the CBH website to complete the EIS Staff Update form within Provider/Forms and Instructions http://www.maine.gov/dhhs/ocfs/cbhs/provider/eis-staff-update.shtml OCFS will be notified and reset your password, you will receive an email with the new password.

[bookmark: Password]

To Change your Password

You will be prompted to change your password when you first begin to use the EIS system.

Old Password: same one you sign in with
· Change Password: 
· Confirm Password:

Expires every 90 days-you will get a pop up alert 7 days prior to expiration of the password

Password rules are 	
· At least 8 character, including the combination of 
· Alpha characters
· 2 numbers- cannot be at the beginning or the end 
· Special characters 
· Upper and lower case alpha characters.
· Should not contain your name or user id
· Example of correct password:  Winter20#

Click [image: ]

[image: ]1. Old password
2. New password




For some staff they have access to EIS with two different profiles.

CS CANS Profile-gives a staff person access to enter and edit CANS assessment on a client.

OCFS Reportable Events Profile-gives a staff person to enter a Reportable Event (also known as Critical Incidents) on a client

[image: http://ec.l.thumbs.canstockphoto.com/canstock10880295.jpg]What you will notice is a new screen when you sign in where you have to choose the work you are doing?
Highlight profile
Click [image: ]
[image: ]


HINTS

· Main menu: on left hand side of screen
· Click/Anchor are interchangeable words
· Show Menus are on upper right hand side
· Tickler Notifications- warning of certificate renewal/ or CANS assessment is due
· Never use the red X [image: ]in the upper right hand corner to sign out use the [image: ] button
· Never use the back/forward button[image: ] in the header
· Only have one client anchored at a time up.
· All dates are entered mm/dd/yyyy
· Any questions please call Jeanne 592-0734 cell and/or Lynn 626-8651
· Header shows components previously visited and client anchored on
· Dimension/pages are interchangeable words
· Printer Friendly icon [image: ]


[image: http://ts2.mm.bing.net/th?id=H.4538024915633649&pid=1.7&w=172&h=120&c=7&rs=1]




Trouble shooting for EIS functionality 
· Make sure that the only internet provider used for EIS is Internet Explorer, not Safari, Google Chrome, Firefox etc.
· Make sure the pop up blocker is turned off

Trouble shooting steps if ADD buttons in EIS are not functioning for you.
1. On the EIS main menu go to tools in the tool bar (see screen shot below)
2. Click on compatibility view settings
3. In the box add this Website it should say state.me.us and maine.gov
4. Click add
5. Click close
6. This will log you out of EIS and bring you back to the log on page….log back in

Compatibility with Internet Explorer 9, 10, & 11
[image: ]On the page where the Control Button is not responding (Add Button) Select Tools from the Menu (Just below the Web Address)
Halfway down the list is – Compatibility View Settings
By clicking on the Compatibility View Settings will bring up another Screen



The screen will ask you to add the website: By clicking the add button - the Web Site will be added to the Compatibility View Web Sites. Then Click on the Close Button



[image: ][image: ]
The Compatibility View will automatically log you out of EIS and bring you back to the Log On Page.




[image: http://ts1.mm.bing.net/th?&id=HN.608006462902503722&w=300&h=300&c=0&pid=1.9&rs=0&p=0]

Components of EIS

[image: ]

Header identifies the component of the EIS system you are working in and child you are entering data on. 

[image: ]Line 1
Line 2

First line 1- shows the components of the EIS system you have been to and are currently on.
Second line 2- shows the client you are anchored on, 
· People id for the client, 
· Client name
· age

You always want to be sure that you have the correct client anchored when entering the CANS assessments.  When you are done with this client’s entry and want to enter on another client you will need to click on the [image: ] in the first line of the header to clear out the information on the previous client you were working on.  You do not want to have two clients’ information in the header at the same time, very easy to enter on the wrong client.




Main Menu

	[image: ]Assessments

	People- will be any clients that you have previously entered a CANS assessment on.

	
	Assessments- Component of EIS that will  be used to enter one of the 5 CANS assessments electronically

	
	Support-Do not use the Self Service Ticket link 
Contact information for the EIS Helpdesk
Jeanne Tondreau 592-0734 or Lynn Dorso 626-8651

	
	Log off- this is how you exit EIS.  



Inbox-
Ticklers notifications of certification renewal requirements appears on the My Events page under Inbox

[image: ]

Ticklers notification remain in the Inbox for 7 days






[bookmark: Electronic]Set My Preferences 
The functionality here is the ability to access your clients quickly instead of doing searches through the people tab. 

To add Client to your My Event page-for ease of access
Click on Set My Preferences 
[image: ]
Scroll over to the right

1. Show Menu DOWN arrow
2. Highlight: Client Preferences

[image: ]
You will scroll down through the list of available clients, highlight the name of client and move the clients to selected field. 

Be aware that you have limited identifiers (Name, People id, Date of Birth) be sure that you have the correct client.  

1. Scroll DOWN the list
2. Highlight clients name

[image: ]

1. Move selected clients over with using arrows
2. Click Save

[image: ]


Click Close 

[image: ]


Click Close

[image: ]



My Events Page

Here you will see your client list
[image: ]


Remove client from list:
You would remove the client from this list in the same manner except you would be using the back arrow to take them off the selected client list.





Creating Client 
in EIS




[image: http://ts1.mm.bing.net/th?id=HN.607986624091193855&w=176&h=160&c=7&rs=1&pid=1.7]








Click on People in the main menu
[image: ]

[image: http://ec.l.thumbs.canstockphoto.com/canstock10880295.jpg]FYI: When you start to use the EIS system the people list is blank,  the list will be created as you add clients.

Skip to page 27 to add your first client or a new client to the service.

Last Name Quick Find % enter the client’s last name (leave the %) Example  %Rockstar
System is spelling sensitive
Click [image: ]

[image: ]


If the client appears in the people list from your search, anchor on the client id.
Click id (blue number) to anchor on client.
[image: ]
If the client does not appear on the People List 
Remove the last name from “Last Name Quick Find” field (Leave the % sign)
Click  [image: ]   to clear filter 
[image: ]
%     

Click [image: ] to add the client to the people list
[image: ]

*Red Highlighted means required fields
Complete the following fields to add a client to your people list
· First Name
· Last Name
· Date of Birth
· MaineCare id
· Gender
· Provider Responsibility defaults no entry required
· Service Population defaults no entry required
[image: ]
Click [image: ]
Last name Quick Find: (leave the % sign)
Click [image: ]
[image: ]
From the People Screen
Click on Client id (blue number) to anchor on client[image: ]
[image: http://ts1.mm.bing.net/th?&id=HN.607989871403599443&w=300&h=300&c=0&pid=1.9&rs=0&p=0]If you receive an error message that client already exists within your agency please contact Jeanne Tondreau 592-0734/624-7912 Jeanne.Tondreau@maine.gov or Lynn Dorso 626-8651 Lynn.dorso@maine.gov to have access granted.

[image: http://ts1.mm.bing.net/th?&id=HN.607989871403599443&w=300&h=300&c=0&pid=1.9&rs=0&p=0]If you make a data entry error when entering into EIS please continue your work and contact Jeanne Tondreau 592-0734/624-7912 Jeanne.Tondreau@maine.gov or Lynn Dorso 626-8651 Lynn.dorso@maine.gov to make the corrections for you.  Please do not reenter the client.


Entering Addresses

in EIS

[image: http://ts1.mm.bing.net/th?&id=HN.607989106904531562&w=300&h=300&c=0&pid=1.9&rs=0&p=0]


Entering client’s address

The Client demographic page- Manadatory that all clients have a current address in EIS
*Make sure client is anchored on (name and age appear in header)
Show Menu click on the [image: ]
Highlight Addresses
[image: C:\DOCUME~1\LYNN~1.DOR\LOCALS~1\Temp\SNAGHTMLfda77c.PNG]Anchored

Click [image: ]
[image: ]



Fill in the following 
Start date: today’s Date
*Skip Address Type: until after you have entered the City/Town
Address: Child’s Legal Address-physical address (not a PO Box)
City/Town: Child’s City/Town
*Now add Address Type: Legal Residence
Phone Number: Child’s phone number with area code and no dashes
Click [image: ]
[image: ]Do not check these boxes


When this reminder appears Click Ok 


[image: ]



Click [image: ]
[image: ]

[image: http://ts1.mm.bing.net/th?&id=HN.607989871403599443&w=300&h=300&c=0&pid=1.9&rs=0&p=0]If when entering address on a client you receive an error message, here is a couple of hints

· Make sure you are using today’s date
· Make sure you did not click the two boxes at the bottom of the page (as referred to back on previous page)
· Make sure all required fields are completed (red fields)

If you still receive a message to contact administrator please call
Jeanne Tondreau 592-0734/ 624-7912 or Lynn Dorso 626-8651

Entry in Service

CANS Assessment Entry

A CANS assessment needs to be administered and entered into the EIS system within 30 days of opening client for TCM
· In APS you will document the scores in the Additional Information box.
You will document how many 2 or 3’s you receive in the Life Functioning Needs Domain and the Behavioral/Emotional Needs Domains (refer to the scoring sheets on the CBH website) http://www.maine.gov/dhhs/ocfs/cbhs/provider/cans.shtml



CANS Entry in Service Assessment Entry
Click on People in the main menu
[image: ]

To anchor on your client (click on client id on the people list page)
[image: ]
Click on [image: ] in the main menu
[image: ]
Click [image: ] 
[image: ]

[image: http://ec.l.thumbs.canstockphoto.com/canstock10880295.jpg]FYI: A new CANS assessment should be entered into EIS for each new Episode of Care.  If you are reopening a client that you previously had then you will need to create a new assessment and not use the function of New Version within an old assessment.
[image: http://ec.l.thumbs.canstockphoto.com/canstock10880295.jpg]FYI: If you just created the client in EIS the system may not allow you to back date your assessment.  
[image: http://ts1.mm.bing.net/th?&id=HN.607989871403599443&w=300&h=300&c=0&pid=1.9&rs=0&p=0]If you receive an error message you will need to use the data entry date as the start date of your assessment.  It is important that you enter the CANS in EIS after each administration to avoid this.
Complete the following fields:
· Start Date: date completed assessment
· End Date: Leave blank
Defaults 
· Person: Client you are entering CANS electronically on
· Organization: Provider Agency name
Click [image: ]
[image: ]
[image: http://ec.l.thumbs.canstockphoto.com/canstock10880295.jpg]FYI: If the client has dual diagnosis when choosing the CANS assessment that best fits the situation use the diagnosis that is most prominent for the client.

	Client
	Maine Name
	Age Range

	Mental Health
	CANS-PC
	0-5

	Mental Health
	CANS-MH
	5-17

	Transition age MH
	CANSAT-MH
	18-21

	Autism Spectrum/DD
	CANS-ASP
	0-18

	Transition age DD
	CANSAT-DD
	18-21








Highlight: The CANS that you administered with the client and family.

[image: ]
Click [image: ]


This screen is the assessment general page. 
Shows you:
Which tool you are about to enter
Date of Assessment
Performed By-Defaults to data enterer two options available-
1. Leave performed by or 
2. Edit performed by.
(1) Leave
 If you are entering your own CANS that you administered with client and family then
· Show Menu Questionnaire and skip to page 42
[image: ]


(2) Edit 
If you are entering for  another staff person that administered the CANS assessment with the family follow these steps to change the Performed By
Click [image: ]
                    [image: ]
People Type:  Organizational Staff (Defaults)

[image: ]



Click [image: ]
[image: ]
Quick Find: type in agency name/address   Example: “ apple appliance”
Click [image: ]
[image: ]
Highlight agency name
Click [image: ]
[image: ]


Last Name Quick Find: type in staff person’s last name
Click [image: ] to the right of the Last Name Quick Find field[image: ]
Highlight staff’s name (if staff person’s name does not appear in the dropdown, please contact Jeanne Tondreau  592-0734/624-7912 or Lynn Dorso 626-8651)
Click [image: ][image: ]
Click Save
[image: ]

Show Menu dropdown
· Highlight Questionnaire
[image: ]   



New to EIS
Complete the CANS Assessment Dimension new to this page two questions that were previously on the (now removed) Introduction page of the tool
These two questions are now a mandatory field
[image: ]
and
[image: ]
Edit field
Please Select Appropriate Use: Entry into Service-When TCM Service begins
[image: ]Developmental Disabilities Case
Entry into Service-When TCM 


Proceed to complete the assessment-any questions regarding the administration of the assessment refer to each individual manual for the CANS on the CBH web site. http://www.maine.gov/dhhs/ocfs/cbhs/provider/cans.shtml

[image: ]
[image: http://ec.l.thumbs.canstockphoto.com/canstock10880295.jpg]Additional Information
Each of the CANS assessment tools have what is called Dimensions(or pages).  
* Required Dimensions
These Dimensions are only completed if you score (1, 2, 3) on the corresponding questions located on the assessment dimension.
[image: ]CANSAT MH



To change the Dimension (page)  
Use the dropdown arrow and highlight the needed page 
[image: ]



Repeat this process through the necessary dimensions be sure as you leave each dimension/page you click [image: ]
· [image: http://ec.l.thumbs.canstockphoto.com/canstock10880295.jpg]Each assessment has its own Dimensions (pages) and requirements.
  
· These other Dimensions are only completed if you score (1, 2, 3) on the assessment dimension corresponding questions 

*Refer to any notation on the assessment page (left hand column) for other dimensions needed completion.*


[image: ]

Example: 

If you score a 1, 2 or 3 on the Developmental question proceed to the Developmental Delay Module Dimension and complete. If you scored a “0” you would not complete the dimension Developmental Delay Module.

SCORES for reporting to APS
To get the scores that are needed to report to APS for authorization you will need to print the reports available.  (See next page)
	Full Reports
	Summary Reports


To print the CANS assessment for your records
Click on the [image: ] in the header while you are still on the Assessment Dimension in EIS
[image: ]
Click on the CANS report you wish to print- Reports 281-285 are considered the full report of the CANS that was entered.  The assessment page and all the corresponding modules
[image: http://ec.l.thumbs.canstockphoto.com/canstock10880295.jpg]FYI: Created Date is not your report date[image: ]


To access the CANS Summary report click on the [image: ] to see report 6-10
Summary reports are considered APS reporting reports.  Shows only the two domains that need to be entered in APS for prior authorization
[image: ]

Click print
Click [image: ]  
[image: ]



Enter End date: date you completed data entry (not 90 days later) 
The end date tells CBH that you have completed your entry on this assessment.
[image: ]
Click [image: ]
[image: ] in the first line of the header to clear out the information on the previous client you were working on.  You do not want to have two clients’ information in the header at the same time, very easy to enter on the wrong client.
[image: ]


Re-Assessment Entry 
CSR/Reassessments
(See Video Training available on the CBH website)

A CANS assessment needs to be administered and entered into the EIS system every 90 days while client is in service.
· In APS you will document the scores in the Additional Information box.
You will document how many 2 or 3’s you receive in the Life Functioning Needs Domain and the Behavioral/Emotional Needs Domains (refer to the scoring sheets on the CBH website) http://www.maine.gov/dhhs/ocfs/cbhs/provider/cans.shtml


[image: http://ts3.mm.bing.net/th?id=HN.607990687128030356&w=143&h=143&c=7&rs=1&pid=1.7]



Transferring a client within your agency

[image: http://ec.l.thumbs.canstockphoto.com/canstock10880295.jpg]
If you have client that has transferred to a new case manager within your agency a couple things you will need to know.

· If it is in the same location then no difference for the new case manager except when they create a New Version of the assessment created by the previous case manger they will need to update the Performed By on the assessment (see page 58 for instructions)

If the client has moved locations within your agency you will need to contact  Jeanne Tondreau  592-0734/624-7912 or Lynn Dorso 626-8651 to move that client so that you can have access to the client.

· The new case manager will need to create a new assessment on the client as the system will not let them change the Performed by on the assessment when a client moves between locations within the same agency.

Re Assessment is required at least every 90 days on a client
The next CANS assessment entered on the client will be done by creating a New Version the first assessment and making edits.  Doing this will allow the system to have a history of the previous assessments and allows the user to only make edits instead of re-entering the entire assessment.  
[image: http://ec.l.thumbs.canstockphoto.com/canstock10880295.jpg]If you are changing assessment types on a client because they have aged out of the current assessment or their diagnosis has changed- do not discharge client, just add the new assessment type.
Click on People in the main menu
[image: ]



Anchor on client— Make sure that the client’s name is in the header (green area at top of screen)
[image: ]
Click on [image: ] in the main menu
[image: ]
[image: http://ec.l.thumbs.canstockphoto.com/canstock10880295.jpg]If you are changing assessment types on a client because they have aged out of the current assessment or their diagnosis has changed- do not discharge client, just add the new assessment type.  Click [image: ] and follow screen prompts
Or you want to create a New Version of an existing assessment then
Click on current CANS assessment id (blue number)
[image: ]


[image: http://ec.l.thumbs.canstockphoto.com/canstock10880295.jpg]If you have been transferred a client within your agency from a different location DO NOT create a New Version enter an entirely new assessment. Click [image: ] and follow screen prompts.
   System requirement in order to capture the new location and the new case manager appropariately. 
Click New Version
[image: ]

· Start date: date of assessment
· End Date: left blank 
Click OK
[image: ]


This screen is the assessment general page. 
Shows you:
Which tool you are about to enter
Date of Assessment
Performed By-Defaults to data enterer two options available-
1. Leave performed by or 
2. Edit performed by.
(1)Leave
If you are entering your own CANS that you administered with client and family then
· Show Menu Questionnaire and skip to page 61
[image: ]


(2) Edit
If you are entering for  another staff person that administered the CANS assessment with the family follow these steps to change the Performed By
Click [image: ]
                    [image: ]
People Type:  Organizational Staff (Defaults)

[image: ]



Click [image: ]
[image: ]
Quick Find: type in agency name/address   Example: “ apple appliance”
Click [image: ]
[image: ]
Highlight agency name
Click [image: ]
[image: ]

Last Name Quick Find: type in staff person’s last name
Click [image: ] to the right of the Last Name Quick Find field[image: ]
Highlight staff’s name (if staff person’s name does not appear in the dropdown, please contact Jeanne Tondreau  592-0734/624-7912 or Lynn Dorso 626-8651)
Click [image: ][image: ]
Click Save
[image: ]
[image: http://ec.l.thumbs.canstockphoto.com/canstock10880295.jpg]*Notice: new assessment date and the original assessment date are captured and tracked throughout the system
Show Menu dropdown
· Highlight Questionnaire
[image: ]
This screen is the assessment general page. 


[image: http://ec.l.thumbs.canstockphoto.com/canstock10880295.jpg]All previous information is brought forward and you only need to make edits to the fields and save.  Keep a running history of all the CANS assessment so that later reporting can be done on continued progress.

Make any edits to the assessment in EIS 
[image: http://ec.l.thumbs.canstockphoto.com/canstock10880295.jpg]FYI:  Be sure to [image: ]each dimension prior to exiting the screens.

Edit field
Please Select Appropriate Use: Reassessment-Every 90 days of Service

[image: ]
[image: ]
[image: ]

Proceed to complete the assessment-any questions regarding the administration of the assessment refer to each individual manual for the CANS on the CBH web site. http://www.maine.gov/dhhs/ocfs/cbhs/provider/cans.shtml
[image: ]


Each of the CANS assessment tools have what is called Dimensions (or pages)
*required Dimensions
These Dimensions are only completed if you score (1, 2, 3) on the corresponding questions located on the assessment dimension.
Make edits to all Dimensions to reflect the new assessment information.
[image: ]CANSAT MH 

 To change the Dimension (page)  
Use the dropdown arrow and highlight the needed page 
[image: ]



Repeat this process through the necessary dimensions be sure as you leave each dimension/page you click [image: ]

· [image: http://ec.l.thumbs.canstockphoto.com/canstock10880295.jpg]Each assessment has its own Dimensions (pages) and requirements.
  
*Refer to any notation on the assessment page (left hand column) for other dimensions needed completion.*


[image: ]


Example: 

If you score a 1, 2 or 3 on the Developmental question proceed to the Developmental Delay Module Dimension and complete. If you scored a “0” you would not complete the dimension Developmental Delay Module.

SCORES for reporting to APS
To get the scores that are needed to report to APS for authorization you will need to print the reports available.  (See next page)
	Full Reports
	Summary Reports



To print the CANS assessment for your records
Click on the [image: ] in the header while you are still on the Assessment Dimension in EIS
[image: ]
Click on the CANS report you wish to print- Reports 281-285 are considered the full report of the CANS that was entered.  The assessment page and all the corresponding modules
[image: http://ec.l.thumbs.canstockphoto.com/canstock10880295.jpg]FYI: Created Date is not your report date[image: ]


To access the CANS Summary report click on the [image: ] to see report 6-10
Summary reports are considered APS reporting reports.  Shows only the two domains that need to be entered in APS for prior authorization
[image: ]

Click print
Click [image: ]  
[image: ]



Enter End date: date you completed data entry

End date lets CBH know that you have completed data entry on this assessment.
[image: ]
Click  Save
[image: ] in the first line of the header to clear out the information on the previous client you were working on.  You do not want to have two clients’ information in the header at the same time, very easy to enter on the wrong client.
[image: ]


Discharge Entry 
 

A CANS discharge assessment is required at the end of service.
· In APS you will document the scores in the Additional Information box.
You will document how many 2 or 3’s you receive in the Life Functioning Needs Domain and the Behavioral/Emotional Needs Domains (refer to the scoring sheets on the CBH website) http://www.maine.gov/dhhs/ocfs/cbhs/provider/cans.shtml


[image: http://ts1.mm.bing.net/th?&id=HN.607989974486355028&w=300&h=300&c=0&pid=1.9&rs=0&p=0]
Discharge CANS assessment is required
The Discharge CANS assessment entered on the client will be done by creating a New Version of the latest entered assessment and making edits.  Doing this will allow the system to have a history of the previous assessments and allows the user to only make edits instead of re-entering the entire assessment.  
Click on People in the main menu
[image: ]

Anchor on client—
[image: ]


Click on [image: ] in the main menu
[image: ]

Click on current CANS assessment id (blue number)
[image: ]
· 

· Click New Version
[image: ]

· Start date: date of discharge
· End Date: left blank 

Click OK
[image: ]


This screen is the assessment general page. 
Shows you:
Which tool you are about to enter
Date of Assessment
Performed By-Defaults to data enterer two options available-
1   Leave Performed by or 
2 Edit Performed by.
(1)Leave
If you are entering your own CANS that you administered with client and family then
· Show Menu Questionnaire and skip to page 78
[image: ]


(2) Edit
If you are entering for  another staff person that administered the CANS assessment with the family follow these steps to change the Performed By
Click [image: ]
                    [image: ]
People Type:  Organizational Staff (Defaults)

[image: ]


Click [image: ]
[image: ]
Quick Find: type in agency name/address   Example: “ apple appliance”
Click [image: ]
[image: ]
Highlight agency name
Click [image: ]
[image: ]

Last Name Quick Find: type in staff person’s last name
Click [image: ] to the right of the Last Name Quick Find field[image: ]
Highlight staff’s name (if staff person’s name does not appear in the dropdown, please contact Jeanne Tondreau  592-0734/624-7912 or Lynn Dorso 626-8651)
Click [image: ][image: ]
Click Save
[image: ]
[image: http://ec.l.thumbs.canstockphoto.com/canstock10880295.jpg]*Notice: new assessment date and the original assessment date are captured and tracked throughout the system
Show Menu dropdown
· Highlight Questionnaire
[image: ]
This screen is the assessment general page. 



All previous information is brought forward and you only need to make edits to the fields and save.  Keep a running history of all the CANS assessment so that later reporting can be done on continued progress.

Make any edits to the assessment in EIS 
[image: http://ec.l.thumbs.canstockphoto.com/canstock10880295.jpg]FYI:  Be sure to [image: ]each dimension prior to exiting the screens.

Edit field
Please Select Appropriate Use: Discharge-Discharge CANS is required

[image: ]
[image: ]
[image: ]

Proceed to complete the assessment-any questions regarding the administration of the assessment refer to each individual manual for the CANS on the CBH web site. http://www.maine.gov/dhhs/ocfs/cbhs/provider/cans.shtml

[image: ]

Click [image: ]


Each of the CANS assessment tools have what is called Dimensions (pages)
*Required Dimensions
These other Dimensions are only completed if you score (1, 2, 3) on the corresponding questions on the assessment dimension.
Make edits to all Dimensions to reflect the new assessment information.
[image: ]CANSAT MH



Scroll up to change dimension
To change the Dimension (page)  
Use the dropdown arrow and highlight the needed page 
[image: ]



Repeat this process through the necessary dimensions be sure as you leave each dimension/page you click [image: ]

· [image: http://ec.l.thumbs.canstockphoto.com/canstock10880295.jpg]Each assessment has its own Dimensions (pages) and requirements.
  
*Refer to any notation on the assessment page (left hand column) for other dimensions needed completion.*


[image: ]


Example: 

If you score a 1, 2 or 3 on the Developmental question proceed to the Developmental Delay Module Dimension and complete. If you scored a “0” you would not complete the dimension Developmental Delay Module.

SCORES for reporting to APS
To get the scores that are needed to report to APS for authorization you will need to print the reports available.  (See next page)
	Full Reports
[bookmark: _GoBack]	Summary Reports


Behavioral Health Homes CANS Entry
If you are transferring a client from traditional TCM to BHHO case management these are the steps to take.

Moving to BHH within the same agency:

· Create a Discharge CANS assessment by generating a new Version of the current assessment.  

· Edit the document with any changes.  
Introduction page dropdown- Please Check Appropriate Use: choose  Discharge

· End date instrument-date which discharge data entry is completed.

· Create a new version of the discharge CANS with a start date of date open for Behavioral Health services

· Introduction page dropdown- Please Check Appropriate Use: choose Entry into Service

· On the question: Primary Service Area: Other- in Other text box type in Behavioral Health Homes(until Behavioral Health Homes is added to the dropdown list)


Discharge TCM

· Create a Discharge CANS assessment by generating a new Version of the current assessment.  

· Edit the document with any changes.  
Introduction page dropdown- Please Check Appropriate Use: choose Transition Discharge

· End date instrument-date which discharge data entry is completed.
To print the CANS assessment for your records
Click on the [image: ] while you are still on the Assessment Dimension in EIS
[image: ]
Click on the CANS report you wish to print- Reports 281-285 are considered the full report of the CANS that was entered.  The assessment page and all the corresponding modules
[image: http://ec.l.thumbs.canstockphoto.com/canstock10880295.jpg]FYI: Created Date is not your report date[image: ]


To access the CANS Summary report click on the [image: ] to see report 6-10
Summary reports are considered APS reporting reports.  Shows only the two domains that need to be entered in APS for prior authorization
[image: ]

Click print
Click [image: ]  
[image: ]



Enter End date: date you completed data entry
[image: ]
Click Save

[image: ] in the first line of the header to clear out the information on the previous client you were working on.  You do not want to have two clients’ information in the header at the same time, very easy to enter on the wrong client.
[image: ]

[bookmark: Exit]Exiting EIS System

When you are done with this client’s entry and want to enter on another client you will need to click on the [image: ] in the first line of the header to clean out the information on the previous client you were working on.  You do not want to have two clients’ information in the header at the same time, very easy to enter on the wrong client
[image: ]
Main Menu left hand side click [image: ] to exit EIS
or repeat these instructions to enter a CANS assessment on another client.
[image: ]
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