[bookmark: SignIn][bookmark: _GoBack]                                                                       
Enterprise Information System
Transition Manual
For the
District Meetings

The Purpose of this Manual:
The Transition Period is a critical time in the lives of the many youth served by community and state agencies.  The discussions and planning that occur during transition will influence the success or failure of young people to move into adulthood.  This manual is an instructional guide in the use of the EIS to document the planning and referring of youth to adult services and/or supports that may assist the youth successfully move into adulthood.  Planning discussions for any one individual may be extensive and range across many topics.  These discussions serve to connect the youth's education and service experiences with anticipated adult services and supports.  This connecting process will take the youth through the frequently necessary eligibility process for entry into adult life.  The instructions that follow are designed to accomplish the documentation of the transition process.  Should you have any questions regarding the use of the EIS and this transition process, you may contact Jeanne and Lynn.





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: ]

FYI: A shortcut can be created from here to the desktop or Favorites.



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.608035479345300064&w=250&h=188&c=7&rs=1&pid=1.7]

If you lock yourself out of the system or forget your password then you will to go the CBH website (for Children’s staff)to complete the EIS Access/Removal Request and Staff Update form (Password Reset) 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.

For OADS staff Lisa Merrill is the contact via email or 493-4121


[bookmark: Password]

To Change your Password

You will be prompted to change your password when you first begin to use the EIS system and every 90 days thereafter.

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
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Section 1-Anchoring on client
Search for your client in EIS

Main Menu
1. Click on Search
		2. Property:	Highlight MaineCare id (#) 
		3. Condition:	Contains/Equals
		4. Value: 		ex: 12345678A
5. Click ADD 
6. Click Search- system will now look for the client with that MaineCare #  
*If no results from that search	
Click Close

Repeat steps 2-6 and change the Property to either DOB, Last name, etc. 

[image: ]#4 Type the actual Maine Care #
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Click on the Client id/People id 

*FYI the arrows above each column will sort the list ascending or descending.

[image: ]Client id/
People id






Once you click on client id, the client is anchored and name and age will appear in the header.

[image: ]

If client is not found through the Search module, then you will need to create the client in EIS.

Click Add

[image: ]


FYI “Add a new service recipient” is automatically checked 
Click Next
[image: ]



Tab through the page and enter the required data.  All of this data is required in order to enter a new client in EIS.
· Name-First and last, 
· Address,  ( FYI State, County and Zip Code auto-populate) 
· Address Type: Legal Residence
· Telephone
· Gender
· DOB
· SP Primary-Child 
· MaineCare #
[image: ]
Click Finish

*If when entering the new client into EIS you get a message of possible duplicate (Close out of the screen, do not click duplicate) this means that the client does possibly already exists in EIS and you will need to search further to find the client. (by last name, DOB etc..)


Click on Client id (blue number) of the client you just created
[image: ]
*If you did not just create the client (Client already existed in EIS)
Check the current Legal Address on the client 
Dropdown Menu: Highlight Addresses
[image: ]


If you need to update the legal address of the client Click [image: ] 
In EIS we always need to make sure that we are always updating and keeping the most current information on a client.

[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


*FYI When this reminder appears 
Click Ok
 
[image: ]



Section 2- Transition Process
Click on [image: ]  in the main menu
[image: ]
Click Add to create the process to track the Transition

[image: ]


· Name: Transition Process
· Start Date: Date you are beginning to work with the client
· Click Next 
[image: ]
Scroll down and Highlight: Transition Process
Click Next
[image: ]


Make sure all selections are correct, if not click previous and make edits

Click Finish

[image: ]
[image: http://ts3.mm.bing.net/th?&id=HN.608012522826959199&w=300&h=300&c=0&pid=1.9&rs=0&p=0]


There are 9 process steps that can be completed to document client needs in becoming a young adult.   
1. Relationships (Internal Use)
a. Guardian information
2. District Meeting Notes (Internal Use)
a. Transition documentation-follow-up etc.
Steps 3-9 completed by the case manager or Transition Lead(refer to OADS training)
3. Youth Diagnositic Tool- to capture current diagnosis on client
4. Transition Tool – to document/record any unmet needs
Steps 5-9 used for a referral to OADS( refer to OADS training)
5. Services and Support Assessment(17 yo and older)
6. Initial Visit Survey(17 yo and older)
7. Psychological and Other Evaluations(17 yo and older)
8. Safety Assessment(17 yo and older)
9. Psychosocial Assessment (17 yo and older)

[image: ]
Section 3 Step 1 Relationships (Internal Use)
Click on Step 1 Relationships to add guardian information
[image: ]
Click Save (whenever you open a step of a process first thing is to click save)
[image: ]


Scroll down 
Click Add to the right of People Relationships Associations
[image: ]

Default Radial Button: Relationships
Click Next
[image: ]


People Type: Related People
[image: ]
Click GO
[image: ]


Wait for the related People List to population then
Find: Type in last name of guardian
[image: ]
List will scroll down to that name.  Scroll down through list and locate the guardian’s name. Identifiers you have to be sure that it is the correct person are:
· City 
· Phone
Highlight guardian name
Click next
[image: ]


Highlight the guardian type from the list
[image: ]
· Guardian, Full Private and Guardian, Co Guardian (Private) are commonly used for parents
Enter Start Date: date of entry
Click Finish
[image: ]


You can now see the association of the guardian to the client.
[image: ]
If the person you are trying to locate is not on the Related People list you will need to add the guardian to the list. (Or if you have a question if it is the correct person) 
*Redo the first steps of creating a relationship
Here where you would highlight the guardians name instead you will:
Click Add
[image: ]
Fill in the information
· First Name
· Last Name
· Address
· Highlight *Address Type is always Legal Residence
· Phone- no dashes
· Gender
Click Finish
[image: ]


Find: Guardians last name you just created
[image: ]
Scroll through list for correct guardian-use the information available to verify correct guardian (City-Phone)
Highlight guardian’s name
Click Next
[image: ]
Highlight the guardian type from the list
[image: ]
· Guardian, Full Private and Guardian, Co Guardian (Private) are commonly
used for parents
Enter Start Date: date of entry
Click Finish
[image: ]


You can see the association to the client
[image: ]
Section 4 Step 2-District Meeting Documentation
Scroll up and change Steps
Highlight Step 2 District Meeting Documentation
[image: ] 

Click Go to change Steps
[image: ]
Make sure the Name and the Process Step of the Step match
Click Save
[image: ]
If the Process Step and the Name of the step do not match click GO to refresh your screen
[image: ]
Click Save
[image: ]
Scroll down to the Notes Section
Click Add on the right
[image: ]


Start Date: date of notation
Click Next
[image: ]
Instrument Type: Highlight Transition Note
Click Finish
[image: ]


Scroll down the screen
Click on Transition note id (blue number)
[image: ]
*A new Note will be entered each time the client is discussed through the transition planning.
This will be done by creating a new Version of the existing note (See Section 7)
Show Menu: Highlight Questionnaire
[image: ]


District Meeting: Highlight location of District Meeting
Transition Lead: Staff lookup field- if a state staff person is assigned for transition follow up and future reporting. (See Section 5)
Start Date: enter start that the Transition Lead is working with client.
End date: enter date Transition Lead has completed their work with client-This person may transfer to another Lead as needed here also. 
District Meeting narrative- all documentation will be here from District Meeting discussion and/or Transition Lead documentation.
Transition Final Outcome: document the final Transition plan for this client. (Only completed when transition is considered closed)
[image: ]
Click Save

Section 5 Transition Lead Look Up
Instructions for Transition Lead look up
Click on Blue/white box [image: ]
People Type: Highlight Organization Staff
[image: ]
Click [image: ]  right under People Type:
[image: ]
Click on [image: ][image: ]
Organization Type: Highlight State of Maine
[image: ]


Quick Find: Office staff person works for Children’s or OADS Etc…
Region 3 Bangor or DHHS Region 3 Children’s etc….
Click Go
[image: ]

Highlight the appropriate Regional office of staff person being assigned as Transition Lead
Click OK
[image: ]


Last Name Quick Find: enter staff person’s last name
Click Go
[image: ]

Highlight name of Staff person assigned to client as the Transition Lead
Click OK
[image: ]
Name appears as the Transition Lead- This will be used for reporting purposes and who to contact with questions about client’s transition.
Start Date: date of assignment
[image: ]
Complete note Section District Meeting Narrative with all documentation for each discussion
[image: ][image: ]
[image: ]
Click Save


If you are done data entry on this client Click My Events in the header to clear the client anchored 
[image: ]
Section 6 Granting access to TCM
Once you have decided that a client’s TCM will be working with the District Transition team then you will need to give the TCM access to the process this is done by changing the Process Ownership.
From the Process page click on
Ownership Organization [image: ]
[image: ]
Organization Type: Provider- when changing for TCM to have access
Quick Find provider agency name/address
Click GO
[image: ]
Highlight location that TCM works at.
Click OK
[image: ]
Click Save 
Now TCM will have access to the Transition Process
[image: ]
Ok to start entry on another client or log off.
[image: ]
Section 7 Documenting follow up
At the next transition meeting or follow up done by the Transition Lead you will create a new Version
Anchor on client ( See Section 1)Client Anchored

Click on Processes on Main Menu
[image: ]
Click on Process name (blue) 
[image: ] 


Highlight Step 2 District Meeting Notes
[image: ]

Click on Transition note id (blue number) with no end date
[image: ]

Click New Version
[image: ]
Date of next notation
Click OK
[image: ]
Show Menu Highlight Questionnaire
[image: ]


Everything is brought forward
· District Meeting
· Transition Lead and start date
· and all the narrative. (pitfall)
The narrative need to be removed for your next set of documentation on this client
To do this highlight all documentation in the District Meeting Narrative section and hit delete.
Then go ahead and add the new documentation

[image: ]


Enter new documentation
[image: ]
Click Save and Close (2 times)
What these steps do is keep a log of all documentation and when it was entered. One thing to notice is the end date on the first note and then the new note with no end date.

[image: ]



Next documentation you want to be sure that you are opening the note with no end date.  System automatically defaults to oldest to newest.
The arrows above the fields will sort in different order.

[image: ]
The remaining steps are designed to be completed by the case manager or Transition Lead if no TCM
If you are the Transition Lead and need to complete these steps refer to OADS training.

[image: ]
3. Youth Diagnostic Tool-to document diagnoses
4. Transition Questionnaire- to document unmet needs and barriers
5-9 are documentation/forms for OADS if a referral is appropriate.
Section 8 Printing a Report
Report not available at this time will notify when ready
To see all the notes at one time without opening each individual note up run the 
Printer friendly report 
[image: ]
Choose Printer friendly Report
[image: ]
Section 9-Closing Process when completed
When client has completed the transition to adulthood-or District Meeting documentation is complete.
You will do a final New Version of the Transition Note on Step 4 of the Process
Complete the Section on the Note called: Transition Final Outcome.
*In this narrative area you will summarize the transition plans for the client.
Click Save
[image: ]
Click Close
[image: ]
Enter End date
Click Save
[image: ]
[bookmark: Exit]Section 10 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
Trouble Shooting
If you lock yourself out of the system or forget your password then you will go to 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.

EIS is set up to run on Internet Explorer
Trouble shooting for EIS functionality with newer Window systems
· Make sure the pop up blocker is turned off
· Make sure that the only internet provider used is Internet Explorer, not Safari, Google Chrome, Firefox etc.

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. Check box Display all website in compatibility mode
6. Click close
7. This will log you out of EIS and bring you back to the log on page….log back in

Trouble shooting steps printing from EIS
1. Click on Tools in your browser
2. Turn off the pop-up blocker
3. Tools again
4. Click on Internet Options
5. Security Tab
6. Click on Custom Level button
7. Scroll down through the list to the DOWNLOADS Section
8. Make sure the Automatic Prompting for File Downloads option is enabled
9. Make sure the XPS Documents is enabled
10. Make sure the XSS filter is disabled
11. Choose OK to apply
12. If your computer does not have Adobe you will need to save the report to your desktop and print from there.


Compatibility with Internet Explorer 
[image: ]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
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



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