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Chapter 1
Getting Started

About This Manual

This manual assumes the reader is familiar with the basic elements and operation of
the Microsoft Windows® interface. Refer to your Windows documentation if you
need insfruction on how to use Windows.

This manual is divided into four sections.

1. Getting Started is this section. It contains a brief description of the functions,
features, and hardware and software requirements of the OCS-OASIS program.
It also provides instructions for installing the software. This section should be
read by those responsible for installing the OCS-OASIS software.

2. Data Entry provides instructions for entering OASIS data into the database. It
contains descriptions of the data entry features such as the status window, skip
patterns, and procedures for verifying data. This section should be read by
those responsible for inputting data into the software program.

3. Smart Forms describes the unique feature that allows users to incorporate
questions from other assessment forms into the OASIS data set. This section
should be read by users who are responsible for entering, collecting, and
monitoring OASIS data.

4. Utilities provides instructions on how to use the utility functions: printing OASIS
forms, creating user accounts, repairing and backing up the program
database, and sending quarterly data to OCS. This section should be read by
the database administrator.

Overview

The OCS-OASIS software program is designed to work in conjunction with the
Outcome and Assessment Information Set (OASIS). It supports collection and
maintenance of patient outcome data with special emphasis on graphing patient
outcomes.

The OCS-OASIS Data Entry Tool includes easy-to-use data entry screens that display
the full text of each OASIS question. Users may also add agency-specific
assessment questions to the database by using the “Smart Forms” feature. All data
is validated to ensure database integrity and accurate reporting.
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Getting Started

To install OCS-OASIS Data Entry module:

Please refer to the Installation Guide provided by OCS Client Services. For more
information, please call 866.641.8324 or email tfech@ocsys.com.

Setup in OCS-CAST

In order to give users access to the OCS-OASIS Data Entry module, the Systems
Administrator or designated technical personnel will need to assign permission to
the application in the OCS Common Application Security Tool, OCS-CAST.

e Loginto OCS-Gateway
e Go to the Utilities tab
e Double-click on OCS-CAST.

When you create a new user, OCS-OASIS should be one of the products already
listed under the user’s profile. Assign appropriate permissions based on the user’s
interaction with the tool.

For existing users, OCS-OASIS (Data Entry) will automatically be listed under their
user name, but with no permissions assigned.

Manage User, Settings and Permissions

Edit Uzer Settings and Permissions

Gelect a user and User Status is currently Active
presz Enter to edit: |MASTEHADM|N ﬂ
Feset Uszer Password

Click item to zelect, prezz spacebar or double-click to change setting.

Change agency/branch permissions here:

] &gencies/Branches Eirst Name: |J ohn
+ +" 9993393 - OCS Home Care

LastName: [Doe

Usergmail: |J ohn.Doe@O0C5HomeCare. com

User Home Folder:

Direct Folder assignment: Change
- L [
Change applic:ation permissions here:
= I OC5-04SIS(DE) ~

= &4 Privileges:

+ +" Diata Entry

+ " Ulilities
=] H

C5-04515 Database
5| OCS-04515 Export D atabase

= nd Folders Save LCancel

eports Folder

©2007 OCS, Inc Page 1-2


mailto:tech@ocsys.com

Getting Started

There are three categories under the OCS - OASIS (Data Entry) product heading:
Privileges, Databases, and Files and Folders.

Under the category of Privileges:

» Data Entry — Gives rights to enter new assessments and/or view/edit existing
assessments in the database

= Utilities — Gives rights such as the ability o change the selected database path,
create export files, and delete assessments

Under the category of Databases:

= OCS-OASIS Database — You can either directly select a database path or select
a surrogate database. See page 2-10 of the OCS-Gateway manual for more
information on selecting a surrogate database

= OCS-OASIS Export Database - If your agency exports assessments from a
different OCS-OASIS database, it can be defined here. If not, set it to the same
database specified above.

Under the category of Files and Folders:

» Reports Folder — Defaulted to the [Drive]\...\OCS\OASISDE\ReportsFolder — This
contains all Crystal Reports for OCS-OASIS Data Entry. Please use the default
folder for most users.

To start OCS-OASIS Data Entry:

1. Log into OCS-Gateway, Click on the Applications tab in the main OCS-Gateway
interface, and double click on OCS-OASIS Data Entry (or highlight it and click
[Gol]).
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Getting Started

| | OCS-Gateway

Applications Utilitiez

OCS-BEI QCS Online Benchmarking ol
OCS-ECAT Chart Audit Tool
OCSEPIC Performance improvement Consuftant Change BV

OCS-OASIS(DE)  OCS-OASIS Data Entry
0CS-0ASIS(RG)  OCS-OASIS Reporting

Exit

Home Falder: |C:AMASTERADMINAICSOASISDEY
Y. 35205 / MASTERADMIN

Note: If the OCS-OASIS Data Entry module is not in bold text or you are
unable to launch the module, check with your Systems Administrator or
designated technical personnel to see if they have granted you
access to the module and have installed the program onto your
computer/network.

2. The main OCS-OASIS Data Entry window appears.

| | OCS-DASIS Data Entry System g@@W

Welcome to the OCS-0ASIS Data Entry System

7| 5| 4

Mew Wiew/Edit Utilities Exit
Agzezzment Azzessment
|V 35 205/MASTERADMIN | Access: C:Program Files\OC5\DATABASES\OCS0ASIS MDE 232007 10:12 b
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Getting Started

The version, your login information, and your database path will be displayed in the
bottom left hand corner of the application.

From this Main Menu, you can enter a [New Assessment], [View/Edit Assessment],
or go into [Utilities].
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Chapter 2
Data Entry

The Data Entry windows are accessed by clicking the [New Assessment] button.
The OCS-OASIS program automatically ensures that you see all of the appropriate
questions for each type of assessment (start of care, fransfer, discharge, etc.).

| | 0C5-0ASIS Data Entry System

Welcome to the OCS-0ASIS Data Entry System

a| 5|

MNew Wiew/Edit Utilities Exit
Aszsezsment Azsezsment

V. 3.5.208/MASTERADMIN | Access: C:\Program Files\0CSA\DATABASESSOCS0ASIS. MDE 2¢13/2007 |10:12 AM

Skip Patterns

Skip patterns were designed as part of the OASIS to avoid unnecessary work during
the patient assessment. For example, if you determine that the patient does not
have a surgical wound and answer “No” to OASIS question M0482, you do not
need to respond to the next three questions that pertain to the number and status
of surgical wounds.

The OCS-OASIS program monitors your responses and the required skip patterns
and automatically forwards you to the next appropriate question. In the above
example, if you were to click on the No response box on the window that displays
OASIS question M0482 regarding the presence of surgical wounds and press the
[Next] button, the next screen that appears will be M0490 on Shortness of Breath.
The Status Window will display questions M0484, M0486, and M0488 (the three that
pertain to the number and status of surgical wounds) in gray text indicating that
they do not require completion.
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Adding a New Patient Assessment

After selecting [New Assessment], the first question that appears is OASIS question
MO100 (reason assessment is being completed). Once you have selected the
appropriate response to this question (start of care, follow-up, discharge, etc.), you
will be forwarded to the demographics data window and then to the next required
question according to the OASIS skip patterns. For example, if you select
“Transferred to an inpatient facility - not discharged from agency,” the
demographics window and the question M0150 (payment source) will appear.
After answering M0150 the software will automatically advance to question M0830,
the next required question for this type of assessment.

| 1 OCS-0ASIS Data Entry System (=13
Initialize Assessment
[MO100] This Assesement is Curently Being Completed for the Following Reason: [QEIDDS]_Name of Pergon
{* 1 - Start of care - further visits planned Ol e
(" 3 - Besumnption of care [after inpatient stay) | j
{4 - Recertification [follow-up) reassessment [Go ta MO0150] L
(" & - Other follow-up [Go to MOT50] (140020) Discipline of Person
o - . . Completing Assessment:

- E - Tranzferred ta an inpatient facility - patient not dizcharged from agency [Ga to

MII50] | |
¢~ - Transtered to an inpatient facility - patient discharged from agency [Go ta

01501 [+0090) D ate Azzessment
" 8-Death at Home [Go to MO150] Completed:
" 9 - Discharge from agency [Gao to MO150] |ﬂ#a"ﬁﬁa"#ﬂﬁﬂ

Please select a data set wersion:
» Reduced Yerzion 1.50 [06/21 /2006 forward)

LCancel | Nest
"~ Reduced Yersion 1.40 [10/01/2003 - 06//20,/2008)
" Vergion 1.30 [Reduce Daziz Data Set]  “erzion 1.20 (Full Dasgis Data Set)
(w0001 Begiorn:  [(WO0DO2) Program: (Y0003 Team: [v0004] Entry Person I0: - [W0005) D ata Entry Date:
| | | [MASTE 021372007
Type | Complete | Guestion Text
Y. 35.205/MASTERADMIN | Access: C:\Program Files\OCSYDATABASESWICS0ASIS.MDB 241342007 10:17 AM

Important Note: The optional fields for Entry Person ID and Data Entry
Date are automatically filled with the name of the person who logged
into the system and today's date. You may alter these fields if so
desired by keying over the default text.

©2007 OCS, Inc Page 2-2



Data Entry
|

To enter data for a new patient

If you have not previously entered assessment data for a particular patient, select
the type of assessment (typically 1 - Start of Care) by clicking on the appropriate
button in the first question window M0100). Click on the fields with the mouse or
press the Tab key to move to the next fields on this screen.

Note: The [Reduced Version 1.50] data set version is automatically
selected in this version.

After you have completed these items, press Enter or click the [Next] button to
advance to the demographic information window.

| | OCS-DASIS Data Entry System

- [MO0E4] Social S ecurity Mumber

[MO010) Agency Medicare Provider Mumber: | J | I
Mational Provider I Murber: ] [MO0ES] Medicaid Mumber
[MO012) Agency Medicaid Provider Mumber: ,7 r
[M0014) Branch State l—_| [ O0BE] Birth T ate:

(MOO1E) Branch ID Number: | | Mo08s)Gender

[MOD20] Patient 1D Humber:
[M0030) Start of Care Date:

|

[
(MO032) Resumption of Care Date: | (M(140) Fiace/Ethnicity (s identified by patient)
[MO040) Patient Mame: I [Mark all that apphy.]

I [ [ ~

(MOD50] State of Residence: | =]
[MO0B0] Patient Zip Code: | v

[MODE3] Medicare Mumber  [including suffis]
B

LCancel | < Previous ‘ |

Tupe | Complete | Question Text ~
B 0asIs [} [MO100] Thiz Assessment iz Currently Eeing Completed for the Fallowing Reazon:

[ 00721 Primary Referming Physician [0
I

d Wh O [V0001] Region:

d YN O [W0002) Pragrarn:

d Wh O [V0003) Team:

d W %) [W0004] Entry Person 10D: 3
—a L — R e L N T R [

SOC | Access: C:\Program Files\OCSADATABASESAOCS0ASIS MDB 281342007 110:25 Ak

Press the [New Patient] button at the top of this window. Key in the requested
demographic data in each field, pressing the Tab key to advance to each field or
clicking the mouse pointer on the field to be entered.
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To enter data for an existing patient

If you have previously entered assessment data for a patient, you will not need to
re-enter demographic information on that patient each time you complete a
follow-up, discharge, or transfer assessment.

At the demographic data window (see above), press the [Existing Patient] button.
A Patient Browser window appears. Type in the name or identification number of
the patient of interest, click Patient Name or Patient ID as appropriate, and press
the Enter key or the [Search] button. A list of all patients who have assessment
data in the database and meet the criteria appears.

_ e
| | OCS-0ASIS Data Entry System (M=1E3

Patient Browser

[ * Last Name " Patiert ID Search

Sorting
& Last Name " First Name " Patient ID " Agency D [MO010]

Agency D Patient [0 Lazt Name First Mame SOC Date

Cancel

Once the list appears, you may search for a particular patient or assessment by
clicking on the appropriate Sorting button (Patient ID, Agency ID, Last Name, First
Name) and the list will be re-sorted for your search.

Important Note: A patient may be listed in this table more than once if
he or she has had more than one start of care date (if, for example,
the patient was readmitted to home care after an inpatient stay). Be
careful to select the correct start of care date associated with the
assessment.

To select a patient, click on the name with the mouse cursor. After you have

selected the patient with the appropriate start of care date, the demographic
data fields will be filled with the information previously entered for this patient.
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Data Entry

B

r| | OCS-0ASIS Data Entry System (=13

| | [MO0E4] Social Security Mumber
(001 0] Agency Medicare Provider Humber: |999999 ﬂ | W LK - Unknown or NA
Mational Provider 1D Mumber: [MO0ES] Medizaid Murmber
[M001 2] Agency Medicaid Provider Mumber: IV NA - No Medicaid
(+00714) Eranch State s - [MD0BE] Birth Date: [07/071,/1300
[MO01E) Branch 1D Number: P hd [MODES) Gender: |1 - Male -
[MO020) Patient 10 Mumber: 123 [MD072] Primary Referring Physician [0
(MOD30] Start of Care Date: 02/01/2007 b UK - Unknown or NA
(iR et e of Cee Dt (M 40) Riace/Ethnicity [as identified by patient]
[M0040) Patient Mame: v M - Mot Applicable [Mark all that apply.]
[John |— [Doe 1 - American Indian or Alaska Mative A
. 2 - Agian
; Wit -
(L) Sta.te e F.iesu:lenc:e. 3 - Black or African-American
[MODED) Patient Zip Code: 98112 4 - Hisparic: or Latino v
[MO0E3] Medicare Mumber  [including suffi<]
¥ N& - Mo Medicare
Lancel | Clear < Previous | Save
Type | Complete | Guestion Text A
E 0asls [~} [MODES] Medicaid Mumber:
B 0asis iz [MOOEE] Birth D ate:
B 0asis iz [MO0ES] Gender:
El 7 (MO072) Pri Referi
El - | (k407 40] thii atient] bark all that apply: 3
S0C | Access: C:\Program Files\OCS\DATABASESNICS0ASIS MDE 2A3/2007 [10:29 AM

Review this information to ensure that it is still correct and press [Next] to advance
to the next window.

Continue answering each question, pressing the Tab key to move between fields in
a window and the [Next] and [Previous] buttons to move between windows. If you
do not wish to save the data you have entered, click the [Clear] button to clear all
responses on the current window. You can also advance to the Next window by
pressing ALT-N or return to the Previous window by pressing ALT-p. To clear the data,
press ALT-C.

Important Note: If you press the [Clear] button on the demographics
data window, the program will clear the information contained on this
window only. It will retain any responses to later questions that you
may have entered before returning to the demographics data window
to clear the patient information. This feature allows for situations in
which you have entered assessment responses for the wrong patient.
You may correct the name of the patient without having to re-enter
the assessment responses.

Several data elements (Type of Assessment, Agency ID, Patient ID, Patient Last

Name, and Start of Care Date) are validated at the time of entry, when advancing
from one window to the next. If these data are missing, a message box will appear
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Data Entry

and you will not be allowed to advance to the next data item until valid data is

supplied. ) )
OCS-0ASIS Data Entry X

L] E Start of Care Dake is Invalid. Please verify date.,
L

The full text of some of the OASIS questions is too long to display on the data entry
windows. These questions end with an ellipsis (...). To view the full text, place the

mouse pointer on the question and click the right mouse button. A message box

with the full question text will appear.

Complete Text

1 - Medicare (traditional fee for service)

Click [OK] to close this box.

The full response text to some of the Other (specify) responses is too long to fully
display in the text box. To view the full text of your entry, click the checkbox next to
the Other response to select it, then place the mouse pointer on the text box and
double-click. A message box with the full response text will appear.
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Data Entry

E3
(MO150]

Cancel

OCSOASISDE

b edical Suppliment

Click [OK] to close this box. Press [Cancel] to clear the entry.

ICD-9 Reference Tables

During data entry, you may access an on-line reference table that includes ICD-9
CM diagnosis codes and their descriptions to assist with diagnosis coding. To view
this table, place the mouse pointer on any field that requires the entry of a
diagnosis code (M0190, M0210, M0230, M0240) and double-click. The reference
table appears.

—

ICD Codes

& JC0F 7 Description

..........

ICD Code £ ]| Description g A
0010 CHAOLERA DAT WIE CHOLERAE
0011 CHOLERA DT WIB EL TOR
0013 CHOLERA MOS
0020 TYPHOID FEVER
0021 PARATYFHOID FEVER A
0022 PARATYFHOID FEVER B

FET L A A T A D E L e

Cancel | |

You may sort this table by diagnosis code or description by clicking the ICD or
Description option buttons at the top of the window. Once the appropriate code
has been located, click on it to highlight it and press [OK]. The diagnosis code will
appear in the field.
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Data Entry

The Status Window appears at the bottom of each screen when you are entering or
editing assessment data.

@

| | OCS-0ASIS Data Entry System

| | [MO0E4] Social Securnty Mumber

[M0070] Agency Medicare Provider Humber: |999999 ﬂ | [ UE - Urkrawn ar M2

M ational Provider

[M007 2] Agency Medicaid Provider Mumber:

[ M - Mo Medicaid

1D Murnber: [MO0E5] Medicaid Mumnber

[MO01 4] Branch State 7y - [MO0EE] Birth Date: |01 /0141900
[MO01E] Branch 1D Mumber: = Jhd| [MO0ES) Gender: 1-HMale -
[MO020] Patient 10 Number: 123 [MO072] Primary R efering Physician 1D
[MO030) Start of Care Date: 02/ /2007 W UK - Unknown or NA
MO032) Resumption of Care Date: [M0140) Face/Ethnicity [as identified by patient]
[140040] Patient M ame; [w M - Mot Applicable [t ark. all that apply.]
|J0hn ’_ |Doe 1 - American Indian or Alaska Mative ~
- 2 - hgian
. [y -
(MODS0) Sta.te Cf Fliesmlence. 3 - Black ar African-American
[MO0ED] Patient Zip Code: 98112 4 - Hisparic or Lating I

[MO0E3] Medicare Mumber  (including suffis)

V' N& - NoMedicare

Lancel | Clear < Previous | Save |

Type | Complete | [uestion Text ~
B 04s1S [} [MO0E5] Medicaid Mumber:
B 0asis 7] [MODEE) Birth D ate: Status
Bl 0AsIS %) [MO0ES) Gender: < .
E] & [MO072] Frimary Referring Physician ID: Window
= - 7| [M0140) Race/Ethnicity [as identified by patient] Mark all that apply: 3
SOC |Access: C:M\Program FileshOCSA\DATABASESYOCSOASIS MOB 241372007 110:29 &M

For each
1.

question, this window indicates the:

Type of question: OASIS questions are identified by the following icon: E
Other questions added by OCS (for example, name of provider, patient
first name, patient middle initial) are identified with the OCS logo: &
(Note: You are not required to complete these items.) Questions that are
skipped in accordance with the skip pattern guidelines noted on the
OASIS forms are preceded by an arrow: # and are displayed in gray
type. User-defined questions, such as those that you create using the
Smart Form feature, are identified with the following icon:

Completion status: Each question that has been completed is marked
with a red check mark: ¥ This feature helps you quickly identify questions
that you may have missed during data entry.

The status window also serves as a “Go To” function. Thatis, you can use it to

navigate

between questions. By scrolling back and forth between questions listed

in this window by using the scroll bar to the right of this window and double-clicking
on the text of the desired question, the program will automatically bring you to that

©2007 OCS,
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Data Entry

window 1o select or edit the response(s). For example, if you note that you have
inadvertently failed to answer question M0O180, you may quickly move to that
screen by placing the mouse in the status window and double-clicking on that
question. Question M0180 will appear on the screen for you to complete. You can
then scroll back to the question you left off with and complete the remainder of the
assessment.

Saving Data

The data you enter is not automatically saved to the database. An assessment
record will not be retained until you have either: 1) completed the assessment and
verified the record; or, 2) manually saved the data by clicking on the [Save] button.
Therefore, if you need to postpone completion of a particular record, manually
save the data by hitting the [Save] button available on the right-hand side of the
screen. The Assessment Verification window will appear.

Press the [Verify] button. A message box appears.

-
OCS-0AS51S Data Entry

e

?/ Do o wish ba werify this record?

Yes Mo |

To save the assessment data without verifying it, press [No]. The program will add
the record to the database for completion at a later date.

r

OCS-0A51S Data Entry

L] 'f Data was saved buk not verified or marked as completed, Please werify this record at a laker date,
L

For information on how to review and edit saved assessments, please refer to the
Editing/Viewing an Existing Record section.
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Canceling an Assessment

If at any point you wish to discontinue entering data for a particular patient, click
on the [Cancel] button located on the left-hand side of the screen. A message
box asking you to confirm your desire to cancel the assessment appears.

OCS-0A51S Data Entry

9 any new daka you have entered For this patient will nok be saved,
*-"_',/" Lo you wish o cancel this assessment?

Yes Mo

If you press [Yes], all data you have entered for the current patient will not be
saved and you will be returned to the main menu.

Press [No] to contfinue entering assessment data.

Verifying Data

After you have responded to all the questions on an assessment, the OCS-OASIS
program runs the data through more than 500 data edits that check for date errors
and logical inconsistencies within and between questions. For example, it verifies
that the patient’s birth date is earlier than the start of care date, and that the start
of care date is earlier than the follow up assessment date. The program also
checks for situations of illogical response patterns such as an assessment for a
patient indicating that the patient does not have any pain that interferes with
activity (OASIS item M0420 response #0) and that the patient has infractable pain
(OASIS item M0430 response #1). Some errors are just “warnings” and will not
prevent the assessment from locking.

The Assessment Verification window will automatically appear after the last
question on each assessment. You may also manually skip to this window at any
point in the assessment by clicking on the [Save] button on the right-hand side of
the screen. The Assessment Verification window appears.
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Data Entry

CEX)|

Assessment Yerification
Adding data to:
’_ Demographic Data T able
|— Aggessment Table 1
’_ Assessment Table 2
|— Aszgesement Table 3
’_ Assessment Table 4

0OCS-0ASIS Data Entry

o

‘..p Do wou wish ko verify this record?

Es Mo |

LCancel | < Previous |

Type | Complete | Guestion Text ~
[ER v [M0325] Therapy Meed: Does the care plan of the Medicare payment period for which thiz azsess...
H® acs O [00040) HEALTH STATUS: The patient's health statuz is assessed accarding to the patient's phys...
H acs O [Q0050) KNOWLEDGE FUMCTION: Reflects what a patient or caregiver needs to know to safely ..
H acs O [O00ED) SKILL FUMCTION: Reflects the patient or caregiver's ability in performing certain skills or p...
acs O [00070) PSYCHOSOCIAL FUMCTION: Assesses the patient in the home environment when psyeh...
2/13/2007 [10:44 AM

SOC | Access: C:\Program Files\OCSA\DATABASESA\OCS0AS|S. MDB

If you wish to continue with verification, select [Yes]. The program will run the data
through the series of data edits. If any errors were encountered during this process,

a message box will appear.

1

OCS-0ASIS Data Entry X

9P ) There were 3 fatal errors and 0 warning errors encountered in the verification of this record,

-
S
0 of the Fatal errors are incomplete responses.,

Do ol wish ko wiew)prink the verification report?

Yes Mo |

To see the list of errors on the screen, press [Yes] to view the Verification Report.
After viewing it, or if you select not to view it, you will have the option of printing the

report.
Once you have reviewed and/or printed the verification report, a message box will

ask if you want to return to the assessment. If you click “Yes” you will be able to
continue with data editing and entry on the same assessment.
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IMPORTANT NOTE: If you receive verification errors, a pop-up screen will
appear asking whether you wish to ‘mark this assessment as
complete?’

OCS-OASIS Data Entry %]
"j Assessment nok complete.
L

Werification Stakus: Unverified

Whould waou like to mark this assessment as complete?

Yes Mo

> If you click [Yes], although the assessment did not pass OCS
verification, it will be included in your next OASIS export file

> If you click [No], it will remain unverified and it will NOT be
included in your next OASIS export file

To correct the errors at a later date, follow the instructions in the Editing/Viewing An
Existing Record section.

If no errors were encountered during the verification process a message indicating
that will appear. The OCS-OASIS program will mark the record as verified and
completed. This record is then considered "locked" and export-ready. If the
payment source for the assessment was marked as Medicare, traditional fee-for-
service, and the assessment is a SOC, ROC or follow up, then the HHRG information
for the record is displayed on the screen. This includes the clinical, functional and
service domain scores, the HHRG, the Case Weight, the HIPPS Code and the OASIS
Claim Matching Key.

Editing/Viewing an Existing Record

To review or change an existing assessment record, click the [Edit/View
Assessment] button. The Open Assessment window appears. Once this window
appears, type in the name or identification number of the patient of interest, click
Patient Name or Patient ID as appropriate, and press the Enter key or the [Search]
button. A list of all patients who have assessment data in the database and meet
the criteria appears.
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Once the list appears, you may search for a particular patient or assessment by
clicking on the appropriate Sorting button (Patient ID, Agency ID, Last Name, First
Name) and the list will be resorted for your search. You can also click on the
column heading to sort the list of patients appearing in the list.

.[ | | BCS-0ASIS Data Entry System

View/Edit Azzezzment

|Doe * LastMame ¢ Patient|D
Sorting
+ Last Name ™ First Name " Patient 1D " Agency D [MO010]

.t’-‘«genc:yIDl Brahch ID | Patignt [D | LastNamel FirstNamel SOC Date | Asmt D ate |.t’-‘«smt T_l,lpel Wer | Exp
933333 P 123 Doe Johin 0240142007 02/01/2007 | 50C g O
| 993933 P 123 Doe Joht 0240142007 0241342007 | Trans-ND A O

Edit Type
+ Open an unverified/unlocked/incomplete assessment for editing
™ Assessment was submitted to the state and was rejected
" Azsessment was submitted to the state and was accepted. Correction to key fields is necessary
(" Assessment was submitted to the state and was accepted. Correction to non-key fields is necessary

" Re-open a completed assessment before submitting to the state

Cancel

2 records | Access: C\Program Files\OCS\DATABASESVOCS0ASIS MDE 2/13/2007 111:10 AM

Important Note: A patient may be listed in this table more than once if
he or she has had more than one completed assessment. Be careful
to select the correct assessment to edit by reviewing the Assessment
Date and Assessment Type columns included in this list.

Records with a red checkmark in the "Ver" column of the browser have been
verified and no date or logical errors were found. These records are ready for
export to the CMS state agency and to OCS for ORYX and benchmarking services.

Records without a checkmark in the "Ver" column are unverified, which means that:
1. errors were found on verification; OR,
2. the user did not wish to verify the data, but only saved it for future
completion.
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Records with a red checkmark in the "Exp" column have been previously exported
using the Export utility. Records without a checkmark either:
1. have not been exported; OR,
2. have been edited since the last time they were exported. If any of these
have ared checkmark in the "Ver" column as well, these will be included
in the next export file.

Note: If you marked an assessment as complete, but not verified, it will
appear unverified in this View/Edit mode - but they will show up in the
next OASIS export file you create.

Click on the desired patient in the list, select the type of edit required in the Edit
Type box.

1. Open an unverified/unlocked assessment for editing — Select this fo do
standard editing of a record that has not yet been verified without errors
("locked") or arecord that has been locked but has not yet been
submitted to the state. The Lock Date will be set as the date on which the
record is verified without errors, regardless of if it is the first fime that the
assessment has been verified or noft.

2. Assessment was submitted to the State and was rejected — Use this option
to edit and re-verify a record if you are notified by the State that a record
was rejected. The Lock Date will be reset to the date you edit and re-
verify the record. Because the record was not accepted by the State
system when first submitted, the Correction Number will not be
incremented. You will need to resubmit this record to the State.

3. Assessment was submitted to the State and was accepted. Correction to
key fields is necessary — If you have been nofified by the State that a
correction is needed to one or more key fields, use this option to edit the
appropriate field(s) and re-verify the record. An Inactivation Record will
be created for the original assessment, the Lock Date will be reset and the
Correction Number will not be incremented. It is necessary to export and
submit both the Inactivation Record and the corrected assessment.

Key fields are defined by the state as:

HHA_AGENCY_ID M0040
M0064 MO0066
M0069 MO100
M0032 (on ROC assessments) M0030 (on SOC assessments)

MO0090 (on Recertification and Other Follow Up assessments)
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MO09%06 (on Transfers, Discharges and Death at Home)

4. Assessment was submitted to the State and was accepted. Correction to
non-key fields is necessary - If you have been notified by the State that a
correction is needed to a non-key field (any field other than those listed in
number 3 above), use this option to edit and re-verify the record. The
Lock Date will be reset, the Correction Number will be incremented to
indicate the correction, and the record will need to be resubmitted to the
State.

5. Re-open alocked (exported) assessment before submitted to the State —
If you realize that an error existed in a record after you used the Export
utility but before you electronically fransmitted the file to the State, use this
opftion to edit and re-verify the record. The Lock Date will be reset and
the Correction Number will not be incremented to indicate that the
record has not yet been submitted. You will need to include this record in
the next submittal file to the State.

When you press [OK] after selecting the appropriate Edit Type, the program will
load the assessment data that was previously entered for this patient. If the
assessment has previously been locked, a warning message will appear to confirm
that you want to open a locked assessment.

Scroll to the data fields you wish to review or edit by pressing the Tab key to move
between fields in a window and the [Next] and [Previous] buttons to move
between windows. You may also skip to the question(s) of interest by using the “Go
To" function in the Status Window (for information on using the Status Window,
please refer to page 2-8). Once the question appears, you may change your
response by first clicking on the current response to deselect it, and then using the
Tab key to move to the desired response and clicking the mouse to select it.

When finished making changes, you will need to verify the record. The Assessment
Verification window appears.
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BEH|

Assessment Verification
Adding data to:
|— Demographic Data T able
|— Aszessment Table 1
|_ Azzessment Table 2
|— Assessment Table 3
|— Asgessment Table 4

OCS-0ASIS Data Entry

\_‘.:/ Do you wish ta verify this record?

Es ] |

LCancel | < Previous |

Type | Complete | Question Text ~
B 0asis =) [M0825) Therapy Meed: Does the care plan of the Medicare papment period for which this assess...
E=_ ocs O (000400 HEALTH STATUS: The patiert’s health status iz aszessed according to the patient's phys...
H® ocs O [00050) KMOWLEDGE FUMCTION: Reflects what a patient or caregiver needs ta know to safely ..
i, ocs ] [Q00B0) SKILL FUMCTION: Reflects the patient or caregiver's ability in performing certain skills or p...
0Cs ] [00070) PSYCHOSOCIAL FUMCTION: Azzeszes the patient in the horme environment when pspch... e

2/13/2007 [10:44 AM

S0C | Access C:AProgram FileshOCSADATABASESWOCS0ASIS MDB

If you do not wish to verify the record at this time, press [No]. All data entered will
be saved to the database.

If you wish to continue with verification, select [Yes]. The program will run the data
through a series of data edits that check for logical consistencies within and
between responses. If any errors were encountered during this process, a message

box will appear.

0CS5-0A515 Data Entry

9P ) There were 3 fatal errors and 0 warning errors encountered in the verification of this record,

0 of the Fatal errors are incomplete responses.,

Do ol wish ko wiew)prink the verification report?

Yes Mo |

To see the list of errors on the screen, press [Yes] to view the Verification Report.
After viewing it, or if you select not to view it, you will have the option of printing it.

Once you have reviewed and/or printed the verification report, a message box will
ask if you want to return to the assessment. If you click [Yes] you will be able to
continue with data entry on the same assessment.
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To correct the errors at a later date, repeat the instructions in this section,
Editing/Viewing An Existing Record.

If no errors were encountered during the verification process a message indicating
that will appear. The OCS-OASIS program will mark the record as verified and enter
today's date in the LOCK_DATE field in the database. This record is then considered
"locked" and export-ready.

0CS-OASIS Data Entry X

Bssessment complete,
I Yerification Status: Yerified
(Completed Date: 2/13/2007 12:31:49 PM)

Keyboard Shortcuts

OCS-OASIS has built in keyboard shortcuts as an alternative to the point-and-click
interface with a mouse. Here is a list of the keystroke combinations and their
functions:

Alt + C Clears field or window
Alt + P Move back to the Previous window
Alt + N Advance to the Next window

NOTE: Alt + the underlined letter of any word on the menu or toolbar,
or within the window equals mouse-clicking on that word

Tab In a multiple choice-entry window, advances field-to-field

Shift + Tab In a multiple choice-entry window, moves backward field-
to-field

0

In a single choice-entry window, advances field-to-field
(i.e.: M0140, M0O700

Space Bar/Enter Within a multiple choice-entry window, selects field or
button
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Chapter 3
Smart Forms

The OCS-OASIS program includes a feature that allows you to insert additional
assessment questions into the OASIS dataset. This allows you to integrate questions
from various forms in use at your organization into one data collection instrument.

Note: Users without administrative security privileges will not have access to this
feature.

Important Note: If you create a user-defined question and insert it after
an OASIS item that includes a skip pattern, your user-defined question

will be skipped if the response to the previous OASIS item invokes the
skip pattern.

Adding User-Defined Questions to the OASIS Dataset

To access the Smart Forms feature and add new questions, click the [Utilities]
button. The Utilities window appears.

| | OCS-0ASIS Data Entry System

OCS-0ASIS Data Entry System Utilities

LChange Delete Werification Smart Forms
Databaze Azgezzment Settings
A
| &5 ‘ -4 ‘
Export Default Y alues Prrint Exit

Azzezsments

. 35.205/MASTERADMIN | Access: C:AProgram Files\OCSADATABASESVOCSDASIS.MDE

Click [Smart Forms]. The Smart Forms window appears.

2/13/2007 [12:36 PM
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| | OCS-0ASIS Data Entry System

Smart Forms

User Defined Question 10:

Edit

diil,

hANTAR ™ el

Y. 3.5, 205/MASTERADMIN | Access: C:\Program Files\OCSADATABASESSOCS0ASIS.MDB

LCloze

2/13/2007 |12:43 PM

Click the [New] button. The User-Defined Question ID box at the top of the window
is activated. Key in the text of the question and the responses you would like to

add. You may include up to 10 lines of text in this box.

| | OCS-0ASIS Data Entry System

Smart Forms

Uzer Defined Question [D: L0001

I general, would you say your health is...
1- Ewxcellent 2 -Very Good 3 - Good 4 -Fair 5-Poar

Insert question after:

MO1E0
MO175
MO180
MO1490
MO200
0210
MO2z0
MO230

0240
hANTAR

CEET—

v s0C v ROC [~ Recert
[~ Other [~ Trans-MD [ Trans-D
™ Death W Disch

Fesponze type:

|| O Text  f+ ]

[ e |
e
Update

Cancel

s

Y. 3.5.205/MASTERADMIN | Access: C:\Program Files\OCS\DATABASESSOCS0ASIS.MOB

2/13/2007 [12:52 PM

Next, indicate whether the response to the question is to be text or a number. That
is, select the radio button associated with Text if you want the person completing
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the assessment to provide a textual response. Select the radio button associated
with the Number if you wish the person to enter a number as a response to the new
question. If you select number as the answer type it is important that only numbers
be entered info the item when doing data entry. Text responses entered into
number answer-types will not save properly to the database.

Responze type:

" Text & Number

Next, select the types of assessments on which you would like the question to
appear. The abbreviations used in this window are as follows:

Abbreviation: Assessment Type:

SOC Start of care

ROC Resumption of care

Recert Recertification reassessment (follow-up)

Other Ofther follow-up

Trans — ND Transferred to an inpatient facility — not discharged from
agency

Trans - D Transferred to an inpatient facility — discharged from
facility

Death Death at home

Disch Discharge from agency

Finally, scroll through the list of existing questions in the Insert question after: box and
click on the one after which you would like to insert the new question and click the
[Update] button. The new question will now appear in the list and will be added to
the database. The question will also appear on the appropriate data entry screen.
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| | OCS-0ASIS Data Entry System

In general, would pou sap your health is...
1- Excellent 2-%ery Good 3-Good 4 - Fair 5- Poor

LCancel | Clear | <Erevi0us| Save

Type | Complete | Guestion Text -
B 0asis %] [M0150] Current Payment Sources for Home Care: [M ark. all that appl_\.l ]
[} o - [ In general, would you say your health ... II1- Exc 2-Vem G -Good 4 -Fair §-Paoor
E 0asis O [M0175) From which of the following Inpatient Fac:llltles was the patlent dlscharged DURIMG THE ..
E 0asls O [0180] Inpatient Dizcharge D ate [most recent]:
B 0asis O [M0190) Inpatlent Dlagnoses ICD code categones [three digits requlred flve dIgItS optlonal] FDH D
SOC | Access: C:\Program Flles\DCS\DATABASES\DCSDASIS MDE 2/13/2007 [1: 20 Phd

Editing a User-Defined Question

Scroll through the list of existing question numbers in the Insert question after: box.
Click on the question you wish to edit and press the [Edit] button. The question and
response text appear in the User-Defined Question ID box at the top of the screen.
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| 10CS.0ASIS Data Entry System E@[EI

Smart Forms

Uszer Defined Question [D:

Inzert question after:

Y. 3.5.205/MASTERADMIN | Access: C:\Program Files\OCSADATABASESYWOCS0ASIS.MDB 2/13/2007 |1:22 Pt

Key in the desired changes. To cancel these changes, press the [Cancel] button.
To update the question in the database and on the form, press the [Update]
button. You may wish to reprint the questionnaire to reflect the changed question
(for information on printing forms, please refer to page 4-19).

Important Note: The program does not allow you to edit the type of
response (text or number). If any responses were previously entered for
this question, changing this item would corrupt that response data. In
order to accommodate a change in response type, you will need to
create another User-Defined question.

Deleting a User-Defined Question

Scroll through the list of existing question numbers in the Insert question after: box.
Click on the user-defined question you wish to delete, and press the [Delete]
button.

To close out of the Smart Forms window, press the [Close] button.
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Chapter 4
Utilities

The OCS-OASIS utilities include functions that are not normally part of daily
operations.

To access the utilities, click the [Utilities] button. The Utilities window appears.

| | OCS-0ASIS Data Entry System

LChange Delete Werification Smart Forms
D atabase Agzesement Settings

= A |

Export Default Values Frint Exit
Assessments

Y. 35.205/MASTERADMIN | Access: C:\Program FileshOCSA\DATABASESHWOCSOASIS MDE 241342007 [12:36 PM

Important Note: If you do not have access to this uftility and/or have
limited access (buttons are disabled), then your Systems Administrator
or designated technical personnel have restricted your access.

Change Database

If your Systems Administrator or designated technical personnel gives you the ability
to change the database path in OCS-CAST, then you will be able to change which
database the OCS-OASIS Reporting module runs on.

To change the database path, click on the [Change Database] button. You will be
prompted to select the database type and path.
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Database Setup

Description

Application OCS User ID

Connection Type

j |D5N-LBSS j [~ Use'woaorkgroup File

Databaze Path [if present, overides 1M1 file)
|E:\F'F|DGHAM FILES%OCS\DATABASESWICS0ASIS.MDE EBrowse

Test Connection
Cancel Jpdate/Exit

Make your selection and hit the [Test Connection] button first to make sure it is a
valid database, and then click on the [Update/Exit] button to save changes.

Deleting an Assessment

To delete a patient assessment, click the [Delete Assessment] button. The Delete
Assessment patient browser window appears. Type in the name or identification
number of the patient of interest, click Patient Name or Patient ID as appropriate,
and press the Enter key or the [Search] button. A list of all patients who have
assessment data in the database and meet the criteria appears.
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| | OCS-0ASIS Data Entry System

Delete Assessment

[ + Last Name ™ Patient [D Search

Sorting
* Last Name " First Mame " Patient ID " Agency D [M0010]

Agency |D| Branch ID | PatientID | LastMame | First Name | SOC Date | AsmtDate | dsmt Tupe | Yer

Y. 3.5.205/MASTERADMIN | Access: C:\Program Files\OCS\DATABASESSOCS0ASIS. MOB 2/13/2007 [1:24 PM

Once the list appears, you may search for a particular patient or assessment by
clicking on the appropriate Sorting button (Last Name, First Name, Patient ID, and
Agency ID) and the list will be re-sorted for your search.

Important Note: A patient may be listed in this table more than once if
he or she has had more than one completed assessment. Be careful
to select the correct assessment to edit by reviewing the Assessment
Date and Assessment Type columns included in this list.

To select a patient, click on the name with the mouse cursor and hit the [Delete]
button.

The first dialog box will appear asking you to confirm the deletion of the assessment.
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r

OCS-0A515 Data Entry

@ Do wou wish ko permanently delete the Following record?

Patienk I 24
Agency I0: 9994999
Patient Mame: SMITH

SoZ Date: 11/24/2003

Bssessment Date:  03/13/2004
fsszessment Type: DISCH

Yes Mo

Click [Yes] to delete the record or [No] fo cancel.

The next pop-up screen will ask for another confirmation to delete the assessment
chosen:

-
OCS-0A515 Data Entry

@ Lo wou wish ko permanently delete the Following record?

Patienk ID: 24
agency ID: Q99909
Patient Mame: SMITH

SOZ Date: 11/24/2003

Bssessment Date:  03/13/2004
fsszessment Type: DISCH

Yes Mo

Deleting an assessment that has been submitted to and accepted by the state
requires an Inactivation Record to be sent to the state to electronically notify the
state software of the deletion. Therefore, after you have selected the correct
patient assessment to delete, a second dialog box asking you about the submission
status will appear.

r

OCS-0ASIS Data Entry

Has this assessment been submitted ko the state and accepked?

Yes Mo |

If you answer [Yes], one last pop-up screen will appear, notifying you that you will
need to export this inactivation record the next time you export to the state.
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F o

0CS-OASIS Data Entry X

The original record has been deleted and an inactivation record
has been created. The next time wou export ko the state, this
inactivation record will be submitted.

Important Note: Deleting an assessment deletes the assessment data
but not the patient information. The patient's demographic data is
maintained in the database for potential future use.

To exit this utility, press the [Close] button.

Verification Settings

In addition to checking for date errors and logical inconsistencies (please refer to
page 2-10 of this Guide for more information on the data edits), the OCS-OASIS
verification process checks for assessment questions without responses. Based on
the guidelines established by CMS, all OASIS (M0O) questions must be completed. As
a result, the OCS-OASIS program defaults to the setting that makes all OASIS
questions mandatory (except M0O012 through M0016 and those that are part of the
OASIS skip patterns).

That is, the program prints all unanswered OASIS questions on the Verification
Report and will not mark the assessment as verified untfil all required OASIS questions
have been completed. You may set the optional questions included in the OCS-
OASIS program, which include the OCS and user-defined questions, to mandatory
as well if so desired.

To access this utility, press the [Verification Settings]. The Verification Settings
window appears.
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| | OCS-0ASIS Data Entry System

Verification Settings
Please select a data set version:
(+ Reduced Version 1.50 [06/21/2006 forward}
" Reduced Yersion 1.40 [10/01/2003 - 06/20/2008)
" Version 1.30 [Reduced Dasis Data Set) " Version 1.20 [Full Dasiz Data Set)
Click on the questions you would like ta be noted on the Verification Report if left blank.
0ASIS Questions 0CS Questions Additional Questions
CUCE - [
40014 0000z Yoo
o016 00003 W0ooz2
v MO032 00004 0003
| 0040 00005 Y0004
| 10050 00006 W000s
| MO0E0 00007
| MO0E3 00oos
| MO0E4 00003
| MO0ES oo
| MO0ER o011
| MO0ES v aomz v
Select Al Clear Al Select Al Clear Al Select Al | Clear Al |
Update | LClaze |
Access: C\Program Files\OCS\DATABASESVOCS0ASIS MDB 2/13/2007 |1:26 PM

First, select the data set version you wish to modify.

To select all questions in a category, press the [Select All] button at the bottom of
the appropriate box. To clear all selections in a category, press the [Clear All]
button.

To set individual OCS or any of the additional questions as mandatory, click on the
box to the left of the appropriate question number. A checkmark will appear in
the box to indicate its selection. To deselect a question, click on the box to remove
the checkmark.

All questions with checkmarks will appear on the Verification Report if they are
incomplete. An assessment record will not be flagged as completely verified until
the questions have been answered.

When you have finished making your selections, press the [Update] button.

Press [Close] to exit the Verification Settings utility.
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Smart Forms

Please refer to the chapter on Smart Forms (Chapter 3) for information on using the
Smart Form uftility.

Export

This utility converts your OCS-OASIS database to the file format required by CMS. It
is infended to be used in conjunction with the Internet Communicator browser
software, phone line and modem required to electronically submit data to the
CMS-appointed state agency. For more information on the browser software
recommended by CMS, please refer to the OASIS User Manual published by CMS,
or the MDCN help line (800-205-2069).

To access this utility, press [Export]. The Data Export Tool window appears:

Data Export Tool

Current Database: Access: CAProgram Files\OCSWDATABASESWOCSOASIS MDB

Agency Selection

+-[]899939-0C5 Home Care ¢ Create one file per Agency

" Create one file per Branch

Select All
Clear All Edit Agency Info

Agency informati on must be entered
For all agencies noted in Red before
exporting

Filter Assessments FPayment Source

€ Do Date Filter StatDate: [orj132007 T B |MedicareMedicaid Only -]

" by M0O0S0 Date

& by LockiCompleted Date EndDate: |oz/12/2007 f r

Sort Export Records
No Sort Selected ~|

+ Production

[7 Include Patients Under Age 18

-
W Include Inactivation Recards s

Export Folder: | Select Folder

Bxport File Mame]<Use Standard File Name= 2

[v¥ Create Export Report

Cancel

Y. 3.5.205 ¥ MASTERADMIN
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To navigate through this Data Export Tool, please refer to the steps below. Most of
the steps below are items you only need to enter the first time you utilize the Data
Export Tool. The tool will retain the settings you used in prior exports in future exports.

Step 1: Check the top line that reads Current Database - this is the OCS-OASIS
database that you will be exporting from. If this is incorrect, click on the [Select DB]
button and make your selection. If you are unable to change the database path,
please let your Systems Administrator or designated technical personnel that you
need access.

Current Database: Access: CiProgram FilesiOCSIDATABASESWICS0ASIS.MDB M Eeiect DB

Step 2: Go to the Agency Selection screen. All agency and branch information that
has been entered into OCS-CAST will appear in the list box. You can choose to
export a single Agency and/or Branch, or all Agencies and/or Branches at the
same time. Users will also have the option of creating an export file for each
Branch.

Agency Selection

+-[]994934-0C5 Home Care o Create one file per Agency

(" Create ane file per Branch

Select All

Clear All Edit Agency [nfa

bgency information must be entered

for all agencies noted in Red before
exporting

If your database contains Programs and Teams, two additional radio buttons will
become available under ‘Create one file per Branch'’

(" Create one file per Program

(" Create one file per Team

Step 3: If the Agency is listed in red text, this is to notify the user that header
information has yet to be entered. Click on [Edit Agency Info].
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Data Export Tool - Agency Header, Information

Agency Info T Agent Info ]
LU ARG 6665595~ 0CS Home Care
Mational Pravider 1D:
Header Definitions
|Agency Header {Defaulty j AEIEE0E) D) () 2 |
* State Assigned ID: |
* Mame |
Applies to these branchesiprograms: *Address 1 |
BranchiD | Branch Dese Address Z: [
|2 Pragram 2 * City: |
[X][9929998001 | OCS Home Care - Seattle Branch * Siate: |
X |Blank OCS Home Care - Blank o BT
3| other 0CS Home Care - Other <l ace: |
= |P QC35 Home Care - Parent Branch Cantact: |
*Phone: |
Extension: |
< >
* The fgency Header (Default) definition will be used for al *Indicates a mandatory field
b h niat ath ise assigned
Close
. 3.5.205 F MASTERADMIM

Key in all required information (denoted with an asterisk (*)), including your
Medicare and State Assigned ID, and press [Save]. You cannot exit out of this
screen until all mandatory fields have been filled in. If you have more than one
Agency ID, enter the appropriate agency information for your other ID by
changing the number using the drop-down arrow and entering the required
information for that Agency ID number. The information requested on the Agent
Info should not be completed except under special circumstances. Click on the
[Close] button to exit.

Important Note: The information that you input on the Agency Info tab
must match the information that is on file for your agency with the
state.

Step 4: Next, specify a date range for the assessments you wish to include in the
export file. You have three options to choose from: No Date Filter, by M0090 Date
(the Date Assessment Completed), or by Lock Date.

Filter Assessments

" Mo Date Filter Start Date: ||:|1;1 U007 =
" ty MO0A0 Date
& by LockiCompleted Date S e |':'Eﬂ 21007 2
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If you selected to export by MO090 Date or Lock Date, please enter the Start Date
and End Date. You can either enter the date in the text box provided or use the
calendar control to the right of the text boxes.

Assessments that were completed during this period and that have been verified
and locked during the data entry process will be included in this export file.

Step 5: Under the Payment Source, the system defaults o Medicare\ Medicaid
Only. If you wish to select only Private Pay assessments (as determined by the
answer to M0150), or all assessments, regardless of payor, click on the arrow and
select the payor type of the assessments you wish to include in the export. At this
time, CMS only requires that you encode and fransmit data for Medicare and
Medicaid patients.

FPayment Source

MedicareiMedicaid Only =]

-

If you are exporting Private Pay assessments, leave the Mask Private Pay Data box
checked. CMS does not allow private pay data to be submitted to the state unless
the demographic data is masked preventing patient identification. Leaving the
box checked does not affect the export of Medicare/Medicaid assessments.

Step 6a: Select how you wish to sort your patients appearing in the export file. This is
beneficial if you wish to create and Export Report (see Step 8)

SortE

¥port Records
Mo Sort Selected j
Mo Sort Selected

Patient Mame

Start of Care Date (500C)
Type of Assessment

Step 6b: CMS does not require that OASIS data be collected on patients under the
age of eighteen; if data on a minor is submitted it will be rejected from the state’s
system. If, however, you need to include a patient under the age of 18 in an export
file, you can do so by clicking on the check box next to Include Patients Under 18.

I Include Patients Under Age 18

v Include Inactivation Records
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Step éc: Inactivation Records will automatically be included in your export files
unless you remove the selection from the export window by clicking on the check
box next to Include Inactive Records and removing the checkmark. For more
information on exporting Inactivation Records, see page 4-14.

Step 7: Next, click on the Production or Test button to indicate if this file is an actual
submittal or a test submittal. Files marked as "Test" will not be incorporated into the
CMS state agency's aggregate database and records in the OCS database will not
be marked as exported.

f« Production

™ Test

Step 8: The last step prior to creating an export file is to locate the place you would
like to store the export text file. Click on the [Select Folder] button to browse to your
location.

Export Folder: | Select Folder |

Export File Mamel<\se Standard File Name= ? |

v Create Export Report

You also have the option of using the standard naming convention the Data Export
Tool uses (Agency ID or Branch ID, followed by a date and time stamp) or creating
a user defined name. If you choose the latter, enter your user defined name in the

text box provided.

The checkbox to Create Export File is selected. This will automatically create a text
file containing all patients you have exported. The file of the report will be named
the same as the export file itself and located in the same directory as the original
export file.
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E RptFile_999999 20070213 _143932.txt - Notepad
File Edit Format Wiew Help

Export File Creation Date: 2/13/2007 1:43:33 PM
File mMame: C:3wprogram FileshOCSWHOMEYS99999_20070215_143932. hef

SELECTION CRITERIA

Database Name: Access: C:WProgram Files“OCSWDATABASESHNOCSOASIS.MDE
Agency ID: 00000

Branch IDEs): 9909999001, Blank, oOther, P
Include Patients under Age 18: Mo

Include Inactive: yes

sort Selection: MWone

Date Range selection: Mone

Export Mode(Test/Production): Production
Payment Source: select All

mask Mon-medicaresmedicaid pata: True

2 Bl RECORDS EXPORTED
0 »1 RECORDS ExPORTED

RECORDS EXPORTED

Type Lasthame Firstname patientiD SOC AssessDate  AssessReasaon ‘
Bl  Doe John 123 20070201 20070201 ol
Bl Doe John 123 20070201 20070213 [o]3]

END ©OF EXPORT REPORT ‘

Now you are ready to hit the [Export] button!

Select Assessments to Export

Agency ID: 993335

AgencyID| Branch D | Patient [0 |LastName |FirstName | S0C Date | Azt Date |AsmtType|Eon.ﬂ|Inactive
|| 999399 P 123 Doe John 02/01/2007 | 02/01/2007 S0C 00

_ || 999333 P 123 Dos John 02/01/2007 | 02113/2007 | TrangND | 00

LCancel |

2 asmtz available for export Clear Al |
0 asmtz selected for export ok |

Y. 352 DMIN

Note: Only verified (and/or completed) assessment records are
displayed in this window. If records were previously exported, the
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Correction number (Corr.#) column will contain a number that is
incremented higher than 00.

If there are no assessments matching your selection criteria, a pop-up screen will
pop-up notifying you that no records meet your criteria selected.

The bottom left-hand corner of the screen will show you the number of assessments
that are available for export and the number or assessments you have chosen to
export for your review.

If you wish to select all records, click on the [Select All] button. To select individual
records only, click on the gray box to the left of each record. A checkmark
appears next to each of your selection(s).

To begin creating the export file that will contain these records, press [OK].

Note: If you selected to export more than one Agency ID, then the list
of assessments that are available to export will appear multiple times,
based on Agency ID. For example, if you wish to export assessments in
999999 and 888888, then the first screen will show all assessments
available to export for 999999. Once those records have been
selected, the next screen will contain assessments that are available to
export in 888888.

The program will inform you when the export procedure is complete. If no errors
were encountered, a message box indicating the number of records successfully
exported, the pathway for the export file, and the export file report fle name and
path will be displayed for each agency you selected.

OCS Data Export Tool

Exported Files
Agency ... | Description | File name |
9955393 Repart File Created C:%Program Filez4OCS\HOME R ptFile_993339_20070213_14353...

933353 2B71 records and 01 records C:%Program Filesh\0CSWHOMENII3333_20070213_143932 het
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Once the export file(s) have been successfully created, follow the instructions for
the Netscape Communicator program (or other internet communication software
package) provided in the OASIS User's Manual provided by CMS to dial into the
MDCN secured state agency site and electronically transmit this file. The MDCN
help line for support in dialing the state web site and transmitting the export files is
(800) 9205-2069.

Note: The assessments that were successfully exported will be
displayed in the Open Assessment window of the Edit/View
Assessment module of the software with a red checkmark in
the "Exp" field.

To exit this utility, press the [Cancel] button.

Exporting Inactivation Records

Inactivation Records are exported and submitted to notify the state that an
assessment that is already in its files has been deleted or had a key field edited.
These records are created automatically by the OCS-OASIS Data Entry software
when those activities take place (see page 2-14 for more information on editing
key fields and page 4-2 on deleting assessments).

It is important that the Inactivation Records be received by the state prior to the
corrected version of the original assessment being received. In order to ensure that
Inactivation Records are received before the corrected record, the OCS-OASIS
export utility inserts Inactivation Records at the top of export files.

The export utility will include Inactivation Records that have not been exported
previously when the selected date range for the export includes the M0090 date of
the original assessment associated with the IR.

If you do not want to include any Inactivation Records in an export file you can
make that selection in the Export Utility. The Inactivation Records will also be
displayed in the export grid and can be selected individually for export, if so
desired. The Inactivation Records can be identified by the lack of a Correction
Number and an “IR" in the far right hand column.
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@

Select Assessments to Export

Agency ID: 533933

Agency ID| Branch ID | Fatient 10 |Last M ame |Fir$t Mame | SOC Date | Azt Date | Azt Tope | Carr, li| |nactive
|| 999933 P 123 Doe Jahn 02/ 2007 | 02401/2007 50C 0o
[ 999939 F 123 Doe John n2/m/s2007 | 02352007 | TransND 0 00
; 9333319 F 123 Doe John n2/m/2007 | 0240142007 s0c IR
| 995339 F 123 Doe John 02/M/2007 | 02A73/2007 | TransWD IR

Default Values

The Default Values utility is used to enter default values for the OASIS data items
that are consistent from patient to patient so that these do not have to be re-
keyed for every patient assessment. These items are Agency Medicare Provider
Number (M0010), Agency Medicaid Provider Number (M0012), Branch State
(M0014), Branch ID Number (M0016), and Patient State of Residence (M0050). You
may also enter your agency name for printing on reports and select to calculate
PPS data for all patients.

This utility is broken up into three different sections, the Agency Default Values (as
mentioned above), Clinician/Discipline information, and Referring Physicians.

To set one or more of these values, press the [Default Values] button.
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| | OCS-0ASIS Data Entry System

{C0003/M0080) Clinician List Agency Default Values
{M0010) Agency Medicare Provider
Default Walues for MOD10=<Ma Agency Selected:
(WP Wational Provicer IC:
(MO012) Agency Medicaid Provider Mum:
Ao Mewy
(MOO18) Branch ID Mumber:
{M0072) Referring Physician List (MO014) Branch State:
(MOOS0) Patiert State of Residence:
PPS Mode
r
| Al Mew Clear Values Cancel
Exit
Y. 3.5.205/MASTERADMIN | Access: C:\Program FileshOCS'DATABASESSOCS0ASIS. MDB 241342007 |3:03 PM

Clinician List

If your data entry users want the ability to select clinician information from a drop-
down list when entering an assessment and/or to keep the naming convention
consistent across all users, you can enter their information here.

Click the [Add New] button.

New Clinician - 00003 and MOOB0

Clinician's Mame (00003); |

Disipline (MOOS0): |1 -EN j

Cancel

Enter the Clinician Name (no spaces allowed) and select the clinician’s discipline.
Then click [OK]. The clinician and discipline will be displayed in the box.
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(00003 10030} Clinician List

Doe, Jane - PT

Acl] Mewy

Continue to enter all clinicians here — you will always have the option of deleting an
enftry.

Note: The Clinician default list is recommended when the lists are
relatively small and will help facilitate data entry. This feature is not
recommended for larger clients at this time, since they are not defined
by Agency ID (M0010) or Branch ID (M0016). The list may become
unmanageably large for the data entry user.

Referring Physician List

If your data entry users want the ability to select physician information from a drop-
down list when entering an assessment and/or to keep the naming convention
consistent across all users, you can enter their information here.

Click the [Add New] button.

New Physician ID - MOO T2

Physician's Name: |

Physician's 1D (MOOD72):; |

Cancel

Enter the Physician Name (no spaces allowed) and their UPIN (M0072). Then click
[OK]. The Physician’s name and UPIN will be displayed in the box.
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—({M0072) Referring Physician List

DrSmith - A102

[Delete |

Note: The Physician default list is recommended when the lists are
relatively small and will help facilitate data entry. This feature is not
recommended for larger clients at this time, since they are not defined
by Agency ID (M0010) or Branch ID (M0016). The list may become
unmanageably large for the data entry user.

Agency Default Values

Select the agency you wish to enter default values for, by clicking on the drop-
down window next to (M0010) Agency Medicare Provider. Key in the desired data
for each field you wish to create a default value, pressing the [Tab] key to advance
to each field or clicking the mouse pointer on the field to be entered.

Agency Default Values

(Me10) Agency Medicare Provider

Default W alues for MO0 0=<Mao Agency Selected:

[MPI Mational Provider [D: |

[M001 21 Agency Medicaid Provider Mum: |

(MOO16) Branch ID Mumber: |

[MO014) Branch State:

Ledledle

[(MO0S0Y Patient State of Residence: |

PPZ Mode
B

Clear Walues Cancel
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The PPS Mode allows you to select to calculate PPS data on all of your patients, or
only on your Medicare (traditional fee-for-service) patients. The default value for
the PPS Mode is to only calculate PPS data on Medicare patients. If you wish to
have case weight and domain scores for all patients, remove the check mark from
this box by clicking on it.

Press the [Save] button to save your default values or [Clear] to cancel your entries.

To exit this utility, press the [Exit] button.

Printing OASIS Forms

If your organization has added User-Defined Smart Form questions to the OASIS
dataset, you will want to print the consolidated form for use by your providers.

To print a form, press the [Print Assessments] button. The Print Assessment window
appears.

| | OCS-DASIS Data Entry System E@@

Print Assessment
Aszzeszment Type

+ 1 - Stark of care - further vizsits planned
™ 3 - Resumption of care [after inpatient stay]
" 4 - Recertification [follow-up) reassessment

" & - Other follow-up

m

~ B* Tranzfered to an inpatient facility -
patient not discharged from agency

7 - Transtered to an inpatient facility -
patient dizcharged from agency

" 8- Death at home

" 3- Digcharge from agency

D ata Set Version
i+ Reduced version 1.50 [0E/21 /06 forward)

" Reduced version 1.40 (10/1/03-06/20/06)

" Mersion 1.30 [Reduced Oasis Data Set]

" Mergzion 1.20 [Full Dasis Data Set) v
iCreate Mew LClose |
Y, 3.5, 205/MASTERADMIN | Access: C:\Program FilestOCSA\DATABASES\ICS0ASIS MODB 2/13/2007 1314 PM

First, click on the radio button next to the type of assessment you wish o print,
followed by the data set version. Finally, press [Create New]. The assessment
appears in the preview window.

©2007 OCS, Inc. Page 4-19



Utilities

| | OCS-DASIS Data Entry System g@@

Print Assessment
Azzezsment Type

¢ 1 -Start of care - further visitz planned

" 3 - Resumption of care [after inpatient stay)

4 ifisati . .
- Riecertiication [follow-up] reassessment Qutcome and Assess ment Information Se .
" 5 - Other follow-up OCS-.0AS PreV|eW
Start of Care - f H
E - Transferred to an inpatient facility - W| ﬂd ow

patient not digcharged from agency
1. (W01007) This Assessment & Currently Being Comple
7 - Transfered to an inpatient facility -
patient discharged fram agency 1- Start of care - further visits planned

2- Start of care - no further vis s planned

3- Resumption of care after inp atient =tay)

4- Recerification reass essment(followm upl [&
- Other follow- up [5oto WMO1S0]

G- Transferred to an inpatient facility- patient

[

[

(" 8- Death at home [
[

" 9- Discharge from agency [
[

h 150
: [1 T - Transferred to an inpatient facility- patient
Data Set Yersion Ma150]
[1] &- Death athome [Go to MO150]
{» Reduced verzion 1.50 [06/21 /06 fonward) [1 9- Discharge from ageney(notto aninpatient
[1 10- Discharge from agenoy - no visits compled
™ Reduced version 1.40 [10/1/03-06/204/08) assessment [Goto MOI150]
" Verzion 1.30 [Reduced Dasiz Data Set) Z. (WOO01) Region: B
(" Version 1.20 [Full Dasis Data Set) < ¥
Create Mew Erritat Clonze | I < Fage 1 of 21 B x|
V. 35.205/MASTERADMIN | Access: C:\Program FileshOCSADATABASESNOCSOASIS.MDB 2/13/2007 |3:15 PM

To view different sections of the assessment before printing, use the scroll bars on
the bottom and side of the preview.

To view different pages of the assessment before printing, use the navigation
buttons at the bottom of the screen. The navigation buttons are as follows:

Button: Function:
| < returns you to the first page
< returns you to the previous page
> moves you to the next page
>| moves you to the last page

To send the assessment to the printer, press the [Print] button. The Print Setup
window appears.
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Print Setup @

Frititer

Mame: HF Desklet B70Cx Properties...
Status: Ready

Tupe: HF Dezklet 870CH

Wwhhere:  LPT1:

Carmment:
Paper Orientation

Size: |Letter j * Portrait
Source: | Automatically Select | " Landscape
Metwork. . ak. | Cancel |

Be sure the Orientation is set fo “Portrait.” Make the other selections as desired and
press [OK].

Important Note: Remember to reprint each assessment
every time you add, edit, or delete a User-Defined
question through the Smart Forms feature.

To exit this utility, press the [Close] button.
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