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


Click on [image: ]
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Fill out the form & click [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, Continuous Quality Improvement Services
· Go to login to create your account and begin the training process
[image: ]   
· Upon successfully completing the CANS certification, 
· You will receive a certificate of completion notification from the Praed Foundation.  
· The DHHS, Continuous Quality Improvement Service office 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 

Questions regarding CANS training information contact 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
[image: http://ts1.mm.bing.net/th?id=H.4602917596694028&pid=1.7&w=212&h=184&c=7&rs=1]
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. 
[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. 
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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:

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


[image: ]


(If you try three times and lock yourself out of the system then you will need to contact Jeanne Tondreau or Lynn Dorso to reset your password

	· 624-7912 
· jeanne.tondreau@maine.gov

	· 626-8651 
· lynn.dorso@maine.gov





There are times if you wait ½ hour the system will unlock and it will allow you to sign back in, but you must have remembered your username and/or 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




If you enter the incorrect password you may see the following pop up. 
[image: ]


If this happens and you remember the correct password just re-enter the username and password.  If the system locks you out you will need to call/email Jeanne or Lynn to have your password reset.

You have successfully changed your password.

[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 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: ]
· 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: ]
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Components of EIS

[image: ]

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

[image: ]
First line- shows the components of the EIS system you have been to and are currently on.
Second line- 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- instrument in EIS that you will use to enter the 3 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.  Do not use the Red X in the upper right hand corner to exist 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




Back to Index
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Click on People in the main menu
[image: ]

FYI: When you start to use the EIS system the people list is blank,  the list will be created as CANS assessment are entered on the clients.

Last Name Quick Find % enter the client’s last name you are entering a CANS Assessment on.

Click [image: ]

[image: ]



If the client appears in the people list from your search, anchor on the client id.
Click id (blue number)
[image: ]
If the client is NOT in the people list 
Click [image: ] to add the client to the people list
[image: ]
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*Red Highlighted means required fields
Complete the following fields to add a client to your people list 
Click [image: ][image: ]
Overtime the people list will self-populate based on administrations of the CANS assessment on clients.
To locate the client you just entered
[image: ]



Last name Quick Find:
Click [image: ]
[image: ]


Click on Client id[image: ]











The Client demographic page
Click on [image: ]
Highlight Address
[image: C:\DOCUME~1\LYNN~1.DOR\LOCALS~1\Temp\SNAGHTMLfda77c.PNG]
Click [image: ]
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Fill in the following 
Start date: today’s Date
Address Type: Legal Residence(you may get a pop up in regards to the Address Type: Legal Residence- please ignore and be sure that you have highlighted the Legal Residence—address type) A bug in the system
Address: Child’s Legal Address
City/Town: Child’s City/Town
Phone Number: Child’s phone number with area code and no dashes
Click [image: ]
[image: ]



Click [image: ]
[image: ]

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


Click [image: ] to enter the CANS assessment tool on this client
[image: ]


Complete the following fields:
· Start Date: date completed assessment
· End Date: Leave blank
· Person: Client you are entering CANS electronically on
· Organization: Provider Agency name
Click [image: ]
[image: ]
Highlight: The CANS that you are entering
· CANS - Comprehensive Multisystem Assessment
· CANS PC - Preschool 0-5 Assessment
· CANS ASP - Developmental /Autism Assessment
[image: ]
Click [image: ]

This screen is the assessment general page. 
Shows you:
1. Which tool you are about to enter
2. Date of Assessment
3. Who has performed the assessment-Defaults to person electronically entering the CANS
4. Show Menu dropdown
· Highlight Questionnaire
[image: ]   [image: ]

Each of the CANS assessment tools have what is called Dimensions(or pages).  
The first 2 dimensions: Introduction and Assessment needs to be completed on each individual child.  The other dimensions will be completed according to the instructions within the assessment itself.  
Example if you score a 1, 2 or 3 on the Developmental question within Life Functioning Domain of the Assessment proceed to the Developmental Delay Module Dimension and complete.
[image: ]
 

Complete the Introduction (Dimensions)[image: ]
Scroll up and Click [image: ]  
While completing the Introduction dimension you will need to choose the Agency and staff person that performed the CANS assessment.
Click on [image: ](ignore the red X)
[image: ]
Quick Find: type in agency name
Click [image: ]
[image: ]
Highlight agency name
Click  [image: ]
[image: ]
Now you have attached your agency to the assessment.  Next step is to attach the staff person that performed the assessment to the assessment.
Click on [image: ](ignore the Red X)
[image: ]
People Type: Highlight Organizational Staff
[image: ]
Click [image: ] under the People Type drop down
[image: ]


Opens up a new field Organization
Click [image: ]
[image: ]
Quick Find: type in agency name
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/Lynn)
Click [image: ]

[image: ]


You have now attached the agency and staff person to this assessment.  This can be used in the future for reporting of staff’s caseloads outcomes etc…
[image: ]
Continue to complete the remaining fields on the Introduction dimension
Scroll up and Click [image: ]
To change the Dimension (page) to complete the CANS assessment 
Use the dropdown arrow and highlight Assessment
[image: ]
Complete the CANS assessment[image: ]
Scroll up and Click [image: ] and repeat this process through the necessary dimensions
Be sure as you leave each dimension/page you Scroll up and Click [image: ]

Once you have complete all the appropriate dimensions/pages and saved each

Click [image: ]  
[image: ]

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

Click [image: ]
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Re Entry of the CANS assessment
The next CANS assessment entered on the client will done by re-versioning 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.  
· Anchor on client—refer to page 15
Click on current CANS assessment id (blue number)
[image: ]
· Click New Version
[image: ]
· Start date: date of assessment (90 days later)
· Click OK
[image: ]
Notice: new assessment date (90 days later) and the original assessment date are captured and tracked throughout the system
Show Menu: Questionnaire
[image: ]
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 and print your client summary report 
FYI:  Be sure to [image: ]each dimension prior to exiting the screens.
[image: ]






[bookmark: Printing]Printing the 
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Complete report- entire assessment including modules
Summary Report-(Needs Scores 2 or3’s and Strengths Scores 0 or 1’s)


	Assessment
	Complete Report #’s(from EIS)
	Summary Report #’s(from EIS)

	CANS-PC
	# 281 CS CANS PC PF
	# 290  CS CANS PC Summary PF

	CANS-MH
	# 282 CS CANS MH PF
	# 291   CS CANS MH Summary PF

	CANSAT-MH
	# 283 CS CANSAT MH PF
	# 292  CS CANSAT MH Summary PF

	CANS-ASP
	# 284 CS CANS ASP PF
	# 289  CS CANS ASP Summary PF

	CANSAT-DD
	# 285 CS CANSAT DD PF
	# 288  CS CANSAT DD Summary PF





[image: ]
Only while you are on the Questionnaire:  Assessment dimension 
[image: ]
Click on the [image: ]
Click on the CANS report you wish to print.
[image: ]
To access the CANS Summary report click on the [image: ] to see report 6-10
[image: ]
Click print


[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: ]

Back to Index
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· Password: If you try three times and lock yourself out of the system then you will need to contact Jeanne Tondreau or Lynn Dorso to reset your password

	624-7912 
jeanne.tondreau@maine.gov

	626-8651 
lynn.dorso@maine.gov



EIS is set up to run on Windows 8/IE8
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 for EIS 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
2. Click on compatibility view settings
3. In the box add this Website it should say state.me.us
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

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   is enabled
10. Make sure the XSS filter is disabled
11. Choose OK to apply
Back to Index
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