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Information in this procedures guide is subject to change without notice.

All brand or product names are trade names, service marks, trademarks, or
registered trademarks of their respective companies or organizations.

Systems Environment

Application Development: Microsoft Visual C++ and C# 2008 (9.0), .NET 3.51 SP1,
.NET 4.6.1 or later (ASE-Q only)

Desktop Database (ASE-Q only): SQL Anywhere 11
Oracle Database 19c Enterprise Edition Release 19.0.0.0.0
Oracle Client 12.2.0.1 - 32 bit

Optional System Environments
MAPI Compliant E-mail client to support e-mail transfer of survey information

Note: This document can be viewed online or printed in a duplex (two-sided)
format. Blank pages have been automatically inserted as needed for correct
pagination in the printed copy.
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Introduction

ASPEN Scheduling and Tracking System (AST) is an add-in to ASPEN
Central/Regional Office (ACO/ARQ). AST enables states to use existing data in
the ASPEN system to facilitate scheduling and monitoring of the survey process
for certifications, complaint investigations, enforcement cases, and state
licensed-only facilities.

Note: Federal HHA, ASC, and Hospice providers have been decommissioned in
ASPEN. Use iQIES to schedule these providers. Data for Federal HHAs, ASCs,
and Hospices existing in ASPEN prior to decommission implementation is
available in read-only mode to users with appropriate permissions. You will
continue to use ASPEN for State Licensure HHA, ASC, and Hospice providers.

About this Procedures Guide

The AST Procedures Guide gives you the information you need to:
e Configure My Settings in AST

e Add, modify, and delete staff member activities

e Schedule certifications, license visits, and revisits

e Begin an initial certification process

e Add a CHOW event to an existing certification

e Use Preschedule to automatically select and provide target dates for a
specified percentage of a single provider type

Note: This guide assumes that you are familiar with basic Windows operations
and that you have attended AST training offered by your agency.

This guide consists of this introduction and the following four chapters:
e AST Procedures

Provides task-based procedures for using the AST application.
e AST Screens

Contains pictures and brief descriptions of AST screens and windows.

Procedures Guide 6/19/23 9



Introduction

e AST Fields and Buttons
Presents descriptions of the fields and buttons in AST screens and windows.
e Supporting Materials

Contains supplemental information and reference items.

View this Document Online

You must have Adobe Reader installed to view this document online. You can
download the latest version from https://get.adobe.com/reader/.

On any page, you can click the Increase (+) or Decrease (-) button in the
toolbar to adjust the page magnification to your comfort level. Use the

bookmarks in the left pane of Adobe Reader to locate and go (click the
bookmark) to relevant information in this procedures guide.

Bookmarks

ib -
El Contents

=HE] troduction
D About this Procedures Guide
[E] accessibility Features

[ &5T Procedures

| 45T Screens

[E| 45T Fields and Buttons
[ supporting Materials

Figure 1: Bookmarks

You can also click the Contents bookmark and then click links in the table of
contents to go to relevant topics.

TipP: For best viewing quality in Adobe Reader, go to Edit | Preferences | Page

Display (path may vary somewhat depending on version). Select the
applicable Smooth Text option.

If you need more information, links to relevant additional material are included.
Click a link to directly access the related information.

10 6/19/23 AST 12.4.1



About this Procedures Guide

In the Procedures chapter, there are three types of links (cross-references) to
additional material. They are grouped at the end of a procedure or descriptive
section.

More ...
Procedure: “Processing Steps” on page 62
Screen: "Processing Steps tab" on page 115
Supporting Materials: "Processing Step Definitions", on page 157

Click the first link to go to the indicated procedure.

Click the second link to go to a graphic and description of the indicated
screen or section of screen.

Click the third link to go to descriptive information about the indicated topic.

In the Screens chapter (usually), there is another type of link (cross-reference)
to additional material:

Fields: "All Certifications node", on page 134

Click the link to go to the field/column descriptions for the indicated screen
or section of screen.

There may also be cross-references in the Fields and Supporting Materials
chapters.

View a Printed Copy of this Document
While it is designed to be used easily online, you can print this document if you
prefer. If you print this document, use the Table of Contents to locate the

information you need. Links (cross-references) to additional material in this
document include page numbers; simply go to the indicated page.

Conventions

This guide uses the following conventions:

Bold In procedures: names of screens, screen sections, windows you
open; and buttons, menu options, keys you press.

web Generic reference to the World Wide Web.

ACO Generic reference to ASPEN Central Office (ACO) and ASPEN
Regional Office (ARO). When necessary, ARO is explicitly
identified.

Procedures Guide 6/19/23 11



Introduction

Facility Properties
Generic reference to the <FacName> Definition window/screen.

More ...
Introduces a list of “see also” cross-references.

Note: Notes give you important information that may affect how you use a
function.

Tip: Tips give you useful hints, suggestions, or alternative approaches.

WARNING! Warnings tell you actions to avoid that may cause harm, or
precautions you should take to avoid causing harm.

Accessibility Features

This AST Procedures Guide and the AST user interface include a number of
508-compliant accessibility features, which are detailed below.

In this Guide

This procedures guide incorporates the following 508-compliant accessibility
features:

Alternate text (alt text), which screen readers can read, is defined for all
graphics. In the Screens chapter, there are links (cross-references) to the
field/column descriptions for the indicated screen or section of screen.

All graphics have captions.
Information is not conveyed by means of color alone.

Tables are not used for formatting, so all text is accessible to screen
readers.

Windows keyboard shortcuts are included in the Supporting Materials
chapter for easy reference.

Reading order is optimized, so content is read correctly by screen readers.

12
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Acceptable Date Range in ASPEN

In AST

AST includes the following 508-compliant accessibility features:

The Accessibility menu option on the System menu lets you specify field
color preferences and enable/disable save point notification, i.e., audible
confirmation upon saving.

| Spstem Help
Spstem Configuration 3

Letter Manag FRRPRRTNT, x|

Spell Check
Set Spell Che [+ Enable &ccessibility Options

» Colors
Facility Type:

0I5 Static D. Mandatory Colorl _I
tdaster Audit Read-Only Color I

Datsbase M: [ Enable Save Point Motifications
Specialty Infc

Saftware Upe oK | Cancel |
Syztem Conn

Figure 2: Accessibility option and Accessibility Configuration window

The main AST menu includes options corresponding to all toolbar
buttons. The menu command IDs are exactly the same as the toolbar
command IDs.

In Tree, List, and Detail views, you can press Tab to move forward
through elements, Shift+Tab to move backward. To move from one view
to another, press Ctrl+Tab or Ctrl+Shift+Tab.

All fields on AST screens are included in a tabbing sequence, making
them keyboard-accessible.

Keyboard shortcuts exist for all options, making AST completely
keyboard-accessible.

All error messages are accessible to screen readers.

Acceptable Date Range in ASPEN

ASPEN does not allow dates outside of the range January 1, 1890 to December
31, 2050. You will be notified of an invalid date that is outside this range when
it is entered in a field or grid, or on upload to national. A message will indicate
the acceptable date range and you cannot save or upload until a valid date is
entered.

Procedures Guide
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AST Procedures

Although AST is located in ACO/ARO, it shares data with the ASPEN
Complaints/Incident Tracking System (ACTS) and ASPEN Enforcement
Manager (AEM). Information gathered through any ASPEN system component
is automatically available in other system views.

You can use AST to schedule and track surveys for all provider types that are
supported for upload to the national repository system, as well as for state
licensure-only facilities.

Note: Federal HHA, ASC, and Hospice providers have been decommissioned in
ASPEN. Use iQIES to schedule these providers. Data for Federal HHAs, ASCs,
and Hospices existing in ASPEN prior to decommission implementation is
available in read-only mode to users with appropriate permissions. You will
continue to use ASPEN for State Licensure HHA, ASC, and Hospice providers.

How is AST integrated with ACO?

Use the ACO and AST buttons on your toolbar to switch between
applications.

¥ ASPEN Central Office Current Selection: FO1 PROVIDER LIST

File View Reports Tracking System Help
EF] i

H Guides  Training

J Surwey Fasility

fa
=E
CLIA

@ o ACO Selection:
POC

= & B @
e “ACO AST |[FO1PROVIDER LIST =]

“Recvcle E-Pail Frint  Export Import

Figure 3: ACO toolbar

In ASPEN certification kits, there is a Tracking tab for recording information
related to AST.

Certification for: ACME NURSIMG HOME. Provider ID =, Track ID = DMYE, Cernt Exit = 03/03/2010

Certification&Surve_l,ls o Transmittal (CM5-1533) 5> | o Application [CM5-671)>> | & Census (CM5-6721>> | B Uplaad |

Figure 4: Tracking tab in certification kit
Other components of ACO that affect AST include:
e The Staff Availability List for adding personnel to survey teams.

e Fields for provider qualifications and conflicts of interest in personnel
records.

Procedures Guide 6/19/23 15



AST Procedures

e A Revisit Status indicator in Survey Properties and ACO/ACTS (ASPEN
Complaints/Incidents Tracking System) survey grids.

e A Scheduling tab in Facility Type Maintenance (used only by AST).

e Tables for Personal Activities and Processing Steps in Lookup Values (used
only by AST).

Open AST Directly

ACO opens in ACO mode by default, i.e., the main ACO application window
opens when you start ACO. You can easily configure ACO to open instead in AST
mode. This is convenient if you are primarily an AST user as it eliminates the
need to manually switch to AST every time you open ACO.

In the AST shortcut bar, click My Settings.

In the My Preferences section, set Start application in mode to ACO or
AST.

AST-related Fields in ACO/ARO

For AST to function effectively, it must have all the information it needs. States
need to ensure that fields affecting AST functionality are maintained
throughout ASPEN in a consistent and timely manner.

These fields and their locations are:

Work Units
LOCATION: ACO Directory tab.

AST Relationship: AST can filter and sort many displays and reports by work
unit.

Operating Status
LOCATION: Facility Definition tab in Facility Properties.

AST Relationship: Operating Status must be 01 Active for providers to be
scheduled or tracked in AST.

Licensure-only facilities are listed regardless of Operating Status.

Licensure information
LOCATION: Licensing tab in Facility Properties.
AST Relationship: Licensure expiration dates are available to schedulers in
AST.
Tracking Status
LOCATION: Tracking tab in certification kit.
AST Relationship: Status of 01 Active Certification Process indicates the

certification is currently in AST Tracking. Status of 10 Processing Complete
places the provider in line to be scheduled for the next certification cycle.

16 6/19/23 AST 12.4.1



How is AST integrated with ACO?

LTC Agreement Dates
LOCATION: Tracking tab in ICF/IID certification kits.
AST Relationship: Read-only in ACO for ICFs/IID and ignored, if present, in
AST. Target date for the next certification cycle is based on the last
certification exit date.

CHOW Effective (L9)
LOCATION: Entered by the RO in the certification kit on the CHOW subtab
of the Tracking tab. AST inserts L9 into the most recent 1539.
AST Relationship: Entry of L9 removes the CHOW from AST Tracking.

Revisit Status

LOCATION: Survey Properties, survey grids in certification kits and ACTS
intakes, 2567/POC/IDR tab on the Tracking tab in certification kits.

AST Relationship: Determines which providers go on the Revisits to be
Scheduled list.

Revisit Status is set by the system to 1-Required for starting surveys with
the exception noted below, and to 2-Not Required for revisits. You can
manually override the auto-entered value. For licensure-only surveys,
Revisit Status is set manually.

Note: If Provides Swing Beds (SF44) = Yes in a related certification kit
when an initial survey is created for a deemed Hospital, Revisit Status is set
to

2-Not Required by default. If SF44 is changed from No to Yes after the
survey is created, Revisit Status is not changed.

When a 2567 Issued date is entered for any survey, Revisit Status is
updated to 1-Required, and the survey is flagged for revisit scheduling. You
will receive a message if the survey has no correctable citations. You can
choose to retain the 2567 Issued date and allow revisit scheduling anyway,
or not.

If an intake is finalized and Revisit Status is 1-Required for the most recent
investigation revisit survey (based on exit date) associated with the intake,
Revisit Status is automatically set to 2-Not Required for that revisit. If an

investigation does not have any revisits, Revisit Status is not changed for

the investigation.

SOD Sent (2567 Issued) Date

LOCATION: Survey Properties, and survey grids in certification kits and
ACTS intakes.

AST Relationship: Governs where the certification or complaint appears in
AST Tracking - if there are correctable deficiencies and no SOD Sent, the
item is listed under Requires SOD Issuance. Once this date is entered, the
item proceeds to the next applicable node in AST Tracking.

Procedures Guide 6/19/23 17



AST Procedures

POC Status Date

LOCATION: POC Tracking window - this is the date the Plan of Correction
(POC) status changed to Accepted.

Note: This is not the same as POC Received - a POC may have been
received, but not accepted.

AST Relationship: Certifications and complaints are listed under Waiting for
Acceptable POC in AST Tracking until this date is entered.
IDR Request Received
LOCATION: Informal Dispute Resolution window.
AST Relationship: Places the certification or complaint under IDR Review
Pending in AST Tracking.
IDR Completion date
LOCATION: Informal Dispute Resolution window.
AST Relationship: Removes the certification or complaint from IDR Review
Pending in AST Tracking.
Allowed Facility Types
LOCATION: Employee Details tab in employee record.
AST Relationship: Indicating specific provider types for each surveyor allows
you to limit the Staff Availability List to those staff qualified to survey a
specified provider type.
Conflicts of Interest
LOCATION: Employee Details tab in employee record.
AST Relationship: AST can alert schedulers to possible conflicts of interest
between a surveyor and the facility being scheduled.
Email Notification
LOCATION: Identification and Employee Details tabs in employee record.
AST Relationship: Enables sending of automatic emails to employees
regarding AST activities, if your state server is configured to do so.
Future Survey Security
LOCATION: Security tab in the employee record.

AST Relationship: Restricts each user's future survey displays throughout
AST to the limits you set in the employee record.

18

6/19/23 AST 12.4.1



What does AST baselining do?

What does AST baselining do?

When AST is re-baselined, the system searches the state database for existing
certifications, complaints, enforcement actions, and licensure-only facilities.
Providers are added either to the Scheduling or the Tracking component of AST,
depending on the current status of their survey events.

For example, if a provider's most recent certification has already been accepted
by national, AST lists the provider in Scheduling, in anticipation of the next
certification cycle. If the provider's active certification kit has not yet been
uploaded, AST places the provider in the appropriate stage of the Tracking
segment of the system, where staff can monitor the progress of the certification
process.

The next several sections outline rules the system uses to distribute the
following items in the Scheduling and Tracking functions in AST:

e Certifications

e Complaints

e Revisits

e Enforcement actions

e Licensure-only facilities

Note: Re-baselining does not affect calendar display of scheduled events or
personal activities.

Certifications

In Scheduling

e The Certification to be Scheduled folder includes providers with
certifications that have already been uploaded and accepted by the national
reporting system:

NHs - are given a target date for their next certification cycle based on a
performance score algorithm. The algorithm can be modified and
re-calculated if necessary. These providers are listed under Certifications to
be Scheduled in the Schedule view.

ICFs/IID - are given a target date for the next certification cycle. It is
calculated as 12 months from the last certification exit date. These
providers are listed under Certifications to be Scheduled in the Schedule
view.

CLIA Labs - are given a target date for the next certification cycle. A target
date is a required condition for a lab to appear in the AST Schedule view.
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Other providers - are not given target dates. States use AST
Prescheduling to select specific providers for recertification based on the
percent sampling indicated in the annual CMS Mission and Priority
Document. Once given target dates, these providers are listed under
Certifications to be Scheduled.

In Tracking
e Providers with existing certifications that have not yet been accepted.

These providers are placed into the Tracking section of AST. Here they may
be tracked by function (e.g., recertification) or by the particular step in the
process requiring activity (e.g., waiting for revisit scheduling).

Complaints

In Scheduling

e Open intakes that have not been assigned an investigation are placed under
Complaints to be Scheduled in the Schedule view.

In Tracking

e Open intakes linked to an investigation are listed under appropriate
Investigation Processing points in AST Tracking.

e All open intakes (whether or not an investigation has been scheduled) are
listed under their Complaint Status in AST Tracking.

You can open and work in ACTS intake and investigation forms without leaving
the AST complaint tracking area.

Enforcement Actions

Open enforcement cases are distributed in AST Tracking according to the
survey types that are associated with the case. There are Enforcement tracking
sections in Certifications, Complaints, and Licensure. A single case may show
up in more than one section.

Licensure-only Facilities

Special views have been created within AST to assist states in scheduling and
tracking their licensure-only providers.

More ...
Supporting Materials: "Target Date Calculations - NH and CLIA Labs", on page 168

20
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AST Components

AST has three main sections:
e Scheduling

This section is used for scheduling events. The Schedule view lists
certifications, complaints, revisits, and license visits that are due to be
scheduled, and provides convenient drag-and-drop scheduling.

Scheduling has additional function buttons for prescheduling, starting an
initial certification, creating validation surveys, adding CHOWSs, and viewing
licensure-only facilities.

e Tracking

After an event is scheduled, its progress is monitored from the Tracking
view, which organizes scheduled events according to significant process
milestones. States and regions can track ongoing certifications, complaint
investigations, enforcement actions, and licensure-only surveys.

e My ASPEN

Staff members use My ASPEN to see their assigned surveys and action
items/activities. My ASPEN has a personal calendar for adding other types
of activities as well. Go to My Settings to configure your AST displays.

Scheduling

The Schedule view on the navigation bar is open by default when you enter AST
(this can be changed in My Settings). Certifications, complaints, and revisits
that are due to be scheduled are listed. To schedule you simply drag-and-drop
them to the calendar.

The lists of providers are filtered by the currently active AST selection set and
are listed in alphabetical order for the target date range specified in the title
bar. Each record (one per line) provides substantial information about the
provider.

The navigation bar, on the left, also provides access to related functions:
prescheduling, starting an initial certification, creating validation surveys,
adding CHOW events, and viewing licensure-only facilities.

You can use Schedule view to schedule a certification survey, revisit, or
complaint investigation. Subsequent progress of the event is monitored with
AST Tracking.

To navigate in Schedule view:
Click a folder button to expand or collapse the list.
Scroll to the right for more columns.
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Drag the bottom border of the folder to change list height.
Use My Settings to hide lists you never use.
Click buttons in the Scheduling shortcut bar to access additional functions.

More ...
Screen: "Schedule View window" on page 100

Procedure: “Scheduling tab” on page 52
Procedure: “Schedule View"” on page 33

Scheduling Display Features

Many methods are available for customizing the display of information in
Schedule view.

Title bar Options

The folders in Schedule view have options for refining the list of displayed
providers:

To specify target dates:
Click the Date button and enter the new date range.
To ignore target dates:
Select the Show All checkbox.
To include/exclude deemed providers:
In the title bar, select Show Deemed.
AST applies a yellow background to the Name field for deemed providers.
This option exists in the Certifications to be Scheduled folder only.

More ...
Screen: "Certifications to be Scheduled folder" on page 102

Text Attributes
Bolded

In the scheduling lists, certifications and surveys that are overdue to be
scheduled are bolded. Overdue items include:

e Certifications with a target date earlier than today.
e Complaints with an investigation due date earlier than today.

e Revisits for surveys that have an exit date more than 45 days earlier
than today.

Red

In the Complaints to be Scheduled folder, 1J complaints are red and have 1J in
the Priority column.
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Italicized

After you schedule an item, it is ITALICIZED for the remainder of the scheduling
session, then removed from the list when you leave Scheduling.

Columns and Drilldowns

For each item to be scheduled, AST provides humerous columns of information
that may impact scheduling decisions. To sort the list by a column, single-click
the column heading. Many columns have buttons that drill down to additional
detail.

To see additional detail:

In the Open Complaints column, click on numbered buttons to open a
detail window listing complaints.

In the Active Enforcement column, click a Yes button to see details about
active enforcement cases.

Active

Target LSC
Survey

Open
Complaints

Subst
Complaint

Enforce
ment

Last LSC
Survey

11052008

1

02/21/2008

Yes

12122007

12/26/2008

7

02/20/2007

Ho

02042008

121042008

05/30/2008

Ho

01142008

Figure 5: Drilldown buttons

Right-click Options

Right-click options provide easy-access to many features. In the Scheduling
folders, right-clicking conveniently opens appropriate forms and reports.

View Forms and Calendar Events
To see right-click menu options:
Right-click any item in the lists or on the calendar.

Where there are relevant items, like certification kits, enforcement cases,
or ACTS intakes, you can open them directly.

Medicare LS

Fac ID Hame D Type Team Te:

105207 SHEMF _[al
Facility Properties
Certifization Histary

¥ |32701

Set Scheduling Target Dates

Certifications ta be Scheduled Report

Figure 6: Right-click menu options
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Right-click calendar events to make schedule adjustments.

15 20

ok Cert! View Certification

ok Cert- Survey Schedule
o Iny- ~

Citation Manager
Delete Certification Visit

26 Set Specific Time

Send to 3

Figure 7: Right-click menu options for calendar

Set/Change Target Dates

To change the target date for a facility:

In the License Visits to be Scheduled and Certifications to be
Scheduled folders, right-click the provider name and select Set
Scheduling Target Dates.

In the Target Date Settings window, enter a new target date for the
Health/LSC survey.

Select Do not allow Automatic Updates if you do not want the date you
are entering to be affected by internal calculations.

Click OK when done.

Note: You can also change target dates on the Alpha and Type tabs in ACO
by right-clicking the facility name in the tree.
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Item Synchronization
Each folder has a synchronization feature to find items in other folders related
to the same facility.
To synchronize items for a facility:

Double-click a complaint to be scheduled (double-click in the empty area
beside the Name), and if there are any items for the same facility in the
Certifications or Revisits folders, they will be isolated.

Ceﬂiﬁcalions to be ! G FReset Grids | Target [04/01/2010 > ] to [07/31/2010 x| EI v Showall [V Show Deemed % Staff Availabilityl

. Elapsed | Elapsed
Med Last Health Target Health
Fac ID Hame < Ill;:are Type Team aSuruea Months | Months arguw <4
ey To Today | To Target ey
ABC HOSPITAL HOSP-LT [ATG 063052010
< | 0|
|: laints to be Scheduled Due Date [03/01/2010 > ] to [03/3172010 x| E] ¥ Show &l
Received o Due
Fac ID Hame Type Intake ID Date Status Priority Dats
L ABC HOSPITAL b HOSP-LT 031182010 |3 - PENDING REVIEWIASSIGHN (MO ACTION NECES
\ HOSP-LT 03182010 |3 - PENDING REVIEAASSIGH [MOM-1J HIGH 0440172
| | 0|
Revisits to be Scheduled %5 Date [03/0172010 > | to [03/31/2010 =] E] ¥ Show &l
Revisit |Medicare Event _ Survey .
Status Fac ID Hame D Type |Team Type Start Date | Exit Date |EventID Categ HiCite
1-Required ABC HOSPITAL HOSP-L [ATG  |HLTH - STD|04M12/2010 (0441452010 ChPIVT CHD= 00
< | »

Figure 8: Double-click in empty area to synchronize

Note: Open all folders before synchronizing. When you synchronize items,
double-click in an empty area of the row, not on top of text.

To reload the original lists:

In the title bar of the top folder, click the Reset Grids button or
double-click again in the empty area beside the Name.
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Staff Availability List

The Staff Availability List can be reviewed at any point during the scheduling
process. While working in Schedule view, you can view the Staff Availability List
from the Staff Availability button to check surveyor qualifications, conflicts of
interest, scheduled events, and other relevant information prior to scheduling
surveys (you cannot select surveyors from this view). When scheduling a
survey, you can use the Staff Availability List to select surveyors for the survey
team.

Note: Events include both surveys and personal activities such as staff
meetings or leave.

To access the Staff Availability List:

In Schedule view, click the Staff Availability button for a view only
list.

_Or_

In a survey, click Update in the Survey Properties window to select
surveyors for the team.

Note: Schedulers can view the personal calendar of a surveyor from the Staff
Availability List only if Activate Supervisor Calendar View of Other Staff is
selected in System | System Configuration | State Customization.

More ...
Procedure: “Staff Availability List Filters” on page 27
Screen: "Staff Availability List in AST" on page 121

Staff Availability List Behavior
Behavior of the Staff Availability List depends on how you open it.
o If opened from the Staff Availability button in Schedule view:

Show Schedule button - Click to display all events scheduled for a
surveyor in the specified Target date range.

Conflict of Interest button - Yes indicates the surveyor has conflicts of
interest with one or more providers; click button to view all the conflicts
of interest.

Scheduling - 7 Day tab - Displays green diamonds for surveyors with
events scheduled during the selected week (WEEK OF).
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o If opened from a specific survey, AST targets the display of scheduled items
and conflicts of interest to those that are directly related to the provider and
survey with which you are working:

Show Schedule button indicates only events that conflict with the dates
of the survey you are scheduling.

Conflict of Interest button - Yes indicates the surveyor has conflicts of
interest win one or more providers; click button to view all the conflicts
of interest.

The Conflict of Interest button displays Yes only when there is a conflict
with the provider you are scheduling.

The Scheduling — 7 Day tab displays red diamonds for surveyors who
have events scheduled within the date range of the survey you are
scheduling, including members of the survey team. Green diamonds
indicate that surveyors have events scheduled during the 7 day period,
but outside the survey date range.

The Special Surveyors button allows you to search for and select special
surveyors to add to the list of available surveyors, if your state allows it.

Staff Availability List Filters

In AST, you can filter the Staff Availability List with AST - My Selections, the
“Use facility types of active selection when displaying available staff?” option
under My Preferences, and by Disciplines and Assigned Provider Categories in
the Staff Availability List.

AST - My Selections

Selection sets in AST - My Selections use criteria entered in ACO to filter
scheduling views and the Staff Availability List in AST. AST selection sets are
similar to ACO selection sets.

The Schedule view folders and the Staff Availability List can be filtered by
selections entered in the Selection Criteria section of My Settings. However, the
Facility Type tab behaves differently than the other tabs when filtering the Staff
Availability List. The Staff Availability List is filtered by selections on the Facility
Type tab if and only if:

Use facility types of active selection is selected on the Scheduling tab of My
Preferences in AST. It is deselected by default, so you must select it and
then click Save Settings.

If Use facility types of active selection is not selected, the list of staff
members in the Staff Availability List is not filtered by facility type.

The tabs in the AST Selection Criteria section are listed below. Listed
underneath each tab is the ACO field used by the filter and the field’s location.

e Facility Type:
Allowed Facility Types - Update Staff Member/Employee Details
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e Office Location:

Management Unit - Facility Properties/Associations

e  Work Unit:
Work Unit - Update Staff Member/Employee Details
e County:

County - Facility Properties/Facility Definition
e State/Region:

State and OSCAR State Region - Facility Properties/Facility Definition
e Operating Status:

Operating Status/Current - Facility Properties/Facility Definition

Note: If your selection set contains a Work Unit filter, the Staff Availability List
shows only members of that work unit, but the filter can be overridden by
selecting Ignore Work Unit Filter in the Staff Availability List.

Use facility types of active selection when displaying available
staff?

This option is found under My Preferences on the Scheduling tab in My Settings.
If this option is selected and if you are filtering by Facility Type in AST - My
Selections, the Staff Availability List is filtered by facility type. If this option is
not selected, all staff are listed on the Staff Availability List regardless of the
Facility Type selection.

If you are using selection criteria on tabs other than Facility Type, the Staff
Availability List is filtered by these selections whether Use facility types of active
selection when displaying available staff? is selected or not.

Note: If your state has not entered allowed facility types for staff members, do
not select the option Use facility types of active selection when displaying
available staff? Your staff list will be empty.
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Figure 9: Staff Availability List filtered by Facility Type - Rural Health

The AST Staff Availability List above lists only staff members who have Rural
Health assigned in the Allowed Facility Types field on the Employee Details tab
of the Update Surveyor Information window in ACO. The following AST
selections/filters were used to create this Staff Availability List:

e Facility Type is sorted by Rural Health and is the active selection set.
e Use facility types of active selection when displaying available staff? is
selected.

Disciplines/Assigned Provider Categories

From within the Staff Availability List, you can filter by Disciplines and/or
Assigned Provider Categories; however, you can filter by Assigned Provider
Categories only if Use facility types of active selection when displaying available
staff? is not selected.

If Use facility types of active selection when displaying available staff? is
selected, choosing Show Staff by Assigned Provider Categories displays a blank
window when the Staff Availability List is opened from Survey Properties. If
opened from the Staff Availability button, the Allowed Facility Categories
window shows only facility types already selected in the selection set.

The ACO field used by the filter and the field’s location are listed below:
e Show Staff By Disciplines:
Federal Title - Update Staff Member/Employee Identification
e Show Staff by Assigned provider Categories:
Allowed Facility Types - Update Staff Member/Employee Details
To filter by Disciplines and/or Assigned Provider Categories:

In the Staff Availability List, click the button to the right of the selection
option:
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Clicking the button beside Show Staff by Disciplines opens the

Additional Federal Titles window.

Clicking the button beside Show Staff by Assigned Provider Categories

opens the Allowed Facility Categories window.

Allowed Facility Categories X|

O 01-HOSRITAL
O 02-NURSING HOME [NH]
[ 05HOME HEALTH AGENCY [HH)

[0 07-PORTAELE »-Ray SUPPLIERS

O 12RURAL HEALTH CLINICS

14-COMPREHENSIVE OUTFATIEN
O 154MBULATORY SURGICAL CENT
[ 15HOSPICE

O 20-MaMMOGRAPHY [RETIRED)

O 22-Lak (CUA)

[ 93-0THER

O AC-Abortion Clinic

O AD-&dult Day Care Center
O &F-Adult Family Care Home
O &5-aesisted Living Facility

O BC-Bitth Center
EN|
SelectAl | Deselect Al |

[ 05PSYCHIATRIC RESIDENTIAL TREATMENT FACILITIES

O 13-PHvSICAL THERARIST INDEP. PRACTICE

[ 08-0UTPATIEMT PHYSICAL THERAPY/SPEECH PATHOLOGY SERVICES
[J 09-EMD STAGE RENAL DISEASE FACILITIES
O 11INTERMEDIATE CARE FACILITY FOR THE MENTALLY RETARDED

EHABILITATION FACILITIES

[&5C]

[ 17-0RGAN PROCUREMENT ORGANIZATIONS
[ 19-COMMUNITY MENTAL HEALTH CENTERS

[ 21 FEDERALLY QUALIFIED HEALTH CENTER

]

|

Cancel |

Figure 10: Allowed Facility Categories window

Note: If “"Use facility types of active selection set ...?" is selected, this window
lists only the categories already selected in AST - My Settings if Staff Availability
List was opened from the Staff Availability button. If Staff Availability List was

opened from Update in Survey Properties, this window is blank.
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Select the categories/disciplines you want to see, and click OK.

For example, to display only surveyors, in the Additional Federal Titles
window, select 09 Generalist Surveyor.

Note: The selections made in Show Staff By Disciplines and Show Staff by
Assigned Provider Categories are saved. The next time you open the Staff
Availability List from Survey Properties or from the Staff Availability button,

these selections will be active.

More ...

Procedure: “Selection Sets in AST” on page 50

Procedure: “My Preferences” on page 51

Resolve Conflicts

When scheduling surveys, Yes on the Show Schedule button indicates events
that conflict with the dates of the survey you are scheduling. The Conflict of
Interest button displays Yes when there is a conflict with the provider you are

scheduling.
To show scheduling conflicts:

In the Show Schedule column of the Staff Availability List, click the Yes

button.

AST advises you of the schedule conflict by displaying a warning.

In the Warning window, click Show Conflicts for details.

The Scheduled Activities window is displayed.

Scheduled Activities for: TEST, CHERYL L..

Far Activities Starting On or After IDB;"SDHEM 0 I And Ending On or Before IDB;’B'I J2010 = I

Refresh |
i~ Schedule
ACTIVITY TYPE STARTING ENDING REGARDING 1
B |[CERTIFICATION 03012010 - 04012010 - Sh
CERTIFICATION 03730/2010 - 0303172010 - LA
CERTIFICATION 03/30/2010 - 034312010 - HH
4 | Bl
oK I Cancel

Figure 11: Scheduled Activities window
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Click OK to return to the message.
Click Continue Assignment to schedule the surveyor anyway.
-or-
Click Cancel Assignment to return to the Staff Availability List.
To show conflicts of interest:

In the Conflict of Interest column in the Staff Availability List, click the
Yes button.

The Conflict of Interest detail window opens.

If you select a surveyor with a conflict of interest, a message appears
notifying you that there is a potential conflict of interest with this provider.

Click OK to return to the Staff Availability List.
You can assign the surveyor or cancel the assignment.

Conflict OF Interest

- . Effective | Expiration
Fac ID Facility Hame Medicare ID| Type Date Date

b |33508 SMFMF 0272672010

Al | i

2 Show Nates | ok | Concel |

Figure 12: Conflict Of Interest window

More ...
Procedure: “Staff Availability List Behavior” on page 26

Staff Member Activities

Schedulers can add office days, staff meetings, and training sessions to staff
calendars, and make calendar adjustments when staff request days off.
Surveyors are often out in the field without access to AST and cannot maintain
their calendars in a timely manner.

Administrators with appropriate security rights can view individual staff
calendars, via the Staff Availability List. They can also edit personal activities
on staff member calendars.

Note: Schedulers can view the personal calendar of a surveyor from the Staff
Availability List only if Activate Supervisor Calendar View of Other Staff is
selected in System | System Configuration | State Customization.
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To view scheduled activities:

In the Staff Availability List, click the calendar icon next to the surveyor
name.

This opens the surveyor's personal calendar.
To add a personal activity:

In the My ASPEN calendar, double-click the day (click in an empty area) for
which you want to schedule the activity.

The Personal Activity for window opens, where you can enter the details.
To edit a personal activity:

Double-click the activity to open its Personal Activity for window.
To delete a personal activity:

Right-click the activity and select Delete.
More ...

Procedure: “To add a personal activity to your calendar:” on page 59
Screen: "Personal Activity for window" on page 112

Schedule View

You can schedule certifications, licensure visits, complaints, and revisits from
Schedule view. The folder contents are filtered by the user’s active AST
selection set.

Certifications to be Scheduled
Included in this folder:
e Active providers specified in the user’s current selection set.

e Providers for which a certification survey has not been scheduled, and a
certification kit has not been created.

e Providers that meet the target date range selected at the top of the folder.

AST provides target dates for NHs, ICFs/IID, and CLIA labs. Users enter
target dates for other provider types either individually or with AST
Prescheduling. If you want to see providers that do not yet have target
dates, click Show All. You can also right-click any provider to change the
target date.

Note: If you have created a certification kit in ACO without scheduling a survey,
that provider is not listed in either AST Scheduling. Go to AST Tracking and
locate the certification kit under Health/LSC Std Visit Req’d under the Process
Tracking: Certifications node.
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To schedule a certification:

Before beginning: Make sure your active selection set allows display of the
provider you want to schedule, and the calendar is displaying the month you
want to schedule.

In Schedule view, open the Certifications to be Scheduled folder and
the Calendar.

In the Certifications to be Scheduled folder, locate the provider you want
to schedule. Press and hold the mouse button on the provider name.

Your cursor changes to an icon of a hand holding a document.

Eeltiﬁcalions to be Scheduled

Fac ID

Hame

Medicare
1]

Type

Team

ICFMR

MIA

ICFMR.

MIA

LAB-CM

MIA

Figure 13: Conflict Of Interest window
Drag the icon to the day on the calendar that you want to start the survey.
The X disappears from the document icon.

Calendar <4 < Juby, 2010
28 hon 29 Tue 30 e
ok iny- o Iny- o Invy-
E [ T

Figure 14: Drag hand icon to calendar

Release the mouse button and AST creates a new certification kit, and asks
if you want to schedule a Health or LSC survey.

Select the Survey Type and click OK.
AST opens the Create Health/LSC Survey window.

More ...

Procedure: “Staff Availability List” on page 26
For information on creating a survey, refer to the ACO Procedures Guide, which is
posted on the QTSO website at https://gtso.cms.gov.

34 6/19/23 AST 12.4.1


https://qtso.cms.gov

Scheduling

Complaints to be Scheduled

To view the Complaints to be Scheduled folder, you must be one of the
Responsible Parties assigned to the intake.

By default, the list is sorted alphabetically by facility name.

Included in this folder:

¢ Open intakes that have not yet been assigned to an investigation.

e Open intakes for providers that meet the user’s active selection set criteria.

e Open intakes for providers from categories whose certifications are
currently supported for upload.

e Open intakes with investigation due dates matching the date range specified
(select Show All to ignore due dates).

e In all of the above cases, the intake must have a Responsible Team
assigned.

To schedule a complaint investigation:

Before beginning: Make sure your active selection set allows display of the
provider you want to schedule, and your calendar displays the month you want
to schedule.

In Schedule view, open the Complaints to be Scheduled folder and the
Calendar.

In the Complaints to be Scheduled folder, locate and click the intake and
drag it to the appropriate date on the calendar.

Note: Intakes listed in Red have an 1J priority. 1] priority is also indicated
by an 1J in the Priority column.

Select the Survey Type and click OK.

More ...

Procedure: “Staff Availability List” on page 26
For information on creating a complaint, refer to the ACTS Procedures Guide, which is
posted on the QTSO website at https://gtso.cms.gov.

Revisits to be Scheduled

The Revisit list contains revisits for certifications, complaints, enforcement
cases and licensure-only facilities.

Included in this folder:
e Open surveys (including Licensure) with a Revisit Status of 1-Required.
e Open surveys that have not yet been assigned a revisit.

e Open surveys for providers that meet the user's active selection set.
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e Open surveys for providers currently supported for upload to the national
repository and licensure-only facilities.

e Open surveys for hospitals.

e Open surveys with an X5 (Completion) date in the range specified (select
Show All to ignore X5 dates).

About Revisit Status

Revisit Status defaults to 1-Required for original surveys with the exception
noted below, and 2-Not Required for revisits. Revisit Status can be changed if
circumstances require it. For licensure-only surveys, Revisit Status is set
manually.

Note: If Provides Swing Beds (SF44) = Yes in a related certification kit when
an initial survey is created for a deemed Hospital, Revisit Status is set to 2-Not
Required by default. If SF44 is changed from No to Yes after the survey is
created, Revisit Status is not changed.

When a 2567 Issued date is entered for any survey, Revisit Status is updated
to 1-Required, and the survey is flagged for revisit scheduling. You will receive
a message if the survey has no correctable citations. You can choose to retain
the 2567 Issued date and allow revisit scheduling anyway, or not.

If an intake is finalized and Revisit Status is 1-Required for the most recent
investigation revisit survey (based on exit date) associated with the intake,
Revisit Status is automatically set to 2-Not Required for that revisit. If an
investigation does not have any revisits, Revisit Status is not changed for the
investigation.

To change revisit status:

In the Revisits to be Scheduled list, click the appropriate line in the Revisit
Status column or:

e For certifications, Revisit Status is on the 2567/POC/IDR tab on the
Tracking tab in the certification kit.

e For complaint investigations, Revisit Status is on the Investigation and
Investigation Properties tabs in ACTS.

e For licensure-only surveys, Revisit Status can be changed in Survey
Properties.

To schedule a revisit:

Before beginning: Make sure the calendar is displaying the month you want
to schedule, and that the selection set includes the provider you are scheduling.

In Schedule view, open the Revisits to be Scheduled folder and the
Calendar.
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In the Revisits to be Scheduled folder, locate the event for which you are
scheduling a followup, press and hold the left mouse button and drag the
event to the appropriate day on the Calendar.

The Create Followup window opens.

In the Create Followup window, clear checkboxes to remove surveyors
from the team, or click Update to open the Staff Availability List.

Indicate whether or not to Carry Text Forward (Copies all the surveyor
tag text into the followup survey).

Click OK.

The revisit is entered on the AST Calendar.

More ...
Procedure: “Staff Availability List” on page 26
Screen: "Revisits to be Scheduled folder" on page 104

Calendar Scheduling

AST's scheduling calendar is a standard Windows calendar that shows events
scheduled for a given month (default view is the current month). All scheduled
events for providers that meet the user's active selection set are included.
Surveys are scheduled as all-day events.

To change the displayed month/year:

At the top of the calendar, click the right arrow buttons to go to the next
month/year or click the left arrow buttons to go to the previous month/year.

Event Display

On the calendar, icons differentiate Health (Red Cross icon) and LSC (Lifesaver
icon) surveys. Abbreviations indicate if the survey is for certification, revisit,
complaint investigation, or licensure-only.

A triangle pointing down on a day in the calendar indicates that there are more
events scheduled than fit in the viewable area for that day.

2Fri

et

ok Cert-
Ry
o -
lic-

Figure 15: Survey icons
To see all events:
Click the triangle to activate a scroll bar.

Events on the calendar days are necessarily abbreviated.
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Hold your mouse pointer over an event to see a popup window of extended

information.
3 Tue 4 WWed 5 Thu
o Irry- ok Iy ok Iry-

ok Rey-000 Bec Test Mh

[Fiev-000 Bec Test Mh S cheduled for D8/03/2010 to 08/03/201 0 (SNF/NF - SO6L12)]

Figure 16: Popup shows extended information

Change Calendar Views
The default calendar shows Monday through Friday.

Click Change View to cycle through the Rolling Day (day detail), 7-day,
7-day with Stacked Weekends, and 5-day (default) views.

Schedule Specific Hours

By default, surveys in AST are scheduled as all-day events. If your surveyors
are not going to be at the facility all day, you can indicate the hours they will
be there.

Note: You cannot set specific hours for surveys that last more than one day.

To set specific hours for a survey:
On the Calendar, right-click the survey and select Set Specific Time.

In the Set Specific Time window, use the drop-down arrows to select the
Start and End times for the visit.

Click OK.

Note: Times are not shown on the default calendar view.

To check scheduled times:

Double-click the day on the calendar (or click Change Views) to open the
Rolling Day view, then scroll to the selected times.

< | > Tuesday, Aug 03
All Day | Fim-

Events
08:00 AM
08:30 AM
09:00 A | Rev-000 Fec Test Nh
09:30 AM | % Fev-000 B Testkh
10:00 AM | % Rev-000 Bec Test kb
10:30 AM | Rev-000 Bec Test Mh
11:00 AM | % Rev-000 Bec Test Mh
11:30 AM | % Fev-000 Bec Test hh
12:00 P | ¥ Rev-000 Bec Test kb
12:30 PM | Rev-000 Bec Test Mh
01:00 pPM | ¥ Rev-000 Bec Testhh
01:30 PM

Figure 17: Popup shows extended information
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Delete Scheduled Events
To delete a scheduled event from the calendar:

You can delete any event from the calendar by right-clicking the event, and
selecting the appropriate delete option.

¢ Delete Certification Visit - Deletes both the survey and the
certification kit that contains it. Events deleted from the calendar are
deleted permanently; they do not go to the recycler.

o Delete Investigation - Permanently deletes the scheduled survey.
Before you can delete a complaint investigation, you must remove its
link to any intakes.

e Delete Survey - Permanently deletes the survey.
Calendar Reports

Click Print to print either a Schedule Calendar Report or a Schedule
Detail Report.

More ...
Screen: "Calendar folder" on page 105
Supporting Materials: "Schedule Calendar Report", on page 193
Supporting Materials: "Schedule Detail Report", on page 194

Preschedule

The Preschedule function facilitates the scheduling of providers (other than
NHs, ICFs/IID, and CLIA labs) that have coverage levels specified in the annual
CMS Mission and Priority Document. Preschedule can automatically select and
provide target dates for a specified percentage of a single provider type.

AST maintains current percentages of the number selected from each category.

The Preschedule view can also be used to enter target dates for licensure-only
facilities.

Preschedule is typically used just once a year, when the MPD (Mission Priority
Document) is distributed, although you can make adjustments later as needed.

Note: If target dates are entered for individual providers in Schedule view, that
does not make them selected in Prescheduling. To ensure that your coverage
percentages are accurate, always use the Preschedule view to provide target
dates for all provider types for which you use Preschedule.
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To preschedule a provider type:

Before beginning: Work unit filters in the active selection set apply to the
preschedule list.

In the Scheduling shortcut bar, click Preschedule.
The Pre-selection Filter window opens where you can:

e Select the CMS provider type you want to schedule. CMS provider
types are the only supported provider types.

e Choose to include or exclude providers by accreditation status.

e Optionally ask AST to select a percentage of providers based on the
longest duration since the last certification (since last survey, for
licensed-only facilities), and to provide target dates for them.

You can change the providers selected and their target dates manually. AST
will maintain current percentages of those selected.

Note: Clear All removes all the selections and target dates on the
Preschedule list. Use it with care.

Make your selections and click OK.

Note: AST saves all selections until they are either manually deselected, or
deselected with Clear All in the Pre-Selection Filter window. Either method
also deletes the associated target dates.

If selections already exist when you ask AST to auto-select a percentage of
providers, it adds that percentage to the already-selected providers.

To change or enter a target date, select the checkbox next to the facility (if
the facility is already selected, click the box two times to clear it) to open
the Target Date window.

Enter a target date and click OK.

Now, when scheduling certifications for the month for this provider type,
those with target dates during that month are included on the
Certifications to be Scheduled list.

More ...
Screen: "Preschedule window" on page 106
Screen: "Pre-selection Filter window" on page 106
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Start Initial Cert

Upon receipt of an application for enrollment in the Medicare and/or Medicaid
program, states can use AST to create the certification kit, schedule the initial
survey, and track the certification process.

To create an initial certification kit:

Before beginning: Make sure the active selection set allows display of the
provider.

In the Scheduling shortcut bar, click Start Initial Cert.
A Special Action window opens.
Select Use Existing Facility or Define New Facility.

e Use Existing Facility Record - Opens a Find window for locating the
facility. Eligible facilities must have a pending or active operating status,
and be assigned to one of the certified categories supported for upload
to the national repository.

e Define New Facility - Opens the Define New Facility window, where
you can add a new facility record. After creating the facility record, AST
opens Survey Properties for scheduling the initial survey, and creates
an initial certification Kkit.

Note: In Facility Properties, you must set Operating Status to
01-Active. AST lists only certifications for active providers.

Complete the required fields, then click OK.
In the Initial Survey Type window, select the Survey Type and click OK.

In the Create Health/LSC Survey window, select the appropriate Start
date, Exit date, and Regulation set for the survey (select Show All if you
do not see the regulation set you need).

To enter the dates, click the down arrow to display the calendar in which
you can select the date, or type the date in the format mmddyyyy.

Click Update to open the Staff Availability List and add team members.

To filter the list by disciplines or assigned provider categories, click the
button to the right of the selection option.

To add out-of-state and other special surveyors, if your state allows it,
select the Special Surveyor button when accessing the Staff
Availability List from a survey.

A message appears if you select a staff member whose General Staff Type
is 02 Clerical/Support in the Enter/Update Surveyor Information
window. You can choose whether to go ahead and add that staff member or
not.
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Select the members of your survey team then click OK.

In the Create Health/LSC Survey window, click OK. Click No to the
question about the Citation Manager.

AST creates the initial certification and schedules the survey. If configured
to do so, Added to Survey Team action items are sent to the surveyors.

Certification Kit Tracking tab Information

On the calendar, right-click the survey and select View Certification.

On the Tracking tab, AST inserts the date the initial certification is created
in the Application Received field (you can change that if necessary), and
adds the appropriate Processing Steps for an initial certification.

The Application Received field is on the Tracking tab only in initial
certification kits for non-CLIA providers.

More ...

Screen: "Staff Availability List in AST" on page 121
Screen: "Tracking" on page 108
Screen: "Tracking tab in Certification Kits" on page 113

Validation

You can use this function to create a certification kit to hold a validation survey.

To

create a validation survey:
In the Scheduling shortcut bar, click Validation.
This opens the Facility Category window.

Select the Facility Type (Hospital) receiving the validation survey and click
OK.

In the Find Facility window, locate the specific provider.
Select the provider name and click Select.
AST creates the certification kit and allows you to add the survey.

Start CHOW

Use the Start CHOW button to enter a change of ownership for a provider. AST
adds the CHOW and its associated processing steps to the Tracking tab of the
most recent certification kit. Both States and ROs can initiate a CHOW event,
but only RO staff can enter the CHOW Effective Date (L9).

You can add more than one CHOW to a certification. AST enters the most recent
L9 on the CMS-1539 Form. When the kit is uploaded, ASPEN updates the CHOW
counter in the national reporting system.
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To add a CHOW to a certification:

Before beginning: Make sure the active selection set allows display of the
provider.

In the Scheduling shortcut bar, click Start CHOW.

In the Find window, enter the provider name and click Find. You must enter
an existing certified provider.

In Search Results, select the name and click OK.
This opens the CHOW Event Tracking window.

CHOW Event Tracking

i~ Chow Event
Tupe of CHOW I'I -With &ssignment j

Request Received IDSHESQD'ID :I
Effective [L9) I I :I

— Responsible Party

Azzign RO I j
Aigzign 54 | j
Carce_|

Figure 18: CHOW Event Tracking window

Enter the Type of CHOW (1-With Assignment or 2-Without Assighment)
and the Request Received date. ROs can enter Effective (L9) dates, if
known (states can enter L9 for Medicaid-only providers).

Select RO and SA Responsible Parties for the CHOW.
If configured, action items will go to the Responsible Parties.
Click OK.

AST opens the certification kit at the Tracking tab, where you can supply
additional information as needed.

To change the CHOW event information, select the CHOW in the grid and
click Modify CHOW Event.

To add dates to the processing steps, click in the appropriate column and
enter the date.

Click Done to close the certification kit.

More ...
Screen: "Tracking tab in Certification Kits" on page 113

Screen: "CHOW tab" on page 120
Screen: "CHOW Event Tracking window" on page 120
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License View

Selecting License View toggles the top folder from Certifications to be
Scheduled to License Visits to be Scheduled. The License Visits to be Scheduled
folder lists all licensure-only facilities that do not have an active licensure
survey (a licensure survey with survey status of Open).

Included in this folder:
e All facilities that are not Federal provider types.

e Facilities with target dates matching the date range specified (select Show
All to ignore target dates).

Use the same procedure to schedule License Visits and Certifications.
To view the License Visits to be Scheduled folder:

In the Scheduling shortcut bar, click the License View button.
To enter target dates for licensure-only facilities:

In the License Visits to be Scheduled folder, right-click a provider and
select Set Scheduling Target Dates.
_0}/'_

Use the Preschedule function.

More ...

Procedure: “Certifications to be Scheduled” on page 33
Procedure: “Preschedule” on page 39

Screen: "License Visits to be Scheduled folder" on page 103

Tracking

Once an event is scheduled, you can monitor its progress using Tracking view.
Tracking view organizes certifications, licensure surveys, enforcement actions,
and complaint investigations by milestones that mark where they are in the
process, such as Waiting for Acceptable POC or IDR Review Pending. The active
AST selection set applies to all Tracking displays.

There are three folders in Tracking view:
e Certification and Licensing
e Complaints

e Calendar
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In the Certification and Licensing and Complaints folders, the Tracking view
uses the same tree and list organization found in other areas of ASPEN. Each
node in Tree view lists certifications and events according to defined rules.

Note: Revisits are identified in the Certification and Licensing tree by an
asterisk preceding the event ID. The last digit of the event ID is greater than 1
(2 for the first revisit, 3 for the second, and so on).

Certifications and survey events may be listed under more than one node at a
time. To simplify security, visits scheduled in the future are excluded from all
Tracking lists except Future Visits.

Survey and certification tracking is managed both in the AST Tracking view, and
for certifications, on the Tracking tab in the certification kit.

To navigate in Tracking view:

Select an item in the Tree view (left pane), to see its details in the List view
(right pane).

The List view on the right, however, shows only those surveys that fall under
the conditions of the node.

Expanding a certification in the Tree view lists all associated surveys, except
future surveys, beneath it.

Expand Future Visits to see surveys scheduled in the future.

In either the Tree or the List view, right-click on a certification or event to
open the related forms.

Milestones

Tracking simplifies the monitoring of ongoing certifications and complaint
investigations by using the ASPEN tree configuration to list certifications,
complaints, and licensure surveys under milestone nodes. With Tracking
milestones, you can quickly determine which providers have a POC due, or a
revisit to be scheduled.

Tracking milestones are not mutually exclusive - it is possible for a certification,
complaint, or licensure survey to be listed under more than one.

The active AST selection set applies to all lists in the Tracking view.
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Process Tracking

Each milestone in Tracking has specific conditions that place a certification,
complaint, or licensure survey on its list. To use tracking effectively, you should
be aware of the conditions that place a certification or complaint under a
particular milestone node. Then you can make sure your office procedures
include consistent entry and updating of the fields that affect tracking.

For example, a certification remains listed under IDR Review Pending until you
enter the IDR Completion Date; a complaint remains under Waiting for
Acceptable POC until you change its POC Status to Accepted.

As new data is entered, certifications, surveys, and complaints progress
through the milestone nodes. When there are no conditions left to fulfill, the
item moves to Waiting for Tracking Closure.

Closing the Tracking Cycle

Remove Certifications from Tracking

At this time, there is no automated closing of certifications. Once a certification
is uploaded and accepted into the national repository, it is listed under the
Waiting for Tracking Closure node. Survey supervisors have an opportunity to
evaluate each kit before closing the certification cycle.

To close the certification cycle:

In the Certification Summary section of the Tracking tab, click the down
arrow to change Tracking Status to 10-Processing Complete.

Selecting 10-Processing Complete removes the certification from AST
Tracking. NHs, ICFs/IID, and CLIA labs are given target dates for the next
certification cycle. For other provider types, AST removes any existing
target date.

Remove Complaints/Incidents from Tracking

To remove complaints/incidents from tracking:

In the intake, the SA selects the Finalized checkbox or the Finalize All
button in the Complaints/Incidents section on the Investigation
Properties tab.

_Or_
The RO completes the Final Action Signoff on that tab.

More ...
For details on finalizing intakes, refer to the ACTS Procedures Guide, which is posted on
the QTSO website at https://gtso.cms.gov.
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Remove Licensure-only Surveys from Tracking
To remove licensure-only surveys from the tracking process:
Change the Status in Survey Properties to Closed.

More ...
Procedure: “Tracking Status” on page 60

Isolation of Pertinent Surveys

The Tree and List views in AST Tracking have a number of features that make
it easier to pinpoint events requiring attention.

To see all surveys associated with a certification kit:
Expand a certification under the Process Tracking milestone (left pane).
Every associated survey is listed below it.

When you look at the List view (right pane), you see only surveys that meet
the condition of the milestone.

Example:

In the figure below, expanding a certification listed under the Requires SOD
Issuance node shows three surveys listed in the tree, but only one survey
is displayed on the right pane, in the List view. That is the only survey that
requires SOD issuance.

[Z.elli.lication and Licensing Survey Events for: 000 BEC TEST NH
. -8 Requires 50D lssuance 2| & EventID | ExitDate | Categan | Status | SurveyDate |
& HPWENT  02/19/2010 It C l 0. 024842010

7-df HPWE11 - 02/18/2010 - Open
- # HP'WE21 - 10/30/2009 - Open =
SR E E  P hp MHZIJ

Color Key: Orniginal Survey  Followup Survey

Figure 19: Requires SOD Issuance node

Future Survey Security

Surveys scheduled in the future are excluded from all lists in the Tracking view
except Future Visits.
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My ASPEN

My ASPEN provides access to My Settings and My Activities.

My Activities displays a personalized view of action items, events, and
scheduled activities to the logged-on user.

To open associated forms:
= Double-click an item in any list.

My Settings is a powerful customization tool used to limit your AST displays to
just those items you need to see, saving yourself time and improving
application performance. The My Settings button is available from all three AST
views.

4% ASPEN Central Dffice Current Selection: NH - ALL O] x|
File View Reports Tracking System Help

H @ ‘ 7 N “ ) +§‘ASTSelectmn:

H Surrey Facility

WA | Index  Help ACO AST INH :I'
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Tracking & Message Test [ Date | Responsible Pary [ Action ltem Category [ Status | Email Status I =]
My ASPEN SURVEY FOR: ALPIME HEALTH & REHAR CT 044082010 Survey Start Added to Survey Team  Open Pending
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Figure 20: AST My ASPEN view

TIP: You may have to scroll down to see the My Settings button in Scheduling
view.
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My Settings

My Settings was designed to help you tailor the lists and features in AST to your
unique work habits. Use My Settings to create AST selection sets. The selection
sets filter the providers you see by type, work unit, or location. These filters
work much like the selection filters in ACO and ACTS.

In addition to selection sets, My Preferences allows you to configure application
mode and the lists you would like to see when AST opens. You can choose
specific settings on the My ASPEN tab.

B potvao| = Now | Gl save | Do |

7
Scheduling r

IR N I
i S i B B

Figure 21: My Settings view
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Selection Sets in AST

AST selection sets use selection criteria to filter information so you see just
those items you need to see. They are similar to ACO selection sets, but operate
independently.

The Global/Personal button, immediately under the selection set list, toggles
between Global and Personal. When Global is displayed, the selection set is
available to all users in the state. Personal means the filter is available only to
the user who created it.

States can use ASPEN button-level security to control access to Global filters.
To define an AST selection set:

In the AST shortcut bar, expand Scheduling and click My Settings.

The currently active selection set is displayed.

i~ Existing Selection Definitions — Selection Criteria
i L SR T | i Facity T}'Del ¢ foice.-"Loc:ationI o wiork UnitI ¢ Eountyl & State Hegionl e I L4
HOSPITALS - ATG
MEWY FILTER: . ﬂ
LA V¥ Activate Include Deemed Pravider [
P [Ny | B 013-HOSPITAL - REHABILITATION L=l
ALL FAC
B 014-HOSPITAL - CRITICAL ACCESS HOSPITALS
B 015-HOSPITAL - LONG TERM
B 016-HOSPITAL - CHILDRENS
B 017-HOSPITAL - RNHCI
Ll | |
B 018-HOSPITAL - DISTINGT PART PSYCH HOSPITAL
¥ Pem”‘"‘l HA 019 HOSPITAL - NON-PARTICIPATING HOSPITALS
Filter Nare: [NH B ma - HOSFITAL - HOSPITAL
B 01L-HOSPITAL - LICENSED ONLY
@ Activate| = New | @) Save | Delete ||| —LEE_ciz ocoow coscoiwiuccocs (5l

Figure 22: My Settings window - arrows point to current selection set
Click New.
Type a brief label for the selection set in Filter Name.

Toggle the Personal/Global button to indicate whether the selection set is
available to the creator only, or to all users in your state or region.

In the Selection Criteria section, go to each tab you want to apply as a
filter, click Activate, and select the criteria.

Note: In AST, if there is a work unit filter in the active selection set, it is
applied to the Staff Availability List. To see other surveyors, there is an
option on the staff list to Ignore Work Unit Filter.

Click Save.

If you want to activate the filter you just created, click the Activate button.
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To modify a selection set:
In the AST - My Selections list, click the selection set to select it.
Make your changes, and click Save.

To delete a selection set:
In the AST - My Selections list, click the selection set to select it.
Click Delete.

My Preferences

In the My Preferences (lower) section of My Settings, you can set application
mode and AST view so that you do not have to spend time adjusting what is
displayed to meet your work needs every time you start AST.

ACO opens in ACO mode by default, i.e., the main ACO application window
opens when you start ACO. You can easily configure ACO to open instead in AST
mode. This is convenient if you are primarily an AST user as it eliminates the
need to manually switch to AST every time you open ACO.

You can also select the items you want to show/hide in the Scheduling,
Tracking, and My ASPEN. For instance, if you are not involved with Scheduling,
you can set AST to go directly to the Tracking view. If you work only with
complaint investigations, you can tell AST to open only complaint folders. You
are still able to open other folders and views as needed.

Finally, you can specify how you would like to be reminded in advance of events
on your calendar. You can choose to receive action items and/or email
notifications.

To set application mode:
In the AST shortcut bar, expand Scheduling and click My Settings.

In the My Preferences section, set Start application in mode to ACO or
AST.

To choose the view you want to see when you open AST:

In the My Preferences section of My Settings, in the Start AST in view
field, select Scheduling, Tracking, or My ASPEN.

Start AST ik wiew: Ischeduling 'l

Figure 23: AST view selection
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To set up reminders:

In the My Preferences section of My Settings, select the Remind me
checkbox, and then choose Action Item or E-mail and Action item.

For email notifications, your staff member record must be set up with an
email address and set to receive action item emails. You can set the
reminder to occur more than 24 hours before the scheduled event. For an
event scheduled on Monday, you can be notified on Friday, rather than
Saturday or Sunday.

¥ Remind me |4 day(z] befare scheduled events using E-mail and Action Item d
Action [kem

E-mail and Actior lberm

Figure 24: Reminder selections

Note: You cannot set reminders here for personal activities entered on your My
ASPEN calendar.

More ...
Screen: "My Preferences window" on page 113
Procedure: “To add a personal activity to your calendar:” on page 59

Scheduling tab

The Scheduling tab lists folders and views you can select from to create a
personalized display when you open the Schedule view.

You can also select whether you want to filter the Staff Availability List, when
opened from Schedule view, to see only surveyors qualified to survey the
provider types specified in AST - My Selections.

Scheduling |' Trackingl @ My.&spenl

¥ Use facility types of active selection when displaving available staff?

¥ Certifications/Licensure & Certification

Initialy Show——— Scheduling default view
’V  Licensure —‘

¥ Complairits
¥ Revisits
¥ Calendar

Figure 25: Scheduling tab
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To personalize the Schedule view:

= In the My Preferences section of My Settings, on the Scheduling tab,
select the checkboxes next to the folders/view you want to see.

Limiting your initial view to only necessary folders saves data loading time
and increases the calendar's viewable area.

To filter the Staff Availability List by qualified surveyor:

= In the My Preferences section of My Settings, on the Scheduling tab,
select Use facility types of active selection when displaying available
staff?

More ...
Procedure: “Staff Availability List Filters” on page 27

Tracking tab

In the My Preferences section of My Settings, the Tracking tab lists folders you
can select from to create a personalized display when you select Tracking from
the AST shortcut bar.

Figure 26: Tracking tab
My ASPEN tab

Your personal scheduled events in My ASPEN are displayed on the six tabs listed
on the left under Show Tabs.

" A

I
|
r
I

Figure 27: My ASPEN tab
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To customize display of your scheduled events:

In the My Preferences section of My Settings, on the My ASPEN tab,
clear the checkboxes for any tabs that do not apply to you.

To the right are additional filters you can set to make sure the events listed
are the ones you need to see.

Under Initially Show, select the folders you want to see when you open
My Activities.

My Activities

My Activities provides logged-on users with a personalized view of their action
items, events, and scheduled activities.

My Action Items ™ Show &Il
& Message Texst | Date | Responsible Party | Action Item Category | Status | Email Statug I
SURVEY FOR 08/24/2010- Survey Start Added to Survey Team  Open Pending
SURVEY FOR 08/24/2010- Survey Start Added to Survey Team  Open Pending
SURVEY FOR 07/06/2010- Survey Start Added to Survey Team  Open Pending
LETTER TO COMPLAIMANT FOR: 215T CEN 05/14/2010- Due AST Assigned Activiy  Open  Pending
Reminder: &1 Day Trainingwebex 04/07/2010- T arget Personal Open Pending
Reminder: &1 Day Trainingwebex 04/07/2010- T arget Personal Open Pending
Reminder: &1 Day Trainingwebex 04/05/2010- T arget Personal Open Pending
Reminder: &1 Day Trainingwebex 04/05/2010- T arget Personal Open Pending
SURVEY FOR 03/30/2010- Survey Start Added to Survey Team  Open Pending
My Events
E Iy Certifications | C¢ My Complaint Intakes | C¢ My Complaint Investigations | &, My Enforcements | B, My Teminations | “ My CHOWs I
- Tia,. I Facility 1D I Facility Name: | Provider # | Abbrev | Category I Status I Cieated | Flag I E it
o | H
i Catendar « |« TEST, CHERYL L. for May. 2010 > | > & Pt | FF Chengevien |
26 hon 27 Tue 28 e 29 Thu 30 Fri
ok Rev- ok Rev- o e b Rev- ok Rev-
E & |4 B & |5 7 &
ok e ok Rev- * ok e ke * ok ey
ok Cert b Cert- b Cert- ket b et
10 w |11 & |12 * |13 & |14 *
ok Rev- ok Rev- ok R dh Rev- ok Rev-
b cert. b Cert- ok Cert- b Cert- b cert:
17 e 18 & 18 20 & 2
ok Re- ok Rey- ok Rl ¥ ke L I g4
b et b Cert- o Cert- & Cert-
24 & |25 & | & |27 & |28 >
& Rev- +Rev- o Rev- *rev- +Rev-
31 & |1 [T e & |t
ok Rew- ek Rev- o Rev- b Reu- ek Rev- ¥

Figure 28: My Activities window
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e One-stop shopping

The My Activities screen gives you an instant view of all your action items
(including those sent by ACTS) and all of your scheduled events. Right-click
options enable you to open certification kits, complaint intakes, complaint
investigations, enforcement forms, and licensure surveys, all from this
screen.

e Personalized calendar

Your personal calendar shows only your activities and events. You can add
your personal meetings, appointments, and leave time to the calendar in My
Activities. Schedulers can view your personal calendar from the Staff
Availability List.

Schedulers with appropriate security privileges can add, modify, and delete
personal activities on individual surveyor calendars if Activate Supervisor
Calendar View of Other Staff is selected in

System | System Configuration | State Customization.

There are three folders available to you in My Activities:
e My Action Items
e My Events
e (Calendar

My Action Items

My Action Items lists all of your action items delivered through ACTS, AEM, and
ACO/ARO certification kits.

My Action ltems [ Show Al
A Mezzage Text I [iate | Responzible Party I Action lkem Category | Status | E mail Statu:‘I
SURYEY FOR: 0872010 Survey Start Added to Survey Team  Open Fending
SURYEY FOR: 0727 /2010 Survey Start Added to Survey Team  Open FPending
SURYEY FOR: 04/08/2010- Survey Start Added to Survey Team  Open Fending
SURYEY FOR: 04/01/2010- Survey Start Added to Survey Team  Open Pending [+
a7 - et b _ P - &

Figure 29: My Action Items folder

Filters

The filters in the active AST selection set and the active ACO/ARO action item
filter apply to the action item list. Action items are not affected by future survey
security settings in the employee record.

To ignore filters in AST:
Select Show All.
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Forms

AST opens the appropriate form - certification kit, complaint intake, complaint
investigation, enforcement action, or Citation Manager (for licensure surveys)
for any action item.

To access these forms:
Right-click any action item and click on Open Contextual Dialog.

The appropriate form for the line item opens.

I a  Message Text I Date I Responszible Party I
08/24/2010- Survey Start TEST, CHERYL L.
082, A200 10

SURVEY FOR:
SURWEY FOR: T A3 Open Contextual Dialog F
LETTER TO COMPLAINANT FOR: 215T CEM...  058/14/2010- Due TEST. CHERYL L.

Figure 30: Open Contextual Dialog option

My Events

My Events organizes your survey and certification activity on individual tabs.
Use My Settings to show or hide any of these tabs, or to filter complaints and
certifications by date. My Events is filtered by the active selection set.

Right-click any listed event to open the appropriate form - certification Kit,
intake, etc.

There are six tabs available in My Events:

e My Certifications lists all active certifications for which the current
logged-on user is listed as a Responsible Party on the Tracking tab, and/or
is a team member of any survey related to the certification kit, or has open
tasks listed in the certification Kkit.

M_l,l Events

E My Cerlifications I ¢ My Camplaint Intakes | ICF My Camplaint Invesligationsl & My Enforcementsl B, My Terminationsl “ Iy CHD\-\-"SI

a~ Tra...l Facility |D | Facility M ame | Provider # | Aibbrey | Categorny | Status =
ﬁHP\v\-"B SHE/MFE 01 -IMITIAL CERTIFICATION o -0l
ﬁDMVK SHE/FE 01 -IMITIAL CERTIFICATION o -0l
ﬁ2ﬁ42 S/FDP  02-RECERTIFICATION o -0l
ﬁXHFU SWF/MNF 02 -RECERTIFICATION o -0l
Ll | 3|

Figure 31: My Certifications tab
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e My Complaint Intakes lists all active intakes for which the current
logged-on user is named responsible party.

03/m./2010 4 - Under Inveshigation

Figure 32: My Complaint Intakes tab

e My Complaint Investigations lists all complaint investigations to which
the current logged-on user is a survey team member or Responsible Party
on any intake related to the investigation.

0727200 0742952010
03/M1/2mo 03401200
ngA7s2mo 0gAn9/2mo
02/26/2M0 0340372010

Figure 33: My Complaint Investigations tab

e My Enforcements lists all enforcement actions for which the current
logged-on user is named Case Worker.

1042372008 Open Active

Figure 34: My Enforcements tab
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e My Terminations lists active terminations for which the current logged-on
user is named Responsible Party. Modifying a termination event is restricted
to ROs, except for Medicaid-only providers.

My Events
E by Eertificationsl e My Eomplaintlntakesl e My Eomplaintlnvestigationsl .\ My Enforcements .\ My Terminations |“ by EHDW’SI
& FaclD | Mame | Track 1D | Tem Type | Term Start | Back InLC... | L25 | T ermination Heas...l Day 23 | [ay 45 | [ap 90 | RO R
SIRI 23Day 011952010 021172010 030472010 0D4M8r2010
4] | -

Figure 35: My Terminations tab

e My CHOWS lists all CHOW events for which the current logged-on user is
named Responsible Party.

H_l,l Events
E My Certificationsl C: My Complaintlntakesl C: My Complaintlnvestigationsl & by Enforcementsl & My Terminations “ My CHOWs
4 Track ID | Facility 1D | Facility Hame I Provider # | Abbrev | Category
*RFU ALPIME HEALTH SMF/MF 02 - RECERTIFICATION
o |

Figure 36: My CHOWs tab

Calendar

The personal calendar in My Activities displays scheduled events to which you
(the logged-on user) are assigned, either as survey team member or
Responsible Party. All events have right-click command options so you can open
forms directly. The calendar also shows any personal activities you add, like
leave, training, and meetings. These personal activities show up as conflicts if
an administrator tries to schedule you during that time.

A triangle pointing down on a day in the calendar indicates that there are more
events scheduled than fit in the viewable area for that day.

To see the full day's events:
Click for a scroll bar.
-or-
Choose Change View.

Change View cycles the calendar through Rolling Day (half-four
increments), 7-day, and 7-day with stacked weekends.

Supervisors or administrators with appropriate security rights can add, modify,
or delete the personal activities on your calendar. This enables schedulers to
add office days, meetings, and training sessions to your calendar as needed.
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AST ships with a basic list of personal activities; states can add to it through
the System | Lookup Values menu.

Note: The personal calendar is not filtered by the active selection set.

To add a personal activity to your calendar:
In the AST shortcut bar, expand My ASPEN and select My Activities.
Expand the Calendar folder.

Double-click the day (click in an empty area) for which you want to schedule
the activity.

The Personal Activity for window opens, where you can enter the details.
Select Activity Type from the drop-down list.

You can enter a Description and Location for the activity.

In the Activity Scheduled For section:

e You can change the dates for Start Time and End Time.

e To add Start and End times, deselect the All Day Activity checkbox.

To create a reminder for the activity:

e Select the Remind me of this Activity checkbox.

e In the By field, select Action Item in ASPEN or E-Mail and Action
Item.

e For all day activities, your only option is to select At Least 24 Hours
Before Start. If you deselect the All Day Activity checkbox, you can
select from a range of options, from At Least 15 Minutes to 24 Hours
Before Start.

You can enter text in the Activity Notes section.
To save your changes, select Save Activity.
The activity is entered on the calendar.

Use the Print button to print a Schedule Calendar Report or a Schedule
Detail Report of your scheduled events.

More ...
Screen: "Personal Activity for window" on page 112
Procedure: “Add Personal Activities to Lookup Values” on page 89
Supporting Materials: "Schedule Calendar Report", on page 193
Supporting Materials: "Schedule Detail Report", on page 194

Tracking Information in Certification Kits

For certifications, the Tracking tab in the certification kit provides a central
point for monitoring all aspects of the certification process, from survey
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fieldwork to internal office procedures. Certification kits are accessed from the
Tracking tree.

e The Application Received field appears only in initial certification kits for
non-CLIA providers.

e LTC Agreement dates for ICFs/IID, if present, are ignored.
e The Termination tab is replaced with the Enforcement tab for NH providers.

e Process Steps are in a table in Lookup Values. Only CMS Central Office can
modify Process Steps.

Tracking Status

Tracking Status affects the most basic aspects of AST functionality. Variations
in state procedures make it impossible to automate this important field.
Tracking Status must be 01-Active Certification Process for the certification to
appear in AST Tracking.

AST assigns a Tracking Status of 01-Active Certification Process when a
certification is created.

When all information is entered and the certification has been successfully
uploaded (as indicated by Tracking milestone: Uploaded-Ready for Closure),
change the Tracking Status to 10-Processing Complete.

More ...
Procedure: “Closing the Tracking Cycle” on page 46

Responsible Parties

You can use the Tracking tab to designate Responsible Parties for the
certification, both SA and RO, and assign activities and action items to any staff
member. The Responsible Parties for the certification will receive all action
items and emails related to the certification.

To add a Responsible Party to a certification:

In the Tracking tree, right-click the provider name, select Certification
Kit, and go to the Tracking tab.

Locate the Responsible Parties tab.
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Click Add S.A. or Add R.O. to open the Select SA/RO member window.

Select SA member
Select a responzible person
Ok I Cancel |
Select RO member
Select a responzible person
oK I Cancel |

Figure 37: Select SA/RO member window

Click the down arrow to display a list of available SA or RO staff members,
as applicable. Scroll the list to find who you want and click on the name.

Click OK to make that person a Responsible Party and return to the
Tracking tab.

To make the person you just added the primary Responsible Party, select
the Primary checkbox next to the name.

More ...
Screen: "Responsible Parties tab" on page 115

Activities and Action Items

State and ROs can assign activities on the Activities/Action Items tab. Action
items are automatically sent to the assigned personnel.

To add an activity assigned to an RO:

Go to the Tracking tab of the certification kit, then the Activities/Action
Items tab.

Click Add to open the Define Activity window.

Supply the activity Type and Due date.

Click Add R.O.

Select the staff member who is to complete the activity and click OK.
You can also enter notes in the Comments box.

Click OK when done.

More ...
Screen: "Activities/Action Items tab" on page 115

Screen: "Define Activity window" on page 118
Supporting Materials: "Action Item Messages", on page 174
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Processing Steps

For states and regions who want detailed process information, the Tracking tab
provides Processing Steps. The Processing Steps section maintains dates Due
and Complete for individual tasks in a certification, and AST has reports for
these processing times. User upkeep has been minimized wherever possible -
in most cases, steps are created and dates are supplied automatically as entries
are made in other areas of ASPEN.

To add and modify items manually:

Go to the Tracking tab of the certification kit.

On the Processing Steps tab, select Add Step.

Click the arrow to select a process from the drop-down menu and click OK.
To remove items manually:

Select a Process Step and click Remove Step.

More ...
Screen: "Processing Steps tab" on page 115

Survey Tracking

The Tracking tab also contains a 2567/POC/IDR tab that provides a quick view
of essential survey information, and access to POC and IDR detail windows.

More ...
Screen: "2567/POC/IDR tab" on page 116

Enforcement

If the certification contains a survey that is part of an active enforcement case,
the Enforcement tab provides a line summary of case information.

Note: For non-NH providers, this tab shows termination events.

More ...
Screen: "Enforcement tab" on page 119
Screen: "Termination tab" on page 116
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Notices History

AST incorporates a Notices tab in Tracking where you can view Notices history,
and generate and maintain letters.

More ...
Screen: "Notices tab" on page 119

CHOW Events

The CHOW tab shows all CHOW events for the certification, and the processing
steps associated with them. You can add, modify, and remove CHOW events
here.

More ...
Screen: "CHOW tab" on page 120
Procedure: “Start CHOW"” on page 42

Authorizing Validation Surveys

The Authorization for State Validation Survey (CMS 2802) section facilitates
communication between the RO and states when states need to perform
validation surveys on deemed providers and CLIA labs. This section is located
on the Deemed/2802 tab of certification kits for non-CLIA deemed providers.
For CLIA labs, it is called CLIA Authorization for State Validation Survey (CMS
2802) and is on the Tracking tab.

Note: Validation surveys cannot be authorized for initial certifications.

Non-CLIA Validation Surveys

For a non-CLIA deemed provider (Hospital other than RNHCI,
Non-participating, Rural Emergency, and Transplant; OPT; RHC), the RO uses
the Authorization for State Validation Survey (CMS 2802) section on the
Deemed/2802 tab of the certification kit to both authorize a validation survey
and notify the state to perform it. This section supplies data for the CMS-2802.

Note: This section is read-only for SA users and in initial certification kits.
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RO - To authorize a validation survey:

In AST RO, right-click the provider name in the Recertifications node of
the Tracking/Certification and Licensing tree.

Select Certification Kit, and go to the Deemed/2802 tab.

In the Authorization for State Validation Survey (CMS 2802) section,
click the Start 2802 Process button.

All fields are disabled in the Authorization section until you press this button.
Fields are then enabled and required as appropriate.

Region is set to the current region and is read-only.

The RO user who pressed the button is added to the Regional/State
Representatives list and designated as Primary.

Enter the Date Issued By RO.
It is set to today’s date by default, but you can change it.

In the Regional /State Representatives section, use the Add S.A. and
Add R.O. buttons to add SA and RO staff members as needed.

You must add at least one primary State representative. You can add more
RO representatives, but you cannot change the primary RO rep. Likewise,
once you have designated a State representative as Primary, you cannot
change that.

Enter any Comments.
These remarks will appear on the CMS-2802 form.
Choose either the 60-Day or Midcycle option.

If you choose 60-Day, select an AO in the AO Name list and enter
Scheduled End Date of Accreditation Survey.

60 Days after Accreditation Survey is set to a read-only date 60 calendar
days after the Scheduled End Date. Also, you should add the AO
indicated in the AO Name field to the Deemed By list if it is not already
there.

If you choose Midcycle, AO Name and Scheduled End Date are cleared
and disabled. The read-only 60 Days after Accreditation Survey field is
also cleared, if populated.

In the Currently Deemed By box, select applicable AOs.

You must choose at least one AO. The selected AOs should usually
correspond to AOs in the Deemed By list.

Select the applicable Accreditation Survey Type.
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When the section is complete, click the Send 2802 to State button.
Warning messages are issued if required information is missing.

When complete, ASPEN sends an RO RESPONSE - VALIDATION action
item/email to the RO and SA representatives, which notifies them of the
2802. The button label changes to 2802 Sent to State.

To print the CMS-2802 form, click the Print button at the bottom of the
certification kit while on the Deemed/2802 tab.

More ...
Procedure: “Responsible Parties” on page 60 (start with step 3)

For more information about the Deemed/2802 tab, refer to the ACO Procedures Guide,
which is posted on the QTSO website at https://gtso.cms.gov.

CLIA Validation Surveys

For CLIA labs, the SA and RO use the CLIA Authorization for State Validation
Survey (CMS 2802) section on the Tracking tab in a CLIA certification kit to
respectively request and authorize a validation survey. This section supplies
data for the CMS-2802A.

Note: A variant of the CLIA Authorization section appears on the Tracking tab
in non-CLIA certification kits. It is always disabled.

SA - To request RO approval for a CLIA validation survey:

In AST, right-click the provider name in the Tracking/Certification and
Licensing tree.

Select Certification Kit, and go to the Tracking tab.

In the CLIA State Validation Survey (CMS 2802) section, select the
Request for RO Approval checkbox. Today’s date is entered as the date
of the request, but you can change it.

This sends an RO APPROVAL REQUEST - VALIDATION action item to the RO
Responsible Party specified on the Responsible Parties tab.

RO - To approve or deny the validation survey:

In AST RO, right-click the provider name in the Tracking/Certification
and Licensing tree.

Select Certification Kit, and go to the Tracking tab.

In the CLIA State Validation Survey (CMS 2802) section, enter 01
Approved or 02 Disapproved in the RO Response field and record the
Date. Today’s date is entered by default, but you can change it.

Completing this information sends an RO RESPONSE - VALIDATION action
item to the SA Responsible Party specified on the Responsible Parties tab.

Procedures Guide 6/19/23 65


https://qtso.cms.gov

AST Procedures

Enter the name of the Regional Representative who approved/denied the
validation survey.

Enter the Region code.

It is set to the number of the current region by default, but you can change
it.

In the Comments field, enter any remarks.

They will appear on the CMS-2802A form.

More ...
Screen: "Tracking tab in Certification Kits" on page 113

Procedure: “Responsible Parties” on page 60

AST Security

Before anyone can begin working with AST, ASPEN administrators must assign
security and access control.

AST integrates with existing ASPEN security for:

e Menu
e Tab
e Button

e Facility type

More ...

For more information about ASPEN security, refer to the ASPEN Technical Training
guide.

Survey View Security

ASPEN provides a means of limiting users from viewing or modifying surveys
to which they are not assigned as a team member. This is not strictly an AST
feature, but is an extension to the existing security group profiles within the
Security Manager.

The security group right-click menu now has a Set Survey View Security
command. Members of the group have the following access level options for
viewing surveys when they are not team members:

e View Only
e View and Update

Security groups in the security manager tree display in green (current default)
when View/Update access is allowed for members of a group, and in yellow
when View Only is set. Survey view security applies to Survey Properties,
Citation Manager, IDR Manager, and CMS 670 Manager.
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Security Group Organization

You can simplify the process of assigning AST security by structuring security
groups to correspond to your agency's internal organization. Some points you
need to consider:

e Is there more than one agency in your state using ASPEN? If so, please
coordinate between agencies to ensure proper AST configuration.

e What provider types and work units/teams will use AST?

e Who has responsibility for determining certification, complaint, and revisit
schedules?

e Who has responsibility for tracking certifications and complaints once they
have started, to ensure all forms are completed, letters sent, and
processing steps are completed in a timely manner?

e Will your state use the user-specific functions of calendaring, assignment
tracking, and event management provided by AST’s My ASPEN section?

Using the above information, you can create security groups to reflect your
agency'’s use of AST. Then you can assign these groups to the desired access
level for AST functions.

Security Group and AST Assignment Examples
e Scheduling Planner

Supervisor or administrator responsible for long-term certification planning
and establishment of target dates for one or more provider types.

AST Access:
e Scheduling Views - Read/Write
e Scheduling Menu Items - Read/Write
e Set Scheduling Target Date menu - Read/Write
e Preschedule button - Read/Write
e My ASPEN Views - Read/Write
e Scheduling Operations

Team leaders or other staff responsible for determining actual survey
schedules for certification, complaints, and revisits including assignment of
team.

AST Access:
e Scheduling Views - Read/Write
e Set Scheduling Target Date menu - No Access
e Preschedule button - Read Only
e My ASPEN Views - Read/Write
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e Scheduling Support

Support staff responsible for selected scheduling activities.
AST Access:

Scheduling Views - Read/Only

Scheduling Menu Items - Read/Only
Scheduling Start CHOW button - Read/Write
Scheduling Start Initial - Read/Write
Certification Kit Tracking Tab - Read/Write
My ASPEN Views - Read/Write

e Processing Operations

Supervisor and support staff responsible for tracking certification and
complaint processes, form completion, and letter generation for active
certification and complaint events.

AST Access:

Scheduling Views - No Access

Tracking Views - Read/Write

Tracking Menus - Read/Write

Certification Kit Tracking Tab - Read/Write
My ASPEN Views - Read/Write

e Surveyor and Investigators

All tasks typically performed by surveyors or complaint investigators can be
accessed through the personalized My Aspen views. Access to scheduling
and tracking areas is not recommended for members of this group.

AST Access:

My ASPEN - Read/Write

Scheduling Views - No Access

Tracking Views - No Access

Certification Kit Tracking Tab - Read/Write

Future Survey Security

Future survey security allows control over who can see future scheduled events
in all ASPEN products. Future survey security is assigned in the individual staff
member's record.

More ...

Procedure: “Specify Future Survey Security” on page 80
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Shortcut Button Security

You can assign security to the Scheduling, Tracking, and My ASPEN buttons in
the AST shortcut bar.

If the ASPEN Administrator is not part of the EVO (Everyone) security group,
the first step is to add the administrator to the group. You do this in the Menu
Security Editor.

To add the administrator to the group:

Select System | System Configuration | Operations Security.

The Menu Security Editor opens.

Right-click the EVO (Everyone) group and select Members.

Select the checkbox beside the Staff Names you want to assign to the

group.
Click OK to save you changes.
Click OK to close the Menu Security Editor.

Note: You cannot apply security to a button that is currently active.

ez Groups
@ Scheduling - Target Month [ID=0-33633) =l ﬁ AUF [Add/Update Facility Information) 5|
- Security... (ID=0-33228) ﬁ AP [add/Update Personne Information]
@ Show Active Regulations Only [|0=0-33773) ﬁ BR [Building b anager)
- Softwars Updates (1D=0-33457) -4 BRW (Browser/Gusst)
B Software Versions (1D=0-33489) -4 CIT [Citations Reviewer)
@ State Agency DAR (ID=0-33318) ﬁ CkM [Certifization Kit Manager)
-5 State CMP Due [ID=0-33723) -4 CLI[CLIS Surveyors)
-2 State Regions (ID=0-33574) w1488 DSP (Survey Dispatcher]
@ State Yizit Processing Times [ID=0-33527) ﬁ EMF [FO AEM USERS)
@ Survey Average Report [|D=0-33633) J ﬁ ENF [&EM-Fead Only)
55 Survey Overdue (HHA) (ID=0-23650) ﬁ EMNL[UMIT AEM LUSERS)
BB Surveys Not in an AEM Case [|D=0-33744) e® B} EVO [Evervone]
-2 System: Database Maintenance [I0=0-3331 ﬁ EVR [Everyone] M
@ System: Letter Management... [ID=0-33231) ﬁ F55 [Full Syztern s B bl
@ System: Lookup Tables... [ID=0-33155] ﬁ FSi [State Cust Modify GIDL:I;
@ System: Operations Security (ID=0-33324) ﬁ GC [General Co Delete G
-5 System: Password Secuity... (1D=0-33380) G148 GIL [Karen Gil §__ =22 2104R
- B2 System: Primary Categories... (ID=0-33178) -5 HCOC (HealthCan| Survey iew Securly b
-5 Spstem: Secuiity Manager (ID=0-0) -85 HFR (HEALTH FRTICT T REGOLA 10T
e NP FSS [Full Spstern Administration/Access) = ﬁ HH& [HHA Cert Kit Manager)
I _,,—I i34 HOS [Hosp Cert Kit Mar) 5

o]

Cancel |

Figure 38: Menu Security Editor
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To

To

To

assign security to Scheduling:
On the ACO toolbar, click AST to go to ASPEN Scheduling and Tracking.

If the Scheduling button is active (meaning you are currently looking at
the Scheduling view), move to another view of AST before assigning
security to the Scheduling button.

Click Tracking to go to the Tracking area of AST.
This de-activates the Scheduling button.
Ctrl-click Scheduling.

In the Menu Security Editor, assign security groups and access levels for
this button. Click OK.

assign security to Tracking:

Position your cursor on Tracking and Ctrl-click (hold down the Ctrl key and
click your mouse button). Enter the password if asked.

In the Menu Security Editor, assign security groups and access levels for
this button. Click OK.

assign security to My ASPEN:
Ctrl-click My ASPEN.

In the Menu Security Editor, assign security groups and access levels for
this button. Click OK.

Function Button Security

There are function buttons in each of the Scheduling, Tracking, and My ASPEN
shortcut bars. You can assign security to all of these buttons.

To

assign security to Scheduling buttons:

Click Scheduling to go to the Scheduling view.

In the Scheduling shortcut bar, ctrl-click Schedule and assign security.
Ctrl-click Preschedule and assign security.

Ctrl-click Start Initial Cert and assign security.

Ctrl-click Start CHOW and assignh security.

Ctrl-click License View and assign security.

Ctrl-click My Settings and assign security.

Scheduling has a special case, because the License View button is actually a
toggle:

Click License View to toggle the button. The button changes to
Certifications View.

Ctrl-click Certifications View and assign security.
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To assign security to Tracking buttons:
Click Tracking to go to the Tracking view. Tracking has only two buttons.
Ctrl-click Tracking and assign security.
Ctrl-click My Settings and assign security.
To assign security to My ASPEN buttons:
Click My ASPEN to go to the My ASPEN view.
Ctri-click My Activities and assign security.
Ctrl-click My Settings and assigh security.

Right-click Option Security

You can right-click items many places in AST to see a list of command options.
The menus vary, depending on what item you click. Every option on every
menu needs security.

Note: ASPEN Administrators: In order to perform this task, you need to have
records in the database that you can right-click. This means you must create
and activate an AST selection set. AST selection sets are very similar to those
in ACO. They are created in My Settings.

To assign security to Scheduling right-click options:
Click Scheduling to go to the Scheduling view.
Certifications to be Scheduled folder

Expand the Certifications to be Scheduled folder by clicking the Folder
button.

Right-click any row and Ctrl-click Set Scheduling Target Dates to assign
security.

Complaints to be Scheduled folder

Expand the Complaints to be Scheduled folder.

Right-click any intake and Ctrl-click Modify to assign security.
Revisits to be Scheduled folder

Expand the Revisits to be Scheduled folder.

Right-click any survey.

Ctrl-click an available menu item to assign security.

Repeat steps 7 and 8 for each menu item.
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Scheduling Calendar

ASPEN Administrators - Before security can be assigned to the scheduling
calendar, scheduled events must exist on the calendar. You should work with a
scheduling administrator to create initial scheduled events for certifications,
complaints, revisits, and licensure surveys. Once these initial events are
created you may proceed with this task to assign Calendar security.

On the AST calendar, abbreviations indicate if the survey is a certification,
revisit, complaint investigation, or licensure.

2Fri

Sacen

ok Cerl
dhRey
o -
lic-

Figure 39: Calendar Abbreviations
To assign security to Calendar right-click options:

Right-click a certification (CERT) event in the calendar and assign security
to each of its menu items.

Right-click a complaint investigation (INV) event in the calendar and assign
security to each of its menu items.

Right-click a revisit (REV) event in the calendar and assign security to each
of its menu items.

To assign security to Tracking right-click options:
Click Tracking to go to the Tracking view.
Certification/Licensure view - Tree
Expand the Certification and Licensing folders.
Expand the Recertification tree node.

Right-click any certification and assign security to the options on its
right-click menus.

Note: The Survey and Team sub-nodes that are under the certification
nodes in the Tracking tree are identical to the nodes in ACO/ARO. They
automatically inherit pre-existing security from ACO/ARO.
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Certification/Licensure - List

Select Recertification in the tree to see a list of all recertifications in the
List view (right pane).

Right-click any recertification in the list and assign security to the options
on its right-click menus.

Note: When security is assigned from this tree and list section for
recertifications, all other certification views under AST Tracking
automatically inherit these assignments.

Process Tracking - Certifications

If you assigned the certification node security in step 4, you're done. No
additional security is required for the section. Survey nodes and lists in this
section use existing security from ACO/ARO. This includes the surveys
displayed under the Process Tracking: Licensure section.

Complaints - Tree

Expand the Investigation Processing node and the Requires SOD
Issuance node.

Right-click any listed complaint and assign security to the displayed menu
items.

Complaints - List

Select Requires SOD Issuance to see a list of those complaints in the List
view (right pane).

Right-click any complaint in the list and assign security to its menu items.
To assign security to My ASPEN right-click options:

Note: ASPEN administrators - Before security can be assigned to My ASPEN
views, scheduled events must exist for these views. Work with a scheduling
administrator to create initial scheduled events for certifications, complaints,
terminations, and CHOWSs. Once these initial events are created you may
proceed with this task to assign Calendar security.
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My Action Items
Expand the My Action Items folder.
Right-click any action item to see Open Contextual Dialog.
Ctrl-click Open Contextual Dialog and assign security.

My Events

There are six tabs in My Events and each tab lists a different event type.
Fortunately, the right-click menus for each event type have only one option.

On the My Certifications tab, right-click a certification to see Open
Certification.

Ctrl-click Open Certification and assign security.
Repeat for all other tabs in My Events.

Calendar

Note: ASPEN Administrators - Before security can be assigned to the personal
calendar, events must exist on the calendar. Work with a scheduling
administrator to create events for certifications, complaints, revisits and
licensure surveys.

Right-click an event on the calendar and assign security to the displayed
menu options.
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Configuring AST for Your State

State Customization

Schedulers can view the personal calendars of individual surveyors from the
Staff Availability List if the viewing feature is activated in the State
Customization window. This feature has been extended to allow schedulers to
add, modify, and delete personal activities on surveyor calendars.

To activate supervisor calendar view:

1 From the System menu, select System Configuration, then State
Customization.

State Customization

Agency for Health Care Administration

Agency for Health Care Administration |_
Aigency for Health Care Administration B

[4HC4, Farm 3020-0001
1 State Facilty -]

Figure 40: State Customization window
2 Select Activate Supervisor Calendar View of Other Staff.
3 Click OK.
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Surveyor Records

To take full advantage of the features in the Staff Availability List, states should
supply the following information for each surveyor:

e Allowed facility types
e Conflicts of interest
e Permission to view future surveys

These details can all be specified on the Employee Details tab of a surveyor’s
staff record.

Access Staff Member Records

Staff members are listed in the Staff Directory on the Directory tab in ACO.
From here, you can open individual staff member records.

To open a staff member record:
Go to the Directory tab in ACO.
Click the plus sign (+) next to Staff Directory to expand it.
Right-click the staff member you want to update.
Select Update Staff Member from the shortcut menu.

In the Update Surveyor Information window, go to the Employee
Details tab.

Specify Allowed Facility Types

In the staff member record, you can specify which provider categories a
surveyor is qualified to visit. When scheduling a particular provider type, you
can filter the list of available staff to display only those surveyors who are
qualified for that provider. You can even ask AST (in My Settings) to do that for
you automatically.
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To add allowed facilities to the staff member record:

1 On the Employee Details tab, click the button to the right of Allowed
Facility Types to open the Allowed Facility Categories window.

| Allowed Facility Categories

poooooooD

O 01-HoSRITAL

O 02-HURSING HOME [MH)

[ 05-HOME HEALTH AGENCY [HHA)

[ 06-PSYCHIATRIC RESIDEMTIAL TREATMENT FACILITIES

[ 07-PORTABLE ¥-Ray SUPPLIERS

O 02-0UTPATIENT PHYSICAL THERAPY/SPEECH PATHOLOGY SERWICES
[ 09-END STAGE RENAL DISEASE FACILITIES

[ 114MTERMEDIATE CARE FACILITY FOR INTELLECTUALLY DISABLED
[ 12-RURAL HEALTH CLINICS

O 13-PHYSICAL THERAPIST INDEF. PRACTICE

O 14-COMPREHEMSIVE OUTFATIENT REHABILITATION FACILITIES

[0 15-AMBULATORY SURGICAL CEMTER [A5C)

[ 16-HOSFICE

[ 17-0RGAN PROCUREMENT ORGAHIZATIONS

O 19-COMMURNITY MENTAL HEALTH CENTERS

O 20-MamMMOGRAPHY [RETIRED)

[0 21-FEDERALLY QUALIFIED HEALTH CENTER

[ 22-L88 [CLIA)

[0 25-455ISTED LIVING PROGRAMS

[ 26-ELDER GROUP HOME

O 27-4DULT D&Y SERWVICES

O 22-455ISTED LIVING PROG FOR PEOPLE “wITH DEMENTIA

Figure 41: Allowed Facility Categories window

Note: Selected provider types are abbreviated in the Allowed Facility Types

field.
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2 Select the checkbox next to each provider category for which the surveyor
is qualified.

3 Click OK when done.

Specify Conflicts of Interest

In the staff member record, you can list facilities with which the surveyor may
have a conflict of interest. Schedulers see this information when considering
team members. Additionally, AST alerts you if you try to schedule a surveyor
for a provider with which there is a conflict of interest.

To add conflicts of interest to the staff member record:
1 On the Employee Details tab, click Conflict of Interest.

Conflict OF Interest x|

TN I S I el

Figure 42: Conflict of Interest window
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2 Click Add to open the Find Conflict of Interest window. Locate and select
the provider with which the staff member has a potential conflict.

Il Find Conflict of Interest

Figure 43: Find Conflict of Interest window
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This window operates like other Find windows in ASPEN. Type in the search
string (Text), select the search Type, then click Find Now.

In Search Results, select the provider you want to add and click Return
Selection to open the Conflict Interest Type window.

Conflict Interest Type

Effective Date |03£3032D1D YI
Expiration D ate I A vi

Canflict of Interest Nates

Amy's aunt is DON at Alpine

I
0K I Cancel |

Figure 44: Conflict Interest Type window

Spec

In the Conflict Interest Type window, add an Effective Date and
Expiration Date for the conflict, if applicable. You can also enter
explanatory details. Click OK when done.

Schedulers can view this information from the Staff Availability List when
considering team members.

Click OK to close the window.

AST provides a warning message if a scheduler assigns a surveyor to visit
any provider with which there is a conflict.

ify Future Survey Security

In the staff member record, you can indicate whether a staff member is allowed
to see surveys scheduled in the future, and how many days into the future the
staff member can see.

Note: The filter that excludes future surveys from view for the logged-on user
applies to surveys listed in all areas of ACO, AST, and ACTS, for all provider
types.
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To add future survey security to the staff member record:
1 In the Update Surveyor Information window, go to the Security tab.
2 Click Yes in the confirmation message.

Update Surveyor Information

- ACO
Metiu Security - ACTS
Facility Type Securty - ACOAACTS (Mo docess)

I
r
r
r

Read/w/ite Access -]

Figure 45: Security tab in Update Surveyor Information window

3 Select the checkbox beside May Not See Surveys Scheduled Beyond
Days In The Future, and enter a number of days. Click OK when
done.

AST excludes all surveys with an Exit Date greater than the number of days
entered from lists and calendars when this surveyor is logged on.
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Set Up Action Item Email Notification

ASPEN includes a feature that provides for the delivery of specified
system-generated action item notices via email to SA or RO recipients.

ASPEN Configuration Requirements
To enable action item email notification, you must:
e Specify which types of action items will be delivered via email.

e Set up action item email delivery for each staff member who is to receive
notices.

ASPEN Implementation
Email notification of an action item is delivered to a recipient when:
e The action item type has been flagged as email deliverable.
e The recipient has been set up to receive email notifications.

Note: When an action item is added, the corresponding email message may
wait in a queue for up to 10 minutes before it is delivered to recipients.

ASPEN utilizes the HCQIS-based (Health Care Quality Information System)
central email server for all messaging.
The “sender” (From) for general ASPEN action item emails is
aspen_alerts@hcgis.com
For ePOC emails, the sender is
aspen_ePOC_notify@hcqgis.com
The 2-digit code for the applicable state is included in the Subject line.

From: aspen_alerts@hcqgis.org <aspen_alerts@hcqgis.org>
Sent: Monday, February 6, 2023 9:00 AM

To:D | [ )< (@ >
Subject: Subject: ASPEN Notice: UNABLE TO UPLOAD: | CENTER
(NE) CCN-

Figure 46: ASPEN Action Item email example
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From: gspen ePOC notifv@hcgis.org <aspen ePOC notify@hcgis.org>
Sent: Friday, November 18, 2022 2:33 AM

To: .com;
.com; Lom;
.com
Subject: [External] ePOC Letter Notification for State IL: 11- CARE CENTER (Survey Completed /2022)
Facility: / CARE CENTER

Facility Type: SNF/MF
Survey Category: RECERT
Survey Dates: f2022 - J2022

Event ID: 11
Figure 47: ePOC Action Item email example

Note: ASPEN action items are displayed in the main application window
whether or not an email notification is also sent. Email notices use the same
recipient list as the related action item.

Server Whitelist

States may wish to add an exception to their email processing rules to always
allow the incoming email server to receive ASPEN email alerts. To accomplish
this, the email administrator can white-list the following email servers for
general ASPEN email alerts originating from sender aspen_alerts@hcqis.com
and ePOC email alerts from sender aspen_ePOC_notify@hcqis.com:

e SMTPRELAY.SDPS.ORG
e SMTPRELAY2.SDPS.ORG
e SMTPRELAY3.SDPS.ORG

Specify Action Items for Email Delivery - SA

In ACO, you desighate the ASPEN action items to be delivered by email to SA
staff members.

To designate action items for email delivery - SA:

From the ACO System menu, select System Configuration, then Email
Configuration to open the Action Item Email Configuration window.

Tip: Menu security should be set so that this option is enabled only for the
individual(s) given responsibility for email configuration.
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Select the action items to be delivered by email.

The list contains action items of interest to SA. You can clear the checkboxes
of those you do not want to be delivered to SA staff members via email.

Action Item Email Confi x|

Select all action item types that should be sent via email:

O Responsible 54

O ACTS Assigned Activity

O Revisit Rezponse

Responze from RO

EMTALA Response from RO

O RO Final ssction Sigroft

O Erforcement Assigned Activity

O 45T Assigned Activity
Death-Rstnt/Sclsn, RO Response
O PPMP RO Appraveal

O cow RO Appraveal

O Cetification RO Approval Rezpongs

O Perzonal
Test Email | k. I Cancel

Figure 48: Action Item Email Configuration window - ACO

Specify Action Items for Email Delivery - RO

In ARO, you designate the ASPEN action items to be delivered by email to RO
personnel.

To designate action items for email delivery - RO:
On the ARO toolbar, click Config to open the Regional Offices window.

Click Configure Action Item E-mails to open the Action Item Email
Configuration window.

Note: The Email Configuration option on the System menu is disabled in
ARO.

Select the action items you want to be delivered by email.

The list contains action items of interest to ROs. You can clear the
checkboxes of those you do not want to be delivered to RO staff members
via email.
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Action Item Email Coj x|
Select all action item types that should be zent via email:
RO Approval Requested COW Request RO Appros
O complaint Cloged Certification RO &pproval
O Responsible RO Certification Fonward to RC
O ACTS dssigned Activity O Personal

Revisit Requested

O Forwarded ta RO

O EMTaLA RO Approval Requested
Enforcement Assigned Activity

O 5T &ssigned &ctivity

O Restraints/S eclusion Death

O Death-FstmtsS clsn, Request Determntn
Forwarded to CO

PPMP Request RO Approval

il | i

Test Email | 0K I Cancel |

Figure 49: RO Action Item Email Configuration window - ARO

Enable Action Item Email Delivery for Staff Members

In addition to designating the action items for email notification, you must
configure email delivery in the staff member record, i.e., Update Surveyor
Information window, in ACO/ARO for each SA and RO staff member who is to
receive action item notices. You will enter an email address and set email
notification filters for each user.

To enable action item email delivery for a staff member:
Open the Update Surveyor Information window.

SA - In the ACO tree, click the Directory tab and expand the Staff
Directory node. Right-click a name and select Update Staff Member.

RO - On the ARO toolbar, click Config to open the Regional Offices
window, then click Manage RO User Accounts to open the RO Users
window. Select a user and click Modify....

On the Employee Identification tab, provide an E-Mail Address in the
Contact Information section.

Go to the Email Settings tab.

The E-Mail Address entered on the Employee Identification tab is carried
over and is read-only.
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Select Receive Broadcast Emails and/or Receive Targeted Emails as
appropriate.

A targeted action item email is sent to specific individuals. For example,
Responsible SA is sent only to the Responsible SA staff members assigned
to the current certification kit in ACO or intake in ACTS.

A broadcast message is sent to RO users in the applicable region for certain
action items when no RO responsible parties are defined even if SA
responsible parties are assigned. It is sent to those RO users who have
Receive Broadcast Emails selected in their staff record. CO users can see all
RO broadcast messages, regardless of region.

Examples

The Complaint Closed action item is sent to all RO users configured to
receive broadcast emails in the current region only if a Responsible RO staff
member has not been assigned to the intake in ACTS.

The RO Approval Requested action item is broadcast to all configured RO
users in the region only if a Responsible RO staff member has not been
assigned, as applicable, to the certification kit in ARO or intake in ACTS.

Note: Broadcast emails are not generated for SA users even though you can
select Receive Broadcast Emails for them.

Set filters as appropriate for the user.

Except for Action Items Filter, use the Select/Deselect All buttons to
select/deselect all items in a given section.

For Action Items Filter only, use the Select All button to select and
enable all filter options. Use Deselect All to deselect and disable all filter
options in other sections and deselect (but leave enabled) its own options.

Email Notification Filters

The Email Settings tab groups action items/activities into five filters:

Action Items Filter-Lists all action items, except for 01-Added to Survey
Team, for which email notification is available. SA users see only SA action
items, RO users see only RO action items. This section is enabled when
Receive Broadcast Emails or Receive Targeted Emails is selected.

ACTS Assigned Activity Filter-Lists all ACTS activity types. This section
is enabled (all options selected by default) only if 06 ACTS Assigned Activity
is selected in the Action Items Filter section.

Enforcement Assigned Activity Filter-Lists all Enforcement activity
types. This filter is enabled (all options selected by default) only if 15
Enforcement Assigned Activity is selected under Action Items Filter.
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AST Assigned Activity Filter-Lists all AST activity types. This section is
enabled (all options selected by default) only if 16 AST Assigned Activity is
selected in the Action Items Filter section.

ARM Assigned Activity Filter—Enabled only in ARO and relevant only for
Central Office (CO) users.

Filter Behavior

When Receive Broadcast Emails or Receive Targeted Emails is first selected on
the Email Settings tab, all filter options are selected by default. If both Receive
Broadcast Emails and Receive Targeted Emails are deselected, all filter options
are deselected and disabled.

Note: When Receive Broadcast Emails and/or Receive Targeted Emails are
selected, the user will receive broadcast and/or targeted emails for all selected
action items/activities.

Except for Action Items Filter, the Select/Deselect All buttons select/deselect all
items in a given section. Select/Deselect All behave differently for the Action
Items Filter section since selection/deselection of items 06, 15, and 16 selects
and enables or deselects and disables (respectively) all filter options in other
sections. Therefore, when Select All is activated in the Action Items Filter
section, all items in all sections are selected and enabled; Deselect All deselects
and disables all items in all sections except Action items Filter, where all items
are deselected, but remain enabled.

If a user is to receive emails for most of the items in a filter, you can use the
Select All button and then deselect the items for which the user is not to receive
emails. If a user is to receive emails for just a few of the items in a filter, you
can use the Deselect All button and then select the items for which the user is
to receive emails.

State Licensure Information

States can store state licensure information and dates on the Licensing tab in
Facility Properties. License expiration dates are listed for licensure-only
facilities on the Scheduling view in AST.

Add licensure information to a facility record:

On the Alpha tab in ACO, right-click the facility in the tree and select
Facility Properties.

In Facility Properties, go to the Licensing tab.
Fill in the licensing information. Click OK when done.
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Facility Type Maintenance

Certification surveys to be scheduled in AST are listed by the Target Date that
is set for the provider’s next certification cycle. The system calculates Target
Dates for NHs, ICFs/IID, and CLIA labs when AST is activated. States manually
insert target dates for other supported provider types.

The Scheduling tab in the Facility Type Maintenance window shows the target
date calculating method for the provider type, and provides information about
performance scoring for nursing homes.

To view the Scheduling tab for facility types:
From the System menu, select Facility Types, then Type Maintenance.
Enter the password and click OK.

Facility Types ﬂm
& FacT.. I Primary Category I Sub-Categomy I Abbrey I F-l
Hama HOSPITAL NOM-PARTICIPATING HOSPIT... HOSP-NP 01
HR ma HOSPITAL HOSPITAL DIJ
HE oL HOSPITAL LICEMSED ONLY HL-L 3¢
HAoiT HOSPITAL TRAMSPLAMT HOSPITAL TH o
Ha o HOSPITAL UMLICENSED HL-U 5¢
=, 02 NURSING HOME [MH] SHFANF DUSL CERT SHF/MF :
ﬁ022 NURSING HOME [MH] SMF/MF DISTINCT PART S/MFDP 0%
ﬁ023 NURSING HOME [MH] SMF OMLY SMF 0:
ﬁﬂ% NURSING HOME [MH] MNF OMLY MF 10
ﬁD2L NURSING HOME [MH] LICENSED ONLY MNH-L 5¢
‘@ﬂﬁ'l HIkF HEAL TH AGFRCY THHAT MFDII’I“.&FEF HHA-15 _I:Ii;l

Mew... | Modify... | Delete | Cloze | Help |

Figure 50: RO Action Item Email Configuration window - ARO

Select the facility type you want to view (our example shows 021 Nursing
Home selected) and click Modify.

Go to the Scheduling tab.

The Scheduling tab is primarily informational, although states come here if
they need to make adjustments to nursing home schedule groups.
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Modify Facility Type 021-NURSING HOME (NH)-SNF/NF DUAL CERT

Figure 51: Scheduling tab

More ...
Procedure: “Set/Change Target Dates” on page 24

Lookup Values

CMS provides lookup values for personal activities and processing steps.

Add Personal Activities to Lookup Values

AST allows scheduling of non-survey activities such as leave time, training
sessions, and staff meetings. You can add activities like this to your personal
calendar in My ASPEN. Schedulers are alerted if they try to schedule you for a
visit on the same day you have a personal activity.

Your personal activities do not show on the main scheduling calendar, but
schedulers can check individual activities by using the Show Schedule button
on the Staff Availability List.

CMS has added six primary categories of personal activities to Lookup Values:
01 LEAVE
05 ADMINISTRATIVE
10 MEETING
15 TRAINING
20 TRAVEL (NON-SURVEY)
99 OTHER

States can use these as is, or add custom subcategories to them. The primary
categories cannot be modified.
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Add a personal activity to Lookup Values:

1 From the ACO/ARO System menu, select the path Lookup Values |
Personal Activities.

eeging Sieps.
Figure 52: Select Lookup Values | Personal Activities menu

The Calendar Personal Activities Configuration window opens.

Calendar Personal Activities Configuration

[e=ll e | owws

Figure 53: Calendar Personal Activities Configuration window

20 6/19/23 AST 12.4.1



Configuring AST for Your State

In the Calendar Personal Activities Configuration window, click Add.

In the Create Personal Activity window, supply a Code (required,
3-character alphanumeric) and Description (40 characters are allowed),
then choose the Activity Category.

Create Personal Activity
Code Drezcription
Activity: I'I1 IStaff

Activity Categony: 10 MEETIMNG
ak I Cancel |

[

Figure 54: Create Personal Activity window
Click OK when done.

Processing Steps

AST Processing Steps are a breakdown of the processes involved in survey and
certification, CHOWs, enforcement actions (NH), and terminations (non-NH).

They provide users with a means to record and monitor time spent on these

activities.

Processing Steps are maintained on the Tracking tab of the certification kit.
Most steps are added to the Tracking tab automatically following specific user
entries in AST. States and ROs can add additional steps to the Tracking tab
manually as needed.

Processing Steps are Lookup Values pre-defined by CMS Central Office. They
correspond to report specifications for the certification profile and timeliness
reports.

More ...
Procedure: “Processing Steps” on page 62

Screen: "Processing Steps tab" on page 115
Supporting Materials: "Processing Step Definitions", on page 157
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AST Reports

The Scheduling and Tracking Reports menu contains three classifications:
Profile Reports, Scheduling Reports, and Tracking Reports.

Scheduling and Tracking Reparts »

Figure 55: Scheduling and Tracking Reports menu

In addition, right-click menus on the each of the Scheduling folders provide
access to reports that print folder contents.

SHFDP |GAI 0210712
SHENF [FTM 03/26/2
1 02/2872
0210172
031282
1210612

Figure 56: Print folder contents options

While profile reports generate information about a specific provider, scheduling
and tracking reports generate information about a group of providers.
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Scheduling and tracking reports have powerful customization features. You can
define and save multiple report formats.

Fields: "Report Customization", on e 154

Involutary Termination 23 Days Report

=
prOVIDER NAME =] pagz [

li
li

Figure 57: Customization Options window

Procedures Guide 6/19/23 93



AST Procedures

Profile Reports
Profile reports provide information about a single facility. All of the profile
reports use the same basic procedure.
To print a profile report:
This example demonstrates printing an Initial Certification Profile.

1 From the Reports menu, select the path Scheduling and Tracking
Reports | Profile Reports | Initial Certification Profile.

% ASPEH Central Office Current Selection: ALL FACILITIES

Figure 58: Initial Certification Profile report option

2 Inthe Find window, type a search string (to locate the facility), indicate the
Type of search, and click Find Now.

Figure 59: Find window
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In Search Results, double-click the provider for which you want to print a
report.

AST locates the certification for that provider and places it in the right pane.
You can select more than one. AST prints a separate report for each.

I Find 7
— Search Ctenia k.
- Find Maow
N o]
Hel Cancel |
. Facilty ID & |
Type: 4
' Facility Mame ‘ﬂ_,
-
— Search Results: — Highlight Iterns for Profile Report
A Facility |0 | Mame Track D | Praovider Mame
aTI7
Bekoy
>3 |
<< |
a | | < | |

Figure 60: Right pane lists certifications for selected providers

In the right pane, select the providers you want for the reports and click OK.

AST prints the reports.

Scheduling Reports
Scheduling and tracking reports generate information about a group of
providers that you select.

The following example demonstrates how to print the Target Certification
Month Report for all of the nursing homes in a specific region.

To print a Target Certification Month Report:

From the Reports menu, select Scheduling and Tracking Reports, then
Scheduling Reports, then Schedule - Target Month to go to the Report
Custom For: Target Certification Month Report window.

Procedures Guide 6/19/23 95



AST Procedures

Fields: "Report Customization", on page 154

Report Custom For: Target Certification Month Report

|

puRamion ] pese
sts [ 0212512012 =]
[

-
B
i

Figure 61: Report Custom for Target Certification Month Report

2 In the Definition (Click to Set) column, click the All button to open the
Facility Category window.

You can filter by Facility Type, Work Unit, Management Unit, and State
Region Code. By default, all categories are selected.
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In the Facility Category window, click Deselect All to uncheck all

categories. Select the checkbox beside the categories you want to display.

Facility Category X|

[ 01-HOSPITAL

02-MURSING HOME [NH]

[ 05-HOME HEALTH AGENCY [HHA)

[ 05-PSYCHIATRIC RESIDEMTIAL TREATMENT FACILITIES

[ 07-PORTABLE »-RaY SUPPLIERS

[0 08-0UTPATIENT PHYSICAL THERAPY/SPEECH PATHOLOGY SERWICES
[ 09-EMD STAGE RENAL DISEASE FACILITIES

[ 11INTERMEDIATE CARE FACILITY FOR THE MENTALLY RETARDED
[ 12-RURAL HEALTH CLINICS

[ 13-PHYSICAL THERAPIST INDEF. PRACTICE %

[0 14-COMPREHENSIVE OUTPATIENT REHABILITATION FACILITIES

O 15-4MBULATORY SURGICAL CEMTER [A5C)

[ 1&-HOSRICE

[ 17-0RGAN PROCUREMENT ORGANIZATIONS

[0 19-COMMUNITY MENTAL HEALTH CENTERS

O 20-MaMMOGRAPHY [RETIRED)

O 21-FEDERALLY QUALIFIED HEALTH CENTER

[ 2218 (CL&)

[ 99-0THER

O aC-abartion Clinic

O AD-&dult Day Care Center

O &F-adult Family Care Home

O &5-assisted Living Facility

O BC-Birth Center

KN |

SelectAll | DeselectAll | ok | cancal |

Figure 62: Facility Category window - only Nursing Homes selected

Click OK to return to the Report Custom For: Target Certification
Month Report window.

Save the report format

If you want to save these report specifications to use again, select Save
Report Specification and supply the Report Specification Name.

The format is saved when you print the report.
Click Print Now.
AST prints the report.
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Certification Milestones Report

Another valuable report that is new with AST is the Certification Milestones
report. This report can be printed from the Reports menu (where it's called

Facility Milestones) or as a Quick Report in ACO.
To print a Certification Milestones report:

Right-click a certification kit (anywhere in ACO or AST) and select Quick
Reports, then Certification Milestones.

Other AST reports are also available from this menu.

-k Surveys
---+ FMS Surveys
” Adrninistration
- 483 Dwrership
i Beds

Figure 63: Quick Reports menu

More ...
Supporting Materials: "Certification Milestones", on page 205

= Alpine Care Center - 70507 - S/NF DP - Palm Bay - 105464
- Cert: Recerification-03/31 /ot osos o cunnryr oo
&-F@ Cart: Recertification-03/06/;
&-J@ Cert: Recertification-05/24/;
- Cert: Recerification-04/27/,

Certification Kit
A ddll ritral B ealth Sumen
Add|| ritral (LS5 S ey

=-J@ Cert: Recertification-06/23/.
- J# Cert: Recetification-03/25/]

Remaove Certification

5-F@ Cert: Recertification-01/31/4;

terge Survey

- Cert: Recerification-04/25/,
-8 Cert: Recertification-05/03/;

[Change Faiity Status

“454)

E464)
i

-4 Cert: Recerification-03/304]

3 Cert: Recertification-02/04,/ 7o Trm Ty Frmor mIT 1009t
R Cert: Recertification-12/18/1337 [FCIL) PRIOR KIT [105464

Quick Feports

Certification Milestones k
Tracking Report
Recertification Profile

Change of Owner Profile
Termination [90 Days)
Termination [23 Days)
Eratich Hifice
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AST Screens

This chapter contains pictures and brief descriptions of screens and windows
encountered when working in the ASPEN AST application.

If you are viewing this document online, take advantage of the hyperlinks. You
can click the cross-reference at the top of each graphic to jump to detailed
descriptions of the fields on that section of screen, as shown in the example
below (page number may not be current).

To find information about the fields contained in
this section of the screen, click the
cross-reference at the top of the image ...

Fields: Define Activity, on page 360

Define Activity 2| x|

Activity | 2975 =

Type |D2 Letter to Complainant ;I

Sent [05/1472010 =] Start [05/14/2010 =]

to go to the definition of those fields.

Define Activity

Activity

Read-only. The unique identifier for the activity.
Type

Required. Select the Type of activity from the drop-down list.
Sent

Required. The date the activity is originated.
Start
Optional. Date on which _the activity should be started.
Figure 64: Cross-reference from screen shot to field descriptions
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Scheduling

The Scheduling navigation bar provides access to schedule view,
prescheduling, starting an initial certification, creating validation surveys,
adding CHOW events, and viewing licensure-only facilities. Schedule view is
open by default when you enter AST (this can be changed in My Settings).

Schedule View window

The License View button on the Scheduling shortcut bar toggles the appearance
of the top folder between Certification Visits to be Scheduled and License Visits
to be Scheduled.

Schedule view has the following folders:

Certifications to be Scheduled

License Visits to be Scheduled (License View)
Complaints to be Scheduled

Revisits to be Scheduled

Calendar

100
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Scheduling

¥k ASPEM Central Office Current Selection: CLIA ALL

Start Initial Cert

Walidation

Start CHOW

Figure 65: Schedule view window
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Certifications to be Scheduled folder

Certifications to be Scheduled lists providers for which a certification survey has
not been scheduled, and a certification kit has not been created. By default, the
list is sorted alphabetically by provider name. Schedulers can specify a date
range using the Target dates in the title bar.

Certifications to be Scheduled—Title bar

Certifications displayed in this folder are determined by the settings on the title
bar.

Fields: "Certifications to be Scheduled—Title bar", on page 123

|| certifications to be Scheduled  Target [12/07/2010 2] to [1273172010 <] EE|I™ Showdll ¥ ShowDeemed 3 Staff Avaiabilty |
Figure 66: Certifications to be Scheduled title bar
Certifications to be Scheduled grid window

Providers are listed according to the Target date range specified in the title bar
and are filtered by the active AST selection set.

Fields: "Certifications to be Scheduled—Grid", on page 124

Celliﬁcalions to be Scheduled Targst [05/01/2010 7] to [08/3172010 ] E] IV Shaw &l I Show Deemed 3 Staff Availability|
. Elapsed | Elapsed =
FacID Hame Medicare Type Team LSC Last Health Mor:ﬂ.hs Mor:ﬂ.hs Std Tar
11} o Team Survey To Today | To Target Score
A== Al —— oo™ SHFDP |GAI 02072008 26.69 10.61 |.25:HOR 12724
|| — e W .- SHFHF (FTM 03262008 25.11 10.51 |- 30:HOR 020
_TN!- RS S e — SHFDP |ORL 02/28:2008 26.00 10.61 | .98:HOR 011
B A ik, W TAEES e SHFHF |GAI 02012008 26.89 10,12 |-.02:HOR 120!
T | — " SHFDP |GAI 03282008 25.05 10.81 |-.25:HOR 022
_n |_- R R }-m SHFHF [STP 12062007 28.7T6 10.05 |- 4EHOR 10/07
(1o |“ |l |0&._* SHFDP (PEN 03282008 25.05 10.41 |-.20:HOR 0201 -
| | Ll_l

Figure 67: Certifications to be Scheduled grid window
For CLIA labs, there are additional CLIA-specific fields.

Fields: "Certifications to be Scheduled—Grid", on page 124

E[ieﬂiﬁcalions to be Scheduled Target IDS.-"D‘I .-"2012;[ to |DS.-"30.-"2D12 LI EI W Show Al i Staff Availability
Medicare Cur_rent Last Target Certiﬁl_:ate Cer!.iﬁc_ate Pr_ior =
Fac ID Hame ™ Initial [Certificate | Team | Health Health Effective | Expiration |Certificate
Type Survey Survey Date Date Type
» [ |LaB-ChMPL 09/23/2011 [1149/2013 |05M92012 0541 8/2014 |Compliance
[v |LAB-CMPL 10192011 (07212011 (07202013
[v |LAB-CMPL 05/30/2011 [03/01:2011 |02/28/2013 |Waiver
[v |LAB-ACCR 02092011 (11112010 (11102012
[v |LAB-CMPL 11/032011 (08/05:2011 |08/042013 |Microscop
v |LAB-WAIV 10302008 (03012008 (07/31:2010
[v |LAB-CMPL 03032011 (12032010 [12/02/:2012 _'_vl
4| | - 3

Figure 68: Certifications to be Scheduled grid - CLIA lab window
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License Visits to be Scheduled folder

The License Visits to be Scheduled folder lists all licensure-only facilities that do
not have an active licensure survey (a licensure survey with survey status of
Open). By default, the list is sorted alphabetically by provider name.
Schedulers can specify a date range using the Target dates in the title bar.

License Visits to be Scheduled—Title bar

License visits displayed in this folder are determined by the settings on the title
bar.

Fields: "License Visits to be Scheduled—Title bar", on page 126

License Visits to be Scheduled Taget [12/01/2010 x| to [12/31/2010 =] E[ [~ Showal i Stafmvailability|
Figure 69: License Visits to be Scheduled title bar
License Visits to be Scheduled grid window

Providers are listed according to the state-assigned target date for the next
planned visit.

Fields: "License Visits to be Scheduled—Grid", on page 127

License ¥izitz to be Scheduled Target |D4.-"29.-"2D1D;| ko |DS.-"30.-"2D1D LI EI ¥ Shaw Al i Staff Availabilityl
Last Target |TargetLic | _ Subst Elapsed Cite
[Fe= (D R IXE= | =nr Survey Health Survey Lz (BT Complaint | Months Count
MH-L FTh  [11/2202005 [11/22/2006 |11/22/2006 53.20 [
MH-L STP 05/09/2006 {
MH-L WP [

| | 0|

Figure 70: Licensed Visits to be Scheduled grid window

Complaints to be Scheduled folder

Complaints to be Scheduled lists all open intakes that have not yet been
assigned an investigation. By default, the list is sorted alphabetically by facility
name. Schedulers can specify a date range using the Due Date in the title bar.

Complaints to be Scheduled—Title bar

Complaints/incidents displayed in this folder are determined by the settings on
the title bar.

Fields: "to be Scheduled—Title bar", on page 128

Complainls to be Scheduled Due Date [12/01/2010 =] to [12/31/2010 =] E[ ™ Show Al

Figure 71: Complaints to be Scheduled title bar
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Complaints to be Scheduled grid window

Providers are listed according to the Due Date range specified in the title bar
and are filtered by the active AST selection set.

Fields: "to be Scheduled—Grid", on page 128

|: laints to be Scheduled Due Date [04701/2010 > ] to [04/30/2010 x| E] ¥ Show &l
FacID Hame Type | Intake ID Re;:{:e'j Status Priority nn:tee Tos
» SMHF DP 01152003 |3 - PENDING REVIEW/ASSIGH HON-L) MEDIUM  |01/30/2003 |STH
| SHFMNF 01/30/2003 |3 - PENDING REVIEWJ’ASSIGN|NON-I.I HIGH 02/13/2003 |STH
SHFMNF 051142008 |3 - PENDING REVIEWJ’ASSIGN|NON-I.I HIGH 05/29/2008 |STH
| SMHF DP 08172006 |3 - PENDING REVIEWJ’ASSIGN|NON-I.I MEDIUM  |10/01/2006 WP
SMHF DP 11/16/2006 |3 - PENDING REVIEWJ’ASSIGN|NON-I.I MEDIUM  |12/31/2006 WP
| SMHF DP 12092008 |3 - PENDING REVIEWJ’ASSIGN|NON-I.I MEDIUM  |01/23/2009 | TP/
SMHF DP 11/192007 |3 - PENDING REVIEWJ’ASSIGN|NON-I.I HIGH 11272007 |TP!
SHFMNF 01082003 |3 - PENDING REVIEWJ’ASSIGN|NON-I.I MEDIUM  |01/23/2003 |GAl
< | LI_I

Figure 72: Complaints to be Scheduled grid window

Revisits to be Scheduled folder

Revisits to be Scheduled includes surveys with a Revisit Status of 1-Required.
The Revisit list contains revisits for certifications, complaints, enforcement
cases, and licensure-only facilities.

Revisits to be Scheduled—Title bar

Revisits displayed in this folder are determined by the settings on the title bar.
Fields: "Revisits to be Scheduled—Title bar", on page 129

Eﬂevisits to be Scheduled %5 Date [12/01/2000_x] 1o [12/31/2000 =] El ™ Show &l

Figure 73: Revisits to be Scheduled title bar

Revisits to be Scheduled grid window

Providers are listed according to the X5 Date range specified in the title bar and
are filtered by the active AST selection set.

Fields: "Revisits to be Scheduled—Grid", on page 129

Revisils to be Scheduled %5 Date [04/0172010 > | to [04/30/2010 =] E] ¥ Show &l

R;:{:: FacID Hame 'Me':;’are Type |Team ET":D": Start Date | Exit Date |EventID s;;::; HiCite |soC Iﬁ’
b [1-Requix 000 BEC TEST lH SHFF LSC - STD |10/16/2009 |10/16/2009 |~ |CMPIVT,LS |K: 0011

1-Require SHFNF HLTH - ST (02182010 (02192010 WS [CMPIVTIN [J: 0150

1-Require SHFNF LSC - STD [10/30/2009 [10/30/2009 W55 [CMPIVTH |C: 0011

1-Require SHFNF LSC - STD 10152009 101152009 | %% [CMPIVT,LS

1-Require 001 - MELLOWSVILLE NF HLTH - ST |o2/152010 (02152010 &0 |[CMPIVT

1-Require |nF |HLTH - ST [o2:252010 [02:252010 | S8 [CMPIVT

1-Require |nF |HLTH - ST [o1202010 [o1302010 | 88 [CMPIVT

1-Require |nF |HLTH- ST |o2/08:2010 [02/082010 | &5 [RELIC,CMPI =
| | Ll_l

Figure 74: Revisits to be Scheduled grid window
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Scheduling

Select Date Range window
Use this window to set:

e Target date range in the Certifications/License Visits to be Scheduled

folders.

e Investigation Due Date range in the Complaints to be Scheduled folder.
e X5 Date range in the Revisits to be Scheduled folder.

Select Date Range

Target Start Diate  |LELIEER

Target End Date IDS;"S‘I F2ME - |

Select Target Date Range

I Current Manth j

[~ Include past due facilities?

Ok I Cancel |

Figure 75: Select Date Range window

Calendar folder

AST's scheduling calendar is a standard Windows calendar that shows events

scheduled for a given month.

Calendar—Title bar

Fields: "Calendar—Title bar", on page 132

El:alendar <% | < | December, 2010 > | 3y | = Frirt I fF Change Wiew I
Figure 76: Calendar title bar
Calendar window
31 M 17 2ed 3 Th 4 Fri
Rg\lj- ‘@ ;eev- & '|'Reev- e 1 '|'RL;v- ‘@ '|'gev- =
T 8 9 10 11
o Rev- 4 ok Rev- = | deRey- ¥ ok Rev- ¥ ok Rev- 4
14 o 15 & 16 & 17 & 18 &
ok Rev-
21 22 23 24 25
e 4 e 4 Lic- = - ¥ ¥
28 & 29 & 30 & 1 & 2
5 3 i ] 9
Figure 77: Complaints to be Scheduled grid window
Procedures Guide 6/19/23 105



AST Screens

Preschedule

Pre-selection Filter window

Use this window to pre-select the provider type you want to preschedule. The
Preschedule window is populated based on your selections in this window.

Fields: "Pre-Selection Filter window", on page 132

Pre-selection Filter
Facility Type
’7| @ 091 END STAGE RENAL DISEASE FACILITIES-MEDICARE j
—Select by Accreditation Status
¥ Erclude
O HoME O cows O aseB O cer
O O seeask [ ADA [ carF
[ cHar O &esHC O &sHI [ acHC

- Automatic Selection
¥ Automatically Select Faciities Based on Duration from Last Certification?

Specify percent of faciites to select; |33 %

ok | cancel | Clear &l |

Figure 78: Pre-selection Filter window

Preschedule window

AST Prescheduling is designed to simplify scheduling for provider categories
that have a coverage level specified in the CMS annual CMS Mission and Priority
Document.

In addition to the customary provider information, the Preschedule window
shows you:

The date the last survey was performed for each provider.

The number of elapsed months since the last survey.

The received date for a substantiated complaint (if there is one).

The number of deficiencies cited in the last year.
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Fields: "Preschedule window", on page 133

(
I

% ASPEN Central Dffice Current Selection: ALL FACILITIES

B Y S Y (0 el R e

i

Start Initial Cert

L]
[
i
]
i
i
L]
[
[
L]
[
[
L]
[
[
L]
[
[
L]
[
[
Ol

Figure 79: Preschedule window
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Tracking

Tracking View window

There are three folders in Tracking view:
e C(Certification and Licensing

e Complaints

e (Calendar

Enforcement cases may be listed more than once depending on whether the
surveys linked to the case are certification surveys and/or complaint
investigations.

#5 ASPEN Central Office Current Selection: CLIA ALL

Figure 80: Tracking view window

Certification and Licensing folder

All Certifications node window

Fields: "All Certifications node", on page 134

I Initial Cettifications
B Recertifications
£ CHOWs

- Process Tracking: Certifications
™2 Process Tracking: Licensure

Figure 81: All Certifications node window
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Tracking

Process Tracking: Certifications node window

Figure 82: Process Tracking: Certifications node window

Process Tracking: Licensure node window

Figure 83: Process Tracking: Licensure node window

Fields: "Process Tracking: Certifications node", on page 135

Certification and Licensing

= @ Certification/Licensure Wiew
[ ANl Centifications

=4

- Health/L5C 5td Visit Reqg'd

- Future Visits

- Requires 50D ssuance

- ‘waiing far Acceptable POC

-4 DR Review Pending

- Revisits to be Scheduled

- RO Reviewbpproval

-, Enforcement

o ‘W aiting for Upload

-2 Process Tracking: Licensune

| |

-8 Uploaded: Waiting for Tracking Clos

0|

Fields: "Process Tracking: Licensure node", on page 136

Eellilication and Licensing
=] @ Certification/Licensure Yiew
7 J&] 2 Certifications
P Process Tracking: Certifications

'I; Requires SO0 lssuance
'I‘; Future Vizits

- M2 YWaiting for Acceptable POC
[+-™3 IDR Review Pending

A ™2 Fevisits to be Scheduled
'l; Enforcement

'I; Waiting for Tracking Closure
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Complaints folder

Complaint Status node window

Fields: "Complaint Status node", on page 137

[Zumplainls
El @ Complaints
E| @ Cornplaints 5

tatus

- Triage/Priaritization

- Pending RO Approwval

- Pending Review/ Azsignment
- Under [nvestigation

- Inveshigation Completed

- Fonwarded to RO/CO

; - Pending 54 Finalization

l ’ Invesngatlon Processing

Figure 84: Complaint Status node window

Investigation Processing node window

Fields: "Investigation Processing node", on page 138

Eumplaints
El @ Complaints
I @ Complalnts Status
estigal ~E5 3

Offzite Investigations
Fequirez 500 lzzuance

“Waiting for Acceptable POC

IDR Review Pending

Revisits to be Scheduled

RO Review/Approval

&, Enforcement

: “Wwaiting for Upload

H-f# Uploaded: ‘Waiting for Tracking Clos

1] |

Figure 85: Investigation Processing node window

Calendar folder

This displays AST’s standard scheduling calendar (see Fields: "Calendar folder",
on page 132).
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My ASPEN window

My ASPEN window

My ASPEN provides access to My Settings and My Activities.

e My Settings lets you configure your AST displays.

e My Activities displays a personalized view of action items, events, and
scheduled activities to the logged-on user.

43 ASPEN Central Office Current Selection: NH - ALL

SURVEY FOR: ALPIME HEALTH & REHAB CT...
SURYEY FOR: ALPINE HEALTH & REHAB CE..
SURYEY FOR: ALPINE HEALTH & REHAB CE..
SURVEY FOR: ALPIME HEALTH & REHAB CT...
SURYEY FOR: ALPIME HEALTH & REHAB CE...
2567 REVISED FOR APPEALED SURVEY TO .
W SITUATION ADDED TO ENF CASE FOR: A...
AWAITING HEARING DECISION TO ENF CAS.
AWAITING HEARING TO ENF CASE FOR: AL

04/08/2010- Survey Start
0407 /2010- Survey Start
0372672010 Survey Start
03/23/2010- Survey Start
03/23/2010- Survey Start
03/22/2010- Due
03/22/2010- Due
03/22/2010- Due
03/22/2010- Due
03/19/2010- Survey Start
i =11 Gha

Added ta Survey Team
Added ta Survey Team
Added ta Survey Team
Added ta Survey Team
Added ta Survey Team
Enfarcement Assigne.
Enfarcement Assigne.
Enfarcement Assigne.
Enfarcement Assigne.
Added ta Survey Team

fidded b A

Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending

SURVEY FOR: 000 BEC TEST MH [KUSE12)
= MRS IR K X

OOODBECTESTNH

2 Tue

Tt hik

SNF/MHF -INITIAL CERTIFICATION
SNF/MF -INITIAL CERTIFICATION
SNF/MF - RECERTIFICATION
SNF/MHF - RECERTIFICATION
SHNFMF - RECERTIFICATION
SNF/MF -INITIAL CERTIFICATION

01 4
a1 -
a1 -
o1 -
01 -
01 4

ol ree 01001 B
9

16

Tt bk

&
&
&
&

A4
A4
&
o

Rehsh et

23 24
b | ic_ilnine Hesfth & Fehah ent| gl i Alnine Health
an el

Figure 86: My ASPEN window
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Personal Activity for window

The Personal Activity for window opens when you double click on any day or

existing activity in the My ASPEN calendar. Details of the activity are
entered/displayed here.

Fields: "Personal Activity for", on page 139

Personal Activity for Calendar Event All Day Administrative- (ID 206148)

Activity Description

Activity Type I 01 - ANNUAL LEAVE ( LEAVE) LI

Description Iusing 1/2 day of annual leave

Location Iout of office

Activity Scheduled For...

Start Time [10/03/2014 ~| [1200FM »| I~ Al Day Activity

End Time [10/03/2014 [«] [¢00PM =]

Activity Detail
V¥ Remind me of this Activity By IAc‘lion ttem in Aspen LI At Least |2 30 Minutes LI Before Start
Activity Motes

Out of office after 12:00 PM on Friday, 10/3]

Save Activity I Cancel

Figure 87: Personal Activity for window
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Tracking tab in Certification Kits

My Preferences window

In the My Preferences (lower) section of My Settings, you can set application
mode and AST view so that you do not have to spend time adjusting what is
displayed to meet your work needs every time you start AST.

40 ]
Scheduling B

Figure 88: Graphic of My Preferences section of My Settings window

Tracking tab in Certification Kits

The Tracking tab in certification kits provides a central point for managing and
monitoring all aspects of the certification process, both fieldwork and internal
office procedures. It includes the following components:

e Certification Summary section

e CLIA Authorization for State Validation Survey (CMS 2802) section
(enabled for CLIA only)

e Responsible Parties tab

e Activities/Action Items tab

e Processing Steps tab

e 2567/POC/IDR tab

e Termination tab (except NH)
e Enforcement tab (NH only)
e Notices tab

e CHOW tab
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Certification Summary

This section at the top of the Tracking tab provides very basic details about the
certification.

Fields: "Certification Summary", on page 140

M -Active Certification Process -

Figure 89: Certification Summary section of the Tracking tab

For ICFs/IID only, LTC Agreement and Extension dates may be present, but are
read-only and ignored by AST.

Fields: "Certification Summary", on page 140

01-active Certification Process |_

Figure 90: Certification Summary section of the Tracking tab for ICFs/IID

CLIA Authorization for State Validation Survey (CMS
2802)
States use this section to request approval for validation surveys of CLIA labs.

ROs use it to enter their response to a request. Information entered here
appears on the CMS-2802 form.

Fields: "CLIA Authorization for State Validation Survey (CMS 2802)", on page 141

0/26/20137] i Appraved -] 0/31/203 =]

COLA's scheduled survey date is 37413,

Figure 91: CLIA Authorization for State Validation Survey (CMS 2802) section of the Tracking
tab
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Tracking tab in Certification Kits

Responsible Parties tab

Use this Tracking subtab to designate Responsible Parties for the certification,
both SA and RO.

Fields: "Responsible Parties tab", on page 141

Figure 92: Responsible Parties section of the Tracking tab

Activities/Action Items tab

On this Tracking subtab, you can assign activities to staff members. Action
items are automatically sent to the assigned personnel.

Fields: "Activities/Action Items tab", on page 142

Figure 93: Activities/Action Items section of the Tracking tab

Processing Steps tab

The Processing Steps subtab provides detailed information about individual
certification tasks.

Supporting Materials: "Processing Step Definitions", on page 157

04 - CERTIFICATION SURVEY DATES

01 - Schedule Recedification Survey 031652010 g STATE
02 - Date Of Initial Survey (134) o3ne2mo | [T |STATE
03 - Date Of Health Survey 03M6/2010 STATE

Figure 94: Processing Steps section of the Tracking tab
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2567 /POC/IDR tab

This subtab provides a convenient summary of dates and details for all SODs,
POCs, and IDRs associated with a certification process.

Fields: "2567/POC/IDR tab", on page 142

narz7izo0s | PoC || DR |
“poc | on
n&iz7i2008| PoC || DR |
Croc | ox |

Figure 95: 2567/POC/IDR section of the Tracking tab

Termination tab

This subtab summarizes details of I1J/termination actions associated with a
certification for non-NH providers. The Enforcement tab appears instead of the
Termination tab for NHs.

Fields: "Termination tab", on page 144

- TERMINATION FIRST REVIEW

- MailTransmit 2567 To RO

- Receive 2567 Packet

- Clinical Review

- Return 2567 To 54 For Revizions
- TERMINATION SECOND REWIEWY

- MailiTranzmit Revized 2567 To RO
- Receive Revized 2567 Packet

- Clinical Review

- Send POC To The SA&

| |

Figure 96: Termination section of the Tracking tab
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Tracking tab in Certification Kits

Termination Tracking Event window

This window opens when you click Add Termination Event on the Termination
subtab in a certification kit for a non-NH provider. Use it to provide details about
an IJ/termination action.

Fields: "Termination Tracking Event window", on page 145

Temmination Tracking Event

32 - SUBSTANTIAL NON-COMPLIANCE - 23-DAY TERMINATION =]

05/03/2010) =

05/14/2010) =

Figure 97: Termination Tracking Event window
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Define Activity window

This window opens when you click Add, or select an existing activity and click
Modify, on the Activities/Action Items subtab of the Tracking tab or tab of the
Termination Tracking Event window. When you add an activity, an action item
is sent to designated staff members.

Fields: "Define Activity", on page 146

Define Activity

I
02 Leterto Complanart
571572010 [

Figure 98: Define Activity window
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Tracking tab in Certification Kits

Enforcement tab

For Nursing Homes only, the Enforcement subtab lists enforcement actions
associated with a certification process.

Fields: "Enforcement tab", on page 147

| CaseD | FaciityName | CycleStated | Status ] Cen. | Cropint | SGC | Aleq. Compl. | Compl. Due

sk FLSJOT 7 O7AFA995 OpenActive & 07/17/1335
52 FLUCDX 12/01/1934  OpenActive ¢ 04,/04/1335

Figure 99: Enforcement section of the Tracking tab

Notices tab

Use this subtab to print letters and view the letter history associated with the
certification process.

Fields: "Notices tab", on page 148

[ [ DateSent [Leftorid| _LeforDoscripion | Locked] braft[Origin)
R O
PS4z~ =l

Figure 100: Notices section of the Tracking tab
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CHOW tab

This subtab lists CHOW events for the certification including the processing
steps for each CHOW.

Fields: "CHOW tab", on page 150

- IMITIAL ©R CHEW APPLICATION RECENED
- Application Packet Received

- APPLICATION INTIAL OR CHCAY

- CME Form 855 Approval Received

- TRANSMIT CHOW PACKET

- CHOWY Packet MailedTransmitted To The RO
- CHCWY Packet Received

Figure 101: CHOW section of the Tracking tab

CHOW Event Tracking window

This window opens when you click Add CHOW Event on the CHOW subtab of
the Tracking tab.

Fields: "CHOW Event Tracking window", on page 151

CHOW Event Tracking

1 - with Assignment ]

05/03/2010) =

05/10/2010) =

SMITH, CINDY -]

Figure 102: CHOW Event Tracking window
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Staff Availability List in AST

You access the Staff Availability List from the Scheduling folder or from an
individual survey.

Click any column heading to sort the list by that column. Four columns have
button drilldowns to more specific detail:

e Other Disciplines

e Facility Type Qualifications
e Show Schedule

e Conflict of Interest

The Calendar button provides access to each surveyor's personal calendar but
is visible only if Activate Supervisor Calendar View of Other Staff is
selected in System | System Configuration | State Customization.

The Staff Availability List has two tabs for displaying relevant surveyor
information: Staff Detail and Scheduling - 7 Day.

Staff Detail tab

The Staff Detail tab shows surveyor specifics such as Work Unit, Discipline, and
Qualifications, with drill-down access to scheduled activities, conflicts of
interest, and individual surveyors' personal calendars.

Fields: "Staff Detail tab", on page 151

Staff Availability List x|

n Staff Selection
&
;% Shows Staff By Dizciplines IA" J ™ Show Teminated Staff
\ ﬁ Shaw Staff by Assigned Provider Categories IA" J I™" lgnore ‘wiork Unit Fiter
",

Staff Detail |5 cheduling - 7 Dayl

Work _ _ Other Facility Type Show |Conflict of | ~
StafflD Hame Unit Primary Discipline Discipli Qualificati Soheadul Interest A
» ATG MUTRITICMDIETITIAMN Ees

MURSIMG HOME (MH)

MURSIMG HOME (MH)

HOME HEALTH &
MURSIMG HOME (MH)

Ees MURSIMG HOME (MH)

=

Special Surveyors | QK I Cancel |

Figure 103: Staff Availability List - Staff Detail tab
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Scheduling - 7 Day tab

The Scheduling - 7 Day tab shows the entire staff list with graphic indicators
for those who have events already scheduled that week.

Fields: "Scheduling - 7 Day tab", on page 153

05/17/2010

044
0773
1873
2142
1208
1784 ¢ ¢ ¢ ¢ ¢ ¢ L2
2535
1697
1275
PaTL
1867
2644
1776
1202
2577
o774
2580
2555
2203

Figure 104: Staff Availability List - Staff Detail tab
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For each field, column, or button in a screen or section of screen, the name is
given followed by a description. Function buttons not included within a section
are listed under the heading Buttons.

Note: Federal HHA, ASC, and Hospice providers have been decommissioned in
ASPEN. Use iQIES to enter data for these providers. Data for Federal HHAs,
ASCs, and Hospices existing in ASPEN prior to decommission implementation is
available in read-only mode to users with appropriate permissions.

Scheduling

Schedule View

Click Schedule to open Schedule view on the Scheduling shortcut bar. You can
expand the Certifications to be Scheduled, Complaints to be Scheduled, and
Revisits to be Scheduled folders. To toggle between Certifications to be
Scheduled and License Visits to be Scheduled, click the License View button.

Certifications to be Scheduled folder

Certifications to be Scheduled—Title bar
Target

Shows target date range.
Grid button

Click to open the Select Date Range window and set the target date range.
Show All

Select/deselect to use/ignore target dates.
Show Deemed

Select/deselect to include/exclude deemed providers.
Staff Availability

Opens Staff Availability List.
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Certifications to be Scheduled—Grid

Fac ID

Unique ASPEN identifier for the facility.
Name

Current facility/provider operating name.
Medicare ID

The provider's Medicare identification number.
Initial

CLIA only.

When this checkbox is selected, an initial certification is required.
Type

Provider category.
Current Certificate Type

CLIA only.

Type of certificate currently held by the lab (1 Compliance, 2 Waiver, 4
PPMP, or 9 Registration. Registration has two subtypes: 1 Compliance and
3 Accreditation).

Team
Team ID of the survey team assigned to the facility/provider.
LSC Team

For applicable Hospital subtypes, NH, ICF/IID, legacy ASC, ESRD, legacy
Hospice.

Team ID assighed to the LSC team.
Last Health Survey

Exit date of the last health survey; null if the last certification kit did not
have a health survey.

Elapsed Months To Today

Number of months between today and last survey.
Elapsed Months To Target

Number of months between target date and last survey.
Std Score

Calculated value used to assign NHs to scheduling groups.
Target Health Survey

An approximate date by which the next health certification survey should
begin.
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Tot Affil/Cert Affil

Indicates the number of affiliations or branches of this facility, and those
affiliates with certifications.

Target LSC Survey

An approximate date by which the next LSC certification survey should
begin. This defaults to the same date as the Target Health Survey date, but
can be changed by the user.

Certificate Effective Date

CLIA only.

Date the most recent pending or current CLIA lab certificate takes effect.
Certificate Expiration Date

CLIA only.

Date the most recent pending or current CLIA lab certificate expires.
Prior Certificate Type

CLIA only.

Provider category with values: LAB-COMPL, -ACCR, -WAIV, -PPMP, -NEW
Payment Received

CLIA only.

When this checkbox is selected, indicates that facility has made payment
for the current certification cycle.

116 SCHED CD
CLIA only.

Billing schedule code for a Compliance or Accredited lab based on
self-reported specialties on the lab’s CMS-116 form.

1557 SCHED CD
CLIA only.

1557 billing schedule code for a Compliance or Accredited lab based on
survey-verified specialties.

Open Complaints

Number of open complaints.
Subst. Complaint

The date on which the last substantiated complaint occurred.
Active Enforcement

A Yes in this column indicates the provider has at least one open active
case that has no Substantial Compliance date entered. Click the Yes button
for details.
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Last LSC Survey

Exit date of the last LSC survey; null if the last certification kit did not have
an LSC survey.

Beds
Total bed count (including held beds).
Bankruptcy

Indicates the provider has declared bankruptcy. From selection in Facility
Properties | Other.

NATCEP Loss

Select to indicate the provider has experienced a loss of NATCEP in the
past. NATCEP Loss is entered in AEM on the NATCEP tab of the
enforcement case.

City

City in which the provider is located.
Address

Current facility/provider primary street (not mailing) address.
County Name

County in which the facility/provider is located.
Telephone

Facility/provider main telephone number.
Fax

Facility fax number, as entered in Facility Properties.
Email

Facility email address, as entered in Facility Properties.
License Expires

The date on which the facility's state license is scheduled to expire, as
entered in Facility Properties

License Visits to be Scheduled folder

License Visits to be Scheduled—Title bar
Target
Shows target date range.
Grid button
Click to open the Select Date Range window and set the target date range.
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Show All

Select/deselect to use/ignore target dates.
Staff Availability

Opens Staff Availability List.

License Visits to be Scheduled—Grid
Fac ID
Unique ASPEN identifier for the facility.
Name
Current facility/provider operating name.
Type
Provider category.
Team
Team ID of the survey team assigned to the facility/provider.
Last Survey
The date the last survey was performed for each provider.
Target Health

An approximate date by which the next health certification survey should
begin.

Target Lic Survey

An approximate date by which the next licensure certification survey
should begin.

Lic Expire

The date on which the facility's state license is scheduled to expire, as
entered in Facility Properties.

Subst. Complaint

The date on which the last substantiated complaint occurred.
Elapsed Months

The number of elapsed months since the last survey.

Cite Count

Number of citations in the past year.
City

City in which the facility/provider is located.
Address

Current facility/provider primary street (not mailing) address.
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County
County in which the facility is located.
Bankruptcy

A 1 in the column indicates the provider has declared bankruptcy. Pulled
from selection in Facility Properties | Other. If checkbox in Facility
Properties | Other has not been selected, a 0 appears in this column.

Complaints to be Scheduled folder
to be Scheduled—Title bar

Due Date
Shows investigation due date range.
Grid button

Click to open the Select Date Range window and set the investigation due
date range.

Show All

Select/deselect to use/ignore target dates.
Staff Availability

Opens Staff Availability List.

to be Scheduled—Grid
Fac ID

Unique ASPEN identifier for the facility.
Name

Current facility/provider operating name.
Type

Provider category.
Intake ID

The ASPEN ID assigned to the complaint.
Received Date

The date on which the complaint was received.
Status

The status of the complaint.
Priority

The priority assigned to the complaint.
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Due Date

The date by which the complaint investigation must begin.
Team

Team ID of the survey team assigned to the facility/provider.
Complainant

The person/entity lodging the complaint.

Revisits to be Scheduled folder

Revisits to be Scheduled—Title bar

X5 Date
Shows X5 (Completion) date range.
Grid button
Click to open the Select Date Range window and set the X5 date range.
Show All
Select/deselect to use/ignore target dates.
Staff Availability
Opens Staff Availability List.

Revisits to be Scheduled—Grid

Revisit Status

Determines which providers go on the Revisits to be Scheduled list. Set
automatically to 1-Required for standard surveys with the exception noted
below, and to 2-Not Required for revisits. You can override the
auto-entered value. For licensure-only surveys, Revisit Status is set
manually.

Note: If Provides Swing Beds (SF44) = Yes in a related certification kit when
an initial survey is created for a deemed Hospital, Revisit Status is set to
2-Not Required by default. If SF44 is changed from No to Yes after the
survey is created, Revisit Status is not changed.

When a 2567 Issued date is entered for any survey, Revisit Status is
updated to 1-Required, and the survey is flagged for revisit scheduling. A
message appears if the survey has no correctable citations. You can choose
to retain the 2567 Issued date and allow revisit scheduling anyway, or not.

If an intake is finalized and Revisit Status is 1-Required for the most recent
investigation revisit survey (based on exit date) associated with the intake,
Revisit Status is automatically set to 2-Not Required for that reuvisit. If an

investigation does not have any revisits, Revisit Status is not changed for

the investigation.
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Fac ID

Unique ASPEN identifier for the facility.
Name

Current facility/provider operating name.
Medicare ID

The provider's Medicare identification number.
Type

Provider category.
Team

Team ID of the survey team assigned to the facility/provider.
Event Type

Type of Survey — Health or LSC, Standard or Revisit.
Start Date

The date on which the survey began.
Exit Date

Survey exit date.
Event ID

The survey identification number.
Survey Category

Type of survey, as selected in Survey Properties.
HiCite

Tag having the highest scope of severity for the survey.
Std Score
For NH and legacy HHA only.

NH - Derived from the raw score. To determine target dates for nursing homes,
AST totals the deficiency results from Health and LSC surveys, both certification
and complaint. Deficiency totals are then weighted by scope/severity,
Substandard Quality of Care (SQC), and period of non-compliance to produce
a raw performance score.

legacy HHA - Selected in Survey Frequency field of Certification Kit, Application
tab (CMS-1572A), Miscellaneous section.

2567 Issued
The date on which Form CMS-2567 was sent to the provider.
Admin Signoff

Date the administrator signed the Plan of Correction (POC).
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POC Approved
Date the POC is approved by the investigating agency.
Completion (X5)

POC Complete date, i.e., date by which the facility states the deficiency will
be corrected.

StatelD

License Number as entered in Facility Properties | Facility Definition
window.

Staggered Survey

A Yes in this column indicates that the survey qualifies as staggered -
began on a weekend, or in the early morning or evening hours.

Day

For staggered surveys, the day on which the staggered survey began.
Time

For staggered surveys, the time at which the staggered survey began.
IDR Req Date

The date on which an Informal Dispute Resolution (IDR) was requested.
IDR Comp Date

The date on which the IDR was completed.
POC Tracking

Displays POC Tracking information as entered in the certification kit.
IDR

Displays IDR information as entered in the certification kit.

Select Date Range
Target Start Date

Start date of the target date range for (depending on “to be Scheduled”
folder) certification surveys/license visits, complaint investigations, or
revisits to be scheduled.

Date entered automatically depending on option chosen in Select Target
Date Range list. You can change the date if necessary.

Target End Date
End date of the target date range.

Date entered automatically depending on option chosen in Select Target
Date Range list. You can change the date if necessary.
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Select Target Date Range

Select the appropriate option and the Target Start Date and Target End
Date are automatically entered. To specify a custom range, enter the dates
directly.

Include past due facilities?

If selected, includes providers with due dates prior to the specified Target
Start Date.

Calendar folder

Calendar—Title bar
Month/Year

Select the double-arrow button to move the calendar to previous/next
year. Select the single-arrow button to move the calendar to previous/next
month.

Print button

Offers a printed copy of the current calendar, plus a Schedule Detail report
for which you can specify a date range and survey type.

Change View button

Selects the calendar view. Options are: 5-day, 7-day, 7-day with stacked
weekends, Rolling Day view, which breaks days down into half-hour
increments.

Preschedule

Pre-Selection Filter window
Facility Type
Select any supported provider or state licensed-only facility type.
Exclude

For provider types other than hospitals, filters the list of facilities to be
scheduled by accreditation status, choosing whether you want to
include/exclude specified accreditations.

Automatically Select Facilities Based on Duration from Last
Certification

Select to have AST automatically select a percentage of facilities. AST
chooses those with the longest duration since their last certification. For
licensed-only facilities, AST uses the last survey date.
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Specify percent of facilities to select
Enter percentage.
Clear All button
Removes all the selections and target dates on the Preschedule list.

Preschedule window
Fac ID
Unique ASPEN identifier for the facility.
Name
Current facility/provider operating name.
Type
Provider category.
Team
Team ID of the survey team assigned to the facility/provider.
Last Survey
The date the last survey was performed for each provider.
Target Health

An approximate date by which the next health certification survey should
begin.

Target Lic Survey
An approximate date by which the next licensure survey should begin.
Lic Expire

The date on which the facility's state license is scheduled to expire, as
entered in Facility Properties.

Subst. Complaint

The date on which the last substantiated complaint occurred.
Elapsed Months

The number of elapsed months since the last survey.
Survey Count
The number of deficiencies cited in the last year.
City

City in which the facility/provider is located.
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Address

Current facility/provider primary street (not mailing) address.
County

County in which the facility is located.
Bankruptcy

A 1 in the column indicates the provider has declared bankruptcy. Pulled
from selection in Facility Properties | Other. If checkbox in Facility
Properties | Other has not been selected, a 0 appears in this column.

Selection Details

Figures and Percentages

Numbers shown apply to providers that match conditions specified in the
Pre-selection Filter. Apply to all the providers of the type selected.

Tracking

Tracking View

The following is a list of the nodes in Tracking view and the events they contain.

Note: In the following descriptions of nodes in Tracking view, an active
certification is a certification with Tracking Status of 01-Active Certification
Process on the Tracking tab in the certification kit.

Certification and Licensing folder
All Certifications node
Initial Certifications

All active initial certifications meeting the current selection criteria.
Recertifications

All active recertifications meeting the current selection criteria.
CHOWSs

All active CHOWs meeting the current selection criteria. An active CHOW

includes any certification kit regardless of tracking status that has a CHOW
event defined that does not have L9 entered.
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Process Tracking: Certifications node
Health/LSC Std Visit Req'd

Active certifications for which both Health and LSC surveys are required,
and one or the other or both has not been scheduled.

Future Visits

Active certifications containing scheduled visits for which the survey Exit
Date is greater than today.

Requires SOD Issuance

Active certifications containing at least one visit that requires a CMS-2567
to be sent (as indicated by the presence of Federal correctable citations),
but a CMS-2567 has not been issued.

Note: Federal correctable citations for LTC providers are those citations
with a Scope/Severity of D and above. For non-LTC providers, any
citation is considered correctable.

Waiting for Acceptable POC

Active certifications for which at least one survey has a CMS-2567 issued,
but there is no Accepted POC date (a POC may have been received, but not
accepted). Also lists those certifications for which POC Required is selected
in the Informal Dispute Resolution window, and for which there is no POC
Received date.

IDR Review Pending

Active certifications for which at least one survey has an IDR Request
Received date, but not an IDR Completion date.

Revisits to be Scheduled

Active certifications with at least one survey visit which meets the
conditions of requiring a revisit (as defined in the Scheduling: Surveys
Awaiting Revisit section) but for which a revisit has not yet been
scheduled. Qualifying visits that have the Revisit Status changed manually
to Not Required are excluded from this list.

RO Review/Approval

Active certifications requiring RO signoff (initials/flagged recertifications)
that have been released by the State for RO review. (This is equivalent to
the RO Pending list in the national reporting system.)

Enforcement

Active certifications that contain a visit related to an enforcement case.
Certifications with enforcements are listed under the following categories:
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Active 1]

Certifications containing a visit associated with an enforcement case that
has an active 1] situation.

Non-1IJ < 70 Days

Certifications containing a visit associated with an active enforcement case
that has no current 1] situation and has a Cycle Start date less than 70 days
earlier than today.

MDOPNA in 20 Days

Certifications containing at least one visit associated with an active
enforcement case that has no Substantial Compliance date and is within 20
days of the Effective Date of a Mandatory Denial of Payment for New
Admissions remedy.

Case > 90 Days old

Certifications containing at least one visit associated with an active
enforcement case that has a Cycle Start date more than 90 days earlier than
today.

Waiting for Upload

Active certifications for which the SOD has been issued and the POC
received.

Uploaded: Waiting for Tracking Closure

Active certifications that are not listed in any of the above categories,
indicating that the tracking process is completed.

Process Tracking: Licensure node
Requires SOD Issuance

Facilities for which a licensure survey exists and requires a CMS-2567 to be
sent (as indicated by the presence of correctable citations), but a
CMS-2567 has not been issued.

Future Visits

Facilities with licensure visits scheduled for which the survey Exit Date is
greater than today.

Waiting for Acceptable POC

Facilities for which a licensure survey exists and a CMS-2567 has been
issued, but there is no Accepted POC date.

IDR Review Pending

Facilities for which a licensure survey exists which has an IDR Request
Received date, but not an IDR Completion date.

136

6/19/23 AST 12.4.1



Tracking

Revisits to be Scheduled

Facilities for which a licensure survey exists which meets the conditions of
requiring a revisit (as defined in the Scheduling: Surveys Awaiting Revisit
section) but for which a revisit has not yet been scheduled. Qualifying
visits which have the Revisit not Required box selected are excluded from
this list.

Enforcement

Facilities for which a licensure survey exists which is related to an active
enforcement case.

Waiting for Tracking Closure

Facilities for which a licensure survey exists that is not listed in any of the
above categories, indicating that the tracking process is completed.

Complaints folder

Complaint Status node
Status nodes in AST Tracking use the same rules as ACTS:
1-Triage/Prioritization

Default status for new intake.
2-Pending RO Approval

Request for RO Approval selected (EMTALA or Deemed/Accredited).
3-Pending Review/Assignment
e For a Non-EMTALA, non-Deemed/Accredited intake, Priority level entered.
e For an EMTALA or Deemed/Accredited intake, RO Response entered.

e For an intake that is both EMTALA and Deemed/Accredited, RO Response
entered for both.

4-Under Investigation
Investigation Start Date or Overall Findings entered.
5-Investigation Completed
Investigation Completed date entered.
6-Forwarded to R.0./CO
Forwarded to RO/CO date entered.
7-Pending SA Finalization
Final Action signoff date entered, but intake is not yet finalized.
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Investigation Processing node

Note: All complaints under the Investigation Processing nodes have a status of
4-Under Investigation or above.

Future Visits

Complaint/incident investigations containing scheduled visits for which the
survey Exit Date is greater than today.

Offsite Investigations

Complaint/incident investigations for which Offsite has been selected as a
survey Extent in Survey Properties.

Requires SOD Issuance

Complaint/incident investigations that require a CMS-2567 to be sent as
indicated by the presence of correctable citations, but a CMS-2567 has not
been issued.

Waiting for Acceptable POC

Complaint/incident investigations for which at least one survey has a
CMS-2567 issued, but there is no Accepted POC date.

IDR Review Pending

Complaint/incident investigations for which at least one survey has an IDR
Request Received date, but not an IDR Completion date.

Waiting for Revisit

Those investigations with at least one survey visit that meets the
conditions of requiring a revisit (as defined in the Scheduling: Surveys
Awaiting Revisit section) but for which a revisit has not yet been
scheduled.

RO Review/Approval
Those complaints/incidents requiring RO signoff.
Enforcement

Open complaint/incident investigations containing a visit related to an
enforcement case. Investigations with enforcements are listed under the
following categories:

Active 1]

Open complaint/incident investigations containing a visit associated with an
enforcement case that has an active 1J situation.

Non-1J < 70 Days

Open complaint/incident investigations containing a visit associated with an
active enforcement case that has no current 1J situation and has a Cycle
Start date less than 70 days earlier than today.
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MDOPNA in 20 Days

Open complaint/incident investigations containing at least one visit
associated with an active enforcement case that has no Substantial
Compliance date and is within 20 days of the Effective Date of a Mandatory
Denial of Payment for New Admissions remedy.

Case > 90 Days old

Open complaint/incident investigations containing at least one visit
associated with an active enforcement case that has a Cycle Start date more
than 90 days earlier than today.

Waiting for Upload

Open complaint/incident investigations for a POC is either not required, or
has been received and approved.

Uploaded: Waiting for Tracking Closure

Open complaint/incident investigations that have been successfully
uploaded to the national repository.

My ASPEN

Personal Activity for

Activity Type

Required. Drop-down list of activity types. Manage list in System | Lookup
Values | Personal Activities.

Description

Optional. Description of activity.
Location

Optional. Activity location.
Start Time

Date activity begins.
End Time

Date activity ends.
All Day Activity

If checked, indicates activity lasts all day. If unchecked, two fields display
for entering start and end times for the activity.

Remind me of this Activity
Optional. Select checkbox to be notified prior to activity start.
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By
Notification options are: Action Item in ASPEN or E-Mail, Action Item.
At Least Before Start

If All Day Activity is selected, you can receive a reminder 24 hours in
advance of the activity start date. If All Day Activity is deselected, you
have the following reminder options: 15 Minutes, 30 Minutes, 1 Hour, 2
Hours, 4 Hours, 8 Hours, 24 Hours.

Activity Notes
Optional text field for entering activity notes.

Tracking tab in Certification Kits

Certification Summary

Application Received

Date the initial certification was created. Automatically inserted by AST;
you can change it if necessary. Included only in initial kits for non-CLIA
providers.

Certification Date (L34)

The latest exit date of the standard surveys linked to a certification kit. For
deemed kits that do not have surveys, ASPEN enters the Survey Date
(L34) from the 1539.

Health Exit (X3)

Exit date of Health survey.
LSC Exit (X3)

Exit date of LSC survey.
Tracking Status

AST assigns a Tracking Status of 01-Active Certification Process when a
certification is created.

When all information is entered and the certification has been successfully
uploaded (as indicated by Tracking milestone: Uploaded-Ready for
Closure), change the Tracking Status to 10-Processing Complete. This
signals AST to remove the certification from AST Tracking. For NHs,
ICFs/IID, and CLIA labs, AST calculates a target date for the beginning of
the next certification cycle, and places the facility record in Certifications to
be Scheduled for that date. For other provider types, AST deletes the
existing target date.

LTC Agreement, Extension dates

ICF/IID only. Current and prior LTC Agreement and Extension dates, if present,
are ignored by AST.
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CLIA Authorization for State Validation Survey
(CMS 2802)

Request for RO Approval

Select checkbox to send an RO APPROVAL REQUEST - VALIDATION action
item to the RO Responsible Party. If no RO Responsible Party is specified,
the message goes to all CLIA RO users in the region.

Today’s date is automatically entered as the date of the request. You can
change it if necessary.

RO Response

RO’s response to the request for approval of a validation survey. Options
are: 01 Approved, 02 Disapproved.

Date

Date of RO’s response. Today’s date is automatically entered. You can
change it if necessary.

Regional Representative
Name of regional representative who approved or disapproved the survey.
Region

Region code of the responding RO; automatically entered by system. You
can change it if necessary.

Comments

Regional representative can enter any comments that apply. They will
appear on the CMS-2802A form.

Responsible Parties tab

Name
Name of SA/RO staff member.
SA/RO
Designate as State Agency or Regional Office staff.
Primary
Selecting the checkbox designates the primary responsible party.
Add S.A.

Add (assign) an SA responsible party to the activity and as a recipient of
the related action item message.
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Add R.O.

Add (assign) an RO responsible party to the activity and as a recipient of
the related action item message.

Delete
Deletes the selected SA or RO.

Activities/Action Items tab

Sent

Date activity/action item was sent to responsible party.
Due

Due date of activity/action item entered in Define Activity window.
Completed

Completed date of activity/action item entered in Define Activity window.
Type

Type of activity/action item entered in Define Activity window.
Responsible Party

Responsible Party designated in Define Activity window.
Add

Click to open the Define Activity window and add a new activity.
Modify

Select the activity, then click the Modify button to open the Define Activity
window and edit the activity.

Delete
Select the activity, then click the Delete button.

Processing Steps tab

Supporting Materials: "Processing Step Definitions", on page 157

2567 /POC/IDR tab
Event ID

Unique identifier assigned by ASPEN when the survey is created. In
certification kits, the first four characters of survey EventIDs match the
four-digit TrackID of the kit.

Event Type
Category of survey, either Health or LSC (NH only), standard or revisit.
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Start Date

Date the survey started as entered in Survey Properties.
Exit Date

Final date of survey as entered in Survey Properties.
Survey Category

From Types of Survey selected in Survey Properties.
Status

Indicates whether the survey is Open or Closed.
Adm Signoff (X6)

Date the administrator signed the Plan of Correction. Enabled only if
correctable citation(s) are present.

2567 Issued
The date CMS-2567 (Statement of Deficiencies) was sent to the provider.

You will receive a message if you enter this date and the survey has no
correctable citations. You can choose to retain the 2567 Issued date and
allow revisit scheduling anyway, or not.

Track

Button is enabled when a 2567 Issued date is entered. Click to open the
POC Tracking window, where you can enter dates and notices relevant to
the POC tracking process.

Revisit Status

Determines which providers go on the Revisits to be Scheduled list. Set by
the system to 1-Required for standard surveys with the exception noted
below, and to 2-Not Required for revisits. You can override the
auto-entered value. For licensure-only surveys, Revisit Status is set
manually.

Note: If Provides Swing Beds (SF44) = Yes in a related certification kit when
an initial survey is created for a deemed Hospital, Revisit Status is set to
2-Not Required by default. If SF44 is changed from No to Yes after the
survey is created, Revisit Status is not changed.

When a 2567 Issued date is entered for any survey, Revisit Status is
updated to 1-Required, and the survey is flagged for revisit scheduling. A
message appears if the survey has no correctable citations. You can choose
to retain the 2567 Issued date and allow revisit scheduling anyway, or not.

If an intake is finalized and Revisit Status is 1-Required for the most recent
investigation revisit survey (based on exit date) associated with the intake,
Revisit Status is automatically set to 2-Not Required for that revisit. If an

investigation does not have any revisits, Revisit Status is not changed for

the investigation.
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Termination tab

Termination Type
Selected in Termination Tracking Event window. Options are:
32 - SUBSTANTIAL NON-COMPLIANCE - 23-DAY TERMINATION
39 - NON-COMPLIANCE WITH COPS - 90 DAY TERMINATION
40 - 23 TO 90 DAY CONVERSION

Termination Start
Date selected in Termination Tracking Event window.

Back In Compliance

Date provider is back in compliance. You cannot initiate a new
IJ/termination action until this date is entered for an existing termination
action.

Term. Proc. Effect (L28)

Date entered if Termination Code (L30) is anything other than 00 Active.
Termination Reason

Lists Termination Action from Termination Tracking Event window.
Day 23

Lists date that is 23 days from Termination Start date.
Day 45

Lists date that is 45 days from Termination Start date.
Day 90

Lists date that is 90 days from Termination Start date.
RO Responsible Party

RO responsible party assigned in Termination Tracking Event window.
SA Responsible Party

SA responsible party assigned in Termination Tracking Event window.
Add Termination Event

Click to open the Termination Tracking Event window and add a new event.
Modify Termination Event

Select an existing event and click this button to modify it.
Remove Termination Event

Select an existing event and click this button to remove it.
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Termination Tracking Event window

Termination Event

Termination Type
Options are:
32 - SUBSTANTIAL NON-COMPLIANCE - 23-DAY TERMINATION
39 - NON-COMPLIANCE WITH COPS - 90 DAY TERMINATION
40 - 23 TO 90 DAY CONVERSION

Termination Start Date
Select start date.

Back in Compliance

Date provider is back in compliance. You cannot initiate a new
IJ/termination action until this date is entered for an existing termination
action.

Termination Action (L30)

Enabled in ARO; enabled in ACO only for non-participating (NP) Hospitals,
Medicaid-only Hospitals, NF, PRTF, and ICF/IID providers. Not enabled for
initial certification kits that have not been accepted by the national
reporting system.

Termination Date (L28)
Enter or select if Termination Action (L30) is anything other than 00 Active.
Termination Extended

Enter date To extend the termination period. This field is disabled if the
Termination Type is 23-day.

Related Complaint

Links associated investigations to termination actions.

Responsible Party
Assign RO
Select a Regional Office responsible party.
Assign SA
Select a State Agency responsible party.

Activities/Action items
Sent

Date activity/action item was sent to responsible party.
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Due

Due date of activity/action item entered in Define Activity window.
Completed

Completed date of activity/action item entered in Define Activity window.
Type

Type of activity/action item entered in Define Activity window.
Responsible Party

Responsible Party designated in Define Activity window.
Add

Click to open the Define Activity window and add a new activity.
Modify

Select the activity, then click the Modify button to open the Define Activity
window and edit the activity.

Delete
Select the activity, then click the Delete button.

Define Activity

Activity

Read-only. The unique identifier for the activity.
Type

Required. Select the Type of activity from the drop-down list.
Sent

Required. The date the activity originated.
Start

Optional. Date on which the activity should be started.
Due

Optional. Date by which the activity should be completed.
Completed

Enter a date here after the activity is finished. When a completed date is
entered for an activity, the status of related action items is automatically
changed from Open to Closed.

146 6/19/23 AST 12.4.1



Tracking tab in Certification Kits

Staff

Required. To add a staff member, click the appropriate button under the
Staff grid (see below), and select an individual or team from the
drop-down list in the Add Activity Recipient window.

When you add an individual, the activity is added to that person’s action
items. If you add a team, all team members are added to the Staff grid
and receive an action item for the activity.

Only one individual listed in the Staff grid can be designated the
Responsible Party. The Activities/Action Items grid in the Termination
Tracking Event window lists only the Responsible Party for each activity.

Add S.A. button

Add (assign) an SA staff member to the activity and as a recipient of the
related action item message.

Add R.O. button

Add (assign) an RO staff member to the activity and as a recipient of the
related action item message.

Add Team

Add (assign) a team to the activity. All team members are added to the
Staff grid and receive the related action item message.

Remove button

Removes (de-assigns) the selected Staff member from the activity. All
members of an assigned team must be removed individually.

Comments
Enter relevant notes about the activity in this text box.

Enforcement tab

Case ID

Identifier for the enforcement case.
Facility Name

Name of facility.
Cycle Started

The exit date of the survey that began the enforcement case. If the case is
a combined Health/LSC case, the Health survey is always the starting
survey.
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Status
As selected in the Federal Status field (Field #3 on the Case Basics tab).
Cert.

Checked if the tag was cited as part of a certification survey or revisit
(Certification is selected in Citation Properties).

Cmpint

Checked if the tag was cited as part of a complaint survey or revisit
(Complaint is selected in Citation Properties).

SQC

A flag is in this column if SQC tags have been cited on the survey. Click the
flag to open a window listing the SQC tags that were cited.

Alleg. Cmpl.
Date the facility alleges it will be in compliance.
Cmpl. Due

Date by which the facility should be in compliance, or remedies will be
applied.

Subst. Cmpl.

Date on which substantial compliance was achieved.
New

Select to add a new enforcement event.
Modify

Select the event, then click the Modify button to edit it.

Notices tab

Date Sent

Date the notice (letter) is sent. You can enter this date in the Select Letters
and Distribution List window when you create the letter, or you can supply
the date later.

Letter ID

The 4-character ID number assigned to the letter template. The actual
specific letter does not have a separate ID number.

Letter Description

Title of the letter template that was the basis for the actual letter.
Locked

Indicates whether or not the letter is locked against further editing.
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Draft

Indicates whether this letter is a draft.
Origin

SA or RO.
Create Notice/Letter button

Opens the Notices History window, from which you create, edit or view
letters and other communications associated with this case.

Remove Notice button

If the letter is a draft, click Remove Notice to remove the letter entirely
from Letter History. If the letter is not a draft, the button marks the Notice
as Removed in Notices History, and puts a strikethrough on the letter in
the list.

When you select a letter that has been removed, the button label switches
to Restore Notice, so you can restore the letter if necessary.

Letter/Notice Details
This section provides fields for storing useful information about each letter.
Created

The date the letter or notice was first created in AEM. Read-only at this
location, you can change it in the Notices History window (click Create
Notice/Letter) by selecting the letter and clicking Modify Date.

Letter Sent

AEM supplies the Date Sent from the letter/notice record. You can edit the
date as necessary in this field, and AEM updates the letter record
accordingly.

Method
Delivery method. Options are:
01 Certified Mail
02 US Postal Standard
03 Overnight UPS
04 Overnight FedEx
05 Overnight-Airborne
06 Overnight-Other
07 Other
Tracking #
Use this field to record a delivery service tracking number.
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Fax

If you fax this letter or notice, use the checkbox to indicate this, even if
you also send it by mail or some other means. Checking the box activates
the Fax Sent field.

Fax Sent
Date the notice was faxed, if applicable.
Lock/Unlock button

Locks/Unlock the selected letter. Locked letters cannot be edited or
deleted. Lock a letter when it goes in the mail or has been faxed.

Delivered Date

Date the letter or notice was delivered, if known.

CHOW tab

Chow Type

Type entered in CHOW Event Tracking window. Options are: 1 - With
Assignment, 2 - Without Assignment

Requested Received

Request Received date entered in CHOW Event Tracking window.
CHOW Effective

Effective date entered in CHOW Event Tracking window.
RO Responsible Party

Name of RO responsible party entered in CHOW Event Tracking window.
SA Responsible Party

Name of SA responsible party entered in CHOW Event Tracking window.
Add CHOW Event

Select to add new CHOW event.
Modify CHOW Event

Select an existing CHOW event and click this button to modify it.
Remove CHOW Event

Select an existing CHOW event and click this button to remove it.

Processing Steps

Supporting Materials: "Processing Step Definitions", on page 157
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CHOW Event Tracking window

Type of CHOW

Options are: 1 - With Assignment, 2 - Without Assignment.
Request Received

Date CHOW request was received.
Effective (L9)

Effective date of CHOW. Must be later than any current CHOW. This field is
not enabled for initial certification kits that have not been accepted by the
national reporting system.

Assign RO

Assign RO responsible party.
Assign SA

Assign SA responsible party.

Staff Availability List

You can access the Staff Availability List in AST from the Scheduling folder or
from an individual survey.

The Staff Availability List has two tabs for displaying relevant surveyor
information: Staff Detail and Scheduling - 7 Day.

Staff Detail tab

Shows surveyor specifics such as Work Unit, Discipline, and Qualifications, with
drill-down access to scheduled activities, conflicts of interest, and individual
surveyors' personal calendars.

Show Staff By Disciplines
Filters the list of staff members by discipline.
Show Staff by Assigned Provider Categories

Lets you further filter the list according to provider categories assighed to
staff members.

Note: The provider types you see in the Allowed Facility Categories window
are filtered by provider types and work units specified in the current
selection set, and also by the Use facility types of active selection when
displaying available staff? option in My Settings. Check all these settings if
the provider type you need is not listed.

Show Terminated Staff
Select to include terminated staff members in the list.
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Ignore Work Unit Filter

Select if you want to list staff members regardless of the Work Unit filter
setting in the active My Selections set.

Right arrow icon

Indicates the focus is on the current row, i.e., the user has clicked in this
row.

Marker icon

Indicates the user has clicked in the checkbox to the right to select or
deselect the staff member.

Person icon
Current staff member.
Person with red vest icon

Special surveyor. You can add out-of-state and other special surveyors to
survey teams if your state allows it.

Person with red slash icon

Terminated staff member.
StaffID

ID assigned in Enter/Update Surveyor Information window.
Name

Name of staff member from Enter/Update Surveyor Information window.
Work Unit

Work unit assigned in Enter/Update Surveyor Information window.
Primary Discipline

Federal Title assigned in Enter/Update Surveyor Information window.
Other Disciplines button

If Yes appears on the button in the Other Disciplines column, click to show
Additional Federal Titles assigned to the staff member in the Enter/Update
Surveyor Information window.

Facility Type Qualifications

Click to show Allowed Facility Categories assighed to the staff member in
the Enter/Update Surveyor Information window.

Show Schedule button

Click to show Scheduled Activities for the staff member from AST. Yes
appears on the Show Schedule button if the surveyor has a scheduling
conflict with the dates of the current survey.
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Conflict of Interest button

Click to show Conflicts of Interest specified for the staff member in the
Enter/Update Surveyor Information window. Yes appears on the Conflict of
Interest button if the surveyor has a current conflict of interest with the
provider to be surveyed.

Special Surveyors button

Click to search for and select a special surveyor to add to the list of
available surveyors, if your state allows it.

Scheduling - 7 Day tab

The Scheduling - 7 Day tab shows the entire staff list with graphic indicators
for those who have events already scheduled that week.

Show Staff By Disciplines
Filters the list of staff members by discipline.
Show Staff by Assigned Provider Categories

Lets you further filter the list according to provider categories assigned to
staff members.

Note: The provider types you see in the Allowed Facility Categories window
are filtered by provider types and work units specified in the current
selection set, and also by the Use facility types of active selection when
displaying available staff? option in My Settings. Check all these settings if
the provider type you need is not listed.

Show Terminated Staff
Select to include terminated staff members in the list.
Ignore Work Unit Filter

Select to list staff members regardless of the Work Unit filter setting in the
active My Selections set.

Right arrow icon

Indicates the focus is on the current row, i.e., the user has clicked in this
row.

Marker icon

Indicates the user has clicked in the checkbox to the right to select or
deselect the staff member.

Person icon
Current staff member.
Person wearing red icon

Special surveyor. You can add out-of-state and other special surveyors to
survey teams if your state allows it.
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Person with red slash icon

Terminated staff member.
StaffID

ID assigned in Enter/Update Surveyor Information window.
Name

Name of staff member from Enter/Update Surveyor Information window.
Report Customization

Customization Options

Recall a Previous Report Specification

Lists saved report specifications. Select one to set filter criteria accordingly.
Sort By

Choose desired option: Duration, Provider Name, Target Month (Desc)
Desc

Select to sort the report in descending order. Not selected by default.
Delete

Deletes saved report specification selected in Recall a Previous Report
Specification.

From Date

Start date of time range.
To Date

End date of the time range.
Show All

Select to include all dates of the selected type.

Define Selection of Records to be Displayed
Facility Type

Click the Definition button to open the Facility Category window where you
can select those you want to include.

Work Unit

Click the Definition button to open the Work Unit window where you can
select those you want to include.

Management Unit

Click the Definition button to open the Management Unit window where
you can select those you want to include.
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State Region Code

Click the Definition button to open the State Region window where you can
select those you want to include.

Set All

To change the setting for a filter on the Definition button back to All, click
the little red bar in the Set All column. You may have to scroll right to see
the bar.

Set All is grayed out when Definition = All.

Store Report Definitions
Save Report Specification?
Select this checkbox to save the current set of criteria for later use.
Report Specification Name
Enter the name of current report specification, which you are saving.
Print Now

Click this button to generate the report, which will reflect the current set of
filtering criteria.
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Processing Step Definitions

This section describes AST processing steps. Processing steps are a breakdown
of the individual steps involved in processing certifications, CHOWs,
enforcement actions (NH), and terminations (non-NH). Associated Events are
as follows:

IC: Initial CertificationIO

RC: Recertification

H: Change of Ownership

T2: Termination (23 Days)

T9: Termination (90 Days)
Process name: 01-INITIAL OR CHOW APPLICATION RECEIVED
e Processing Step: 01-Application Received

Description: Application Packet Received.

Responsible Party: SA

Associated Events: IC, CH
Process name: 02-APPLICATION INITIAL OR CHOW

e Processing Step: 01-Request to Area Office to Conduct Initial Certification
Survey

Description: Date the provider requested that the (local) Area Office
conduct an initial certification survey.

Responsible Party: PROV

e Processing Step: 02-CMS Form 855 Approval Received
Description: Date the SA received the CMS Form 855 approval.
Responsible Party: SA
Associated Events: CH
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e Processing Step: 03-Application for Survey Cleared

Description: Date the SA approved the application and scheduled an Initial
Certification survey for the provider.

Responsible Party: SA
Process name: 03-CHOW REFERRED FOR REVIEW BY SA
e Processing Step: 01-Referred For Additional Information

Description: Date and Office the Application is referred to, if necessary (e.g.
Licensure).

Responsible Party: SA

Process Name: 04-CERTIFICATION SURVEY DATES

e Processing Step: 01-Schedule Recertification Survey
Description: Dates the recertification surveys are scheduled.
Responsible Party: SA

e Processing Step: 02-Date of Initial Survey (L34)

Description: Date the SA conducted the Initial Certification survey for the
provider.

Responsible Party: SA
Associated Events: IC, RC

e Processing Step: 03-Date of Health Survey
Description: Exit date of the health survey.
Responsible Party: SA
Associated Events: IC, RC

e Processing Step: 04-Date of LSC Survey
Description: Exit date of the LSC survey.
Responsible Party: SA
Associated Events: RC

Process Name: 05-COMPLETE CMS FORM 2567
Processing Step: 01-Complete CMS Form 2567
Description: Date the CMS Form 2567 was completed by the SA in ACO.
Responsible Party: SA
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Process Name: 06-TERMINATION FIRST REVIEW

Processing Step: 01-Mail/Transmit 2567 to RO

Description: Date the CMS Form 2567 was mailed or transmitted to the RO.
Responsible Party: SA

Associated Events: T9, T2

Processing Step: 02-Receive 2567 Packet

Description: Date the RO received the packet from the SA.
Responsible Party: RO

Associated Events: T9, T2

Processing Step: 03-Clinical Review

Description: Date the Packet is reviewed by the RO.

Responsible Party: RO

Associated Events: T9, T2

Processing Step: 04-Return 2567 to SA for Revisions

Description: Date the RO send the reviewed 2567 back to the SA.
Responsible Party: RO

Associated Events: T9, T2

Process Name: 07-TERMINATION SECOND REVIEW

Processing Step: 01-Mail/Transmit Revised 2567 to RO
Description: Date the revised 2567 is sent to the RO by the SA.
Responsible Party: SA

Associated Events: T9, T2

Processing Step: 02-Receive Revised 2567 Packet
Description: Date the RO received the revised 2567.
Responsible Party: RO

Associated Events: T9, T2

Processing Step: 03-Clinical Review

Description: Date the 2567 is reviewed for the second time.
Responsible Party: RO

Associated Events: T9, T2
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e Processing Step: 04-Return Revised 2567 to SA
Description: Date the RO send the reviewed revised 2567 back to the SA.
Responsible Party: RO
Associated Events: T9, T2
e Processing Step: 05-Send POC to the SA
Description: Date the RO sends the approved POC to the SA.
Responsible Party: RO
Process Name: 08-HEALTH 2567 /POC TRACKING
e Processing Step: 01-Health 2567 Sent to Facility

Description: Date the Health 2567 is sent to the provider along with any
accompanying letters.

Responsible Party: Both
Associated Events: T9, T2

e Processing Step: 02-Health POC Due
Description: Date the POC is due back from the provider.
Responsible Party: Both
Associated Events: T9, T2

e Processing Step: 03-Health POC Received
Description: Date the POC is received from the provider.
Responsible Party: Both
Associated Events: T9, T2

e Processing Step: 04-Health POC Approved
Description: Date the received POC is approved.
Responsible Party: Both
Associated Events: T9, T2

e Processing Step: 05-Health Followup Survey
Description: Date the health followup survey is completed.
Responsible Party: SA
Associated Events: T9, T2
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Process Name: 09-REVISED HEALTH POC

e Processing Step: 01-Request Revised Health POC
Description: Date a revised POC is requested from the provider.
Responsible Party: Both

e Processing Step: 02-Receive Revised Health POC
Description: Date the revised POC is received from the provider.
Responsible Party: Both

Process Name: 11-LSC 2567 /POC TRACKING

e Processing Step: 01-LSC 2567 Sent to Facility

Description: Date the LSC 2567 is sent to the provider along with any
accompanying letters.

Responsible Party: Both
Associated Events: T9, T2
e Processing Step: 02-LSC POC Due
Description: Date the POC is due back from the provider.
Responsible Party: Both
Associated Events: T9, T2
e Processing Step: 03-LSC POC Received
Description: Date the POC is received from the provider.
Responsible Party: Both
Associated Events: T9, T2
e Processing Step: 04-LSC POC Approved
Description: Date the received POC is approved.
Responsible Party: Both
Associated Events: T9, T2
e Processing Step: 05-LSC Followup Survey
Description: Date the LSC followup survey is completed.
Responsible Party: SA
Associated Events: T9, T2
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Process Name: 12-REVISED LSC POC

e Processing Step: 01-Request Revised LSC POC
Description: Date a revised POC is requested from the provider.
Responsible Party: Both

e Processing Step: 02-Receive Revised LSC POC
Description: Date the revised POC is received from the provider.
Responsible Party: Both

Process Name: 13-IDR 2567 REVISION

e Processing Step: 01-Post IDR 2567 Sent to Facility Health
Description: Date the amended 2567 is sent to the facility (after IDR).
Responsible Party: SA

e Processing Step: 02-Post IDR 2567 Sent to Facility LSC
Description: Date the amended 2567 is sent to the facility (after IDR).
Responsible Party: SA
Associated Events: T2

Process Name: 14-LAST HEALTH REVISIT 2567 /POC TRACKING

e Processing Step: 01-Last Health Revisit 2567 Sent to Facility

Description: Date the Health 2567 is sent to the provider along with any
accompanying letters.

Responsible Party: SA

e Processing Step: 02-Last Health Revisit POC Due
Description: Date the POC is due back from the provider
Responsible Party: SA

e Processing Step: 03-Last Health Revisit Received
Description: Date the POC is received from the provider.
Responsible Party: SA

e Processing Step: 04-Last Health Revisit Approved
Description: Date the received POC is approved.
Responsible Party: SA
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Process Name: 17-LAST LSC REVISIT 2567 /POC TRACKING
e Processing Step: 01-Last LSC 2567 Revisit Sent to Facility

Description: Date the last LSC 2567 is sent to the provider along with any
accompanying letters.

Responsible Party: SA
e Processing Step: 02-LSC POC Due
Description: Date the POC is due back from the provider.
Responsible Party: SA
e Processing Step: 03-Last LSC 2567 Revisit POC Received
Description: Date the POC is received from the provider.
Responsible Party: SA
e Processing Step: 04-Last LSC 2567 Revisit POC Approved
Description: Date the received POC is approved.
Responsible Party: SA
Process Name: 18-COMPLIANCE STATUS
e Processing Step: 01-Provider back in compliance
Description: Date the provider is determined to be back in compliance.
Responsible Party: SA
e Processing Step: 02-Provider remains out of compliance
Description: Date the provider is determined to remain out of compliance.
Responsible Party: SA
Process Name: 19-TERMINATION THIRD REVIEW
e Processing Step: 01-Revisit 2567 packet to RO

Description: Date the revisit CMS Form 2567 was mailed or transmitted to
the RO.

Responsible Party: SA

e Processing Step: 02-Receive Revisit 2567 Packet
Description: Date the RO received the revisit packet from the SA.
Responsible Party: RO
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e Processing Step: 03-Clinical Review
Description: Date the revisit packet is reviewed by the RO.
Responsible Party: RO
e Processing Step: 04-Return Revisit 2567 Packet
Description: Date the RO send the reviewed revisit 2567 back to the SA.
Responsible Party: RO
Process Name: 20-TERMINATION FINAL REVIEW
e Processing Step: 01-Transmit revised revisit 2567 packet to RO

Description: Date the revised revisit CMS Form 2567 was mailed or
transmitted to the RO.

Responsible Party: SA

e Processing Step: 02-Received revised revisit 2567 packet
Description: Date the RO received the revised revisit packet from the SA.
Responsible Party: RO

e Processing Step: 03-Final Clinical Review
Description: Date the revised revisit packet is reviewed by the RO.
Responsible Party: RO

Process Name: 21-TERMINATION COMPLETED 2567 PACKET

e Processing Step: 01-Complete 2567 Packet
Description: Date the SA completes the 2567 packet.
Responsible Party: SA

e Processing Step: 02-Send Completed 2567 Packet to RO
Description: Date the completed 2567 packet is sent to the RO.
Responsible Party: SA

e Processing Step: 03-Receive Completed 2567 Packet
Description: Date the RO received the completed 2567 from the SA.
Responsible Party: RO
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Process Name: 22-TERMINATION/BACK IN COMPLIANCE STATUS
e Processing Step: 01-Termination

Description: Enter the termination date.

Responsible Party: Both
e Processing Step: 02-Back in Compliance

Description: Enter the date the provider is determined to be back in
compliance.

Responsible Party: Both

Process Name: 24-COMPLETE CERTIFICATION PACKET STATUS

e Processing Step: 01-Complete Recertification Packet
Description: Date the SA completed the Recertification packet
Responsible Party: SA

e Processing Step: 02-Certification Packet Mailed/Transmitted to the RO
Description: Date the SA sent Certification packet to the RO.
Responsible Party: SA

e Processing Step: 03-Certification Packet Received
Description: Date the RO received the Certification packet from SA.
Responsible Party: RO

Process Name: 26-CERTIFCATION APPROVAL

e Processing Step: 01-Certification Application Approved
Description: Date the RO approved the Certification packet.
Responsible Party: RO

Process Name: 28-TRANSMIT CHOW PACKET

e Processing Step: 01-CHOW Packet Mailed/Transmitted to the RO
Description: Date the SA sent CHOW packet to the RO.
Responsible Party: SA
Associated Events: CH

e Processing Step: 02-CHOW Packet Received
Description: Date the RO received the CHOW packet from the SA.
Responsible Party: SA
Associated Events: CH
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Process Name: 30-CHOW REFERRED TO ANOTHER OFFICE BY RO

Processing Step: 01-Referred to Another Office

Description: Office the CHOW is referred to for review, if necessary (e.g.
0GCQC).

Responsible Party: RO

Process Name: 32-CHOW APPROVED

Processing Step: 01-CHOW Application Approved
Description: Date the RO approved the CHOW packet.
Responsible Party: RO

Process Name: 35-DENY CERTIFICATION

Processing Step: 01-Deny Certification

Description: Date the Certification packet was denied by the RO.
Responsible Party: RO

Processing Step: 02-Denial Letter Mail/Transmit to Provider
Description: Date the RO sent the Denial Letter to the provider.
Responsible Party: RO

Processing Step: 03-Denial Letter /C&T Mail/Transmit to SA

Description: Date the RO sent a copy of the Denial Letter and/or C&T (CMS
Form 1539) to the SA.

Responsible Party: RO
Processing Step: 04-Denial Letter /C&T Received by SA

Description: Date the SA received a copy of the Denial Letter and/or C&T
(CMS Form 1539).

Responsible Party: SA

Process Name: 38-CERTIFICATION RECONSIDERATION REQUEST

Processing Step: 01-Reconsideration Request Submitted to RO

Description: Date the provider submitted the Reconsideration Request to
the RO.

Responsible Party: PROV

Processing Step: 02-Reconsideration Request Received
Description: Date the RO received the Reconsideration Request.
Responsible Party: RO
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Processing Step: 03-Approved Reconsideration Request /Back in
Compliance

Description: Date the RO approved Denied packet or the date that the Initial
Certification packet is back in compliance.

Responsible Party: RO

Process Name: 41-CERTIFICATION OVERTURNED DECISION

Processing Step: 01-Mail/Transmit Overturned Decision Letter to Provider

Description: Date the RO sent the Overturned Decision Letter to the
Provider.

Responsible Party: RO
Processing Step: 02-Mail/Transmit Copy of Overturned Decision Letter to SA

Description: Date the RO sent a copy of the Overturned Decision Letter to
the SA.

Responsible Party: RO
Processing Step: 03-Date Copy of the Overturned Decision Letter Received
Description: Date the SA received a copy of the Overturned Decision Letter.
Responsible Party: SA

Process Name: 44-CERTIFICATION RECONSIDERATION DENIED

Processing Step: 01-Reconsideration Request Denied
Description: Date the RO denied the Reconsideration Request.
Responsible Party: RO

Processing Step: 02-Mail/Transmit Denied Reconsideration Request Letter
to the Provider

Description: Date the RO sent the denied Reconsideration Request Letter to
the provider.

Responsible Party: RO

Processing Step: 03-Mail/Transmit Denied Reconsideration Request Letter
to the SA

Description: Date the RO sent a copy of the denied Reconsideration Request
Letter to the SA.

Responsible Party: RO

Processing Step: 04-Copy of Denied Reconsideration Request Letter
Received by SA

Description: Date the SA received a copy of the denied Reconsideration
Request Letter.

Responsible Party: SA
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Process Name: 47-CERTIFICATION ADMINISTRATIVE HEARING

Processing Step: 01-Administrative Hearing Request Letter to the Appeals
Board Submitted

Description: Date the provider submitted the Hearing Request Letter to the
Administrative Law Judge.

Responsible Party: PROV

Processing Step: 02-Received Administrative Hearing Request Letter by ALJ
Description: Date Letter by ALJ received by RO

Responsible Party: RO

Process Name: 50-FINAL DATA ENTERED

Processing Step: 01-Final Data Entered into System

Description: Date the RO and/or SA entered the approved packet data into
the system.

Responsible Party: BOTH

Target Date Calculations - NH and CLIA Labs

About NH Performance Scores and Target Dates

To determine target dates for nursing homes, AST totals the deficiency results
from Health and LSC surveys, both certification and complaint. Deficiency totals
are then weighted by scope/severity, Substandard Quality of Care (SQC), and
period of non-compliance to produce a raw performance score.

To provide easily compared values, AST applies a standard deviation to the raw
score resulting in the NH Standard Score.

Scheduling Groups

AST compares each NH provider's standard score with the peer group mean for
that provider type, and uses the result to assign the NH to one of three
scheduling groups:

Scheduled Group

Accelerated (standard score is higher than the mean)

Target Date: Prior L34 date + 270 days + uniform random number of days
between 1 and 30

Deferred (standard score is lower than the mean)

Target Date: Prior L34 date + 420 days + uniform random number of days
between 1 and 30
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e Normal (standard score is neither higher nor lower)

Target Date: Prior L34 date + 300 days + uniform random number of days
between 1 and 120

Standard Deviations

By default, AST uses a standard deviation of 1 above or below the mean to
assign providers to either the Accelerated or Deferred group. This setting
should be statistically suitable for most states, but AST permits adjustments if
a state finds that one deviation is not distributing nursing homes appropriately
among the three schedule groups.

To update NH performance scores:

Periodically, as deficiency and complaint information is added to nursing home
records, you should recalculate standard scores and deviations. This action
adjusts the scores and may change target dates for NHs awaiting scheduling.

We recommend recalculating once per quarter. Only system administrators with
appropriate security rights should perform this procedure.

From the ACO Main menu, select System, Facility Types, Calculate NH
Statistics.

Spstem
Syztem Configuration »
Accezzibility...
Lookup Yalues 3

Letter Management...
Spell Check Dictionary...

Facility Types Type Maintenance...
o Primary Categories...
Master Audit History _|,| &
Security...
Database Maintenance Calculate MH Statistics

Specialty Info Transfer
Software Updates
Software Wersions
Spstem Connection...

Figure 105: Calculate NH Statistics menu
You will see a confirmation request:

Warning

\:p Are you zure pou want to update MH statistics? Thiz will take zome time and it iz recommended for off hours execution,

e | MNa I

Figure 106: Warning
Select Yes to perform the calculation.
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NH Visit Scoring Specification

This section describes the rule for scheduling nursing home certification visits.
This rule allows the state to determine the interval between visits within a 9 to
15 month period, with an average interval across all nursing homes of 12
months. To assist states in separating nursing home (NH) providers to be
visited earlier versus later in this interval, the following method is used.

AST calculates a continuous scale score based on numeric values assigned to
survey deficiency results weighted by scope/severity, SQC, and period of
non-compliance. These scores are then standardized by transformation into
standard deviations from peer group means.

Each facility is then assigned to one of the following three scheduling
categories:

e Accelerated schedule
e Deferred schedule
e Normal schedule

These assignations are made according to the standardized ‘distance’ from the
peer group mean as follows:

e Standard deviations or greater above the mean are categorized in the
ACCELERATED SCHEDULE group.

e Standard deviations or greater below the mean are categorized in the
deferred schedule group.

e The central area bounded by the mean +- 1.0 standard deviations are
categorized in the normal schedule group.

With a normal distribution of scores, and using the +- 1.0 standard deviation
rule, approximately 16% providers are categorized into each of the accelerated
and deferred groups, while the remaining 68% of providers are assigned to the
‘Normal’ group.

Based on these scheduling group assignments, AST generates a target date for
each nursing home provider’s next certification cycle as follows:

e Accelerated group: Prior L34 date + 270 days + uniform random # days
between 1 and 30.

e Deferred group: Prior L34 date + 420 days + uniform random # days
between 1 and 30.

e Other group: Prior L34 date + 300 days + uniform random # days between
1 and 120.

The interval of possible scheduling days (from the entire 9 to 15 month range)
assigned to each group approximates the percentage of providers expected in
each group.
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Information on active cutoff values is saved by AST, which provides an interface
to maintain these values. Access to this configuration interface may be for CMS
only, or states may be given the option of specifying their own limits -
according to CMS policy.

Note: The 1.0 standard deviation rule can be easily adjusted in AST. Also, AST
allows the upper and lower cutoffs to be non-symmetric; that is, the upper
bound can be set to 1.0 standard deviations, while the lower bound can be set
to 1.25 deviations.

Each NH provider has a scheduling score calculated based on the standard
deviation formula. Results from both Health and LSC surveys are included in
the score calculation.

The Scope/Severity and SQC weights assigned to each deficiency considered in
the score in the following tables.

S/S Weight SQC Weight
A, BandC 0 N/A N/A
D 2 N/A N/A
E 4 N/A N/A
F 6 F SQC 10
G 10 N/A N/A
H 20 H SQC 25
I 30 I SQC 35
J 50 J SQC 75
K 100 K SQC 125
L 150 L SQC 175
More ...

Supporting Materials: "Peer groups", on page 172

Scoring Components
Calculation of the scheduling score includes the following three components:

e The sum of deficiency scores derived from citations in the most recent
certification survey in which substantial compliance was eventually
achieved.

e The sum of deficiency scores derived from citations of complaint surveys
within the last 365 days of the date of calculation.
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e A third component reflecting extended non-compliance is calculated based
on the number of revisits required before the facility achieved substantial
compliance on the most recent standard health certification visit, as follows:

Revisit Points

1st Revisit 0 points

2nd Revisit 50 points

3rd Revisit 75 additional points
4th Revisit 100 additional points

The raw scheduling score is calculated as:
Raw score = Certification Score + Complaint Score + Non-compliance Score

Peer groups

Each facility’s raw score calculation is standardized by conversion to standard
deviations from peer group averages (as detailed below). For this purpose,
‘Peer Groups’ are defined as facilities sharing the same ASPEN FacType. An
ASPEN FacType is equivalent to each of the national repository nursing home
categories: 02, 03, 04, and 10, as well as each of a state’s defined nursing
home licensure subtypes. Facilities in each type are standardized to the raw
score averaged across all facilities of that type.

Standardizing raw scores

To allow for standardized comparison of values derived from the raw score
algorithm, raw scores are expressed in terms of standard deviations from peer
group means. AST uses the following formula to determine peer group standard
deviations:

c - - (5 A

peer

n
(N-1)

Where: n = number of facilities in peer group
Xi = raw score for ith facility in peer group
i=1

Note: Each peer group is considered to be the complete population of interest
for scheduling. Therefore, n is used in the standard deviation denominator
versus n-1, which is appropriate for estimates of a population’s standard
deviation derived from population samples.
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The standard score for each provider is therefore calculated as:

Std score = (Rawscore — Hpeer)/(cpeer)

Where: Uoeer = Peer group mean

Gpeer = Peer group standard deviation

For example, if the average raw score for the SNF/NF (02) peer group is 75 with
a standard deviation of 25, a facility within this peer group with a raw score of
112.5 has a standard score of 1.5, placing it in the accelerated scheduling
group, as shown below:

112.5-75/25=1.5

CLIA Target Date Calculation

CLIA Labs are given a target date for the next certification cycle. A target date
is a required condition for a lab to appear in the AST Schedule view. During the
9.0 baseline process, this was initially calculated for non-terminated,
non-foreign labs that were or were becoming compliance labs with
labclass=1-Regular.

The calculation is performed as described in the following sections.

Pending Certificate Present

If Certificate type = 9-Registration and
Application type = 1-Compliance, then:

L8 = 1-Initial Cert and Target date = Certificate effective date + 90

If Certificate type = 1-Compliance and
Application type = 1-Compliance, then:

L8 = 2-Recert and Target date = Certificate effective date - 270

Note: If a change of status occurs with pending certificate application type =
1-Compliance, but the current certification type = 3, a new target date is not
calculated during the initial database upgrade. The lab cannot be scheduled
until the new current certificate is issued with Certificate type = 9 and the
Application type = 1-Compliance. This certificate is issued when the fee is paid
and generated by the weekly billing run.
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No Pending Certificate Present

If Certificate type = 9-Registration and
Application type = 1-Compliance, then:

L8 = 1-Initial Cert and Target date = Certificate effective date + 90

Subsequent Certifications

When a current certification for a compliance lab is completed, uploaded to a
success status, and the user changes the Tracking Status to 10 - Processing
Complete from the Tracking tab, AST sets the next target date for the lab to
270 days prior to the expiration date of the current pending certificate.

Action Item Messages

The comprehensive list of action items for the logged-on user appears in AST.
This includes all action items delivered through ASPEN applications: ACO,
ACTS, AEM, and AST, as well as reminders of personal activities.

The action items described here will appear in the application that generates
them as applicable for the logged-on user. Broadcast action items appear for all
RO users in the applicable region. CO users can see all RO broadcast messages,
regardless of region.

Note: Broadcast action items will be automatically removed one year after they
are sent.

The messages are listed in alphabetical order. The message number (if there is
one) is in parentheses after the message title.

2567 REVISED FOR APPEALED SURVEY - When the Revised 2567 Date is
changed on a survey that has a hearing associated with it in an AEM case, a
2567 REVISED FOR APPEALED SURVEY activity is added to the case and an
action item advising of the changed date is sent to the primary case workers.

Recipient: Primary case workers

Format: 2567 REVISED FOR APPEALED SURVEY TO ENF CASE FOR:
<FACILITY NAME> (<CASE ID>)

2802 Sent to State - Message is created when the Send 2802 to State button
is pressed on the Deemed/2802 tab of the certification kit (with required fields
present).

Recipient: All Responsible Parties
Format: 2802 SENT TO STATE FOR: <FACILITY NAME> (<TRACK ID>)
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ACTS Assigned Activity (6) - Message is created when an activity is added
on the Activities tab of an intake in ACTS.

Recipient: SA and RO staff

Format: <ACTIVITY TYPE> FOR: <FACILITY NAME> (<INTAKE ID>)
<CCN>

Ex: LETTER TO PROVIDER/SUPPLIER FOR: <FACILITY NAME> (<INTAKE ID>)
<CCN>

Added to Survey Team (1) - Message is created when user is added to a
survey team. Message is deleted when user is removed from the survey team
or the survey is deleted.

Recipient: SA, RO, or CO survey team members

Format: SURVEY FOR: <FACILITY NAME> (<EVENT ID>) <CCN>
formerly INVESTIGATION FOR: <FACILITY NAME>
(<EVENT ID>)

ARM Assigned Activity (28) - Message is created when an ARM activity is
added.

Recipient: ARM staff

AST Assigned Activity (16) - Message is created when an activity is added
to the My Activities section of My ASPEN.

Recipient: SA and RO staff

Format: <ACTIVITY TYPE> FOR: <FACILITY NAME> (<ITEM ID>)
<CCN>

AUTOMATIC INITIAL UPLOAD PENDING - When an automatic initial upload
to national occurs, AEM sends an action item.

Recipient: Primary case workers

Certification Forward to RO (27) - Message is created when a certification
kit is flagged for RO review (SF08 set to 1) upon an upload attempt.

Recipient: All CLIA RO and CO Responsible Parties, if any assigned to the
certification; otherwise, broadcast to all CLIA RO users and all
CO users

Certification RO Approval Request (25)

Recipient: All CLIA RO and CO Responsible Parties, if any assigned to the
certification; otherwise, broadcast to all CLIA RO users and all
CO users

Certification RO Approval Response (26) - Message is created when an RO
or CO user enters an RO Response and date.

Recipient: All SA Responsible Parties
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CMP PAYMENT POSTED BY OFM - When a Civil Money Penalty (CMP)
payment is posted by OFM in the Installment Detail window, AEM sends an
action item to the primary RO case worker. If a primary RO case worker is not
assigned to the case, the action item is not sent.

A payment is considered posted when any/all of the following fields are
changed and non-zero: Interest Amount, Medicaid Amount, Medicare Amount,
Escrow Amount Collected, Total CMP Amount.

Recipient: Primary case workers

Complaint Closed (3) - Message is created when an intake is marked
Finalized on the Actions/Close tab and the intake's status is set to 8 - Closed.

Recipient: All RO and CO Responsible Parties, if any assigned to the
intake; otherwise, broadcast to all RO users for current
region, or all CLIA RO users if CLIA intake, as well as all CO
users

Format: COMPLAINT CLOSED: <FACILITY NAME> (<INTAKE ID>)
<CCN>

COW Request RO Approval (23) - CLIA only. Message is created when the
Request for RO Approval checkbox is selected on the RO Approval tab of the
intake, Certificate Type is Waiver, and intake status is set to 2 - Pending RO
Approval. The date on the action item is the request date.

Recipient: All RO and CO Responsible Parties, if any assigned to the
intake; otherwise, broadcast to all CLIA RO users for current
region as well as all CLIA CO users

Format: COW REQUEST RO APPROVAL - <FACILITY NAME>
(<INTAKE ID>) <CCN>

COW RO Approval (24) - CLIA only. Message is created when an RO or CO
user enters an RO Response and its Date on the RO Approval tab of the intake,
and Certificate Type is Waiver. All COW Request RO Approval messages for the
current intake are closed.

Recipient: All SA Responsible Parties

Format: COW RO APPROVAL: <FACILITY NAME> (<INTAKE ID>)
<CCN>

Death-Rstrnt/Sclsn, Request Determntn (18) - Message is created when
the Request RO Determination checkbox is selected in the Death Associated
with the Use of Restraints/Seclusion section on the Allegations tab of the
intake. The date on the action item is the request date if entered; otherwise,
the action item creation date.

Recipient: All RO and CO Responsible Parties, if any assigned to the
intake; otherwise, broadcast to all RO users for current region
as well as all CO users

Format: Death-Rstrnt/Sclsn, Request Determntn - <FACILITY NAME>
(<INTAKE ID>) <CCN>
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Death-Rstrnt/Sclsn, RO Response (19) - Message is created when an RO
or CO user enters an RO Determination and its Date in the Death Associated
with the Use of Restraints/Seclusion section on the Allegations tab of the
intake.

Recipient: All SA Responsible Parties

Format: Death-Restraint/Seclusion, RO Response - <FACILITY NAME>
(<INTAKE ID>) <CCN>

EMTALA Response from RO (13) - Message is created when an RO or CO
user enters an EMTALA RO Response and its Date on the EMTALA tab of the
intake. All EMTALA RO Approval Requested messages for the current intake are
closed.

Recipient: All SA Responsible Parties

Format: EMTALA Response from RO - <FACILITY NAME>
(<INTAKE ID>) <CCN>

EMTALA RO Approval Requested (12) - Message is created when the
EMTALA Request for RO Approval checkbox is selected on the EMTALA tab of
the intake. The date on the action item is the request date if entered;
otherwise, the action item creation date.

Recipient: All RO and CO Responsible Parties, if any assigned to the
intake; otherwise, broadcast to all RO users for current region
as well as all CO users

Format: EMTALA request RO approval - <FACILITY NAME>
(<INTAKE ID>) <CCN>

Enforcement Assigned Activity (15) - Message is created when an activity
is added to the Activities section on the Case Basics tab of a case in AEM.

Recipient: SA and RO staff

Format: <ACTIVITY TYPE> FOR: <FACILITY NAME> (<CASE ID>)
<CCN>

Forwarded to CO (20) - Message is created for designated provider types
when an RO or CO user enters a Forwarded to CO date. This field is at the
bottom of the Investigation tab and also on the Actions/Close tab of the intake.

Message is not created if provider type is 01U, 01V, 01W, 01X, 01Y, 01Z -
Medicaid Only Hospitals, 024 NH - NF Only, 061 PRTF - Medicare, or
111 ICF/IID - Medicaid.

Recipient: All CO Responsible Parties, if any assigned to the intake

Format: FORWARDED TO CO: <FACILITY NAME> (<INTAKE ID>)
<CCN>
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Forwarded to RO (10) - Message is created for designated provider types
when a user enters a Forwarded to RO/MSA date (Forwarded to RO date if
CLIA). This field is at the bottom of the Investigation tab and also on the
Actions/Close tab of the intake.

Message is not created if provider type is 01U, 01V, 01w, 01X, 01Y, 01Z -
Medicaid Only Hospitals, 024 NH - NF Only, 061 PRTF - Medicare, or 111 ICF/IID
- Medicaid.

Recipient: All RO Responsible Parties, if any assigned to the intake;
otherwise, broadcast to all RO users (CLIA RO users if CLIA
intake) for current region, as well as all CO users (CLIA CO
users if CLIA intake)

Format: FORWARDED TO RO: <FACILITY NAME> (<INTAKE ID>)
<CCN>

HEARING RESOLVED - When a hearing's Settle/Withdraw Date or Final
Decision Date is entered, this action item is sent to both primary case workers.
If the date is entered by one of the primary case workers, the action item is not
sent to that person.

Recipient: Primary case workers

IJ SITUATION ADDED - NH, State Licensure HHA. When an 1J situation is
added to an enforcement case, AEM sends an action item.

Recipient: Primary case workers

Format: 1J SITUATION ADDED TO ENF CASE FOR: <FACILITY NAME>
(<CASE ID>)

IJ CHANGED/REMOVED BY IDR/IIDR - NH only. When an IJ-level tag's
Scope/Severity (S/S) is changed as a result of Informal Dispute
Resolution/Independent IDR (IIDR) or hearing, and the S/S change affects the
status of the 1] situation, an 1J SITUATION CHANGED BY IDR/IIDR activity is
added to the case and the primary case workers receive an action item.

Recipient: Primary case workers

Format: 1) SITUATION CHANGED BY IDR/IIDR TO ENF CASE FOR:
<FACILITY NAME>(<CASE ID>)

Investigation Activity Auto-Creation - When an activity of Type 08 -
Schedule Onsite Visit is added on the Activities tab of the intake, message

06 - ACT Assigned Activity is sent if there is at least one survey team member.
If not, it is automatically created when the team member(s) are first assigned.
The survey team leader or, in lieu thereof, the first team member, is designated
as the Responsible Party.

Also, message 01 - Added to Survey Team is sent to all members newly
assigned to the survey team. This message uses Alert 1 functionality;
therefore, it will not appear as a separate type on Action Item filter lists.
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Investigation Activity Auto-Update - When an intake is linked to a different
survey, an existing activity of Type 08 - Schedule Onsite Visit is automatically
updated with the appropriate survey date and team leader information. This
message uses Alert 1 functionality; therefore, it will not appear as a separate
type on Action Item filter lists.

NEW SURVEY ADDED - New survey activities and action items are triggered
when a survey is created anywhere in ASPEN (ACO, ARO or ACTS) for a
provider that has an active AEM enforcement case. The visit is added to the
enforcement case, a NEW SURVEY ADDED activity is created for the case, and
a NEW SURVEY ADDED action item is sent.

Recipient: Primary case workers

Format: NEW SURVEY ADDED TO ENF CASE FOR: <FACILITY NAME>
(<CASE ID>)

NEW VISIT - COMPLIANCE REMOVED - NH, State Licensure HHA. When the
Shell Only option in Survey Properties is deselected, either manually or
automatically, AEM adds the survey to an enforcement case, if appropriate. If
the enforcement case had Substantial Compliance and adding the survey
removes compliance, AEM sends an action item.

Recipient: Primary case workers

Personal (PR) - Message is created when a personal activity is added to the
My ASPEN personal calendar in AST.

Recipient: Staff member who added the activity
Format: Reminder:<HH:MMa/p> <Category-Activity>
Ex: Reminder: 9:30a Meeting-Team Meeting

PPMP Request RO Approval (21) - CLIA only. Message is created when the
Request for RO Approval checkbox is selected on the RO Approval tab of the
intake, Certificate Type is PPMP, and intake status is set to 2 - Pending RO
Approval. The date on the action item is the request date.

Recipient: All RO and CO Responsible Parties, if any assigned to the
intake; otherwise, broadcast to all CLIA RO users for current
region as well as all CLIA CO users

Format: PPMP REQUEST RO APPROVAL: <FACILITY NAME>
(<INTAKE ID>) <CCN>

PPMP RO Approval (22) - CLIA only. Message is created when an RO or CO
user enters an RO Response and its Date on the RO Approval tab of the intake,
and Certificate Type is PPMP. All PPMP Request RO Approval messages for the
current intake are closed.

Recipient: All SA Responsible Parties

Format: PPMP RO APPROVAL: <FACILITY NAME> (<INTAKE ID>)
<CCN>
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REMOVE FROM NATIONAL UPLOAD PENDING - When an automatic
remove from national occurs, AEM sends an action item.

Recipient: Primary case workers

Response from RO (11) - Message is created when an RO or CO user enters
an RO Response and its Date on the Deemed or RO Approval tab of the intake.
All RO Approval Requested messages for the current intake are closed.

Recipient: All SA Responsible Parties

Format: RESPONSE FROM RO FOR: <FACILITY NAME> (<INTAKE
ID>) <CCN>

Responsible RO (5) - Message is created when a Responsible RO or CO is
specified on the Intake tab of the intake.

Recipient: RO or CO staff member assigned to the intake as a
Responsible Party

Format: RESPONSIBLE FOR: <FACILITY NAME> (<INTAKE ID>)
<CCN>

Responsible SA (4) - Message is created when a Responsible SA is specified
on the Intake tab of the intake.

Recipient: SA staff member assigned to the intake as a Responsible
Party

Format: RESPONSIBLE FOR: <FACILITY NAME> (<INTAKE ID>)
<CCN>

Restraints/Seclusion Death (17) - Message is created when an allegation
of type 05 - Restraints/Seclusion - Death is added to the Allegations tab of the
intake.

Recipient: All RO and CO Responsible Parties, if any assigned to the
intake; otherwise, broadcast to all RO users for current region
as well as all CO users

Format: RESTRAINTS/SECLUSION DEATH - <FACILITY NAME>
(<INTAKE ID>) <CCN>

Revisit Requested (7) - Message is created when an SA user first enters a
date in the Request RO Approval for Revisit field for a survey. This field is on
the Investigation and Survey grid on the Investigation tab and on the
Investigation/Revisit grid on the Investigation Properties tab in Investigation
Properties->Survey View.

Recipient: All RO and CO Responsible Parties, if any assigned to the
intake; otherwise, broadcast to all RO users for current
region, or all CLIA RO users if CLIA intake, as well as all CO
users

Format: REVISIT REQUESTED FOR: <FACILITY NAME> (<EVENT ID>)
<CCN>
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Revisit Response (8) - Message is created when an RO or CO user enters an
RO Response and RO Response Date. These fields are on the Investigation and
Survey grid on the Investigation tab.

Recipient: SA user who initially entered the Request RO Approval for
Revisit date (see Revisit Requested message)

Format: RESPONSE RECEIVED FROM RO FOR REVISIT REQUEST:
<FACILITY NAME> (<EVENT ID>) <CCN>

RO Approval Requested (2) - Message is created when the Request for RO
Approval checkbox is selected on the Deemed or RO Approval tab of the intake,
and intake status is set to 2 - Pending RO Approval. For CLIA intakes, Certificate
Type on the RO Approval tab must be Accreditation. The date on the action item
is the request date.

Recipient: All RO and CO Responsible Parties, if any assigned to the
intake; otherwise, broadcast to all RO users for current
region, or all CLIA RO users if CLIA intake, as well as all CO
users

Format: RO APPROVAL - <FACILITY NAME> (<INTAKE ID>) <CCN>

RO Final Action Signoff (14) - Message is created when the Final Action
Signoff date is entered on the Investigation Properties tab. All RO action items
for the current intake are closed. This message is deleted if the Final Action
Signoff date is deleted, but all other closed RO action items will remain closed.

Recipient: All SA Responsible Parties

Format: FINAL ACTION SIGNOFF: <FACILITY NAME> (<INTAKE ID>)
<CCN>

SUBSTANTIAL COMPLIANCE ACHIEVED - NH, State Licensure HHA. When
Substantial Compliance is achieved in a case, AEM sends an action item to the
primary case workers.

Recipient: Primary case workers

SUBSTANTIAL COMPLIANCE REMOVED/CASE REOPENED - NH, State
Licensure HHA. When Substantial Compliance is removed from a closed
enforcement case, the case is reopened (Federal Status is set to Open-Active)
and AEM sends an action item.

Recipient: Primary case workers

Format: SUBSTANTIAL COMPLIANCE ACHIEVED TO ENF CASE
FOR:<FACILITY NAME> (<CASE ID>)

Unable to Upload Certkit (30) - Message is created when a certification kit
upload (CERT) fails. Recipient can double-click to open the kit.

Recipient: All Responsible Parties assigned to the certification kit
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Unable to Upload Investigation (29) - Message is created when an
investigation survey upload (CSP-SRV) fails. Recipient can double-click to open
the investigation.

Recipient: All Responsible Parties assigned to all linked intakes

Unable to Upload Survey (32) - Message is created when a survey upload
(SRVY) fails. Recipient can double-click to open the survey.

Recipient: All survey team members and, if special survey, all
Responsible Parties assigned to the survey

AST Report Samples

This section provides column definitions and information for some of the
reports you can generate using AST. All of the reports in this section are run
from the Reports/Scheduling and Tracking Reports menu in ACO, ARO, or AST.

The following reports are available in AST from:
Reports Menu | Scheduling and Tracking Reports
e Profile Reports

Initial Certification Profile

Change of Ownership Profile

Recertification Profile

Termination (90 Days)

Termination (23 Days)

Branch Office

Full Facility Profile
e Scheduling Reports

Scheduling - Target Month

Scheduled Survey Report by Period

- By Facility
- By Survey/Team

Survey Average (Interval) Report

Months Since Last Certification

Certifications to be Scheduled

Complaints to be Scheduled

Revisits to be Scheduled
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e Tracking Reports
Pending/Initial Aging Report
Tracking - Comprehensive
Certification Tracking by Responsible Party
Termination Summary Report
Involuntary Termination 23
Involuntary Termination 90
Certification Processing Time
- Initial Certification Processing Time
- Recertification Processing Time
CHOW Tracking
CHOW Processing Time
COPs Out of Compliance
Revisit Due Date
Overdue Revisits
POC Tracking
Facility Milestone
e Calendar Reports
Schedule Calendar
Schedule Detail
e Schedule View Right-click Reports
Certifications to be Scheduled
Complaints to be Scheduled
Revisits to be Scheduled
e Tracking View Right-click Reports
Certification Milestones
Tracking Report
Recertification Profile
Change of Owner Profile
Termination (90 Days)
Termination (23 Days)
Branch Office
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Branch Office

This report provides basic information on the branch offices associated with a
legacy HHA, as entered on CMS-1572A.

Agency for Health Care Administration
Branch Office

Printed: 03302040

Facility Hame Facility [0 FL10OD
Address Frowvider 1D
Phone

Total Humber of Operating Branches: 2

Total Number of Patients Served by the Provider: NSA

Branches

Branch Cffice: Eranch ID [0ASIS MO1E]:
Address:
Contact:

Phone: FAx:

Openad: 030972008 Closed:

Branch Office: Branch 1D [0ASIS MO1E]):
Address:
Contact:

Phone: FAK:

Opened: 040472040 Closed:

HHABmwll 1pt Page 1 of1

Figure 107: Branch Office report sample
Report column definitions:
Branch Office
Current branch operating name.
Branch ID (OASIS MO16)
10-digit Medicare branch identification number, entered by the RO.
Address
The address of the branch.
Contact
The contact person at the branch.

Phone
The phone number of the branch.
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Opened
Date the RO approved the establishment of the branch.

Closed
The branch termination date.

Change of Owner Tracking Profile

This report lists the change of ownership (CHOW) processing steps for a
provider.

Printed 03312010

Agency for Health Care Administration
Change of Owner Tracking Profile

Frovider Name
Frovider Address:
SA Analyst

Audit Fl: 00380-PALMETTO

Provider (D: 103001
Telephone Number:
RO Analyst:

Claims Fl: 00380-PALMETTO

CHOW Pr ing Step
Event Type CHOW: Change 01 Owner
Processing Step
Chi§ Fi R 655 AF P ROVAL RECENED
APRLICATION RACKET RECEIVED

CHOWM PACKET MAILEDT RANSMITTED TO THE RO

CHOW PACKET RECEIVED

Effective CHOW Date:
Responsible Party Date
STATE
STATE

01072010
172010
STATE MA7/2010

Ch$ RO 010742010

A31_C LowPw o ap1

Figure 108: Change of Owner Tracking Profile report sample

Report column definitions:

Event Type CHOW

Type of CHOW requiring action.

Effective CHOW Date
Date on which the CHOW became effective.

Processing Step

Action or occurrence relating to the CHOW.

Responsible Party

Page 1ofl

Entity responsible for the processing step: State, CMS Regional Office, CMS
Central Office, or the provider.

Date
Date on which the processing step occurred.
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Full Facility Profile (FFP)

This report presents comprehensive information about each facility/provider
selected for the report, including basic information from Facility Properties and
survey performance history.

Printed: 03/30/2010

ASPEN: Full Facility Profile (FFP)

Page 1 of5

Facility Name

Facility ID Provider ID
Facility Abbreviation Phone
Address Fax

Emergency Phone

Opened Date
Emergency Contact Management Abbreviation

Operating Status ACTIVE Team Abbreviation

Certification Performance History

| Certification Track ID:

Categories: R ecertification, $iate Licens ure, Re-Licensure

Cert Exit (L34); 102272008 |

Building Completion Corrected
1D Taq Cited Cited On  Severity'Scope Date (X5) on Cert Comp
FED - D10F - 60000 - INITIAL COMMEN TS 10/22/2008 I3
ST - 2JF5- HOOOO - INITIAL COMMEN TS 10/22/2008 =
FED - D10F - 0150 - PLAN OF CARE 102242008 112042008 =
FED - DAOF - 60170 - SKILLED HURSING SERVICES 1062242008 1142342008 #
FED - D10F - GO176 - DUTIES OF THE REGISTERED NURSE 10/22/2008 11/20/2008 =
FED - DAOF - 30224 - ASSIGNMENT & DUTIES OF HOME HEALTH 10/22/2008 112042008 X
FED - DAOF - 60220 - SUFERWISION 1062242008 11442042008 %
ST -2JF5- HO230 - Personnel- Registered Nurse 10/22/2008 o =
ST -2JF5-HO248 - Personnel- HHA and CNA 102242008 o X
ST -2JF5-HO302 - Treatment Orders 102242008 o =
ST - 2JF5- HD320 - Plan of Care 10/22/2008 ] kS
oFacsu gt IDR Key: 01 HMHone 02 Requested 03 No Change 04 Tag Change 05 Tag Removed 06 S/S Change 07 Expl RmvdiOther W rd Chng

08 $/5 Chng/Expl Rmvd/Other W rd Chng 09 Tag Added by IBR 10 RequestWithdrawn 11 Result of Tag Change

Figure 109: Full Facility Profile report sample

Report column definitions:

Certification Track ID

A unique identifier supplied by ASPEN. All surveys associated with a
certification kit use this number in their Event ID.

Categories
Categories of surveys related to the certification.

IDR
Waived Status
o1
01
a1
o1
o1
a1
o1
o1
a1
a1
o1

05282003
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Cert Exit (L34)

Taken from CMS-1539, this is the latest exit date of the standard surveys in
the certification kit. For all provider types except for nursing homes (NHs),
it is the exit date of the Health standard survey. For NHs, it is the later of
the exit dates of the Health standard and LSC standard surveys.

Building ID

A user-defined two-character identifier for the building.

Tag Cited

The tag number for the citation.

Cited On

The date on which the citation occurred.

Severity/Scope

A code from A through L that indicates the combined severity and scope of
the problem being cited.

Completion Date (X5)

The provider Plan of Correction completion date. This is the date on which
the provider representative states the deficiency will be corrected.
Corrected On

The date on which the deficiency was corrected.

Cert

An X in this column indicates that the tag was cited as part of a certification
survey.

Comp

An X in this column indicates that the tag was cited as part of a
complaint/incident investigation.

Waived

An X in this column indicates that the deficiency was waived.

IDR Status

The status of disputed tags, as defined by the IDR Key at the bottom of the
report.
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Initial Provider Certification Tracking Profile

This report provides information and status on the certification process for the

provider selected for the report.

Agency for Health Care Administration
Initial Provider Certification Tracking Profile

Printed 03/20/2010 Alpine Health

Provider Name: Frovider I0: Medicar e Initial Tracking #: Continuing Lic #:

CME Region: State: FL Regionifres Office: MIA Work Unit: MIA
Frovider Address: Telephane Number: Frovider - Type:
Audit FI: 00D90-BLUE CROSS (FLO RIDAY Claims FI: 00080-BLUE CROSS (FLO RIDA)

License Type: - License Effective From: License Effective To: License Continuing: No

Certification Processing Step

Event Type Initisl Certication Effective Initial Certification Date: 04/19.2006 Eifective Denisl Date:

RO Analyst SA Analyst:

Processing Step Responsible Party Date

DATE OF INITIAL SURWEY (L34) STATE 0471842008
DATE OF HEALTH SURWEY STATE 04182008
APPLICATION PACKET RECEMNED STATE 04/18/2008

AST_InftialCenProfie S A7 rpt Page 10f1

Figure 110: Initial Provider Certification Tracking Profile report sample

Report column definitions:

Event Type

The type of event necessitating the processing steps.

Effective Initial Certification Date

The date on which the provider's initial certification became effective.
Effective Denial Date

The date on which the provider's denial of initial certification occurred.
RO Analyst

The Regional Office analyst assigned to the initial certification.

SA Analyst

The State Agency analyst assigned to the initial certification.
Processing Step

An action or step to be performed as part of the initial certification.
Responsible Party

Entity responsible for the completion of the processing step.

Date
The date on which the processing step was completed.
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Recertification Provider Certification Tracking Profile

This report provides recertification status and information for each provider
selected for the report.

Agency for Health Care Administration
Recertification Provider Certification Tracking Profile

Printed Q33072010

Provider Name: Provider 10: Medicare Initial Tracking #: Continuing Lic #:
CMS Region: TR State: FL fregionifrea Office; STP

Provider Address: Telephone Humber

Audit FI: 00450- NATIO NAL GOVERNMENT § ERWICES Claims Fl: D0450-NATIONAL GOVERNMENT 5 ERVICES

License Type O1-Permanent License Effective Fram: a0t License Effective To: 031306201 License Continuing: Yes

Recertification Processing Step

Event Type: Recertitication Guery Effestive Recertification Date: 070872007 Effective Denial Date:

RO Analyst SA Analyst:

Processing Step Responsible Party Date

SCHEDULE RECERTIFICATION 5 URVEY STATE 0441242007

DATE OF INITIAL 5URVEY (L34) STATE 08212007

DATE OF HEALTH SURVEY STATE 08212007

DATE OF L5C § URVET STATE 0502042007

HEALTH 2567 SENT TO FACILITY BOTH 548 RO 065/2007

LSC 2667 SENT TO FACILITY BOTH SA& RO 0652007

AST_RacerCartProfile s Arpt Page 1of1

Figure 111: Recertification Provider Certification Tracking Profile report sample
Report column definitions:

Provider Name

Current provider operating name.

Provider ID

Medicare provider number.

Medicare Initial Tracking #

The initial Medicare number assigned to the provider.

Continuing Lic #

The continuing state license number assigned to the provider.

CMS Region

The Centers for Medicare and Medicaid Services region in which the provider
is located.

State

The state in which the provider resides.
Region/Area Office

The identifier for the Regional Office for the provider.

Provider Address
The street address of the provider.
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Telephone Number

The main telephone number of the provider.
Audit FI

Audit fiscal intermediary.

Claims FI

Audit fiscal intermediary.

License Type

Indicates whether the provider’s state license is permanent, annual, or
bi-annual.

License Effective From
The date on which the provider's state license went into effect.

License Effective To
The date on which the provider's state license expires.

License Continuing
A “Yes” in this column indicates that the state license is continuing.

Event Type

Category as determined by the national reporting system. If there has been
a prior successful upload of a certification kit for the provider, the Event Type
is a Recertification. If there are no prior uploads, the Event Type is an Initial
Certification.

Effective Recertification Date

Date on which the recertification is effective.
Effective Denial Date

Date on which a denial of recertification occurs.
RO Analyst

Regional Office analyst assigned to the recertification.
SA Analyst

State Office analyst assigned to the recertification.
Processing Step

Action or occurrence relating to the recertification.
Responsible Party

Entity responsible for the processing step.

Date
Date on which the processing step occurred.
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Involuntary Termination (23 Days)

This report lists providers involuntarily terminated within 23 days of being
notified of non-compliance.

Frinted 04/01/2010

Texas Department of State Health Services
Involutary Termination (23 Days)

Provider Name: Provider ID:

Provider Telephone

Address: Number:

RO Analyst: SA Analyst:
Termination Pre ing Step

Survey Date (L34):  01/20/2010

Processing Step

HEALTH 2567 SENT TC FACILITY
HEALTH POC DUE

HEALTH POC RECEIVED
HEALTH POC APPROVED
HEALTH FOLLOW-UP SURVEY
FOST IDR 2567 SENT TG FACILITY LSC
LSC 2567 SENT TO FACILITY
LSC PCC DUE

LSC POC RECEIVED

L5C POC APPROVED

LSC FOLLOW-UF SURVEY

MAILTRANSMIT 2567 TO RO

RECEIVE 2587 PACKET %

CLINICAL REVIEW

RETURN 2567 TQ SA FOR REVISIONS
MAILTRANSMIT REVISED 2667 TO RO
RECEIVE REVISED 2567 PACKET

GLINICAL REVIEY

SEND POC TO THE SA

Responsible Party
BOTH 54 & RO
EOTHSA&RO
EOTHSAERO
EOTHSAZRO
STATE

STATE
EOTHSAZRO
BOTH 34 & RO
BOTH 54 & RO
BOTH 54 & RO
STATE

ETATE

CMS RO

GMS RO
CMEROD
STATE

CME RO

CMS RO

CMS RO

Date

AST_Termination.rpt

Provider Name

Figure 112: Involuntary Termination (23 Days) report sample

Report column definitions:

Current provider operating name.

Provider ID

Medicare provider number.

Provider Address

The provider primary address.

Telephone Number

The main provider telephone number.

RO Analyst

The Regional Office analyst.

Page 1of 1
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SA Analyst
The State Agency analyst.

Survey Date
Exit date of the survey leading to termination. This date is from CMS-1539.

Processing Step
A step or action in the termination process.

Responsible Party
The entity responsible for the processing step.

Date
The date on which the processing step was completed.
Involuntary Termination (90 Days)

This report lists providers involuntarily terminated within 90 days of being
notified of non-compliance.

Texas Department of State Health Services
Involutary Termination (90 Days)

Printed 04/01/2010

Provider Name: Provider ID:
Provider Telephone
it sa'bhanst

Termination Pri ing Step

Survey Date (L14) 02110/2010
Processing Step Responsible Party Date
HEALTH 2667 SENT TO FACILITY BOTH 54 & RO 021712010
HEALTH FOC DUE BOTH SA & RO
HEALTH POC REGEIVED BOTH 54 & RO
HEALTH FOC APPROVED BOTH SA & RO
HEALTH FOLLOW-UP SURVEY STATE
LSC 2567 SENT TO FACILITY BOTH SA & RO
LSC POC DUE BOTH 54 & RO
LSC POG RECEIVED BOTH 54 & RO
LSC FOC APPROVED BOTH 54 & RO
LSC FOLLOW-UP SURVEY STATE
MAILTRANSMIT 2587 TO RO STATE
RECEIVE 2567 PACKET CMS RO
CLINICAL REVIEW CMS RO
RETURN 2587 TC 54 FOR REVISIONS CMS RO
MAILTRANSMIT REVISED 2567 TO RO STATE
RECEIVE REVISED 2587 PACKET CMS RO
GCLINIGAL REVIE CMS RO
RETURN REVISED 2567 TO SA CMS RO

AST_Temination.rot Page 1 of 1

Figure 113: Involuntary Termination (90 Days) report sample
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Report column definitions:

Provider Name
Current provider working name.

Provider ID

Provider Medicare ID.

Provider Address

The current provider address.

Telephone Number
The main provider telephone number.

RO Analyst

The Regional Office analyst.

SA Analyst

The State Agency analyst.

Survey Date

The date on which the survey leading to termination was completed. From

CMS-1539.

Processing Step
A step or action in the termination process.

Responsible Party
The entity responsible for tracking the processing step.

Date

The date on which the processing step was completed.

Schedule Calendar Report

The report lists scheduled certifications and recertifications in a standard

calendar format.

Calendar for : July, 2010
For Selection Definition: ALL FAC

A=,

Monday

Tuesday

Wednesday

Thursday

Friday

20

20

[ ]

WEIL1 - * Irw-Brooksville Healtheare Cerl

[ -]

[ =]

NHKAE1] - Cert-148th Court Home
KF@Y¥11 - Cert-8 Center For Dermatology
#1801 - Cert-138th Court Group Home

[ 7]
HEBETT - Cert-142th Cout Home
KFR%11 - Cert-A Certer For Dermatoloo;
H18011 - Cert-138th Court Graup Home

2
NEE11 - Cart-148th Court Home
KFR'/11 - Cert-A Center For Dermatalog
412011 - Cert-133th Court Group Home

a
NKAE11 - Cart-148th Court Home
KFR¥11 - Cert-A Certer For Dermatolag
#1801 - Cert-138th Court Group Home

Figure 114: Calendar for: report sample
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Schedule Detail Report

This report lists scheduled survey details by facility for a user-defined period.

Agency for Health Care Administration

Schedule Detail Report

Printed 03312010 From : 12/16/2009 To: 03/31/2010

Provider # Team Hame Address Telephone

EntryDate ExitDate

Survey Type

AT

FLIDDD
Staff Name

rirmary Discipling Leader
28 REGISTERED NURSE
695499

Staff Name Primary Discipline Leader
22 REGISTERED HURSE

03452010 0382010

03/29/2010  03430/2010

CHP VT, INLIC,

CMP VT, CMP LI,

108075 Wi

299991828
Staff Name

02032010 0203/2010

CMP VT,

AST_Schedule Detailrpt

Figure 115: Schedule Detail Report sample
Report column definitions:
FacID/Provider#

Page 1 013

Identification number generated by ASPEN when the facility/provider is
created, followed by a slash and the provider's Medicare identification

number.

Team

Short name of the survey team assigned to the facility.
Name

Current working name.

Address

The primary address of the facility.
Telephone

The main telephone number of the facility.
Entry Date

The date on which the survey began.

Exit Date

The date on which the survey was completed.

Survey Type

Type of Survey performed, as entered in Survey Properties.

Staff Name
The names of the surveyors.
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Primary Discipline
The primary discipline of the surveyor.
Leader

A “Yes” in this column indicates that the indicated staff member served as

the survey team's leader.

Survey Average Interval Report

The Survey Average Interval Report provides a report that, depending on user

selections:

e Shows the interval in months between the most recent accepted

certification exit date and the immediate prior accepted certification exit

date.

e Shows the interval in months between the certification target date as
entered in AST and the most recent accepted certification exit date.

e Shows the interval in months between the next scheduled survey (most

recent unaccepted certification exit date) and the most recent accepted

certification exit date.

e May be run for a specified date range, or ignoring date ranges.

e Has enhanced sort and filter options.

Note: The previous Survey Average Interval Report has been retained and
given a new name, Months Since Last Certification.

Agency for Health Care Adininistration

Survey Average Interval Report

06/18/2008 to 03/31/2010

Frinted: 03/31/2010

State
Provider # Region
Facility 1D Name - City Code

Type

Deemed Team

Frior
Health
Exit (3]

Recent
Health

il

Morths  In
Exit (3] Between Tracking

FTh
FTM
FTh
FTh
FTM
FTh
FTM
GA|
GAl
GAl
GA|
GAl
GA|
GAl
GAl
GAl
GAl
GAl

AST_SurveyAveragelnterval Report.rpt * Indicates Target Date /™ Indicates Scheduled Date

Figure 116: Survey Average Interval Report sample

HHA-18
HHA-18
HH&-18
HHA-18
HHA-138
HHA-18
HHA-18
HHA-18
HHA-18
HHA-18
HHA-18
HHA-18
HH&-18
HHA-18
HHA-138
HHA-138
HHA-18
HHA-18

wog
wos
wog
wos
wog
wos
wog
g3
o3
wo3
g3
wo3
g3
wo3
wo3
wo3
wo3
wo3

05/26/2008
04/26/2006
02/09/2008
06082006
03/15/2008
01/12/2008
06/01/2008
03/02/2008
072772008
04/20/2006
03/03/2008
04052008
06/02/2008
104212003
06/15/2008
08417/2008
04414/2008
02/09/2008

10/48/2008
097172008
07MT2008
08072008
097242008
0TA 12008
11052008
07AG/2008
10/00/2008
08/20/2008
oF/1/2008
10022008
02/2/2008
10/30/2008
10/23/2008
11062008
07i24/2008
07032008

2848
2875
i
2599
3038
2003
2817
28240
2644
28.02
2804
2893
1668
50.00
28.29
2668
2733
28.75

Page 1 of§

A
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Procedures Guide 6/19/23

195



Supporting Materials

Report column definitions:

Provider #/ Facility ID

The provider's Medicare identification number, followed by a slash and the
identification number generated by ASPEN when the facility/provider is
created.

Name - City

Current working name and the city in which the facility is located.

State Region Code

State region code, as entered in Facility Properties.

Deemed

Has an X if the provider is Deemed. You must select Show Deemed in the
report options for deemed providers to be included in the report.

Type
Provider Category.

Team
Short name of the work unit assigned to the facility.

Prior Health Exit (X3)

Exit date of the accepted certification kit that is immediately prior to the
Recent Health Exit.

When Prior Health Exit is not applicable, the 0 interval is not included in the
Average Interval Calculation.

Recent Health Exit (X3)

Dates that appear in this column depend on which options were selected for
the report:

e Default options use the most recent accepted certification exit date that
falls within the specified date range.

e When Use Target Date for Most Recent Survey? is selected, the
report supplies the target date that falls within the specified date range
in this column. If no target date is found, the report uses the most recent
accepted certification exit date. Target Dates are marked by an asterisk
on the report.

e When Use Scheduled Surveys for Most Recent Survey? is selected,
the report includes unaccepted certification exit dates that fall within the
specified date range (date range must include future dates when this
option is selected). If there is no unaccepted certification exit date, the
report uses the most recent accepted certification exit date.

196

6/19/23 AST 12.4.1



AST Report Samples

Months Between

Interval in months between dates in Prior Health Exit column and Recent
Health Exit column

Still in Tracking

A Yes in this column indicates the certification contains a scheduled survey
and Tracking Status is not 10 Processing Complete.

*/**
* means the date used in the Most Recent Health Exit (X3) column is a
Target Date

** means the date used in the Most Recent Health Exit (X3) column is a
scheduled survey (latest unaccepted certification exit date)

Months Since Last Certification

This report details the number of months since the last certification for a
user-defined set of providers.

Agency for Health Care Administration

Months Since Last Certification Printe d: 033442010
From : 11/12/2008 To: 03/31/2010
Facility 1DF Hame - City State Region  Type Team Last Cerification Morths I= Scheduled/
Frovider # Code [Lz4) Since Last  In Frogress
TAM HHA-12 TR 1142672008 16.10 11/26/2008
LAl HHA-12 FTL 112472008 16.16 1172472008
JAX HHA-12 JAax 112172008 16.26 112172008

LAN HHA-12  WFPB 1144872008 1633 1110/2008
TAM HHA-18  TPA 1141472008 16.49 111472008
LAN HHA-18  WPB 1141472008 16.49 111472008
TamM HHa-18  TPA 1141472008 16.49 11142008

Average Interval: 1633

A5T _Monthsginee LastCen Report.rpt Page 1 of 1

Figure 117: Months Since Last Certification report sample
Report column definitions:

Facility ID/Provider #

Identification number generated by ASPEN when the facility/provider is
created, followed by a slash and the provider's Medicare identification
number.

Name - City

Current facility working name and the city in which it is located.

State Region Code

The facility state region code.
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Target Certification Month Report

Type
The facility type.

Team

Short name of the survey team assigned to the facility.

Last Certification (L34)

The exit date of the most recent certification.

Months Since Last

The number of months since the last certification.

Is Scheduled/In Progress

When a certification is either scheduled or in progress, the date of the next
scheduled health survey is in this column.

This report details a user-selected set of providers, providing their last
certification dates, their target scheduled dates, how much time has passed
since their last certification, and whether they have been scheduled for their

next certification.

Pricted 034012012

Colorado Department of Public Health

Target Certification Month Report
From : 04/17/2012 To: 05/01/2012

Fanility D/ Name - City State Region Type Team
Code

Provider #

Last
Certification
(L34]

Mornths
Betveen Last
Cert and Target

Mext Target Is Scheduled
Schedule Date

001

001

001

001
001

HHA-12
HHA-18
ENFNF
HOSP-ACU
HOSP-CaH

02M0/2010
09/23/2009
oToTIZON
07/31/2000
07/30/2009

3364
082
1028

04272042 paesz010
04:21/2012
042202012
050172012
04419/2012

AST_TargetCenttanth rpt

Figure 118: Target Certification Month Report sample

Report column definitions:
Facility ID/Provider #

ASPEN facility ID and Medicare provider number.

Name - City

Provider name and the city in which it is located.

State Region Code
The provider's state region code.

Type
Provider type.

Team

Short name of the survey team assigned to the provider.

Page 10f1
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Last Certification (L34)
The last certification exit date, from CMS-1539.

Month Since Last
Number of months since the last certification.

Next Target Schedule Date
Target Date for the next recertification.

Is Scheduled

An “X" in this column indicates that the next recertification is already
scheduled.

Aging Report of Pending Initial Survey Activity Detail

This report details facilities/providers/ that have pending initial certification

activity.
Agency for Health Car e Administr ation
Aging Report of Pending Initial Survey Activity Detail Printe d. 03312010
From : 03/12/2008 To: 03/31/2010
Survey

Fac D Name City Category Certification  Application Duration Released

Date (L 34) Received To RO

SAINT PETERSBUR G BGH HHA-18 03/20/2010 o3z 2 Yes

Mot LA | HHA-12 03142010 03/14/2010 20

Mot LA | HHA-18 09/01/2008 08/24/2008 553 Yes

A8T_PandingAging rpt Page 1af1

Figure 119: Aging Report of Pending Initial Survey Activity Detail report sample
Report column definitions:

Fac ID

Identification number generated by ASPEN when the facility/provider is
created.

Name

Current operating name.

City

The city in which the facility is located.

Category

The provider category.

Certification Date (L34)

The date on which the providers initial certification was complete.

Survey Application Received

The date on which the provider's application for a certification survey was
received.

Procedures Guide 6/19/23 199



Supporting Materials

Duration

The number of days elapsed from the date the survey application was
received and the date on which the report was run.

Released To RO

A “Yes” in this column indicates that the certification was released to the
Regional Office.

Initial Certification Processing Times Report

This report defines the average number of days elapsed during the steps
required for initial certification processing.

Agency for Health Care Administration

Initial Certification Processing Times Report

From : 03/12/2008 To: 03/31/2010
Frimted 0373172040

Actions State Providers Considered  State Avg Z of Days
04D ATE OF LSC SURVEY 4 4400
04-DATE OF IMITIAL SURVEY (L2 12 24.00
O2-HEALTH 2567 SEMT TO FACILITY 1 21z2.00
04-APPLICATION PACKET RECENED 12 4600
04D ATE OF HEALTH SURWE™Y 11 .00
AST_Cettification Process Tim es rpt Page 1 of1

Figure 120: Initial Certification Processing Times Report sample
Report column definitions:
Actions
The actions or steps involved in initial certification processing.

State Providers Considered

The number of state providers considered in calculating the state average
number of days.

State Avg # of Days

The average number of days elapsed for each action type.
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CHOW Processing Times Report

This report defines the average number of days elapsed during the steps
required for change of ownership (CHOW) processing.

Agency for Health Care Administration

CHOW Processing Times Report
From : 03/17/2009 To: 03/30/2010

Prirded 03302000

Actions State Providers Considered State Avg # of Days

APPLICATION PACKET RECEIVED b3 52.00

CHOW PACKET MAILEDNTRANEMITTED TO THE RO 52.00

ChtS FORM 855 APPROWAL RECENWED

2
I 52.00
CHOW PACKET RECENED z

52.00

AST_ChowProcessTimes rpt Page 1 of1

Figure 121: CHOW Processing Times Report sample

Report column definitions:
Actions
The actions or steps involved in CHOW processing.
State Providers Considered

The number of state providers considered in calculating the state average
number of days.

State Avg # of Days
The average number of days elapsed for each action type.
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Change of Owner Tracking Detail

This report details facilities/providers that have changed ownership during the
user-specified period.

Agency for Health Care Administration

Change of Owner Tracking Detail Erinted: DB/ 12010
From : 03/18/2009 To: 03/31/2010
Fac ID Provider Hame - ID CHOW CHOw Related RO Resp. SA Resp.
Requested Effective CertKit Party Party

02/05:2010 SCNP - RECERTIFICATION FOY, DERETHA BARTON, DONHA
0282010 KB2B - RECERTIFICATION BARGANIER, DORIS D ALFORD, BARBARA
03282010 BHOE - RECERTIFICATION BAXTER, EMILY ARCHIBALD, MARCIA

AST_CHOWChange OwnerTracking.rpt FPage 10f1

Figure 122: Change of Owner Tracking Detail report sample
Report column definitions:

Fac ID

Identification number generated by ASPEN when the facility/provider is
created.

Provider Name - ID

Current facility/provider operating name, as well as its Medicare
identification number.

CHOW Requested
The date on which the CHOW for the provider was requested.

CHOW Effective

The date on which a CHOW occurred since the last survey and prior to the
current certification.

Related Cert Kit

The certification kit containing the provider's CHOW information.

RO Resp. Party

The person from the Regional Office responsible for tracking the CHOW.

SA Resp. Party
The responsible party from the State Agency.
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Recertification Processing Times Report

This report details the certification status of all user-selected providers,
indicating the dates of last certification, next target certification, and the
duration between the two. It also lists pending complaints for each
facility/provider.

Agency for Health Care Administr ation

Recertification Processing Times Report

From : 03/18/2009 To: 03/31:2010 Printed: 032342010
Actions State Providers Considerad State Avg # of Days
04 SCHEDULE RECERTIFICATION SURWEY 4 5675
04D ATE OF INITIAL SURVEY (L34 3 4.00
04 DATE OF HEALTH SURWEY 4 4.00

AST_Recerification ProcessTimes. rpt Page 1 af1

Figure 123: Recertification Processing Times Report sample
Report column definitions:

FacID/Provider#

Identification number generated by ASPEN when the facility record is
created, followed by a slash and the provider's Medicare identification
number.

Facility/ Description

Current facility operating name and category.

City

The city in which the provider is located.

Cert/Tot Beds

The number of certified beds and the number of total beds for the provider.

Last Cert Exit Date (L34)
The last certification exit date, from CMS-1539.

Next Cert Target Date
The target date for the next certification for the provider.

Duration Months

The number of months between the last certification exit date and the next
certification target date.

Pending Complaints

The number of pending complaint surveys for the provider.
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Conditions of Participation (COP) Out of Compliance

This report details out-of-compliance conditions of participation (COPs) for each
selected facility.

Agency for Health Care Administration

Condition(s) of Participation (CoP) Out of Compliance
From : 12/16/2009 To: 03/31/2010
Prinded 032392090

FaclD/Providers Facillity Description Address Telephone
Condition Tag Cited Completion Dte [%5] Correctad
F-)-0001 SPECIALREDUIREMENTS FOR TRANS FLANT CENTERS 01202010 0282010
F-%- 0002 OPTH MEMBERSHIP 012010
F .-} - 0021 PEDIATRIC TRANSPLANTS 01472010 1207010
Condition Tag Cited Completion Dte [%5] Corrected
F-A-0001 NON-PARTICIPATING HO$PITALS, EMERGENCIES 02262010
Condition Tag Cited Completion Dte [%5] Corrected
F-%-0001 SPECIALREDUIREMENTS FOR TRANS FLANT CENTERS 0340/2010
Condition Tag Cited Completion Date [%5] Corrected
F-A-0043 GOVERNING BODY 02432010
Condition Tag Cited Completion Date [%5] Corrected
F-A-0043 GOVERNING BODY 01292010
Condition Tag Cited Completion Date [%5] Corrected
F-3-0011 NOTIFICATION TO CMS 02262010

AST_CoPurpt Fage 1of1

Figure 124: Conditions of Participation (COP) Out of Compliance report sample
Report column definitions:

FacID/Provider#

Identification nhumber generated by ASPEN when the facility record is
created.

Facility Description

Current operating name and the provider type.
Address

The Address of the facility.

Telephone

The main telephone number of the facility.

Condition Tag
Condition-level tag that is not in compliance.

Cited
The date on which the tag was cited.

Completion Date (X5)
The date by which the provider states the deficiency will be corrected.

Corrected
The date on which the deficiency was corrected.
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Certification Milestones

This report details all of the certification milestones for the user-selected

facilities.

Primed 033172010

Agency for Health Care Administration
Certification Milestones

PROVIDER INFORMATION:

Name: Facility 10:
Address: Frovider #
City/State/Zip/Court y: Type: SNFMNF
Telephone Administrator:
SURVEY INFORMATION:
Event |0 Event Type Start Date  Exit Date Categories Admin Signoff  Team Leader Staggered Survey
WiNZ711 HLTH-STD 06/28/2004 08/30/2004 RELICRECERT 074192004
WiNZ712 HLTH.REY 08/10/2004 0810/2004 RELICREVSTRECERT
WiNZ721 LSC-STD  06/28/2004 0620/2004 RELICLSC,RECERT 0702004
WiNZ72Z2 LSC.REY  08/10/2004 0810/2004 RELICREVSTLSCRECERT
SURVEY RESULTS:
Ewent ID Ewent Type Exit Diate Categories Scope/Sewerty  ScopefSeverity 500G Tags 1l Tags
B Through F 5 And Above
W HZT 11 HLTH - STD 0632004 RELIC.RECERT 27 2 a a
W HZT 12 HLTH - REW 0812004  RELICREVSTRECERT o o a a
WHZTZ1 LSE - 5TD 0ff20/2004 RELIC LSC.RECERT 1 a a a
WHZTIZ LSC - REV 08102004 RELUCREVSTLSCRECERT o a o o
2567 AND POC TRACKING:
Ewent|D EwventType Bt Date  Categories 1567 Due 567 Sent PO Due Apceprable FOC Letter Alleged
PO C Received Sent Compliance
WiNZ711 HLTH - 8TC 08:30200¢RELIC.RECERT 07/10/2004 07/30/2004
WiNZ7IZ HLTH - REV O&M0200¢RELIC,REVETRECERT MO DEFICIENCIES
WiNZFZ1 LSC - STD  OSE0200RELICLEC RECERT 07002004 07/0/2004
WiNZ722 LSC-REV D&10/200¢RELIC,REVSTLSC RECERT NODEFICIENCIES
IDR INFORMATION:
Event|D EwentType  Exit Date  Categories Requested Documents  Withd@wn Conducted Completed Revised 2567 Type
Received Sent
No IDR information awailable
IMPORTANT DATES:
Survey Exit Date:  0B/30/2004 Date Certain: 08292004 DOPNA Effective: 08/30:2009
All Revisits Dus by: 09202004 BMonth Termination:  12/30/2004 Last Dayto Send DOPNA Letter: 08/132009

TRANSFERS TO OSCAR (UPLOADS):

Trensaction |0 Action Type Date Staws Sent B Message

AST _Milestonesrpt Page 1 ot

Figure 125: Certification Milestones report sample
Report column definitions:
Name
Current facility operating name.
Facility ID

Identification number generated by ASPEN when the facility record is
created.

Address

The street address of the facility.

Provider #

The Medicare provider number for the facility.
City/State/Zip/County

The city, state, zip code, and county for the facility.

Type
The provider type.
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Telephone

The main provider telephone number.
Administrator

The provider administrator.

Event ID

The survey identification number.

Event Type
The survey event type.

Start Date
The date on which the event or milestone started.

Exit Date
The date on which the event or milestone was completed.

Categories
The categories of the event or milestone.

Admin Signoff
The date on which the administrator signed the survey.

Team Leader
The surveyor designated as the team leader.

Staggered Survey

A “Yes” in this column indicates that the survey qualifies as staggered, and
began on a weekend, or in the early morning or evening hours.

2567 Due

The date on which CMS-2567, Statement of Deficiencies (SOD), is due.
2567 Sent

The date on which CMS-2567, SOD, was sent.

POC Due

The date on which the Plan of Correction is due.

Acceptable POC received

The date on which an acceptable Plan of Correction was received.

POC Letter Sent
The date on which the Plan of Correction letter was sent.
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Alleged Compliance

The date on which the provider alleged that the deficiency cited was
corrected.

Requested

The date on which an Informal Dispute Resolution (IDR) was requested by
the provider.

Documents Received

The documents received pertaining to the IDR.

Withdrawn

If the request for IDR was withdrawn, the date the withdrawal was received.
Conducted

The date the IDR review was conducted.

Completed
The date the results of the review were formally sent to the provider.

Revised 2567 Sent

The date the revised CMS-2567 was sent to the facility.

Type

The IDR type, such as phone review, desk review, or face-to-face review.

Survey Exit Date
The date on which the survey was completed.

Date Certain

The date by which correction must be made, which is reflected by the
completion dates on the POC.

DOPNA Effective

The date on which the Denial of Payment for New Admissions (DoPNA) goes
into effect.

All Revisits Due By

The date by which all revisits must be complete.

6 Month Termination

The date on which the 6-month termination will occur if the provider
remains out of compliance.

Last Day to Send DOPNA Letter

The latest date on which the DoPNA letter can be sent to the facility.
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Involuntary Termination 23 Day

This report lists facilities involuntarily terminated within 23 days of the exit date
of the terminating survey.

Texas Department of State Health Services

Involutary Termination 23 Day

From : 01/01/2008 To: 03/31/2010
Printed 03/31/2010

Term Start Back in Termination
FaclD/Providers Facility Description Date Compliance Date(L28) Termination Code(L30)

03/17/2010

01/20/2010

02/05/2008 03/01/2008 05 - FAIL TO MEET HEALTH/ SAFETY
10/02/2008 117242008

03/23/2008 D4/02/2008

00/15/2000

Figure 126: Involuntary Termination 23 Day report sample
Report column definitions:

FacID/Provider#

Identification number generated by ASPEN when the facility record is
created, followed by a slash and the provider's Medicare identification
number.

Facility Description
Current facility/provider operating name and category.

Term Start Date
The date on which the termination of the provider was initiated.

Back in Compliance

The date on which the provider was recognized as being back in compliance.
Termination Date (L28)

The date on which the provider was terminated.

Termination Code (L30)
The termination code describing the reason for termination.
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Involuntary Termination 90 Day

This report lists facilities/providers involuntarily terminated within 90 days of
being notified of non-compliance.

Texas Department of State Health Services

Involutary Termination 90 Day

From : 01/01/2010 To: 03/31/2010
Printed 03/31/2010

Term Start  Back in Termination
FaclDiProviders Facility Description Date Compliance  Date(L28) Termination Code(L30)

02/10/2010 0324/2010

03/02/2010

01/07/2010

01/07/2010 03/04/2010

AST_InvolutaryTerminationg0 rpt Page 10f 1

Figure 127: Involuntary Termination (90 Day) report sample
Report column definitions:

Provider Name

Current facility operating name.

Provider ID

Identification number generated by ASPEN when the facility record is
created.

Provider Address
The provider address.

Telephone Number
The main provider telephone number.

RO Analyst

The Regional Office analyst.
SA Analyst

The State Agency analyst.

Survey Date

The date on which the survey leading to termination was completed. From
CMS-15309.

Processing Step

A step or action in the termination process.
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Responsible Party
The staff member responsible for tracking the processing step.

Date
The date on which the processing step was completed.

Overdue Revisit Report

This report details facilities that have an overdue required revisit.

Agency for Health Care Administration

Overdue Revisit Report
From : 01/13/2010 To: 03/31/2010

Printed 02431/2090

FacID/Provider® Team Hame - Address Type Telephone EwventlD  Survey Type ExitDate Duration

HOSP-LT 7611 01420/2010 60
it TH LBHET! INLIC, 01430/2010 a0
wiog HOSP-LT W31 INLIC, CMP VT, 02ME010 54
oS HOSP-CHL EXUE INLIC, LICEH, gzAtzoo 48

R INLIE, 0282010 a1
LR} HOSP-ACL 15w INLIC, LICEN, 0142972010 61

Wiog 848611 INLIC, ofs82010 61

AST_RevisitOverdue .rpt Page 1 of 1
Figure 128: Overdue Revisit Report sample
Report column definitions:

FacID/Provider#

Identification nhumber generated by ASPEN when the facility record is
created, followed by a slash and the provider's Medicare identification
number.

Team

Survey team ID assigned to the provider.

Name - Address

Current provider operating name and address.

Type

The provider type.

Telephone

The main phone number of the provider.

EventID

The identification number for the survey.

Survey Type

Type of Survey, as entered in Survey Properties.
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Exit Date
The date on which the survey was completed.

Duration
The number of days from the exit date to the date the report was generated.

Surveys Awaiting Acceptable Plan of Correction
This report lists facilities that have received one or more surveys indicating

deficiencies and have not yet supplied an acceptable Plan of Correction
indicating how they will correct those deficiencies.

Agency for Health Care Administration

Surveys Awaiting Acceptable Plan of Correction
From : 12/16/2009 To: 03/31/2010

Printed Q37202010

Facility 10 Facilty Name Event 1D Exit Date Survey Type 50D Sent  Duration  Federal Tags
Provider Number  FaciityType Survey Category State Tags

EDUQ11 03MEz010 HLTH - 5TD 02082010 23 1
HOSF-ACU CMPIVT

2w 1311 02052010 HLTH - STD 034122010 19
HOSP-LT CHMPIVT LICEN

~ o l=

AST_PO CTracking rpt Page 1 of 1
Figure 129: Surveys Awaiting Acceptable Plan of Correction report sample
Report column definitions:

Facility ID

Identification number generated by ASPEN when the facility record is
created.

Facility Name

Current facility/provider operating name.
Event ID

The event identification number.

Exit Date

The date on which the event was completed.

Survey Type

Category of survey, as entered in Survey Properties.

SOD Sent

The date on which the Statement of Deficiencies (SOD) was sent to the
facility.

Duration

The number of days elapsed between the survey exit date and the date on
which the report was run.

Federal Tags
Number of Federal tags.
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Provider Number

The provider’s Medicare identification humber (aka CMS Certification
Number, CCN, OSCAR or Medicare number/ID or, for CLIA, CLIA
number/ID).

Facility Type
The type of facility.

Survey Category
Type of Survey, as entered in Survey Properties.

State Tags
Number of state tags.

Recertification Processing Times Report

This report shows the average number of days elapsed during recertification

processing.
Agency for Health Care Administr ation
Recertification Processing Times Report

From : 03/18/2009 To: 03/31/2010 Printed; 0331/2010
Actions State Providers Considered State Avg # of Days
045CHEDULE RECERTIFICATION SURVEY 4 6.75
04 DATE OF INITIAL SURVEY (L2 4 4.00
04-DATE OF HEALTH SURVEY 4 4.00

AST_Recerification ProcessTimes.rpt Page 1 of1

Figure 130: Recertification Processing Times Report sample
Report column definitions:
Actions
The actions or steps involved in recertification processing.

State Providers Considered

The number of state providers or facilities considered in calculating the state
average number of days.

State Avg # of Days

The average number of days that elapsed for each action or step.
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Surveys Awaiting Revisits

This report details facilities/providers with scheduled survey revisits that have
not yet occurred.

Agency for Health Care Administration

Surveys Awaiting Revisits

From : 01/13/2010 To: 03/31/2010
Printed 03/31/2010

Facilty ID Facility Hame Event ID Survey Type 50D Sent  Duration Federal Tags
Provider Number  FacilityType Exit Date Survey Categeny FOC Recv'd Reuisit Due  State Tags
uxTB11 HLTH - 5TD 0zm04/2010 20 1
SHFINF 03052010 CMPIVT 04182010 0
ZDKW 11 HLTH-5TD 02262010 34 0
NF 02/25/2010 INCERT o4a4z2010 1
EKY812  HLTH.REV 022572010 34 1
SHEMNF 02/26f2010 RELIC.REVSTRECERT.LICEN 0412010 1
RudJz11 HLTH - £TC 02/10/2010 49 0
HOSF-CHD 02MBZ010 CMPIVTLICEN 032ER20M0 O
WGEF11 HLTH - STD 02012010 53 2
FRTF 02/012010 CMPIVT 0382010 0
PRKH11  HLTH-STD 04/312010 68 1
PRTF 01212010 CMPIVT 03TEMO 0
HX2911  HLTH-3TD 02022010 57 2
FRTF 01/212010 CMPIUT 03720 0
AST_ A atting Revisits rpt Page 1 of 1

Figure 131: Surveys Awaiting Revisits report sample
Report column definitions:
Facility ID

Identification number generated by ASPEN when the facility/provider is
created.

Facility Name

Current provider operating name.

Event ID

The survey identification number.

Survey Type

Category of survey, as entered in Survey Properties.

SOD Sent

The date on which the Statement of Deficiencies (SOD) was sent to the
facility/provider.

Duration

The number of days elapsed from the survey exit date to the date the report
was run.

Federal Tags

Number of Federal tags cited.
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Provider Number

The provider's Medicare identification nhumber (aka CMS Certification
Number, CCN, OSCAR or Medicare number/ID or, for CLIA, CLIA
number/ID).

Facility Type

The provider type.

Exit Date

The date on which the survey requiring a revisit was completed.
Survey Category

Type of Survey requiring a revisit, as entered in Survey Properties.
POC Recvd

The date on which the Plan of Correction was received.

Revisit Due

The date by which the survey revisit is supposed to have occurred.

State Tags
Number of state tags.

Termination Summary Report

This report details the number of terminations for the selected providers,
broken down by termination type and provider category.

Printed: 03i31/2010 Agency for Health Care Administr ation
Termination Summary Report

From : 09/30/2008 To: 03/31:2010

Involuntary —Other — Total
Failure to Total
Dissatisfied Risk of Meet Failure to Change Total Involuntary Total

Merger with Invo luntary Other Health /'Safety Meet of Voluntary  Terminataion Voluntary & Total &

Closure Reimbursement Termination Reasons Code Agreement Status Termil i Types I Terminatis
Category 01 0z o3 04 05 06 o7 1-4 5-6 1-6
OFT-5F 7 0 0 0 a 0 0 7 0 7 7
H-RAY 1 1] a a 1] 1] 1] 1 a 1 1
HHA-18 1 0 ] ] il ] 0 1 0 1 1
CORF 17 0 0 0 a 0 0 17 0 17 17
RHC 1 0 a a 0 1] 0 1 a 1 1
SMNFIMNF 1] 1) a a 2 o 1) a 2 2 2
Total: 27 0 0 ] 2 0 0 27 2 29 29
TerminationSumm ary.rpt Page 1 of1

Figure 132: Termination Summary Report sample
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Report column definitions:

Category
The provider category.

Merger Closure
Number of providers voluntarily terminated due to a merger or closure.

Dissatisfied with Reimbursement

Number of providers voluntarily terminated due to dissatisfaction with
reimbursement.

Risk of Involuntary Termination

Number of providers at risk of involuntary termination.

Other Reasons
Number of providers terminated for other reasons than those listed here.

Failure to Meet Health/Safety Codes

Number of providers involuntarily terminated due to their failure to meet
health and/or safety codes.

Failure to Meet Agreement

Number of providers involuntarily terminated due to their failure to meet
the terms of their certification agreement.

Change of Status

Number of providers terminated due to a change of status or category.

Total Voluntary Terminations

Total number of providers voluntarily terminated during the user-selected
report period.

Total Involuntary Termination Types

Total number of providers involuntarily terminated during the user-selected
report period.

Total Voluntary and Involuntary

Total number of providers voluntarily and involuntarily terminated during
the user-selected report period.

Total Terminations

Total number of providers terminated during the user-selected report
period.

Procedures Guide 6/19/23 215



Supporting Materials

Keyboard Shortcuts

Windows keyboard shortcuts are combinations of two or more keys that, when
pressed, can perform the same task as using a mouse or other pointing device.

Ease of Access keyboard shortcuts

Press this To do this

Right Shift for eight seconds Turn Filter Keys on and off

Left Alt + Left Shift + PrtScn (or

PrtScn) Turn High Contrast on or off

Left Alt + Left Shift + Num Lock | Turn Mouse Keys on or off

Press Shift five times Turn Sticky keys on or off
Num Lock for five seconds Turn Toggle Keys on or off
Windows logo key + u Open the Ease of Access Center

General keyboard shortcuts

Press this To do this

F1 Display Help

Ctrl + c (or Ctrl + Insert) Copy the selected item
Ctrl + x Cut the selected item
Ctrl + v (or Shift + Insert) Paste the selected item
Ctrl + z Undo an action

Ctrl + vy Redo an action

Delete the selected item and move it to the

Delete (or Ctrl + d) Recycle Bin

Delete the selected item without moving it to

Shift + Delete the Recycle Bin first

F2 Edit/Rename the selected item

Move the cursor to the beginning of the next

Ctrl + Right Arrow word

Move the cursor to the beginning of the

Ctrl + Left Arrow previous word
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Press this

To do this (Continued)

Ctrl + Down Arrow

Move the cursor to the beginning of the next
paragraph

Ctrl + Up Arrow

Move the cursor to the beginning of the
previous paragraph

Ctrl + Shift with an arrow key

Select a block of text

Shift with any arrow key

Select more than one item in a window or on
the desktop, or select text within a
document.

Ctrl with any arrow key + Space

Select multiple individual items in a window

bar or on the desktop

Ctrl + a Select all items in a document or window
F3 Search for a file or folder

Alt + F Open the file menu for the active window
Alt + Enter Display properties for the selected item
Alt + F4 Close the active item, or exit the active

program

Alt + Spacebar

Open the shortcut menu for the active
window

Ctrl + Spacebar

Activate the current grid row

Close the active document (in programs that

Ctrl + F4 allow you to have multiple documents open
simultaneously)
Alt + Tab Switch between open items

Ctrl + Alt + Tab

Use the arrow keys to switch between open
items

Ctrl + Mouse scroll wheel

Change the size of icons on the desktop

Windows logo key + Tab

Cycle through programs on the taskbar by
using Aero Flip 3-D

Ctrl + Windows logo key + Tab

Use the arrow keys to cycle through
programs on the taskbar by using Aero Flip
3-D

Alt + Esc

Cycle through items in the order in which
they were opened

Procedures Guide
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Press this To do this (Continued)
Cycle through screen elements in a window
Fé6
or on the desktop
Fa Display the address bar list in Windows
Explorer
Shift + F10 pisplay the shortcut menu for the selected
item
Ctrl + Esc Open the Start Menu

Alt + underlined letter

Display the corresponding menu

Underlined letter

Perform the menu command (or other
underlined command)

F10 Activate the menu bar in the active program
Right Arrow Open the next menu to the right, or open a
submenu

Left Arrow Open the next menu to the left, or close a

submenu

F5 (or Ctrl + r)

Refresh the active window

Alt + Up Arrow

View the folder one level up in Windows
Explorer

Esc

Cancel the current task

Ctrl + Shift + Esc

Open Task Manager

Shift

When CD is inserted, prevent it from
automatically playing

Left Alt + Shift

Switch the input language when multiple
input languages are enabled

Ctrl + Shift

Switch the keyboard layout when multiple
keyboard layouts are enabled

Right or Left Ctrl + Shift

Change the reading direction of text in
right-to-left reading languages

6/19/23
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Dialog Box keyboard shortcuts

Press this To do this

Ctrl + Tab Move forward through tabs
Ctrl + Shift + Tab Move back through tabs

Tab Move forward through options
Shift + Tab Move back through options

Perform the command (or select the option)

Alt + underlined letter that goes with that letter

Replaces clicking the mouse for many

Enter selected commands
Select or clear the checkbox if the active

Spacebar R
option is a checkbox

Arrow keys SeIect. a button if the active option is a group
of option buttons

F1 Display Help

F4 Display the items in the active/drop-down
list

Backspace Open a folder one level up if a folder is

selected in the Save As or Open dialog box
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