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Frequently Asked Questions

Why upload ASPEN data from state servers?

To populate and update the master national data repository
To support national reporting systems (CASPER/QW)

To satisfy CMS policy guidelines

To support public websites (e.g., Nursing Home Compare)
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What ASPEN data is uploaded from state servers?

Certification kits for all provider types including CLIA

Investigation surveys — detailed survey, deficiency, workload, team data
Complaint investigation detail — core investigation data

Complaint intake detail — detailed intake data

Enforcement cases

CMPTS cases

FMS surveys

Special surveys

What are the upload transaction types?

ACO - certification kits including CLIA

CSP-SRV - ACTS investigation surveys

CSP-INV - ACTS complaint investigation core details
CSP-INT aka INTK - ACTS complaint intake detail
ENF - AEM enforcement cases

CPTS - AEM CMPTS cases

FMS - surveys

SRVY - Special surveys

How do the three ACTS uploads differ?

CSP-INT (INTK)

ACTS upload that sends complaint intake information to support national reporting.
Upload occurs automatically when intake qualifies, normally when investigation is
scheduled; intake finalization not required.

CSP-INV

Sends core investigation information to support national reporting. Upload occurs
automatically when investigation qualifies, normally when investigation is scheduled;
intake finalization not required.

CSP-SRV

Sends investigation survey information to national, including workload, team and
deficiency data. For investigation surveys after 07/01/2014, upload occurs automatically
when survey qualifies, normally when investigation is completed; intake finalization is
required. A successful CSP-SRV upload automatically triggers a CSP-INV upload as
well as CSP-INT uploads for all attached intakes.

Are all three ACTS uploads necessary?

Each type of ACTS upload sends separate, key information from the state server to national.
Uploads process at different times during intake and investigation processing as various
milestones are reached. To ensure all reportable information is available for national reporting
needs, all three ACTS uploads must occur and be successful.
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How are uploads triggered?

Uploads are triggered automatically or manually depending on creation/exit date, type of
transaction, or whether there has been a successful upload. Items must pass qualification
checks before being uploaded automatically or manually, i.e., data must be complete and meet
all applicable business rules.

How often do automatic uploads occur?

Upload transactions (Add, Update, etc.) are sent from ASPEN databases on state servers to
national every 10 minutes. Processing of these transactions on national occurs every night,
Monday through Friday.

Do | have to wait while automatic uploads are processed?

No, all automatic upload processes occur in the background so you can work uninterrupted.

If uploads are automatic, why do | need to do anything?

Not all uploads occur automatically. For example, the first upload of a CLIA certification kit and
enforcement case must be manual.

In addition, you may find manual uploads useful for testing or as a diagnostic tool if auto-
uploads are failing. For example, though ACTS CSP-SRV uploads are automatic, you may want
to manually trigger an upload to ensure the investigation qualifies for upload.
How do | trigger a manual upload?

o Certification kit

In ACO/ARO, go to the Upload tab in a certification kit and click the Prevalidate and
Upload button.

¢ Investigation survey (CSP-SRV)

In ACTS, go to the Upload tab in the Investigation Properties window, and click the
Prevalidate and Upload button.

e Intake (CSP-INT/INTK)

In ACTS, go to the Upload Intake tab of the intake and click the Upload Intake button to
initiate an ACTS Detail Upload of intake information. A CSP-INT upload can also be
triggered if the linked investigation is uploaded manually.

¢ Investigation detail (CSP-INV)

In ACTS, go to the Upload Intake tab of the intake and click the Upload Intake button to
initiate an ACTS Detail Upload. Core investigation details are uploaded if the intake is
linked to an investigation.

e Enforcement case (ENF)

In AEM, go to the Upload tab of an enforcement case and click the Prevalidate and
Upload button.
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o CMPTS case (CPTS)

In AEM, go to the Upload tab in the CMPTS Detail window and click the Prevalidate and
Upload button.

e FMS survey

In ARO, open the FMS Add/Update window and click the Upload button to open the
FMS Transactions window, then click the Prevalidate and Upload button.

Note: You cannot manually upload special surveys or CLIA 116s.

What are implicit transactions?

When field information in certification kits is updated in your state's database, it is transmitted to
national via explicit or implicit transactions. Explicit updates to the corresponding fields on
national occur when the certification kit is uploaded automatically or manually from your state
server to national. Implicit updates to field values are automatically sent to national; another
upload is neither triggered nor required.

Most Update transactions for certification kits are explicit (i.e., require an upload), but there are
two types of implicit Update transactions:

o Updates sent for certain individual facility properties fields, e.g., Employer ID, Address;
Survey Pending Date (not visible to user)

e Updates sent for a group of fields, e.g., bed counts on the CMS-1539, Program
Participation on the CMS-671

FMS records are also updated implicitly after the first successful upload to national.

Is uploaded information immediately available to national?

No, upload transactions (whether initiated automatically or manually) and implicit transactions
are processed overnight.

How can | monitor uploads?

Many tools are available to help monitor upload status for certification kits, enforcement cases,
intakes and investigations. These include:

e Transactions viewer

o Certification Kits list

e Upload tabs

¢ Email Notifications

e Action Items

e Reports
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Transactions viewer

For all ACO and ACTS upload types, the Transactions viewer (Tracking<Transactions) offers a
quick overview of upload transaction details and status for a given date range.

Note: To view only failed uploads, choose All Failed Transactions with No Following
Success.

ACTS Transaction viewer

Transactions for: LA

Start D ate |D1 S18/2016 vl Selection Criteria I.-’-‘«II Trangzactions for Specified Period LI
7 Refresh List |
End Date |D2.=’1 TA2ME VI Transaction Type IAII Types 'l

| Facility | Pravider ID |Acti0n | & [ate | Type | Skatus | By | Errar
2114 MEDICAL CEMTER([HOOO. .18 7 03 40D 02/03/2016  C5P-INT 10- Suceces..  CHERYL.WOODLAMD[3011E) - Osc
| MEDICAL CEMTER([HOOO. .19 7 03 &DD 02/03/2016  CSPHINV 10- Succes..  CHERYL.WOODLAND[3011E) - Osc
142057 = GEMERAL HOSPITALH. .19 4 04 UFDATE  02A10/20016  CSPINT 10- Succes..  ALAMMAH, MCTIGHE(30120) - Osc
1 REHABILITATION HOSPI. .18 8 03 abD 021206 CSP-5RY -1 - Failed JOHM, BEAVERS[20128) 20 -
=1 REHABILITATION HOSFI. .18 8 03 ADD 02A11/2016 CSP-SRV -1 - Failed Regional Office Staff 20 -
T142084  REHABILITATION HOSPI .18 8 04 UFDATE  0211/20016  CSPANT 10- Sucees..  JOHM, BEAVERS[30128) - Osc
142122 REHABILITATION HOSPI. .18 8 03 ADD 02A11/2016  CSP-INT 10- Suceesz..  Regional Office Staff - Osc
k| REHABILITATION HOSFI. .19 8 01 DELETE  02A1/20016  CSPINY 10- Succes...  JOHM, BEAVERS[30128) - Osc
1 REHABILITATION HOSFI. .19 8 03 &DD 02A1/2016  CSPHINY 10-Succes...  Regional Office Staff - Osc
| | 2

.EolorKey: Substantiated  Unsubstantiated/Mot dpplicable  [nvestigation

Wiew Related Investigation/l ntake || Frint | ok I
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ACO Transaction viewer

Transactions for: GA X I

Shaw trangactions sent between: - — - —
Start Date DA/04/2016 - Selection Criteria Ip’-‘n.ll Tranzactions for Specified Period [Certifications) LI

%P Fiefresh List |

End Date W Sort Order IEert Kit, Transaction Date (DESC) LI ét Facility Type Filter |
I |nitial Cert EEEE Recert ® A0 Flag @ Mot Flagged
v Eert...l Facility | Fravider 1D | Action | Send Date | Statug | Flag | By | leszage | Tranzaction (D | T ~
203 CAFT . 11ean 04 UFD... 05/02/2016 10-Succe... @ ASPEM 5. - Oscar Success - Succes.. 110008 53 H
404 EAR L 11018 04 UPD... 04/28/2016 -1-Failed @ ASPEM 5. 20 -trangzaction edit emror. 110078 eils 5
404 Eab L 11e8 04 UFD... 04/07/2016 10-Succe... @ RO Staff -Oszcar Success - Succes.. 110008 w82 5
Blo%  GEw L 11019 03 AD0  04M9/2016 -1 - Failed * RO Staff 20 - tranzaction edit erar, 110018 Ss H
Bl GEw L 11019 03 AD0  04M9/2006 -1 - Failed Ll L 20 - tranzaction edit erar, 110078 w2 H
Blo%  GEw . 11013 03 A4D0  04M15/2006 -1 - Failed L L 20 - Transaction edit eror. 170008 02 H
Tl AM oL 11078 04 UPD... 04/05/2016 -1 -Failed @ RO Staff 20 - Transaction edit eror.  17001% 5 H
gUG AGe L 1T RET 04 UFD... 04/05/2016 10-Succe... @ ASPEM S.. - Oscar Success - Succes.. 110018 3 5
JEEEE ALNe . 11T 04 UFD... 04187206 10-Succe... @ RO Staff - Oscar Success - Succes.. 1700018 w02 5
901 WwWEoL 1102 04 UFD.. 04187216 10-Succe... @ RO Staff - Oscar Success - Succes.. 1710008 00 0B H
R WEoL 1102 04 UFD.. 04187216 10-Succe... @ RO Staff - Ozcar Success - Succes.. 170078 090 H+
- | o

View Related Cerifcation kit | P || o |
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AEM Transaction viewer

You can view All Transactions for Specified Period (Enforcements), shown below, or All
Failed AEM Transactions With no Following Success.

Transactions for: GA X |
Show tranzactions sent between: .
CtatDate  |0/04/2016 = Selection Criteria I.t’-‘n.ll Transactions for 5pecified Period [E nforcements) j 535 Refresh List |
End Date |[|5,J[|4;2|j15 = I Sort Order IEnfc-r-:ement Case, Transaction Date [DESC) =] é; Facilty Type Filter |
Upload Type IﬁEM Detail and CMPTS LI

| » EnflD | Facility | Provider [ID | Auction | Send D ate | Statuz | Bu | tezzage | Trangaction ID | Type | Federal [ =
E G W GOL o ¢ L. 118w 04 UFPD.. 04/07/2016 10-Swcc.. ASPE.. -OscarSucc.. 110 W20 SMF/F Oppartur
ﬁ G Coowale 2 11 03 ADD 04/08/2016  10-Succ.. MaRK.. -OscarSucc.. 110 133 SHF/NF Mo Oppc
ﬁ Geo o BEAG G eI 04 UFPD.. 04/08/2016 10-Swcc.. MARK.. -OscarSucc.. 110 131 SHF/NF Mo Oppc
ﬁ Geo o BEAG G eI 04 UFPD.. 04/07/20016 10-Succ.. MARK.. -OscarSucc.. 110 @19 SMF/NF NoOppe
ﬁ Geo o BEAG G eI 03 ADD 04/06/2016  10-Succ.. MaRK.. -OscarSucc.. 110 43 SMNF/NF NoOppc
ﬁ G N ZEB .. 1t = 03 ADD 04/08/2016  10-Succ.. MaRK.. -OscarSucc.. 110 136 SMF/MF Mo Oppc
@ [ER 3 ARC S R 03 ADD 041452016 10 - Suce... -Oscar Succ.. 98000 w0g HHA-18 Opportur.
ﬁ Geoowl COLwy., 11t 03 ADD 04/08/2016  10-Succ.. MaRK.. -OscarSucc.. 110 134 SHF/MF Mo Oppc
ﬁ G 5 Bay I AL 04 UFD.. 04/05/2016 10-Succ.. MARK.. -OscarSucc.. 110 52 SMF/NF NoOppc
ﬁ G 5 Bay I AL 03 ADD 04/04/2016  10-Succ.. MaRK.. -OscarSucc.. 110 WED SMF/MF NoOppec
ﬁ G 1 CHF e 118 03 ADD 04/04/2016  10-Succ.. MaRK.. -OscarSucc.. 110 W53 SME/NF Mo DTCILI
a| | »

Yiew Felated Enforcement Caze || Frint | Ok I
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Certification Kits list

The Certification Kits window lists certification kits with details about each kit including
upload status. You can filter the listed kits by provider type, status, and date. From the
list, you can open individual kits.

Certification Kits % |
- Filters —
ey | | S ]
011 HOSPITAL SHORT TERM Dates  [02/04/2016 x| to [05/04/2015 |
012 HOSFITAL PSYCHIATRIC _ o
013 HOSPITAL REHABILITATION [~ Show Kits Modified Since Last Upload
014 HOSFITAL CRITICAL ACCESS HOSPITALS
015 HOSPITAL LOMG TERM
Kl [
Total Certifications: 20
Cert 1D I & Facility I Frovider (D I Type I Certification Type | ODIE I Kit Status | Flag I Survey Date &
e i3 A NIRRT IR W wRiR) . 1T S/MF . DZRECERTIFICATION -0FPEMH @ 03/A17/2018
ALBAY ' G 11w ASC 02-RECERTIFICATION g«? : -0FEM @ 04/13/2016
L aPPL I e HOS... O2-RECERTIFICATION qf" -OPEM ® - 0448/2018
i ATHI ¢ b T 1w HOS5... O2-RECERTIFICATION -0FPEMH @ 04/18/2016
N EAG] I 11¢ SMF/.. CO2-RECERTIFICATION -0PEM @ 04072016
1 GEOK b L. 11« HOS.. DZ-RECERTIFICATION = 01-0PEN * - D4M12/2018
’ LAKE H..  11aes HOS...  O1HMITIAL CERTIFICATION g«? : -0FEM ® - 04419/2016
i LakE H.. 110 HOS... O2-RECERTIFICATION -OPEM ® - 0402072018
ﬁ ; bl -F a5 SMF/..  O1HMITIAL CERTIFICATION -0FPEMH @ 03132016
& " b -F v o SMF/..  O1HMITIAL CERTIFICATION g;' : -0PEM @ 03142006
ﬁ t b -F v ar SHF/..  O1HMITIAL CERTIFICATION -0FEH @ 031452008
& b b -F " a5 SHF/..  O1HMITIAL CERTIFICATION -0FEM @ 03/14/2016
éi b -F v ol SHF/..  O1MITIAL CERTIFICATION -OPEM @ 03:15/2016
ﬁ L bl -F bl b BANF . DUIMITIAL CERTIFICATION ¢ -0FPEMH @ 03/21/2016
& b -F el L S/MF .. O1HMITIAL CERTIFICATION -0PEM @ 03/21/2006 o

Colar Kew: Initial Recert Other

ODIE key: [ =" Kit Pending \/' Kit ccepted

Flag key: F RO Flag @ Mot Flagged

Frirt Tracking Report | View Highlighted Certification Print List Close
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View Failed and Overdue Certification Kit Uploads

The Failed and Overdue Certification Kit Uploads window lists all certification kits in
need of an upload or completion. By default, kits are listed based on the number of days
elapsed since the Exit date of the first visit, if available; otherwise, the date the kit was
created is used. You can open the Certification window for a selected certification kit and
make needed changes.

Filter Options Color Key
(@) Show Ttems at least 45 days old Use My Selections filter I_- I Overdue I___
() Show Ttems between | | / =) and | // =
Track Provider N Age - Last Upload Upload -
D Mumber Created Date| Exit Date (in Days) Facility Name Date Status D
e 0ttt 0511172017 [07/05/2007 Iy e ——— e e Overdue
[ EET 08/04/2014 1484 | HOFMarms minilin  donisstbl idomt |~ +SrmGE Overdue
P 3oul 08/28/2014 1470 | Cotusmiliein misstt v o Melumioties, Overdue
Ol Joulle 08/28/2014 1470 | oot —iuin—- . Overdue
Sreinm JoullE 121202014 1364 | DM SR -] Overdue
PN 3oulie 1211512014 1361 | Barowier SN S, 0 ol 0IC Overdue
[T 3oulle 01/08/2015 1337 | Sam et | ilenausVs Overdue
I [T [n1r1amn1s 1320 | COMMmsammer = ot siamiCE [ overdue s
Upload Transaction Errors
i
] [ con
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View Failed and Overdue Special Survey Uploads

The Failed and Overdue Special Survey (SRVY) Uploads window lists all special
surveys in need of an upload or completion. By default, kits are listed based on the
number of days elapsed since the Exit date of the first visit, if available; otherwise, the
date the kit was created is used. You can open the Survey Properties window for a
selected survey and make needed changes.

Filter Options Color Key
© Show Items atleast 14 Tvsoid Use My Selections filter Refresh List [ Faiedistaled | Overdue | ncompiete
©) Show Ttems between | / / &) and | // =)
Event Provider N Age - Last Upload Upload -
D Number it liato (in Days) Eacisty ¥ame Date Status

Upload Transaction Errors

Come) o]
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Failed and Overdue Investigation Uploads

The Failed and Overdue Investigation (CSP-SRV) Uploads window lists Federal
investigations in need of an upload or completion. It includes failed and overdue
investigation survey (CSP-SRV) uploads as well as incomplete investigations. By
default, the list is filtered according to your active My Selections set.

You can open the Investigation Properties dialog for a selected investigation and make
needed changes. For a selected failed upload, the transaction errors that caused the
failure are displayed.

Upload Transaction Errors

Investgaton Properbes, . [pmta ] [ Come ]
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Upload Tabs
ACO Upload tab

All upload transactions associated with a certification kit display in the Prior Certification
Kit Uploads section on the Upload tab of the certification kit. The status column shows
whether the transaction was successful or failed.

" Cettiication & Surveys > | Tracking >> | ¢ Transmital (CMS-1539) >> | ¢ Application (CMS671)>> | ¥ Census CMS-672)>> ) Upload |

r Prior Centffication Kit Uploads

Act Transaction |D
l 04 UPDATE 07/31/20... 10 - Successful S0... 1100 S..71 5
l 04 UPDATE 07/30/20... 10 - Successful MA... 1100 S5 5
l 04 UPDATE 07/28/20... 10 - Successful LES... 1100 w8 5
f 04 UPDATE 07/02/20... -1 - Failed KEI... 20 -Transacti.. 1100 =3 5
l 03 ADD 06/18/20.. 10 - Successful S0... 1100 ® 12 5
o | ©

Prevalidate and Upload Refresh List Prirt Entire List

ACTS Upload tab (Investigation Properties/Survey View)

All upload transactions associated with an investigation display in the Prior Uploads
section on the Upload tab of the Investigation Properties window. The upload status for
all three of the ACTS upload transaction types can be immediately determined.

Investigation Properties-> Survey View: 060 -@fh
A
Pror Uploads /"
= Action Date Type . D By Emoe 8
[ §03 ADD
04 UPD.  07/1372005.. CSPINV \  10-Succes.. Ki Regional Office Staff
04 UPD 07132005 CSP~IHT\ \'\_\XC' - Succes O %706 Regional Office Staff
\ W E
\\ \ :
¢ B ,
‘ m ’

Prevaidste snd Upiood | [ Refsh Lt || [ Pt Entre Lt |

Upload Transaction Emors
670 WorkLoad for staf (s rvey) 04 12) s not complate -
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¢ A - Failed Investigation Survey (CSP-SRV) upload

e Investigation did not qualify for upload. Detailed survey information (e.g., deficiency,
team, workload) was not uploaded, thus is not available on national for CASPER or QW
reports. Highlight the failed transaction in the list to determine the issues preventing a
successful upload. Multiple items may require completion in ACTS such as intake
finalization, 670 entry, proposed action definition, etc.

e B — Successful complaint investigation detail (CSP-INV) upload

o Core data for scheduled investigation present so upload criteria met and data available
on national for CASPER or QW reports.

e C — Successful complaint intake detail upload (CSP-INT)

Core intake data present so upload criteria met and data available on national for
CASPER or QW reports.

Upload Intake tab (Intake form)

Intake detail upload transactions (CSP-INT) for the current intake are listed in the Prior
Intake Uploads section on the Upload Intake tab of the intake.

Intake | Allegations I Corltadf’F{eferl EMTALAI Deemed I Activities I Investigation I Actions/Close 5 Upload Intake |

r Prior Intake Uploads

“ALANNAH, GHE (30120)
7 CHERYL, ADAMS (30113) 1500068

4| | 2
Upload Intake Befresh List Print Enttire List || B emowe fram CASFER "
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Email Notifications
Tardiness emails

Leverage the automatically generated tardiness emails to monitor for upload status.
Ensure responsible parties are assigned, personnel records have accurate email
addresses, and recipients are specified for these emails.

= Late Investigation Upload Review email

Lists all investigation surveys that have never had a CSP-SRV upload and are
past due, i.e., have not been successfully uploaded within a specified number of
days from the exit date.

= Late Intake Finalization email

Lists late intakes, i.e., Federal intakes that have not been finalized after a
specified number of days (100) have elapsed since the Received End Date.
Currently, this email generates only for Nursing Home intakes.

Late Certification Kit Upload Review

This email lists certification kits that have never been uploaded and are past due for
uploading.

Recipients

Management units, team/work units in the given state configured as recipients (File |
Email Recipients).

Frequency
Every night.
Email Text

Subject: Late Certkit Upload Review - <State> - <MGMTUNIT> - <Team/Work Unit>
<Facility Category>

The following certification kits have not yet been uploaded within x days of their
certification exit date.

Please do not reply to this message.Thank you.<Cert Track ID><Cert Exit Date><Days
Since Exit><CCN><FacName> ...

Transaction Tracking



Late Certification Kit Uploads
This email lists late certification kits. i.e., kits that:

= Have been uploaded but not accepted after a given number of days.
=  Were previously accepted but can no longer be uploaded due to failed validation
checks.

Recipients

SA/RO staff members who are a responsible party for at least one late certification Kit.
Frequency

Every Sunday night.

Email Text

Subject: Late Certkit Uploads for <State> - <Staff ID> - <Staff Name>

The following certification kits have not yet been completed within x days of their
certification exit date.

The following certification kits were previously uploaded but can no longer be uploaded.

Please do not reply to this message.Thank you.<Cert Track ID><Cert Exit Date><Days
Since Exit><CCN><FacName> ... <Cert Track ID><Cert Exit Date><Days Since
Exit><CCN><FacName> ... Past Due Cert Report

This email is sent out every night. It contains a list of all certification kits that are past
due.

Late Investigation Upload Review

This email lists all investigations that have never been uploaded and are late. An
investigation is considered late if it has not been successfully uploaded within a specified
number of days from its exit date.

Recipients

Management units, team/work units in the given state configured as recipients (ACO |
File | Email Recipients).

Frequency
Every night.
Email Text

Subject: Late Investigation Upload Review - <State> - <MGMTUNIT> - <Team/Work
Unit> <Facility Category>

The following investigations have not yet been uploaded within x days of their exit date.
<Invest ID><Invest Exit Date><Days Since Exit><CCN><FacName>...

Please do not reply to this message.Thank you.
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Late Intake Finalization (NH only)

This email lists late intakes, i.e., Federal intakes that have not been finalized after a
specified number of days have elapsed since the Received End Date. Federal intakes
are defined as intakes with Intake Type = 01 Complaint and Intake Subtype = A, or
Intake Type = 02 Entity Reported Incident and Intake Subtype = 1 or 2.

Recipients

SA/RO staff members who are a responsible party for at least one late Federal intake.
Frequency

Every Sunday night.

Email Text

Subject: Late Intake Finalization for <State> - <Staff ID> - <Staff Name>

The following federal intakes have not yet been completed within x days of their initial
received date.

<Intake ID><Intake Rcv Date><Days Since Rcv><CCN><FacName>...

These intakes must be finalized within a timely manner. Please complete all of the
remaining steps required for intake finalization.

Please do not reply to this message.
Thank you.

Action Items

The following action items alert ACO/ACTS users when an upload was attempted but failed.
They are automatically closed the next time an upload is attempted. If another upload failure
occurs, a hew action item is created.

Unable to Upload Investigation - When an investigation's COMP upload fails to
complete, this action item is sent to all responsible parties for all linked intakes. It
appears in ACTS/ACO, and double-clicking on the action item takes the user directly to
the investigation.

Unable to Upload Certkit - When a certification kit's ODIE upload fails to complete, this
action item is sent to all of the kit's responsible parties. It only appears in ACO, and
double-clicking the action item takes the user directly to the certification Kkit.

Both of these action items generate an associated email to all recipients, regardless of the
recipient’s action email receipt settings on their personnel record. The Action Item Email
Configuration dialog (System/System Configuration/Email Configuration) does not list either of
the new action items since they are always enabled to send emails.

Reports

Transactions Report aka Transactions Tracking Report

To generate, click the Print button in the Transactions viewer.

To list only failed uploads in the report, choose All Failed Transactions with No Following
Success.

16
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e Reports menu<Federal Only<investigations Lacking Survey Upload

Lists investigations with no record of a survey upload (CSP-SRV) being attempted.
e Reports menu<Federal Only<Federal Intakes

To use this report for monitoring finalized intake, possible filters include:

Date Range: set to Last 180 Days

Status: any except Closed

How can | troubleshoot intake upload problems?

CSP-INT and CSP-INV upload types rarely require troubleshooting. However, troubleshooting is
commonly necessary for CSP-SRV uploads. Focus on the most common problems that prevent
CSP-SRYV uploads, which include:

¢ Are all linked intakes finalized?
o Are allegation findings specified?
e Is 670 data complete and accurate?

Diagnose auto-upload problems by triggering a manual upload from the Upload tab on
Investigation Properties->Survey View. Problems preventing upload can quickly be assessed
with this view.

What are Best Upload Practices for States?

o Enter all required data in a timely fashion to ensure successful uploads.

e Assign all appropriate responsible parties.

e Ensure personnel records have up-to-date email addresses (ACO<Enter/Update
Surveyor Information<Employee ldentification tab).

e Check the Transactions viewer frequently.

¢ Regularly run upload monitoring reports, i.e., Transactions Tracking and Investigations
Lacking Survey Upload.

¢ Review tardiness emails and take appropriate action.

¢ If in doubt about whether an upload of any type will be successful, test it by triggering a
manual upload.

Where can | get more information about ASPEN uploads?

o ASPEN Upload Transactions job aid - Provides a summary of information about ASPEN
uploads.
e ASPEN procedures guides

The ACO, ACTS, AEM, and CLIA procedures guides provide detailed information about ASPEN
uploads. They are available on QTSO’s Reference & Manuals page.
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