Data Entry

Enter User ID and
password

Choose the LHD and
Program Area from the

dropdown boxes

Click
Submit to
enter the

MPR

Screen

E—

Click
Save

Click “Next Indicator” in the
navigation trail to move
directly to the next indicator

Click on the MPR number in

the navigation trail, then click

“Next Requirement” to move
directly to the next MPR

e

—

Click on any MPR to
display a list of
individual indicators
(the Indicator
Screen)

Click on an
indicator to do data

E—

entry

If applicable, enter
text in any of the six

text fields

—

Click on a button to choose Met,
Not Met or Not Applicable

Click “Home” in the navigation
trail to return to the reviewer

home page

J\
“/

Click on your section name in the
navigation trail to return to the

list of MPRs
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Click on the

“Data Entry

Complete”
checkbox at the
top of the page

When MPHI staff
finishes editing your
report, you will be

notified via email

Click on another MPR
to view indicators
and/or complete data
entry

Log in to the web
module and make any

necessary changes

[l

Click on “Edits
Complete, Publish
Indicator Data”




Spell Checking

Click on the button
on the top left hand
corner of the field that
has the letters ABC
and a checkmark on it.

: > When the spell check tool comes across a word that is spelled incorrectly, you will be given a list of

words from which to choose.

If the word you are seeking is on
that list, simply click on the word

and then click “Replace.”

If the spell check does not recognize a
word, yet it is spelled correctly, click on
“Ignore” to move past the word.

If the word is not in the list, you
may type it in the “Change To” field
and click “Replace.”

Click on “Spell check complete” to complete the spell check

process.
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Printing Reports

From the main menu, choose from:

“On-Site Review Report” to generate a printable PDF “Section Summary” to generate a printable PDF
containing a grid with totals for all Met, Not Met and containing a grid with totals for all Met, Not Met and
Not Applicable indicators which have been entered for Not Applicable indicators which have been entered for

all sections. your section only.

“Sectional Status Report” to
generate a printable PDF of
your report

Michigan Local Public Health Accreditation Program 2007
Web-based Reporting Module Procedure Map: Reviewers



CPA- State Agency Response

When an indicator is marked
“Not Met,” a Corrective Plan of
Action State Agency response
form is automatically generated.

>

Log on to the
system

Choose the LHD and
Program Area from the

E—

Drop Down boxes

If you require materials, click in the
“Materials Required By” field. Choose

the date from the popup calendar.

Click on a
button to
choose your

—

If you require a site revisit, click in the
“Site Revisit By” field. A calendar will

pop up, allowing you to choose the date ::>

by which the site revisit must occur.

response

—

Enter any miscellaneous details in

the text field labeled “Please
detail actions necessary for
compliance.”

Click
Submit to
enter the

MPR

Screen

!

Click on the “edit” link
next to the indicator and
the version number for
which you are entering a
response

Scroll to the bottom of
the page. Your name will

be pre-filled in.

Click “Save”. K

Click on the checkbox
next to “Publish”. <:: the calendar next to <::

!

You will receive
confirmation that
your data has

:

been saved

Click on “Return to
CPA Page” on the
bottom of the
confirmation page to
return to the main CPA
menu
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>

Enter the current
date by clicking on

the “Date” field.

NS

Click in the “Reviewer Name”
field and enter more text if
applicable

Click on “View”
next to any of the
CPA edits in order
to view and print




