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MEDSS overview 
MEDSS stands for “Minnesota Electronic Disease Surveillance System.” MEDSS is an electronic 
disease surveillance system that allows public health officials to receive, manage, process, and 
analyze disease-related data. MEDSS allows secure communication and coordination between 
state and local health departments. MEDSS allows for immediate exchange of information. In 
addition to reporting, MEDSS’s security environment displays only the data someone needs and 
is authorized to see.   

In MEDSS, information about a person’s disease or condition is organized by what is called 
an event. An event is the information associated with one specific person’s disease or 
condition. The terms event and case are used interchangeably in MEDSS. 

 
A person can have multiple events if they have more than one disease or condition that is being 
tracked in MEDSS. All the events are separate but are tied to the person who has the disease or 
condition. 

 
You will only be able to view certain events in MEDSS. You will have access to events (Birth 
Defects, Hearing Loss, Heritable Condition, and Congenital Cytomegalovirus) for 
children referred to local public health by MDH Children and Youth with Special Health Needs 
(CYSHN) that live in your jurisdiction or county. You will be notified by email every 2 weeks 
when MDH sends new events to the LPH workflows in MEDSS. You may not have any new 
events every time, but you should log into MEDSS to check your workflows. This will also allow 
your login information to stay current. Email notifications of EHDI cases are sent to LPH as cases 
are added to the workflows. 
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MEDSS account 

Request MEDSS access 
▪ New contacts who require MEDSS access should complete a New LPH Contact for 

CYSHN (https://redcap.health.state.mn.us/redcap/surveys/?s=7PNAFFXYNAKPP4LK) 
survey. You will be prompted through what you need to complete, including instructions 
on completing and submitting a MEDSS Access Form. 

Login 
Login to the MEDSS website (https://medss.web.health.state.mn.us/medss/login.do). You will 
receive a username and password once you complete the MEDSS training. If you have not 
completed the MEDSS training or need assistance with logging in, 
contact health.cyshn@state.mn.us.  

 

 
1. Open the MEDSS website (https://medss.web.health.state.mn.us/medss/login.do) in an 

Internet browser. 

2. Type in your provided (case sensitive) username in the Username field. 

3. Type in your password in the Password field.  

https://redcap.health.state.mn.us/redcap/surveys/?s=7PNAFFXYNAKPP4LK
https://redcap.health.state.mn.us/redcap/surveys/?s=7PNAFFXYNAKPP4LK
https://medss.web.health.state.mn.us/medss/login.do
https://medss.web.health.state.mn.us/medss/login.do
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4. Click the Login button. 

Log out of MEDSS 
On the Dashboard, click the dropdown under your name at the top right of the screen. Select 
Logout. 

 
The MEDSS Login screen will appear, meaning you have successfully logged out. 

Update your MEDSS password and security question 
1. On the Dashboard, click the dropdown under your name at the top right of the screen. 

Select Edit Profile. 

 
2. Enter your desired password into both the Password and Confirm Password fields of the 

Login Credentials section. Passwords in MEDSS are case sensitive. 

3. It is important to set a security question. A security question will allow you to reset your 
password if you forget it. Select a question from the Security Question dropdown. Type in 
the Security Answer and enter the answer again in the Confirm Security Answer field. 
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4. Click Save. The Dashboard will then display. 

NOTE: Passwords must be updated at least every three months. If your password expires, you 
will be prompted to change it upon login. If you have issues logging into MEDSS, email CYSHN 
staff at health.cyshn@state.mn.us.  

Dashboard 
After you log in, the Main Dashboard opens. The screenshot below shows the Dashboard. 

 
There are two types of Dashboards: The Main Dashboard and the Event Dashboard. The Main 
Dashboard is the main screen in MEDSS and is the starting point for most actions. The Event 
Dashboard is the screen used for case-specific actions. 

mailto:health.cyshn@state.mn.us
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Toolbar 
The Toolbar contains several icons to navigate in MEDSS. The icons that you will be using are 
briefly described below. More detailed instructions on how to use these icons are provided 
later in the manual.  

 
1. Search Event icon: Search for an event in MEDSS  

2. Workflow icon:  View workflows. Workflows organize events that require user action.  

3. Tasks icon: Not currently used by LPH and can be ignored.  

4. Reports icon: Access reports that organize and display the status of events in MEDSS. 

5. Recent Events icon: Shows the 30 most recent events that you have accessed. Click on any 
of the events on the list to open the event. 

6. Home icon: Easily return to the Main Dashboard or, if a case is open, the Event Dashboard 
from anywhere in MEDSS.  

Workflows 
All cases that require your attention will appear in your workflows. 

1. Click on the Workflow icon in the Toolbar or the ‘More…’ button in the Workflow Queue 
section of the Dashboard. Note, the workflows listed in the Workflow Queue section of the 
Dashboard may be different than what is pictured, depending on which of your workflows 
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currently have cases.
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2. The Workflow Queues page will open. Your workflows are listed under the heading CYSHN 
LPH Workflows. 

 

 
a. Total count refers to the number of cases in each workflow. You can ignore the case 

assignment feature number in the parentheses; it is not a feature we use. 

b. You can ignore Priority.  

c. Last Update refers to the last date and time the workflows were refreshed. These 
workflows are updated automatically every 10 minutes. 

3. Click on the workflow name to view cases within the workflow. LPH workflows include: 

a. LPH Follow-up to complete 

b. LPH additional follow-up to complete 

c. LPH second assessments 

d. LPH submit follow-up 

4. Click on the child’s Event ID to view that case.  
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Helpful tips for MEDSS 
1. Do not use your browser’s back and forward arrow buttons to navigate. Instead, look for 

the Home, Save, or Cancel buttons at the top or bottom of the page to get back to the 
previous page.  

2. Save your work often using the Save & Stay button – MEDSS times out after 15 minutes of 
inactivity.  

3. Hover your cursor over the Toolbar icons for a description of the icon.  

4. Always close an event and log out when you are done. The button to close an event is the X 
button located on the upper right corner of the Event Summary section. The button to log 
out is found on the top right corner of the Dashboard in the dropdown under your name. 

5. Your Recent Cases list on the Dashboard is not your to-do list. It is simply a list of the most 
recent cases you have visited. Utilize the LPH Workflows for CYSHN within the Workflow 
Queues to track cases. 

6. Do not open multiple tabs of MEDSS in your browser. This could kick you out of MEDSS or 
interfere with the correct saving of a case causing you to lose information. 

7. Do not use your browser’s autocomplete functionality, including for saving passwords. 
Many times, this causes issues when you need to change your password or MEDSS goes 
through an upgrade, and can delay your ability to log in. If you would like to save your 
password somewhere, use an app approved by your IT department. 

Events 

Open an event 
There are four ways to look up events in MEDSS: 

1. Search by Event ID 

2. Search Event/Search Case 

3. Recent Cases 

4. Workflows 

Search by event ID 
If you know the Event ID for a case, you can enter it in the field on the top right corner of the 
Dashboard and click the Search button. The Event ID is the 9-digit number unique to a specific 
case and may be found in the Basic Information section of the Event Summary. 
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Search event/case 
If you know the name, date of birth, or other identifier for a case, you can use the Search Event 
function. 

Click on the Search Event icon in the Toolbar. 

 
A new Search Case window will appear:

 
You can search using a variety of different criteria. You must fill in a minimum of one field to 
search for an event. If searching by name, an asterisk (*) can be used if you are unsure of the 
spelling. For example, the last name “Frankenstein” could be searched as: 

▪ Fr* (will return all cases with a last name that begins with “Fr”) 

▪ *stein (will return all cases with a last name that ends with “stein”) 

▪ Fr*ein (will return all cases with a last name that begins with “Fr” and ends with “ein”) 

Events that meet your search criteria will appear in the Search Results section of the search 
window. If you see the event you wish to view in the list, double-click on it to open the event. 
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Recent cases 
Note: Your Recent Cases list on the Main Dashboard is not your to-do list. It is simply a list of 
the most recent cases you have visited. Utilize the LPH Workflows for CYSHN within the 
Workflow Queues to track cases. 

If you have recently viewed an event and wish to view it again, click on the Recent Events icon 
in the Toolbar or the “More…” button in the Recent Cases section of the Main Dashboard. 

 
A list of the most recent 30 events that you have viewed will appear. These can be a list of 
events you are currently working on or have completed. Find the event you wish to view. Click 
on the Event ID in the left column to open the event. Please note this list shows the cases you 
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have opened or worked on; it does not include cases you have not yet opened. Cases you have 
not yet opened can be found in your LPH workflows. 

If you would like to keep a case in this list for easy access, click on the “star plus” icon in the 
Bookmarks column of the Recent Events screen. This will retain the case in this list until the case 
is un-bookmarked. To un-bookmark, simply click the gold star. Note, bookmarked cases do not 
count toward the 30 most recent events that appear in the list. Bookmarking a case is 
completely optional—you do not need to bookmark a case if it is unhelpful. 

 

From a workflow 
If you know the status of a case (whether it is awaiting follow-up for a first assessment or 
second assessment, if it has been sent to multiple agencies, or is awaiting submission) you can 
open the case from your Workflows. 

1. Your list of workflows appears in your Workflow Queue. Click on the name of the workflow 
that you believe the event will be in. 

2. A list of events in the selected workflow appears. If you see the desired event on this list, 
click its Event ID to open the event.  

 
3. When you open an event, the information related to the event will appear in the Event 

Dashboard. 

Event dashboard 
The Event Dashboard consists of two main sections—the Event Summary and the Event Tabs. 

▪ Event Summary: Displays Basic Information about the case, in addition to a Notes area. 

▪ Event Tabs: Displays more detailed information about the case. Each Event Tab contains 
different information. 
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Basic information 

 
The Basic Information section provides several pieces of information about the event:  

▪ Event ID: This is the 9-digit number used to identify an event in MEDSS.  

▪ Disease: Shows the disease or condition the event refers to. Remember, one person can 
have multiple disease events in MEDSS. They will have a separate event for each disease 
category (i.e., Birth Defects, Hearing Loss, Heritable Conditions, or Congenital 
Cytomegalovirus) recorded in MEDSS. 
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▪ Person: Shows the person’s name, birth date, gender, and phone number. If you click on 
the person’s name, their Person Summary will open. The Person Summary contains 
contact information and lists any other disease events associated with this person that 
you have access to. 

 
▪ Dates: Shows the date that the event was created and its effective from 

date. Typically, these two dates will be the same. 

▪ Type: We do not use this feature. 

▪ Event Status: Refers to the status of the case. Possible case statuses are open, closed, 
and invalid. All questions in the event will be read-only if the case status is closed or 
invalid. Only MDH staff can change this Event Status. 

▪ Linked Events/Contacts: We do not use this feature.  

Notifications 

 
The Notifications section contains several pieces of information:  

▪ The message Event is in workflows appears if the event is currently in any 
workflows. You can click on the View List link to the right of the message to view which 
workflows this event is in. 

▪ You may also notice some red text in the notification section. Most of these messages 
are for MDH staff to ensure they enter data correctly into each event. 

▪ Any purple text you see is intended to alert you to a specific aspect concerning the 
event. 

There are four notifications that you should be aware of because they will influence how you 
provide follow-up to the family: 

1. Preferred Language is not English: You will most likely need an interpreter to 
communicate with this family. 
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2. This person has died (death date is filled): The only situation in which this concern 
would appear would be if MDH learns that a child has passed away while you are 
following up on the child. MDH staff will notify you as soon as possible if this happens 
and will close the case for further follow-up. 

3. Mother not legal guardian: The mother listed in the LPH wizard should not be 
contacted. Instead, look at the Guardian fields to find the child’s legal guardian.  

4. Acuity: This will help you prioritize the birth defects cases you receive. When the acuity 
level listed is low, follow-up is optional, but it is non-reimbursable.  

Event tabs 

 
Below the Basic Information section of the Event Summary, you will see several tabs (outlined 
in red in the photo). Each tab contains different types of information about the event: 

▪ Event Data: When you click on this tab, you will see a list of Question Packages and a 
Wizards dropdown.  

o Wizards draw questions from the question packages in groups that make sense 
for data entry. When you update a question in a wizard, it is the same as 
updating it in the question package (the data automatically appears in the same 
question in the question package). You should complete all follow-up within the 
wizard(s). 

o Question Packages should not be used for your documentation. Question 
Packages provide a way of organizing the questions in the child’s event 
into packages based on the content needed for review and follow-up. If you 
answer every required question in the LPH Assessment wizard, your 
documentation will be complete. 

▪ Concerns: LPH users do not use any of the features in the Concerns tab. 

▪ Persons: The Persons tab contains information shared by all disease events connected 
to this person. In this section, you can view the person’s name, birth date, death date, 
gender, and contact information.  

▪ Tasks: LPH users do not use the features in the Tasks tab.   
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How to open a wizard 
1. On the Event Dashboard, click on the Event Data tab. Typically, this tab will already 

be selected when you open an event.  

2. Click on the Wizards dropdown and select the desired wizard.  

3. LPH Assessment 

a. The LPH Assessment – Second wizard will only appear when a second assessment is 
requested. For this wizard to appear, the first assessment must be submitted, the field  
*Do you plan to contact this family again? must be marked ‘Yes’, and MDH must 
activate the LPH Assessment – Second wizard (this typically happens within one to two 
business days).  

b. The Hands and Voices wizard will only appear for Hearing Loss and Congenital 
Cytomegalovirus cases. This wizard is here in case it is helpful during follow-up.  

4. Click on the View Wizard button. Your desired wizard will open.  

 

Close an event 
When you have an event open, the case is locked so multiple people cannot edit at the same 
time. Closing an event makes it immediately available for others to view and update. In the 
upper right corner of the Event Dashboard, click on the X. This will bring you back to the Main 
Dashboard screen. 
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Completing the LPH Assessment Wizard 

Reimbursable referral events 
The following is a detailed description of the questions in the LPH Assessment wizard and 
instructions on how to complete them for Reimbursable Referral events. Non-reimbursable 
referral events are not required, but more information on them can be found later in this 
document. 

1. From the Event Dashboard, select the LPH Assessment wizard in the Wizards dropdown. 
Click View Wizard.  

 
2. The LPH Assessment wizard will open. The wizard is divided into three sections:  

a. Demographic (contains the demographic information on the child and mother) 

When you open a Hearing Loss, Heritable Condition, or Congenital Cytomegalovirus 
event, the HL/HC Case Notes from MDH field is located directly above the Child’s 
Information section. 

b. Nursing Assessment 

c. Invoicing Information 

 

Demographics 
Child’s Information: Contains demographic information for the child. Some fields are read-only 
and cannot be updated in the wizard. If the child’s name, birth date, or contact 
information has changed or is incorrect, use the LPH Critical Updates field located in 
the Assessment Notes section to notify MDH of any changes.  
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Birth mother’s Information: You will be unable to update the mother’s name or age in the LPH 
Assessment wizard. Please note that if child is known to have been adopted, the name listed 
here will not be the adoptive mother. Look at the additional contact question for information 
on adoptive parent(s). 

 
The Birth Mother Legal Guardian dropdown indicates whether the birth mother is the child’s 
legal guardian. If ’No’ is selected, the guardian information should be entered in the Secondary 
Contact Information section. Additionally, add the guardian contact information in the LPH 
Critical Updates field within the Assessment Notes section. 

 
If the birth mother is the legal guardian or the legal guardian is unknown, answer the Birth 
Mother’s contact information same as child field. If ‘No’ is selected for Birth Mother’s contact 
information same as child, enter birth mother’s information in the appropriate fields, if known. 
If you prefer, you may add this information in the LPH Critical Updates field within the 
Assessment Notes section. 

Secondary contact: If ‘Yes’ is selected for Additional contact, fields will appear for additional 
contact information. To add another additional contact, click on Add New and another 
Additional contact field will appear. If you prefer, you may add this information in the LPH 
Critical Updates field within the Assessment Notes section. 
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Clinical Information: Birth Defects: For Birth Defects cases only. This provides clinical 
information, acuity level, and the date MDH sent the initial parent packet to the parent or 
guardian. Here is where you will find the BD case notes from MDH field. 

 
Diagnosis Information: Heritable Conditions: For Heritable Conditions cases only. This provides 
diagnosis information and whether the diagnosis is active to the best of our knowledge as of 
the last time a Heritable Conditions longitudinal follow-up action was taken. Rarely, a Heritable 
Conditions event may contain information on both active and inactive diagnoses. If this occurs, 
please note that LPH is not being requested to follow-up on any inactive diagnosis listed. 

 
Provider Information: All CYSHN cases have a Provider Information section where you can 
record the primary care provider and clinic information. Hearing Loss cases will also have the 
Current Audiologist and Audiologist Facility Lookup fields. 

 
All these fields are optional; however, if you discover new or updated information, please enter 
that information directly into the fields. 
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Nursing assessment 
The next five sections are where you will find the five problem areas you may address with the 
family: Income, Communication with Community Resources, Caretaking/Parenting, Growth and 
Development, and Health Care Supervision. To receive reimbursement for eligible referrals, at 
least one problem area must be assessed. 

 
For each of the problem areas: 

1. Select ’Assessed’ or ’Not Assessed’; ‘Not Assessed’ is the defaulted selection, so this field 
only needs to be updated if you assess the problem area. You can assess a problem and find 
no concerns and it would still count as a problem that was assessed.  A concern does not 
need to be found for it to count as having been ’assessed’.  

2. Note that all required fields are bolded and marked with a red asterisk *. You may want to 
answer all required questions before opening each problem area (by selecting ’Assessed’), 
to ensure you don’t forget a question. 

3. Hover your pointer over the blue information boxes  for helpful information and guidance 
on completing required fields. 

Notes: 

If you were unable to assess at least one problem area, or information was obtained from a 
previous contact with the family, the reimbursement level will be Level 1 $75. A minimum of 
one problem area must be assessed and an intervention documented to reimburse at Level 
2A, 2B, or 3. The CYSHN reimbursement levels are available in the LPH follow-up manual. 
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Problem areas 
If you did not assess one or more of the following problem areas, select ‘Not Assessed’ from the 
dropdown and complete the * required questions, if applicable. 

Income  
If you did not assess the Income problem area, select ‘Not Assessed’ and complete the required 
question * What type of insurance does the child currently have? 

 
If you assessed the Income problem area, select ‘Assessed’ from the dropdown. 

 
Under Income Signs and Symptoms, check at least one sign/symptom (S/S) box or select the No 
Income signs or symptoms present box, which is visible when no other S/S box is checked. 

  
Next, complete the Income KBS Assessment questions. Rate the KBS by selecting from options 
in the * Knowledge, * Behavior, and * Status dropdowns. ‘Not rated’ is an option for all three 
KBS fields. Click on the KBS Rating Supplement link to open a guideline of what to consider for 
each symptom. Hover over the blue info boxes  for a description of each scale. 

 



C Y S H N  M E D S S  U S E R  M A N U A L  

7  

Next, look at the Income Interventions questions. Hover over the blue info boxes  for the 
definition of each intervention. Mark any appropriate interventions or check the No income 
interventions provided checkbox. After clicking on an intervention, a notes field appears so you 
can add any information you feel is necessary. Notice that the required question * What type 
of insurance does the child currently have? now appears in the middle of the intervention 
questions. 

 

Communication with community resources 
If you assess the Communication with Community Resources problem area, it is suggested that 
you answer the required questions before selecting ‘Assessed’. 

 
Note that when ’English American’ is selected as the preferred language, the interpreter 
questions are not visible. 
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When ’Other‘ is selected as the preferred language, the * Other language question appears. 
Type the name of the preferred language in the field. 

   
If you assessed the Communication with Community Resources problem area, select ‘Assessed’ 
from the dropdown.  

  

Under Communication with Community Resources Signs and Symptoms, check at least one 
sign/symptom (S/S) box or select the No Communication with Community Resources signs or 
symptoms present box, which is visible when no other S/S box is checked. 

 
Next, complete the Communication with Community Resources KBS Assessment questions. Rate 
the KBS by selecting from options in the * Knowledge, * Behavior, and * Status dropdowns. 
‘Not rated’ is an option for all three KBS fields. Click on the KBS Rating Supplement link to open 
a guideline of what to consider for each symptom. Hover over the blue info boxes  for a 
description of each scale. 
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Next, look at the Communication with Community Resources Interventions questions. Notice 
that the required questions about preferred language/interpreter that you previously answered 
now appear in the intervention questions area. Hover over the blue information boxes  for 
definitions of each intervention.  

Mark any appropriate interventions or check the No Communication with Community 
Resources interventions provided checkbox. After clicking on an intervention, a notes field 
appears so you can add any information you feel is necessary. 

 

Caretaking/parenting  
If you assess the Caretaking/Parenting problem area, it is suggested that you answer the 
required questions before selecting ‘Assessed’. 

 
Selecting the response ‘Yes’ or ‘Already participating’ for * Did you refer this family to a home 
visiting program opens the question * Which program was the child referred to, or already 
participating in?. 

 
If you assessed the Caretaking/Parenting problem area, select ‘Assessed’ from the dropdown. 
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Under Caretaking/Parenting Signs and Symptoms check at least one sign/symptom (S/S) box or 
select the No Caretaking/Parenting signs or symptoms present box, which is visible when no 
other S/S box is checked. 

 
Next, complete the  Caretaking/Parenting KBS Assessment questions. Rate the KBS by selecting 
from options in the * Knowledge, * Behavior, and * Status dropdowns. ‘Not rated’ is an option 
for all three KBS fields. Click on the KBS Rating Supplement link to open a guideline of what to 
consider for each symptom. Hover over the blue information boxes  for a description of each 
scale.  

 
Next, look at the Caretaking/Parenting Interventions questions. Notice that the required home 
visiting referral questions you previously answered now appear in the intervention questions 
area. Hover over the blue information boxes  for definitions of each intervention. Mark any 
appropriate interventions or check the No Caretaking/Parenting interventions provided 
checkbox. After clicking on an intervention, a notes field appears so you can add any 
information you feel is necessary.  

 

Growth and development 
If you assess the Growth and Development problem area, it is suggested that you answer the 
questions before selecting ‘Assessed’. 
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The options to answer * Early intervention enrollment status are ‘Enrolled’, ‘Not Enrolled’, and 
‘Unknown’. If you select ‘Not Enrolled’ or ‘Unknown’, you will be asked if you referred the child 
to EI.  

 
If you select ‘Enrolled’, you will be asked if you have IFSP date. This date is not required but if 
you have the date, please enter it. 

 
If you assessed the Growth and Development problem area, select ‘Assessed’ from the 
dropdown. 

 
Under Growth and Development Signs and Symptoms, check at least one sign/symptom (S/S) 
box or select the No Growth and Development signs or symptoms present box, which is visible 
when no other S/S box is checked. 

 
Next, complete the Growth and Development KBS Assessment questions. Rate the KBS by 
selecting from options in the * Knowledge, * Behavior, and * Status dropdowns. ‘Not rated’ is 
an option for all three KBS fields. Click on the KBS Rating Supplement link to open a guideline of 
what to consider for each symptom. Hover over the blue information boxes  for a description 
of each scale.  

 
Next, look at the Growth and Development Interventions questions. Notice 
that the required Early Intervention Enrollment Status referral questions you previously 
answered now appear in the intervention questions area. Hover over the blue 
information boxes  for definitions of each intervention.  
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Mark any appropriate interventions or check the No Growth and Development interventions 
provided checkbox. After clicking on an intervention, a notes field appears so you can add any 
information you feel is necessary. 

 

Health care supervision 
There are no required questions for the Health Care Supervision problem area. 

 
If you assessed the Health Care Supervision problem area, select ‘Assessed’ from the dropdown. 

 
Under Health Care Supervision Signs and Symptoms, check at least one sign/symptom (S/S) box 
or select the No Health Care Supervision signs or symptoms present box, which is visible when 
no other S/S box is checked. 

 
Next, complete the Health Care Supervision KBS Assessment questions. Rate the KBS by 
selecting from options in the * Knowledge, * Behavior, and * Status dropdowns. ‘Not rated’ is 
an option for all three KBS fields.  
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Click on the KBS Rating Supplement link to open a guideline of what to consider for each 
symptom. Hover over the blue information boxes  for a description of each scale. 

 
Next, look at the Health Care Supervision Interventions questions. Hover over the blue 
information boxes  for definitions of each intervention. Mark any appropriate interventions 
or check the No Health Care Supervision interventions provided checkbox. After clicking on 
an intervention, a notes field appears so you can add any information you feel is necessary. 

 

Assessment notes 
This section consists of the Additional LPH Case Notes field and the LPH critical update check 
box: 

▪ The Additional LPH Case Notes field is where you will document your attempts to 
contact the family or any other issues.  
 
Note: Only document information that you were not able to document in the problem 
areas in the Additional LPH case Notes field. There is no need to duplicate what you 
have already documented. 

 
▪ Use the LPH Critical Updates field to notify MDH of any new demographic information, 

including address, phone number, parent or guardian information, or child death. You 
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may also use this box to ask for non-urgent technical assistance from MDH.  
 
Check the LPH critical update check box and write the change in the LPH Critical 
Updates text box that appears. Be sure to date and initial your entry. MDH staff will 
acknowledge receipt of your critical update information by entering a brief note in the 
same critical update field. 

 

Reimbursement Information 
Once you have completed documenting your follow-up in MEDSS and you are ready to 
complete the case, click the Save & Stay button.  

Next, go to the Reimbursement Information section of the wizard to submit the case to MDH 
CYSHN and to view the reimbursement level based on how you completed your follow-up. 

 
* Date of first contact attempt is required. Enter the date that you started your follow up. This 
date must be on or after the Date Event sent to LPH. 

* Parent/Guardian Contact is required. Select one of the following options: 

▪ Home Visit – if you communicated with the parent/guardian by doing an in-home visit. 

▪ Electronic or Office/Clinic – if you communicated with the parent/guardian by phone, 
telehealth, clinic visit, or email.   
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▪ Prior PHN Assessment – if another agency nurse recently completed follow-up for 
another reason.   

▪ Declined Assessment – if you spoke to parent or guardian and they declined to provide 
information. 

▪ Unable to Reach/Moved – if you attempted to contact the family or learned the family 
moved out of your county. 

* Do you plan to contact this family again? will only show up when you select either ‘Electronic 
or Office/Clinic’ or ‘Home Visit Assessment’ for * Parent/Guardian Contact. An answer is 
required if the field appears. Choosing ‘Yes’ will generate a second assessment wizard and 
workflow after MDH activates the LPH Assessment – Second wizard. 

 
Indicate the provider(s) you or your proxy communicated with to obtain information about 
connection to services (Check all that apply) 

 
Prior to entering a complete date, click on the Save & Stay button. This will assure that the 
reimbursement amount calculated is accurate.  

* Date of assessment or final contact attempt is required. This field will only appear once all 
required fields have an entry. The date you enter should be the date follow-up is completed. 

 
Click * Submit to MDH. The case must be submitted to appear in the CYSHN Cases for Follow-up 
Invoice report and for your CHB to receive reimbursement for the case. Your reimbursement 
information will appear once the case is submitted. Be sure to Save when you are done. 
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If corrections need to be made after submission, email MDH. CHBs will be reimbursed 
on a quarterly basis for the cases that are submitted in MEDSS. 

Completing non-reimbursable notification events  
You are not required to follow-up on Non-Reimbursable Cases; however, if you choose 
to follow-up and want to report your findings to MDH please follow the steps outlined 
below on completing the Non-Reimbursable Notification event in the LPH Assessment wizard.  

Documentation in the problem areas is optional. Regardless of whether you select ‘Assessed’ 
or ‘Not Assessed’ or complete all required questions, you will be able to fill out the 
reimbursement fields.  

▪ Complete the * Date of first contact attempt and * Parent/Guardian Contact fields as 
you would for a reimbursable referral. 

▪ Enter a * Date of assessment or final contact attempt and click on the * Submit 
to MDH box.  
 
The Reimbursement Type will appear as ‘No Reimbursement’ and the Amount to be 
reimbursed for this event will be ‘0’. 
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How the reimbursement fields should be completed. 

Completing the LPH second assessment wizard 
Please follow these instructions when completing the LPH Second Assessment wizard: 

1. View a list of cases that are pending a second assessment in the LPH second assessments 
workflow. See the Workflows section for instructions on how to find your workflows. 

 
2. Select the Event ID from the workflow to open the case. 
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3. From the Event Dashboard, open the LPH Assessment - Second wizard. See the LPH 
Assessment – Second and click View Wizard. 

 
4. The LPH Assessment - Second wizard’s five problem areas should be completed the same 

way as the First Assessment problem areas.  

 
How the reimbursement fields may appear when a second assessment is completed and submitted to MDH. 

Notes: 

In the Second Assessment wizard, the * Date of assessment or final contact attempt field 
doesn't appear until you click Save or Save & Stay even if you have completed all required 
fields. The second assessment reimbursement is always $125 regardless of whether it 
was an Electronic or Office/Clinic or Home Visit assessment. 
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New address request wizard (birth defect events only) 

Overview of the new address request process 
Before sending a case to local public health, MDH sends each child’s parents a packet with a 
letter that informs them that their LPH agency is being notified of their child’s birth defect so 
they can get connected to appropriate services and programs. For birth defects cases, MDH 
waits 14 days after sending the letter before requesting that LPH contacts the family. This delay 
gives parents the opportunity to opt out of having their child’s data included in the Birth 
Defects registry and out of LPH follow-up.  

If a Birth Defects parent letter is returned as undeliverable, MDH does not ask LPH to follow-up 
at this time. Instead, we ask LPH to check their available sources to see if they can find updated 
address information for the family. 

MDH staff will send an email asking the key contact to check the LPH Follow-up 
to complete workflow to find the address request event. You will temporarily be given 
jurisdiction in MEDSS during the address search; however, after you document the results of 
your search and submit the event for reimbursement, the jurisdiction is removed.  

If no new address is found, the case will be marked as Lost to Follow-up by MDH staff and the 
event will not be referred to LPH. If a new address is located, the MDH Parent Letter Packet will 
be resent to the family. After the 14-day waiting period, and the mailing is not returned to MDH 
again, the event will be referred to the key contact for follow up. 

How to follow up on a new address request 
1. Click on the workflow icon on the Toolbar in the top left corner of the Dashboard. The 

Workflow Queues page will open. 

2. Click on the LPH Follow-up to complete workflow to find cases with ‘Address Check’ in the 
‘MDH Request Type’ column. Click on the Event ID to open the case. Alternatively, you can 
access the case by entering the Event ID in the search bar in the top right corner of the 
screen (see Search by Event ID section). 

 
3. Open the New Address Request wizard by selecting it from the Wizards dropdown. 

 
4. Review the last known address listed in the Parent/Guardian section at the bottom of the 

screen to find the county where the family last resided. 
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5. Search for a new address for the family using your available resources. When you have 

completed your search, click on the LPH critical updates check box in the Request for New 
Address section at the top of the wizard. The LPH Critical Updates notes field will open 
where you can enter a new address and any additional information for MDH. 

 
6. In the Access and Reimbursement Information section select an option from the Result of 

Address Research dropdown. 

a. If you found a new address, select Found new address - $75.00.  

b. If you found some forwarding information but not a complete address, select Searched; 
found new lead/county - $75.00.  

c. If you could not find any forwarding information on the family, select Searched; No new 
info found - $75.00.  

d. If you did not attempt to locate the family, select No action taken - $0.00. 
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7. Enter the date completed in the required * Date of assessment or final contact 
attempt field. 

 
8. Click on Save & Stay before checking the * Submit to MDH checkbox. Check the 

required *Submit to MDH checkbox, then save to close the wizard. 

Entering health care provider or clinic Information 
1. Within the Provider Information section of the LPH Assessment wizards, begin typing the 

first few letters of the first name of the case’s provider in the Primary Care Provider field. A 
dropdown will open with a list of providers. Click on the provider’s name you are looking 
for. 

 
2. In the Primary Care Provider Clinic field, type in the first few letters of the clinic name. 

A dropdown will open with a list of clinics. Click on the clinic name you are looking for. 
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3. If the PCP and/or clinic name is not found in the dropdown list, use the magnifying glass on 
the right side to search for the PCP/clinic using parts or whole names.  

 
If you are still unable to find the PCP/clinic, you can type in the first few letters of the word 
‘Other’ in the field. A dropdown will open with ‘Other’ listed. Selecting ‘Other’ will open a 
new set of fields where you can enter the name and other information. 

 

Reimbursement for CYSHN Follow-up 
Approximately two weeks before the end of each quarter, you will receive a reminder email to 
complete and submit cases for the quarter. You must complete the assessment and submit the 
event in MEDSS to receive reimbursement for that event. Events that are not submitted before 
they are closed will not be reimbursed. You have the remainder of the quarter the case was 
received plus one additional quarter to complete follow-up before the case will be closed for 
reimbursement.  

The reminder email will include the dates of the quarter that cases were sent that will be 
closed at the end of the current quarter. For example, cases sent between October 1st through 
December 31st will be closed after the following April 1st.  

Quarter dates 

• January 1 – March 31  

• April 1 – June 30  

• July 1 – September 30  

• October 1 – December 31 

Check the ‘Date Event sent to LPH’ column in the following workflows to see if you have any 
cases that will be closed: 

• LPH Follow-up to complete 

• LPH additional follow-up to complete  

• LPH second assessments 
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Additionally, check the LPH submit follow-up workflow to make sure it is empty. Any case that is 
completed but not submitted will appear here. 

 

Instructions for running optional reports 

Cases for Follow-up Invoice 
As of 2022, LPH is not required to run an invoice report for reimbursement. However, if you 
would like to run the report to verify payment, you may do so. 

1. Click on the Reports icon in the Toolbar on the top left corner of the Dashboard. The Maven 
Reporting screen will open. 

 
2. Select LPH CYSHN Reports from the Category dropdown.  

3. Select CYSHN Cases for Follow-up Invoice from the Select Report dropdown.  

4. Enter the dates for the current invoicing period for the Invoice Start Date* and Invoice End 
Date* fields. The date range on the invoicing report is based on the dates you submitted a 
case to MDH. The dates you enter to run the report should reflect the dates of the quarter 
you are invoicing for. 

a. For every case you have completed, you will need to have checked the * Submit to 
MDH box found in the LPH Assessment, LPH Assessment – Second, and New Address 
Request wizards, depending on the follow-up requested. This will automatically add the 
current date to the Date LPH Submitted Event field. A case will only appear on your 
invoicing report if the Date LPH Submitted Event falls within the dates of the quarter 
you are invoicing for. 

5. Select your County. To select multiple counties, hold down the ‘Ctrl’ key while clicking on 
each county name. 

6. Select Excel w/Parameters from the Output Type dropdown.  

7. Click the Run Report button to download the report.  

8. Open the downloaded report. If you are asked if you would like to open or save the report, 
select ‘Open’. This pop-up may not appear; the way you open a download is different for 
different Internet browsers. 
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9. The report shows you BD, HL, and HC events. The MDH Request Type will be either ‘Request 

Address Check’, ‘Reimbursable Referral’, or ‘Second Assessment’. You’ll see who 
documented the follow up for an event, the date completed, and the date submitted. The 
report is already sorted by Disease and Reimbursement Type. Tally the total count for each 
tier and address check separately for BD, HL, and HC events. The total number for each tier 
is what you will be reimbursed for in the specified quarter. 

 
Note: The data in the report is only updated once per day. If you submit a case on the last day 
of the quarter, please wait 24 hours before you run the report. 

LPH requests (by agency) CYSHN events report 
This report will pull cases based on the date the event was sent to LPH, and will include LPH 
request type information, basic demographics, birth mother information, preferred language, 
specific birth defect code(s) (when applicable), and the date the parent letter was sent (for 
birth defect cases only). 

1. Click on the Reports icon in the Toolbar on the top left corner of the Dashboard. The Maven 
Reporting screen will open. 

 



C Y S H N  M E D S S  U S E R  M A N U A L  

7  

2. Select LPH CYSHN Reports from the Category dropdown.  

3. Select LPH Requests (by agency) _CYSHN events from the Select Report dropdown.  

4. Select your Agency. To select multiple agencies, hold down the ‘Ctrl’ key while clicking on 
each agency name. 

5. Select the MDH Request Type. To select multiple request types, hold down the ‘Ctrl’ key 
while clicking each request type. 

6. Enter the dates for the report period for the Start Date and End Date fields. The date range 
for this report is based on the date MDH sent a case to LPH (Date Event sent to LPH which 
you can see in the Reimbursement Information section of the LPH Assessment wizard).  

7. Select Excel w/ Parameters from the Output Type dropdown.  

8. Click the Run Report button to download the report.  

9. Open the downloaded report. If you are asked if you would like to open or save the report, 
select ‘Open’. This pop-up may not appear; the way you open a download is different for 
different Internet browsers. The report will show you BD, HL, and HC events. 
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