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Introduction  
 

The Comprehensive Information System (CIS) was developed by the MHC to enable users and the 
MHC to log in and access data relating to approved centres. 

Users require a user account in CIS to access this data. User accounts are created following the 
submission of a User Authorisation Form to the MHC by the Registered Proprietor Nominee for the 
approved centre to which you require access. To request an account please follow the guidance 
available on the MHC website: Comprehensive Information System (CIS) | Mental Health 
Commission   

NOTE: The CIS system has been optimised for use via Google Chrome. It is recommended that you 
always access CIS via Chrome. 

 

This Comprehensive Information System (CIS) Guidance document has been designed to assist users 
in logging in for the first time. Guidance relating to specific record types is also available on the MHC 
website.  

The CIS Guidance documents provide answers for most CIS queries that users of the system can 
have, and these should be read before contacting the MHC for additional support.  
If additional technical support regarding CIS is required, please email cis@mhcirl.ie. 

  

https://www.mhcirl.ie/resources/training/comprehensive-information-system-cis
https://www.mhcirl.ie/resources/training/comprehensive-information-system-cis
mailto:cis@mhcirl.ie


Page 4 of 14 
 
 

Requesting a new CIS user account 
 

Access for users to CIS data relating to an approved centre must be requested by the Registered 
Proprietor Nominee for the approved centre.  

• A User Authorisation Form should be downloaded from the MHC website and populated 
with all required data. The form is available here: Comprehensive Information System (CIS) | 
Mental Health Commission   

• See Appendix: Key data required for completion of a CIS User Authorisation Form for context 
on fields required for the setup of the user account. 

• Once a form has been fully populated it should be emailed to cis@mhcirl.ie  

The form will be processed by the MHC and a reply email will be manually sent from cis@mhcirl.ie to 
confirm when the account has been set up. 

New users will also get an automated email from CIS to complete their account activation and create 
their account password. 

 

Activating your CIS user account 
 
Once a user account has been created by the MHC an email will automatically issue from CIS, using 
the email address cis@mhcirl.ie with the title MHC – IMPORTANT INFORMATION – Activate your 
new CIS user account. 

 

 

https://www.mhcirl.ie/resources/training/comprehensive-information-system-cis
https://www.mhcirl.ie/resources/training/comprehensive-information-system-cis
mailto:cis@mhcirl.ie
mailto:cis@mhcirl.ie
mailto:cis@mhcirl.ie
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The email includes links to additional guidance such as this document. However, in order for the user 
to access their new CIS account they must click the Activate link available near the top of the email. 

 

Once Activate has been clicked a web page should open within the user’s default browser. 

 

NOTE: for the purposes of activation the browser does not have to be Google Chrome but please 
note that the system is optimised for the Chrome browser and CIS should generally be accessed 
using Chrome going forward. 

All required fields are highlighted in red and contain an asterisk.  

Populate the following: 

• Password 
• Verify Password 
• First Name 
• Surname 
• Email 
• Captcha 

Note that the password must contain at least 8 characters, one capital letter, one lowercase letter 
and one number. 

It is not possible to change username. It may be noted from the screen but it will also be emailed to 
the user once the account has been activated. It is important to retain this email for future reference 
particularly if the user will not access the system frequently.  

Please use the Refresh icon adjacent to the Captcha field if the captcha characters are too obscured 
to transcribe.  

The Captcha is not case senseitive. There are no spaces between the Captcha characters. 
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Once all fields have been populated click Activate Account at bottom right of page. 

 

The screen will change and an email will issue automatically from CIS confirming username and that 
the account has been activated. The email issues using the sender address of cis@mhcirl.ie and the 
subject of the email will be: New User – Login to your new CIS user account.  

 

 

 

mailto:cis@mhcirl.ie
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Logging on to CIS 
Your organisation may already provide desktop or browser links to CIS on your work device.  

The link is as follows: https://cis.mhcirl.ie:443 

However, you will also find the link to CIS in the following locations: 

• Your account activation email with the Subject New User – Login to your new CIS user 
account 

 
• The Mental Health Commission website banner 

 

As noted previously, the CIS system has been optimised for use in Google Chrome so please try to 
access via Chrome where possible. It may be useful to create a shortcut on your desktop to CIS if it 
will be used regularly – the shortcut may be configured to open in Chrome by default. 

When the CIS link is clicked you will immediately be prompted to enter credentials. 

https://cis.mhcirl.ie/
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Enter the username that was provided during account activation (and was also supplied in the 
confirmation email) and the password that the user created during activation.  

Click Login. 

Once logged in, a banner at top of page will display the last successful login date-time for the user. If 
there was a failed login for the same credentials this will also appear within the banner.  

 

If a user has problems logging in, please read the messages that appear on screen as they may assist 
in troubleshooting.  

If a user cannot recall their password, they may click on the Forgotten Password link at the bottom 
of the frame – this is described in detail later in this document: Forgotten Password  
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The Home Page 
The home page that a user lands on when successfully logged in will be determined by a 
combination of the user role and account permissions outlined within their User Authorisation Form. 

Users with different roles and permissions will see differences most commonly in the following 
areas: 

• The homepage title on their system banner e.g. User’s Homepage, CIS Proprietor Homepage, 
etc. 

• The Homepage Menus – some users will see a range of options here whereas others may 
see only one or two menu options. 

  vs    
• Tasks – tribunals users may see only tasks relating to tribunals whereas a user who has been 

engaged with an inspection may see details tasks relating to inspections or CAPAs. A user 
with many roles and permissions to the system may see a large amount of detail here.  

 vs    

 

NOTE: Users, even within the same approved centre, may have very different views of the system 
depending on the access levels defined by their user roles and account permissions. 

System messages are global and visible to all logged in users. 
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Detailed guidance on how to manage specific tasks and records across the system are available on 
the MHC website: Training | Mental Health Commission 

This includes a general navigation guide. 

However, it is useful to note that you may navigate menus in one of two ways: 

• Via Homepage Menus  

 
• Via the burger icon at top left of the homepage 

 

https://www.mhcirl.ie/resources/training
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To return to the homepage at any time click on the MHC logo and name at top of page. 

  

 

 

NB: It is important to note that using the web browser “Back” function when using CIS will cause 
an error, so it is important that you use the CIS navigation options such as the menus and 
shortcuts wherever possible to avoid having to re-login.  
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Forgotten Password 
 

If a user accesses CIS only occasionally it is very possible that they may forget their password.  

Passwords are not stored by the MHC but rather are stored within the system in an encrypted 
format. It is not possible to send a user’s password to them, but a user can instead request a 
temporary password from the system. 

Click Forgotten Password on the CIS login page. 

 

You will be prompted to enter your Username and transcribe a Captcha. Click Submit once 
populated. 

 

A prompt will appear to screen confirming the creation of the temporary password. 
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The email should issue immediately from CIS and will contain a randomly created unique temporary 
password. 

 

Copy the temporary password as supplied within the email and enter, along with user’s username on 
the CIS login page. 

The user will be immediately prompted to reset their password to something they will remember. 

 

Please note that the same password requirements apply that were outlined at account activation. 

The password must contain at least 8 characters, one capital letter, one lowercase letter and one 
number. 

Note that it is possible to reset to a password that was used in the past, excluding the most recently 
used.  
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Further Information 
A range of guidance documentation is available from the MHC website here: Comprehensive 
Information System (CIS) | Mental Health Commission 

For all other queries please email the MHC CIS team on cis@mhcirl.ie 

 

 

 

Appendix: Key data required for completion of a CIS User 
Authorisation Form 
The following is an inexhaustive list of fields required in order to create a new user within CIS. Note 
that the fields listed below are required in order that users have access to views or functionality of 
the CIS customised to their role.  

Field Description 

Name The name field is a minimum requirement for all user accounts. 

Email 
An email account is required in order that users receive important 
updates from CIS specific to their role e.g. CAPA updates, registration 
approval, QSN queries etc. 

Role 

User roles impact the user experience in several ways: 

• The user Homepage 

• Permissions to records/views 

• Permission to upload/edit/submit records 

• Automated escalation emails from the system e.g. relating to 
72+hr seclusions 

NOTE: This field should not be an exact replica of a user’s job title but 
rather reflect the role they will be performing when using CIS with 
respect to a specific approved centre. 

Account Permissions These are more granular options that refine the access granted by a 
user’s role. 

Authorisation This must be completed by the Registered Proprietor Nominee at the 
approved centre where the user will perform their role. 

 

 

https://www.mhcirl.ie/resources/training/comprehensive-information-system-cis
https://www.mhcirl.ie/resources/training/comprehensive-information-system-cis
mailto:cis@mhcirl.ie
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