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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 the system via Chrome.

chrome

This Comprehensive Information System (CIS) Guidance document has been designed to assist users
in general navigation of the CIS system.

The CIS Guidance documents on the MHC website 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.
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Logging in 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:

e Your account activation email with the Subject New User — Login to your new CIS user
account. This email also contains a reminder of your username.

Dear Miss Test,

Your account on the Mental Health Commission computer system has been activated.
Your username is DOCUM.TEST

Please dick on the link below to login to your account.

https://cis.mhcirlie:443

If you did not request this account or if you have any other queries please email cis@mbhcirlie
For information on training materials please click on the folllowing link.

Regards,

CIS team

Mental Health Commission

e The Mental Health Commission website banner

& C QA O https//www.mhcirlie A k8 -

Find a Centre  News Publications Resources FAQ NQF Self-Appraisal —)] CIS Login —):I

(wpe your search here. Q) ( search

Home About What We Do Get in Touch Help and Advice Public Consultations Headspace Toolkit

Welcome to the Mental Health Commission
website. We promote, encourage and foster
high standards and good practices in the

delivery of mental health services in Ireland.

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

When the CIS link is clicked users will immediately be prompted to enter credentials.
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Comprehensive Information System

Username | |

Password | ]
m

N
mncC

Change Password | Forgotten Password | Cookie Usage | Training Materials mental hea'th commission y

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.

@ Last successful login was Wednesday, 17-Dec-2025 12:47:23. '

A There has been 1 failed login attempt(s) since your last login. o Last successful login was Wednesday, 21-Jan-2026 14:27:33. I

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 — the process is described in detail in a dedicated document on the MHC website:

Training | Mental Health Commission
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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:

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

e The Homepage Menus — some users will see a range of options here where others may see
only one or two menu options.

Homepage Menus

@m Inspections

Mm Tribunals

Bm CAPA

Bm Registrations

Bm System Admin Correspondence Text Email
Bm System Adminisiration

@m Reporting

M Regulatory Enforcement

Mm Notifications

Homepage Menus

[ Notifications

Vs
e 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.

Tasks
408 Tasks
Task Summary 0

'S

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

System messages are global and visible to all logged in users. It is important to read notices issued
here, particularly as they relate to system availability.

Page 6 of 24



System Messages
o CIS will be UNAVAILABLE from 17:00 to 18:00 each Wednesday and Friday afternoon until further notice. This is to allow planned system maintenance and upgrades.

o Please follow this link to access CIS training materials and the user authorisation form.

Detailed guidance on how to manage specific tasks and records across the system are available on
the MHC website: Training | Mental Health Commission

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

e Via Homepage Menus

Homepage Menus

Back To CIS Menus

B CIS201 - List all notifications

W= ADULT units only

B CIS202 - Admission of Child to Adult Unit

|2 CIS203 - Discharge of Child from Adult Unit
|8 CIS210 - Overcapacity in Adult unit

B CAMHS units only

2 CIS206 - Admission to CAMHS Unit

|2 CIS207 - Discharge from CAMHS Unit

|2 CIS211 - Bed Occupancy count CAMHS unit
|2 CIS115- CAMHS Residents on a given date
&, CAMHS residents on a given date (intemal MHC

Homepage Menus only)
B Inspections W Both Adult and CAMHS units
B Tribunals |2 CIS208 - Summary Incident Report
B CAPA |8 CIS212 - Change in Registered or Operational

Bed Capacity
|2 CIS204 - Serious Reportable Event
B CIS205- Death
2 CIs215-ECT
&% Notifications Submitted After this date
B CIS220- Seclusion
& CIS221 - Restrictive Practice

B Registrations

B System Admin Correspondence Text Email
Im System Administration

B Reporting

Iy Erroreerier
u Notifications

e Viathe burger icon at top left of the homepage

—_ o
— .

Homepage Menus
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Launch (type here to search for options... | New Window

Be Menus @l [type heretofilter... [Cl&[=

fil{\ User Documentation v M CISMenus
> Wm Inspections

> Tribunals

CAPA

Registrations

System Admin Correspondence Text Email
System Administration

Reporting

Regulatory Enforcement e
Notifications

2 CIS201 - List all notifications
Bm ADULT units only
: ClIS202 - Admission of Child to Adult Unit
CIS203 - Discharge of Child from Adult Unit
CIS210 - Overcapacity in Adult unit
> CAMHS units only

< A AIOANE A cleiasioe 4o MARAL ISII_'—; >

Db

£ |lv v v v v wv
reEFrRFPERRER

' W, w, w

a4

Launch Options In New Window[]
To return to the homepage at any time click on the MHC logo and name at top of page

m coimisiun meabhair - shlainte
mental health commission

N

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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Field types in CIS

Users may have different permissions to different types of records. It is possible to have creation or
edit rights to records in one part of the system and read-only rights in another.

Fields fall into three main categories:

e Required
(R <.

e Optional

e lLocked

When editing an existing record or creating a new record all required fields are highlighted in red
and/or have an asterisk marked against them, with optional fields showing as white boxes.

# Home » Seclusion » Edit Seclusion Notification

Steps taken to ensure compliance with the Rules of the Use of ion in terms of maintaining p lignity and
safety throughout the process

What support was offered to the person after the episode?

el s s o) p— o 3]

Actual Time Started Actual Time Ended 000 x|

Duration of Seclusion @ Was Physical Restraint used _
immediately prior to or during this

episode of Seclusion?
4. Additional Information

Additional information applicable to

notification

Notification Status | Not Submitted v

Some fields are populated by automation within CIS and will appear locked, or greyed out, even
when a record has been opened for editing.

Where a user has read-only rights, they may not edit or create records, but they will be able to view
records. In read-only mode a user will not see what fields are required, optional or locked as all fields
will appear locked.
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A Home » Restrictive Practice » View Restraint

physical restraint :

Attempted to de-esacalate

the Code of

dignity and safety throughout the process

Actual Date Started
Actual Time Started
Duration of Restraint

4. Additional Information

16/12/2025

21:30

00:03

y: Restraint in terms of maintaining person's Dignity maintained
“
Yes
“
| Actual Date Ended |16/12/2025
Actual Time Ended |2133

Additional information applicable to

Fields, in either edit or view mode, may also be accompanied by a tooltip which gives further detail
on what data is required within. Tooltips are available anywhere the question mark icon is available

adjacent to a field.

Identifier

Click the tooltip icon to see the tooltip content.

Identifier
Date of Birth
Ethnicity

Identifier

The Unique Service Identifier of the individual.
Initials should not be used.
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Field formats

Different fields in the system have different formats. The table below describes how different field
types may be edited in the system.

Field Type

Description

Example

Dropdown

These fields will
show a small
dropdown arrow to
the right, which
when clicked will
show all options
available for
selection.

Legal Status

Initiated by Role
Primary Reason for Seclusion
Person's Representative Informed

_ [©)
Please select...

Short Text

This will be a fixed
text field with no
additional icons.
Any text may be
entered unless
otherwise specified
but is subject to a
character limit.

Identifier

Expanded
text

This is an
expandable text
field with a greater
character limit.
These text boxes
are generally larger
in size on the page
but also allow for
resizing by dragging
the two lines
available in the
bottom right corner
of these fields.

Date

This type of field is
signified by a
calendar icon to
the right. Once the
field is clicked it will
also display the
date format
required e.g. dd-
mm-yyyy. If the
calendar control
icon is clicked a
navigable calendar
will auto-show.
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Time Time fields require [|<,iﬂ'*;|fg| E]
that time is entered

in the format 99:99
e.g. 15:45. This
format tip is shown
within the field

once clicked.
Additional This free text box is | I
Information | available on most

QS notification
records. While
similar in size to the
Expanded Test box
the expansion of
this box differs
slightly in that will
auto-show a scroll
bar if text entered
is lengthier than
the default box
display size.

Other field types are available in the system, and more may be introduced in future, however the
above table covers the most common fields in use.

Navigating views in CIS

If a user has access to read or create records they will have access to views. These are essentially
lists of all records of that type to which you have been granted access.

For example, a user may have access to all QS Notifications on the system for an approved centre
which will mean they will have access to the Notifications menu which grants access to a list of
record views such as Restrictive Practice, Seclusion, Overcapacity in Adult Unit etc.

Another example would be a user who has access to inspection data relating to their approved
centre which will include views of inspection records and the facility records.

View titles are generally in the format CISO00 — Text Description of View (e.g. CIS204 — Serious
Reportable Event).

A user’s access to views within CIS is determined by the Account Permissions outlined within the
User Authorisation Form when their account was created.
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Results
The records displayed within a view will differ depending on:

e The record type
e The approved centres to which the user has permission
e The user'srole

Different views have different default settings such as:

e what records are visible by default,

e what records show when Show All is checked,
e record sort order

e what columns are listed.

For further detail on the settings in specific views please see the record specific guidance.

The example below shows an Approved Centre user view of SRE notifications, where Show All has
not been checked, and where two records are currently with the Approved Centre i.e. one has not
yet been submitted and the other has been referred back to the service by the MHC with a query.

Show All ]

#A Home » Serious Reportable Event

Notification Status Facility Ward

ID Name Type Identifier D

Governing
Not Approved Test
10015622 . Test ACOO7 Body 123456Test 01
Submitted 10000007 Centre  Ward
Governing
Referto  Owenacurra Approved
10015576 Service  Centre Body Centre 1St test 01

10000009

The example below shows an Approved Centre user view of test Death notification data, where
Show All has been selected. All submitted records are visible once Show All is checked.

Note that the default sort order on the view is not flagged within the column header but in this
specific view data is sorted by Date of Death descending (most recent listed at top):
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# Home » Notification of Death

Service
Identifier |DOB Age Gender User
Status

Notification Responsible | Legal Date of o

- Governing Facility
Status  Facility  Ward Body T Consultant  Status | |Death or

Death
Test Governing Approved occurred |
10015620 Submitted ACO07 Test Ward Body Centre 5678Test  10/10/1970 55 Female within4  TESTCONS Voluntary 29/12/2025
10000007 weeks of
discharge
Death
Test Governing Approved occurred
10015621 Submitted AC007 Test Ward Body C elEl,tre 4561 Test  16/12/1960 65 Male within4 ~ TESTCONS Involuntaly 12/06/2025 At
10000007 weeks of

discharge

The total number of records available to view is listed at bottom left of the view.

10015621 Submitted Test ACO07 Test W

Records 61 to 78 of 78

Bottom right of the view are page navigation buttons. Only twenty records show per page.
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Any record may be viewed by clicking on any part of the row representing the record. This by default
will open the record in read mode. It is also possible to open a record by clicking View available
under the Action column to right of the row.

Action

@ Clear Filters

J Yes View

Show All

Many views have a Show All check box available. This is most often located at top left of the view,
however, it may also be available at the bottom left of the view.

Show All O I

As different user profiles have different access levels to the system the default records shown in a
view may vary between user profiles. However, most users will by default see only those records
that require action e.g. an approved centre user who opens any QSN view will generally see only
records that have yet to be submitted or those records that the MHC have raised a query on. If all
records have been reviewed and actioned by an approved centre, then often these views may
appear blank by default.

Show All O

# Home » Notification of Death

Notification
ID

Governing Facility
Body Type

Status | Facility | Ward

Identifier DOB A
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Show All O

#A Home » Serious Reportable Event

Notification
ID

Governing

Not Approved Test

10015622 ] Test ACO07 Body 123456Test 01
Submitted 10000007 Centre  Ward

Governing

Referto |Owenacurra Approved

10015576 : Body test test 01
Service |Centre 10000009 Centre

Records that have a Status of Not submitted will have been saved by a user at an Approved Centre
but not yet submitted. Once submitted it will disappear from the default view. NOTE: MHC users can
see details within a record even if not yet submitted but MHC users cannot edit a record or raise
gueries on a record until it has been submitted. A record is not considered complete until it has been
submitted to the MHC.

Records that have a Status of Refer to Service have been submitted by an Approved Centre but the
MHC have raised a query on the record which the approved centre needs to respond to. Details on
how to respond to a query raised on a record is available in dedicated guidance available on the
MHC website: Training | Mental Health Commission

Checking Show All will list all related records regardless of record Status.

Show All

# Home » Summary Incident Report

= Approved

Notification ID Risk Rating Status Centre

10015651 Submitted Test ACOO7

01/01/2025

10015652 Not Submitted Test AC0OQY 01/01/2025
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Sort Order
To change the sort order of data within any view simply click the header of the column you wish to
sort by.

Clicking the column header once sorts the data within the column in ascending order (from smallest
value to largest, from oldest to newest, or from A-Z) according to the data type. An arrow icon will
appear in the header to show the sort order direction.

Primary | | 15 Start L Duration
Reason | |Date ilezs (minutes)

1 Age | (5ender

Actual
harm
caused to
self or
others

09/02/2022 09/02/2022
11:47 11:52

5
01/01/2001 24

Immediate
1 threat of
serious 12/071/2023 12/01/2023
harmto  05:05 05:15
self or
others

Immediate

threat of

serious 12/071/2023 12/01/2023
harmto  05:30 05:35

self or

10 20/12/1996 25 Male

- 12/04/1987 36

Clicking the column header a second time sorts the data in descending order (from largest value to
smallest, from newest to oldest, or from Z-A).

Primary, | |5 Start
' Reason| |Date

Dure

End Date (min

Immediate
threat of
serious  16/12/2025 16/12/2025
harmto  21:30 21:33

self or

others

3

Female

05/10/1927 92

Immediate

threat of

serious  16/12/2025 16/12/2025 2
harmto  09:00 09:02

self or

others

06/10/1929 91 Male

Immediate

threat of

serious 15/12/2025 15/12/2025
harmto  11:15 11:30

self or

15 20/01/1930 90

Only one column may be sorted at any one time on a view.

Page 17 of 24



Filtering

Below the column headers on a view is a blank space per column which may be leveraged to filter
the data presented.

In the example below we want results to be filtered by Facility = Test AC007. We also want to review
all records regardless of Status so Show All has also been checked. Once the text “Test” is typed
within the filter space the system will prompt with suggestions based on the date to which the user
has permissions. The text “007” would also prompt the same result so vague search may be used
from any part the name.

1= Facility War

Test ACOO7 Test ACOO7

It is not required that a selection be made from the system prompts but may be useful if a long list of
suggestions appear.

Show All

A Home » Notification of Death

Notification

Govemning Facility
ID

Ward Bod Type Identifier | DOE

Governing

IF
Staws | ooy

007

5 Test Test Approved
10015620 Submitted Body 5678Test 10/
AC007  Ward 10000007 Centre
Goveming
. Test Test Approved 4561
10015621  Submitted Body 16/
AC007 Ward 10000007 Centre  Test
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It is possible to filter multiple columns on a view to narrow results further.

Show All

# Home » Notification of Death

. o~ Service .
Governing | Facility . Responsible | Legal
Bod Type Identifier DOB Age Gender gtatus Consultant | Status

Notification IF
ID S@aws o cility

Ward

_fo 1| | | Jwwoos]

Death
Governing occurred
Body  APPIOVed 56T 46151196065 ~ Male  within4 TESTCONS Involuntary
10000007 weeks of

discharge

Test Test

10015621  Submitted ACO07  Ward

Filters may be cleared at any time by either deleting the values from the filter fields or alternately by
clicking on the Clear Filters button at top of the Action column rightmost of the row.

(G New Death Notification

bmitted | Submitted
date

Active Action

As records are filtered the record count at bottom left of the view will change accordingly.

Records 1103 of 3
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Creating New Records
Users with update permissions to records may create new records.

New records are generally created by clicking the new record button at top right of the view related
to the record type.

In the following example a new Restrictive Practice record is created by clicking the New Seclusion
button at top right of the view CIS220 — Notification of Seclusion.

New Seclusion

@ Clear Filters

Details on the fields specific to various record types may be found on the MHC website: Training
Mental Health Commission

Editing Existing Records
Approved Centre users with update permissions to records may edit records that have the following
Status:

e Not Submitted
e Referto Service

Records that have already been submitted to the MHC may no longer be edited by an Approved
Centre unless a query is raised by the MHC.

Status types that mean a record is read-only to an Approved Centre user include:

e Response from Service
e Reviewed

e Submitted

e Under Review

NOTE: If a record requires additional editing by an approved centre user e.g. due to typos within the
record, and the record has a read-only status, post-submission edit access may be requested from

the MHC by emailing cis@mbhcirl.ie.
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To edit a record, click the ellipsis on the rightmost end of the record row:

c . [

bmitted | Date Active Action
Submitted

btails Details

@ Clear Filters

Select Edit from the options that open:

c . (R

Active
bmitted

& ClearFilters

The record should now open in edit mode and, depending on the record type, the options to Submit,
Save, or Cancel will be available at bottom right of the screen.

- [

Once edits have been completed users should Save or Submit the record as appropriate.
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9

— All required fields for a CIS record are highlighted in orange.

— Additional fields may appear to screen when specific selections are made within visible

fields.
— You may hit Cancel to exit at any time without saving the record or any changes made
since the record was last saved.

— You may click Save to save any recorded data to return to complete later. Note that you

may be prompted to enter key minimum data before exiting.
— Clicking Submit will complete the logging of a record but will only be possible if all
required fields have been populated.

Printable View | cancel |

— Printable View is an option available on some notification records, including serious
reportable events, child admissions to adult units, admissions to CAMHS units.
— Note that any record that has been saved but not yet submitted is still visible to the
MHC. Records should be submitted in order to be considered complete.

Exporting Data
Users may require a high-level copy of a type of record for many reasons including audit and

reporting. CIS provides functionality to export data from views.

The export icon is available at top right of a view and is signified by an arrow pointing downwards:

l

Clicking the export button will open a Screen Export dialogue to screen which allows for selection of
export file type — the default is Excel.
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Screen Export x

(@Excel

(OHTML

(OPDF

()PDF Wide View

A

Click OK to complete the export and the file will automatically download to your device according to
its settings. On many devices the destination will be the Downloads folder.

NOTE: If only a subset of available data is required a user could filter the data prior to exporting.

Accessibility

Users may customise their CIS login with options such as High Contrast and Font Size.

@ Accessibility

(= Logout

Accessibility Options
i contrast

Enable Mandatory Field Tab [J When enabled a user can tab between mandatory fields using the + key
Enable tabbing on Lookup icons [[J When enabled a user can tab on to the Lookup icons

Enable tabbing on Help icons [[J When enabled a user can tab on to the help icons next to controls
Enable tabbing into read-only controls [J When enabled a user can tab into read-only controls

Enable tooltip for controls receiving focus (] When enabled a tooltip will be shown when a control receives focus
Allow Focus on Grid [J When enabled a user can tab on to the Grid
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Logging Out of CIS

Users can log out of CIS by clicking the arrow adjacent to their username at top right of the browser
and selecting Logout from the options available.
The following example is taken from the CIS test environment — note that the branding or colours

differ in the production environment.

@ Accessibility

(= Logout

Further Information
An 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@mbhcirl.ie
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