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This guidance outlines how to use the Comprehensive Information System (CIS) for
Mental Health Act Administrators (MHAAS) in approved centres.

CIS has been developed to support the objectives of the Mental Health Commission. It
is a secure way to store information relating to involuntary detention.

To log in to CIS, please navigate to the Mental Health Commission website and click
‘CIS Login’ on the top right-hand side: Mental Health Commission | Mental Health
Commission.

Please note that there are a range of CIS training materials relating to the general use of
CIS available on Comprehensive Information System (CIS) | Mental Health
Commission. For any CIS related queries, please email cis@mbhcirl.ie.

On the CIS homepage, there is a list of tasks as per the image below. The number on the
top left-hand side under the word ‘Tasks’ indicates the total number of tasks that are for
review. Clicking on any task under ‘Task Summary’ will bring up a list of outstanding
items under that category.


https://www.mhcirl.ie/
https://www.mhcirl.ie/
https://www.mhcirl.ie/resources/training/comprehensive-information-system-cis
https://www.mhcirl.ie/resources/training/comprehensive-information-system-cis
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Traffic Light System

The Traffic Light System divides the tasks on your home screen into four categories as
shown in the image below.

For MHAAs, the task that moves through the Traffic Light System view, is the task
‘Tribunal: Hearings to be scheduled’.

When an admission order or renewal order is processed from your approved centre, the
task ‘Tribunal: Hearings to be scheduled’ will appear in the green ‘Upcoming’ section of
the Traffic Light System. It will also appear under the heading ‘Priority Tasks’ as shown
below.

System Messages

Mo Systern Messages Found

Tasks

n

31 KN -

Tasks
View >

_ {peoming e
Not Dted v >

Priority Tasks

Tribunal: Hearings 1o be scheduled >

HEARING ID: 11012524 PATIENT: Ms Test Test TYPE: Involuntary Admission Order CENTRE: Phoenix Care Centre. Please provide a range of proposed
dates/times to the MHC within 3 WORKING DAYS of order signature.

View All >
Task Summary
B ribumal: User Messages Unread (5) e W
B ribunal: Scheduled Upcoming hearings (17 CI

# Notification: Response Required - Reported death (2)

Please provide a range of proposed dates/times for the hearing to the MHC within 3
WORKING DAYS of order signature.
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Clicking on the green ‘Upcoming’ section allows you to access a list of all outstanding
Tribunal hearings to be scheduled as per the image below.

Taskrn
Task Status Do Dt Tosh Groug Drtadl Acten
ps
Em - RING I 012524 PATIENT: Ms Tew P l. Owcer CENTRE: Phiser Cer P sl = L
N o [ 3| et mignalure o

After two working days, the task will move from the green ‘Upcoming’

category to the orange 'Due Soon' category. After one further working day, it moves
to the red 'Overdue’ category. In summary, the time from processing of the
admission/renewal order to the task moving to the red ‘Overdue’ category is three
working days.

Once the Tribunal hearing is scheduled on CIS the task will be removed from the Traffic
Light System, and the hearing will appear under ‘CIS740 — Hearings Listing’. Please refer
to the section entitled ‘View case and hearing details’ for further information.

All other tasks are not dated on CIS so they will all appear in the blue ‘Not Dated’
category. Clicking on the ‘Not Dated’ section allows you to access a list of all
outstanding tasks as per the image below. The ‘Task Group’ column outlines the details
of the task. Selecting ‘Go to action’ under the ‘Action’ column allows you to carry out the
necessary action for that task.

Task Group All(39)

Notices are regularly issued on CIS updating MHAAs on various matters.

These are displayed under ‘Task Summary’ with the title ‘Tribunal: User Messages



mhc

mental health commission

Unread’.

Clicking on ‘Tribunal User Messages Unread’ will lead to a screen displaying unread
messages. From here you can read messages or mark them as read accordingly.
You can either click the ‘View’ button to view the message or if you click the vertical

ellipsis you can select ‘Mark As Read’.

CEL]

View

Itis important that after a message is read that it is marked as such on the system.
Otherwise, new messages will not be clear and obvious on the system.

To mark these messages as read click the vertical ellipsis beside ‘view’ and click ‘Mark
As Read’.

# Home » Tribunal User Group Messages

Tribunal User Group Messages [
Message ID Heacding Urgent Date/Time Sent Attachments Status Action

© ClearFi
10000326 Test Notice No 02112021 11:46 0 Unread

Clicking ‘Show Read Messages’ will bring up a listing of every message that has been
previously marked as ‘read’ —they will not disappear from the system unless they are
deactivated by the MHC.

c L

1. Navigate to the CIS homepage menu.
2. Select ‘Tribunals’.
3. Select‘CIS730 - Upload Statutory Forms and Documents’.

Homepage Menus

B Back To CIS Menus

@ CIS730 - Upload Statutory Forms and Documents
3 CIS740 - Hearings Listing

[@ CIS801 - Display Tribunal User Group Messages
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4. To upload a statutory form, complete the below:
a. Selectthe appropriate approved centre.

Choose the file to upload from your device by clicking the following icon: !
Select ‘Attach’.

Your file with then appear in the ‘Attachments box’.

Select the document type under ‘Document’.

Select the Document Sub-Category (if necessary).

Type a brief description.

Click ‘Submit’.

S ™0 Qo 0T

# Home » Upload Statutory Forms and Other Documents
Submit Statutory Forms and Other Documents or Images to the MHC

Please ensure that all Quality and Safety Notifications are submitted through the correct channel.

P s

—
N - N )
Records 00 0 of 0 Page[  1]/1
Document [ Please select.. ~ |

Document Description

When choosing a file, you can either drag and drop a file from anywhere on your device
or browse through folders to find the file in question. The Document Sub-Category field
will automatically fill in if any of the Statutory Form options are selected. If "Other" is
selected this field will become mandatory, you will need to select from a drop-down list
which includes “Letter, Section 17 Report, Other, Statutory Form, Patient Records,
Teleconference Call Details, RCP Report, Videoconference Call Details, Returned Post
or Work Completed Form”. Please note selectable categories are subject to change.

How to view documents that have been uploaded

Before documents have been processed by Mental Health Tribunals (MHT) staff the
documents can be viewed via the task on the homepage: “Tribunal: Documents
submitted awaiting processing”. Once a document has been processed this task will no
longer be visible.

System Messages

No System Messages Found

Tasks

7 View Al >

Task Summary

Q

B Tribunal: User Messages Unread (1)
B Tribunal: Scheduled Upcoming hearings (4) >
B Tribunal: Hearings to be scheduled (1)

B Tribunal: Documents submitted awaiting processing (1)
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1. Navigate to the CIS homepage menu.
2. Select ‘Tribunals’.
3. Select ‘CIS740 - Hearings Listing’.

Homepage Menus

B Back To CIS Menus

@ CIS730 - Upload Statutory Forms and Documents
3 CIS740 - Hearings Listing

[@ CIS801 - Display Tribunal User Group Messages

4. Click’View’ to view details of a hearing. This will bring you to the page ‘CIS704 -
Hearing’

# Home » Tribunal Hearings

Open Hearings c L
. tatutory . ) ’ . . . ’
HearinglD | St i | Approved Centre Location Patient Name PatientlD | HearingDate | Hearing Time |LR LRLandline | LREmail
@ ClearFilters
PT_FN_ 10004221 [ .
11012376 30/11/2023 _ R 000 10004221 - B oo view
11012429 21/12/2023 _ -Teswvg 10004241 View

5. The details of the hearing can be seen on ‘CIS704 - Hearing’. All statutory forms
are under the ‘Statutory Forms’ tab, all other documents including Section 17
Reports, Patient Records, Videoconferencing Details, etc. are under the

‘Documents’ tab.
& Home » Tribunal Hearings » View Hearing
Hearing ID 11012376 Date of Hearing
Case ID 11012213 etention of a Voluntary Patient HMWS‘I’IHMI
Patient Name Ms PT_FN_ 10004221 PT_SN_10( Hearing End Time
Approved Centre Adult Acute Mental Health Unit. University Hospital G Hearing Status [P] Pending
Hearing Location Hearing Outcome Please select
Section 28 Hearing Historic Hearing Information
Al documents shared? No
Interpreter Required? No

Date of Receipt of Hardcopy Decision

Case ID Case Classification Order Start Date Order End Date IR Due Date Case Status Case Decision Statutory Completion Date Case Closed Date Action
© Clear Filters

11012213 Detention of a Voluntary Patient 10/11/2023 23/11/2023 Open 30/11/2023

Note: Clicking on any Document or Statutory Form will prompt the entry of a PIN. You
would have received this PIN via email when we processed the forms sent to us by you.
Enter that PIN and you will be able to access to the document.

Viewing closed cases/hearings

CIS allows a user to view all closed or historic information. On the hearings listing
screen ‘CIS740 — Hearings Listing’ (which displays all open hearings for an Approved
Centre) a user can click the option “view closed” which will display all closed cases.
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# Home » Tribunal Hearings

open s c .

PatientID | HearingDate 62 | o LRLandline | LREmail

All closed cases appear as per the below.

Closed Hearinas c ¥

I{):: Hearing c

Remote via Video
11003154 yetiiel Jane Doe 02/09/2021  11:00 Open
Remotevia Video  PT_FN_10000968 T Closed After  09/06/2021
10030a2 Conference PT_SN_10000968 Bzl (1200 Hearing 1505
11002971 PT_FN_10001026 Closed Before 10/06/2021
PT_SN_10001026 Hearing
Remote via Video  PT_FN_18009 Closed Before 12/06/2021
padzens Conference PT_SN_18009 el AR Hearing
Remotevia Video  PT_FN_10000505 Closed After 02/06/2021
11002808 Conference PT_SN_10000505 o021 [0 Hearing
Remotevia Video  PT_FN_10000968 7 Closed After 31/05/2021
11002824, Conference PT_SN_10000968 SHOV02TE | (1200 Hearing
5 Remotevia Video  PT_FN_12488 Closed After 28/05/2021
1002619 Conference PT_SN_12488 tn/a0z1; [J1A0 Hearing 1507
11002782 PT_FN_10000953 Closed Before 01 /06/2021
PT_SN_10000953 Hearing
Remotevia Video  PT_FN_10000881 Closed Before 01 /06/2021
1002775 Conference PT_SN_10000881 202021 [[14:30 Hearing
Remotevia Video  PT_FN_10000874 T Closed After 21 /05/2021
276z s Conference PT_SN_10000874 Azt 1zm Hearing 5:5¢
Records 10 100f913 Page[  1/2 MM

Note: Some MHAA’s cover more than one Centre. If this is the case filtering by Approved
Centre will allow the user to view information for the relevant Approved Centre required.

Exporting and filtering information from CIS

CIS has a feature which allows all users to export information from their account.
The arrow button located in the upper right-hand corner " allows the userto
choose the way in which they would like their information downloaded by giving them
the following options:

’ (@Excel
OHTML
l’ (OPDF

(O)PDF Wide View

m ’ Cancel I

Once the user selects the option they would like they can click “ok” and this will
download the relevant information in the format the user has selected.

Note: All information on CIS can be filtered by entering text in the white boxes directly
below the column heading. E.g. If a user wishes to only export information from 2026,
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they can enter the number 2026 in the relevant box and click enter which will filter the
options to the information required.

Clicking on the column heading will also filter the information alphabetically or by date.

For example: clicking on the column “patient name” will filter the column in two ways

1= Patient
R - clicking once will filter names A-Z

|= Patient
Name - clicking twice will filter names Z - A

This is also applicable for dates and all other columns.

Filtering dates in this way will allow you to filter oldest to newest with one click, and
newest to oldest with two clicks.



