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Double click on MDS 3.0 Explorer 
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After choosing your facility, you will get a pop-up box that that will list any and all assessments that need immediate 

attention. 

These are the assessments that are due now or past due. 

The box is divided into tabs to show you exactly where in the process the assessment is due.  For example, does the 

assessment need completed, does section V need completed or does it need to be submitted. 

 

The Facility Resident Selector 

 Facility- Click the drop down to select a 

facility. If you only have one facility 

that facility name should default.  

 Status- Click the Drop down to select a 

status.  It will default to ADM. 

 Resident- Click the drop down to select 

the resident or click in the box and type 

in the first 3 characters of the 

Residents Last Name and hit the Enter 

key on the Keyboard.  
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It will automatically default the MDS 

Explorer Screen to the current (active) 

assessment. 

Assessment system ID is informational data 

only….this does not get transmitted 

The edit button here allows you to actually 

reopen the create assessment screen and 

make changes to what type of assessment 

this is and/or the ARD, Medicare or 

completion dates. 
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Clicking on the “other assessments for 

resident” button will show you all 

assessments in the system for this resident 

as well as their status. 
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Clicking on Sections tab will show you which 

sections need to be completed for this 

assessment. 
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You have three (3) options for the MDS. 

 View – will only allow you to view the data 

 Enter – will allow you to enter data but not OK 

the section.  You will not see any other data 

entered by others.  

 Review – allows you to view any entered data, 

enter data yourself and/or OK the section. (This is 

our recommended setting) 

You also have an “ALL” button which will automatically 

take you from one section to the next after each OK.  This 

helps speed up your data entry/review. 
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The R in the red circle is a direct link to the 

Resident information in ADT.  Clicking on it 

opens the residents ADT in a new window. 
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The system will bring in data from ADT as 

well as previous MDS assessments that were 

done in our system. 

It will also use logic to default many items to 

help save you time and trouble. 
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At the top of the screen is an option to show/hide the 

questions property.  This will show what each question affects, 

such as QI, QM, CATs or RUGS. 
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The system is aware of many skip patterns 

within MDS 3.0 (sections where you answer 

one group of question OR another group, 

but not both. 

In these instances, the system will 

automatically skip the opposite group than 

the one you chose to answer. 
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Some questions may have a 

“none of the above” choice 

as your answer.   

In these instances, the 

system will uncheck any 

checked items once you 

select the “none of the 

above”.  It will also uncheck 

the “none of the above” if 

you check an item after 

choosing none of the above. 

The software will add the score for you 

based on your answers to the appropriate 

questions.  No need for you to manually 

calculate these scores! 
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Since not all assessments require the full collection of questions for a section, our program will “HIDE” any 

questions that are not REQUIRED. 

You can choose to “show all elements” if you wish to answer these extra questions for care planning or reporting 

purposes. 

These answers will NOT be submitted with your assessment but are for internal use only. 

You can choose to re-hide the additional questions as well. 
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You can choose to use the auto fill function to fill in this data based 

on the ICD-9’s that have been entered into the system. 
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The system always gives you a warning before overwriting or recalculating 

the data in our program. 
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The program will check any of the items the 

ICD-9 codes would have triggered.   

Additional ICD-9 codes the resident has will 

print as well. 
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You can choose to have 

any ICD-9 the resident has 

print in I8000 by right 

clicking in the code box. 

This brings up the entire 

list of this residents ICD-9 

codes for you to choose 

from. 

If you find the resident is missing an ICD-9 or 

they have one that they no longer should, you 

would click on the Resident Diagnosis button. 
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This brings up the residents ICD-9 screen 

from ADT.  Here you can choose to edit (put 

an end date) or new to add another. 
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Type in a few letters or the beginning of the code 

and then choose from list 

Put in the start date for new codes and accept (or 

cycle if you have more to add for this resident) 
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When you are done, click the “Sort 

Diagnosis” button.  Here you can 

either resort the diagnosis codes or 

simply OK the new one(s). 
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Here is an example of additional options that are hidden 

because they are not required for this particular assessment. 

You can choose to unhide and answer these for your 

documentation if you wish.  These items WILL NOT get sent 

to CMS. 
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Our program will not require you to answer 

more than the minimum questions.  It knows 

that based on your input to questions 1, 2 & 3 

that questions 4, 5 & 6 can be auto-filled. 
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More skip patterns 

that the program will 

calculate to lower 

your data entry. 
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State specified section S 

will appear whenever 

required. 
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You can double click and choose the id of 

anyone who was given clinical signature YES 

in your personnel module. 

Section V will show you what 

has triggered based upon your 

MDS answers. 

You will also check which 

triggered Care Areas you have 

addressed in your care plan. 

If you use our care Plan 

module, it will automatically 

check this for you. 
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You can add your notes to each individual CAA here 

in section V. 
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Click on the CAA Report to create the report from Section V. 
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Here is your automatic CAA report. 

It will list  

 Triggers from MDS 

 Indicators from CAA 

 Medications from PO 

Module 

 Diagnosis from ICD-9’s 

(ADT) 

 Decision from Sec. V 

 Notes from Sec. V 
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If you click on any of the blue + signs, you can choose additional 

statements from the lists or add custom statement. 

You can also change the wording or add to any item on the report. 
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Your notes from section V print in the CAA report 

You can edit those notes here in the CAA or even add brand new 

notes to CATs that did not have any notes in section V! 
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The CAA report can be “RECREATED” at any time. 

This will delete ALL changes that have been made manually in the CAA and recreate it based 

on actual data once again. 
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The CAA report can also be “UPDATED” at any time. 

This will show you ALL changes that have been made to actual data in Galaxy and 

give you the option of adding these changes to the CAA or ignoring them. 
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Galaxy will calculate whichever parameters are set up for your particular state and enter them into section Z. 

 

 

Section Z – Will automatically calculate each time you open the section.  You can also click on the Calculate RUG values 

to run the RUGs calculation program 
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The program will show the name and sections completed for the users.  It will combine where applicable (same clinical 

user on same date). 

You are also able to double click in any empty row and add additional names from the personnel module that had 

Clinical Signature on them. 

Choose auto fill to populate Z0400 with the names and dates of the users who OK’d each section of this MDS assessment 

and have clinical signature = YES in the personnel module. 
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All sections are now OK’d and you are ready to complete this assessment! 
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Example of a simple error – question was 

skipped and requires at least one answer 
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A more complex error – this one showing 

that a required field is missing data. 

Error messages give all specific rules directly 

from CMS.  Afterwards, you will see 

simplified explanation of fields that caused 

error. 
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You can currently complete, edit or delete this assessment. 
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After choosing complete, you will get a pop-up verifying that is what you want to do. 
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As soon as you complete one assessment, the system will automatically pop-up the next logical assessment due for this 

resident for you to create.   

You may change any of the defaults including type or dates here before accepting.  You may also make changes at a later 

date if so desired. 

Remember, it is imperative that you accept this new assessment upon completion of the previous.  This is used by the 

system for numerous calculations, including your due date report. 

If the assessment is an Entry (NT), the system will create two (2) assessments upon completion.  It will create your 5-day 

and 14-day. 
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Now that this assessment has been marked as completed, the correct button is available. 

You will NOT have access to the correct option if the assessment has been submitted until the feedback has been 

applied to the assessment stating it has been rejected.   
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You may now go to the section/sections that require corrections and make the changes. 

When you are done, you MUST choose to either commit the corrections or rollback the corrections. 
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Commit – you will get a pop-up message letting you know that this will apply all changes 

After clicking yes, you will get a confirmation message 

 

The assessment is now ready to be submitted again 
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Submission SHOULD be done through the Electronic Submission Feedback option.   

It can also be done individually through the feedback button on the MDS explorer screen 
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You can use the Facility Resident Selector to choose a specific resident or leave the resident field blank to see all for this 

particular facility. 
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The default option is to submit all completed assessments. 

You can choose “SELECTED” which will allow you to choose just one 

or some of the assessments that you want to automatically apply the 

feedback to. 

This will open a new filed that you can check/uncheck to choose 

specific assessments.  
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When using the draft option, you will get 

this pop-up box letting you know that the 

Assessments will NOT be stamped as 

submitted. 
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When you choose the “Create Submission” option, you will be given the choice as to where you want 

to save the zip file.   

We recommend you create a folder on the “C” drive of the submissions computer called Submissions.  

Here is where you should save this file. 

As you can see here in the example, the name of the file automatically defaults for you.  The first part 

(F1000020) is your facility ID.  The second part (20110207) is the date and the final part (01)is the 

number of submissions created for this facility on this date. 
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After saving file (draft NOT checked) you will get the pop-up box 

letting you know that this will mark the assessment as submitted and 

verifying you want to proceed. 

 

Now these residents’s assessment can be 

found in the submitted assessment files. 
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You can find all your submission files in the 

folder you chose to save them into. 

These are the actual individual assessment .xml files that are inside the 

single .zip file that we just created 

Here you can see each file is individually named based on facility, 

resident & assessment id. 
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After submitting your assessments, CMS will create a Validation Report for you and it will be in your 

folder.  Instead of simply printing this report as usual, you will want to save your validation report from 

CMS on your computer.  Galaxy will then uase this file in our Automated Validation Feedback 

program. 

 

 First, you MUST save your file as a text or .txt document.  (the default varies from computer 
to computer – usually is a web archive "mht" document and you must change this as 
directed below) 

 

 Click File - Save As and then when dialog box appears (see below) save to your My 
Documents/Validation Report folder, save as type ".txt".  

 

 You will then be able to upload this txt file into the Galaxy Electronic Submission 
Feedbackprogram per the instructions that follow. 

 

 This should simplify your Validation Report process, save you time and trouble, and ensure 
accuracy and completeness in your assessments.  

  

Now the resident’s assessment status is 

updated from “Completed” to Submitted” 
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American Idol Nursing Home 
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Now that we have submitted this assessment, we have a feedback button. 
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You can manually enter the results here in the MDS explorer screen or if you have the saved txt file from CMS, you 

would hit the “Load from File” button. 

You can also do an entire feedback report of the submission using the electronic submission feedback (THIS IS HIGHLY 

RECOMMENDED). 
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Choose the MDS 3.0 Electronic Submission 

Feedback Icon 
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This will bring up the Submission Feedback 

screen.   

Here you will load the txt file that you saved 

from the CMS web site. 

You should be saving your CMS/State feedback 

(Validation Reports) to a folder on your C drive, 

just like you save your submission files. 
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Choose the file you need to apply. 
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All the data in this file will appear in the screen. 

You can choose ALL to apply the data to all the assessments 

in this file. 

Apply the results and the system will automatically put all 

the notes from the report in each assessment that it 

belongs in! 
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You can choose “SELECTED” which will allow you to choose 

just one or some of the assessments that you want to 

automatically apply the feedback to. 

This will open a new filed that you can check/uncheck to 

choose specific assessments. 
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Now that I have entered my feedback, you will notice that I have a lot of additional information on this assessments 

main page. 

We can see information for Start date, Completed, Section V completed Submitted, Accepted and Last Modified. 

We also now have both the modify and the inactivate buttons available to us. 
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The Census button will bring up this 

residents census history if you have our 

Billing module. 
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Once the assessment has been accepted, you will no longer have correct, edit or delete buttons. 

You will now have two new buttons – Modify and Inactivate. 
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Correct or Edit – these are for an existing assessment that has been completed but NOT accepted by CMS 

 NOT submitted yet, or 

 Submitted but REJECTED 

Delete - this is for an existing assessment regardless if completed that has NOT been accepted by CMS (cannot be 

undone) 

 Not submitted yet, or 

 Submitted but rejected 

Inactivate - to cancel an assessment that has already been completed AND has been accepted by CMS 

 (This marks the assessment as Inactivated and sends an inactivation file to CMS) 

 Submitted AND Accepted, or  

 Submitted AND Accepted with Warnings 

Modify – to make changes to an assessment that has already been completed AND has been accepted by CMS 

 (This marks the assessment as Modified and sends new file to CMS) 

 Submitted AND Accepted, or 

 Submitted AND Accepted with Warnings 
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To Modify – Click on Modify Button 
Section X is no longer OK’d 
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Section X will auto-fill with all previous data. 
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You will fill out reason and attestation info and OK the section. 

Then make your changes to the section that made the modification necessary. 
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You are now ready to complete and then submit again 
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Another available option is Undo – this will rollback the modification and return the assessment to its previous state 
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To Inactivate – Click on Inactivate Button 
Section X is no longer OK’d 
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This opens section X 
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Section X will auto-fill with all previous data. 

 

 



Nick M. D’Angelo Page 72 

 

You will fill out reason and attestation info and OK the section. 

Then make your changes to the section that made the inactivation necessary. 
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You are now ready to complete and then submit 
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If you have our Care Plan module you will be able to automatically create your individualized Care Plan with just the 

push of this button! 
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Remember….. 

 Your available options will change based on where you are in the assessment process.  You MUST apply 

feedback (preferably through the Electronic Submission Feedback process). 

 

 You can only correct/edit an assessment that has NOT been accepted by CMS. 

 You can only modify/inactivate an assessment that HAS been accepted by CMS. 
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Medicare Cut – When you create a new assessment for a Medicare resident you can now activate the Medicare cut 

automatically. 
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Change A0310B to 99 on any Medicare assessment and you will receive this pop-up asking if this is a Medicare Cut? 

 

If you answer yes, the program will automatically calculate the new ARD date based on the non-Medicare assessment 

schedule. 
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The RAI Manual is linked to our MDS 3.0 assessments via the F1 key. 

From within any section of the assessment, if you hit your F1 key, the program will open an html rendered page of that 

specific section from the RAI manual.  This is in addition to all our help guides available from Help/Galaxy Web Help.  

Now help is literally just a key stroke away! 
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Click Help, then Galaxy Web 

Help anytime you are in 

Galaxy to access all our 

Help Guide Documents on 

all our Modules! 


