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                                                  EIM Search Functionality Job Aid 

Overview 

This job aid is intended as a guidefor Office of Long-Term Living (OLTL) program office staff and providers to understand 
how the search functionaltities work within EIM.  There are four different searches in EIM, each with their own 
requirements for retrieveig results.  Users may search EIM for: 

 Individuals 

 Providers 

 Incidents 

 Complaints 

Note: Users will have access to incident and complaint searches as their roles allow.  For example, a user with the 
Incident Reporter role will only have access to the Individual, Provider and Incident Search. 

Use the table of contents below to view the details for each search feature. 
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Individual Search 

The Individual Search looks for participants within HCSIS.  It is used in the following locations in EIM: 

 Main Search 

 Complaint Report 

 Reports 
 
EIM looks for certain critera when searching in HCSIS for an individual.  The table below lists the requirements for a state 
program office user, a Service Coordinator and a direct service provider to view individuals in an individual search. 

 
Note: Direct service providers will only see individuals assocated with their agency 
SCs will be able to search for other provider organizations. 
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Important: Aging Waiver participants will not appear in an EIM search.  EIM searches for participants in HCSIS only.  
Aging Waiver participant information is stored in the SAMS case management system. 

 
 

Provider Search 

The Provider Search looks for providers within HCSIS.  It is used in the following locations in EIM: 

 Main Search 

 Incident Report 

 Complaint Report 

 Reports 

 
EIM looks for certain critera when searching in HCSIS for a provider.  The table below lists the requirements for a state 
program office user, a Service Coordinator and a direct service provider to view providers in a provider search. 

 
Note: Providers can only search for their own service locations. 
SCs will be able to search for other provider organizations 

 
Tip: EIM does does not search by abbreviations.   

 
Important: Aging Waiver provider service locations will not appear in an EIM search.  EIM searches for providers in 
HCSIS only.  Aging Waiver provider service location information is stored in the SAMS case management system. 

  
 

Incident Search 

The Incident Search looks for incident reports within EIM.  It is used in the following locations in EIM: 

 Main Search 

 Linking Incidents/Complaints 

 
EIM looks for certain critera when searching in EIM for an incident report.  The table below lists the requirements for a 
state program office user, a Service Coordinator and a direct service provider to view incidents in an incident search. 
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Note: Program office users are still able to search for incidents that have been marked confidential by the provider 
Point Person. 
 
 

Complaint Search 

The Complaint Search looks for complaint reports within EIM.  It is used in the following locations in EIM: 

 Main Search 

 Linking Incidents/Complaints 

 
EIM looks for certain critera when searching in EIM for a complaint report.  The table below lists the requirements for a 
state program office user to view complaint in a complaint search. 
 

 
 

 
Important: Providers and Service Coordinators will not have access to search for complaints. 
 


