Community Step by Step ‘How to’ Guide for New
and Updated Features
interRAI Upgrade September 2018

Purpose of this Guide
The purpose of this Community step by step ‘how to’ guide is to provide community administration
and assessor staff an overview of how to use the new and updated features of the September 2018
National interRAI Software Upgrade.
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Ethnicity
There is now a new way to record a client’s ethnicity using the National interRAI Software System.
Please follow the steps below to learn how to add a client’s ethnicity on the Client Overview screen
and display the ethnicity in the appropriate section of the assessment.
Note: A client’s ethnicity can no longer be coded within the assessment. Ethnicity must
be entered in the Client Overview screen in order for an assessor to mark complete an
assessment. If no ethnicity is recorded on the Client Overview screen, the assessment
will not be able to be marked complete.

How to add ethnicity
To add a client’s ethnicity, you need to be in the Client Overview screen of the client’s record. Click
on Ethnicity, which will open the Personal Details screen.

1. Click on Ethnicity from
the Client Overview screen

There are now six available Ethnicity fields on the Personal Details screen. A client can choose up to
six different ethnicities.

2. Click on the small magnifying glass
at the end of the Ethnicity field
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3. Enter the required
ethnicity in the Name field

4. Click on Search
to reveal options

5. Tick the box of the correct
ethnicity to highlight

6. Click on Select

Repeat this process as many times as necessary to choose all ethnicities that your client identifies
with. You can choose up to six entries.

7. Click on
Save & Return

Once all entries have been entered, the client’s recorded ethnicity or ethnicities will display on the
Client Overview screen.
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All saved ethnicity entries will now be auto-populated to any newly created community assessments.
See example of an interRAI Home Care Assessment below;

What if my assessment is left in draft prior to the upgrade?
Any assessments left in draft prior to the upgrade will not be able to be completed and will need to
be discontinued.
If you still require the assessment, you can print off the coding and comments from the draft and add
the client’s ethnicity on the Client Overview screen following the steps listed above.
Once you have everything you need, create a new assessment, re-enter your information and mark
complete, discontinuing the old draft assessment.

General Practitioner and Practice
There is now a separate section to record a client’s Doctor/General Practitioner (GP) details in the
National interRAI Software System. Please follow the steps below to learn how to add a client’s
Doctor/GP to the Client Overview screen.

How to add a GP
To add a client’s GP, you need to be in the Client Overview screen of the client’s record. Click on GP Practice, which will open the GP screen.

1. Click on GP - Practice on
the Client Overview screen
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2. When the GP screen
appears, click on Add

3. Enter the name
of the client’s GP

4. Click on Search
Tip: If you do not know the name of the GP, you can enter the name of the required GP
Practice instead and click on ‘Search’. This will display all GP’s that are associated to
that GP Practice.

5. Click on the folder
icon of the correct GP
By clicking on the folder as shown above, the Edit GP screen will display (as below), allowing you to
enter a start date for when your client started their association with the GP. There is a date picker to
help you. If you do not know the start date, leave the date as at the date displayed on your screen.
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Note: The GP name and other details are unable to be edited on this screen. If the GP
details are incorrect, please contact the IT service desk or email
interRAI@tas.health.nz to update them.

When you are happy that you have the correct GP, click on Save & Return and then click on
Return to return back to the Client Overview screen as below.

6. Click on Save & Return

7. Click on Return

The GP and the GP Practice now display on the Client Overview screen.
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Changing a GP and GP Practice
There may be occasions where a client moves or switches to another GP and this will need to be
changed and updated for your interRAI records and reports. By following these steps, you can keep a
history of GP’s and the dates when they change.

1. Click on GP - Practice

2. Click on the
folder of the GP
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3. Enter the End Date for this GP –
this must be a date in the past

4. Click on
Save & Return

5. Click Add for the new
GP and follow steps for
adding a GP as listed

Note: If you cannot find the GP you are looking for, please contact your IT service desk
or email interRAI@tas.health.nz to have the GP added.
Only the GPs that have been previously added to the system can be selected.

Reviewing Draft Items
There is now a new item on the Common Tasks menu called Review Draft Items in the National
interRAI Software System. This menu item allows the logged in user to review and manage all notes
and/or assessments left in draft. Please follow the steps below to learn how to display your draft
items.

How to display your draft items
To display your draft notes and/or assessments, you will need to go to the Common Tasks menu and
click on Review Draft Items.
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1. Click on Review
Draft Items

The Draft Items screen will display all items you (the logged in user) has left in draft by NHI
number, client name, and item type.
2. Click on the folder of the
client to go directly to the draft
item (or double click on the line)

3. You can then manage your
draft items by deleting, saving
or discontinuing them (for
assessments only) so that
they no longer remain in draft

Note: This will only display draft items for the logged in user. Draft care plans, draft
forms and draft referrals are excluded.
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User Preference Changes
There are now two new items under the User Preferences menu called Profile and User Settings in
the National interRAI Software System. These menu items allow the logged in user to review and
manage their user profile and settings. Please follow the steps below to learn how these new menu
items work.

How to change your user profile
To view and make minor changes to your user profile, you will need to go to the User Preferences
menu and click on Profile.

1. Click on Profile under the
User Preferences menu

2. To change your contact
number, click in the Phone
Number field to edit

3. Click Save
and then

Note: You can view all your personal details on this screen however you are only able
to edit your contact number. If any of your details need to be updated, please contact
the IT service desk or email interRAI@tas.health.nz.

How to change your user settings
To view and make changes to your user settings, you will need to go to the User Preferences menu
and click on User Settings.
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1. Click on User Settings under
the User Preferences menu

The User Settings screen will display two preferences for setting up your Client Search.

2. Click on Yes or No as per
your preferences (or you can
leave as the default setting)

Using your Employing Organisation as the default
The first option For Client Search, use my Employing Organisation as the default will allow you to
always search for clients using your employing organisation as a default e.g. your employing
organisation is automatically inserted into your Client Search.

If you choose Yes for this setting; your Client Search screen will automatically default to your
employing organisation and search all clients attached to your employing organisation.

You can change the search back to all organisations manually by clicking on the small arrow of the
Employing Organisation field. When the drop down option box displays, click on All.
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Using yourself as the default Provider
The second option For Client Search, use me as the default Provider will allow you to always search
for clients with your name as the default Provider e.g. your name is automatically inserted as the
provider into your Client Search.

If you choose Yes for this setting, your Client Search screen will automatically default with your name
as the Provider and search all clients that have your name attached.

You can change this back to all manually by clicking on the large black X at the end of the Provider
box.

Referral Module
There is now a Referral Module where you can add and manage client referrals in the National
interRAI Software System. Utilising this new feature will allow you to track when your service has
received a referral, when that referral was actioned and when an assessment has been completed
related to that referral. Please follow the steps below to learn how to add and manage a client
referral.

How to add a referral
To add a client referral, you need to be in the Client Overview screen of the particular client you wish
to add a referral for. On the left hand menu, click on Referrals and then on Add New Referral.
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1. Click on Referrals from the
Client Overview screen menu and
then click on Add New Referral

The Referral Details screen will appear as below:

2. Choose a Referral
Source from the drop down
b
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Note: Additional Referral Source categories can be added to be made available across
the National software system. If you would like to update or add a new Referral Source
category, please contact the IT service desk or email interRAI@tas.health.nz to make
your request.

3. Enter a Referral
Date for the date on
the actual referral

Tip: By clicking on the small icon at the end of the date fields, a date picker will appear;
by using the arrows you can toggle between months and years.

5. Tick Yes or No for
whether the referral
was accepted or not
6. Enter a Date Referral
Accepted/Rejected
for
4. Enter a Date Referral
when
thisand
occurred
(and
Received
the time
the
time
as
appropriate)
as appropriate
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8. Click Save

7. If the referral is rejected
by your service, choose a
Reason for Rejection from
the drop down box
otherwise leave blank

If you would like to update or add a new Reason for Rejection category, please contact
the IT service desk or email interRAI@tas.health.nz to make your request.
Once the referral is saved, you will be able to add details in the Continuation Notes e.g. whom
specifically sent in the referral, whom you contacted and when you made your appointment to
assess the client. You can also change your Referral Status to active, closed, or you can error it out.

8. Click on Add New
Note to add details
of the referral

The Referral Note screen will appear and you can add as many date and time stamped notes as
appropriate. Referral notes are added in the same ways as notes on the Client Overview screen.
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9. Click on Add
New Note

10. Choose a notes Category
from the drop down box

11. Enter details in the text box
provided (spell check is available)

12. Click on
Save & Return
All notes added to the referral in this way will be displayed in the Continuation Notes (1) of the
referral and the Continuation Notes (2) of the client record.
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(1) Continuation notes
in the client referral

(2) Continuation notes
in the client record

How to view a referral
To view a client referral, you need to be in the Client Overview screen of the particular client you
have added a referral for. On the left hand menu, click on Referrals and then on Referral Summary.

1. Click on Referrals from the
Client Overview screen menu and
then click on Referral Summary

The Referral Summary screen will appear as below displaying all referrals for that particular client
with the oldest listed at the top. You can re-order the list by clicking on any column header and this
will put the list into either chronological or alphabetical order.
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2. Click on the small folder of the
referral you wish to view

3. The notes are in date
order, you can view by
using the slide rule

You can also view notes for this referral in the Continuation Notes tab as previously mentioned. If
you sort by the Referrals notes category, you can read through all notes related just to referrals.

How to update a referral
To update a client referral, you need to be in the Client Overview screen of the particular client you
have added a referral for. On the left hand menu, click on Referrals and then on Referral Summary.
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1. Click on Referrals from the
Client Overview screen menu and
then click on Referral Summary

2. Click on the small folder of
the referral you wish to view

3. You can update the
Referral Status,
Referral Accepted or
the Reason for
Rejection as required
4. You can also add
additional notes to
update the referral
details
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How to close a referral
To close a client referral, you need to be in the Client Overview screen of the particular client you
have added a referral for. On the left hand menu, click on Referrals and then on Referral Summary.

1. Click on Referrals from the
Client Overview screen menu and
then click on Referral Summary

2. Click on the small folder of
the referral you wish to view

4. Click on
Save & Return

3. Ensure your
notes are
complete and
change the
Referral Status
to Closed

Note: Once you have closed a referral you are unable to edit the referral details or add
additional notes.
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Utilising a referral
By adding a client referral to the National software system, that referral can be utilised in the
assessment process and assist your service to track the time between the referral and the
completion of an assessment. Once the referral has been loaded onto the software and the status is
Active, the Referral Date and Referral Source will be auto-populated into the new assessment.
The Referral Date and Referral Source will auto-populate to the following sections;
•
•
•
•
•

interRAI Contact Assessment (CA) – Section A14
interRAI Emergency Department Screener Assessment (ED) – Section A14
interRAI Community Health Assessment (CHA) – Section A15
interRAI Home Care Assessment (HC) – Section A15
interRAI Palliative Care Assessment (PC) – Section A18

Note: Only referrals with an Active status can be auto-populated to your assessment. This
will be the most recent Active referral.
The referrals module is not a mandatory feature of the National interRAI Software System. The
Referral question for assessments will remain blank for clients whom do not have an Active referral
and the assessment section can be marked completed.

Cognitive Performance Scale 2 (CPS2)
There is a new outcome scale that has been developed for the interRAI HC Assessment called the
CPS2 (also features for the interRAI CHA Assessment). This 0 – 8 scale describes the cognitive status
of an individual and is designed to complement the Cognitive Performance Scale (CPS).
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The CPS2 has been developed to provide a highly sensitive measure, with an ability to detect changes
particularly in early levels of cognitive decline. Walking, and capacity scores for managing finances
and medications, have been added to indicate additional challenges for a person living in the
community with cognitive loss. The CPS2 has a higher correlation to the MMSE than the CPS 0-6
scale.
Item comparison between the two Cognitive Performance Scales:
ITEMS USED for CPS2 DESCRIPTION

Items used for CPS

C1

Daily Decision making

Y

C2a

Short-term memory

Y

D1

Making self understood

Y

G1cb

Finance-capacity

N

G1db

Managing medications - capacity N

G2e

Walking

N

CPS 2 scale description:
Score

Description

0

Intact 1

1

Intact 2

2

Borderline intact 1

3

Borderline intact 2

4

Moderate impairment 1

5

Moderate impairment 2

6

Severe impairment 1

7

Severe impairment 2

8

Very severe impairment

What the CPS2 can tell us
The assessment items that indicate personal distress: presence of unrealistic fears (E1c); feeling of ill
at ease with others(F2a in LTCF); verbally abusive (E3b); socially inappropriate behaviour (E3d) and
wandering (E3a), with the exception of ‘ill at ease with others’, correlate well with the CPS2 scale.
These items are largely not present for CPS2 scores of 0- 3; however they feature with increasing
rates when the CPS2 scores increase; this is until there is a noted drop with CPS2 scores of 8. The
feeling of ‘ill at ease with others’ tends to continue to increase as the CPS2 score increases.
Unrealistic fears and mental discomfort are often displayed as comprehension impairments occur.
Older adults with severe or very severe cognitive impairment are least likely to live alone.
Increased dependence with IADL and ADL items correspond to increased CPS2 scores.
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How to use the CPS2
In the same way that you have been reviewing other outcome scores, you can review how and why
the CPS2 was calculated by following the below steps;

1. Click on the
Outcomes tab
2. Click on the small folder of the
CPS2 to see the coded items and
the process used to derive the
outcome score

3. Review how the CPS2
score has been derived
from your assessment
coding – review what
the contributing factors
are, if they are a
concern and how you
will address these in
your plan of care
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CPS2 Scale Flowchart 1

Detection of Indicators and Vulnerabilities for
Emergency Room Trips (DIVERT) Scale
There is a new outcome scale that has been developed for the interRAI HC Assessment
called the DIVERT scale. The Divert scale is to service decision making concerning emergency

department (ED) and hospital use among home and community care clients. Essentially the DIVERT
scale is a validated decision service system that identifies a person’s likelihood of future unplanned
ED use.
The higher the score the greater the risk for unplanned emergency department (ED) use within 6
months.

1

Source: Morris JN, Howard EP, Steel K, Perlman C, Fries BE, Garms-Homolova V, Henrard JC, Hirdes JP, Ljunggren G, Gray
LC and Szczerbinska K: Updating the Cognitive Performance Scale. J Geriatric Psychiatry Neurol. 2016.
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Score

Description

1

Lowest risk for future emergency department use

6

Highest risk for future emergency department use

ITEM

DESCRIPTION

G5b

Caregiver believes can improve

G6

Change in ADL status

H2

Urinary collection device

I1j

Stroke / CVA

I1k

Coronary Heart Disease

I1m

Congestive heart failure

I1l

Chronic Obstructive Pulmonary Disease

I1r

Pneumonia

I1s

Urinary tract Infection ( in last 30 days)

I1u

Diabetes Mellitus

J1

Falls

K2a

Weight loss

K2e

Decrease in food or fluid

L3

Other skin ulcer

N2e

Oxygen therapy

N4a

Overnight hospital stay

N4b

ER visit

CAP 19 Cardio-respiratory conditions
DRS

Depression rating scale
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How to use the DIVERT scale
In the same way that you have been reviewing other outcome scores, you can review how and why
the DIVERT was calculated by following the below steps;

1. Click on the
Outcomes tab
2. Click on the small folder of the
DIVERT scale to see the coded
items and the process used to
derive the outcome score

3. Review how the
DIVERT score has been
derived from your
assessment coding –
review what the
contributing factors
are, if they are a
concern and how you
will address these in
your plan of care
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DIVERT Scale Flowchart
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Medications
As mentioned in our latest interRAI newsletter, after the September 2018 upgrade, some medication
fields will be optional.
When entering medications into Section M of the interRAI Home Care Assessment, you will add the
medication name into the field labelled ‘a’ for each medication however you are able to leave fields
labelled ‘b’,’ c’, ‘d’, and ‘f’ blank.

It is a preference for the medication name to be obtained using the ‘Medication Look Up’ which will
populate a drug code to the field labelled ‘g’ however if this field is left blank, the section can be
marked complete without errors.
Please discuss making these fields optional with your Manager to ensure that it is acceptable for you
to change your process for entering medications in the interRAI assessments. Limiting the details
of entering medications may greatly reduce the time and effort assessments take.
Note: It is important that you continue to enter the Medication Name as this
contributes to the Medication Clinical Assessment Protocol (CAP) being triggered.

Questions
If you have any questions, please contact interRAI@tas.health.nz.
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