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1. Log into the system and select the desired database and then enter either the Classic Menu view 
or enter the Complaints module.  
 

 

2.  If you enter the Complaints module, select New Complaint. If you entered the Classic Menu, 
select New → Complaint  

Classic Menu View:  
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Complaint Module View:  

 
 
 
 
3. Both methods will take you to the same data input form. Fill out as much information as possible. If 
the complaint is against a licensed facility, click on Find Facility.  
 
NOTE: The facility name filled must be populated with at least the partial name of the facility. If not, 
the search function will not bring up any results.  
 

 
 
 
All fields with  must be completed. If there is contact information for the complainant, please place 
those in the Complainant Information section.  
 
 
4. Enter the facility information in the Facility Information section. Enter in as much detail as possible.  
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5. In the General Details section, identity the Complaint Type. The Date and Time Received will 
automatically be filled out. Leave the Investigation Date and the Date Closed blank, the inspector will 
fill these out. Select the designated inspector in the Referred To box.  
 

 
 
6.  The Complaint Details area is where the description of the complaint will be entered.  
 

 
 
7. Time Tracking information must be filled in at this time. Click on Log Time and enter the in the Time 
Spent the time it takes to enter in the complaint then select OK.  
 

 

 
 
When all information is entered, save and close the complaint by clicking DONE.  


