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Welcome to the  
MHS Online Assessment Center+

We want you to see what the Online Assessment 

This QuickStart Guide will get you up and 
running as soon as possible. If you have any 
questions, please don’t hesitate to contact us at 
customerservice@mhs.com
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How to navigate the portal

Click the MHS logo to 
return to the dashboard

Click GO to start a  
new administration

Click GETTING STARTED 
for more information!

Click Manage 
Users to add 

and edit 
your sub 

users Click ENTER RESPONSES to 
enter the responses from a 

paper form

Click GENERATE REPORTS 
to generate a report from a 

completed assessment

Click SEND REMINDERS to 
send reminders to pending 

raters

Click Manage 
Inventory to 

distribute 
form uses

Click Completed  
Assessments to view 

and generate reports
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Where to view 
your sub-users

ADD NEW USER, and then enter their 

Manage Users in the 



5Copyr ight © 2020 Mult i - Health Sys tems Inc . All  r ight s reser ved.

How to enable 
product access

Manage Users
menu.

Upon completing your upgrade, please perform the following 
steps to enable product access for your sub-users.
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step 3.

Manage selected users assessments
OK.
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Disabled
Enabled button to 

SAVE.

Manage Users

2. 

3. Manage selected user assessments
OK.

4. Enabled
Disabled.

5. SAVE

How to disable 
product access
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How to deactivate 
sub-users

Manage Users
menu.
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How to activate 
sub-usersDeactivate selected users

OK.

Yes

.

Manage Users

2. 

3. Activate selected users

4. OK.

5. Yes

6. 
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Where to find 
your forms

Account Balance 

Manage Inventory in 
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Account Settings

A note on ID numbers

So how do I keep track of the forms I’ve sent out?

Is a form deducted when it is sent to the rater?

report.
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How to distribute form uses

Account Settings

2. Share my uses with 
Everyone.

 

Manage Inventory > Distribute Uses  
 

2. 
menu.

3. + or -

4. 

Distribute Uses.
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Where to find your 
assessment data

COMPLETED ASSESSMENTS

Completed Assessments

2. Generate

• 

• 

3. View Report

Assigning a client

This step only needs to be done once and only applies to assessment 
data transferred from the old Assessment Center.

Generate or View Report

2. 
SAVE.

3. 
ASSIGN NEW CLIENT
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How to add a 
client

My Clients

The My Clients page appears. 

2. ADD NEW CLIENT

3. 

4. 

Enter

5. SAVE

A note on status

Active and All.

Active

All

Remove from active list 
or Activate
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How to manage 
clients

My Clients

2. 

3. from.

4. 

5. Manage Clients’ Owner

6. Transfer To

7. 

8. TRANSFER.

9. CONFIRM.

A note on client transfer
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How to start an assessment

Click the Email 
Invitation icon 

to send raters an 
assessment link 

from the assessment 
center. 

Click the Local 
Administration icon 
when you want the 

rater to sit down 
at your computer 
to complete the 

assessment. 

Click the Print 
Paper Forms icon to 
download a PDF of 
the assessment to 

print and distribute 
to raters.

completes a paper 
form, click the 

Enter Responses 
icon to enter their 
responses into the 
assessment center.
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How to send 
reminders

Send reminders to all pending button.

Send Reminders button on the Dashboard.

send a reminder to all your pending raters at 
once

Send reminders to all.
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How to change 
your password

2. 

3. 

4. Save.

Account Settings

Want to learn 
more?

• Help

• Consult the Getting Started Guide on the home page


