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Reporting Requirements
• CFR 483.13 requires reporting of abuse, 

neglect, exploitation, injuries of unknown 
source to the State Agency.

• Required Reports include “immediate” and 
“five day”.

• Currently, these reports are generally

e-mailed or faxed to our Complaint 
Administration Unit 
(fedrep@ahca.myflorida.com).  

mailto:fedrep@ahca.myflorida.com


Online System

• As of January 26, 2011, we have a new online 
option…

• Each provider has been sent notice of their 
option to register for this new system.

• Each facility will be allowed up to three unique 
user IDs, all of whom will have individual 
passwords.  

• Multiple users will allow an alternate person to 
complete the five day report, in case the first 
person is not available to complete it timely.  





Create a new user….





After submitting the profile
information….





My Nursing Home Name

000000000



AHCA approves the
user…





User logs in…



My Nursing Home Owner Information

123 Any Street 123 Any Street

Any City Any City30000 30000

Any County (555) 555-5555 (555) 555-5555

(555) 555-5555 00000000 ######



The “View All Reports” screen
displays all the reports submitted
by the facility.
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My Nursing Home



Starting a new 
“Immediate Report”…



FirstName

LastName

Position

(555) 555-5555

Email@email.com



My Nursing Home Owner

123 Any Street 123 Any Street

Any City FL                    30000 Any City FL                    30000

Any County (555) 555-5555 (555) 555-5555

(555) 555-5555 00000000 #######



FirstName1

FirstName2

LastName1

LastName2



FirstName LastName Volunteer



FirstName1 LastName1

FirstName2 FirstName2











Q:What happens if the phone 
rings and you can’t finish your 
report?
A:You can save what you
have and come back to it later
by clicking the “save” button.





Notice the report has been saved and a new button appears



Visiting the
“Continue Unfinished
Report” page…



My Nursing Home



Choosing to continue
the unfinished report…



FirstName

LastName

Position

Email@email.com

(555) 555-5555





Email@email.comFirstName LastName Position (555) 555-5555

My Nursing Home Owner

123 Any Street

Any City FL                    30000

123 Any Street

Any City FL                    30000

Any County (555) 555-5555 (555) 555-5555

(555) 555-5555 0000000000 #######



ResFirstName1 LastName1

ResFirstName2 LastName2

FirstName LastName Volunteer

FirstName1 LastName1

FirstName2 LastName2



After submitting the report,
you will be brought to a 
“PDF” version of the report 
so you can save or print.



FirstName

LastName

Position

Email@email.com

(555) 555-5555

(555) 555-5555

(555) 555-5555

My Nursing Home

123 Any Street

Any City
30000

0000000000

ResFirstName1 LastName1

ResFirstName2 LastName2



Visiting the “View
All Reports” page…



My Nursing Home
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Clicking on “Manage
Report” for the
recently submitted
report…



(555) 555-5555

FirstName

LastName

Position

Email@email.com

My Nursing Home

My Nursing Home



Clicking “comments”
tab…



My Nursing Home



“Status log” tab…



My Nursing Home



To follow up an 
Immediate Report with 
a 5-Day, visit the “View 
All Reports” page and 
click on “Create 
Report”.



My Nursing Home

johndoe2
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johndoe2

johndoe2
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(555) 555-5555

FirstName

LastName

Position

Email@email.com



(555) 555-5555

(555) 555-5555

(555) 555-5555

(555) 555-5555

FirstName FirstName Position Email@email.com

My Nursing Home

123 Any Street 123 Any Street

Any City FL                    30000 Any City FL                    30000

Any County

0000000000 ########

FirstName LastName Volunteer

ResFirstName1 LastName1

ResFirstName2 LastName2

Owner



FirstName1 LastName1

FirstName2 LastName2





The next screen asks 
questions based on 
your response. Here 
are 2 possible 
outcomes…









(555) 555-5555

(555) 555-5555

(555) 555-5555

(555) 555-5555

FirstName LastName Position Email@email.com

My Nursing Home

123 Any Street 123 Any Street

Any City FL                    30000 Any City FL                    30000

Any County

0000000000 ########

ResFirstName1 LastName1

ResFirstName2 LastName2

Owner



FirstName LastName Volunteer

FirstName1 LastName1

FirstName2 LastName2





After submitting the 5-
Day Report you are 
brought to a “PDF” 
version, which you can 
print or save.



(555) 555-5555

(555) 555-5555

(555) 555-5555

FirstName

LastName

Position

Email@email.com

My Nursing Home

123 Any Street

Any City

30000

0000000000



Once AHCA reviews the report, 
the will be an “Awaiting 
Updated Information” alert if 
additional information is 
needed. You will need to 
update the report before it is 
closed.  So, next time you sign 
in…



A new menu option appears showing  you have reports needing updates.

(555) 555-5555

(555) 555-5555

(555) 555-5555

My Nursing Home

123 Any Street123 Any Street

Any City FL                    30000 Any City FL                    30000

Any County

0000000000 #########

Owner



My Nursing Home
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johndoe2
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Visiting “Manage 
Report” to see why the 
report needs to be 
updated…



My Nursing Home



Going back to “Update 
Required Reports” to 
update the report…



My Nursing Home

johndoe2

johndoe2

johndoe



Clicking on “Update” 
brings the user to the 
report screen.  It is  
pre-populated with 
previous values.



(555) 555-5555

FirstName

LastName

Position

Email@email.com



Thank you!  
We look forward to 

working with you on 
this new venture!  


