MEG User Manual — Auditing Version V1.0

February 2021
Submitted by: MEG Support Team
Email — support@megit.com

Disclaimer: This Users Manual is for training or review purposes only. ltems explained in this
document may be subject to change. If you do not have a MEG account and have been issued with
this User Manual, please contact your management team to ask about attaining a MEG account.

Items discussed in this User Manual may differ from your personal account, this may be due to
geographical location, account configuration agreed with your organisation and MEG, or account
configuration due to the care setting you work in.

If you have any questions or would like to give feedback on this Users Manual or your MEG
account please feel free to contact MEG on support@megit.com . Any business inquiries please

contact info@meqit.com

This document is designed for online viewing. Printed copies, although permitted are
deemed Uncontrolled.
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1. Introduction

Welcome to MEG. Thank you for choosing MEG and looking forward to working with
you in your care setting. This User Manual has been made for you for both training
and revisionary purposes. Please feel free to use this document within your team,
introducing MEG to new users and/or as a stand alone guide.

What is MEG's Audit app?

MEG’s Audit app replaces previous paper-based methods (or older hospital IT
programmes) used to conduct a wide variety of audits such as pharmacy, nursing,
medical and infection control audits to name a few, enabling you to now easily
capture all your audit data on any mobile or desktop device.

MEG’s mobile app will walk you step-by-step through the audit process, allowing you
to record information (including photos, voice recordings, and signatures) live from
the ward or clinical area - even without a WiFi connection.

Before you start with this Users Manual, it's important to understand the following:

1. This Users Manual has been developed with predetermined
departments and wards in mind. Should you wish to add additional
information to the option choices, or find something is missing, please
contact support@megit.com.

2. The audits are designed to be started and completed on the same
device. Should you switch device part-way through an audit (e.g.
computer to tablet device), you will not see your observations stored on
the second device.

3. If you do not have a MEG account and are interested in attaining one,
please let your area manager know and they will contact the MEG focal
point for your hospital.

2. Using MEG

MEG can be used on any mobile or desktop device.

On mobile devices; MEG's app can be downloaded from Apple, Windows or Android
app stores. Look for the MEG icon when you search for 'MEG Audits' in any app
store.
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You can also access MEG on a desktop device using any web browser, however we
recommend Google Chrome when accessing MEG. Please click here to access the
desktop site.

We recommend using the mobile app for collecting audit data and the desktop site to
generate reports, quality improvement plans, emailing reports and calendar usage.
We also recommend using devices approved by your IT department to ensure
patient details or data related to your care setting is secure and not compromised.

3. How do you Attain a Username and Password to
Login

Once your care setting starts using MEG, you will need to contact your area
manager / hospital admin user (if known or allocated) or the Support Team at
support@meqit.com to create your account. A unique MEG username and password

will be allocated and you will receive an email from the MEG Support Team or your
local administrator similar to the email below:
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Hi Donal

Waelcome 1o MEG and thank you for taking the time o iry out and use the software. We wani to make sure you
@et the most out of i

Oweer the coming days, we'll send you a few emails to guide you throwgh how 1o use the audl kool and generale
regorts. Bul first thing's first. let's get you going with starting youwr first awdit- click here 1o log-in to youwr Dashboard
page

= ‘Wour MEG usarname
+ Wour MEG passwond

Usarname and password are case sensitive
httpsaudils messuppemioes comdpasswerd resel

How 1o stam a new audil on deskiopPC):
1. To start a mew audit, click on the “Start Awdit” as below

4. Logging In
Once you received your username and password, download the app into your mobile
device/tablet for auditing on the ward or access the desktop version by clicking here.

meG @

Please Log In to MEG Support Tools:

Login to MEG

Password Forgot your password?

sign up for a free trial

Users of the MEG Guidelines System can login at the following link:

https://eguides.megsupporttools.com

Login screens on desktop and mobile devices respectively

5. Collecting Data with MEG

To start data collection via desktop, you have two options:
1- You can click on here to locate the data collection tool (desktop) link:
2- You can click “Launch App” from the Dashboard page if you are already logged in.

If you are using a mobile device, open the application.

If you are logging into Meg for the first time or logging in after being logged out, this
will be the first screen you will see on your mobile phone/tablet/desktop. Please sign
in using login credentials provided by email from us or the MEG administrator in your
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care setting. If you forgot your password, click/tap on the specified area and follow
the instructions.

meG

Please Log In to MEG Support Tools:

Please Log In to MEG Support Tools:

Password *

Forgot your password?

Forgot your password?
Sign up for a free trial

Sign up for a free trial

5.1 Starting Data Collection
Once you log into the app or desktop version, you will be presented with the page
below:

meG

Welcome

Select Institution -

Select Form -~

Division / Directorate -
e -

1. Select an institution (applicable if you are part of an institution group)

2. Select the relevant form you’d like to carry out e.g. PVC/HIQA Environment/Hand
Hygiene, etc

3. Department/Division/Directorate - Infection Control, Surgical, Community, etc

4. Your ward/area number or name

5. The “Start” button will turn blue once you select the options above and you can
start auditing then.

5.2. Undertaking Data Collection
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Some audits will present themselves in different sections/subforms like below or will
go straight into the question set depending on the length and the need for different
categories — for instance, an audit like Hand Hygiene.

As an example of an audit with subforms, we’ll go over the HIQA Environmental
Audit below, starting with Section A:

meG

HIQA Environmental Audit

Section A: General Environment

Section B: Patient Areas

Section C: Patient Equipment

Section D: Patient Toilets/Washrooms
Section E: Clean Utility

Section F: Dirty Utility

Section G: Waste Disposal

Once you click into this section you will be able to see the questions and options that
are associated with this type of audit (please note some options such as “Yes to All”
are particular to this type of audit and will not appear on all audits — you can ask for
this option to be added if you feel it is applicable).

meG

Section A: General Environment, Emergency department
nformation hd

Yes to all « » N/A to all

1. The facility is clean and well maintained

@ves (Ono Ona

2. The corridors are clutter free

(Oves (@no (ONia «

3. Air vents - are these on a cleaning programme
@ves (Ono  (Onva

4. Curtains and blinds (are clean and free from dust/stains)

(®ves (Ono (Ona

5. Floors incl. edges and corners (are free from dust and grit)

(@ves (Ono (Onia

6. Radiators (are clean and free from dust/marks)
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1. Yes to All — this populates all the questions with a “Yes” Answer ; N/A to All - this
populates all the questions with a “N/A” Answer. This allows you to audit by
exception.

2. Yes and No are the only questions that bear any weighting on the overall score —
“N/A” will not have any weighting.

3. When an answer is not compliant, you’ll have the option to add an issue.

4. Furthermore the questions in Red mean they are a mandatory question, which
must be filled in before proceeding; the audit will not come off this page unless all
mandatory fields have been answered. If questions are in blue, they are not
mandatory and can be skipped.

5.2.1 Adding an Issue Related to a Non-Compliant Answer

Add new issue

Common Issue

Select from commonly reported issues

+ New Issue
V4

Enter a new issue manually

1. The “+Add Issue” button will appear when a non-compliant answer is selected;
2. When you click on “+ Add Issue”, a pop-up window will appear, where you have
the option to choose between “Common Issue” or “New Issue”:

ENGAGE
MEASURE

meG
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Issues

[ vellow clinical waste bin holder dusty

[ Dust evident on surface

D High Dust

|:| Low Dust

[J boer Unlocked

D Inappropriate Items stored in this area

D The check sheet was not filled in correctly

e Common issues: This a set of issues that you may meet on a constant basis
in relation to your particular audit. The list can be customised to your care
setting/environment.

e However, if the issue is not common and may need more description you can
choose the “New Issue” option:

New Issue

Describe issue: *
Room no.

Assign to

pong @ sendemai

Risk level

Select...

Action taken:

Regardless of the option you choose, both have the following in common:
e Room No - If it's a bed/bay/toilet etc.

e Assign to — Here a list of individuals can be given the issue, known as issue
handlers (if individual or email is already identified on MEG). If the “Send
email” option is enabled, they’ll receive an email when an issue is assigned to
them.

ENGAGE
MEASURE

meaG i
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e Action Taken — Whoever you are assigning the task to can fill this section in
when completing the issue.

Risk Level — High/Medium/Low
Due Date — Date you would like this issue resolved by

Blue Gallery icon — attaching photos from your device to the audit

Green camera icon — using the camera of your device to take a picture of the

issue as you go — you can use your tablet or phone during the audit and take
a picture via the app and it will automatically attach to the audit

e Middle — Red Microphone (Grey out icon) — record voice messages during the
audit

Total media: 0
a

[] Low Dust -~

Once this is completed as you feel correct, click on the confirm button and the
system will add the issue to the question and at the bottom of the audit.

Also, if you come across any issues that aren’t really linked to a question in the audit,
you can add them at the bottom right of the page (see below).

Oves Ono Onia

10. Windows (and sills are clean and free from dust)
Oves Ono Onia

Issues
Common Issues: 1 « ‘ =+ Add Issue
custom lssues: 0

5.3 Finishing Data Collection

After finishing an audit and filling in the relevant sections applicable, you will need to
click on the “Next” at the bottom right of your screen.

Depending on the audit, hitting “Next” will start a new observation i.e. a blank version
of the form on your screen. Your previous observation is saved to your audit and you
can tell this by the upload button at the top right corner of your screen:
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-

meaG

MEG - Consent Audit [Nov 20], Ward C

|m

Consent process
Consent form

References

[ D

As you complete more audits and click on “Next” at the end of each audit that
number will increase.

NOTE: Please make sure your observations have been saved before logging
out or closing the browser. The upload button at the top right corner of the
screen shows how many observations have been saved.

5.4 Submitting Data Collected

Once you are ready to submit a form, please click or tap on the upload button in the
far top right corner of your screen. Once you click on this icon and edit page below
will appear to make sure you are certain with all your submissions and in case you
need to edit an observation before submittal.

meaG v

MEG - Consent Audit [Nov 20]

L

Ward C

No. Subform

= | m

1 Delete — this will delete all your observations

2. Edit a particular observation

3. +Add Form - if you want to add another observation to your current
observation(s); Next — proceeds to the final submission page where you will receive
an overall percentage (if applicable). See below:

11
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Please confirm start and end for the form

Starttime:
(=9 =zo021-02-01 ® 2028
End time
(=3 z021-02-01 @ 20148
Send e-mail |

The next page that will appear will be the “Review Page” that will give you a short
summary of the audit you are submitting.

1.0Overall Compliance of all observations (if applicable).

2. Issues you have identified during the audit.

3. Date and time of the audit — this is editable and can be brought backwards in
dates.

4. This toggle switch will send a copy of the report to your email. If you want to send
a copy to other colleagues using the system, please use the “Add Auditor” option.

5. Comments on the overall audit if applicable.

6. Goes back to the previous page.

7. Submit the audit.

5.5 Other Options in the App
Once you have completed an audit you will receive a successful message from MEG
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Form submitted successfully!

Form submitted
successfully!

Tap the button below to start a
new form.

To start a new audit please go to the 3 lines or “burger” menu in the top left corner of
the screen. Once you click on that the following will drop down (the mobile version
looks the same):

B+ < i

[ - - B D

“

To start a new audit please go to the 3 lines or “burger” menu in the top left corner of
the screen. Once you click on that the following will drop down (the mobile version
looks the same):

Saved Forms — Forms that you have saved from previous audit sessions that were
not submitted. For instance, if you are in the middle of an audit and need to log out
of MEG to work on other matters, please hit “Next” to save your observation (please
refer to section 5.3 for more info) and when you log back in, the form will be saved,
but to your device only.

Issues — Any issues in total that have been assigned to you or you have been
identified from other audits that you need to approach.

New Form — Start a new audit
Calendar — Calendar with any audits that you have upcoming
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Profile — your own details and MEG avatar

Settings — app settings where you can change the font size, refresh forms after any
changes carried out by the MEG team and set up additional options:

About — Disclaimer and app version

Contact us — Contact Support Team

Dashboard — Brings you back to your dashboard on the app and desktop

Log Out — Log Out of App and audit page on desktop

Saved Forms e
ssues

v
+ New Form
o]

Calendar

Ve
+
o]
)

= Saved Forms
sue
ew Form
Calend
2 Profile
Settings
About
ntac

2 Profile

Settings
e g

Refresh forms
C Taptodo

Settings on this device

Thank you.
Best regards,
All the Team at MEG.

14

meaG
MEG | www.megit.com |support@megit.com


http://www.megit.com
mailto:support@megit.com

