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Accessing MatrixCare and Logging In 

1. The MatrixCare web site can be accessed at this address: https://oprs.matrixcare.com/ 

 

2. Logon to the system using your first initial and last name as your logon, and the 

password you created the first time you logged on.  

 

☼Tip: Be careful logging in. If you strike out 3 times, you will be locked out of the system. If 

you are locked out, call the Ohio Living Help Desk at 800-686-7800 or 614-212-1122 (after 

hours) to have your password reset. If you think you can remember your password, close out 

after the second attempt and restart. This will avoid the locked issue. 

 

Facility Access 

When you first log in you will need to select your Facility.   

1.     Make sure the Facility Name field is blank and the Facility Type is set to ALL.       

2.     Leave State set to ALL. 

3.     Click on Search and select desired facility. 

 

 
 

Unit Access 

The system permits assigning a specific unit or units for viewing and access. This is done for 

clinicians to focus on the residents they are working with and their associated messages. This 

does not apply to everyone. You can always change the unit that you view.  

 

1. After you logon, the system will display the unit that you are assigned to. At that 

time, you can check and uncheck the units as necessary. 

 

2. Click on the Save button to take you to the Messages screen. 

 

3. To change units while logged on, go to the Facility Tab and click on Select Unit.  
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Navigating MatrixCare 

1. MatrixCare organizes information under Tabs, just like a file drawer.  Under each 

Tab you will see a selection list. You can highlight and click on any selection. 

 
 

Resident Messages 

1. Once you have logged on, the system will display Messages. Messages are triggered 

by Census changes, Orders, Events, and Facility set Resident Alerts. 

 
 

☼Tip: Any blue underlined word is a link to move through the system. Click once on it to go to 

that area. 

 

2. When a line does not display a closed envelope, it means that someone has opened 

the message. All messages automatically archive after 3 weeks. If you click on the 

message description, you can view more information, with the option to click on 

More info to see all the detail. Archived messages are attached to each resident and 

can be accessed under the Resident Tab. 
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☼Tip: The most recently created message is listed first. Resident Messages can be sorted by 

Resident Last Name, Resident First Name, Subject or Creation Date. 

  

 

Search Resident 

Any Resident Function accessed will require you to Search Resident first if you have not already 

done so.  

1. Key in the first few letters of the resident’s last name. You can also search by first 

name, Medical Record number, Unit or Attending Physician. 

 

2. Check the appropriate Status box (Active, Inactive, Outpatient or Outpatient 

Discharged).  If the resident has been discharged or has not been admitted to a bed, 

you must check Include Inactive Residents to be able to view them. If they have 

become an Outpatient, you must check the Outpatient box or the Outpatient 

Discharged box as appropriate. 

 
 

Shortcuts to Resident Information 

1. If you click on the + sign that appears on every screen next to the resident’s name, 

some brief basic resident information will appear. 
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2. If you click on the Folder next to the resident name, you will see the Resident Quick 

View, which gives you access to the resident Demographics, Diagnoses, most recent 

Vitals, Current Orders, Progress Notes, RUGS, Census and CAAs. 

 

 
 

 

 

Resident Face Sheet: 

The Face Sheet contains Resident Demographics, Contacts, Providers, Allergies and Diagnosis 

codes. 



Ohio Living 

MatrixCare System  

Accessing and Navigating – Ancillary, Nursing & Therapy 

3/15/2018                                                                                                           Page 6 of 10  

 

 
 

 

 



Ohio Living 

MatrixCare System  

Accessing and Navigating – Ancillary, Nursing & Therapy 

3/15/2018                                                                                                           Page 7 of 10  

 

 
 



Ohio Living 

MatrixCare System  

Accessing and Navigating – Ancillary, Nursing & Therapy 

3/15/2018                                                                                                           Page 8 of 10  

 

Census 

1. Selecting the Census button toward the top of the View Resident (Face Sheet) screen will 

permit you to view all the census activity for the resident. This includes transfers to 

hospitals, discharges and admissions. 

 
 

 

My Profile – Changing Passwords and User Information 

My Profile, under the Facility Tab, gives you access to view your user information and 

change your password.  If any of the information here is incorrect please contact the OPRS 

Help Desk. 

 
 

 

 

1. If you scroll to the bottom of your Profile screen, you will see the Change Password 

button.  You must also follow the MatrixCare password rules listed on the screen. 

2. Depending on your access you will also see options for Changing your eSigning PIN, 

Changing your POC PIN and your Vendor Login Set-up. 
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Tips 

1. Use the roller on your mouse to scroll up and down on a page, but be sure to click 

outside of a dropdown box or your scrolling will be limited to that box. 

 

2. The Tab key moves you through the responses to each question. This includes date 

fields, short descriptions, drop-down lists, text fields, radio buttons, check boxes, etc. 

 

3. For radio buttons, use the cursor keys to move up and down the answer selections. 

Use the Tab key, when in a radio button question, to move to the next question. 

 

4. For check boxes, use the Tab key to move up and down and the space bar to answer 

selections. 

 

5. Unless you do not have a Back option on the screen you are viewing, NEVER use the 

Back button on Internet Explorer bar. 

 

6. For questions with a drop-down selection, fill in numbers using the number pad or the 

letters on the keyboard. 

 

7. Shift+Tab moves you back to the previous questions and within the checkbox 

selections. 

 

8. Use the End key on your keyboard to move to the bottom of a page. Use Home to 

move to the top of a page. To move up or down a page in smaller increments, you can 

use the PgUp and PgDn keys. 

 

9. Bolded Field Names indicate required fields. You cannot save a screen unless you 

complete all required fields. 

 

10.  Anytime you see the ABC box, it indicates that spell checking is 

available. Spell check includes medical terms. 

 

11. Pop-up Blockers will prevent you from viewing many reports in the system. They 

must be disabled to view reports. Contact the Corporate Help Desk for assistance in 

turning off your pop-up blockers. 

 

12. Adobe Acrobat Reader must be installed on a pc to successfully run and view reports. 

Contact the Corporate Help Desk for assistance in installing or upgrading your Adobe 

Acrobat Reader. 

 

13. Help information can be accessed by clicking on Help There is a complete Help 

manual available. 
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14. Some screens make available a Teach Me button, that is an animated version of Help. 

Please keep in mind that information included here is not specific to OPRS. 

 
 

15. When you want to select a different Resident, click on the icon. This will 

return you to the Resident Search screen. 

 

16. The Save button should only be clicked once. Double clicking can result in duplicate 

Assessments, Events etc. being created. 

 

17. Please always log off by clicking on Log off to the right of your name at the top of 

the screen. The system will time out after 29 minutes of not being used. If it times out 

and you have not saved your work, it will be lost. 

 

 

 

 

 


