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Glossary of ELICI/ELMS Terms 

ELICI/ELMS - The software program used to conduct all licensed family child care programs in the State of 
Minnesota is called ELICI, or the Electronic Licensing Inspection Checklist Information tool. While ELICI is the 
required tool for all licensing visits, the Electronic Licensing Management System (ELMS) system stores the data 
for all licensed family child care applicants and license holders for the State of Minnesota. In a sense, ELMS 
serves as a virtual “file cabinet” that stores data. In order to conduct a licensing visit, a licensors goes to the 
ELMS system to “retrieve” a licensed family child care provider’s information that is used to create a licensing 
visit checklist in the ELICI tool. Upon completion of an ELICI checklist, it is “returned” to ELMS for storage. Each 
county/agency that licenses family child care programs in Minnesota must notify DHS of new licensors/users. 
This should be done by completing the Notification to DHS of New Supervisor, Licensor, or Case Aide form and 
emailing it to the DHS Triage box at dhs.FCClicensing@state.mn.us. Once the form has been processed, the new 
user will receive confirmation from DHS in the form of two emails. These emails will provide the new user’s 
username and password for the ELMS system and the ELICI system. Setting up an ELMS and ELICI Account. 

Finalize- Term used to describe the process of issuing and locking down a correction order in ELICI.  

Production- Refers to the live ELICI product.  

Release- In order to ensure the ELICI tool continues to move forward in its development and to reflect evolving 
requirements, quarterly software updates are installed and pushed out to users in the form of an ELICI release. 
Email reminders are sent to users to announce the time and date, along with pertinent information regarding 
that release.  

Retrieve Checklist-This option in ELICI allows a licensor to obtain a checklist that has already been “filed” back 
into the ELMS system for storage. *Note: If a licensor selects this option, the DHS server checklist information 
will override the licensor’s device’s checklist information.  

Training Environment- Refers to the test environment in ELICI.  

Upload Checklist- By selecting this feature in ELICI, the ELICI checklist in use will be uploaded to the DHS server. 
The DHS server will now have the information from that checklist stored at the server. It is very important to 
upload the checklist, while on-line, when done entering in information. This ensures that the checklist data 
won’t be lost. 

Visit Types 

Back Office- This option should never be selected. 

Change of Premise Inspection- This ELICI checklist option is used when conducting a change of premise licensing 
inspection and no children from the child care program are present. This will issue a “To Do list” on any unmet 
items. If a licensor arrives at this inspection and finds children are present, the licensor should switch the review 
type to Change of Premise Inspection CO. This will reflect the fact that children were in the new location 
prematurely and will allow the licensor to have the capability to issue a correction order. 

Change of Premise Inspection-CO- Choose this option when conducting a change of premise visit and children 
are present before the premise has been licensed.  License holders may not care for children at the new premise 
prior to it becoming a licensed space. Licensors must issue a violation to 245A.04, subd. 7a.a in ELICI under 

mailto:dhs.FCClicensing@state.mn.us


November 2021 7 

 

Application for Licensure, Change to License.  A correction order will generate after the licensor selects “Unmet” 
for items on this checklist.  

Drop-In Inspection- A Drop-In Inspection visit is for any licensing visit that doesn’t fit in one of the other 
categories. Examples of a drop-in inspection could be to monitor a conditional license, to follow up on a 
correction order, or to provide support to a provider. When a licensor selects a Drop-In Inspection visit, a Drop-
In Type menu will open. The licensor should select which type best suits the visit.  

Investigation- This type of checklist is to be used for complaints. It is a custom-built checklist and will appear 
empty when first created. In order to populate the Investigation checklist, select “All” at the top of the checklist 
and flag the items of concern that will be investigated. This will produce a checklist uniquely suited to each 
complaint scenario.  

Licensing/Re-Licensing Inspection- Choose this option when conducting the renewal year licensing visit.  

Off-Year Inspection- Choose this option for an annual visit when the licensing visit is not for the renewal year. 

Pre-Licensing Visit- A Pre-Licensing Visit in the ELICI checklist is used during the initial licensing process and is 
used when an individual is still in the application phase. If a licensor marks items in the Pre-Licensing Checklist as 
“Unmet,” this will create a “To Do” list for the applicant. At the end of the pre-licensing visit, a licensor may 
publish the visit if all the items were completed successfully or may publish the visit and use the Carry It Forward 
feature to bring items that must be completed forward to the next Pre-Licensing checklist. This may take place 
as many times as necessary until such time as all the items in the checklist are complete. 

Understanding an ELICI Review Status 

Complete: When an ELICI checklist has been published and there are no violations or any checklist violations 
have had the ‘How Corrected’ section completed, the checklist is considered to be complete. This is the final 
step for the checklist. Once the checklist has been marked as “Complete,” it may be removed from the device. 
 
In Progress: The status of a checklist when a licensor is working on a checklist and it has not been completed nor 
published. Changes to the ELICI checklist may be made while in this status. 
 
Licensing Action Issued: Should a licensing visit, complaint, or investigation result in a Temporary Immediate 
Suspension (TIS), the licensor would select “Issue TIS” from ELICI Tech Info, as instructed by DHS. Once that has 
been done, the checklist is considered to be complete and may be removed from the licensor’s device.  
 
Published: The ELICI checklist has not yet been completed. This is the status for a review that contains a 
correction order but the “How Correction” portion of the correction has not yet been completed.  
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ELMS/ELICI Account 

ELMS and ELICI Initial Log in 

Please Note: Pop-up blockers must be turned off in order for ELMS and ELICI to work properly. Please 
disable the pop-up blockers before proceeding. 

1. The process begins with ELMS. To access ELMS, a user must have received two emails from DHS. The 
emails to access ELMS should look like this prior to opening: 

      Part 2 is the temporary password 

2. Access the ELMS site. 

The first email will include a link to the ELMS homepage. It is important for users to save this website as a 
favorite, as this will be a frequently-used and important site. . Please note that pop-up blockers must be turned 
off in order to log-in. 

 

Part 1 is the user name (this is the user email) 
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3. The user must follow the prompts, entering the User Name and Password, then clicking Login.  

 

4. Upon logging in for the first time, the user’s password must be changed. 

Clicking the “Login” as instructed above, will log the user into ELMS and immediately launch a pop-up message, 
prompting the user to change the initial password. It is important that the steps are followed closely. The User 
Name will be auto-filled. The password will be system-assigned password used to initially log in. 

   

 

The system has a variety of security question options. If the user becomes locked out, it will be important that 
the user is able to remember which security question was answered. The user should take careful note of which 
question is selected and enter a hint that is short and memorable. For example: If the user selects “What was 
the name of your first pet?” a suitable hint would be “first pet”. The answer should be short and easy to 
remember.   

Once the user has chosen a security questions and provided the answers, click “submit questions” box. The next 
screen will create a new password. Please note that directly below the log-in the user will again enter the 
system-assigned password. 
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5. Once the password is successfully changed, a system-generated email will confirm the password change. 
This email can be deleted. It will look like this: 

  

6. The caseload of providers assigned to the licensor will display. 
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8. The system will automatically open ELICI and display the log-in. Please note if an ELICI screen does not 
open, it is likely pop-up blockers will need to be disabled.  
 

9. Enter the log-in information for ELICI. On the ELICI log-in screen, enter the same Username assigned to 
log into ELMS and the newly created password created in ELMS. 

 

 

10. A pop-up window will then display. This will happen the first time a user logs-in, a new internet browser 
is used, a new device is used, and when browsing history is cleared. It is unique to each device/browser. 
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ELICI Log In for Multi County Users: 

When users have cases from multiple agencies assigned them, the following pop-up will display after logging 
into ELICI for the first time.   

 

 

Then in the drop down choose the proper agency: 

  

 

Helpful links: 

 

ELMS: https://elicensing.dhs.mn.gov/DEFAULT.aspx 

ELICI: https://compliance.dhs.state.mn.us/login.html 

PIF: Preliminary Information Form (PIF) eDoc #7779 

Contact for any issues for ELICI, ELMS, or for any changes needed to the user email address and/or 
licensor code: dhs.fcclicensing@state.mn.us 

https://elicensing.dhs.mn.gov/DEFAULT.aspx
https://compliance.dhs.state.mn.us/login.html
https://edocs.dhs.state.mn.us/lfserver/Public/DHS-7779-ENG
mailto:dhs.fcclicensing@state.mn.us
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ELICI Home Screen 

The Home screen provides important information. The grayed out line indicates the active checklist. Functions 
available on the Home screen include: upload, retrieve, remove from device and delete from DHS.  

 

 

Checklist Navigation 

1. Click the Checklist icon. 

 

2. The checklist will display the selected checklist type entered from the provider profile page. Users can 
toggle between the preselected checklist and All Items. 

  

3. Clicking “Collapse/Expand” will show or hide all checklist items under the headings. 
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4. Checklist menu items can be assigned the following values: Met, Not Met, Not Reviewed, and Flagged. 

  

5. The ELICI tool will keep a running tally of checked items with the exception of the Investigation review 
type. 

 

6. Descriptions and rule citations display in the right pane. 

  

7. If an item is not applicable, mark the item as “Not Reviewed” on the checklist and then check the box in 
front of “Not Applicable” in the right pane. 

             

 

8. The “Add/Edit Non Public Checklist Notes” section is available to enter non-public notes about the visit. 
Clicking the arrow button collapses the note. 
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Customized Checklist 

1. Clicking the widget in the upper-right-hand corner will generate a drop-down menu. 

          

2. Clicking “preferences” in the drop-down menu produces a pop-up box: 

  

  a. Auto collapse checklist section checked  vs. unchecked: 
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b. Hide sections with no required items checked vs. unchecked: 

       

c. Selecting this: 

Will disable the pop-up affirmations received when selecting ‘not met’ on the checklist. 

d. Selecting this: 

Will disable the pop-up note box when a flag is selected on the checklist. A note can still be 
added by using the note box on the right hand side of the screen. 

e.  Checklist/Detail Form proportions: Select the proportion of the screen that will display the 
checklist (left side) vs. the help text/detailed information (right side). 

   

  

3. Clear Checklist Data – is not working at this time. 
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4. ELICI Tech Info 

  

Help Text  

1. Help text can be accessed by clicking the question mark button in the upper right corner of the right 
pane. 

  

2. Click “Close Help” when help text is no longer needed. 

  

Item Search Function 

1. Access the search function by clicking the in the Search box. 
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2. Enter a search term. Clear search term when done by clicking the x. 

  

Checklist Filter Function 

The checklist can be sorted and filtered. To filter click Filter By and select the category desired. To return to the 
entire checklist, select Filter By.  

 Category definitions:   

Policy/Procedures – Provider’s business policy, program processes, and items contained in their policy.  

Program Practices – Practices the provider follows. 

Client Records – Records related to the children and or parents/guardians in care.  

Staff Records- Records related to caregivers such as training, logs, and annual inspections.  

Observable- Items the licensor witnesses, can determine through conversation or documentation.  
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Items Not Reviewed 

 

 

Filtering a Checklist 

1. Filter Items can narrow down the checklist to specific items that include All Items, Met, Unmet, Not Reviewed, 
Flagged, Unfinished, Private Comment, or any combination of those items. This may be helpful when doing an 
exit interview. 
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Printing a Checklist 

 

 

Options to print include: 
1. Print Provider Checklist- entire checklist with all review types listed.  

2. Print Blank Checklist- select which checklist by review type. 

 

3. Print Non-Public Checklist- print sorted items such as met items, flagged items, etc. Comments in the Add 
Private Note tab (found next to the widget) will print on last page.  
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Provider Profile Page 

License Type / Review Type / Notes Regarding the Provider 

 

Review based on/ Announced Visit / Visit Date/ Activity Date 

The Review Based On choice is either on-site visit where the licensor is physically at the program or off-site visit 
or not physically at the program. When selecting on-site visit, enter a visit date. When selecting off-site visit, 
enter an activity date. The activity date is the date the licensor engaged with the provider or is issuing the 
violation.  

Choose announced or unannounced with the drop menu. All annual visits must be unannounced.  
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Pre-Screen Questionnaire  
 
The Pre-Screen Questionnaire offers the ability to select items not applicable to the program. This will remove 
the questions related to the topic from the checklist.  
 
For example, the program does not have pets or a pool. Click on those two items and all related questions are 
now marked Not reviewed and Not Applicable on the checklist.  
 

 

 

Exit Interview 

Exit interviews are required during an annual visit and are expected to be completed no more than 7 days after 
the review occurred.  

Enter the results as one of the following:  

1. Offered- choose this option if the exit interview was given 
2. Declined-choose this option if the provider declined the exit interview 
3. Delayed- If the exit interview was delayed, an additional box will open and a note can be 

entered to record the reason 
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 Private Notes 
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Staff Table 

ELICI creates a Non-Public Identifier Key to identify staff and client records reviewed. The information is created 
from the mini checklist entries.  

 

 

 

Previous Violations (PV) 

ELICI records all previous violations that have been determined during an inspection visit by displaying PV in 
front of the regulation.   
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ELICI will disclose if a violation is not eligible for a Fix-it Ticket. 

Example: The provider is missing one item from the first aid kit during an annual visit.  
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Creating a New Checklist 

Creating a New Checklist on a Device 

 Note: Internet access is required to complete this step. 

1. Log into ELMS and select visit for the desired provider. 

          

  

2. The ELICI Log-In screen will automatically open for access. If ELICI does not automatically open, it is likely 
a pop-up blocker needs to be disabled.  

  

 

 

 

 

 

 

Use the same username and password 
used to access ELMS. 
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3. All reviews conducted for this provider will be listed.   

 A.    Select Start a New Checklist for this Provider. 

 B.     A box will appear asking to start a new review.  

 

4. The new review will open directly to the provider profile screen in ELICI. 

5. Repeat from step 1 for each new/additional provider checklists. 

      Please note:  

• After the initial process of bringing a provider over from ELMS to ELICI, the user can log directly into 
ELICI to process those checklists.   

• ELMS only needs to be accessed when a new checklist is needed for a new/different provider. 
• Each checklist is assigned a unique review ID number. 
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Adding the New Checklist to a Second Device 

   Note: Internet access is required to complete this step. 

1.  Update the review in ELICI on the first device. (Most commonly the office device.) 

Provider Profile Page – Fill out all relevant information and complete the Pre-Screen Questionnaire. 

 

2. Update checklist with any verified items (training verification provider submitted prior to the visit). 
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4. Go to the Home page: Upload checklist to the DHS server. 

  

5. Log out of the first device (most commonly the office device). 

  

6. Log directly into ELICI from the device that will be used in the provider’s home. Do NOT go to ELMS.  

 

  

       

 

 

 

Use the same username and password 
used to access ELMS. 
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7. Select: Add a Review to this Device. 

   

8. Select the provider and then Open This Review. 

 

9. A message will display confirming the checklist successfully retrieved and the review will be located on 
the device at the bottom of the Home screen.   
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10. The second device is ready to take out into the field. The review ID number will be the same on both 
devices. 

                     

Using Multiple Devices  

It is VERY important to upload the checklist. The Upload Checklist function is on the Home page in ELICI. An 
internet connection is required for the upload to be successful. Uploading the checklist sends the checklist 
from the device to the DHS server to be saved. 

 

 

When returning from the provider’s program and connected to the internet, upload the checklist on the device 
used in the program.  

To finish the review on the office computer:  

1. Establish an internet connection on both devices 
2. Upload the checklist on the device used in the provider’s home 

                                                                 

Shows internet connection 
status.  

Sync status should be a 
green checkmark.  
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3. Log-into ELICI using the office computer and go to the Home page 

                     

4. Find and select the provider’s checklist  
5. Ensure a match of the review ID for that provider 

               

6. Use the dropdown menu on the right hand side and select Retrieve Checklist. Once Retrieve Checklist is 
selected, ELICI tells the device to go to the server for the most recent version of the checklist and brings 
it back to the computer/device currently in use. 
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7. Complete the checklist. Print or issue the appropriate post-review letter including a no-violation letter, 
Correction Order, Technical Assistance, or Fix-it Ticket. Upload the checklist one last time and publish 
the visit. Once the checklist is published, it will lock down and cannot be changed. If a checklist is 
published without uploading it, the entire checklist will be lost. To publish a checklist, select the widget 
in the upper right hand corner and in the drop-down menu, select Publish Visit. 

 

 

 

 

 

 

8. Remove the checklist from the device using the drop-down menu.  

 

  

Once a checklist is Complete, the 
review status will change and the 
sync status will show as a padlock. 
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Role Assignments in ELICI -Creating a Mini Checklist for Staff Person 

The Role Assignments function in ELICI creates a mini checklist for each staff person. This allows users to 
determine individual staff (caregiver) compliance in the categories of System and Records and Caregiver 
Qualifications and Training. 

Staff person refers to any caregiver in the program. 
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A. Manage Role Place Type Information- This is the field for staff person names 
B. Role Type Place Quick Filter – This filter allows the user to select the staff person to be reviewed 
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Follow the instructions below to start the process of producing a mini checklist. Repeat the process for each 
caregiver in the program. 

Steps to enter in a staff person’s name  

A. Go to Manage Role Place Type Information (orange box) 
B. Select Staff Person  
C. Select Add Staff Person  
D. Add Name 
E. Save Name of Caregiver (Repeat from Step B for each caregiver) 
F. Close Role Place Type Screen 
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Note: ELICI will create the Non-Public Identifier Key after each entry created. ELICI will assign SP1, SP2, 
etc. after each entry.  

 

 

                                                                                          

 

 

Example of the Non-Public Identifier 
Key.   

 

Enter the applicable 
dates for that staff 
person for each item. It 
is helpful to understand 
when these events 
occurred when looking 
at the checklist.  

Listing the staff’s role in 
the program is helpful to 
list in the private note.  
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Steps to monitor compliance using a mini checklist 

A. Select Role Type Place Quick Filter (green box)  
B. Choose Staff person  
C. Choose the caregiver receiving the review 
D. Complete the mini checklist for the caregiver selected 
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E. Open the Role Place Type Quick Filter (green box) and check the box Not Complete next to the staff 
person’s name.  This will change the status to complete and save the mini checklist 

F. Select Clear Filter to return to the main checklist. To add another Staff person mini checklist, select that 
individual’s name and repeat Steps D through F   
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Unmet items in the mini checklist 

When an item is marked unmet, the violation text will consolidate all the staff reviewed during that inspection.   

When entering the custom violation text, ELICI will know which staff person this note is for and reference that 
on the correction order. (No need to enter SP1, SP2, etc.) To maintain data privacy, do not enter a name in the 
violation text.  

In the example below, we are reviewing four staff, SP1, SP2, SP3, and SP4 that all have a violation of the same 
regulation. Violation text is entered for SP4, noting that training is 30 days past due. Notice how that text 
reflects on the correction order. ELICI automatically records that this text is regarding SP4.  
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On the correction order screen, manually edit the text by clicking “manually edit text”.  

 

 

A deadline for correction will not be available on the checklist tab in a mini checklist. Enter the deadline for 
correction using the correction order tab. The Deadline for Correction refers to the date when all individuals 
listed in the Violation Description must return to compliance.  See the following examples.  

 

 

 

 

 

The Deadline for Correction will no 
longer display on the checklist tab. 
It is located on the correction order 
tab.  
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Role Assignments in ELICI -Creating a Mini Checklist for Client 

This section in ELICI refers to the term client, which represents a child. We will refer to client in these 
instructions. 

In order to monitor children’s records, the specific client name must be indicated.  
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Steps to enter in a client name 

A. Go to Manage Role Place Type Information (orange box)  
B. Select Client  
C. Select Add Client  
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Steps to enter client information: 

A. Enter in child’s name 
B. Enter in date of birth 
C. Save client name 
D. Close Role Place Type Screen 

 

 

Note: ELICI will create the Non-Public Identifier Key after each entry created. ELICI will assign C1, C2, etc. 
after each entry.  

 

 

            

 

  

Example of the Non-Public 
Identifier Key.   
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1. Select Open Role Type Place Quick Filter (green box) 
2. Choose Filter Type as client then choose the child’s name being reviewed 
3. Complete the mini checklist for child selected 

 

 

 

 Note: The name of the active child’s record are indicated here.  
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4. Select Role Type Place Quick Filter (green box) 
5. Check the box Not Complete next to the child’s name and this will change the status to Complete and 

save the mini checklist 
6. Select Clear Filters to go back to main checklist. When going onto a new child’s mini checklist, click on 

that child’s name and follow steps above, starting at number 3  
 

 

 

Unmet items in the mini checklist 

When an item is marked unmet, the violation text will count and consolidate all children reviewed during that 
inspection.   

When entering the custom violation text, ELICI will know which child this note is for and reference that on the 
correction order. (No need to enter C1, C2, etc.) To maintain data privacy, do not enter a name in the violation 
text.  
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In the example below, we are reviewing four children’s records; C1, C2, C3 and C4. Three of the four have a 
violation of the same regulation. Violation text entered for C4 noted that the child was released to an 
unauthorized person on 7/20/21. Notice how that text reflects on the correction order. ELICI automatically 
records that this text pertains to C4.  
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On the correction order screen, manually edit the text by clicking “manually edit text”.  

 

 

 

A deadline for correction will not be available on the checklist tab in a mini checklist. Enter the deadline for 
correction using the correction order tab. The Deadline for Correction refers to the date when all individuals 
listed in the Violation Description must return to compliance.  See the following examples.  

 

 

 

 

 

The Deadline for Correction will no 
longer display on the checklist tab. 
It is located on the correction order 
tab.  
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Syncing Error Messages 

This message appears when more than one device is used and a checklist is opened on a device that has 
different information than the DHS server. 
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Helpful Terms 

Upload and Retrieve Checklist: Only select those options when connected to the internet. 

Upload Checklist: When selected, information on the device’s checklist uploads to the DHS server to be saved. 
The DHS server will now have the information from that checklist (on that device) stored at the server. It is very 
important to upload the checklist while connected to the internet. 

Retrieve Checklist: When selected, the DHS server checklist information will override the device’s checklist 
information. The information from the DHS server will replace the device’s checklist information. 

Review Types 

Licensing/Re-Licensing Inspection- choose this option when conducting the annual visit for renewing the 
license.  

Off-Year Inspection- choose this option for an annual visit when the license is not in the renewal year. 

Change of Premise Inspection-CO- choose this option when conducting a change of premise visit and children 
are present before the premise has been licensed.  Issue a violation to 245A.04, subd. 7a.a in ELICI under 
Application for Licensure, Change to License.  A correction order will generate when unmet items are selected.  

Change of Premise Inspection- choose this option when conducting a change of premise and no children are 
present. This will issue a “to do list” on any unmet items. If children are present at this inspection, switch the 
review type to Change of Premise Inspection CO to issue a correction order. 

Pre-Licensing Visit- choose this option for applicants. When marking items unmet, this will create a “to do list” 
for the applicant. Publish each visit and use the Move It Forward feature to bring those items that need to be 
completed forward to the next pre-licensing checklist.  

Investigation- choose this option when a complaint or information is received about a provider. Flagging items 
under the ALL list will result in a custom checklist. 

Back Office- never use this review type option. 

Drop-In Inspection- choose this option for any reason for a visit that doesn’t fit in one of the above such as 
monitoring a conditional, monitoring a correction order or just providing additional support to a provider with a 
visit. A drop-in type menu will open and select what best applies to the visit.  

Review Based On 

After selecting the review type, select Review Based On. There are only two options for Review Based On: On-
site or Off-site. 

When choosing an on-site review enter a visit date. 

When choosing an off-site review enter an activity date on the provider profile page. An activity date is the date 
the licensor engaged with the provider or issued a correction order.  
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Review Status  

In Progress: A checklist that is currently being worked on. 

Published: The checklist has a correction order that is finalized. The checklist is published and the How 
Corrected needs to be completed.  

Complete: The checklist is published and either there are no violations or the How Corrected is completed. This 
is the final step for the checklist. The checklist will lock down. The checklist can be removed from the device.  

Licensing Action Issued: A TIS was issued to the program and recorded by selecting Issue TIS from ELICI Tech 
Info (DHS staff provides this instruction). The checklist is now complete and can be removed from the device.  

 Checklists By Review Type 

Completing a Pre-Licensing Review 

Prior to completing a pre-licensing review, a Preliminary Information Form (PIF) must be sent to: 
dhs.FCClicensing@state.mn.us . Please do this several business days prior to going out on a visit. 

Once the PIF is processed, go into ELMS (remember to check inactive when searching for the applicant) and 
select Visit for this applicant from the caseload. 

 

 

 

Select Pre-licensing review type on the provider profile screen and conduct the visit. 

If all items are met, there is nothing to print and the checklist can be published. Submit the 3324 to recommend 
the license. If there are unmet items see Move It Forward in the following section.   

  

mailto:dhs.FCClicensing@state.mn.us
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Move It Forward  

The Pre-licensing review type has the ability to bring met and unmet checklist items forward to a subsequent 
visit. Once each visit to the program is published, ELICI will move the items to the follow up visit in a new 
checklist.   Please note that if all items are met, the checklist will be complete and will not apply to this feature.  

Here are the steps to complete the initial pre-licensing checklist with unmet items: 

1. Complete the first Pre-licensing visit by marking items unmet in the checklist 
2. Finalize the Pre-licensing Review Summary (correction order screen) for items marked unmet 
3. Mail out Pre-licensing Review Summary to the applicant 
4. Publish the checklist 

After this is completed, the checklist goes into a published status and locks down. The How Corrected screen no 
longer functions with this initial checklist.   

To complete the next visit, use the Move It Forward function by following these steps: 

1. Select the original checklist that was published 
2. Go to the provider profile page 
3. Select Move it Forward - Complete Pre-licensing Review found under the Review Type 
4. A box will pop-up asking to confirm the move. Click “Yes- complete and create a new review”. A 

confirmation box will appear displaying success and ELICI will go to the Home screen where the new 
review will be 
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5. The new review will have all the items marked from the prior checklist.              

 

Continue this checklist by marking the unmet items met when they are in compliance. Once all items are met, 
upload and publish. 

If there are remaining unmet items, there are two options to complete the pre-licensing process:  

1. Publish the second visit with items marked unmet and create a third checklist with using Move It 
Forward. Repeat this process as needed until all items are met. Once all items are marked met, 
upload and publish the checklist. OR 

2. Publish the second visit with items marked unmet and complete the How Corrected screen and 
the checklist will be complete.  

Submit the 3324 recommending licensure when all items are met.  
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Investigation 

Complete an ELICI checklist for every complaint.  

1. Go to Provider Profile Page and use the drop-down menu to select Review Type. Complete the Review based 
on drop-down, the Visit Date and Announced Visit drop-down selections.  

 

 

2. Go to the Checklist   

• There will be a blank checklist.  
• Based on the complaint, build a custom checklist. 
• Under Review Type, the orange arrow shows the checklist is currently on Investigation. 
• Switch this to All by clicking on the word All. A custom checklist can be created. 

Red arrow indicates All. 
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3. While on All – start building the checklist by flagging items that need investigation. 

Note: The search feature has the ability to speed up this process by displaying only those items related to the 
word(s) entered in this feature. 

 

Working through a scenario: The complaint is in regards to the supervision of younger children in care while the 
school age children are getting ready to go to school. In this example, the licensor will investigate if the caregiver 
provides supervision. 

• In the search box, enter supervision. 

 

• My Checklist Summary has now identified all possible items to be included in the Investigation Checklist.  
• The flag has been selected for Supervision by a Caregiver. Notice the orange bubble that now appears 

showing one item flagged. 

 
 
 

A citation cannot be issued 
to a definition so use caution 
when flagging items not to 
flag from this section. 
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• Once flagged, an option to add an internal note will appear. The user can either describe what to 
investigate in this box and select “Add/Edit Non Public Checklist Note” or simply select “Close”. 

                 

                 

4.   If there are additional items to investigate, continue the above steps of flagging the items in All that are 
needed to review. 

5.   Switch the Review Type from All to Investigation by clicking on the word Investigation and the custom 
checklist created. 
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Drop – In  

1. On Provider Profile Page: complete the five items pictured below. 

                  

2.   Go to the checklist. 
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3.  Customize the checklist by following the steps 1 through 4 (pictured below). If needed, see additional 
details on this in the Investigation section of this manual. The process is the same.  

 

A citation cannot be issued to a definition so use caution when flagging items not to flag from this 
section. The example above shows that the definition of supervision is not flagged even though it does 
come up in the search.  

 

An example -A list of potential items is created through the search of the term hazard.  
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4. Select the Drop-In Inspection tab. 

  

5. From the Home screen, upload the Drop-In Inspection Checklist. This checklist is ready for use. 
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Change of Premise and Change of Premise CO 

There are two options for Change of Premise in ELICI. 

1. Change of Premise: Use this visit type when the provider is not operating at the new site. A Change of 
Premise Review document will generate for any unmet items. These items will not show on LIL.  

2. Change of Premise – CO: Use this visit type when the provider is operating with children in care at the 
new site prior to licensure. Cite 245A.04, subd. 7a(a) as the violation. A correction order will generate 
for any violations during this visit. These items will show on LIL.  
* Please note- there is the capability to change the review type from Change of Premise to Change of 
Premise CO in the middle of the review without pulling a new checklist over. 
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The following is a sample of unmet items during a Change of Premise inspection. These items will not show on 
LIL.  
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Determination  

Annual Checklist No Licensing Violations 

ELICI will generate a Licensing Review Report letter when the visit results in no violations. 

To generate this letter follow the steps below:   

1. Click on the correction order icon. 

 

2. Click on the printer icon. 

 

 

 

3. A new window should open displaying the document.  

                                               

4. Use the print function in the browser to print the document or electronically email it to the provider.  
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Annual Checklist with Fix-It Ticket  

How Fix-It Ticket items will appear in ELICI 

The sample picture below demonstrates a Fix-It Ticket item as it appears in ELICI. There are two line items for 
the same regulation. The first line item is the “parent” item that when marked unmet will issue a correction 
order (marked A in the picture). The second is the Fix-It Ticket [Fxt] item (marked B in the picture) that when 
marked unmet will issue a Fix-It Ticket. Select only one line item of the two (either A or B shown in the 
example below). 

For each Fix-it Ticket eligible violation, we have included instructions that show up on the right-hand side of the 
tool when that Fix-it Ticket item is clicked. 
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How to Mark a Fix-It Ticket Violation in ELICI: 

Example One: Provider updated her policies and updated policies were not in writing. Provider is eligible for a 
Fix-It Ticket for this item. Corrections were not made during the visit. 

 

 

 

Example Two: The provider did not have mild liquid soap in her first aid kit and corrected this on-site. The 
provider is eligible for a Fix-it Ticket for this item. 

 

The parent item, or first line, should not be 
marked met or unmet; instead, mark the [FxT] 
item as unmet.  

The parent item is listed above the Fix-it Ticket item. Do not mark the parent item when the 
provider is eligible for the Fix-it Ticket. Instead, mark unmet on the Fix-it Ticket item 
(indicated by [FxT]). 

The correction was not made on-site, therefore, a deadline for correction will read as 
“Correct within 48 hours” on the Fix-it Ticket.  



November 2021 69 

 

 

  

 

 

 

 

DO NOT PUBLISH THE CHECKLIST until it has been determined that the Fix-it Ticket item was corrected or the 
time has lapsed and non-compliance has been determined (See Fix-it Ticket Resulting in a Correction Order 
below). 

 

In this example, there are multiple items 
to this regulation. Find the one that 
applies and select unmet. 

In this example, the provider added mild 
liquid soap to the first aid kit while the 
licensor was there. When corrected on-
site, click the box Corrected on-site. 
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Issuing a Fix-It Ticket  

1. Go to the Correction Order Icon 
2. Go to the Fix-it Tickets tab  
3. Enter the date issued 
4. Enter the correction date (the FIT will print “Correct within 48 hours” regardless of the date entered)
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5. Click on the printer icon to print preview 

 

6. Print the Fix-it Ticket  

 

Fix-it Ticket looks like this: 
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Fix-It Ticket Resulting in a Correction Order  

IF a Fix-it Ticket item is not corrected within the required timeframe, issue a correction order for this violation. 

1. Log into ELICI and open up the checklist where the Fix-it Ticket was issued from 

2. Select the correction order icon and follow A-D in the image below  

 

3. Go to newly created Correction Order 

Notice in the sample below, a correction order was previously issued and a new one has now been 
created (Correction Order 2) for failure to respond to the Fix-it Ticket in 48 hours.  
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 Follow the steps from A-F to issue and finalize the new correction order.  
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Unmet items 

1. When an item is out of compliance, select “unmet” for that item. Selecting “unmet” will offer the 
citation reference and the plain language violation text on the right side of the screen. 

 

2. A box under the violation text is available to enter custom text regarding the violation. This will not 
show on LIL; it will only show on the correction order itself. Do not enter names here.  

  



November 2021 75 

 

3. At a minimum, select a deadline for correction. If one is not selected, the tool will default to 
“immediately”. 

  

 

4. If the violation was corrected on-site, click the Corrected on-site box. 
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Issuing a Correction Order 

Once an item is marked unmet, it will create a correction order.  

1. Click on the correction order icon 
2. Complete the issue date and return to agency date 
3. View each violation  

a. Add pertinent violation text 
b.  Enter a deadline for correction date or correction on-site indication  

4. Print preview by clicking on the printer icon to view the document. If the document is accurate, it 
can printed.  

5. Upload (from the Home screen) 
6. Finalize the correction order 
7. Publish the checklist (The status of the checklist should now say published with a padlock symbol)  
8. Issue the correction order to the provider 
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Separating items for Issuing Multiple Correction Orders 

There is the ability to separate items into multiple correction orders based on deadline for correction. For 
example, when a fence needs to be installed and it is currently winter or training needs to be completed but the 
next course isn’t offered in the next few weeks. Violations can be separated into ones that need correction now 
verses items that may take longer to correct.  

1. Go the correction order icon 
2. Find the correction order with all the violations listed 
3. Click on the Manage Correction Orders icon (see A in the picture below) 
4. Click on Add a New Correction Order (B)  
5. Select the violation(s) to move over and drag and drop them into the right hand side to create a new 

correction order (C) 
6. Update CO Violations (D) 
7. Repeat 3-6 for as many violations that need separate correction orders 
8. Upload 
9. Print preview (if satisfied print them now) 
10. Finalize each correction order 
11. Upload 
12. Publish the checklist 
13. Issue copies of all correction orders to the provider 
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Failure to Comply (With a Previously Issued Correction Order) 

When a correction order is issued and the provider fails to respond, issue a correction order for failure to 
comply. 

1. Start in ELMS, find this provider, and choose “visit” to start a new checklist 
2. Log into ELICI 
3. Select “Start a New Review for this Provider”   
4. Enter information on Provider Profile Page 

a. Review type is “Drop-in Inspection” 
b. Drop in type is “Other” 
c. Review based on “Off-site” 
d. Activity date: Enter the date the violation was created 

 

 

 

5. Go to checklist and select “All” under Review Type 
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6. Mark Failure to Comply unmet. To find this item, look for the section labeled Licensing Process and 

expand it or type in the search feature “comply”.  

 All items in ELICI will display. 

a. Additional violation text may be added. 
b. Enter in deadline for correction.  
c. A fine for non-compliance can be recommended.  

 

 

7. Go to correction order icon  

8. Issue the correction order to the provider  

9. Upload checklist  

10. Finalize the correction order 

11. Publish checklist 
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Temporary Immediate Suspension (TIS) Process 

Do not finalize any correction orders on this checklist. Just leave the violations marked unmet.  

When issuing a TIS, please consult with a DHS staff member.  

Once the TIS is issued and entered into ELMS, the data will transmit after the overnight process and the checklist 
can be put into the TIS status.  

Steps to follow to enter a TIS: 

1. Start with the ELICI tech info box found by clicking on the widget in the top right hand corner.  
2. Click on the TIS tab.  

 

3. The screen below will be displayed. Click on Temp Immed Suspension. 

Note: If a pop-up window appears that reads “no licensing actions found for this provider”, it means the 
overnight process of moving the data from ELMS has not happened yet. If it has been more than one 
day and this message appears, notify us. ELICI will not allow a TIS status until this is resolved. 

4. Click on “Attach Selected Action”.  
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5. In the next screen (pictured below), enter the date the TIS was served to the provider.  
6. Click “Attach a TIS”.   

 

7. The checklist will then be complete. Review status will say ‘Licensing Action Issued’. Remove checklist 
from the device.  

Shown below is the How Correction Order/How Corrected Screen after TIS is selected. 
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 Adding/Manage Evidence and Documents  

There is the option of uploading evidence and/or documentation for each item that appears on the checklist.  
Often, in cases that result in TIS, there are documents, videos, photo, or audio evidence.  

Let’s use the example of a home being really dirty and full of garbage.  

1. Mark item as met or unmet. 
2. On the right hand side of the screen, select “Add/Manage Evidence Documents”.  

 

Here’s how this feature will look:  

   

 

3. A pop-up window will open. Click on “Add New Document” (labeled #1 in photo) 
4. Click on Browse (labeled #2) and find the evidence documents 
5. Enter the document description and click on “Upload/Attach Evidence Documents). (labeled #3) 
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To verify that ELICI captured the documentation, select the checklist item. ELICI will confirm “Evidence 
documents have been added” on the right side panel.  
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Any item that is uploaded via this method will automatically be sent to DHS’s FileNet instantly – in real time. The 
documents/evidence can be viewed in ELMS under the Mon. Acts tab.  
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Managing How Corrected Evidence 

This feature allows the ability to quickly attach the same piece of evidence to each violation that it pertains to. 
It’s accomplished on the How Corrected screen. 

Click on the Manage How Corrected Evidence button located on the How Corrected screen. 

 

 

1. There are two different options to choose. Add new evidence or selecting existing evidence. 

2. On the right hand side of the screen, all violations that are marked are shown.  Attach as many as needed by 
individually clicking the box next to them or clicking the top option of attaching all listed items to the evidence. 

3. Click on add/update linked items  
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Completing the How Corrected Function 

Pictured below is a published checklist. It includes multiple citations and displays examples of the How 
Corrected feature. 

In the example below, green arrows show licensing violations that were resolved on-site prior to the checklist 
being published. Red arrows identify items the user needs to record how the licensing violation was corrected. 

   
 
 
 
 
 
 
 
 
 
 

 
 
  

Steps to update How Corrected for a completed checklist.  
 

A. Open checklist, select correction order icon 
B. Select How Corrected icon 
C. Enter in date corrected and select from the drop- down for how corrected (see the next 

section)  
D. Upload the How Corrected data 
E. Publish How Corrected when done 
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 How Corrected options 

Choose from the drop-down menu items to record the outcome to the violation. Fix-it Ticket items will 
have different drop-down menu selections (found in the next section). 

a. Documentation submitted/Approved- select this option when a correction order comes 
back signed from the provider indicating the violation was corrected.  

b. Documentation submitted/Pending Approval- when selecting this option, ELICI will not allow 
the checklist to Publish the How Corrected. It will remain at this status until the violation is 
resolved. Some examples where this may be used would be a fence that needs to be 
installed or training that can’t be completed yet. 

c. Not corrected- select this option when the deadline for correction has past and the provider 
has not responded. Create a new checklist with a violation issued for non-compliance.  

d. Correction verified during follow-up visit- select this option if a follow-up visit shows the 
violation is resolved.  

e. See Licensing Action- only use this option when DHS instructs to do so.  
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How Corrected Fix-It Ticket - Corrected On-Site  

In this example, the Fix-it Ticket is the only citation and has been corrected on-site. Issue the Fix-it Ticket to the 
provider. 

 

 

Fix-It Ticket Item Corrected Within 48 Hours and Documentation Returned 

In this example, the Fix-it Ticket is the only citation; violation is resolved within 48 hours. 

 

  

  

Enter Fix-it Ticket corrected along with 
the date corrected. 
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Fix-It Ticket Item NOT Corrected 

In this example, the Fix-it Ticket violation was not resolved and provider did not return documentation of the 
corrective action within the required time period. A correction order needs to be generated.  

Follow A-D in the picture below. In the example, a correction order was previously issued for two other licensing 
violations. When selecting “Citation issued” from the drop-down menu in the How Corrected, ELICI will create 
another correction order.  
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Follow A-E in the picture below. In our example, the new correction is under the tab “Correction order 2” 
(marked A).

 

 Correction Order Citation - Corrected On-Site 

In the example, the violation corrected on-site during the visit. Correction order needs to be issued to the 
provider. 

How Corrected auto populates– no entries are required in this section. 

 
Violation was corrected on-site during the visit and the user marked this as corrected 
on-site in the checklist. How Corrected will autofill the information.  
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Miscellaneous 

Opening an ELICI PDF in Internet Explorer 

ELICI PDF’s are sometimes not recognized as such (i.e. the browser doesn’t know to open it in a PDF reader). 

If the browser doesn’t know to open it, this window will open: 

  

If the above window opens, the user just needs to click on Adobe Reader (or whatever PDF reader their county 
uses) and it will open it with that program. 

However, some counties are set up so that the window asking them to pick a program (like the one above) 
doesn’t open. In this case, saving it explicitly as a pdf should associate it with the right program and then open it. 

1. To do this, click the print button. The following pop-up should show: 

 

2. Click on the arrow to the right of Save 
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4. The Save as dialogue box should pop-up. Choose the folder where the file should save 

5. In the Dialogue box, the name should look like this (notice no file extension) 

 

6. Add in the extension “.pdf” (Notice the dot “.” In front of pdf) 

 

8. It should save, and now another pop-up to open should appear (now the “.pdf” should appear, so 
Internet Explorer should know the file type and be able to open it) 

 

 

If the same issue happens with Firefox, Chrome or Safari, the same steps may work for them as well. 
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Troubleshooting Errors 

• When logging into ELICI and/or ELMS and it just spins and spins 
 Clear the browsing history 
 Note: ELICI will ask to rename the computer after logging in  
 Add the reviews back to the device 

• When logging into ELICI old cases are popping up 
 Delete the saved website URL for ELICI and re-enter this 

https://compliance.dhs.state.mn.us/login.html  
• If you cannot locate the upload and publish buttons on the How Corrected screen 

 Verify that you have published the visit by checking the status on the Home screen  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://compliance.dhs.state.mn.us/login.html
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Clearing Browsing History  

This includes how to clear browsing history cache and cookies in Chrome, Internet Explorer, Safari and Firefox on 
the computer and iPad.  
 
Prior to clearing, please do the following:  

• Upload and remove all checklists on the device. All reviews will be deleted when the browser history is 
cleared.  
• Close all ELICI tabs/windows. If tabs/windows are left open it will disrupt the clearing browser history 
process.  

 
After clearing, do the following:  

• Restart browser (close and reopen).  
 
Chrome (computer users)  
Google Support - Clear Cache & Cookies Computer  

1. On the computer, open Chrome.  

2. At the top right, click More  .  

3. Click More tools   Clear browsing data.  
4. At the top, select All time for Time range.  
5. Next to “Browsing history”, "Cookies and other site data" and "Cached images and files," check the 
boxes.  
6. Click Clear data.  

 
Chrome (iPad users)  
Google Support - Clear Cache & Cookies iPhone & iPad  

1. To clear the history and cookies, go to Settings > Safari, and tap Clear History and Website Data.   
 
Internet Explorer (IE)  
Microsoft Support - View and Delete Browsing History in Internet Explorer  

1. In Internet Explorer, select the Tools  button, point to Safety, and then select Delete browsing 
history.  
2. Check all types of data and files EXCEPT ‘Preserve Favorites website data’ and ‘Passwords’, then 
select Delete (as pictured below).  

https://support.google.com/accounts/answer/32050?co=GENIE.Platform%3DDesktop&hl=en&oco=1
https://support.google.com/accounts/answer/32050?co=GENIE.Platform%3DiOS&hl=en&oco=1
https://support.microsoft.com/en-us/topic/view-and-delete-your-browsing-history-in-internet-explorer-098ffe52-5ac9-a449-c296-c735c32c8678
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Safari (Mac users)  
Apple Support – Clear The Browsing History in Safari on Mac   

1. In the Safari app   on the Mac, choose History > Clear History, then click the pop-up menu.  
2. Select option to Remove All Website Data.  

 
Safari (iPad users)  
Apple Support - Clear the history of cookies from Safari on the iPhone, iPad, or iPod touch   

1. To clear the history and cookies, go to Settings > Safari, and tap Clear History and Website Data. Clearing 
the history, cookies, and browsing data from Safari won't change the AutoFill information.  

 
 
Firefox  

https://support.apple.com/guide/safari/clear-your-browsing-history-sfri47acf5d6/mac
https://support.apple.com/en-us/HT201265
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Mozilla Support - How to Clear the Firefox Cache   

1. Click the menu button  and select Options.  
2. Select the Privacy & Security panel.  
3. In the Cookies and Site Data section, click Clear Data….  
4. Check mark in front of Cookies and Site Data and Cached Web Content.  
5. Click the Clear button and then click Clear Now.  

 

  

 

  

 

 

 

 

 

  

 

 

  

 

 

 

  

https://support.mozilla.org/en-US/kb/how-clear-firefox-cache
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