
   

 

   

 

  

 

  
 
 

 

 
 
 
 

California Patient Representative Information System 2023 

Requesting a Public Patient Representative 

Developed by: Office of the Long-Term Care Patient Representative 

Date: January 19, 2023 

Version: 1.0 

Resource(s): https://youtu.be/929WJZQUkW0

This training is intended to provide a instructions for facilities on requesting public 
patient representatives from the Office of the Long-Term Care Patient Representative 
(OLTCPR) using the California Patient Representative Information System (CAPRIS). 

CAPRIS is a secured web-based system accessed via weblink and can be found on the 
Office of the Long-Term Care Patient Representative’s webpage at the following link: 
https://www.aging.ca.gov/Providers_and_Partners/Office_of_the_Long_Term_Care_Pat 
ient_Representative/ in the Facility Login tab: 

4.1 Requesting a Public Patient Representative 

Facilities can request public patient representatives from the OLTCPR for residents 
to participate in interdisciplinary team (IDT) reviews held pursuant to Section 1418.8 
of the Health and Safety Code, if the resident has no family member, relative, friend, 
or other person authorized by state or federal law who can be located or is available, 
willing, or able to represent the interests of the resident during an IDT review of a 
prescribed medical intervention.  
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Process Steps for Requesting a Public Patient Representative 

1. Upon successful log in to the California Patient Representative Information System (CAPRIS), click,
“Requests” from the menu on the left-side of the homepage. This action will take you to the PPR
request page.

Click Requests 

Note: The PPR request page provides a snapshot of PPR requests for cases in various stages of 
assignment. Users can see the number of cases that have been expedited, are unassigned, in 
progress, and cases that have been closed. The example below shows that there is one case that is 
currently in progress. 

At the top of the PPR request page, you will see a drop-down-list of facilities that you have been 
authorized to request PPRs for residents. 
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Users can selet to view PPR requests for specific facilities OR they can select “All Facility” to view 
requests for all facilities. If you need access to additional facilities that are not listed in the drop-down 
menu, please complete and submit another CAPRIS User Action Request form and submit it to the 
OLTCPR. 

The PPR request page will also provide a snapshot of the case id, which is assigned automatically, 
case type, resident’s name, PPR assigned to the case, resident’s room #, facility name, county, city, 
intake date, date of the IDT review, and the date when the case was closed.  
As shown in the example below, the closed date is blank, signifying that this particular case is 
currently in progress. 

2. From the PPR Request page, click the “Request for PPR” button to request PPR assignment
from the OLTCPR. This action will take you to the Intake page.
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Intake Page:
The intake page is the initiation step to requesting a PPR for the resident and contains the following 
sections: 

1. Facility
2. *Resident Information

 (Resident name, contact information, preferred language)
 Room Number

3. *Medical Condition
 Physician Information
 Reason why resident lacks the capacity to make medical decisions
 Proposed medical intervention or treatment.
 Intervention Category(s)

4. General Information
 Type of IDT Review (General or Emergency-Related IDT)

5. *Scheduled IDT Review Date
6. *Term and Conditions

All sections must be filled out completely and accurately in order to process PPR assignment requests 
timely. 

*Indicates required fields.

3. From the Facility drop-down list, select the current facility for the resident who will require a
PPR.
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The Resident Section includes resident information including: the resident’s name, birthdate, phone 
number, address, and primary language.  

4. Using the drop-down, select, Add New Person.

Use drop-down to select “Add New Person” 

This action will populate another window in which the resident’s information can be added.  

Note: First Name and Last Name of the resident is required. However, please add as much 
information to this section as possible. You can delete information from the phone and address section 
by clicking, “Clear”. 

5. Click Save once all information has been entered.
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The fields will highlight in green and the “Save” button below will indicate “Saving”. 
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When the resident’s info has been successfully saved, you will see their name populated in the 
Resident field. 

6. Enter the resident’s current room number.
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The Medical Condition section contains the following information: 

• Physician Information
• Reason why resident lacks the capacity to make medical decisions
• Proposed medical intervention or treatment
• Intervention Category(s)

7. Use the drop-down menu to being entering information about the resident’s physician.

This action will populate another window, so that the physician’s information can be added.  

Note: First Name and Last Name of the physician is a required field. However, please add as 
much information into this section as possible. You can delete information from the phone and address 
section by clicking, “Clear”. 
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8. Click Save once all information has been entered. The fields will be highlighted in green when
the record is saved.
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When the physician’s info has been successfully saved, you will see their name populated in the 
Physician field. 

9. In the next field, enter the reason why the resident lacks the capacity to make medical
decisions.

10. In the following field, enter the proposed medical intervention or treatment.

Note: each field has a 500-character limit.  

11.Using the drop-down menu, select from the list of interventions category(s). Multiple
interventions can be selected. If an intervention is not listed, please select “Other”. This action
will allow you to input an intervention that is not on the list.
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The General Information section provides information on the type of IDT review required. There 
are (2) two categories of IDT reivew, 1. General IDTs and 2. Emergency-Related IDTs. 

12.Using the radio buttons, select the type of IDT review applicable your case.

The Scheduled IDT Review Date section is a required section. 

13.Please indicate the date and time of the IDT review using the calendar and time field.

You can type in the time or use 
the drop-down function. 
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The final section,Terms and Conditions is required in order to submit your request for a PPR. Please 
read through each carefully. 

14. If you agree to the terms and conditions, click all check boxes. 
15.Then click the “Save” button. 

Click Save to submit your request. 
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After saving the data you have entered, you will see a summary page containing your information. This 
page will provide you an opportunity to review the information again and to make changes if 
necessary. To edit information, click the wheel icon next to the sections you would like to edit. 

V1.0 13 



   

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   

 

  

In the right upper hand-side of the page, there is a section called, “Tasks”. This section will provide 
you with a list of all remaining tasks needed for your case. Note: while your request for PPR 
assignment is processing, you can begin addressing some of these items listed in the task menu. 
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You can also view Notices required for your case and begin uploading. In this case two 
Notices are required. You can also begin uploading case attachments. To learn more 
about uploading required Notices and case attachments, please review training 
modules. 

V1.0 15 



   

 

 
 
 

 

 

By clicking Request Overview, you can view and print a summary report of all information 
entered for your case record. 

Click here to view or print Overview 
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When you return to the request menu, you will see your PPR request in queue. The next step 
is to wait for contact from a PPR assigned to your case.  

You can return to the record to upload Notices, attach case records, and edit information by 
clicking on the edit icon. 

Troubleshooting requests for PPRs 

For assistance troubleshooting requests for PPRs, please contact the Office of the 
Long-Term Care Patient Representative at (916) 800-5084 or via email at: 
OPR@aging.ca.gov 

Office of the Long-Term Care Patient Representative 
2880 Gateway Oaks Drive, Suite 200 | Sacramento, CA 95833 

Telephone: (916) 800-5084 | Email: OPR@aging.ca.gov 
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