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Scenario: Adding a new user login account for Carec Pontal™

1.

ADMINISTRATIVE -
Clinical Maintenance -
Worker: Click Add
New link at top of
form.

| Add{ijl)ew | Home | Sign Out |

User: Lawrence, Kevin | Access Level: GRS-SUPER | Agency Name: Florida Sunshine Home Health | Office:

Search Worker Maintenance

Search all

Waorker Name

| Search | | Clear Filter

Please search and select an entry below.

Worker Name

Complete required
fields on new worker
form and click [Save]
button.

Name
Title:
Middle Initial:
Suffix:
Worker Personal Information
Date of Birth:

Gender:
Race:

[ 1 -American Indian or Alaska Native

O

[] 5 - Native Hawaiian or Pacific Islander

O

City/County /MSA/State/Zip:
Address 1:

Address 3:

State:

Home Number:

Fax:

Pager:

Primary Care Unit:

External Payroll System ID:
Primary Work Designation:
Designation Date:

Worker Class:

Office:

Team:

Has Car:

Notes:

Worker Primary Discipline
Primary Discipline:
Worker Secondary Disciplines

Worker Communication

Data successfully saved

Worker Maintenance

1/1/1960 (143

Female * |[Junknown

3 - Black or African-American

UK - Unknown

112 Lyons Road

Florida

954-555-1111

N/A
3
Staff B
---Broward Office M0010: 999939
Skilled Mursing v
O

RN, Skilled Nursing

First Name:

Last Name:

SSN:

Marital Status:

Mary

Miller

222-99-4444 unknown

Married b

[ 2 - Asian

O 4 - Hispanic or Latino

6 - White

[l

Address i

City:

Zip:

Cellular Number:

Fax is also voice line:
E-Mail Address:

External Payroll System:
Hire Date:

Designation:

Worker Type:

Contract Agency Name:
M Department:

Smoker:

Has D.L.:

Coconut Creek

33006

L]

NfA

1/1/2005

Full-time M

Patients v
L]
O

| New Entry || Show Deleted




Action / Instruction

Screen Shot

3. ADMINISTRATIVE -
User Menu - Add
User: Enter ‘unique
username for new
account and
search/select to

4

associate user account
with existing external

contact then click

[Save] button. In this
example, to associate

with worker Mary
Miller.

User Maintenance
Username: [Marym
User Contact Information:

GRS Only: [

Save

4. In Passwords section,

click [New Entry]
button. Enter

password for user and

an effective date.
Expiration date is

optional. Click [Save]

button.

User Maintenance
Username: Marym
User Contact Information:

HE=]

GRS Only: []

Passwords @
Password: Password Effective Date: Ea

Password Expiration Date: F—

5. In User Agency and
Office Assignments
section, click [New

Entry] button. Select

Agency from drop-

down list for user and

click [Save] button.

User: Lawrence, Kevin | Access Level: GRS-SUPER | Agency Name: Florida Sunshine Home Health | Office:

User Maintenance

Username: [Marym

User Contact Information: E
GRS Only: []
Passwords @
‘ Edit | Delete ‘ Password ‘ EffectiveDate
J Edit Delete password 1/1/2005

User Agency and Office Assignments for Miller, Mary @

User Agency or Office

Assignment: Florida Sunshine Home Health MO0 |+

Saye Cancel
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6. In Office User Roles
section, click [New
Entry] button. Select

User Maintenance

Username: marym

log into Care Potutal™

using the newly
created account.

Y
o Rt A A
(e

Username |marym

Password eesesesssse

Sign lHeIp
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User Contact Information: el
Role from drop-down ] =
list for user and click GRS Only: []
[Save] button.
Passwords @
‘ Edit ‘ Delete ‘ Password ‘ EffectiveDate
Edit Delete password 1/1/2005
User Agency and Office Assignments for Miller, Mary @ [ MewEntry |[ Show Deleted |
‘ Edit ‘ Delete ‘ Username ‘ Office Name
Edit Delete marym Florida Sunshine Home Health
Office User Permissions &
Office User Roles
Office User Roles: [Selec:'tj v
[Select]
Administrator, False EI
CAREPORTAL-SUPER, True
|FamilyMember, False
Patient, False
Physician, False
Scheduler, False
7. You have completed ~i
user account entry . o
process and can now Care ‘Portal




