Health Sciences Placement Network
Réseau de gestion des stages en sciences de la santé

Staff & User Maintenance Screen
Placing Agencies
February 25,2022
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earning Outcomes

* Maintain staff records
= Create user account
= Manage access rights

.= Not covered:
= Staff profiles g .
= Training <4 ,, |
= First login .. F
= Change password
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"Resources

= Knowledge base
= PA new user set up and editing
= Search for staff
= Deactivate & reactivate
= Password reset

= Create (or edit) a new staff
record

= Help/Support
Knowledge Base

staff/users placing agen r:y{ @| a

Page 1 of 23. Showing 226 results (0.022 seconds)

Bl Staff/Users - User Account - Placing Agency new user set up and edit quide
Placing Agency Related Guide (PARG) Summary: This guide explains how to create a user account
from an already existing staff record. If the staff record ... tab under Quick Reference Guides, along
with two training videos. creating user account placing agency local admin training pc
Knowledge Base = Jan 19, 2022

B Guest Access - for Non-User Placing Agencies
support@hspeanada.net ) for assistance in sending an email invitation to a non-user Placing
Agency, or to report a problem on behalf of a guest if it involves ... prior to the description of the
Guest User Wizard screens. If the Placing Agency, Department and Program are not on the Quick
Entry screen drop down lists, you
Knowledge Base « Nov 29, 2021

Bl Staff/Users - User Account - Receiving Agency new user set up and editing
Receiving Agency Related Guide (RARG) Summary: This guide explains how to create new user
accounts at your agency from an existing staff record ... . Return to top of document creating user
account receiving agency staff local admin training rc
Knowledge Base = Sep 15, 2021

B Staff/Users - Password Reset - Manually - (for Local Administrators)
if no account exists. You must first create a user account: please see: Creating a user Account for
Placing Agency staff or Creating a User Account for Receiving ... Placing & Receiving Agency
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"“Email to: support@hspcanada.net



Nuiz

“Role of placing coordinator
" Missing editing tools

What could be the issue?
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Loca inistrator Role

= Update configuration:
courses, sessions and

COhOftS sgency. |BranLight v | Depanment |Heatnsc v | ! Ll Clear All

Staff & User Maintenance ==

Placing Agency Roles: [¥] Piacing Coordinator (] Student A

= Manage staff records & R G P S

user accounts (incl. user Qo provs
aCCQSS rlghtS) [F1 HSPnet users only  [[] Show Inactive Staff  [] DliotC oniy

L [¥] Active accounts only

" Provides aSSISTANCE USEI'S ..o o soves et nane e o sesen o st misan 3
in their department(s)

First Middle Phone

. . v
= Logging into the system,; ST - = S 2 =
= & updating passwords. g 5 s 2 e ;: |
O Sum: o 778-896-6352 Heann;c = PC, Instr P As



Departments

= Contain staff records Early Childhood Pharmacy Technician

Education Program
Staff records for Staff records for ECE Staff records for
Nursing Pharmacy

Staff & User Maintenance

Current View
Agency [Brainlight v | Depantment Last | | Fist | Clear All
Piacing Agency Roles [C] Instructor [[] Student Administrator
[C] PA Policy Access Level [] Statf Administrator
HealthSc D IT pmmg
Search Filter. () HsPnetusers only  [[] Show Inactive Staft  [[] DeptC only
L [ Active accounts only E Search

Search on alf or part of the individual's Iast and/or first name. Enter ‘%" to search for all individuals in 3 role

Unioad Staff Fde to database

HSPnet

No matches were found. Refine your search criteria and try again to avold adding a duplicate record, or Click Add to create a new staff record +



Winning Lottery!

= Department contacts:
* Individual may authorize new user accounts on behalf department; typically senior

manager; may or may not be HSPnet user.
‘DeErtment Maintenance =

Staff & User Maintenance ==

Current View
Agency: Department: [ Healthsc ~ ~ Last: | % | Fist ‘ Clear All
- *
Placing Agency Roles: ] Placing Coordinator [J Instructor [ stud Name Health Sciences
[] Group Instructor [[] PA Policy Access Level [ sta Short Name | HealthSc | *

Department Contacts |  Simmons, Peter (HealthSc) v~ | * | Femandez, Vicki (HealthSc) w
Search Filter: [JHsPnetusers only  [] Show Inactive Staff DeptC only

L [[] Active accounts only

Search on all or part of the individual's last and/or first name. Enter '%' to search for all individuals in a role.

Upload Staff File to database

First Middle Phone Home Dest.  Role(s)

0 = Fernandez  Vicki HealthSc +

‘Simmons Peter 456.785-9632  HealthSc =2 DepiC 4

HSPhet



Record vs User Account

" Record = User Account
* Contact information = User ID
= HSPnetrole = Access rights
= No need to log into HSPnet = Login process

Last First Middle Phone Dept Home Dest. Role(s)

Bardot Brigitte P Healthsc Instr &
Binoche Juliette ’ HealthSc Instr 4

Lalonde Martin P FoodNutr Instr y‘

OO0




‘Maintenance | Search Record

= All
" Role
* Department

Staff & User Maintenance =

Current View
Flacing Agency Roles: [] Placing Coordinator [] instructor [] Student Administrator
] Group Instructor [] PA Policy Access Level [] staff Administrator

[] 1T Provisioning

Search Filter: [] HSPnetusers only  [] Show Inactive Staff ] DepiC only
L [] Active accounts only E Search

Search on all or part of the individual's last and/or first name. Enter "%° to search for all individuals in a role.

To AJd/Edit a staff record, change the Department filter from 'ALL" to a specific Department, or click the GoTo Department button h from the list of staff,

Middle Phone Dept Home Dest.  Role(s)

Tremblay Fieme




Viaintenance | Add Record

' ; | -
AVOId dUp/ICGtES Staff & User Maintenance -

D DO NOT CHANGE NAMES for this individual except to correct spelling or if their
different contact person, then select a different individual from the dropdown or ¢

dropdown,
| Al I Current View "
Names:  Last [Lopez | * st

- | BrainLigh ment;
Agency: | BrainLight V| Deparment: . . | ast Name: | ‘ Preferred Firsmame:

= I n a Ct I Ve Placing Agency Roles: [ Placing J e | J
D Group | Employee Number: | ‘ HSPnet ID: HSP28388 D Staff Administrator

= Sel
e eCt Email; [lest@hspnetcanada_nei 1 D IT Provisioning

department N B EE R
| ‘ [ Mobile device E IE

[[] student Administrator

Office Alt Phone;
L ¢

" Plus sign to add | )

Search on all or part of the individual's last and  Educ./Profess. Designation: |

Upload Staff File {o database [ Use filters for Governing Organization

D Include this person as Department Contact (to authorize new users)

Placing Agency Roles

D . Lopez Jennifer [] Piacing Coordinator Student Administrator

T o Giow instucor (] St Aaminstator

N Lopez  Je

v Last First

= [] Course Leader  [] Allow this user to assignfreassign students

.Ex




Maintenance | Inactivate Record

= Department
" Head icon

* |nactivate record

= Selectreason
= Save

Staff & User Maintenance =

Curre Deactivate Staff
Agen

Placi Deactivate: Tremblay, Pierre

-Reason: No longer in position/agency wv
Sear

Comments:

nome west ROIE{S)

Tremblay  Pierre HealthSc +#— Instr rah



Report Staff Listing

= Reporting > Report Menu

. Staff mn et Report Menu

" Department Agency Department FirstName MiddleNaiLastName HSPnetlD Phone Fax Email

- R0|e BrainLight Health Sciences Brigitte Bardot  HSP2678 lise.lalonde@phsa.ca
BrainLight Health Sciences luliette Binoche HSP2782 test@hspcanada.net

u CSV F||e for Excel BrainLight Health Sciences Mark Lopez HSP2888 test@hspnetcanada.net
BrainLight Health Sciences Marilyn Monroe HSP2682 lise.lalonde@phsa.ca
BrainLight Health Sciences David Suziki HSP2638 778-896-6352 lisegypsy@gmail.com
Brainlight Health Sciences Gordon Thomson HSP2681 testl@hspnet.ca
BrainLight Health Sciences Pierre Tremblay HSP2887 test@hspcanada.net

—

@ Location
’ PR RefE © hspcanada net - PHSA - All rights reserved. Ve
Currently switched to: Brad Pitt (LocalAdmin - Brain
Last Login: Mar 23 2020 9 30AM Pacific Time
Quick Entry

# Content Services

= Reporting
Queue

Report Menu I_En et



- Maintenance | Sometimes ...

= Instructor assigned to course

Warning:

You are deactivating a user that is currently listed as the Course Leader in the following active Cohort entries:
HealthSc /BScN /BSN/ SpriSum22 | NRSG3242PH

You must identify a replacement Course Leader for each course BEFORE deactivating this individual.

Hide

HSPhet



‘Maintenance | Show

* Inactive staff

Staff & User Maintenance =

Current View

Agency | BrainLight  ~ | Department: o Lastfrembiay First: : Clear All

Placing Agency Raoles: [C] Piacing Coordinator ] Instructor
[] Group Instructor [] PA Policy Access Level
Search Filter: [ HsPnet users only fllv] Show Inactive Staff l§ [] DeptC only

L [] Active accounts only

Search on all or part of the individual's last and/or first name. Enter "%" to search for all individuals in a rale.
Upload Staff File to database

First Middle Phone Dept Home Dest.  Role(s)

0 == Tremblay — Piemre HealthSc +—

] student Administrator
[] staff Administrator

[] IT Provisioning

E | Search




Viaintenance | Reactivate

" Red head icon
= Are you sure you want to activate this staff record?

First Middle Phone Home Dest.

First Middle Phone

] Tremblay Fierre HealthSc — Instr j



DC & Instructor Roles

= USEF account for each Staff & User Maintenance ==

KB: Staff/UserS — User Current View

. Agency: |BrainLight v | Department: |HealtnSc v Last: |tremblay I First: S
ACCO un t - M UI tl p l e Placing Agency Roles: [] Piacing Coordinator
roles: best practice set v et Fist Mdde Phone bem

up on HSPnet for 3 r———

[] Instructor

Home Dest.  Role(s)

o+
®
=

HealthSc +— PC, Instr y’ - La 23
com b I ne d P C an d ~ Search Fiter [CJHSPnetusers only  [[] Show Inactive Staff  [_] DeptC only
Ins tructor ro les - [] Active accounts only

Search on all or part of the individual's last and/or first name. Enter ‘%' to search for all individuals in a role.
Upload Staff File to database

v Last First Middle Phone Dept Home Dest. Role(s)

D Tremblay Pierre HealthSc +—

PC
0 == Tremblay Pierre

HealthSc +— Instr

- HSPnet

-



Uiz

"What is needed before creating a user account?

What is first step?
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Activate User Access

= Existing record
= Key icon

Staff & User Maintenance =

Current View
Last Frst[ | cearan
Placing Agency Roles: [] Placing Coordinator [] Instructor [] Student
[] Group Instructor [[] PA Policy Access Level [] staff Ad
17 Provis
Search Filter: [[] HSPnet users only ] Show Inactive Staff ] DeptC only

L [] Active accounts only

Search on all or part of the individual's last and/or first name. Enter "%' to search for all individuals in a role.

Upload Staff File to database

Middle Phone Home Dest.

Lopez  Jennifer 666-908-4567  Healthsc = PC rah




User Maintenance

u User |D User Maintenance

Lopez, Jennifer
BE86-908-4567

= Email Address

User Account Information

User Account Information

LIser Access Authorizati : _— .
- N eXt SR Recommended User ID format is the first initial plus 1ast name - e.g. jsmith
Copy Access Rights
Depanments
Programs Email:

testi@hspcanada.net

Review and Save Level: |Reguiar |

User ID Enabled
Last Login: Mever

[] Restrict to View Only
[[] Hide Student Names

Require this user 1o repeal the mandatory orientation




Access Authorization

= Who
. Why User Maintenance

Lopez, Jennifer
666-908-4567
= Next

User Access Authorization

Copy Access Rights

Femandez, Vicki (Dept Contact) v

Depariments New User v |
Programs kel
Date: Feb 23/22 o *

Reaview and Save

Comments:

= Previous MNext = «




Copy Access Rights

= Same access:
departments &
programs

= Select User

= Checkmark

* Email

" Close window

User Maintenance

Lopez, Jennifer
666-908-4567

User Account Information
Liser Access Autharnization
Copy Access Rights

Depanments
Programs

Review and Save

Copy Access Rights

Copy from Existing User:

Ball, Jann (HealthSc)

Or click "Next® to skip this step.

< Previous |




‘Select Access Departments

" Home
= Select “not allowed”
* To “allowed”

User Maintenance

Lopez, Jennifer
666-908-4567

SYSADMIN users: Approval from & Department Contact [s required before adding new d

Copy Access Rights USer's access rights. Document the approval received in “User Support Comments®
Degariments O aliow all
Programs _

select from list:
Beview and Save not allowed 3 (1

Admin ] ealthSc (Home)l.

AdvidedNurs

FoodNutr

L4 4
- -
add all - - remove all |

NOTE - Home department must be allowed

< Previous Next » «

HSPhet



= All or from list

= Select from “not
allowed”

* To “allowed”
= “add all”
= Next

‘Select Access Programs

User Maintenance

Lopez. Jennifer
GE6-308-4567

Departments ® select trom list
Pregrams not allcwed allowed

remiovie all
addd all
< Pravious Maxt = «

HSPhet



Review & Save

* Click Save User Maintenance

. Lopez, Jennifer
"Em :
E dl | 666-908-4567

= First login

User Account Information
User Access Authorization B L BryV
Copy Access Rights

Departments: HealthSc (Home)

Departments Programs: HealthSc:BScN
Programs

‘Review and Save < Previous

Cancel Close Window

HSPnet



Deactivate User Access

= Key icon User Maintenance
. U ncheck Tremblay, Pierre
B @ UL Al ENELE yser Account Information
= Save Copy Access Rights Recommended User ID format is the first initial plus last name - e.g. jsmith
ip—;ﬁ s LSRG ptremblay | )
HEview and Save Email test@hspcanada.net |
Level: Reguiar v |

Save Changes

[] User ID Enabled "

Last Login: Never

Restrict to View Only

Hide Student Names

D Require this user to repeat the mandatory orientation




Reactivate User Access

= Key icon

User Maintenance

= User ID enabled Trembiay, Pierre
| Authorlzation User Account Information

User Account Information

Copy Access Rights Recommended User ID format is the first initial plus last name - e.g. jsmith
iﬁ;anr:—nm‘n:ms yserlb: ‘ ptremblay (N

D E Review and Save Emak ‘test@hspcanada.net

— Level: | Regular v |

| Save Changes

User ID Enabled .-
Mew password will be sent to use
- N

[[] Restrict to View Only
[[] Hide Student Names

[[] Require this user to repeat the mandatory orientation



Consideration | Acces to users

= Student Guides — First login Video = Instructor Role — Workflow Guide

= Account Overview = HSPnet Overview
= Releasing your email for RA = First Login
= Print my placement history = Access for instructors

= Document upload

HSPhet
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