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Learning Outcomes

 Maintain staff records

 Create user account

 Manage access rights

 Not covered:
 Staff profiles

 Training

 First login

 Change password



Resources

 Knowledge base
 PA new user set up and editing

 Search for staff

 Deactivate & reactivate

 Password reset

 Create (or edit) a new staff 
record



Questions? Feedback? Request?

Email to: support@hspcanada.net



Quiz

Role of placing coordinator

Missing editing tools

What could be the issue?



Local Administrator Role

 Update configuration: 
courses, sessions and 
cohorts

 Manage staff records & 
user accounts (incl. user 
access rights)

 Provides assistance users 
in their department(s)
 Logging into the system;

 & updating passwords.



Departments

 Contain staff records
Nursing

Early Childhood
Education

Pharmacy Technician
Program

Staff records for 
Nursing

Staff records for ECE Staff records for 
Pharmacy



Winning Lottery!

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

manager; may or may not be HSPnet user.



Record vs User Account

 Record
 Contact information

 HSPnet role

 No need to log into HSPnet

 User Account
 User ID

 Access rights

 Login process



Maintenance | Search Record

 All

 Role

 Department



Maintenance | Add Record

Avoid duplicates

 All

 Inactive

 Select 
department

 Plus sign to add



Maintenance | Inactivate Record

 Department

 Head icon

 Inactivate record
 Select reason
 Save



Report Staff Listing

 Reporting > Report Menu
 Staff
 Department
 Role
 CSV File for Excel



Maintenance | Sometimes …

 Instructor assigned to course



Maintenance | Show

 Inactive staff



Maintenance | Reactivate

 Red head icon

 Are you sure you want to activate this staff record?



PC & Instructor Roles

 User account for each

 KB: Staff/Users – User 
Account – Multiple 
roles: best practice set 
up on HSPnet for 
combined PC and 
Instructor roles



Quiz

What is needed before creating a user account?

What is first step?



Activate User Access

 Existing record

 Key icon



User Maintenance

 User ID

 Email Address

 Next



Access Authorization

 Who

 Why

 Next



Copy Access Rights

 Same access: 
departments & 
programs

 Select User

 Checkmark

 Email

 Close window



Select Access Departments

 Home

 Select “not allowed”

 To “allowed”



Select Access Programs

 All or from list

 Select from “not 
allowed”

 To “allowed”

 ‘’add all’’

 Next



Review & Save

 Click Save

 Email

 First login



Deactivate User Access

 Key icon

 Uncheck

 Save



Reactivate User Access

 Key icon

 User ID enabled

 Authorization



Consideration | Acces to users

 Student Guides – First login Video
 Account Overview

 Releasing your email for RA

 Print my placement history

 Document upload

 Instructor Role – Workflow Guide
 HSPnet Overview

 First Login

 Access for instructors



Summary

 Manage access rights
 Need to know

 Maintain staff records
 Local admin

 Avoid duplicates

 Inactivate

 Create user account
 Record
 Unique User ID
 Inactivate
 Reactivate





Thank you!

Email to: support@hspcanada.net


