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Staff & User Maintenance Screen
Receiving Agencies
February 22,2022
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Warm Welcome!

= Thank youl!
= Chat for questions

s o HSPhet



- Learning Outcomes

* Maintain staff records
= Create user accounts
" Manage access rights

————————————————————————————————————————————————————————————————————

= Not covered:
= Staff profiles

® Training >
First login ; . "

Change password
KB: Staff/Users— Staff Record —

Profiles B @ HSPhet



"Resources

= Knowledge base i i alf -
= Search for staff

= Mass inactivation of supervisors [ Staff/Users - Staff Record - Search for staff
Placing & Receiving Agency Related Guide (PARG RARG) Search for a staff record. Click:

[ | Dea Ct | Vate & re a Ct | Vate Mamtenance/St_aff/Users Select the Afgency you wish to search ... department in order to adc.i new
staff record, edit a staff profile, deactivate a staff record or set up a user account. Add or edit a staff
record

= Password reset KFouled ks 0125200

[ | C reate (0 r ed |t) a hew Staff B Staff/Users - Staff Recognition Tracker (SRT) |
in staff & user Management. https://kb.hspcanada.net/download/thumbnails/22380726/profile%20-

re C O rd %20checked. PNG?version=2&modificationDate=1574960949630&api=v2 (You ... the staff profile in
staff & user Management

Knowfedge Base « Aug 09, 2021

= RA new user set up and editing
B Staff/Users - Staff Record - Mass Inactivation of Supervisors
in their record. Click: Maintenance/staff users Select your agency and the department where you

E H e I p]r 5 u ppD I't wish to inactivate staff records at the agency and department drop ... of these records in future, insert
the % character (or enter a specific name) into the last name field on Staff & User Maintenance, click
Hn nwledge Ba Sa to place a check mark in front

Knowledge Base « Aug 09, 2021

. htt DS ://kb . h S Dca n a d a . n Et/ B Staff/Users - Staff Record - Deactivate/Reactivate



https://kb.hspcanada.net/
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"“Email to: support@hspcanada.net



“Role of receiving coordinator
" Missing editing tools

What could be the issue?
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Local Administrator Role

= Manage site contents:

services & destinations for oo & Ueor Mamtonance 55
RA current View  [] Shaw Content Roles

.l.qem:g.||-|e.nrr-|un w | Depanment | HELMEInG w Lt!ﬂ.l'.h | Firsy: Chear All

= Manage Staﬁ rECOrdS & Recaiving Agency Roles: @nmwcmm| [ estination Ceardinator [ 17 Proviskaning
. [C] Star Adminstrator [ Other Staff (non-wser anly) [ supervisar
user accounts (incl. user O stepcn = ——
. Search Filter [ HsPnetusers only  [] Show Inactive Stafl ] DeptC only
access rights) " s s o 8
. Provides assistance users SCh O B0 or part of e indeyiduars sl ancior gl name. Zniey % 1D Sedrn 2l Indriduals moa re
In thelr department(S) [ Bue  Geneveve TI8-4568956  HSLnursing = —_— 4

celee s

W

O &
(M| Pong  Ping HELAUrSAg = RC &
0o &

[\ Premy Farzana 416-495-2400  HSLnursing =2 RC

= Logging into the system,;
= & updating passwords.



Departments

= Contain staff records:

Nursing Department Nursing Department Nursing Department
m By profession Site A SiteB Site C
= Facility
. G h /R . Staffrecords for Nursing Staffrecords for Nursing Staff records for Nursing
eograpny/negion Supervisors: Site A Supervisors: Site B Supervisors: Site C

Staff & User Maintenance =

Current View [ ] Show Content Roles

Agency [HeartHeall v | oepanmen Last | [ First 1 | crearan
Recelving Agency Roles: [] Recelving Coordinator [] Destination Coordinator (] 17 Provision:
[[] stat Administrator [[] Otnher Staff (non-user only) [} Supervisor
[] staft Applicant [[] RA Policy Access Level
Search Filter. []HSPnet usersonly  [] Show Inactive Staff  [] DeptC only
L [] Active accounts only E

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

To AJW/EH a staff record, change the Department filter from 'ALL' to a specific Department, or click the GoTo Department bunomom the list of staf.

HSPnet



Winning Lottery!

* Department contacts:

* Individual may authorize new user accounts on behalf department; typically senior
manager; may or may not be HSPnet user.

e —

Staff & User Maintenance =

Department Maintenance ==

Current View [ | Show Content Rales

Agency: |HeariHealt  ~ | Deparimentfll HSLnursing | Last: |%

First: Clear All

Receiving Agency Roles: [] Receiving Coordinator [[] Destination Coordinatar - - 1 %
(] starr Administrator [] other Staf (non-user only) Name HEEII'[ Hospital General and Loving S©
Search Fiter ) #sPretusersonly () Show Inaciive Staff (2] DeptC only - Short Name HSLnursing &
= [ Active accounts only
— : * ey
Department Contacts| = B
Search on all or part of the individuars last andfor first name. Enter "% to search for all individuals in a roke. Deamnent Cuntﬂds LapDrte JUStIn {HQLHU rSIng:I b Ha” Janna lHS_nurS]ng )

Upload Staff File to dalabase

Last First Middle Phone Role(s)

Ball
Lapore

Parmar

Janna

HSLnursing —
HSLnursing — DeplC

Justin

Sara

HSLnursing = DeptC

HSPnet



Verify record exists
= Department

* Plus sign (add)

= Contact & role

Staff & User Maintenance =

Current View ] Show Content Roles

N Agency: |Heartrean v | Depanment: |HsLnursing v | = Last |candie | First:| Clear All

Receiving Agency Roles: [[] Receiving Coordinator [[] Destination Coordinator [J 1T Provisioning

[ staff Administrator

[ staff Applicant

[J HsPnetusers only ] Show Inactive Staff ] DeptC only
L [] Active accounts only

[[] Other Staff (non-user only) [] Supervisor
[ RA Policy Access Level

Search Filter:

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.

Upload Staff File to dalabase

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

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

dropdown.

Names: Last:

|band|e | * First ‘Light

Preferred First Name: |

Title: [ |

‘ *

Prev. Last Name: ‘ ‘

Employee Number: ‘ ‘

Email: ‘testﬁ@hspnet_ca |

Office Phone: ‘ ‘ [J Mobile device Enter busine

Office Alt Phone: ‘ ‘ [C] Mobile device

Fax: | ‘

Educ./Profess. Designation: ‘ (for Corre

SysAdmin only: Preferred language for automated emails: @ English O French
[[] Use filters for Governing Organization

[C] Allow this user to clone Placement Requests

[[] Allow this user to create Shared Rotation groups

[] Allow this user to have a shared / team email address

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

I Receiving Agency Roles I

[[] Receiving Coordinator Destination Coordinator Supervisor




Maintenance | Inactivate Staff/Users

* Department
* Head icon
] InaCt|Vate record Staff & User Maintenance ==

- S I t Current View [ ] Show Content Roles
electreason Agency. |[HeanHean v | Depanment |HSLaursing v | I Lasl Fist: | Ciear All
|
S ave Receiing Agency Roles: [} Recetving Coordinator [[] Destination Coordinator ] 17 Provisioning
[ Stam Agministrator [] Other Staff (non-user only) [ Supervisor
[ suafr Applicant [[) RA Poiicy Access Level
L [ Active accounts only E Search
Deactivate: Candie, Light

Reason:  [Nolonger in pnsi‘llonfagencE

Comments: |

A

Search on 28 or pan of Ine INCHiiuars 1ast ana/or first name. Enter %' 10 search o all mAividuals in 3 role

Upioad Staft Fiie 10 dalabase

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

HSLNursing =




Maintenance | Sometimes ...

= Staff assigned to request

Warning:
You are deaciivating a user that is currently listed as the Supervisor for one or more placements: Reference
numbers

23082

You must assign another Supervisor (or assign no Supenvisor) before deactivating this staff member.

HSPhet



VIaintenance | Show Inactive

= Show inactive staff

Staff & User Maintenance =

Current View D Show Content Roles

Agency: IHeartHealt v| Department: | HSLnursing v | © Last: First: Clear All

Receiving Agency Roles: [[] Receiving Coordinator [] Destination Coordinator (] 1T Provisioning
[[] statf Administrator [[] Otner Staff (non-user only) (] Supervisor '
[[] stafr Applicant [[] RA Policy Access Level
Search Filter: [[] HSPnet users only Show Inactive Staff  [] DeptC 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.

Upload Staff File to database

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

Coors HSLnursing +—




VIaintenance | Reactivate

= Red head icon
= Uncheck: Show inactivate staff

Middle Phone Home Dest.

HSLnursing ot

First Middle Phone

HSLnursing +—




ometimes ...

Staff & User Maintenance =

Current View [ Show Content Roles

Agency:  FHA v | Department SMHNurs v | ©0  Last | % ] First: | Clear All
5 O p er Placing Agency Roles [[] Placing Coordinator (] Instructor [ Student Administrator :
screen X 14 [0] Group Instructor [C] PA Policy Access Level [[] Staft Administrator
S C re e n S _ Receving Agency Roles: [[] Recerving Coordnator [[] Destination Coordinator 1T Provisioning
- [[] Staff Administrator [[] Other Staff (non-user only) [~] Preceptor
Inactivate Preceptors with
700 records ] Steff Appécan (] RA Policy Access Level , 2]
Search Filter [CJ HSPnet users only  [[] Show Inactive Staff  [[] DeptC only E

L— [ Active accounts only

Search on all or part of the individual's last and'or first name . Enter ‘%' 10 search for all indwiduals in a role

Upload Stafl Fie to database

567891011 12 13 14 Nox

Home Dest. Role(s)

0 = Rouse Nadia SMHNurs = SurgS3  Superv VY
0 = Rouse Nadia SMHNurs &= NICU-CCT2  Superv Ay
0 = Rrshmani  Leonora SMHNurs = ICU.CCTS  Superv A% met




Maintenance | Supervisors

= Mass inactivation supervisors

= Filter options
. Department mn et Staff & User Maintenance =8

1 (o)
= Wild card % TR Current View (] Shaw Contor Rses |
S I d . Agency. |HeartHeat v | Department |MSuHosp v |  Last |% | Fst | Clear AN
" Select duration ——
Inbox Receiving Agency Roles [[J Receiving Coordinator (] Destnation Coordinator
. o Staft Adminsstrator Other Staff (non-user only)
= View list e 2 = o=
& Person Search Filter [ HSPnet users only  [] Show Inactive Staft [ DeptC only
@, Location L= [ Active accounts onty
P PR Rete
Seacch on all or part of the ndvidual's last and'or first name Enter %' 1o search for all ndwviduals in a role
Quick Entry Upload Staft Fije to database
S Sumonmy v Last First Middie Phone Dept Home Dest.  Role(s) +
@ Content Services 0O = (s Maak MSHosp Besiad 0P 0
@ Reporting O &= Rock Jukenne MSJHosp Supertv SOPFP a
0 = Tesia Perre MSJHosp Superv F ALy, k3
= Maintenance A oone | | f <

Setup/Lookup
Staff/Users




= Users not login for 180+ days

Staff & User Maintenance ==

Current View [ ] Show Content Roles

Receiving Agency Roles:

Search Fikter:

[[] Receiving Coordinator [[] Destination Coordinator
[[] stamr Administrator [[] other Statf (non-user only)
[ staft Applicant [[] RA Policy Access Level

[(JHsPnetusersonly  [[] Show Inactive Staff  [[] DeptC only
- [] 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 Staft File 1o databas

\ Clear All

Agency: |HeanHealt v | Department [HSLnursmg v| B0 Last First.

[ 17 Provisioning
(] Supervisor
Inactivate Supervi:

=

S PE
j v
i

2 P
& Vg
20

L ENED ()

7
N

N
[Nz

!

A

Last First Middie Phone Dept Home Dest. Role(s)
Candle  Light HSLnursing +— DC. Superv
Ccoors Brent HSLnursing +— Superv

[\ Deret Carole HSLnursing = DC. Superv
Fentanyl  Marie HSLnursing +— Superv
Istwood  Clint 604-888-9992 HSLnursing = Superv

HSPnet



Maintenance | Reactivate

= User ID Enabled

User Maintenance User Maintenance

Istwood, Clint Istwood, Clint
604-888-9992 N
604-888-9992
User Account Information
: User Account Information User Account information User Access Authorization Help
Copy Access Righls Recommended User 1D format is the first initial plus last name - .. jsmith User Access Authorization
Depanments User ID- [c:zm S, Copy Access Rights
Risciplines v Cepanments
Sies : l test@hspnet.com Disciplines %
services |React|vanon " |
oo Leve stes -
e " Senvices Date: Feb 21/22 o
Review and Save User ID Enabled ) Deslinations
New password will be sent to user Reyiew and Save comments.
Save Changes 3 oY e
[J Restrict to View Only | Save Changes | £
[] Hide Stucent Names '
Email Alerts Accepted | <Previous | | Next> |

(clear checkbox if this user will not actively manage an Inbox) Heip
() Require this user to repeat the mandatory onentation

Cancel |l Close Window




= Avoid duplicate
u Existing record Staff & User Maintenance =

Current View [ ] Show Content Roles
Agency. |HeartHealt v | Departmenffl HSLnursing v

= Key icon

Clear All
Recelving Agency Roles: [[] Recelving Coordinator [[] Destination Coordinator (] IT Provisioning
[] Staf Administrator [[] Other Stafr (non-user only) ] supervisor
[] stam Applicant [C] RA Policy Access Level
Search Fiter [) HSPnetusers only  [[] Show Inactive Staft  [[] DeptC only
L— [ Active accounts oniy = I —

Search on all or part of the individual's last and/or first name. Enter '%' to search for all individuals in a role.
Upload S1af File 10 dalabase

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

0 = Cangle  Light HSLnursing = oc.swperv SV
SelectAl || SelectNone | Action: | v | Subma




User Maintenance

= User ID
= Email Address
= Next

User Maintenance

Candle, Light

UELIF LTI LI EHELE User Account Information

User Access Authorization

Copy Access Rights User ID.
Depanments

Disciplines Email:
Sites

Seryices Level:
Destinations

Review and Save

Recommended User 1D format is the first initial plus last name - e.g. jsmith

icandie]

tests@nspnet.ca ’

I Regular v I

[~] User ID Enabled
Last Login: Never

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

Email Alerts Accepted
(clear checkbox if this user will not actively manage an Inbox) Help

Require this user 10 repeat the mandatory orientation




‘Access Authorization

= Who
= Why
= Next

User Maintenance

Candle, Light

User Account Information
Usar Access Authorization
Copy Access Rights
Depariments
Disciplines

Sites

Semnvices Date;
Destinations

Review and Save

1

Comments:

Cancel | Close Window

User Access Authorization Help

=0thers

Faul Morin
MNew User w | *
e
Feb 18/22 .|
A
= Previous Next =




Copy Access Rights

= Account: same site,

] ) i User Maintenance
service, destmatlon

. .« g Candle, Light
& discipline access e e
IS iSSUEd User Account Information  Eediys - Yas rl 10 )1 43
rA Autharization
L SEIeCt User EEE Access Rigm Cﬂp’ frﬂm Exls“" USE[: u
Departments . \ o
= Checkmark B Or click "Next" to skip this step.
* Email —
Services
u Close WindOW Destinations

Review and Save

< Previous ‘ ‘ Next = ‘



‘Select Access Rights

= Select “not allowed” ~ VserVemienance

Candle, Light

= TO ”a I IOWEd” RTINS pepartments

SYSADMIN users: Approval from a Department Conalact is required befare adding new
user's access nghis. Document the approval recedved in “User Support Commenis®

2 atiow all

® select from list:

not allowed allowed

Admin HSLnursing (Homell .
CHUgPQ
FaodMNuir
Main
MSJHosp

]

add all remove all

NOTE - Home degarimemn musl be aligwed

< Previous

HSPhet



= All or from list

= Select from “not
allowed”

= To “allowed”
= Next

User Maintenance

Candie, Light

User Account Information
User Access Authonzation
Copy Access Rights

Dep3a e

Administration/BMHS

Disciplines

O aliow all
® select from list

Administration/Clerical
Administration/Comm Op
Administration/HRMngmnt
Administration/™HUC/NUC
Administration/Library Tech
Administration/Med Asst
Administration/Med Transcrip
Administration/Mod Off Skills
Administration/Office Core

_AamlmstratoonlOTDce Train

add all

< Previous

remove all

Next >




Select Access Sites

= A// or from IISt User Maintenance
User Account Information

= Select from “not
allowed” ;:;Tf;:;hgmmn S

® zelect from list:

Departments
= To “allowed” rotsiowed stowes '
CollNutr HHGMShore
HospSiteR
YRS MSJHosp
u Destinations HosHope
N eXt Eeview and Save | .
| <
. add all . remove all

< Pravious | -Haxlh




Select Access Services

= All or from list User Maintenance

Candle, Light

= Select from “not

User Account Information S EEaEes

” PR
allowed i w—
@ .
7, T Departments select from Nist:
= TO allowed Disciplines Site not aliowed aaiias
Stac HHGNShore PedslP
HHGNShore PalliativelP HHGNShore: SurgerylP
[ | Next mﬁn o HHGNShore: Cardiac
Reyiew angd Save

>

el

add all . [ remove all |




‘Select Access Destinations

= Select from “not
allowed”

User Maintenance

Candie, Light

User Account Information
* To “allowed”

User Ancess Authorzation
Copy Access Rights
Deparmenis
= Next =
Shes
Senvices

Destinations
Eeyiew and Save

Destinations

i) alow all
) seeet fram lis):

| RE [ W L
HHGNShore SurgerylP

not allowed

F .

-

add all




Review & Save

m C“Ck Save User Maintenance

Candle, Light

* Email

| F | rst I O g| n gzz;t:zzssssﬁrhizzamn Departments: HSLnursing (Home)
s Disciplines:  xxPhysicianxx/Physicianxx, Therapist/Resp Ther, Therapist/RecTherDiploma,
Departments Therapist/RecTherDegree, Therapist/RecTherAsstCert, Therapist/RadTher,
Re S O U rC e . Disciplines Therapist/OtherTher, Therapist/Music Ther, Therapist/MassageTher, Therapist/Exercise
. Sites Therapist, Therapist/Art Ther, Technologist/Technician/Ultrasound Tech,
[ ] U ser g ul d e: Sanvies Technologist/Technician/RespTech, Technologist/Technician/Rad Ther,

Technologist/Technician/SPTech, Technologist/Technician/Sonography,
Technologist/Technician/Rad Tech, Technologist/Technician/PolySomnography,

Staff/Users —User — 2eioion

A ccoun t Technologist/Technician/PhlebTech, Technologist/Technician/Perfusionist ... Display All
Sites: HHGNShore
Recei Vi ng Agency Services: HHGNShore:SurgServ, HHGNShore:SurgerylP

Destinations: HHGNShore:SurgServ:4C-FMC, HHGNShore:SurgerylP:3A

- < Previous ‘

new user set up
and editing



ummary

{ f,

= Maintain staff records

= Create user accounts Summary

= Manage access rights

= Video: Training for RCs — Module 7
= Staff & User Management
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ank you!

"Email to: support@hspcanada.net
'W
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