Adding a New Staff Member

e From your profile screen — go to where it says My Profile
e Go to Administration
e Select Users
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What is the town you were born in?
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What is the name of the street you grew up on?
What is your favorite movie?
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. Go to the User — Staff Tab
o Scroll all the way to the bottom using the bar on the right side.
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b D000  mbentley s Matthew Bentley  RH 5 Hurse =i
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20137 chergyuist  seeeessaees Catherine Bergouist RN 5 Murse W

20406 rouintanilla  sreeessaees Foszalinda Cuintanila R 9 Murze v
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20633 roggarcial HERRRERERER Rebecca Garcia RN S Murse W
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20740 srobertson sk Susan Robertzon RN 5 Murse v

20752 sdelacruz st Sara CelaCruz RM 5 Murse 7]
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20793 FRerry sespanens 1053 g::f;hez' RM 9 Murse 7
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You will need to enter the following information:

e Employee Number (THIS CAN NOT BE BLANK)
e User Name (first initial last name — no spaces)

o Password (start with 234567) will need to change after first login

e First Name

e Middle Name (if applicable)

e Last Name
o Staff Level — use the arrow to get to a dropdown list and select the appropriate level.
e Role you can use the arrow to get to a dropdown list (or just type the floor, e.g., 5, 6, 7, etc)

unit you work in i.e., 5 Nurses/Techs, 6 Nurses/Tech — these give you access to Acute
and ICU for that floor
o Make certain Active is checked (it is by default)
e Click OK

o
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Z96SS rimiller saaidd Richard hiller Tech 9 MursesiTechs Vv
39702 jcaballera wakdEEAElBSlS Caballero Tech 5 MursesiMechs W
39828 Joutierrez waataarslaclyn Gutierrez Tech 5 MurzesTechs v
395829 rgonzales e T ] Mae Gonzales Rr 5 MursesiTechs )
39834 mhehnam waereart plancana Behnam RM 3 MursezMechs v
39544 lzarranay waepmiar | ke Carraray Tech 9 Murses/Techs )
39872 sroe st Samantha Foe RI 5 MursesiTechs )
39883 uperex et Glenise Perez R S NurzesiTechs v
39900  mguerra waaraar Martha GUerra RN 8 MursezTechs v
39913 trowillo wapart Tagg Fiawvilla R 5 MursesMTechs Vv
39914 anelzon i )y Melzon R 4 MursesiTechs Vv
39915 lirish waaraars | ncleey Irizh RR & MursesTechs v
39981 couellar waaraars Cazzandra Cuellar Tech 8 MursesMechs Vv
39998 kmichalic waarsast  Haren hichialic RN 8 MursesMechs Vv
40005 tozer waareare | exfie Tozer RM 9 MursezMechs v
40031 aacdams wreneaes Alicia Adams Tech 5 hursesTechs v
56788 evilegas i =y ] ilegas Tech 3 MurgeziTechs v
78901 zperrin et Tang Perrin Tech 5 MursesfMechs v
G885 hill saererar il Mations R Addminz v
a07E0 mcastanon saaeidd  haria Castanon Tech 4 MursesiTechs v
9999 Mpayne waarsars lichael Payne R 9 MursesiTechs & |=
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