REMOVING/DELETING A DIVISION FROM EDIT EXISTING USER OPTION

Add a New User to the System
Grant Access by Profile

Edit an Existing User

Deactivate a User

Reactivate a User

List users

User Inquiry

Switch Identities

Clear Electronic signature code
Electronic Signature Block Edit
List Inactive Person Class Users
Manage User File ...

OAA Trainee Registration Menu ...
Person Class Edit

Reprint Access agreement letter

Select User Management CCTEST(GTM) Option: EDIT an Existing User
Select NEW PERSON NAME: VEGA,NICOLE NV SYSTEM MANAGER

1. TAB DOWN TILL YOU GET TO THE “Select DIVISION:” FIELD

Edit an Existing User
NAME : VEGA,NICOLE

NAME ... VEGA,NICOLE
TITLE: SYSTEM MANAGER

MAIL CODE:-
TERMINATION DATE:

IENU OPTION: EVE
MENU OPTION BEHOFS FLOWSHEETS
ODE ( FILE MAN LA CODE :
Require iy de Change

: EENERAL HOSPITAL
IRM

Press <Fl>H for help Insert

2. HITENTER

Edit an Existing User

. VEGA,NICOLE
SYSTEM MANAGER NICK NAME:
DOB :
MAIL CODE:
DATE :

DIVISION: EENERAL HOSPITAL
DEFAULT: Yes
ODE: @
edit VERIFY CODE (Y/N): Require Verify Code Change

Select D SION: GENERAL HOSPITAL
SERVICE /S : IRM

(COMMAND : Press <Fl>H for help Insert




3. HITENTER

Edit an Existing User
NAME: VEGA,NICOLE
NAME. .. VEGA,NICOLE

SYSTEM MANAGER

DATE :

R

DI\ ION: GENERAL HOSPITAL

PRIM
( DEFAULT: [ges

SECOND/
( ODE: @
~ify Code Change

wWant to
Want to Require
GENERAL HOSPITAL
IRM

Press <Fl=H for help Insert

4. HIT ENTER

Edit an Existing User

NAME :

NAME .
TITLE:

Close

Click on one of the ab

VEGA ,NICOLE

VEGA,NICOLE
SYSTEM MANAGER

DI\

Select DIV

SERVICE/SECTION:

Refresh

COMMAND: W@lose

HIT ENTER TO CLOSE

TION:
DEFAULT:

ve COMMANDS ,

GENERAL HOSPITAL
Yes

Require Veri

GENERAL HOSPITAL
IRM

or on a FIELD

sdvmectestd2.medsphere.com - PuTTY

NAME :

NAME. . .
TITLE:

Save

VEGA ,NICOLE

VEGA,NICOLE
SYSTEM MANAGER

Next Page

Edit an Existing User

EVE

BEHOFS FLOWSHEETS
FILE MAN
Require

Previous Page

Refresh

INITIAL:
K NAME :

@
fy Code Change (

HELP

@

Change (Y,

Quit HELP

Insert

Insert




6. ENTER DIVISION YOU NEED TO DELETE

Edit

VEGA,NICOLE
SYSTEM MANAGER

Require

DEMO
IRM

Close Refresh HELP

7. ENTER “@” TO DELETE

Edit an Existing User
NAME: VEGA,NICOLE

NAME ... WEGA,NICOLE
TITLE: SYSTEM MANAGER

PR ISTON:
SECOND DEFAULT:
edit A @
edit VERIFY CODE ( E Require Verify Code Change (Y/

Select DIVISION:
SERVICE/SECTION:

WARNING: DELETIONS ARE DONE IMMEDIATEL
(EXITIN ITHOUT ING WILL NO

8. ENTER “Y” TO DELETE THE DIVISION
ting User
NAME: VEGA,NICOLE

NAME. .. VEGA,NICOLE
TITLE: SYSTEM MANAGER

2 MAIL C
DIS R: TERMINATION D
Termination Reason:

EVE
BEHOFS FLOWSHEETS

want to edit ACCESS CODE FILE MAN
Want to edit VERIF Y/N) : Require

[EENERAL HOSPITAL
IRM

Next Page Previous Page Refresh Quit

Insert

Insert




9. ENTER THE NEW DIVISION

Edit an E» ting User
NAME : VEGA,NICOLE

NAME . VEGA,NICOLE
SYSTEM MANAGER

EVE

BEEHOFS FLOWSHEETS
FILE MANAGER
Require

AUSTINE
IRM

Next Page Previous Page Refresh i HELP Insert

NAME : VEGA,NICOLE

NAME ... VEGA,NICOLE INITI :
TITLE: SYSTEM MANAGER NICK NAME
£ s DO

MAIL CODE:
: TERMINATION DATE:
tion Reason:

PRIMARY MENU OPTI EVE
MENU OPTIO BEHOFS FLOWSHEETS
5 ( FILE MANAGER ACCESS
Require Verify Code Change (

AUSTIN
IRM

200
re you adding "AUSTIN' as a new D SION (the 2ND for this NEW PERSON)? No/

11. ENTER “Y” TO ADD NEW DIVISION

Edit an Existing User
NAME: VEGA,NICOLE
NAME. .. VEGA,NICOLE
TITLE: SYSTEM MANAGER
SER:
ination R
FUSTIN

oD

Require ~ify Code Change

AUSTIN
IRM

Close Refresh Insert




12. HIT ENTER

Edit an E» ting User
NAME: VEGA,NICOLE

NAME . . . VEGA,NICOLE
TITLE: SYSTEM MANAGER NICK MNAM
s DO
MAIL COD
DATE :
SION

AUSTIN
|

. ODE :
Require ~ify Code Change

AUSTIN
IRM

Close Refresh

13. HIT ENTER

Edit an E»
NAME : VEGA ,NICOLE

NAME. .. VEGA,NICOLE INITIAL:
TITLE: SYSTEM MANAGER NICK NAME:

MATL C

edit

HELP

@

Want to edit VERIFY i ): Require Verify Code Change (

AUSTIN
IRM

Close Refresh
Click on one of the above COMMANDs, or on a FIELD

MAND: @lose

Edit an E>
NAME : VEGA,NICOLE

NAME ... VEGA,NICOLE
TITLE: SYSTEM MANAGER

: AIL C :
DI R: TERMINATION DATE:
Termination Reason:
" MENU OPTION: EVE
MENU OPTION: BEHOFS FLOWSHEETS

FILE MAN
Want to edit VER ( i ) Require

IRM

ExXit Save Next Page Previous Page Refresh

Click on one of the above COMMANDs, or on a FIELD

COMMAND: SAVERN

HELP

Insert

Insert

Insert




