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Note to Users

This user guide references fictional healthcare systems ‘ABC Healthcare’ and ‘Xcel Healthcare Sys-
tems’ in some step-by-step procedures and screenshot examples.
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Accessing the ABC SharePoint Site

The ABC SharePoint site is a central location where ABC Healthcare and members of your facility can:
Retrieve information, such as invoices, billing reports, and other shared documents and resources.

® View the calendar and contact lists.
® Subscribe to email alerts for new invoices, new announcements, new calendar events, new shared
documents, new contacts, and new links.

The new user receives an email notification with the ABC Healthcare SharePoint Site link, which
opens the SharePoint site to the Home page.

To save this link, click Favorites on the Internet menu bar to view a drop-down menu. Select Add to
Favorites to open the Add Favorite window.

ABC SharePoint Site

| View Al site Contert | | ABC SharePoint Site ) . . '
| || The Name box in the Add Favorite window aIreadyl

Add Favorite says “"Home - ABC Healthcare SharePoint Site,” which
* Internet Explarer will add this page to wour Favarites list. is the name of the page that first appears when the
[ take available offline SharePOInt Slte Opens.
Nare: | — : To open the ABC Healthcare SharePoint Site the next
ame: Home - ABC Healthcare SharePoint Site | [ Create in << ] i A . .
time, click Favorites to open the drop-down list, and

Create n: g"frit’* New Folder... then select “Home - ABC SharePoint Site,” from the

[ Microsoft Websites d rop-down .

{C3) Music

The Sign In link appears
on the Home page. See
“Signing In” next.

r":: Home - ABC SharePoint Site - Microsoft Internet Explorer |Z“Elr>__<|
H H 3 0 i

File  Edit  Wiew N Tools  Help a Back = [ \ﬂ @ Address hitpfiabe go-abohealthcare .comfdefault aspx “ | Y Go § ",'
—_— Add to Favorites, .. I :

ABG SharePoint Site Organize Favorites. . Welcome abo_KathlesnHamitton  Sion In| (@)

gc‘ Heah‘h éj ABC Healthcare |Th'5 Site j | pe |

i ' éj ¥rel Healthcare Systems
| Home | ) Links 3

3 Home - ABC Healthcare SharePoint Site

Wiew Al Site Conkent

Documents

Lists

| | Announcements - ‘

AN TT 1.1 |
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Signing In to Your SharePoint Site %\Tl?l

To view all site content, and to access the SharePoint site for your own facility, sign in with your User
Name and a temporary Password assigned by your Site Administrator.

Click the Sign In link, in the top right corner of your Home page, to open the Sign In page.

3 Sign In - Microsoft Internet Explorer |Z||E”g|
3 3 » g )
File Edit View Favorites Tools  Help e Back ~ () \ﬂ \g Address |5§| http: ffabc. oo-parallon.com;_layouts lodin.aspx R eturnl V| Go ""'-'
b

Sign In

User name: |

Password: |

[ sign me in automatically

Viewing the Home Page

The SharePoint site opens to the Home page: ABC SharePoint Site. After you Sign In, a tab for your
own Facility appears. On the Home page, only generic information is available.

The content that you view on your SharePoint site is read-only.

Tab for the Announcements The Calendar for After you Sign In, the link
SharePoint site for all Facilities in your Facility appears to the Welcome menu
for your Facility. this organization. after you Sign In. replaces the Sign In link.
~ Home - AJ3C SharePoint Site - Microsoft Internet Explorer, T =13
£~ H p =19
3 3 3 -
© File  Edit | Wiew Favarites  Tools  Help 4‘- Back - \_/J \ﬂ @ P Address http:iiabc go-abechealthcare .com .fdiafault aspx v| Go | ",-'
ABC SharePgint Site Welcom e abc_KathleenHamiton  ~ | @ A
C Healthcare [This site <] | 2]
: . ABC SharePoin{ Site
|Home, | 5 /— Links for ABC Healthcare
g [y ABC SharePoint ?ile / website and your own website
Documents are available.
T Announcements hd
To access the site, click the Sign 6/14/2010 12:02 PIM -
eanncare
® Contacks by aastsharepointadmin
Click Sign In {kop right , and th L - . - - g
0 TEs as'ﬁign.'fd"u;'eE Name aﬂ?:ifisi”.,rdfﬁh?c”hiiiﬁ';i”\fe o Pafssion for quality. Commitment to care.
T e 0 permission ko acccess resources and to perform actions,
Sites E Add new announcement
= BHS Links d
People and Groups Calendar T o ABC Healthcare I
Site Hierarchy 7112/2010 5:00 AM ABC Scheduling Excellance Warkshop
BFH 2Bc Healthoare B Add new event B Add new link
= . .
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Changing Your Password

After your first Sign In with your assigned temporary password, you should change your password.

1 Click the Welcome arrow to open a drop-down menu, and select Change Password.

|Welc0me abc_kathleenHamilkon -

=

My Settings
Update your user information,
regional settings, and alerts,

Sign in as Different User
Login with a different account,

Sign Out

Logout of this site.

Personalize this Page
Add, remowve, or update Web Parts on

this paga,

Change Password
Change vour passward ;J ?

2 In the Password box, type your assigned password.

Go back to site

Change Your Password

Password: |

Mew Password: |

Canfirm Mew Passward: |

Change Passward | Cancel |

Please Mote: The password you create must be a strong password, It must:

be at least seven (7} characters long,

include at least one uppercase letter (A through Z) or one lowercase letter (a through z2),
include at least one nurmeral (0 through 9)

and include at least one non-alphanumeric character.

3 In the New Password box, type a new password. Notice the rules for a strong password.

Rev. 04-30-2014
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4 Type the same new password in the Confirm New Password text box.

5 Click the Change Password button.

If your new password does not follow all of the rules, a “"Password Incorrect” message appears.
Try again.
Confirm Mews Password:|

Password incorrect or Mew Password invalid, New Password length minimurn: 7. Mon-alphanumeric characters required: 1,

Change Passward | Cancel |

6 If the Continue button appears, your password is now changed, and you can click the Continue
button to return to the SharePoint Site.

Change Password Complete
our password has been changed!

Continue
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Viewing Your SharePoint Site

Your facility has its own SharePoint Site, with its own Announcements, Calendar, Contacts, People
and Groups, and Links to your website and also an Email link to contact the ABC Help Desk.

Documents include
Invoices and Shared
Documents for each
Facility in your organ-
ization.

Announcements
for your Site.

net Explorer

The Calendar
for your Site is
available after

The Welcome arrow
opens a menu for
Personal Settings,
to Sign Out and to

XHS SHarePoint Site

Home EHS
S

Xcpl Healthcare

Legacyof exceilence. Tradition of core,

XHS SharePoint Site

you Sign In. Change Password. 3 /g
Welcom e abc_KathleenHamitton  + | @ A
[This Site ] | yell

:

vighw Al Site: Cantent
Documents
= Invnices

= Shared Documents

Lists

= Calendar

= Contacts

= Tasks

= ¥HS Administration

Discussions
Sites
People and Groups
Site Hierarchy
H | E3] Inwaoices
# | :3] shared Documents
ﬂ Announcements
{78 Calendar
8= Conkacks
[=] Lirks
(2] Tasks

[ #Hs Administration

BEC SharePoin7’Site > XH3 SharePoint Site

Announcements i

Subscribe to Invoice Alerts!
by aastsharepaintadmin

To receive an email alert when your invoices are available, freate an
Invoice Alert. Go ko My Settings = My Alerts > Add Ngw Alert
and select Invoices.

6/14/2010 J2:15 PM

Update your email address! 6/14fZ010 12:13 PM
by aastsharepointadmin
Remember ko update vour email address so you will receifve the

Alerts vou have subscribed to, Click the Welcome arrofs to open a

dropdown, and select My Settings.

To access the site, click the Sign In link. &/14/
by aastsharepointadmin

Click Sign In (top right corner), and then enter vour gssigned User
Name and Password, which will give wou permissionfto acccess
resources and to perform actions,

E Add new announcement

Calendar v

There are currently no upcoming events. To add a new event, dlick
"add new event” below,

= Add new event

/

Link to Email — ABC
Healthcare Help Desk. to
communicate issues or
requests regarding your
SharePoint Site.

Xcel Healt

LUrc Jgyoicirmy | |

A legacy of exce

B

Link to the website for your

own Facility.

Links

o ABC Healthcare
B Email - ABC Healthcare p Desk
o reel Healthcare Svstems

= Add new link

Rev. 04-30-2014
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Using the SharePoint Navigation Panel

The Navigation panel on your SharePoint Site has links to All Site Content, such as Documents, Lists,
Discussions, Sites, and People and Groups. The links are available only after you Sign In.

Documents
Home LXHS e Invoices

The Invoices page has a folder for each Facility, with read-only in-

Wiew Al Site Content Voices:

Documents
e Shared Documents
= Invoices

The Shared Documents page has a Resources folder with docu-

= Shared Documents .
ments that you can view or download.

Lisks

= Calendar Lists ) )

- XHS members can view several Lists, such as a Calendar and Contacts.
= Tasks e Calendar

= ¥HS Administration

Discussions

Sites

People and Groups
Site Hierarchy
A=) Invoices

H |23] Shared Documents

ﬂ Announcemenks

The Calendar shows any scheduled events for this organization.
Contacts

The Contacts list shows contacts by Last/First Name, Company,
Business and Home Phone, and Email address.

Tasks
The list of Tasks assigned to members.
XHS Administration

The list of Administration Tasks assigned by a designated Task

o] Calend
i Administrator for your SharePoint Site.
&= Contacts
=] Links People and Groups
2] Tasks This page shows a list of group members of this Site. The Site Adminis-

] ¥HS Administration

Rev. 04-30-2014

trator can give permissions to this group to contribute content to their
Site.

Site Hierarchy
The Site Hierarchy provides a Tree View of the site content.
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Viewing Invoices

1 To view invoices, click the Invoices link.

The Invoices page shows a folder for each facility.

Invoices - Microsoft Internet Explorer

2 » -

File Edit  ‘iew Favorites Tools  Help @ Back ~ \_') @ @ | Address @ hitkp#f abc .go- abchealthcare, cormd S HS/ Invoi cesralllters, as v| Go ""

XHS SharePoint Site Wielcom e sbc_KathleenHamitton = | A
Xcel Healthcare [This st =] | 2]

Lesacyofexceiience. Traationoyeare. %HS SharePoint Site

Harme E

ABC Healthcare - ¥cel Healthcare SharePoint Site = ¥HS SharePaink Sike = Inwaoices 003399

[ ;j Invoices
Wiew all Sike Content Irvaices
Documents Mew +  Upload -~ Actions - Yiews: | All Documents -
® Invaices Type  Mame account Mumber Modified ) Modified By
b Shered ComEs 3 Aimathea Regional Hospital (91150 20005 £{14/2010 4:48 PM System Account
Lists [3  Assisi Medical Center (91104) 70004 6/14/2010 4:48 FIM System Account
= Calendar ] Carnelius Hospital {91103) 0003 &/ 142010 4:47 PM System Accaunt
= tontacts C3 Good Samaritan Hospital (91102) 20002 £/14)2010 4:47 PM System Account
0 TeEE C3 3CMemorial Medical Center (91101) z0001 6142010 4:46 PM System Account
= 2H3 Administration Tasks

2 Click a facility folder to expand the folder and view all invoices for the selected facility.

A Invoices - Microsoft Internet Explorer

. » I >
Fie Edit ‘iew Favorites Tools Help : e Back ~ () @ @  Address |@ http:df abec go- shchestth care, com/ i HS/ Tnvoi ces/Forms/allTE V| Go ""
XHS SharePoint Site Wielcom e abc_KathleenHamitton = | @ L
Xcel Healthcare [This List =] | 2]
Legacyof excellence. Tradition af core. XHS SharePoint Site
Home: E
ABC Healthcare - ¥HS SharePoint Site > Inwoices > JC Memorial Center (91101)
[-~_-'|] Invoices
Wiew Al Site Conkent Invoices
Documents Mew = Upload +  Ackions = view:  All Documents -
® Invaices Type  Mame Account Mumber Modified I Modified By
gltredlbocurents B [ Inwoice_Fxa_12345_2009.11.21 - £§14/2010 5:04 PM Syskem Account
Lists
= Calendar
= Contacts
= Tasks

= 2H3 Administration Tasks

Rev. 04-30-2014 ABC Healthcare SharePoint Site User Guide Page 7 of 22
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3 To view this invoice, click the Invoice name or click the Invoice arrow to open a drop-down
menu, select Send To, and select Download a Copy.

<A Invoices - Microsoft Internet Explorer,

3 : S F
© File Edit  ‘iew Favarites Tools  Help e Back - \_/J \ﬂ @ | Address |@ httpisfabe,go- abchealthcare, comy'®HS Tnvoices/Forms/al Tt V| Go "'

XHS SharePoint Site Wielcom e abc_KathleenHamitton = | @ A

Aicef Healthcare [This st =] | 2

XHS SharePoint Site

Legacy of excellence. Tradition of core,

Harne @

ABC Healthcare - ®HS SharePoint Site = Invoices = JC Memorial Center (911010
[-~_-'i] Invoices

Wiew Al Site Conkent Invoices
Documents Mew =+  Upload = | Actions = Wigw: | All Documents -
® Invaices Type  Mame Account Mumber Modified ) Madified By
glbaiedlbocurents B [ Iwoice_Fxa_12345_2009.11.21 - £§14/2010 5:04 PM Syskem Account
Lists View Properties
® Calendar A Edit Properties
= Contacts .x Delete
= Tasks

Send To 2 ._f Cther Location
= %HS Administration Tasks l_h

Check Cut Download a Copy
Discussions Alert M

erk Me:

Sites
People and Groups

4 In the File Download window, click Open. You can save the file later, after you open it.

File Download 3

Do you want to open or zave this file?

@ j Marme: Inwoice_ExA_12345_2009[1].11.21.xls
Hl Type: Microsoft Excel Workshest

From: XHZ.go-ABCHealthcare.com

[ Open [ Save ] [ Cancel

harm your computer. [f pou do not bugt the source, do not open or

@ “w'hile filez from the Intermet can be useful, zome fles can potentially
zave thiz file. What's the rigk?

The Invoice detail spreadsheet opens in Excel.

Rev. 04-30-2014 ABC Healthcare SharePoint Site User Guide Page 8 of 22
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If a message appears that asks if you want to update links to data sources, click Don’t Update.
This is a sample invoice.

The Invoice tab displays details.

Microsoft Excel

H

HAR=R" BENE= AT - EER-0 ;-v|zv|@@!_gnna| -0 - B zuls==HE]8$ % o 8%
133 - e

Edit YWiew Insert Format  Tools Data  Window Help  Adobe FDF

Zh Invoice_EXA_1 2345_2009[1].11.21.xls

A
1 |Report: SRXBRM-027 F acility Invoice with GL - (COID#12345) Ezxample Hoxzpital =
| 2 |Created: November 23, 2009 @ 3:35PM B
| 3 |Selection Criteria (Date Billed): 1115/2009 - 11#21/2009
4 |Faci Sve Sve Date Area LCLIT Provid Nurse Clas Hours Total HRat Extende Tz Typ OIT Comm Reference EIN GL Description
1 [EXA | Mow-03) 11082003 [F4E) CAROIAC CATH LAE | LCL HHS  MARTIMEALUE  |RM. | TOUAM-BOOPM 950 5L00] 48450 FEG P [Ma MHS 409 JO11390366 | AMS Contract Lat
|12 |EA | Mow03  NAMZ003 [720) EMERGEMCY ROOM | LCL HHS  JOMESC RM. | TOOPM-7ABAM 1225 5200 64926 FEG P |Ma HHS 1409 fi20934036 | RNS Contract Lat
| 12 |E¥A | Mow03  TWINZ009 [728) RADIOLOGY LCL HHS  PHILLIPS-GAYE |RM. | 200AM-430PM 800 5100  402.00 FEG P |Ma HHS 1409 Fi26133481 | NS Contract Lat
| 14 |EXA | Mow03  1M11¥2003) [728) RADIOLOGY LCl — = — e—— S — s 30t Lak
| 15 |ExA | Mow03) 112009 [720) EMERGENCY ROOM | LCURTERFRERE S | act Lat
16 |EA | Mow-03  191W2003 [720) EMERGEMCY ROOM |LC act Lat
|17 |E¥A | Mow03  NNH2009 [E22)STHFLMEDSURG | LG act Lat
13 |EA | MowDd NAXZ009 (E22)ETHFLMEDSURG | LCU This workbook cantains links bo other data sources. act Lat
|19 |EXA | Mow03  NAH2003 [T46) CARDIAC CATHLAE | LCY act Lak
|20 |[EXA | Mow-D3  11H22009) [720) EMERGENCY ROOM | TR + If you update the links, Excel will attempt to retrieve the lakest data, lact Lak
| 21 |EA__Mow03 NAHZ009 [720) EMERGEMCY ROOM | TH ! } « If wou don't update the links, Excel will use the previous information. act Lak
| 22 |E®A | Mew-03) 112/2009)(720) EMERGENLY ROOM | LCL £ ot Lak
| 23 [EXA | Mow3 1A3/2003) (730) EMERGENEY ROOR | LCL Maote that data links can be used ko access and share confidential information withaut yaur permission and possibly — factLat
| 24 |E¥A | Mowld  1AH2003 [E50)ICH ZNOFL | LCl perform other harmful ackions, Do not update the links iF vou do ok brost bhe source of this workbook, act. st
25 |EXA-| MowOf 11482009 (550]IQU 2MDFL | L act ak
| 26 [ERA \MowDd NA422003) (50)IEU 2NOFL | LCL [ Update l [ Don't Update l* ’ Help ] act Lt
27 |ERA | Mow0d 1402009 [FO4)BACU | Lcf act LhE
| 28 |EWA. Now03 1402009 (704) PACU| ] LCL H TR H L | 7 B3 ] ; L0 (LR DR = M 2] Ttract Lak
| 29 |[E¥A "Mow-03 11402003 (7R0) EMERGENCYROOM | TRV HS || [BRITDA || RM. | TO0RM-T:30BM [ 1200 5800 69600 FEG P (Mo HHE Ha0a-TOEH397 I8 | RMS Cotiact Lab
| 30 |E¥A | Mo03 11402009 (FR0)EMERGENCY ROOM |LCL HS || DESgALNES K | RM. | TOORR-TAERRE 12265400  GE1§0 REG P (Mo HHS 409 Fi2eds7eds | RMS Contraby Lab
| 31 |Total S EEEE
3z \ [ I VY |
@ 1
34 |Faci F agility aby d Pla | —
? Quc Mb I Mf)nth of shift waorked 1 t f | I |
? Qpc D*e ] \M'brked shift date 1 H f | I |
? Akea / || qjst cenker ar departme’ht 1 ] | I |
? LCIFTRY If Lj:cal olfrevel-eﬁiployee'l l f | I |
F Provider ; )fﬂs HEﬁ*.THC.U\E Hor Agen’!cy name H ]' | I |
T Nurse / }\Iulse Iéstname l 1 ] | I |
T.Elass / Mlurze dassificatidg \ L 1 | | | |
? Hours In & out times
? Total Total hours worked
TEI™ - Hevrluraka I 1 I I s
o4 v My 11-21-09 Y Invoice / < J 2

Ready
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5 Click the Date tab to view invoice totals.

Microsoft Excel |:”§|E|
i Fle Edit Wiew Inssrt Format  Tools Data  Window Help  Adobe FDF Type a question for help =
5 Invoice_EXA_12345_2009.11.21.xls (=163

]

Invoice Ho. EXA_12345_2009.11.21
2 2, . »  ¥cel Healthcare 12345
é"l HL“]’]I((H"L 1000 Paradise Parkway

|Legacy ofevceilence. Tradition of care. Paradise, FL 992999

INVOICE =
Customer
Mame Example Hospital Date 11721009
Aftn: Accounts Pavahble Dept.
Address 1000 Example Highway
City Example State FL ZIP 33333
ftem Description TOTAL
1 %HS Eilling 1/15/0a-11/21/00 BT 124100
See Invoice' tah far billing detail
SuhTotal 47 124.01
§0.00
Remit payment to;
¥rcel Healthcare TOTAL F47124.01

Aftn: Cantraller

1000 Paradise Parkway
Floor 9

Paradise, FL 99999

4« » »]}11-21-09 4 Invoice [/ ' < 3]

4

6 Click the Close button in Excel to return to your SharePoint Site.
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Viewing Shared Documents

Users can also view documents in the Shared Documents folder.

1 Click the Shared Documents link to open the Shared Documents page, which has a Resources

folder.
<} Shared Documents - Microsoft Internet Explorer
2 3 . » d 5 '
© File Edit  ‘iew Favarites Tools  Help e Back ~ \_/J \ﬂ @ i Address |@http:.-’.-’abc.go-abchealthcare. corn'¥HE/Shared 62 0D ocurnen % | @0 ",’

XHS SharePoint Site Wielcom e sbc_KathleenHamitton = | @ A

‘icef Healthcare [7his st =] | 2

XHS SharePoint Site

Legacy of excellence. Tradition of core,

ABC Healthcare - ¥eel Healthcare SharePoink Site > ¥HS SharePoink Site > Shared Documents

[ ;Jj Shared Documents

Wiews all Site Content: Share a document with the team by adding it to this document library.

-

Documents Mew = Upload = Actions ~ Yigw: | All Documents

= Invoices Type  Mame Modified ) Modified By

» shared Documents Ca Resources 6/14/2010 12:06 PM aastsharepoint admin
Lists

= Calendar

= Conkacks

= Tasks

= ¥HS Administration

3 Click the Resources folder to see a list of Resource documents that you can view, such as the
ABC Healthcare SharePoint Site User Guide, and the ABC Master Staffing Toolkit.

<2l Shared Documents - Microsoft Internet Explorer

2 2 ¥ o i N
© File  Edit  Wiew Favarites  Tools  Help : eaack - J \ﬂ @ © Address |@|—¢tp:ﬁabc.go-abchearthcare.com.fXHsfshared%zoDocumenv|Go ",'

XHS SharePaoint Site Wielcom e abe_KathleenHamitton * | @ ~

‘ér:el Healthcare [7his ot =] | 2]

XHS SharePoint Site

Legacyof eveeilence. Tradition of care,

Horne @
ABC Healthcare - ¥eel Healthcare SharePoink Sike = ¥HS SharePoink Site > Shared Documents > Resources

| ;—"j Shared Documents

Wiews all Site Content: Share a document with the team by adding it to this document library.

Documents e * Upload = | Ackions ~ Yigw: | All Documents -
D UmEiEEs Type  Mame Madified ) Modifisd By

O St PEEmERE |1 ABCHealthcare SharePaint Site User Guide 7I5iZ010 1:19 PM aas_KathleenHamiton

Lists (1  ABC_MASTER STAFFING TOOLKIT 7I5I2010 1:26 PM aas_KathleenHamiltan

= Calendar

= Conkacks

= Tasks

= #HS Adminiskration

Rev. 04-30-2014 ABC Healthcare SharePoint Site User Guide Page 11 of 22
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Viewing the Calendar

Users also share several Lists, such as a Calendar.

1 In the navigation panel, click the Calendar link to open a calendar for the current month, where
you can view scheduled events.

A Calendar, - Microsoft Internet Explorer

File  Edit  ‘iew

Favorites

Tools  Help

Q- O X3

Address | [gixie] ,f,’abc.g:u-at-:l“ealth:are.com,f:(HS,’LisEfCaIendar,’calenv| Go ""

XHS SharePoint Site

Harne

Legacyof exceilence. Tradition of core,

6{3] Healthcare

Wielcom e sbc_KathleenHamitton = | A

[This List =] |

A

N
EE

AEC Healthcare - XHS SharePoint Site = Calendar

Calendar

L] 2010 3
Jan Feb Mar
Apr May Jun
Jul Aug Sep
Ok Ty Dec

Today is
Tuesday, July 06, 2010

Use the Calendar list to keep informed of upcoming meetings, deadlines, and ather important events,

Mew = Actions =

Wiew:  Calendar -

Sunday

€ 3 July, 2010

Monday

Tuesday

Expand all

Wwednesday

Collapse all

Thursday

[I]Dpay [7]week [31] Month

Friday

Saturday

27

28

29

30

Wiews Al Sike Content:
Documents
= Invnices

= Shared Documents

Lists

= Calendar

= Contacts

= Tasks

= 2H3 Administration

Discussions

Sites

People and Groups
Site Hierarchy

[# [ 3] Invoices

(4| 3] Shared Documents

E Announcements

Hl alendar
-

9

10

11

2:00 PM
¥cel Scheduling
Excellence Demo

12

14

15

16

17

18

19

20

21

22

23

24

B
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2 To view details for a scheduled event, click the event.

3 3 » F .
© File Edit ‘iew Favarites Tools  Help eBack - \_/J \ﬂ \g §Address|http:,l',l'd:-c.go—abchealthcare.com,l'XHS,l'Lists,l'CaIendar,l'DispFormV|Go .’"

XHS SharePoint Site Wielcom e abe_KathleenHamitton = |

Aécel Healthcare [This st =] | 2

Legacyof exceilence, Tradition of care.

Harme iuﬁ
AEC Healthcare - XHS SharePoint Site = Calendar = ¥cel scheduling Excellence Demo

Calendar: Xcel Scheduling Excellence Demo

Close

= New Item jEdit Itern | P Delete Itern | Alert Me | Export Event

Title ¥cel Scheduling Excellence Derno
Location

Start Time 7/9/2010 2:00 PM

End Time 7/9/2010 5:00 FM

Description

All pay Event

Recurrence

Workspace

Created at 7/S/2010 1132 PM by aas_KathleenHamilton Close
Last modified at 7/5/2010 1:32 PM by aas_KathleenHamilkon

Viewing Contacts

Users also share several Lists, such as a list of Contacts.

1 In the navigation panel, click the Contacts link to open a list of Contacts for your SharePoint Site.
Contacts are listed by Product, Office, Phone, and Email Address.

) Contacts - Microsoft Internet Explorer

2 2 3 i .
© File  Edit  Wiew Favorites  Tools  Help OBack - J \ﬂ \g §Address|http:,‘,‘abc.g:-ab:f‘ealt‘r‘l:are.comﬁ(HS,‘LisE,‘Cmtacis]ﬂJlIta‘nv|Go ""

XHS SharePoint Site Welcom e abc_KathleenHamitton ~ | @ L

‘§r.'ef Healthcare [7hi et =] | 2]

Legacyofex . Tradition of care,

Home:

ikl
ABC Healthcare - ¥HS SharePoint Sike = Contacks
8 | Contacts

Wigw All Site: Conkent Contacks

Documents Mew +*  Actions * Wiews: | All contacts -
® Invoices Product Cffice Telephone Mumber Ext, E-mail Address

gicbaredboctinents ABC Payrall Msg Line ! rew Corporate Office B00-737-8661 Yoice Mail

Lists ABC[EHS Bus Owner 1 HEw Corporate Office B800-737-8661 1690  katewkongig@abchealthcare com

= Calendar Clinical Lisisan | HEW Corporate Office 800-737-8661 1605 michaeltimmeri@abchedthcare. com

D G Credentialing ! vew Derver OFfice HR. OFffice 500-544-2208 2193 brad.austin@abchealthcare.com

2 To send an email to a Contact, click the E-mail Address to open an email with the “To” address
already filled in.
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Viewing People and Groups

People and Groups is a list of each user Group in your organization—and your parent organization,
ABC Healthcare—with their Job Title and Department.

You can view People in any Group that you belong to. In the navigation panel, under Groups, there is
a link for each Group: Members, Owners, Visitors, Users, Task Administrators, and a group for
each Facility in the SharePoint Site for your facility.

1 In the navigation panel, click the People and Groups link to open a list of People in the first
group in the list: Members.

Members have permissions to Read and to Contribute content to their SharePoint Site.

2 People and Groups - Microsoft Internet Explorer |Z“E”g|

H : »
© File Edit  Yiew Favorites Tools  Help Back = J »* : Address :ffabc.oo-a 3l thare.com, is ontac “ Go I -
: Fil d | | : k > = : Add http: fiab bchealthe. PHS Lis tsf Contactsfal | Thern = ""

XHS SharePoint Site Wiglcom e abe_KathleenHamitton - | @ =

Xcel Healthcare
Legacy of eveellence. Tradition of core.
Home  pEHS
T
ABC Healthcare - ®HS SharePoint Site = People and Groups

People and Groups: XHS Members

Groups Use this group ko give people contribute permissions to the SharePaint sike: ¥HS
= #H3 Members Actions * Settings * Yiew:  Detail Yiew -
D B CmErs Ch @ Marne Job Title Dieparkment
= ¥HS Yisitars .
- = abc_KathleenHamilton
u HHS Users )
= #H3 Task Administrators o
= Arimathea Regional
iosaialllers — - | abc_MichelleLindgren
= fssisi Medical Center @]
Users & 3
= Cornelius Hospital Users
= zood Samaritan Hospital - .
e — o adminkasksuser
= 1C Memiorial Medical D
Center Lsers
= Mare...
- . fredjefferson
All People :@
Wiew Al Site Conkent
Documents — = — gregsimson
= Invoices &
3
= Shared Documents
Lists m
- == perrycastle
® Calendar )
= Conkacks O 3
—

Rev. 04-30-2014 ABC Healthcare SharePoint Site User Guide Page 14 of 22



C Healthcare  SparePoint Site User Guide

Passion for quality. Commitment to care.

2 To view People in any other Group that you belong to, click the link for that Group in the naviga-
tion panel. For example, click Users.

Users have permissions to Read content on their SharePoint Site.

‘& People and Groups - Microsoft Internet Explorer |:”§”g|

£ o » I .
. File Edit  iew Favarites  Tools  Help - eBack - \_) |ﬂ @ §Address|http:Habc.g:-ab:f‘ealt‘r‘l:are.comf)(HSfLisEmetacisfﬂJlIta‘nv|Go ""

ABC Healthcare - XHS ShareFoint Site

6{3] Healthcare

Wiglcom e abc_KathleenHamitton = | @ b

Legacy of exve

Harne @

mee. Tradition of care,

ABC Healthcare - XHS SharePoint Sike = People and Groups
People and Groups: XHS Users

Groups Use this group to give people read permissions bo the SharePaint site: ¥HS
= ¥HS Members

= ¥H3 Owiners

= ¥H3 Yisitors

= ¥H3 Users

= #H3 Task Administrators

Actions = Settings = Yigw: | Detail Yiew =

r__] o ) Marne Job Title Deparkment

abc_KathleenHamilton

= Arimathea Regional
Hospital Users

abc_MichelleLindgren
= dssisi Medical Center

Users

= Cornelius Hospital Users

= GGood Samaritan Hospital
Users

3 If you click a Group that you do not belong to, a message says that “You do not have permission
to view the membership of the group.”

Owners have permissions for full control of their SharePoint Site.

A People and Groups - Microsoft Internet Explorer |:||§|r>__(|

4 . o ¥» — I.-' .
© File  Edit  ‘iew Favartes Tools  Help - @Back - \J |ﬂ @ §Address|http:,‘jabc.g:-ab:f‘ealt‘r‘l:are.comﬁ(HSjLisEmetacis]ﬂJlIta‘nv|Go "'

ABC Healthcare - XHS SharePoint Site

6{3] Healthcare

Legacy of exceilence. Tradition of care.

Wielcom e abc_KathleenHamitton - | @ =

Harne @

ABC Healthcare - ®HS SharePoint Site = People and Groups

People and Groups: XHS Users

Groups Use this group to give people Full control permissions ko the SharePoint sike: xHS
= 3HS Members

= #¥HS Cwners

= ¥HS Yisitors

= ¥HS Users

= %HS Task Administrators

Yigw: | Dekail Yiew i

‘fou do not have permission to view the membership of the aroup.
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Updating your Email Address

if you want to subscribe to email alerts, you need to verify that your email address in your SharePoint
Personal Settings page is correct.

1 To view or update your email address, click the Welcome arrow to open a drop-down menu, and
select the My Settings link, which opens the Personal Settings page.

|Welc0me abc_kathleenHamilkon -

My Settings ~I.|'ﬂ
& Update your user information, L

reqional settings, and alerts,

Sign in as Different User
Login with a different account,

Sign Out
Logout of this site,

Personalize this Page
@ Add, remove, or update Web Parts on
this page.

Change Password
Change vour passward

The Personal Settings page opens.

<} Personal Settings - Microsoft Internet Explorer,

3 2 3
© File Edit Wew Favorites Tools  Help eBack - 0 - \ﬂ @ © Address ht‘D:."."abt-gﬂ-abthea|thcafE-C0m."_|aVUUtS."USBFdiSP-aSPX?FDFCE=TV|Go ""

XHS SharePoint Site Wielcom e abe_KathleenHamitton + |

6{31 Healthcare

Legacy of excellence. Tradition of core,

Haorme EHS
I
BEC Healthcare - ¥HS SharePaint Site = People and Groups = User Infarmation

User information: abc_KathleenHamilton -
aspnetsqlmembershipprovider:abc_kathleenhamilton

Close

jEdit Itern | My Regional Settings | My Alerts

Account aspnetsglmembershipprovider: abe_kathleenhamilton
Name abc_kathleenhamiltan

E-Mail kathleen, hamil ton@abchealthcare .com

About Me

Picture

Department

Job Title

SIP Address

Created at 2/8/2010 1:32 PM by abcksharepointadmin Close

Last modified at 6/14/2010 12:40 PM by abctsharepointadmin
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2 Click the Edit Item link.

The Edit Personal Settings page opens.

<) Edit Personal Settings - Microsoft Internet Explorer |-_||E|[g|
3 3 » ] )
© File  Edit  Wiew Favorites  Tools  Help e Back - J \ﬂ @ | Address http:,l’,l’abc.go-abchealthcare.com,l’_Iawuts,l’usera:lit.aspx?Force=TV| Go ""
KHS SharePoint Site Wyelcom e abe_KathleenHamitton ~ | @ )
Xcel Healthcare

L egacy of excellence, Tradition of care,

Harne iﬁi

AEC Healthcare - HS SharePoint Site = People and Groups = User Information = Edit Personal Settings ™
User Information: abc_KathleenHamilton -
aspnetsqlmembershipprovider:abc_kathleenhamilton
oK | Cancel
I attach File
Account aspnetsglmembershipprovider:abc_kathleenhamilton
Name * |abc_kathleenhamilton
E-Mail |kath|een.hamilton@abchealthcare.com
About Me
Picture Type the web address: (Click here to test)
|http s
Type the description:
|
Department |
Job Title |
PR ]

3 In the E-Mail text box, type your email or your correction.

4 Click OK.
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E-mail alerts are available when new information is posted or current information is updated.
You can subscribe to email alerts for new invoices, new shared documents, new announcements, new
calendar events, new contacts, and new links.

If you want to subscribe to email alerts, you need to verify your email address in your Personal Settings page.

1 To create an email Alert, click the Welcome arrow to open a drop-down menu, and select the My
Settings link, which opens the Personal Settings page.

<} Personal Settings - Microsoft Internet Explorer,

a . »
© File Edit  ‘iew Favarites  Tools  Help e Back - 0 - \ﬂ @ Address| hth::.l'.l'abc.go-abchealthcare.com,I'_Iay\:uts,l'userdisp.aspx?Force=Tv| Go ""
XHS SharePoint Site Wielcom e abe_KathleenHamitton + | @
Xcel Healthcare

Legacy of eveeilence. Tradition of care.

Home | ZHS
i |
ABC Healthcare - ¥HS SharePoint Site = People and Groups > User Information

User information: abc_KathleenHamilton -
aspnetsqlmembershipprovider:abc_kathleenhamilton

Close

jEdit Itern | My Regional Settings | My Alerts

Account aspnetsglmembershipprovider; abc_kathleenhamilton
Name abc_kathleenhamilton

E-Mail kathleen. hamil toni@abchealthcare .com

About Me

Picture

Department

Job Title

SIP Address

Created at 2/8/2010 1:32 PM by abctsharepointadmin Close

Last modified at 6/14/2010 12:40 FM by abctsharepointadmin

2  Click the link for My Alerts.
The My Alerts page opens.

AHS SharePoint Site welcom e abc_KathleenHamitton |
Xcel Healthcare
Legacy of excellence. Tradition of core,

Home @ XHS
I
ABC Healthcare - XHS SharePoint Site = People and Groups = User Information = My alerts on this Site

My Alerts on this Site

Use this page to manage the lisk of libraries, files, lists, and items For which vou receive alerts, Mote that some alerts, such as syskem generated task alerts, do not
appear on this page, Click the name of an alert to edit its settings,

=i add alert | K Delete Selected alarts

alert Title
There are currently no alerts to display,
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3 Click the Add Alert link.

The New Alert page opens.

Notice that you can create alerts for new Invoices, Shared Documents, Announcements, new
Calendar events, new Contacts, new Links, and new Tasks.

2 New Alert - Microsoft Internet Explorer

A JE ESE
File Edit iew Favorites Tools  Help @Back - l\) @ @ i.ﬂddress| hittp:f fabe.go-parallon.com | _layoutsfSubChoosaspx?

-
rome_

ABC Healthcare - ¥HS SharePoint Site = People and Groups = User Informakion = My Alerts on this Site = Mew alert

New Alert

Use this page to select a lisk or library to be alerted about, Alerts are a great way to stav updated as items are added, changed, or remaved, Yiew my existing alerts
on this site,

Choose a List or Document Library

Select a list or document library thak you want to keep track of, You may also view & @ invo!ces View this lisk
the contents of a list and then track one of the individual items, After creating an =S (B

alert, wou'l receive e-mail notifying you of changes,
¥ gy s ¢~ |G Shared Documents

Share a document with the team by adding it to this
document library, iew khis list, ..

¢~ [E Announcements
Use the Announcements list ko post messages on the home
page of your sike, View this list. ..

¢~ [E8 Calendar
Use the Calendar list to keep informed of upcoming
meetings, deadlines, and other impartant events, Yiew this
ligky.,

¢~ 88 Contacts
Contacts Yiew this list. ..

¢ [=] Links
Use the Links list for links to Web pages that wour team
members will find interesting or useful, Wiew this list, ..

¢~ [ Tasks
Use the Tasks list ko keep track of work that wou or your
team needs ta complete, Yiew this lisk. ..

¢~ [&] #H3 Administration Tasks

Use the Tasks list ko keep track of work that vou or your
team needs to complete, Yiew this list, .,

Mext I Cancel
|

4 Select the Invoices option.
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5 Click the Next button. The details page opens, where you can define:
e Exactly when you want to receive alerts.
e For what types of changes.
e How frequently you want the alerts sent, such as immediately, daily, or weekly.
If you select daily alerts, you need to define the time of day you want to receive the alerts.

If you select weekly alerts, define the day of week and time of day to receive the alerts.

When to receive alerts: Immediately, Daily, or Weekly.
Change Type: All, Added items, Modified items, Deleted Items, or Web Discussions.
Changes by Someone else: Someone else changes a document, Someone
changes a document I created, or Someone changes a document I modified.
2 New Alert - Microsoft Internet Explorer [= 2]
B 3 i E3E
© File  Edit  Wiew Favorifes  Tools  Hefp @ Back - Q @ @ ! Address | http: |} /abe go-abchealthcare.com || avouts/Subh ew, sspxrLisk="%: | Go 31.
] ] Y| |
Alert Title -
Enter the title Fdr this alery. This is included in the subject of the e-mail notification IIIWDICES
sent For this aledt.
Send Alerts T E-mail address:
This alert will befsent ko the e-mail address indicated. kathleen. Hamitonz@hcahealthcare, com
Change Type Cnly send me alerts when:
Specify the bype of changgs that wou want to be alerted to. o dhemaEs
" Mew items are added
" Existing items are modified
" Ttems are deleted
" web discussion updates
Send Alerts for These Changes Send me an alert when:
Specify whether ta filker alerts based on specific criteria. You may also restrick & )
vl slerts to anly incude items that shaw in a particular view, Anything changes
€ Sameone else changes a documnent =
" Someone else changes a document created by me
" Someone else changes a document last modified by me
When to Send Alerts
Specify how Frequently you want to be alerted, @ send e-mail immediately
 Senda daily summary
" Send a weekly summary
Time:
IWednesday_vI |4:DD [ | L
oK Cancel w|
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6 Click OK to save the new alert.

The alert that you just added appears on the My Alert page, showing the Frequency you select-
ed.

Alerts are grouped on this page according to Frequency: Immediate, Daily, or Weekly.

-3 My Alerts on this Site - Microsoft Internet Explorer [ZI[EI[‘S_TI

H . ¥»
© File  Edit  Wiew Favorites  Tools  Help eBack M =P | \ﬂ \ELI §Address| http:f fabe.go-abchealthcare com)_|ayvouts/MySubs.aspe v|Go "'

XHS SharePoint Site Welcom e abc_KathleenHamitton ~ | @

{jﬂf Healthcare

|Legacy of exceilence. Tradition of care,

Home | ZHS
S
ABC Healthcare - ¥HS SharePoint Site = People and Groups = User Informakion = My Alerts on this Site

My Alerts on this Site

Use this page to manage the lisk of libraries, files, lists, and items For which you receive alerts, Mote that some alerts, such as system generated task alerts, do not
appear on this page. Click the name of an alert to edit its settings.

=i Add alert | ¥ Delete Selected Alerts
alert Title
Frequency: Immediate

r Invoices

You also receive an e-mail confirmation that the new alert is created.

Logging Out of the SharePoint Site

Whenever you exit your SharePoint Site, do not click the Close button. Instead, you should Sign Out.

Sign Out of the Sharepoint Site when you leave your work station, because your User Name and Pass-
word give you—and no other user—permissions to view site content and to perform actions.

1 Click the Welcome arrow to open the drop-down menu, and select Sign Out.

|Welcome abr_KathleenHamilkon -

My Settings
\%’ Update vour user information,

regional settings, and alerts,

Sign in as Different User
Login with a different account,

Sign Out
Logout of this site, @
Personalize this Page

@ Add, remove, or update Web Parts on
this page.

Change Password
Change vour passward

The Sign In page with a Sign In link re-appears.

Sign In|
[This site =] | ﬁ

2 Now, you can click the Close button to exit your SharePoint site.
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In this user guide, you learned how to:

Access the ABC Healthcare SharePoint Site and Sign In with your assigned User Name and tem-
porary Password in order to access the SharePoint Site for your own facility.

Change your Password.

View read-only information on the SharePoint site for your own facility, such as Invoices and other
Shared Documents and Resources.

View a Calendar and a Contact list.

Edit your Personal Settings, such as your Email Address.

Subscribe to Email Alerts for new information or updates, such as invoices.
Sign Out of the SharePoint Site.
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