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Clinical Administrator Role

A Clinical Administrator in AFHCAN is a user role that can manage other user roles, groups, and workflow with only

minimal need for IT support. Clinical Administrators are responsible for ensuring that any new users they create in

AFHCAN understand best practices for working in a secure health system.

Create a new provider

1. Search for provider
Note: search active &
inactive providers first

2. If not found click “Create
New Provider”

3. Fillin required fields and
save

Edit or Inactivate provider
1. Search for provider
2. Click “Edit”

3. Select the “Edit Provider”
tab and edit as appropriate

4. Toinactivate, scroll down to
“Active” and check “No”.
Warning: make sure users to
be off boarded do not have
any cases in mailbox
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Update user information
1. Search for provider
2. Click “Edit Provider”

3. Edit as appropriate

2. Click “Edit”

Reset user passwords
1. Search for provider

3. Click “Change Password”

4. Input new password information.

Provider Record

Personal Information
* First Name: [Tost
Miciclle Indtial: [
* Last Name:
* SuffvDegres: [ |

NP1/ Billing 1D: [

[English (United States) |

Language:

* required fleids
el ) s i

Provider Record
* required fefds

Change Password
Username:

" New Password:

next login

Edit Provider | Case Opti

- - Signoture  Group Membership

* Confirm New Password:

Force password update upon el

user
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Create a new group Grougs
1. Search for group (:Gwm M'?"Wg S —
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3. Fillin group information fields | & —— b $ioca Qe
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Reactivate & Inactivate groups g Seach umt-m
I e
1. Search for group Group Lt
2. Select “Edit” o
3. Select “Yes” or “No” in the =
“Active” field. T
Add or Remove Users from Group
1. Search Group = m.‘::“:w“
2. Select “Edit”
3. Use the arrows to add or
remove users
Move a Case
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