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Getting Started

This is a sample tutorial designed to give you a good understanding of how
iIdMANAGE™ functions. During the four sample lessons, you will learn
how to:

e Use the powerful Search Screens to locate and report information
e Use the HR Sync to populate your information for the first time

e Create Applications

e Create Profiles — define what your users are authorized to access.
e C(Create accounts (individual and batch mode)

Conventions Used in this Document

This Represents

1.2.3. Major Steps or high-level instructions.
Detailed instructions under a major step that you

[ Text need to follow.

Press [Button] Instructions to click a button the screen.

Bolded Italicized When you need to type information

Text

Bolded Text Important Information

Note: Additional information about the topic or
procedures.

Tip: Helpful information about a topic or procedure.
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Lesson One — Overview

Signing into idMANAGE™

1. Launch idMANAGE™, The login screen will appear.
2. Enter your username and password:

Your username is Demo

Your password is also Demo

Click [OK]

The Main Screen will display.

Lavout of the Main Screen.

There are three parts to the main screen:
e Main Menu— The main menu is displayed as vertical buttons on the
left side of the screen. You will access modules from the Main Menu
e Sub Menus — Sub Menus are displayed as horizontal tabs across the
top
e Options — Options are buttons displayed on each sub menu.

Sub Menus

i 1 v idMaNAGE
E ALDCUE ManagET Srnourts .,n.;\n:url:llla.nhgna-\.c\el
=
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DTy et \
.5 Crenila Orm Accourd Gpuﬂ]ls
E | Ent kIAAMEGE | Create Scoounks by Exich
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Lesson Two - Search Screens

Before we get started, it is important for you to know how to use the Search Screens.
Search Screens are used throughout idMANAGE™. They are powerful forms that allow
you to search, create, count, report, and work on existing information.

For this exercise, we will use the Search Screen in “Work on Accounts” but the principals
learned follow all of the Search Screens.

NOTE: The pictures in this section show more accounts than you will actually have in
your demo application (at this time) so that you can get a better understanding of how the
Search Screens work. You will begin with two accounts but this number will increase as
you complete the lessons in this tutorial.

1. Open the View Accounts Search Screen:

L] From the Main Menu, click [Account Manager]|. The Account Manager’s
submenus appear. There are two tabs: Accounts and Accounts Maintenance.

Account Manager Accounts lﬁ\c:c:cuunt Maintenance

Employee Manager

Policy Manager

Create One Account
Reports

Maintenance Create Accounts by Batch

Exit idMAMAGE

] On the Accounts tab, click [Work on Accounts]. The “View Accounts
Selection Form” is displayed.
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1t View Accounts - Selection Form |_.. | [
i || [ame | Uselame [ HR Mumber | Campany |
Enter Search Critersa ... Lm ALBERTC Ikghyhh P Development

i |__|Adotte, Carey 5 CEALOTTE 1021 Point Mountain Medical Center

Slatus:  [Aclive Bl | |Anderson, Aimes AANDERS 34232 Point Mountain Medical Center

Urigue 1D: | =1 || |Andrew, Donald DANDREW 1250 Point Mountain Medical Center

HName: | = | 1 Blev, Chuck Charles CCBEV 1268 Point Mountain Medical Center

User Mot | = Bnighton, Samson SBERIGHT 51 Pomt Mountain Medical Center

) | Brone, Tom TBRONE 1267 Point Mountain Medical Center

i: | 4 || Brown, Tommy TBROVYN 1256 Point Mountain Medical Center

HR Number | B || Chips, Fasty FCHIPS B547 Point Mountain Medical Center

Profile 1D | S eat EII I ah EI =] || Thrasher, Anne ATHRASH 1257 Point Mountain Medical Center

Proie Desciplion: | =] Winters, John WINTERJS 69585 PM Development
Compary: | =]
Depariment | i |
Job Tille: ] |
Manager | =1
Cieated sz of | i |
uchived as of | =
i Clear HNew
Se | Filter Account Qose
Print
Report
Record: I‘tlq | 1K bll"ldf:ll{ﬂbefd)
Command Bar e praro

Selection Forms are divided into two panels. The left panel contains your search
criteria and the right panel contains your search results.

Search for Existing Accounts

To search for information, enter your search criteria in the left panel and click
[Search]. Your results will be displayed in the right panel.

To enter the search criteria.

L] Click in the field that you want to search on. Select your criteria from the drop
down box.

L] Click [Search]. Your results will show in the right panel. You will notice that
there is a record count at the bottom of account listing. This is a very quick and
easy way to see how many accounts meet your selection criteria (i.e. how many
active accounts are tied to a company.
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[J You can print a report based on the reco

if you need to get a listing of users for a
The print button is located on the comm

rds you selected. This is very convenient

particular profile, company, job title, etc.
and bar.

Clear New
EEﬂmh‘ Filter ‘ Account Hlverz
Print
Report

O To open a record, single click on the first field of the record that you want to

view.

L Dame

| UserName | HR Number |

Company | Dept Mz

:{ Snderson, Amy LANODERSD

| Atoes, Tormn ATOES

. Barton, Herta HBARTOM

_CaISmngle click on na
haovie

B Krermer, Do@d

Peaux, Winnie

- Sholes, Beth BSHOLES
. Swannie, Jon JEWVEARNIE
Thrasher, Jimmy JTHRASHE

it t&l@gccouggg.

8214 Paint Mountain Medic Administr
8214 Paint Mountain Medic Accountin
3214 Foint Mountain Medic Informatio
qzriémtmumain Medic Accountin
5214 Point Mountain Medic Administr:
Point Mountain Medic Administe:
Paint Mountain Medic Infarmatio
8214 Paint Mountain Medic Accountin
3214 Foint Mountain Medic Human R
5214 Paint Mountain Medic Administr:

The user’s account record will be displayed.

We will cover this screen in Lesson 6.

2. Click [Close] to close this page and return to the main menu.
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Lesson Three — HR Synchronization

HR Synchronization is a very powerful tool that allows you to stay on top of your
company’s employee changes. It identifies new hires, transfers, terminations, name
changes, new departments, new job titles, and new positions. We also use it to populate
your employee information for the first time.

In this lesson, you will learn how to use HR Sync to populate idMANAGE™ with your

employee information.

1. The first task you will perform is to import the HR Sync file.

[ From the Main Menu, click the [Employee Manager]| button. The Employee
Manager submenus appear.

SETEL R AR Employee Infurmatiul HR. Synchronization

‘ Ermployes Manager

Import HR File

Paolicy Manager

Wien HR. File
Maintenance

Exit idMAMAGE Syhchrorize

Print Reports

[ Click on the [HR Synchronization] tab.

L] Click [Import HR File] button. You will be asked if you want to import the
new file.
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[ Click [Yes]. A window will appear asking you to locate and select the file.

Browse to c:\program files\idMANAGE directory.
Select dailyimportSmalll.txt file.

- Please choose a file...

Laok in: |l‘f} Demo j £ E-

i notes
L\g' I_ =| Dailyimportsmalll .kt

My Recent [Z DailyimportSmallz
Diocurents

€

Desktop

My Documents

Fdy Computer

bl Meetuwaark, File: narne: || j Iﬂl

Places
Files of type: | Text Files [ txt] ﬂ Cancel
.

d

The file will import. A message will be displayed once complete.

2. Verify that the import was successful. You should always verify the file imported
correctly before beginning the Synchronization process. This is especially important
when you are first starting to use IdMANAGE™ so you can verify that your import
table is correct.
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[ Click [View HR File] button. Your import file will be displayed in a spreadsheet
format.

Account Manager

Employee Information  Sync Employees with HR

Ermployee Manager
Import HR. File

| Profile Manager

Wieny HR. File
Repaorts

ﬂ Mairtenance Syrichronize
| )
Exit idMaMNAGE by

Seseze

When viewing the HR File, you want to make sure that the columns match the headings
and that the data imported correctly. If there is a problem, you can correct the import
file and then re-import the file.

Print Reports

CompanylD | DI¥ | UniquelD | HRMumber | DOB | Dept | DeptMame | JobNumber | JobTitle

1 1 123456789 1276 6/211954 6145  Accounting 965581 hanager - Accounting
1 1 12452512 8100 572711958 6417 | Nutritional 532152 Cook

1 1 124854532 1291 7251975 6145 Accounting | 96581 Accountant

1 2 125120231 32512 2/5/1958 B145 | Accounting  B5475 Business Analyst

3. You are now ready to synchronize idMANAGE™ with your HR file.

L] Click [Synchronize] button. The "Synchronize with HR" form appears. Your

demo company name Point Mountain Medical Center will be displayed at the
top of the form.

1dMANAGE™ matches based on the [CompanyID] in your import file and the
[Company ID] in your company form.

[ Click [Start] button to begin the process. The progress will be displayed on the

form as it is processing. The results will be displayed once the process is
complete. Buttons will be displayed next to each item that has new entries.
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Bl Synchronize with HR

Company :  Point Mountain Medical Center

Ready to Process Check for New Persons

Ready to Process Check for Name Changes

Ready to Process Check for New Job Titles

Ready to Process Check for New Departments

Ready to Process Check for New Departmental Positions
Ready to Process Check for New Employees

Ready to Process Check for Transfers

Ready to Process Check for Terminations

Close Form

4. When the synchronization is finished, a button will appear next to each item when

new information has been added. Click the button(s) to view/print the reports.

«(* Synchronize with HR

Company : Point Mountain Medical

New Persons |...77 of 77 Complete (100%:) Persons - Click Here l
Name Changes [ .77 of 77 Complete {100%)

New JobTitles |...62 of 62 Complete (100%) Titles - Click Here ]
Mew Departments | .25 of 25 Complete (100%) Depts - Click Here ]
MNew Positions |...68 of 68 Complete (100%) Positions - Click Here ]
Mew Employees | 77 of 77 Complete [100%%) Employees- Click Here ]
Terminations J .77 of 77 Camplete (100%:)

Transfers ]Cumpleted - Mo Transfers
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For this exercise, we have five reports:

1. Persons — Lists the new people entering your company who may/may not need
access.

2. Titles — Lists any new job titles.

Departments — Lists any new departments added in your HR system.

4. Positions — This is an important report. It lists any new positions added. You
should contact the manager of the position to determine if a profile can be created
for the new position.

5. Employees — Lists the new employees and what position.

(98]

Other reports that will appear when there is information include:

1. Name Changes — Lists any name changes so that you can change the name in your
systems.

2. Terminations — Lists the employees who no longer work for your company. You
will use this report to remove users from your systems.

3. Transfers - Lists any persons who have transferred in your company from one
position to another. You will use this report to add or remove access based on the
employee’s new position.

5. Click [Close Form] when finished. Do not worry if you fail to print a report, you can
click on “Print Reports” to print today’s reports as well as any past reports.

APEALTIE FErE B2 Employee Infarmation  Sync Emplovees with HR

Ermnployee Manager

Import HR File
Profile Manager
Wie HR. File
Reports
Maintenance Synichronize

Exit idMANAGE

Frint Reports
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6. Please spend some time reviewing the new information that was added to
iIdAMANAGE™., I recommend that you look at the following screens:

L] Click [Employee Manager| / [Employee Information] to access the employee
information.

[] Using the principles you learned in Lesson Two, click on each of the buttons to
view the new information:

Companies

Job Titles
Departments
Department Positions
Persons

Employees

Account Manager

Employee Information | Sync Employees with HR

Erployes Manager

Comparies
R Persons

Profile Manager

Job Titles ErloiEts
Reports picy

Maintenance Departrnents

Exit. idMANAGE

Departrent Positions

L 2 (2 (0
End of Lesson Three
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Lesson Four — Build Your Applications

Applications allow you to inventory your applications, application ownership, and the
different access levels (a.k.a. positions) for an application. This information helps you to
keep track of who is responsible for the application and who can approve access to the
application.

Build Your Applications

1. Open the Application Selection form.

[J From the Main Menu, click [Profile Manager] button to display the
submenus. The Profiles tab appears.

Account Manager

Ermployes Manager
Applications
Profile Manager
Profiles
Reports

Maintenance

Exit idMANAGE

L] Click [Applications] button. The Application Selection form appears.
From this screen, you can either 1) edit an existing application by clicking
on the application name or 2) create a new application. In this exercise,
we will create five new applications.
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1. Create New Application

O Click [New App] button.

(+ Selection Form - Applications

Lnter Search CHtens ..

Application [ MName | Install Date [ Expire Date_|

Application | 1]
Responsible Party: | =
Status: | |
Clear New
s h L B c
e— Filter App e

Chovie, Anne 2/16/2004

Record: 4] < I 1 bk erifof1

- LHCK an A

ter pen 4

The Applications form appears.

Save |

Undo

Drgleste | Close: J

Application |

Application 1D: [Autohunber)

Responsible Party: |

=] Install Date:  |5/2372004

Primaiy Approves: |

<]  Eupire Date: |

Descriplien:

idLINE: =

Position

| Print on Statement | 10| idLINIK Position |
=

mbe
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3. Fill in the following fields:

Application - This is the name of the application. This name will appear in your
accounts, policies, and reports.

Type Intranet
Responsible Party- This is the person who has ultimate responsibility for this
application. This person could also oversee the daily operation of the application
to ensure that is being used correctly.

From the drop down box, select Asforth, Terri.

Primary Approver - This person has the authority to approve who has access to
the application. This person could be the same as the Responsible Party.

From the drop down box, select Ashforth, Terri

Description - Enter a brief description of the product. It is recommended that you
include the function and purpose the system.

Type This is the company's Intranet system. All employees are
authorized to have access to this system.

Install Date - This is the date the application became active. It defaults to the
current date but you can change this if you need to by typing over it. This field is
informational only. It keeps track of when the application was implemented.

iIdLINK —If there is a link to this application, this section will be completed by
your System Administrator. Checks next to Add, Modify, Delete, and Audit

identify which of the link functions are available.

idLINK is not active in the demo so we will not be using it.
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Position - Enter in the different access levels for the application. Access levels
can be referred to as positions, roles, groups, or security classes. These are the
different access levels that you can assign a user in the application. Examples for
an accounting system may include Accountant, AP Clerk, AR Clerk, Cashier,

etc...
idLINK: [
Fositiop | Print on Statement |
Li End User
e

1. In the first row of the positions section type: End User
2. Press [TAB] to move to the next field “Print on Statement”.
3. Click the check box to indicate “Yes”. This will allow the application to

print on the user’s access report. There may be some applications and/or
positions that are for your information only and you do not want them to
print on the user's access report.

User’s Access Report
Point Mountain Medical

Accourt Listing Thursdaw, Jlwz2, 004

Mane:  Corolla, Kara F— ?

HRthrber:  HR2EG4 ActiveDate: 7192004
Marna Point hourtzin hiedca

Cepattrrent:  Plant Managarment

JobTitle: Receptionist

Thizs form contans wur conidentd User Mames ard pasaword. Theyhawe been issued to wu zo that
wou may fulfil wour job resporsibiliies. Ris wour msponsibiityto ensure the codes remain conidential.
Please keep them ina =3k place. K ywou suspedt thatanyone has dscowemd ywour pasawond, wou must
change the password immedataly.

Bpplication Position Lzer Marne Fazsword Creaeate

I Wiork Orders Adrrinistrator kearala keoralla FHarng I

If checked, the Access Level will print here

Enter the next position:

1. In the next available row, type: Administrator

2. The next column “Print on Statement”, defaults to “Yes” which will allow
the Access Level to print on the User’s Access Report. Sometimes you
want to document access to a resource but do not want to print it on the
User’s report. In this case, you would uncheck this box.
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Your application should look like this picture:

«{+ Applications

Save I Undo | Delete I | Cloze ||

Application [M— il Dt B
Responszible Party: IAshfnrth, Tt - Manager Information Servicesrfo_~ | InstallDate: |7/14/2004
Primary Approver: [fshicrth, Ter - Manager nformation Services-Infa_~ | Expire Date:

Description: |This iz the company's Intranet system. Al employees are authorized to have aocess to this
aystem

idLINK: ™
Position [ Print on Statement
| #|End User
|| Adrminstrator
*

Record: I1! i II 1k |N |H€| aof 2

Click [Close] when you are done.
Repeat this exercise the next four applications
1. Application Name: Risk Master

Responsible Party: Ducky, Darryl
Primary Approver: Ducky, Darryl

Description: This is the company's risk management system to track

claims.

Positions: Risk Adjustor
View Only
Administrator

2. Application Name: Employee Self Service
Responsible Party: Chips, Fasty
Primary Approver: Dangles, Chuck

Description: This system allows employees to enroll in benefits, change
employee information and to review accrued benefits. All employees are

authorized to access this system.
Positions: End User
Payroll Clerk
HR Manager
Administrator
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3. Application Name: NT Account
Responsible Party: Ahsforth, Terri
Primary Approver: Ashforth, Terri
Description: Company’s Domain System.
Positions: End User

NT Administrator

4. Application Name: Email
Responsible Party: Ahsforth, Terri
Primary Approver: Ashforth, Terri
Description: Company’s Email System.
Positions: End User
Email Administrator

Click [Close] to close this page and return to the main menu.

‘ot

End of Lesson Four
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Lesson Five — Build Your Profiles

Profiles identify which applications and the access level that a job position should have
access to. When a new account is created, it checks for an assigned profile. If a profile is
found, idMANAGE™ will add all of the assigned applications and access level to the
user’s account.

For this exercise, we will two profiles. The first one is a Default Profile that will apply

to all employees. All employees should have access to the applications listed in a default
profile. We will also create a profile for our Vice Presidents.

Create a Default Profile

1. Create the Default Profile. Open the Profile form.

[ Click [Profile Manager]| Button on the Side bar Menu. The Profiles tab appears

Account Manager Priofilas
Ernployee Manager
Applications
Profile Manager
Priofiles
Reports
Maintenance

Exit idMANAGE

L] Click [Profiles] button. The Profile Selection screen appears. We will create a

default profile that will apply to all employees that work for Point Mountain
Medical.

L] Click [New Profile] button. The Profile screen appears.
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Print Report ‘ ‘ ‘ let ‘ Cloze ‘
Profile Heading Profile:  [AutoMumber)
Description: |
Owner: | =]
Company: | j

Create Date: 4/11/2004 [~ All Users

Positions l Applications ]

Sort By
+  Department " Position Title

Add ‘ Bemove

Postion 1D Dept # Job Title

Record: ]—

2. Fill in the profile information fields:

Description - The description should be representative of the positions linked to this
profile.

Type Default Profile
Other examples include:
e Lead Accountants
e Office Manager - Rural Office
e Administrative Assistants

¢ Director - Business Office

Company - This is the company that will use this profile. Only one company can be
linked to a profile.

From the drop down box, select the Point Mountain Medical.
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Owner - This person has the authority to make changes to this profile. It is usually
the department manager or the person who requested that the profile be created.
Select the owner’s name from the drop down box.

From the drop down box, select James, Kirk - Administration (Chief Executive

Officer).
Create Date - The date defaults to the current date. We will keep this date.
Click Default Profile check box. This will mark this as the company’s default

profile. Every user created for this company will be assigned the applications listed
in this profile.

Print Report | Delete | Cloze |
Profile Heading Profile: 1
Description: |Default Profile
Company: |F'|:uint M auntain Medical j
Owner: |J ames, kit - Adminiztration [Chief Executive Officer] j

CreateDate: | 7/14/2004 efault Profile

3. Add the applications that all of the company’s employees are authorized to access.

[] Since this is the default profile, only the Applications tab appears.

Applications

Add Bemove

Application / Position

[ Click [Add]. The "Add Applications" screen appears.

Applications l

‘ Add | Bemove

Application / Position
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[ Select the Applications -- You can select one or more application by holding
down the [CTRL] key to select multiple applications.

Select: Employee Self Service — End User
Intranet — End User

Profile Humbe: 1

Application: Emplopee Self Service - Adminiztrator

Employpee Self Service - End Uzer
Employee Self Service - HR Manager
Emplopee Self Service - Payrall Clerk,
Intranet - Adminztrator

flrtranet - End ser

Rizk b aster - Administrator
Rigk. b aster - Rigk Adjustar
Fizk b aster - Wiew Only

[] Would you like to update the users linked to this profile? Select "Yes" if you

want to add this profile to all users linked to the selected profile. Otherwise, you
should select "No" and the users’ account records will not be updated.

For this lesson, select No We do not have any accounts created yet.
[] Print on Statement? - Check this option if you want these applications to be
listed on the User Access Report.

4. Update the Profile-- Click the [Update| Button to add the positions to the profile.

Update Cloze Form

A message will be displayed when the update if finished.
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Your screen should look like the following:

Print Report | Delete | Cloze |
Profile Heading Profile: 1
Descnphion: |Default Profile
Company: |F'Dint Mourtain Medical ]
Owner: |James, Kirt - &dministration [Chief Esecutive Officer) ]

Create Date: F14/2004 [ Default Profile

Applications l

Add | Remove

Application # Poszition

Print on Statement

|Em|:u|n:uyee Self Service - End Uszer

=~

|Intranet -End Uszer

| ¥

5. Click [Close] to close the form.

=l




" Lesson Five — Build Your Profiles Page5-6

Create a Standard Profile

In this exercise, you will create a Profile for the Vice Presidents.

1. From the Profile Selection Screen, click [New Profile] button.
The Profile screen appears.

[ Fill in the following fields:

Description:  Vice Presidents
Company: Point Mountain Medical
Owner: James, Kirk- Administration (Chief Executive Officer)

[ Select the positions for this profile.

Click [Add].

Positions l Applications

Sort By
(¥ Department ©  Position Titls

Add Bemove

Postion ID Dept f JobTitle

The “Add a New Position” screen appears.
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Tip: You can sort by Job Title to easily

JobTitle < ——— yn
e locate all of the positions.

Policy Humber: 4

Position: | Accounting - Administrative dssigtant [28) ~
Accounting - Business Analpst [45]
Accounting - Manager - Accounting [B0)
Administration - Administrative Assiztant [26)
Administration - Chief Executive Officer [5]
Administration - Chief Operating Officer (7]
Adrinistration - Intern [39]

Administration - Regional Directaor [57)
Administration - WP of Buziness Services [48)
Adrminizgtration - WP of Clinical Servics [51)
Administration - VP of Information Services [8)
Admizzions - Admiszions Clerk, [45)

Admizzions - Manaager - Admizzions [44] b
Would you like to update the users linked to this Hold dawn the [CTRL] key
position? to zelect multiple pozitions.

& Yes © MNo

Update Close Form

[] Select all of the Vice President Positions -- You can select one or more position
by holding down the [CTRL] key to select multiple applications.

Select: Administration — VP of Business Services

Administration — VP of Clinical Services
Administration — VP of Information Services

L] Click [Update]

Your screen should look like the following:
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Print Report | Delete | Close |

Profile Heading Profile: 4

Description: |Vice Presidents

Company: |F‘oint Mountain M edical 2|
=]

Owner: |James, Kirt - Administration [Chief Executive Officer)
Create Date: 71542004 " Default Profile
Positions l Applications ]

Sort By
% Department ¢ Position Title

Add | Bemove

Postion 1D Dept / JobTitle
| @ |Administration[1 000] - WP of Business Services [B9587)

| 51 |Administration[1 000] - WP of Clinical Servics (S80041)

Led L] Led

| 58 |Administration[1 000] - WP of Information Services [95681)

4. Now you are ready to add the applications that the vice presidents are authorized to
access.

[] Click [Applications]. The "Add Applications" screen appears.
[ Click [Add]. The "Add Applications" screen appears.

[ Select the Applications -- All Vice Presidents should have access to Risk Master
and Email.

Select: Risk Master — View Only

NT Account — End User
Email — End Use

] Click [Close]. Click [Close] again to close the Profile screen.

NOTE: When an account is created for a vice president, they will receive all of the
applications in the Default Profile plus the applications in the Vice President Profile.

L (X (X (T

End of Lesson Five
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Lesson Six — Creating Accounts

Create a Single Account

This exercise will show you how to create a single account.

1. Open the View Accounts Search Screen:

L] From the Main Menu, click [Account Manager]|. The Account Manager’s
submenus appear. There are two tabs: Accounts and Accounts Maintenance.

Account Manager Accounts lﬁ\c:c:cuunt Maintenance

Employee Manager

Policy Manager

Create One Account
Reports

Maintenance Create Accounts by Batch

Exit idMAMAGE

] On the Accounts tab, click [Work on Accounts]. The “View Accounts
Selection Form” appears.

2. From the View Account Selection form.

[ Click [New Account] on the command bar.

Search Close

Clear
Filter

The “Create a Single Account” screen appears.
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(t Create a Single Account X

You can select a name based on
L] f-\' 1 - =
@ Loz Unique ID ‘ Name or Unique ID
Hame: || Jid|
Poszition[z]: | j
Create Account LClose Form
-

[ From the drop down box, select the person’s name. This list is populated from
your person information.

Select Dangles, Chuck.
[ The employee’s position is automatically filled in for you. This list is populated
from your employee information.

Chuck is VP so he will be assigned applications from the Default Profile and the
Vice President’s Profile.

[ Click [Create Account]. A new account will be created and displayed.

4|+ Create a Single Account

* Mame " Unique ID
Mame: |Dangles, Chuck : 53355574 |
Position[s]: |F'|:|int Mountain Medical - Administration - WP of Business Services Jid|

Close Form
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The Account Detail Screen appears.

Account Detail Screen

Poll Profile ] ‘ Print Acceszs Report ] ‘ Retire l ‘ Save l Undo ] Delete l Llose ] 6
Mame: Chuck Dangles User Name:iEDANELES iMDW’UBM Account ID: 1
HAMNumber: 6987 Unique ID: 658965874 B D E2
) } | ) Profile: [Vice Presidents (4) ;] Lt -2
Company: Point Mountain Medical Position 1D 48 5
Department Administration [1000) .
Position: VP of Business Services (69587) AcluveDale:!?ﬂ 5/2004 IV Active Person ID: 53
Manager: Chuck Dangles 1 2
Divizsional: Chuck Dangles
Yice President: Chuck Danales
Filter Applications: © Active © [nactive oAl | 4
Applications lCumments I
Application / Pasition [ Active [ Prafile [ Print | idLINK_Status [ User Name [ Password]| ActiveDate |
| |Erployee Seff Serice - End User | [Nat Applicable | | | 7N5/2004
| [Intranet - End User | |Nat Applicable | | | Fi15/2004
| |Risk Master - View Only 3 Mot Applicable 74152004
| |Erail - End User | |Nat Applicable | | | FH5/2004
| |NT Accouunt - End User o o | | 74152004
3 ] | 7/15/2004

Record: 14 ] 4 ] 5 b M]rr]of e < | »

The majority of your work will be done in this screen so it would be a good time to
review its’ contents.

Section 1 — Employee Information. This section contains user’s human resource
(HR) information. The screen identifies the user’s company, department,
position, and manager. It is very useful when you need to get approval from a
manager. This information is gathered from the Employee Manager module.

Section 2 — Account Information. This section provides information about the
account: Username, Password, which profile is in place, when the account
became active, if applicable, and when it became inactive.

You will notice that the user’s username and password were created automatically
based on information entered in the Company screen.

TIP: If you want to view the profile, double click on the profile name. The
Profile screen will appear.

Section 3 —Access. This section tracks which applications, access level, and other
items the user currently has access to. You can also maintain access history.
When a person no longer needs access to a resource, you can uncheck “Active”.
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The idLINK Status column displays the status of the account in the actual
application. Ifa link is available to the application, idIMANAGE™ will create the
account for you. In this example, there are no links so all of the accounts will
need to be created/added manually to the applications.

TIP: You can add additional access, inactive access or delete access also.

Section 4 - View Active or History Access. This area allows you to view only active
access, inactive (history), or all access.

Section 5 - idIMANAGE™ Information. This section shows idMANAGE™ account
numbers. You can also display the person and employee information for this
user. We will cover this later in this chapter.

Section 6 — Command Bar — There are seven buttons on the Command Bar:

= Poll Profile — If a profile is assigned to the user’s position, this button will be
“Poll Profile”. This feature allows you to verify the user’s existing
applications against the assigned profile. This is useful when a user transfers
from one position to another and you need to know which applications to
remove or add.

= Create Profile — If there is not a profile number in Profile, this button will be
labeled “Create Profile”. This feature is a time saver. It allows you to create
a new profile based on the user’s active applications without ever leaving this
screen!

Note: A position can only be linked to one profile. If you attempt to create a profile for a
position that is already assigned to another profile, you will get a warning message. You
will be given the option of creating a new profile for this position or leaving it in the
current profile.

= Print Access Report — This feature prints an access report for your user.

= Retire — This feature retires the account for you. You use this when you want
to inactivate the account but want to keep a history of access.

= Save — This feature saves the current record.

=  Undo — This feature cancels (undo) any changes since the last save. It
becomes enabled once you enter a change on the form.

= Delete — This feature deletes the account.

= Close — This feature closes the form and returns you to the Selection form.
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3. Click [Close] to close this form. You will create two more accounts.

4. Create an account for Matilda Rollins. Matilda is an Administrative Intern for Point
Mountain Medical. We do not have a profile created for Administrative Interns so
Matilda will be assigned the Default Profile.

5. Create an account for Billie Ruth. Billie works for a different company (PM
Research) and we do not have a profile set up for her position. Therefore, we will
need to create her account and add her applications

[] Create Billie Ruth’s account.

[ In the application section, click on the Drop Down arrow to display the
applications. Select:

=  NT Account - End User
»  Email — End User

Check the Active and Print boxes. Active indicates that this is an active account.
Print indicates that this application will print on the user’s account statement.

The idLINK status reads “Add Manually” alerting you that there is not a link to
the applications. You will need to add the account to the applications.

Account Detail Screen

Create Profile | ‘ Print Access Report | ‘ Retire | ‘ Save | Undo | Delete | Close |
Name:  Billie Ruth User Name: [C&14512 DUEFFA0 Account ID: 2
HRMumber: 14512 Unique 1D: 325362512 Ernl ID- 74
) i Profile: ~] e
Company: PM Clinical Research

3 Position 1D: 30
Department Accounting [6145] ~ L
Position: Administrative Assistant [40057) ActiveDate: |7/15/2004 ¥ Active Person ID: 19

Manager: Thomas Cross

Divisional: Pamela Thorning
¥ice President: Pamela Thorning

Filter Applications: O i et oAl CIICK on the drop down arrow
to display the applications.

Applications | Comments

[T Application / Position ——ctive | Profile | Print | 1dLINK. Status [ User Mame [ Password| ActiveDate [
|IET =

Ermail - Ermail Administrator

Email - End User

Employee Self Service - Administrator
Etnployee Self Sernice - End User
Employee Self Service - HR Manager
Employee Self Service - Payroll Cletk
Intranet - Adminstrator
Intranet - End User

Record: NI 4 “ 11 l"l;"'! of 1
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[] Now that you have created Billie’s account, you will create a new profile for this
position that will be applied to any new employees in this position.

Click [Create Profile] in the upper left hand corner.

Create Profile Print Accezs Beport Retire

A profile will be created for this position. You may edit the profile by double
clicking on the profile title. This is the only place in idMANAGE™ that you will
need to double click. Many times, you need to change the profile, so a single
click would be always open the profile.

User Hame: ||:.-'-‘-.'| 4512 |I.-'1'-.TZEDN

Profilez| [Accounting [6145] Administrative -
Aszziztant [40057] (4]

ActiveD ate: |?.-"'I FA2004 [w Actve
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Create Accounts By Batch

This exercise will show you how to create multiple accounts at one time. It is a great
feature when you need to create many accounts for new employees especially during
orientation.

1. Create a new batch:

[ From the Main Menu, click [Account Manager]. The Account Manager’s tabs
appear. There are two tabs: Accounts and Accounts Maintenance.

Account Manager Accounts | Account Maintenance | Work wit

Employee Manager
Waork on Accounts

Profile Manager

Create One Account
Reparts

Maintenance

Create Accounts by Batch

Exit idMaNAGE

[J On the Accounts tab, click [Create Accounts by Batch]. The Create New
Accounts — Selection Form appears.
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[* Selection Form - Create New Accounts by Batch

Enter Search Criteris ..
Batch Mumber: | |
Description | |
Search New | Close

BatchlD | CreateDate

Record: I<| 4 ” » |>I |HE|

EHER o Balchif? lo open Balch

Description

[ Click [New] to create a new batch. The Create Accounts Batch screen appears.

{+ Create Accounts by Batch

Batch ID:  [AutoMumber)

Get Accts from Print Security
HR Sync | LUserhepad | Packets |

Delete Batch |

LCloze Form |

Create Date: I 4/11/2004

Description:

HF Murmber I Employee

I Pozition

I User Mame

Ereatel Editl Deletel I |

Statuz
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2. Complete the form.

Create Date — Enter the date the batch was created. It is automatically filled with
today’s date. You may change this date by typing over the date.

Description — Provide a descriptive name for this batch.
Enter Orientation

3. Enter the HR Number of the employees you want to create accounts for.
There are three ways you can enter HR Numbers:
1) Get HR Numbers from a HR Sync process.
2) Paste the HR Numbers from a spreadsheet
3) Enter the HR Numbers manual

For this exercise, we will get the HR Numbers for a HR Sync Process.

[] Get HR Numbers from a HR Sync Process

This method saves time when you need to create accounts for all of the employees
that were added during the HR Sync process. It eliminates the need of you having
to enter them yourself. It will bring in every employee who is assigned to a
profile.

[ Click [Get Accts from HR Sync] on the Command Bar

Get Accts from
HR Sync

The following screen appears asking you to select the batch and date you want to
retrieve.
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«(* Get New thlEmployees from HR Sync

Select Batch from HR Sync: | -]

Get Accounts Cloze

[ Click on the drop down arrow to select a date.

[ Click [Get Accounts]. The new employees that were identified during this HR
Sync process are added to this batch. NOTE: Only employees that have assigned
profiles are added. For this HR Sync, we will bring in every new employee
because we have a default profile assigned the company.

{* Create Accounts by Batch LIIEIEI
Get Accts from Ernt Securty 4 Hatct
HR Sync Create Accounls | Usei Aepoit | Packets + | Cloze Foim |
BatchiD:  § Createl ate: /19,2004
Description:
[Orerketon Status
HRNumber | Employes [ Fostion [ Userbome ] Status ﬂ
T
Edil I Dals!el [1oz [lotiz, Caneyp [Marape: - Paient Care Services | I [Fready 1o Process

Draalal Edit I Deﬂeﬂal [12m [Ducky. Dyl |Htanages - sk Managament |
Crl:alcl Edit | Dcml 1250 [Ardiees, Domaid [[w/eb Coordimator [
DMI:I Edi I D=|=|=| = [Nevins. Davd [Manage: - Lab Services [
Creaiel Edi I Damel [12m12 [Carvillz, Jabr [ crvinistrative Astistant |
Crsaiel Edit I Deﬂaasl |1254 |Bordeicn, Kathy [Manager - Nutrtiona Services |
Dnuicl Edi | Dc&o‘!cl [1255 [Ardersan. Buddy [Marage: - Blood Bark: [ [Ready to Process
[
[
|
[
[
[

ﬁeadv to Process

[Ready 1o Frocess

[Freedy o Process

[Fiaady 1o Process

ﬁsed.v to Procass

[Fieady to Process

E.:l_t_du_l&ﬁl [25 JBicwn, Tormy [Techncan
e N N [Thrazher, Amne [Techran
Ciese| zat | paie| [1Z8 [TTeaster, Fudad [Techncsn
ﬂl il M [1259 [Faking. Lena [Manage: - Supew
El.ilb;"ﬂ‘.l [1280 [Emir. Temmy [Manage: -Sugey
Cieste| Edi | Dewe| [T [Smah, Sty [Manage: - Educaiion

T EN | p WA T t & I " Number of employees added to batch

[Fieady 1o Process

[Faadu to Fracass

|ﬁca1|' to Process

[Fieedy 1o Frocess

[Fieady 1o Frocass

-
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4. Create the Accounts.

[ Click on [Create Accounts] on the Command Bar. An account will be created
for each user.

Get Accts from
HR Sync

LCreate Accounts User Report Print Security Close Form
Packets

When the process is finished, the username and status will be updated with the
latest information.

[ Click on [Status] label on the column labels. This will sort the items by status.

Click it again so that ‘Account Exists’ appears at the top. Sorting works on all of
the columns

Chuck Dangles and Billie Ruth did not have a new account created because they
already had accounts.

" Creale Accounis by Baich

E“H":‘,"’?::r"‘“ Create Accounts User Aeport ‘ E'i;ai';::i’ Delete Batch Close Form |

BatchiD: 1 CreateDate: [ o/192004

s These two employeees had accounts
[Gremtation so a new account was not created.

HAMumber | Employes [ Fiation | UserHams | Status | =

l@l E;u‘ I:ld_l,-hel EH [Drangles. Thuck [VF of Busness Seraces [COANGLES [account Epsty
Ciste| Eat | peles] | [T [Fiuth, il [Bdmirisatiee Asatat [riaiz [Aecount Evts
ﬂl i‘ Dﬂl [3e51 [Brghton. Samsan [Munzes Aade [SERIGHTO [Aaded
Elz_del Ei‘ ﬁl |54 |Coco, Aemes |Mara;=-.\1ed:alMan=g=m:nl |RCOCD [added
Cissts| Fan | Deleis| [T [Febeil Jzme [GocawWorke [JREEERT [aded
Cioats| Eait | pelets| [T [fndien. Donad [Web Coavdnaior [CAFDREW | [Baded
Cieate| Edit | Delete| [1Z77 [t Sharnen [Frogiammer [SORTWER  [eded
ﬂ ﬂ % [z [Roussel, Caihenre [Wanage: - Maketng [CROUSSEL | [haded
Cieste| Edt | Delete| [5T30 [Dee, Chel [Cook [FOEE [Audded
ﬂl i‘ ﬂl [1258 [Thazhes. Rudak [Techncaan [ATHRASHE [foded
t.=_=h=| Ei‘ I:ld_ebel EF] [ehnsan. Joharna [Manage: - Manisnance [UDHKSON [Added
Croste| Edit | pelae| [T [Nevire, Dawd [Manage: - Lab Serviees [ENEVING [hded
P.;md:lwu__l;_h' — BL[H | of 63 i R =
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Three are three additional Buttons on this Form: Create Edit Delete

I
‘ Ereate| E dit | Delete|

Create Button: Sometimes an employee will have more than one position with a
company. When this occurs, you will need to create the account manually so that you
can select the correct employee position. These employees are identified by having
“Multiple Positions” displayed in the Position field.

HREMNumber | Employes | Position | User Hame | Status | |
T
Create |I Edit | Delete | |1D21 |.6.Iotte, Carey | | I |Multiple Pozitions. Create b I

Edit Button: Allows you to edit the account once it has been created.

Delete Button: Allows you to delete the entry from the batch. Be careful because
there is no warning. However, simply type in the HR number again to add it back.
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Page 6 -

Print New Account Reports

There are three reports that are available with Creating Accounts by Batch:

1. New User Report — This report is summary listing of the accounts that were

created.

Point Mountain Medical

New User Report

Description: Orientation

Account Status:  Added

Name

Unique 1D User Name Profile

DeptName

Saturday, July 17,2004

Batch: 3

Manager

PM Clinical Research - Administrative Assistant (10057)

Carville \ John B MEXEFLIET CAar2E1Z2 3 Accounting Thomas Cross
Point Mountain Medical - Administrative Assistant {40057)

Anderson | Kathryn 955857412 KANDERS 1 Accounting Charlie Albert
Erone , Tam 3EZ29E5541 TEROME 1 Accounting Charlie Alhert
Kleinpeter , Bath 147251845 BKLEINPE 1 Patient Care Ser Carey Alatte

McMabby , Robert

Point Mountain Medical

2659567 45 RMCMAEBE 1

- Admissions Clerk (65141)

Administration

Chuck Dangles

Williams , JaMell 2541456874 JWWILLIAK 1 Admissions Drew Surmtin
Point Mountain Medical - Business Analyst {(65475)
Hehert , Tahb A98457458 THEBERT 1 Accounting Charlie Albert

Point Mountain Medical

- Chief Executive Officer {15954)

James , Kt T

265147358 KIAMES 1

Administration

Chuck Dangles
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New User Report — Detailed.
This is your worksheet report that reports the accounts that need to be created in
each system. It reports the systems and the information needed to establish the
accounts in the system. You create your accounts from this report. It helps you
keep track of where you are in the process of adding accounts. The two
applications listed in the report did not have links to the actual application, so you
will need to manually create the accounts.
Point Mountain Medical

New User Report - Detailed

Saturday, July 17,2004

Description: QOrientation Batch: 3
Application:  Email

idLINK Status  Add Manually

Username Password Marme Unigue D Department Wlanager
CA12512 WWIDAF LA, Carville | John R 2182563263 Accounting Thormas Cross
CA14512 ASANWODH  Ruth | Billie 325362512 Accounting Thornas Cross
CDANGLES BEWIFENN Dangles , Chuck B5E965574  Administration Chuck Dangles
DESNARDO  ODILUMF Esnardo ,Donna F14257845  Administration Chuck Dangles
GSCULLEY  IMWATESY Sculley |, Garrison 967157845  Administration Chuck Dangles
Application: Employee Self Service

idLINK Status  Add Manually

Username Password Marme Unigue D Department Wlanager
AANDERDT  EAMFURPS  Anderson , Adrian 124854532 Accounting Charlie Albert
AANDERSO  MIZECIU Anderson | Aimes 458451266 Gift Shop Carnell Williames
ACHOWIE X OS0FC  Chovie , Anne 32B584571 Mlarketin g Catherine Roussel
ATHRASHE OINMTAWWY  Thrasher , Anne BI5312457  Lab Services David Mevin s
BANDERSO GQALICEA Anderson |, Buddy 874094564  Blood Bank Buddy Anderson
BFILING HANNAIL Filing , Betty 745856584  Human Resources Tarry Srmitty
BRATO BAOHDEI Kato , Brenda F54145874  Education

Brenda Kato
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3. User Access Report — This report can be given to the user to let them know what
systems they are authorized to use.

Point Mountain Medical

Account Listing Saturday, July 17, 2004

Mame: Alotte, Carey S AccountD 16

HRMumber 121 activeDate: 7/17/2004

Mare: Paoint Mountain Medical

Department:  Patient Care Services

1ohTitle: Manager - Patient Care Services

This form contains your confidential User Marmes and password. They have been issued to you so that
you may fuffill vour job responsibilities. Itis your responsibilty to ensure the codes remain confidential.

Please keep them in a safe place. If you suspect that anyone has discovered your password, you must
change the passward immediately.

Application Position Us er Name Password CreateDate
Intranet End User calotte lacugoa 71752004
Employee Self Service End User calotte lacugoa 7717 /2004

L (X (X2

End of Lesson Six
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Conclusion

You made it through the sample lessons of idMANAGE™. By working through these
lessons, you should now have a good working knowledge of idMANAGE™ and how
easy it makes managing your user population.

Remember, managing user access is like unlocking a combination lock. Once you have
the right combination, authorized access can be opened securely. With idMANAGE™,
you can have the right combination.

4 Precision — With Profiles, you can consistently apply appropriate access to your
user population.

4 Authority — By assigning an owner to your profiles, you can apply authorized
access profiles.

4 Confidence — By using profiles and other standards, you can be confident that
you are providing the correct access.

Give us a call today at idMANAGE™ so that you can begin using it in your company.

Point Mountain, LLC
12122 Pecan Grove Court
Baton Rouge, LA 70810

Telephone: (225) 485-6075
Email: Sales@idmanage.biz
www.idmanage.biz




