Assigning Roles in OneHealthPort

This presentation will take you through the easy process of
assigning the “QA Manager” Role to a selected Staff member.

It is intended for the OHP Administrator within your organization.

If you are unsure who your OHP Administrator is you can

receive assistance by:
« Calling 1-800-973-4797, or
» Filling out the online assistance form



http://www.onehealthport.com/use_ohp/support_form.php

Getting Started

Not sure whether your organization is already registered?

Do you need help with this process?

— You can receive assistance from OneHealthPort by:
» Calling 1-800-973-4797, or
» Filling out the online assistance form

Need to register with OneHealthPort? Register

For other guestions about OneHealthPort: OHP FAO



http://www.onehealthport.com/use_ohp/support_form.php
https://auth.onehealthport.com/nsdreg/OR/OR1.html
http://www.onehealthport.com/use_ohp/faq.php

Upon logging in to the OHP Administration service, you will see the following
menu:

* If you haven't already done so, nominate the Subscriber who will be
the QA Manager. OHP will easily guide you through the process.

» Then select manage Subscriber.
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https://auth.onehealthport.com/nsdreg/OHP_UA/OHP_UA1.jsp

Enter the Subscriber’s ID when prompted, then select “modify Subscriber
Affiliation and Roles” from the following menu.
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D bock to main Menu Subscriber Profile Manager

) Manage a different User You may edit any aspect of this Subscriber’s account by clicking on the links below.

SUBSCRIBER NAME: Jane Doe
USER ID: [adoel000

SUBSCRIBER STATUS: Aclive

) reset Subscriber Password

) modify Subscriber Affiliations and Roles
) change Subscriber Email Address

) change Subscriber's Name

) suspend Subscriber Account

ORGANIZATION AGREEMENT | PRIVACY | ABOUT OHP | CONTACT
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To assign the QA Manager Role, simply choose the correct affiliation for the
Subscriber, then select “QA Manager” from the Role drop-down list.
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back to main Menu
2 profile Manager > Modify Subscriber’s Affiliations & Roles
) Manage a different User Listed below are the Affiliation(s) (groupings of Tax IDs) and Roles that have been assigned to the Subscriber.
> more about Roles TO DELETE AN AFFILIATION SUBSCRIBER NAME: Jane Doe
AND/OR ROLE USER ID: jatioe0000
1. check the 'delate’ field
2. dick the 'update’ button
My QA Report O
;?)&nn AN AFFILIATION AND/OR Otganization Manager
1. choose = new Affiliation
2. choose a new Role
3. click the 'updats’ button
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Licensed practiioner
Licensed nurse
Medical assistant
QOther service provider
Billing specialist
Referral coordinator
Office manager
Office worker
QA Report Man
Medical Director
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Congratulations! You are finished!



