CEDARGN

CONNECT — Adding a User

To add a user to Connect, one must be in the correct Security settings. To check your access to the required
security settings, select the Security drop down, then choose Group Manager.

Patient * Analytics ¥ Doc Mgmt  Scheduler Inpatient Mgmt  Tools ™ |Security =] Utilities = Emergency Help ™
L

@ Therapist Dashboard User Manager
Search Type: '&ppointments Patient Search Motifications r Reports r Document |
ISearch All x| | Facility: |F’ark Flace | Security Options
Audit Report |Group Manager
Search Text:
I Team Manager
Tamper Detection
Facility:
IPark Place j

Search

1 September 2023  »
SMTWTF 5
271258293031 1 2
345 6 7 8 9

Note — Your organization may call
your System Administrators by a

. . different group name.
Double click on Administrators under Group Manager. Sl

¥ Group Manager >

Group Name Description

' Admanistrators
limecians R climcal - Read Only Admin
Front Desk Personnel Scheduler Module Access
Therapist Assistant Requires full time therapist signature
Mew Edit Dielete
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Select Menu Access. Then select Assign Menu Access.

CEDARGN

ﬁ Groups

Group Name  |Administrators

Description

[} IRF-PAI

' System Roles r Users r Survey Access

EEEEE——

Cincinnati Knee Rating Scale

Menu Access Patient Reports

Save

Cancel

Global Rate of Change

Doc Mgmt

Billing Rollover Cleanup

&Employer

Switch User

&Help

WOMAC

E&val/Diag/Prog

&Dutcomes Analysis

Asszign Menu Access

Under the &Security tab, one would need access to the &User Manager and &Group Manager permissions.

ﬁ Menu Access

— a x

Q |

|7 &Patient

- [¥ ASHT

[#-[ SLP COMNECT
& [V APTA

-|7 McKenzie
#-[+ AOTA PERFORM
|7 E&val/Diag/Prog
|7 E&val/Diag/Prog
#-[v &My-Connect
-[¥ Flan of &Care
[ BVisit

[#-[v Patient Reports
[ &Lnalytics

-[¥ Doc Mgmt

- [¥ Scheduler

|7 Inpatient &Mgmt

R
v &User Manager
|7 &Group Manager

[ &ALudit Report

o[ &Team Manager
“..[¥ &Tamper Detection

- [v &Utilities

«-[¥ Emergency

[#-[¥ Pediatrics

#-[v &Help
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Once you have the required permissions, you can now add a user. Hover over the Security tab and select User
Manager.

Patient ¥ Analytics ¥ Doc Mgmt  Scheduler Inpatient Mgmt  Tools ~

JeE d]E

ties ¥ Emerg

P’ Therapist Dashboard |

Search Type: 'gppointments r Patient Search r Notifications Sroup Manager ¢ Report:

[search Al ~| | Faciity: |Park Place | Security Optior{User Manzger
Audit Report

Search Text:

| Team Manager
Tamper Detection

Facility:
|Pa rk Place j

Select New, under User Manager.

ﬁ Uzer Manager O x
|
User Name A Last Name First Name Middle Name Active
Y admini Administrator Cedaron [v|
cafescheduler Service CafeScheduler v
Ckistler Kistler Corrine I
frontdesk1 desk front v
interface Service MultiHL7 v
lavinia Gardella Lavinia r
lwalsh1 ‘Walsh Leigh v
simple Simple Mike I
tech Tech Hiram Andrew r
teststudent] STUDENT TESTING v
texbennett] bennett tex v
Edit Delete Change Password Export Settings

Selecting New will prompt a user window to open, requiring you to fill out all necessary information for the new
user.

See the example below.
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L]

User

First Name IDnnaId

Middle Name |D

Last Name |Du::k
User Name IIDD“':H
P | [

Verify Password |m

Organization | StJames

¥ Active

[ Change Password on Next Login

System Roles rGroups r Facilities r Survey Access r Menu Access r Access Times _
Systemn Role

Modify User System Roles. .

Save

Cancel

When adding a new user, you can add a password to their profile, then prompt the user to change their
password the next time they login. Once this information is filled out, select Modify User System Roles.

Select the System Roles you would like the new user to have, then select Ok.

For External/Internal Use

ﬁ User System Roles

Accounting Dashboard
Admin Delete

ADTA

APTA Nomenclature
BioEx Interface
BlockSchedulerCharts
Copy Examinations
Delete Notification
Dochigr All Therpats
DocubExchange
DocuExchangefdmin
ExercisePro Live

OOOOEIOFRCORCEC

SelectAll | Select Nore |

oK
Cancel

[~ Change Passwaord on Next Login

n System Rolesl Groups r Fadilities r Survey Access r Menu Access r Access Times _
| System Role

>

Save

Cancel

| —
I Meodify User System Rolm...l
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Select Groups on the previous page to put the user in the desired Group.

® Group Select > *,

Select All | Select None |

I¥ Acte
[ Change Password on Next Login

Facilities r Survey Access r Menu Access r.ﬂ.ccess Times _

System Roles

Group Name

| Maodify User Groups. ..

l

Select the appropriate group for the Clinician. Therapists should only be part of one group. Once you select
the desired group, you will see that group listed under Group Name under the Groups tab.

For External/Internal Use 9.12.2023 Page 5 of 11



CEDARGN

Next, select the facility you would like the user to have access to. You can choose one or all of the available

facilities.

ﬁ User Facilities

CapacityLAB
DiaVinci
Fark Place Cancel
Selectll | Select None
[ Active

[~ Change Password on Next Login

>

Save

Cancel

—
' System Roles rGruups)l Facilitiesl Survey Access r Menu Access r Access Times _
Facility Name

Modify User Facilities |.

Survey Access should be set up based on the group. Here, you can select what surveys you would like the

new user to have

For External/Internal Use

access to.

ﬁ Survey Access

[ A0 TA
|7 APTA
B[ AsHA
=1 [# 2sHT
[ ASHT History

Save Note — Opening a survey tree
allows you to select/unselect
Cancel
different surveys within that survey

=-[ Concord
[ ErasmusMC

= Ba

=-[ Mayo Clinic
I_ McKenzie
[ Medicare
[~ Mig-Columbiz
[#-[# My-Connect
[ Pediatrics
ERrg PROMIS|

|7 Hand Forms
@[ Cedaron Organizahm\
@[~ CHS

=

to allow/not allow your user access.

N

Zi

' System Rales r Groups r Facilit\es)l Sumy.ﬂcoess' Menu Access r Access Times _
Survey ltem Name ltem Type Access Level

Assign Survey Access
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Menu Access allows you to choose the options the user will see at the top. Select the options you would like
the user to have. Remember to select the + sign to open more options under the initial menu item. Make sure
all user’s permissions match within the group. Press Save when done.

atient ¥ Analytics ¥ Doc Mgmt

Scheduler Inpatient Mgmt  Tools ¥  Security ¥ Utilities ¥ Emergency Help ™ I

3
¥ Therapist Dashboard |
Search Type:

Appointments r Patient Search r Notifications r Doc Management rRepur‘E r Document Exchange r Summary rappt _

search All |

Search Text:

Facility:

Park Place 'I

Search

4 September 2023  »
SMTWTF S
2728293031 1 2
34567 89
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30

1234567

Open Patient

Add Patient

MIPS

i

Telehealth

Recent Patients:

Facility: |F'ark Flace j

Patient List (Daily

]

[ Fcticnt
ﬁ User
First Name

Middle Name
Last Name
User Name
Password
Verify Password

Organization

¥ Active

[ Change Pass

ﬁ Menu Access

al

- ] =

McKenzie
AQTAPERFORM
E&valDizg/Prog
I_ E&val/Diag/Prog
[ &My-Connect
[ Plan of &Care
[ avisit

[ Patient Reparts
I_ &Analytics
+-[" Doc Mgmt
[ Scheduler
[ Inpatient &Mgmt
[ Taocls

I_ &Security
[ Blkilities

i I_ Emergency

[ Pediatrics
#-[ &Help

Save

Cancel

System Roles

Groups

Facilities

Survey Access

Access Times l

I Assign Menu Access I

Access Times allows you to choose a day and time to allow users to use the application. This section is

optional to complete.

For External/Internal Use

¥ User
First Name Donald
Middle Name ID—
Last Name I[)m;k—
User Name 'DDm:Id i
Password I—

Verify Password  |r=r=szzzsss

Organization ISt James

[V Active

[” Change Password on Next Login

[~ Sunday [+
[~ Manday [ ==
R e —
[~ Wednesday I—L"—Ll
[~ Thursday |—;[|—;|
[~ Friday l—L"—Ll
[~ Saturday [+
9.12.2023

X

Save
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may now exit out of the User Manager box.
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Select Save on the User screen and the User Manager tab will pop up showing your new user as Active. You

B User Manager O
af
User Name Last Name First Name Middle Name Actl!.e
[ adminl Administrator Cedaron
cafescheduler Service CafeScheduler |7
Ckistler Kistler Corrine v
E DDuck1 Duck Donald D icd
(Trontaesk Tk Trant #
interface Service MultiHL? v
lavinia Gardella Lavinia r
lwalsh1 walsh Leigh v
simple Simple Mike v
tech Tech Hiram Andrew r
teststudent] STUDENT TESTING v
texbennett] bennett tex v
New | Edit Delete | Change Password | Export | Settings |

Now, you can set the user up as a contact within the application. This will allow your user to appear on the
Scheduler and different reports. You can do this by hovering over Utilities and selecting Contact.

Emergency Help

Medical Speciality
Employer
Hospital/Clinic
Payer

Admin Options. .

Select one or all facilities that you would like to add your user to, then select New Contact.

Patient ¥ Analytics ¥ Doc Mgmt  Scheduler Inpatient Mgmt Tools ¥ Security ¥ Utilities ¥ Emergency Help ¥

Therapist Dashboard " Contact Search |
|7 Parkplace | capaciyoas | oavina |l Feciiies (I
Search Type ILast Name j I |~
Search Text I MNew Contact Import Contacts
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Fill out as much information as possible about the new user, paying close attention to the Contact Type and

Specialties section. In the example below, Therapist was chosen as the Contact Type and Physical Therapist
was chosen as the Specialty. The Login ID should give you an option based on the user you just created, and
the Company drop down allows you to choose the company as well.

Therapist Dashboard rContact Search

Prefix:

First Name: W
Middle Name: D
Last Name: IDuck—
Suffix: I—
1D Number: W
Gender: I_
Day Phone: I—

Evening Phone: I

Contact Type: || Physician

[ "] Heslthcare Provider Suppart
[ ] Nen Clinical Contact

[ ] Insurance Company

[ "] Managed Care

< >

Specialities:
Physical Therapist
[]PTA
[] SLPA
[ "] Speech Language Pathologist

£ >

Address1: |7575 Disney World

Address2: |

(3 Annual Training Trac -

City: [

Additional Information

APTA Member#

APTA Residency/Fell

County: I

State: CA -

ASHA Member#

Clinical Ladder Histo

Comments

Zip Code: [78545

Competency Trackin

Corporate Complian

Country: I j CPR Completion Dat
FAX: [ CPR Renewal Date
| Date Of Hire

Pager: Degree(s)

Email: |tester@gmail.com Emergency Contact
Employ Review Dat

NPI: |123456?89 mploy Review Date
Graduation Date

CODE: I Inactive Date

Login ID: | [DDuck1 [Donald Duck] - License Date of Issu
License Number

Company: IBarring‘[un Health Center j License Renewal Dat v

Add New Edit Selected

CapacityLAB
DaVinei
Park Place

[¥ Active Practitioner

Save
[ Default Practitioner

Save As New Close

Reset MIPS 2023 Measures

Signature Image Portrait

When you get to Facilities,
ensure that the facilities you
want the user to have access
to are selected.

On this page, you also have the option to add Additional Information on the right-hand side of the page, reset
your MIPS Measures, and choose a Signature Image or Portrait. Be sure Active Practitioner is selected before

pressing Save.
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You are now able to search for your new user under the Contact Search tab.

Patient ¥ Analytics ¥ Doc Mgmt  Scheduler Inpatient Mgmt  Tools ¥ Security ¥ Utilities = Emergency Help

Therapist Dashboard, V¥ Contact Search |
'Park Plaoer CapacityLAB r DaVinci r All Facilities _
Search Type ILast Name j I j
Search Text Iduck New Contact ‘ Import Contacts

Email

9 Donald Duck testen@gmail.com

Now, when you are on the Scheduler tab, your new user will be available to select.

Patient ¥ Analytics ¥ Doc Mgmt  Scheduler  Inpatient h

P Scheduler |

Therapist Dashboard r(n-ntact Searc
Park Place r CapacityLAB rDa‘u’inci
Today's Patients

Day rWeek r Manth -

4  September 2023 »
SMTWTFS
2728293031 1 2
34567389
10 11E 13 14 15 16
1718192021 223

Tuesday, September 12

24 25 26 27 22 29 30 8 am
1234567 B:15
View Opions 8:30
[ by Therapist ]

[ Show Hidden Appts

Refresh Current View ‘

DILISIO, GARY ~
DINNERSTEIN, ERIC
DIFIETRANTONIO, PETI
DIXON, ROBERT

Dow, Michelle

DOWLING. CHRISTOPH
DREHER. GEORGE
v ORES! [ A

Duck, Donald
o

DUMONT, MELANIE
Eberhart, Sarah
Edizen, Dana
Edison, Dana
Edison, Julie

ELY, PATRICK

ELY, PATRICK
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Additional Help and Support

If you hover over the Help tab, then select User Manual, it will open a help screen that allows you to search for
different topics and questions you may have.

Patient ¥ Analytics ¥ Doc Mgmt  Scheduler Inpatient Mgmt  Tools ™ Security ¥ Utilities ¥ Emergency | Help ™

,...--""'-Therapist W5 LLEL N Contact Search rScheduler ]
'&ppointments r Patient Search r Notifications r Doc Management r Reports r D¢ About Connect
v| |Faci|ity: IParkPIace j

Search Type:

|search Al
The example below shows a search for “system roles” and it pulls up the section, System Roles in Connect. By
selecting this topic, it goes into detail about what roles can be set in Connect for user groups. It explains the
System Role and the Description.

‘ Wi APTA CONNECT - O X ‘

- CommectHelp

. elojslsleio]

Contents

|5‘_.r5tem roles

Freguently Asked Questions

11 topic(s) found.
Bug fixes and improvements included in this patch
Bug fixes included in this patch
Configuration needed for ICF
Enter User 1D and Password to Sign Reports
Episode Creation System Role

New Security Options- Fast Switching and Auto
Logout

Release Notes Summary
Retract Patient Reporis
System Roles in Connect

System Settings and Other Options

System Roles in Connect

The following chart details the System Roles that can be set in Connect for User Groups or at the

g

I ole Description

Accounting Dashboard

0Org level for your facility/ clinic. This allows the facility to administer what permissions or roles are

Enables the accounting view on the dashboard

Admin Delete

If enabled, this will allow all other items in Connect to be deleted. This role
is required to be enabled for any user that would like to use the Patient
Merge functionality in the user-interface. This role should only be turned
on for select, few users in the system due to the consequences of deleted
an entire patient record, by accident.

APTA Nomenclature

Sets up the application to use wording understood in the therapist world

BioEx Interface

Enables interfacing between APTA CONNECT and BioEx Exercise Pro

Block Dashboard Menu

Prevents runtime Dashboard context menu

Block Misc

Prevents access to the MISC section of the dashboard

Block My Dashboard

Prevents creating My Dashboards

Block New Episode

Prevents creating new episodes

Block Reports

Prevents editing reports

BlockSchedulerCharts

Prevent opening a patient chart from Scheduler

Charge column

Adds Charges column in the Charge Capture report

Delete Motification

Enables deleting notifications

DocMgr All Therpsts

Enables document manager searches on all therapists

Hand Therapy

Enables all of the Hand Therapy Goal Kits

ICF Enables ICF in Eval/Diag/Prog section of the application
ImageDelete Prevents users from deleting images or documents
Images Enables the Image tab on the Dashboard

InPatient Enables features specific to Inpatient facilities

InPatient Team Lead

When enabled, the user/ group has elevated permission in the Inpatient
module for reassigning cases and other elevated permissions

Multi-Discipline

Sets the Episode Selector to Multi-Discipline by default

No PTA Report Sign

Does not put PTA signature in reports

Occupational Therapy

Enables features specific to Occupational Therapy (e.g. Goals)

PatientEpisodeDelete

Allow or disallow deleting Episodes from a patient

PatientEventDelete

Dotioot ot o Do ot

Allow or disallow deleting Events from a patient episode
— —

Al A all dclot n I A

A

The above image is just an example of a topic you can search for. Feel free to search by any word or topic to
see what solutions Connect Help can provide for you.
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