Health EVERS BIRTH ADMINISTRATOR GUIDE

Remember that only EVERS Administrators and their Deputies can create and update user accounts!!!

This Administrator Guide includes;
1. How to create new user accounts
How to complete Biometric Enrollment
How to add a Birth Certifier who already has an EVERS Birth Certifier account
How to reset passwords
How to remove users
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Log into NYC MED first via web address www.nyc.gov/nycmed
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Promoting and Protecting the City's Health

Health

A NYCMED

Sign-Up For a NYCMED Account

NYCMED is the point of entry for providers to access many NYC

Sign in with your NYCMED Account

Enter your User ID
Leamn about and access other reporting platforms and services at
Password

HEALTH ALERT NETWORK Signin

The Health Alert Network (HAN) contains public health infermaticn for medical providers, including: up-to-date health alert inf ion delivered
to your inbox and archived on the web, an online document library on public health topics, and an online community to exchange information and
ideas with your colleagues. All medical providers in New York City may access the HAN.

Create an account
| don't know my password

GotoHANEg | JoinHAN | yp,

Need Help? | don't know my usemame or having other problems
signing in?

NYCMED Email: nycmed@hesith.nyc.gov

Helpdesk-1-888-NYCMED-9

APPLICATIONS

Agency Services Community Services Provider Services
* EVERS - Electronic Vital Events Registration System * Apply for Food Protection Course * Public Health Emergency Response Network Auxiliary Distribution
+ Dog Licensing Application + Childcare Connect Program (PHERN ADP)
» DOHMH Site Locator « Environmental Data Exchange Network « Levels of Service (LOS)

* DOHMH Site Locator - Animal Services
* DOHMH Site Locator - Child Care Locator Group Child Care and Summer Camp Orientation City Health Information (CHI) Subscription
DOHMH Site Locator - Farmers Market Health Academy Training Courses Immunization Facilities Registration

» DOHMH Site Locator - Hepatitis + Health Research Training Program « Disease Reporting Central

DOHMH Site Locator - NYC Condoms Healthy Start Brooklyn Early Intervention Transportation Provider eBilling

Epi Query EVERS Training Application

- DOHMH Site Locator - Seasonal Influenza « Local Law 37 « Electronic System for HIV/AIDS Reporting & Evaluation
* DOHMH Site Locator - Ryan White Services * NYC Condom Order Form * Health Alert Network (HAN)
* Secure File Transfer Service * NYC Pesticide Use Reporting System * HIV Care Status Report v
i + Water Tank + Medical Reserve Corp Scheduling
0% ~ o
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Promoting and Protecting the City's Health
Health

A NYCMED  Collaboration~

NYCMED

Welcome JASON BOURNE (JBOURNE@HOTMAIL.COM)

- Change Password
+ Update Profile

Logout

HEALTH ALERT NETWORK

The Health Alert Network (HAN) contains public health information for medical providers, including: up-to-date health alert information delivered to your inbox and archived on the web, an online document library on public
health topics, and an online community to exchange information and ideas with your colleagues. All medical providers in New York City may access the HAN.

GotoHANE | JoinHAN | Unsubscribe HAN

APPLICATIONS
Agency Services Community Services Provider Services
» EVERS - Electronic Vital Events Registration = Apply for Food Protection Course « Public Health Emergency Response Network Auxiliary Distribution

+ Dog Licensing Application

+ DOHMH Site Locator

DOHMH Site Locator - Animal Services
DOHMH Site Locator - Child Care Locator
DOHMH Site Locator - Farmers Market

Program (PHERN ADP)
« Levels of Service (LOS)
+ EVERS Training Application
« City Health Information (CHI) Subscription
+ Immunization Facilities Registration

* DOHMH Site Locator - Hepatitis * Health Research Training Program + Disease Reporting Central
* DOHMH Site Locator - NYC Condoms * Healthy Start Brookiyn * Early Intervention Transportation Provider eBilling
+ DOHMH Site Locator - Seasonal Influenza » Local Law 37 « Electronic System for HIV/AIDS Reporting & Evaluation
+ DOHMH Site Locator - Ryan White Services » NYC Condom Order Form + Health Alert Network (HAN)
B + Secure File Transfer Service » NYC Pesticide Use Reporting System + HIV Care Status Report
i + Water Tank + Medical Reserve Corp Scheduling

+ Mental Health Provider Portal

* Mental Health Maven System

Public Health Emergency Response Network ¥}
+ OSCR

®0% v 4

The City of New Yor

Department of Health and Mental Hygiene

Username: Password:

Version # 13.2 4 42558

Forgot your password?
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1. HOW DO | CREATE A NEW USER ACCOUNT?

Click on Table Maintenance = Security - Users

Welcome back: pgentlesbu

Testing Hospital (Manhattan)

Reports EEFUICRIETLIELELLES

Life Events

The Clty of New 7Y Sroniztere ' Li ntal Hygiene
S o -

Queues

);| lMessages );| Current Activities };| gzg‘jgg{ju;m\:\;uék );| Birth Search );| CE:;T;ESEHNEW };| Users

Click on New User to start a new account

Texfing Houpital {Manhaftan) e (e b b e ey
The City of New York pepsrtment of Hoatn ana mental Hygione
e ) e |
[REF L mdn Wares [, "2

Create User Affirmation Screen

Check the affirmation box, click Affirm and place finger on the biometric device.

Logout

‘Welcome back: Testing123

Testing Hospital (Manhattan)
Table Maintenance

Help

Reports

The Clty of New York Department of Health and Mental Hygiene

X/Afﬁrm the following:

"7; hereby certify that | am authorized to creaie users.

Found AES3400

Clear
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Testing Hospital (Manhatzan) Welcome back: Testing122  [meickstad -
Main Reports Table Maintenance Help

The Clty Of NCW York Department of Health and Mental Hygiene

Create User Affirmation

Affirm the following:

I hereby certify that | am authorized to creale users.

User Account Screen

Enter a Username, and click Next. DO NOT CHANGE THE START DATE.
Note: You cannot enter password and expiration date. Passwords and expiration dates will be system
generated and emailed to the user.

Office aff Vil Recoros - Dunial Desk Welcome batk ppentes
Main  Qrder Processing  LitgEvents  Queves  Accounting  Feporis  Forms Table Maintenance  Help

The City of New York peparment of tieaith and Mental Hygiene

Salect o Snwp & New Liser 1. User Account Step 1ol G
2 Hame and Address Usemarm; » FCartfiar
I Condadt inl
3 :.-GI"'-u-‘T PP Pas " i
4 Licenses
5 Office Afilisbons Confirm Password: «
& User Types
7. Used Robes Login{s]} Altemgled:
B Bugingss Funcbons ﬁ
B, Finigh Fassword Expires:
=
e B Do Not Change
) JAN-01-1300
[
End Date: -

]
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Name and Address Screen

Enter the user’s full name.
If the user is a physician, assign a title accordingly (MD or DO). If the user is a birth certifier select
Hospital Administrator. If user is neither physician nor certifier do not assign a title.

Enter the Address of the facility, and then click Next.

The Clty of New York Department of Health and Mental Hygiene
Select to Setup a New User 2. Hame and Address Step 2 of 9
1. User Account
2. Mame and Address User Name
3. Contact Information Frefix ¥ First Middle ¥ Last Suffix
4. Licenses Patricia Test
5. Office Affiliations Title
6. User Types |Hospital Administrator =l
7. User Roles
8. Business Functions Address
9. Finish Borougn [Mannatan =
Streel  Pre , Street Street Post Suite
Mumber Directional ~ MName Designator Directional Number
125 vl Worth Street - I .I
ﬁ » City or Town County » State Country » Zip Code
New York New Yark United States 10013

Same as Mailing Address ¥

Mailing Address
Borough Ilvlanhattan -
Street Pre Street Street Post Suite
Number Directional Name Designator Directional Number
125 vl Waorth Street - I vl
ﬁ City or Town County State Country Zip Code

New York New York United States 10013

coce

-

Contact Information Screen

Enter phone numbers and a valid email address for the user, and then click Next.

Testing Hospital (Manhattan) Welcome back: pgentlesbu

Main  Life Events Queues Reports  TIable Maintenance  Help

5

Thc City Of New York Department of Health and Mental Hygiene

Select to Setup a New User 3. Contact Information Step3of9

1

User Account

2. Name and Address Work Number: 212788-4575 Ext

3. Contact Information

4. Licenses Cell Number: =

5. Office Affiliations

6 UserTypes Home Number: — = Ext

7. UserRoles Fax Mumber: - Ext__
8. Business Functions

9. Finish E-mail: + [testing@nyc.gov

Freferred Method of Contact: | E-mail > \L
coc
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Licenses Screen

If the user is a physician or midwife enter the medical license number. If user is not a physician or
midwife leave blank and click Next.

estng Hospital (Manhatian,

Main Life Events Queues Reports Table Maintenance Help

The City of New York Department of Health and Mental Hygiene

New User
Select to Setup a New User 4. Licenses Step4of9

1. User Account
2. Name and Address Medical License [
3. Contactinformation Medical License Start Medical License End

5. Office Affiliations

6. User Types

7. User Roles NP1 Number. [

8. Business Functions

9. Finish NPINumber Start Date: MNPI Number End Date: \l/

Office Affiliations Screen

Click on the name of your facility under Available Office Affiliations and move it to the right under Office
Affiliations Assigned to the user by clicking on the right arrow

Tmating I foapetal (Manfufisn)
Hes  LigEseas  Quesss  Bepors  able Mamisnance  Help

The City of New York peostment of Hosih and Moniai

Salect i Satup o New Lser % Offcs AMations Shep S ol

1 LHar Acciasl

2 M and Addresy Ofiza Trp

1 Canbaa wiemioe --J

& Licanass dwniatie Dfico Aoy O AMiloriions & unigred 1o T user
4 Lisar Troea EI
T Lipar Rolsa o

8 Butnedl Fanmoey
2 Fsh

Testing Hospital (Manhattan) Welcome back: pgentiesbu

1 Main  LifeEvents  Queues Reports  Table Maintenance  Help

The City Of NGW YOI‘k Department of Health and Mental Hygiene

Hew User

Select to Setup a New User 5. Office Affiliations Step 5019

1. User Account
2. Name and Address Office Type

3. Contact Infarmation Hospital j'

4. Licenses Available Office Office Affiliations Assigned to the user

5. Office Affiliations Testing Hospital (Manhattan)
6. User Types
7 User Roles >

8. Business Functions
9. Finish

<<
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User Types Screen

Select the User Types from the dropdown accordingly:

If user is a birth attendant, select Attendant

If user is a birth certifier, select Certifier

Select Medical Facility User for all other users (e.g. Administrators, clerks, etc.)

Testing Hospital (Manhattan) Welcome back: pgentlesbu

S Queues Help

Reports Table Maintenance

City of New YOrk pepartment of Heaith and Mental Hygiene

6. User Types Step6of9

Please select User type for each Office Affiliation

User Types Certifier 2
Offices. Testing Hospital (Manhattan) =
5. Office Affiliations
7. User Roles
8. Business Functions User Type Office Affiliation
- Certifier Testing Hospital (Manhattan)

User is authorized to sign for the following events:
[ Bith [ Death [ FetaiDeath [T 1TOP

User Roles Screen

Select the user role under Available Roles and move to the right under Roles Assigned to the user using

the right arrow;

For Certifier accounts select External: Birth Certifier

For Deputy Administrator select External: Deputy Medical Facility Administrator
For all other users select External: Birth Facility User

Testing Hospital (Manhattan) Welcome back: pgentlesbu

1 Main Life Events Queues Reports Table Maintenance Help

The City 0f New Y 0rk pepartment of Health and Mental Hygiene

Step 7 of 9

New User
Select to Setup a New User 7. User Roles
1. User Account
2. Name and Address Offices: Testing Hospital (Manhattan) j
3. Contact Information User Types: Certifier
4. Licenses
5. Office Affiliations Available Roles Roles Assigned to the user
6. User Types External: Physician Queue Restrictions-DO NOT U!;l - External: Birth Certifier
T External: Medical Facility Administrator
= ;-er SOIES - External: Deputy Medical Facility Administrator
8. Business Functions External: Birth Facility User
9. Finish External: Birth Metabolic User
External: Birth Hearing Screening User
External: Birth Defects User

External: Mon-Birth Attendant
External: Birth Facility Medicaid User View only _|

External: Midwife-Certifier x

Cancel
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Business Functions Screen

Click on Finish to complete the process

Sefect 1o Setup 3 New Usor 8, Business Funcions sepsole

1. Usae Ascount
z W Address Ofices: [ aH Masinattan) &

UserTypes:  Censar

Roles: Extormal- Birth Cortier
& OMce AMliabons

6 User Types
T Us s

Avasatio BUsIngss funclions

i E3 = =3

ACKEDONA] BUSINESS FUNCHONS ASSIgNSE 10 e user

User Summary Screen

The User Summary screen appears once you have successfully created the account.

The following popup will also appear on the User Summary screen. Click OK.

Message from webpage il

y l\ Password has been sent to the user at the email address on file,

You can update any part of the user’s account by clicking on the hyperlinks below each section.

O
i The City of New York o of
e 263 Vi Bribes Hledbcal Licerrie
[P —— vat: S rp—
L e ol e Funesal Drecicr |iceme:
R
Shart st )
Enntene [
Logon Aiempts. I
e
waanggnr v
Pretered { oaactE s
I"Mwmmnlvmvﬂ I | I | Y iscinie Contaci itormason || | |
[ rT——
Patricas Tewt 18 MERGIISS b 0ga Ror te Foemere) vy Bt
User Trs e Huden
ertter 3 HaBpeM (arnatan et et Cattar
Tostal secoeds : 1 Total records | 1 Totsl reconds - §
F I A — I
B
; TN
E =l
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2. HOW DO | BIOMETRICALLY ENROLL CERTIFIERS?
Please note that only certifiers should enroll their fingerprints.

Click on Biometric Enrollment on the User Summary screen.

: The City of New York pepanment of teatth and Mestai Hygiene

Userid 25382 Mamwe: Fatncia Test Work Number:

User Name: Nivesie Title: Hospital Administrator 212 TER-45TS B

Passvord Expiration: D0/052011 User Aodress: G

; 125 Wortn Sireet N

S0 GI1HAN Mw York, hiew York 10013 Hioums Bumisesr:

End Dati; Usor Malling Address: -Ed

Logon Abempts: 0 125 Worth Sreat Fax Humber; - Ex

Mew York, New York 10013 Emak:

besting@nye pov

Frofemed ContactE-mal

Aty L oot Bloneena Uipdiate Uiser Update Contact Information
Teaung Hoageal [Mannatian)
Patricia Test is authoriped 1o sign for the follomang events: Birth
Ut Typas Offica Rcles
Citibe Teatrg Hodpilal (Msnhatan) Esternal Birth Cactfiar
Tl regonds: 1 Todal recedds ;1 Totsl recors: 1

Updain Cifices Fodes Business Funcbons

Medical Licenss:
NP Humber;
Fuimstral DNrecior Lhobide:

Update Licenses

T [

Testing Hospital (Wanhattan)

1 Main Life Events Queuves Reports Table Maintenance Help

The City of New Y ork pepartment of Health and Mental Hygiene

Welcome back: pgentlesbu

Biometric Enrollment for NWebsite

Add a Finger

Biometric Setup Files m

Office of Vital Records - Burial Desk

1 Main  Order Processing

Welcome back: pgentles

Life Events Queues Accounting Reports Forms Table Maintenance Help

The City of New York pepartment o Health and Mental Hygiene

Biometric Enrollment for PCertifier

Select the finger you wish to enroll from the list
Click enroll then follow the instructions below the sensor.

Tip: For the bestresults, make sure the core

Found AE53500 Select the finger to add |Left Thumb =

—_— LeftIndex
Left Middle
LeftRing

Left Pinkie

Right Thumkb

Right Index
Right Middle
Right Ring

Right Pinkie
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Reports Forms Table Maintenance Help

New York City Department of Health and Mental Hygiene

Biometric Enroliment for JohnMD

Select the finger you wish to enrall from the list
Click enrall then follow the instructions below the sensor.

Tip: For the best results, make sure the core of the finger is visible.

Selectthe finger to add |LeM Thumb =

Testing Name
Main Life Events Queues Reports Forms Table Maintenance Help

New York City Department of Health and Mental Hvaiene

Biometric Enrollment for JohnMD

Selectthe finger you wish to enrall from the |
Click enroll then follow the instructions beloy

Tip: For the best results, make sure the core

Lift and Replace Finger Selectthe fingerto add | Left Thumb =

Main Life Events Queues Reports Forms

New York City pepartment of Heamana-mentarrygrene

Biometric Enrollment for JohnMD

Finger Chipset Enroliment Date

Left Thumb AES3500 B/712012 12:08:21 PM Delete

Test a Finger Biometric Setup Files

Main Lifg Events Quoues Heports Forms Tabie Maintenance Heip

New York City peparnment of Hoalth and Mental Hygiens

Biometric Enraliment ior JobabiD

Click the werify butten, then place the finger to Identfy on the sensor.

Flace: Finger
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.// . e
7
Biometric Enrollment for JohnMD J

Finger was identified as Left Thumb.

3. HOW DO | ADD A CERTIFIER THAT ALREADY HAS AN EVERS ACCOUNT?

Click on Table Maintenance - Organizations - Data Providers

Welcome back: pgentlesbu

Birth Hospital
Life Events

Main Queues Reports Table Maintenance

E e » | Facilities .
The City of New | Hygiene

Fast Links

);| Messages );| I Current Activities );| I Users );| Birth Search );| I S\Ell't:gstart New

Enter the certifier’s Last Name and Click Search Current

Birth Hospital

Welcome back: pgentlesbu

Reports Table Maintenance Help

A Mental Hygiene
. / ™ scarcncuren | searcnan | New oata prover
Last Mame License Mumber Data Provider Type
certifier | | | | j

Birth Hospital gentlesbu

1 Main Life Events Queues Reports Table Maintenance Help

The City 0f New Y ork pepartment of Health and Mental Hygiene

Data Providers Search Current Search All New Data Provider

Last Mame License Mumber Data Provider Type

certifier | | | | -

Last Name First Hame Facility Start Date End Date Data Provider Type
Certifier Anita Testing Hospital (Manhattan) 11111800 Certifier
Certifier Anita Allen Pavilion 111900 Certifier
Certifier Anita Family Planning and Preventive Sernvices 1171900 Certifier
Certifier Anita Testing Hospital (Manhattan) 111800 Certifier
Certifier Judy Allen Pavilion 1111900 Certifier
Certifier Judy Brooklyn Hospital Center 1171900 Certifier
Certifier Judy Allen Pavilion 1171900 Certifier
Certifier Judy Brooklyn Hospital Center 1111800 Certifier
Certifier Patricia Allen Pavilion 111900 Certifier
Certifier Patricia Bellevue Hospital Center 1171900 Certifier

Certifier atricia TestHospital 111800 Certifier
Certifier Testing Hospital (Manhattan) 1111900 Certifier
Cerlifier Patri Certifier
] Cerlifier Patricia Cerlifier

Total records : 14
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The City 0f New Y0rk pepartment of Health and Mental Hygiene

User Summary

Userid: 25163

User Name: pgentlesbc
Password Expiration:
Start Date: 01/01/1900
End Date:

Logon Attempts: 0

Update Login Information

User Type Roles
Allen Pavilion
Certifier Beth Israel Medical Center External: Birth Certifier
Testing Hospital (Manhattan)
Total records : 1 Total records : 1
Total records : 3
Update Offices/Roles

Work Humber:

Cell Number:

Medical License:
NPI Number:

Name: Fatricia Cerlifier
Title: Hospital Administrator

User Address: Funeral Director License:
125 Waorth Street

MNew York, New York 10013 Home Number:

User Mailing Address: -Ext

125 Waorth Street Fax Number: -Ext

MNew York, New York 10013 E-mail:
999@99.99

Preferred Contact:E-mail

Update User

Update Licenses

Update Contact Information

Allen Pavilion
Patricia Certifier is authorized to sign for the following events: Birth

Office

Enrullms

|

Lol

Bsin  Lifg Events  Queuss  feports  [ablo Maintenance  Help
The City of New York
Salect to Update a User S Oiffice Affikations

T Utpsr Account

2 Hame and Address
1. Contast infoirmalion
4 Licansas

& Uipee Typas

T. Utssr oty

& Business Funcions
B Finigh
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Birth Hospital

poentlesbu
1 Main Life Events Queues Reports Table Maintenance Help

The City of New York peparment of Health and Mental Hygiene

Update User

Select to Update a User 5. Office Affiliations Step50f9
1. User Account
2. Name and Address Office Type:
3 Contact Information | Hospital =
4. Licenses Available Office Affiliations Office Affiliations Assigned to the user

<<

5 “ Allen Pavilion
Beth Israel Medical Center
6. User Types
P Testing Hospital (Manhattan)
7. UserRoles Birth Hospital
8. Business Functions
9. Finish

HMsin  LifgEvents Queses  feporis  JableMainienance  Help

The C.‘:t}’ of New York pepartment of Heaith and Mental Hygiene

Select ro Updare & Usar & User Typss Seepfici®
el sl Pl salact L) Bor wach Ofics ddSiliah
2 Mok and Addess NERcLine o B b i
3 Contact infanmiation Lty Ly
4. Licerads Ofices |EMI1 Hospital ':I
5 Mgy afugtens “ m
T. User Rroles
8 Busirrss Funcions Remare Ui Types Cifica AMiabcn
2. Finish
= Cadiller Aen Paalion
r Cartllar Bath Esragl Medcal Center
= Afur=sanl Testng Hospits Manhakan)
- [= 1T Baith Hospilsd
riad B0 Sigm o This followwing ervents:

Deatn [ FemiDeath [T mor
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The City of New York pepartment of Hean

Zplect 1o Lipdaie a Lser T. Unar Rolos Tola
T, LH ASOoun
2 Hame and Adiress Oftoes: | EEaTT] =]
I Coniwo Infgrmaion s Types Costbar
A Liended
& Cfice ABRIYONS Arwlatin Hotey Hudgs & |0 P e
B. Liser Tipas Exteenat Frysican Quue Resnchona-D0 10T Wia] - Exieenal Bt Cartier
Extienial Medcal Faally Agmausyalod
Extuenial Dty Madical F ity Agminisaon
8. Busness Fusilons Exfesraal Berth Faciy User -
9. Finish Exterrial: Birih Martabolbc s
Exteenal: Buth Haaring Soredning Liser -
Extgemial: Berth Doplg=c2s Lisar
Extirnl bon-Burm sandant
Extienial: Garth Facity Wedscaid Ui Vi only
Exdaenal: Migwiig-Carte: =|
o Update User (pgentlesbc) e
1
) Select to Update a User 8. Business Functions Step 8 of 9
1. User Account
2. Mame and Address Offices: Birth Hospital j
3. Contact Information User Types: Certifier
4. Licenses . .
5 Office Affliations Roles: External: Birth Certifier
6. User Types i Busi Functi
7. UserRoles Amendment Override Correction Fee Service d
Issuance Queue Delete Link
- Preview S5MN
9. Finish

Start/Edit New Case Facility Required

* Statuses Available to Birth: Facility User

* Statuses Available to Combined Birth Certifier And Death Physician Role

* Statuses Available to External: Fetal Death Certifier

* Statuses Available to External: ITOP Certifier

* Statuses Available to Funeral Director Status Mask

* Statuses Available to Internal: Help Desk Administrator j

Additional Busi Functi Assigned to the user

E Cancel
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The Certifier now has access to your facility.

; The Cit}-' of New York pepadment of Health and Mental Hygiene

User k. 25163 o Falncia Cenliad WWork Nuenieer: Mol Licerse;
Fse Hame: poenbests Tithes Hospital Admanistrabos -Ed P Husmber:
- Ol Murmber:
Password Frpiration: Usor Address: Funsral [Nrecior Lioansa:
SRR 135 Worh Siraat :
SN e - R RE Poerw York, New York 10013 Home Humber
Eyed D Usr Makling Aidress: i
Logon Attempts: 0 125 Wioeth Sxeal Fix Murmber: - Edd
M Yok, Mew' York 10013 E-mail:
TINgeae
Predannisd ContacEE -mal
Upsdate Login information Updade User Lipdaie Contact nformaion Update Licenses
Allan Pawilion

Patrscis Cortified i sanhoriped 10 sign for thi Tollowing events: Birth

Wasr Type HAoles
Ellan Paaligr
Cority Bt Igranl Medical Centar Extemal: Girn Carpfar
B Hespasl
Tolal records: : 1 BT Tolal records - 1
Tedal recodds ;4
Update OfficesRoles

BT T
-

4. HOW DO | RESET PASSWORDS?
First locate the user account by clicking on Table Maintenance = Security 2> Users.

Enter the Username, or Last Name of the user, and click on Search Current

Testing Hospital (Manhattan) Welcom2 back: pgentlesbu

1 Main Life Events Queues Reports Table Maintenance Help

ANV

The City Of New York Department of Health and Mental Hygiene

Users Search Current Search All

Username Last Mame Office
pgentlesbc ‘ | | | ‘
. Logon
Userld User Name Last Name Office Password Expiration Tries Start Date End Date
25163 pgentlesbc Certifier Testing Hospital (Manhattan) i) 1HM900

Tntal rerards -1

Click on the username to access the User Summary
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Click on Update Login Information

The City 0of New Y orK peparment of Heaith and Mental Hygiene

Userkt 25163 Nami: Falea Catitey Work Nusmbsr: Mehial License;
User Hame: poentieste Tithe: Hoepital Adrministrator -Ed NP Humber:
Password Expiration: User Addness: lc‘. 1 Furral irector Lioense:
125 Worn S¥eat
art Dustar./ CTNLAN0 Pogw ik, Hew York 10013 HioMme Humbser:
N D User Mailing Address: 7l
Ligon Attempts: 0 125 Wieeth Srest Faot Humber: -
Hew York, Hew Yoek 10013 Cainale
2090099
Présfedmesd ContaetE-fmal
_— sovemsinn) [—
Allen Panilion

PRIBES CHrNeT 5 Sutfarized 1 Sign 107 he followinsg events: Binh

User Type ool Rl
Ellar Favlion
Costibes Bath Israel Wedical Conter Exdzmal: Gt Cartfier
irth Hospial
Total records : 1 st 1 3 Lasi Total records - 1
Teaal recedds : 4
Upsdate Officosfoles

Biometric Enrolimsnt gl

Click on Send user temporary password, and then click Finish

il Desk

Main  Owder Processing  LifgEvents Quewes  Accounting  Reponis  Forms Table Maintenamce  Help

The City of New YOork pepartment of Health and Mental Hygiene

Salect fo Update a Lser 1. User Account Sep 1ot
2 Hama and Addrass Usermarme: + poerdess,
3. Goneset information
i Padsword: . Patawond ana Conlifm Pasawerd
Uicenses . 8 ApLneed o Be re-antered Lniess

& OMca Afliabons Confirm Password: ¥ they need 1o be medified
7. Ussd Robes
& Busingss Functions MY g
& Finish E

L ik 045013

D ! JAN-61-1300

—
Erd Dates e

The password will be sent to the user’s email address on file. Click OK

Vemgetomwesge ]

éii Pazsword has been zent to the user at the email address on file.
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5. HOW DO | REMOVE USERS IN EVERS THAT ARE NO LONGER IN MY FACILITY?

One of your responsibilities, as an EVERS administrator, is to remove the office affiliation of any user
that is no longer in your facility.

First select Table Maintenance = Security, 2> Users.

Welcome back: pgentlesbu

Testing Hospital (Manhattan)

Main  Life Events  Queues  Reports [RELCEIETIENENGEE  H
The City of New | oremters 1 Mental Hygiene
| Secunty " [users ],

); I Messages }; I Current Activities ); Eﬁgfég‘iﬁ%ﬂﬁr ); Birth Search ); I gi;t:estartNew }; I Users

Type in the Username or Last Name of the user you want to remove from your facility, and click Search
Current.

Testing Hospital (Manhattan) Welcome back: pgentlesbu

1 Main Life Events Queues Reports Table Maintenance Help

The City of New York Department of Health and Mental Hygiene

Username Last Name Office
pgentlesbc
. Logon
Userld User Name Last Name Office Password Expiration Tries Start Date End Date
25163 pgentlesbc Cerlifier Testing Hospital (Manhattan) 0 17111900

Total records : 1

Click on the User Name

Note: If there is more than one user with the same Last Name, verify that you are removing the correct
one.
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From the User Summary screen click on Update Offices/Roles

: = |
The City of New York pepatment of Heait and Mestal Hygiens
I 1asy
User bk 28183 Mame: Palricia Cedilar o Mumibiesr: Uil Licenma:
User Mame: gpanbestc Tithe: Hosgpital Adiministrator -t NPT ks
Pagwword Cagiration: u;:ﬂ-ddlm mw Fumisrah Darecton Licia:
| 125 Worth Steel
SoartDatec 011141300 e Yorke, Ma York 40013 Heoemee Musmibsor:
ol a0t Mafing Sodress: s
Losgom Aslempls: O 125 Worth Stimel Fax Ramber: «Ed
Bdiw Yok, M Yon 30013 ek
BEagEE B9
Prafesrod Contact-E-mad
Updale Logn ndmaton Updatn Usir Updats ContB01 nbamanon Upsfate Lic dnrsaa

Adlen Pareilion
Pairicia Cortfis is authorized 10 Sign 1or s foliownng eventic farh

Usar Type oot
Alen Pashon
Cartier Bt Israsl Madical Cenbor Exievnal Silh Ceritar
B Haiptal
Tedad rocodds 1 first 1 2 Last Teand roeodes 2 1
Tolal reconds © 4
Nipdats OifcosRobes

Esrnabric Ere oliement

Note: If user is affiliated with more than one facility; the EVERS administrator can only remove his/her
facility from the user’s profile. The other facilities will be greyed out.

i (Aanharran)

Lifg Evonts L

Help.
The City of New YOrk vepariment of Heaith and Menial Hygiene

Salect fo Upoate & User 5. Ofice Affikations Solg

1. Usee Account

2 Hame and Address
. Contact informaton
4, Lioenses

Office Troe:

ll-:—'.-F-IJI d

Avadatiy Dffice AMSstions

B Usar Types
7. User Robes £
B Business Funclions
9. Finish

Testing Hosgital (Marhatian)
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Testing Hospital (Manhattan)

Main Life Events Queues Reports

Table Maintenance

Help

The City 0f New Y ork pepartment of Health and Mental Hygiene

Update User

Select to Update a User 5. Office Affiliations

Licenses Available Office Affiliations

1. User Account

2. Mame and Address Office Type:

3. Contact Information Hospital =l
4.

ffice Affiliations
User Types

User Roles
Business Functions
Finish

Testing Hospital (Manhattan)

wopo oo,

Cancel

=

Step 5 of 9

Office Affiliations Assigned to the user
Allen Pavilion
Beth Israel Medical Center
Birth Hospital

F h
Keep clicking mon steps 5 to 7 of the Update User screens. Click on Step 8.

Select fo Updlate & Lsor &, Busen-s Funcions

V. U Aocoum]
& Hame and AdZers CrEs AEgn Pasion
3 Comfact informualion
4 Licerdes

5 Ofica ATEARING

8 User Types

User Types
Roles Exfwimial Birfhh Cortifled

Carifler

|

SepBol®

T. Uibee Rioles

2 Finish
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Many users will only have one office affiliation. The process is the same but the messaging is a little
different. If the user is only affiliated with one office, after removing the office affiliation you will get a

pop up message

Message from webpage ﬂ

% Removing this office affiliation will end date the user.

- Do you wish to proceed?

Cancel |

Click on OK and your facility will be removed from the user profile at midnight of the day it was end

dated.

For questions regarding EVERS, please contact:

Constituent Services Unit

New York City Department of Health and Mental Hygiene
(646) 632-6705

evers@health.nyc.gov

Have you seen our website yet? Go ahead, take a look now! http://www.nyc.gov/evers
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