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Create Manager Account

Create a Manager account by selecting 
the Managers Tab (A). 

Select +New Manager (B).

Enter a valid email address and select 
Create (C).

Manager will receive a password 
setup email. 

Follow the instructions detailed to 
create a password.

B

C

A
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Create Coordinator Account

In Users, select the Coordinator tab (A). 
Select +New User (B).
Enter information for all fields listed. 		
Select Create (C). 

Coordinator will receive a password setup email. 
Follow the instructions detailed to create a password.

B

C

A

NOTE: Enter a valid email address.
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Create Member Account

In Users, select the Members tab (A). 
Select +New User (B).
Enter information for all fields listed. Select Create (C). 

Coordinator reflects the Primary 
Coordinator assigned to this 
Member.
Primary Coordinators assigned 
to a Member will receive an email 
notification.

(If Applicable) 
Members will receive 
a password setup 
email. Follow the 
instructions detailed 
to create a password.

B

C

A

NOTE: Enter a valid email address.
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Create Member Account : Single Vitals Threshold

5

For only Primary Coordinators to create 
threshold parameters for a Member, enable the 
Single Vitals Threshold option.

For Primary & all Secondary Coordinators to 
create threshold parameters for a Member, 
disable the Single Vitals Threshold option.

NOTE: If all Coordinators are granted access to 
create threshold parameters for Members, the most 
recent threshold parameters created will reflect for 
all Coordinators monitoring that Member.
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Create Member Account (Cont.)

Complete Member Account set-up by searching 
the newly created Member within the Search 
Users bar (A).

Select the Members Name (B).

Select tab Management Details (C).

Enter information for all fields listed. 			
Select Save (D).

B

D

C

A
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Edit Manager Email

Search Manager account 
to edit email address within 
the Search Users bar.

Update email address 
within the required 
field. Select Save.

In the Actions column, 
select the pencil icon.
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Edit Coordinator Account

In Users, select the Coordinator tab (A). 
Search Coordinator account to edit within the 
Search Users bar (B).
Select the Name of Coordinator (C).
In Profile tab, update information within 
appropriate fields listed. Select Save (D). 

B

A

C

D
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Edit Coordinator Account : Reset Password

Coordinator forgotten account password? 
Select the Send password reset 
instructions button for a Coordinator to 
reset account password.

Coordinators will receive a password 	
reset email.
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Edit Member Account: Profile

In Users, select the Members tab (A). 
Search Coordinator account to edit within the 
Search Users bar (B).
Select the Name of Member (C).
In Profile tab, update information within 
appropriate fields listed. Select Save (D). 

B

A
C

D
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NOTE: Notify Coordinators and 
Managers when a Member is admitted 
to Hospital by enabling the Admission 
Status to Admitted. 
Members admitted to hospital will display 
the icon H in the Coordinator Portal to 
reflect admission status.
Both Coordinators and Managers can 
alter the admission status within the 
Members profile.

11

Edit Member Account (Cont.)

Select the Management Details tab (A).

Update information within appropriate 
fields listed. Select Save (B).

B

A
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NOTE: Both Managers & 
Coordinators can create 
notes within a Members 
profile. All notes created will 
reflect within the Coordinator 
Portal (& vice-versa).

12

Edit Member Account: Notes

To record notes, select the Notes tab (A).
Enter notes within the field box (B). Once notes are created, select Save (C).

Created notes will display in the provided space below with the following details:
   • Name of Coordinator &/or Manager who created note
   • Date & Time note was created

C

B

A
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Edit Member Account: Reset Password

Member forgotten patient portal password? 
Select the Send password reset instructions 
button within the Members Profile to reset 
account password.

Members will receive a password reset email.
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Assign Coordinators to Members

B

A

Assign Coordinators to monitor a Member by 										        
selecting the Care Teams tab (A).

Managers can complete the following actions:
   • Change Primary Coordinator for Member 
   • Remove all or individually remove supporting Coordinators assigned to monitor Member
   • Add all or individually add available Coordinators to assign and monitor Member

Select Save (B).

NOTE: Primary & Secondary 
Coordinators assigned to a 
Member will be notified via 
email.
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Assign Members to Coordinators

In the Manage Members tab, Managers can complete the following actions:
   • Change Primary Coordinator for Member 
   • Remove all or individually remove supporting Coordinators assigned to monitor Member
   • Add all or individually add available Coordinators to assign and monitor Member

Select Save (D).

C

A

In Users, select the 				  
Coordinator tab (A).

Search Coordinator within 			 
the Search Users bar (B).

Select Name of Coordinator (C).

A

D
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Lock Manager, Coordinator, & Member Accounts

Lock accounts for those who no longer require access to 
Manager, Coordinator, or Member accounts.

Within the Actions column for the Managers, Coordinators, & 
Members tab – Select the check mark icon. 

A prompt will display. 
Select OK to confirm 
account locking. 
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Lock Manager, Coordinator, & Member Accounts 
(Cont.)

Locked accounts will display within the Locked tab. 			
To unlock an account, complete the following:
   • Select the Locked tab 
   • Within the Actions column, select the padlock icon

The account has successfully unlocked.
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Lock Manager, Coordinator, & Member Accounts

Within the Managers, Coordinators, & Members tab - locked 
accounts will display the padlock icon within the Actions 
column. 

For unlocked (active) accounts, the check mark icon will display 
within the Actions column.

18

NOTE: Accounts can also be Locked when editing profile info!


