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Manager Portal Core Functions

1 Create, Edit, & Delete: Managers, Coordinators, &
Members

2 Assign & Remove Members from Coordinators
3 Assign & Remove Coordinators from Members

4 Review Statistics
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Create Manager Account

M Lifc365 ,

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

Managers

Select +New Manager (B).

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

B
Mu'ngar]

Email

Support@life365inc.com !

Member
New Manager Manager will receive a password
Manage o setup email.
C Follow the instructions detailed to
create a password.
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Create Coordinator Account

=)

Name A Email A

Emily Fellows efellows@life365.health
Mary Morris mmorris@life365.health
Richard Hayes rhayes@Iife365.health
Lisa Gonzales Igonzales@life365.health

Phone

480-567-7891

602-456-9321

602-123-4567

480-876-5432

A

Observes

3 medical records
1 medical record
3 medical records

5 medical records

In Users, select the Coordinator tab (A).

Select +New User (B).

Enter information for all fields listed.

Select Create (C).

NOTE: Enter a valid email adadress.

Last activity A
about 5 hours ago
3 months ago
about 1 year ago

6 months ago

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

Users / New User

New User

Category © Coordinator ) Member

* Email |

First Name

Last Name

Phone

Report Contact
Information

Group

Site

Gender () Female () Male () Other @ Not Applicable

Date of Birth Year ¥ Month v | Day
Height ft. in.
Units ) Metric @ Imperial

Glucose © mg/dL ) mmol/L

Locked (m]

E=|C
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Create Member Account

B —— A
Name A Email A Phone Last activity A New User
Jen Smith jen@Ilife365inc.com about 5 hours ago Gategory  ( Goordinator (@) Mermber
Richard Hatch richard@life365inc.com 3 months ago “Emal
Emily Black emily@Ilife365inc.com about 1 year ago
* Goordinator Select Goordinator
John Dicks john@life365inc.com 6 months ago
In Users, select the Members tab (A). B
Select +New User (B). o
Enter information for all fields listed. Select Create (C).
Gender () Female (' Male () Other @ Not Applicable
NOTE: Enter a valid email address. Detactelm | veur F) Mo il
Helght ft. in.
Coordinator reflects the Primar . Urits O Metrc © mperil
Coordinator assigned to this ! (if Applicable) R (m @
g Members will receive i
Member. a password setup S
Primary Coordinators assigned email. Follow the [ —
y , _ g _ instructions detailed C

notification.

support@life365inc.com | 4



Create Member Account : Single Vitals Threshold

Users / New User

Category

* Email

* Coordinator

First Name

Last Name

Phone

Group

Site

Gender

Date of Birth

Height

Units

Glucose

Locked

New User

() Goordinator (@) Member

Select Coordinator

() Female () Male () Other @ Not Applicable

Year

() Metric @ Imperial

© mg/dL ) mmol/L

O

Single vitals threshold 5

¥ | Month ¥ | Day

ft. in.

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: /f 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.)

- - B A

Name A Email A Phone Last activi

Jen Smith B jen@life365inc.com about5ho  Gare Team Management Details
Richard Hatch fichard@life365inc.com 3months¢ | Management Detalls C DateciBith | Year +| [Montn +| [ Day
Emily Black emily@life365inc.com about1ye  Oles Concer - Fomde - vale - Giher © Nt Avsicabe
John Dicks john@life365inc.com 6 months ¢ rferred Langusge

Complete Member Account set-up by searching

the newly created Member within the Search .

Users bar (A). Uns O Mot © impara

cucose  © mgiaL O mmat

Select the Members Name (B). Losksd O

Select tab Management Details (C). . —

Enter information for all fields listed. (] rorersune 0o - s

Select Save (D). shgevias treshod = @

B D
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Edit Manager Emaill

I = sh in@life365inc.com ~
o Life365 = sl Search Manager account

Managers Search Users ﬂ —® 1o edit email address within

the Search Users bar.

+ New Manager

Managers / Support@life365.health / Edit Managers

Email Actions
Support@life365inc.com Edit Manager
Member@life365inc.com i

Email
Manager@life365inc.com e

Locked O

In the Actions column,
select the pencil icon.

Update email address
within the required
field. Select Save.
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Edit Coordinator Account

- — BB

A oibars Users / efellows@Iffe365.health / Profile

Manage Members

Name A Email A Phone Observes Last a
. . . Profile
Emily Fellows < efellows@Iife365.health 480-567-7891 3 medical records about
Mary Morris mmorris@life365.health 602-456-9321 1 medical record 3 mon Profile Category @ Coordinator () Member
Richard Hayes rhayes@Iife365.health 602-123-4567 3 medical records about
* Email efellows@life365.health

Lisa Gonzales Igonzales@Iife365.health ~ 480-876-5432 5 medical records 6 mon

First Name Emily

Last Name Fellows

In Users, select the Coordinator tab (A).

Phone 602-123-4567

Search Coordinator account to edit within the

Report Contact 1475 N Scottsdale Rd, #200
SearCh Users bar (B) Information Scottsdale, AZ 85257
Select the Name of Coordinator (C). Group | Life3s5, nc.
In Profile tab, update information within Site | Scotisdale, AZ
appropriate fields listed. Select Save (D). ooked

D
Send pa.ssworu raset instructions
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Edit Coordinator Account : Reset Password

Users / efellows@Iife365.health / Profile

Manage Members

Profile

Category

* Email

First Name

Last Name

Phone

Report Contact
Information

Group

Site

Locked

Profile

© Coordinator ) Member

efellows@life365.health
Emily
Fellows

602-123-4567

1475 N Scottsdale Rd, #200
Scottsdale, AZ 85257

Life365, Inc.
Scottsdale, AZ

a

Send password reset instructions

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

- e - )
Coordinatorsl Users / jsmith@life365.health / Profile

Name A Email A Phone A Last activity 4 Profile
Jen Smith < jen@Ilife365inc.com about 5 hours ¢ Care Team PI'OfIle
Richard Hatch i i inc. 3 months ago i
icha atc richard@life365inc.com g Management Detalls Category ) Goordinator @ Member
Emily Black emily@life365inc.com about 1 year a Notes
* Email jsmith@Iife365.health

John Dicks john@life365inc.com 6 months ago

First Name Jen

Last Name Smith

In Users, select the Members tab (A).

Search Coordinator account to edit within the
Search Users bar (B).

Select the Name of Member (C).

Group Life365, Inc.

Site Scottsdale, AZ

Locked (]

In Profile tab, update information within
appropriate fields listed. Select Save (D). D E3

Send password reset instructions
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Edit Member Account (Cont.)

Profile

Care Team

Management Details

Notes

A Date of Birth

Gender

Preferred Language

Condition

Management Details
Year ¥ | Month 5| Day

() Female ) Male ) Other @ Not Applicable

Units

Glucose

Locked m]

Height

Weight

@dmls&lcn Status

Single vitals threshold

B

) Metric @ Imperial

© mg/dL ) mmol/L

0 Ibs.

© None ) Admitted

0o

Save

Select the Management Details tab (A).

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

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.
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Edit Member Account: Notes

Profile

B
e fear NOTE: Both Managers &
Management Details Coordinators can create
o) A  sae IN@ notes within a Members
profile. All notes created will
Emily Fellows, 02/05/2020 12:17 reflect within the Coordinator

5 minutes phone call - searched healthy recipes for 15 minutes. 1:05pm - 1:10pm .
Portal (& vice-versa).

Emily Fellows, 01/26/2020 09:22
Patient had questions about the new medication’s side effects.

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 detalils:

e Name of Coordinator &or Manager who created note
e Date & Time note was created
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Edit Member Account; Reset Password

Users / jsmith@life365.health / Profile

Profile
Care Team

Management Details Gategory

MNotes
“ Emall

First Name

Last Name

Phone

Group

Site

Locked

Profile

() Goordinator @ Member

jsmith@life365.health
Jen

Smith

602-123-4567

Life365, Inc.
Scottsdale, AZ

[m]

Send password reset instructions

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

i Primary Coordinator | Paulina Briggs

Care Team A

Management Details Supporting Coordinators assigned to 1967-Life365-Test Coordinators available

Motes Aemove all Search Users
Paulina Briggs = Cynthia McManus

Catie Blue = Gilbert Tholmpsaon

Harrison Chen

Ellen Brady

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

Managers can complete the following actions:

e Change Primary Coordinator for Member

Add all

+ + + +

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

e Remove all or individually remove supporting Coordinators assigned to monitor Member
e Add all or individually add available Coordinators to assign and monitor Member

Select Save (B).
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Assign Members to Coordinators

- — H)|A

A e | e
Name A Email 4 Phone Manage Members Medical records observed Medical records available
Emily Fellows ( : efellows@Iife365.health 480-567- Removeall  scarch Users Add all
Mary Morris mmorris@life365.health ~ 602-456 Attty = JohnDicks + 4

Richard Hatch = Fory O'Neil +4+

Emily Black - Alex Talbot Fiy

Yvonne Aguilar ++

In Users, select the —— B
Coordinator tab (A). Pt -

Search Coordinator within D
the Search Users bar (B).

Select Name of Coordinator (C).

In the Manage Members tab, Managers can complete the following actions:

e Change Primary Coordinator for Member
e Remove all or individually remove supporting Coordinators assigned to monitor Member
e Add all or individually add available Coordinators to assign and monitor Member

Select Save (D).
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Lock Manager, Coordinator, & Member Accounts

o o | o RN
o

Name A Email A Phone Observes Last activity A Registered at A Actions

Emily Fellows efellows@Iife365.health 480-567-7891 3 medical records about 5 hours ago 21.02.2018 0rsvi

Mary Morris mmorris@life365.health 602-456-9321 1 medical record 3 months ago 13.12.2018

Richard Hayes rhayes@Iife365.health 602-123-4567 3 medical records about 1 year ago 17.01.2018 [ o f f n
Lisa Gonzales Igonzales@Iife365.health ~ 480-876-5432 5 medical records 6 months ago 24.07.2018 [: 4

O/a0
0s/vd

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.

|1365.ent.msbx.life365inc.com says

A prompt will display.
Select OK to confirm
account locking.

Are you sure you want to lock archive@life365.health user?

Cancel ]
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Lock Manager, Coordinator, & Member Accounts
(Cont.)

Users Statistics Search Users ﬂ

Coordinators Members All Active

Name A Email & Phone Observes Last activity A Registered at A Actions

Devon Roberts droberts@life365.health No medical records 3 months ago 14.01.2020 (i P N

Locked accounts will display within the Locked tab.
To unlock an account, complete the following:

e 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

o ST

Name A Email A Phone Observes Last activity A Registered at A Actions

Emily Fellows efellows@Iife365.health 480-567-7891 3 medical records about 5 hours ago 21.02.2018 0svi

Mary Morris mmorris@life365.health 602-456-9321 1 medical record 3 months ago 13.12.2018

Richard Hayes rhayes@Iife365.health 602-123-4567 3 medical records about 1 year ago 17.01.2018 [ o f f n
Lisa Gonzales Igonzales@Iife365.health ~ 480-876-5432 5 medical records 6 months ago 24.07.2018 [: 4

O/a0

Within the Managers, Coordinators, & Members tab - locked 0/vm
accounts will display the padlock icon within the Actions
column.

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

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