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What do | do if | can’t remember my usernames and/or passwords?

If you cannot remember your Relias or WellSky username and password you can contact the Clinical Mentor, your Clinical
Manager and/or the Administrator on call, all other usernames and password you must contact the IS Help Desk.

How do | contact Information Services (1S)?

Call--1S Help Desk extension 86809 (internally), 410-871-6809 (externally) or 24357 (internally) or 410-601-4357
(externally).

Submit a Ticket Online--

1. Go to the Carroll Hospital Intranet and select Work Request under Quick Links.
2. Click on Cherwell Information Systems.

& CARROLL HOSPITAL

A LifeBridge Health Center Submit a Work Request

c AR E BR AVE LY Please Select Correct Department Belo

= L~
222 TMASYSTEMS Cherwell
QUICK L Clinical Facilities Information
utlook @ || HBI Dashboard || ReadySet | My LEH Pay || Infor GHR || LBH Pal Engineering Systems

e ician Documents || Physician Feedback | MPF || RelayHealth |
<u || Werk Request || Flu Absence Tracking || Healthstream LMS || MSDS O ,
— 5

Work Requests Work Request
Pending Approval Search

3. Your user ID is Hospital\Your Badge Number and your password is your network password.
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How do | contact Information Services (IS)? continued

4. Select the appropriate category of ticket, most likely a routine request.

1 am having an issue snd need s quick
—

Routine Request - LIFEBRID

| 5 _lFrovl r. Move Prir 3 HEALTH
Information Serviced

ation Enhancement CARE BRAV

d & small to medium change made
1o an exisitng application

5. Fill out information and click “submit” you will receive a ticket number and an e-mail, expect to be contacted by IS.

Best Contact Number: OVocera (LifeBridge Staff Only)

Asset Tag: Voalte:

Title:

Description of Issue:

Submit
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What is the G-Drive and how do | access it?

The G-Drive is Carroll Hospice shared drive, every employee should have access. Important documents and information
shared by the organization is housed on the G-Drive. To access the G-Drive open File Explorer folder. Select This PC
then Central (G:).

e —
y
< v [ This PC ™ Networ
Central ((3:)
=cts o

I Desktop —~r 46,2 TB free of 63.2 TB

2| Documents /
.

Select Departmental, then assigned shared folders will appear. Everyone should have access to Dove Shared.

Dbkt 6/15/2020 4:14 PM File folder

Dove SHARED ) 7/30/2020 4:33 PM File folder

Apps 51272020 9:29 AM T i 3:43 PM File folder

P~ e e Hospice Doc Center 7, 204:11 PM File folder
( Departmental 72072020 1:27 PM ) : e :

— Hospice Medical Records 6,/9/2020 11:51 &AM File folder

Users 4172020 11:07 AM Hospice Triage 7/31/2020 400 PM  File folder

How do I get to the Intranet and G-Drive on my iPad or Non-Hospital/Hospice Desktop or Laptop?
-Instructions for Accessing Remote Clinical Desktop.

To access the Intranet when you don’t have access to a hospital or hospice desktop you need to access the remote
clinical desktop. Directions for accessing the remote clinical desktop are below:

1) Visit the Carroll Hospital Extranet at https://extra.carrollhospitalcenter.org/
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How do I get to the Intranet and G-Drive on my iPad or Non-Hospital/Hospice
Desktop or Laptop? Instructions for Accessing VMware and Remote Clinical Desktop.- continued

2) On the home page, select the “View Access” tab, then Select “VMWare View”

Extranet Resource Extranet Resource

Home | API | CitrixAccesss Human Resources | Lawson | Infor GHR | Readyset | Home ' API . Citrix Access | View Access Office 365 ‘ Hu|
NOTE: If you have already installed the VMware Vie

2 S :
Extranet - A publicly accessible web resource for the Associates of Carroll Hospital forizon View" icon that is on your desktop screen.
7~ N\

Click here to bookmark the Carroll Hospital Extranet . . .
VMware View Which client
View Instructions do | pick?

Windows Mac

3) Select “VMWare Horizon HTML Access”
4) Login to “WMWare Horizon” using your badge number and network password

5) Once logged in select the Clinical Desktop” Icon

Clinical
Desktop

6) You should now be logged into your “Remote Clinical Desktop” within the application. See the next page for a
screenshot of the clinical desktop view.

Page 5 of 17



CARR()I . HOsPICE
CARE BRAVELY

Remote Clinical Desktop

Mware Horizon X [l Mail - Lindsay Sisler - Outlook X +

< @ horizon.carrollhospitalcenter.org/portal/webclient/index.htmi#/desktop

F’ec,de Bn CemerHub Patient Folder

n &M

Hospital Citrix Receiver Patient
Applications Transport

L=

Microsoft Crisp Portal Physidan

R As L SORREL

Misc Shortcuts  Medaptus Skype for
Business (c

Workstation
Host Name: VRCLINDESKO076
User Name: 100057986
IP Address: 10.100.2.83

Carroll MUSE Editor
Radiology

9:14 AM
=

COUVOR®ED prow
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How do I get to the Intranet and G-Drive on my iPad or Non-Hospital/Hospice
Desktop or Laptop? Instructions for Accessing VMware and Remote Clinical Desktop.- continued

7) To get to the Intranet select “Start”> “All Programs” - “Internet Explorer”

8) Once Internet Explorer opens the Intranet Page should appear, if it does not you can use the following link:
http://chcintra2/

9) To get to the G-Drive select Start-> Computer-> Network Location (G:)

.ll Getting Started

-~

) Vol1 (\\hospital.com\FS) (G:)
( o/ EEEE 1
Q?TB free of 63.2TB
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How do | access my work e-mail?

1) There is a link to e-mail on both the intranet and the extranet. Intranet (Outlook), extranet (Office 365).

2) You can use the “Microsoft Outlook” application on your devices such as phones, iPads, etc.
a. See iPad or Cell Phone User Manuals for detailed directions setting up e-mail on your device.

3) You will be required to do two-step verification (a code will be sent to your phone) when logging into your e-mail on
your phone, iPad, and/or personal laptop or computer.

4) Your username for logging in to your e-mail is your badge number@lifebridgehealth.org, if you do not know your
password you will need to contact the IS Help Desk.

Do | need to set-up an e-mail signhature?

Yes, you should have an e-mail signature set-up on your work issued e-mail. The following information should be included
in your e-mail signature:

= Name
= Title
= Email

= Telephone
= Carroll Hospice Logo (click on insert picture icon- 2" from the right)
e Logo can be found in G:\Departmental\Dove SHARED\Email Signature Information folder.

What is WellSky?
WellSky is our electronic medical record (EMR), please see the “Introduction to WellSky Training Guide.”
What is Relias?

Relias is an online learning environment in which mandatory/in-service education for Carroll Hospice and continuing
education credits are housed.

Hospice Aide’s: Under Medicare’s conditions of participation, hospice aides are required to complete 12-hours of
education every year. At Carroll Hospice, monthly education is assigned to hospice aides are is REQUIRED to be
completed.
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To access Relias visit- https://carrollhospice.training.reliaslearning.com

Your username is you First Initial and Last Name ex: John Smith= JSmith and your password is the last 5 digits of badge
number .

How do | navigate my Relias account?

Once logged into Relias your assigned modules will appear under the “learning” tab, to view modules you have
completed, along with continuing education certificates click on the “transcript” tab

Learning Transcript

Current Training M E+L5i[-Rel]

To print or download a Continuing Education Certificate click the certificate icon on your transcript
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If you wish to search for and take modules that have not been assigned to you as mandatory education,

you can enroll yourself by clicking “browse elective courses”

Learning Transcript

Current Training JZCE-LE G el

Use a search term to find a course you're interested in. Use the “All Licenses & Certificates” drop down to narrow down
your search to a specific certificate you may need for your licensure (i.e. The American Nurses Credentialing Center)

Search Q

Filter By |All Module Types [l Owners

Once you find a course you are interested in taking click “enroll” and it will now be assigned to you under your learning tab

12 Keys to Good Management
>
REL-PAG-0-KGM
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If you wish to remove any courses that you self-enrolled in, you do so by clicking the red “withdraw” link

underneath the course name”

Bag Technigue for Home Healthcare

0. .25 hours

>

What is Healthstream and how do | navigate it?

Healthstream is where mandatory education is assigned by Carroll Hospital. The link for HealthStream is located on both
the Intranet and Extranet. Your username is your badge number, if you cannot remember your password click the “Forgot
password” and you should receive an e-mail to reset your password. If you do not receive and e-mail, you will need to
contact the IS Help Desk.

If you are having technical difficulties with Healthstream, such as getting a course to load, the following information has
may be useful to help you troubleshoot issues:

e The course content will appear in a separate window as a pop-up, so if it does not come up chances are your pop-
up blockers are turned on and need to be turned off. That setting can be found on a desktop under Tools> Internet
Options> Privacy.

e You can also try opening Healthstream in Google Chrome as that browser usually is always successful because it
does not have all the settings that Internet Explorer has. Here is the link for HealthStream to paste into Chrome
browser: www.healthstream.com/hlic/Ibh

If you have continued trouble after troubleshooting, you can e-mail healthstream@lifebridgehealth.org for assistance.
Where can | find Policies and Procedures?

Carroll Hospice’s Policies and Protocols are located on Policies, Procedures & Care Guidelines, AKA Policy Tech or PPM.
Below are directions on accessing policies and protocols.
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1) On the Intranet select “Polices, Procedures, & Care Guidelines/” You will be directed to the screen below,
where you will enter your badge number and network password (the same password you use to login to a

desktop and e-mail).

POLICYTECH"

Policy & Procedurs Management

Username
Password
Domain

hospital.com ﬂ

Visit our Fublic Site Forgot password?

Log in using your Windows username and password.
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2) If you are assigned policies to read, they will appear in your “my tasks:”

PolicyTech® -
Policy & Procedure Management = BROWSE
# Home
Site My Relationship
#& My Dashboard w Carroll Hospital Center  All Docurnent
0 Documens - E
Q Search ® 3 North (14) P
@ 3 South (163)
I O Browse @ 3 'West (161)
. ® 4 5outh (162)
% Favorites @ 5 South (162)
® FRecent ® 5700 - Clinical Decision Dept
m
< o My Tasks ) ® Access Carroll (1)
® Account Care Organization
Ll Reports )
@ Adrministration (20)
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3) If you are searching for a policy or protocol you should scroll down under the department tab and locate

“Hospice”

All Departments ™

® ER Registration (7)

@ ER/BedBoard (1)

® Evironmental Services (2)

@ Family Birthplace (489)

® Finance (15)

® Finance Corporate (1)

@ Food Services (28)

® Foundation [2)

® Health Access (2)

@ Health Information
Managerment (11)

@ Healthcare Redesign (1)

® Home Care & Hospice (

land |
® Hospice (450)

]

v
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4) Once you select “Hospice” all our policies and protocols will populate, you can use the “find” box to search for a

specific protocol such as “bag technique:”

Site My Relationship Status

Carroll Hospital Center All Documents « Published +

All Departments ¥ ABC -
istration (7 y
® ER Registration (7) »~  Type Title - Ver # Status
® ER/BedBoard (1)
® Evironmental Services (2) Pediatric Sexual Assault Forensic Examiner Approved
-
® Family Birthplace (489) (S-A.F.E) Prograrm Wood's Lamp PP
® Finance (15) §
® Finance Corporate (1) - Performance Evaluations Approved
@ Food Services (26) Personal Protective Equipment (PPE) - Carrol| 2 Aoproved
® Foundation (9) - Hospice pproved
@ Health Access (2)
@ Health Information - Personal Representatives of the Individual-HR Approved
Management (11) _ .

o Personnel Protective Device Inspections - Approved
@ Healthcare Redesign (1) - Diagnostic Imaging PP
® Home Care & Hospice (36)
@ Homecare Maryland (2) - Personnel Records Approved
@ Hospice (450)
- (=Y Personnel Safety/Unsafe Home Visits - Carro

5) Once you have read a policy or protocol select “Options” and “Mark as Read”

Options ~

Make Comment
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6) If you receive an e-mail from DepartmentPolicies@carrollhospitalcenter.org you should follow the directions

above to complete (assigned policies are found under my tasks):

DepartmentPolicies@carrollhospitalcenter.or
P : P J BoH 6 S
Maom 5/11/2020 10:29 PM
Toe Lindsay Sisler
Of the tasks you've been agsigned, the following have not been completed:
Read the following documents as soon as possible and mark that you have read them:
Status Title Document Owner
Carroll Hospice - Suicide Prevention and Management Policy and Forsyth, Gail
Procedure

Manage My Email Subscriptions

How do | Order Logowear?

1) Go to the Carroll Hospital Intranet site

2) Click on the Hospice tab located on the left-hand sidebar. This will take you to the EmbroidMe website at

http://bellaimprintables.com/c/185/carroll-hospice or the Land’s End website at
https://business.landsend.com/store/carrollhospice/
3) You can also order Logo Wear from the online hospital store:

https://shop.wgmprinting.com/carrollhospital/shop/home (you will need to use Chrome to open the link)- Please

remember the colors approved for Carroll Hospice are Navy, Black, Gray, White and Royal Blue.
4) You may take your personal clothing to EmbroidMe (located in Westminster) to get our logo added

5) You will need to create an account for each vendor to order your Logo Wear, updates about your order will be e-

mailed to you from the company directly.
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6) EmbroidMe orders will be shipped to Carroll Hospice individually packaged. You will receive
additional information on package pickup once the orders have been received. Land’s End orders will ship to your

home.
7) Please review the “Dress Code-Carroll Hospice” Policy for details on how much credit you will receive for Logo

Wear based on your discipline
How can | access my Pay Stubs?

1) Visit MYLBHPay.org
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