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STAFF

Staff
Add Staff

Use these instructions to add Staff, update Staff and System User information including user name,
address, and system function authorization *PLEASE NOTE — It is extremely important that you
thoroughly search the System before adding the Staff Member. By conducting a thorough search, you
reduce the possibility of duplicate Staff records.

» Click the System Setup link in the Main Menu

+  Click the Staff link to the right of the Main Menu

The Staff Member List screen will be displayed.

» Click the Add Staff Member link in the Staff Member Header:

sk | Tome | owon | Top L Staff Member List
Staft Name: 'i . . | {Type any part of ihe iasi or firsi name}
Stadt Type: i* Aﬁ — v'
Provider: | ! lookup | clear | SEARCH |

Wi Active 5taff Only

-l Eacivde Contract Provider Staff
| Click here to add Staff Member
4321 Staff Members <PRE 10US Fage 1 of 433 HEX(»
P

Name/User ID Type Affiliate ; F.'ri!mmr Lﬁcétian Mﬂ:ﬁ Meme;

The following screen will be displayed:

Stafl Information

Primary Provider [186KUpT | clear CMH / Affiliata
| GENESEE COUNTY CMH v

FiistNome M LastName __ _ _  AK

I L [ ]
Date of Birth Gendar

! i B {JMale > Female

Phone Fax . Email

Hirw Dato Termination Date Employas 10

+  Enter the following information:
°  Primary Provider — Click the ookup | hutton to search and select the Primary Provider

= CMH Affiliate - Use the ¥ drop-down menu to select affiliate



*  First Name

= Last Name

= AKA — Optional

°  Date of Birth

> Gender — Click the appropriate ' radio button to indicate Male or Female

¢ Phone
Fax

e Email
Hire Date

e Termination Date
= Employee ID

Staff Type — Use the ™ drop-down menu to select staff type
> Supervisor — Click the lTookup . hutton to search and select the Staff's supervisor

This staff membergan view all To Do Lists Provider Contact Person Types —Place a
checkmark in the i_| checkbox to indicate

*  This staff should be notified of authorizations — Place checkmark in the {_i checkbox to
indicate

*  Exclude from Billing — Place checkmark in the LI checkbox to indicate
+ Enter reason for billing exclusion in text field provided.

SAVE

button — Clicking this button will save the information entered in the data entry
SAVE

« Click the

screen and take you out of the record. The button is located in the bottom left-hand

corner of the screen.

Edit Staff
Use these instructions to update the Provider’s staff information. The Provider Staff member record will
open in an editable format.

*“IMPORTANT -*

. For leaves of absence, exceeding seven days, end date all assigned locations as of the 8th day.
Upon employee return from LOA remove end date of assigned locations. (This applies to
extended leaves of absence, but does not apply to planned vacations.)

» For terminations immediately enter termination date and end date assigned locations.

e Click the Svstem Setup link in the Main Menu

»  Click the Staff link to the right of the Main Menu

s The Provider List screen will be displayed.

= Enter the search information. You can search by one or more of the following parameters:

= Staff Name — enter the staff name. You may enter the first few letters of the staff’s first or
last name




o Staff Type —use the ¥ drop-down menu to select staff type
«  Provider — use the ‘180KUP by tton to search and select a provider
= Active Staff Only—the checkbox is checked by default to only display active Staff.

SEARCH

= Once you have entered the search information, click the : button.
| Hack | Home | logow | [ 2 messages Staff Member List
Stedl Name: I :{"' ype any part of the last or first name;
Swalf Type: {* Al _ ¥
Provider. | i {lookup _ clear BERRGH

i Avtive Staff Oaly
rclade Contiact Provider Seaff
A list of the staff members will be displayed.

¢ Click the Change link located to the right of the Staff Member information.

Btult Nawme: | Type any wart of the last o first nams}
Siaff Type: " Al v’
Provider: Jwokup  clear
W3 Active Staff Grdy
L lExclude Contract Provider Staif

1 Staff lAember
[ Click here to edit Staff information }

Name/lUser ID Type Affiliate i o
Test Human Resources  Administrative GENESEE COUNTY B.R A G jCh‘avnge View Credentials Enrollments
[t Ik <CMH 1 Assigned | ocations
« The record wilt open in an editable format. Make the necessary changes to the record.
« Click the button — Clicking this button will save the information entered in the data entry

SAVE

screen and take you out of the record. The button is located in the bottom left-hand

corner of the screen.

Yiew btaff
Use these instructions to view the Provider’s staff information. No changes can be made while in the
“View” mode. The “View” mode is often referred to as “read-only”.
=  Click the System Setup link in the Main Menu
s Click the Staff link to the right of the Main Menu
The Provider List screen will be displayed.
= Enter the search information. You can search by one or more of the following parameters:
*  Staff Name - enter the staff name. You may enter the first few letters of the staff's first or
last name

> Staff Type —use the ¥ drop-down menu to select staff type



©  Provider — use the 1 199kUP_ hytton to search and select a provider
= Active Staff Only— the checkbox is checked by default to only display active Staff.

. . . SEARCH
« Once you have entered the search information, click the =" " ! button.

e —
[ Back | Home | LT =messages Staff Member List

Statf Mame: ; - i {Type any pari of the last or first name;
Statf Typa: " Al E
Yrovider: ; o llgokup | cledr |
¥ Active Stait Only
Exclude Contract Provider Staft
A list of the staff members will be displayed.

+ Click the View link located to the right of the Staff Member information.

Batt Mamw; || _ . {Type any par: of ihe last o first name}
Satf Type: l,_"‘ Al ‘ w ?

Provider: ilopkup | cles

1

TARCH

vl Active Stafl Ouly
Cifwcinds Contrast Provider Staff

1 Staff Member .
[ Click here to view Staff Member }

Pri

Name/User 1D Type Affiliate Location

Test Human Resources  Administrative GEMESEE COUNTY ‘B R A. G. i Change Yiew Credentizls Enrolliments
¢inn MR} CMH ! Assigned | acatigns

« The record will open in a “read-only” format. No changes can be made to the data when in the
“View” mode.

¢« Click the .. '&”NEEL, button — Clicking this button will take you out of the screen. The
_“'JiN__EL —. button is located in the bottom left-hand corner of the screen.

Credentials

Add Staff Credentials

s Click the System Setup link in the Main Menu
» Click the Staff link to the right of the Main Menu
The Provider List screen will be displayed.
« Enter the search information. You can search by one or more of the following parameters:
= Staff Name — enter the staff name. You may enter the first few letters of the staff’s first or
last name
> Staff Type —use the ~ drop-down menu to select staff type
> Provider — use the "1082UP_ hytton to search and select a provider
°  Active Staff Only— the checkbox is checked by default to only display active Staff.



BEARCH

« Once you have entered the search information, click the button.

N T TN M = mossace: Staff Member List

Soff Hawes: | i{Type any part oi the last oriirst name}
Staff Tyne:

I
e
|

Provider: ; .|Q°](_|_|P I:Iear | REARTR

v Active Saft Oniy
Excivde Comttacy Provider Staff

A list of the staff members will be displayed.
« Click the Credentials link to the right of the Staff Member information.

Staif Name: | (Type any pari of the last or firsi name}
Staff Typs:  * Al .
Provides: ilookup | clem
¥l Active Stalf Only
Exclude Tontract Provide: Stalf

1 Staff Member
= Click here to access Credentials ]
, nmary { _
Name/fUser ID Type Affiliate Location R

Test Human Resources  Administrative GEMESEE COUNTY ‘B R A G. i Change Vigw Credentials Enialimants
i M ChiH ‘Bssioned Locations

The following screen will be displayed:
» Click the Add Credential link in the credential header:

E_—-ﬂw ames-s-ages Credential List

L M i N 8 7 o ! 2

Staff Name . Staff ID

Test Hman, Gesources [ Click here to add Credentials J Y 1L
€ Credentiais - l.

. . Add Credemtial Add License
Type Effective Dates Credentials Add Degree Add By Add Taxonomy Add Billng Exclusien

The following screen will be displayed:



:Provider Location Type Addiess

B.R.A.G. Contracted Service Location 1376 E HURD RD |
Phone Fax CLIO, I 484208420 5
' 810-670-0408 1-775-205-1651 E

Stafl Credentials

Staft Hame Staff 1D
Test Human Resouices 163049
Siafl Credontials
Fffective Date Expiration Date

- il |

(ypa the credentials as they should
appnar printed after the staff menber's name

RAVE | Canes

= Enter the following information:
*  Effective Date — Enter the effective date of the staff member’s credentials
*  Expiration Date — Enter the expiration date of the staff member’s credentials
°  Credentials — Type the credentials as they should appear printed after the staff member's

name
. SANE . i . . . .

« Click the button — Clicking this button will save the information entered in the data entry
screen and take you out of the record. The S button is located in the bottom left-hand
corner of the screen.

Add Staff License

+  Click the System Setup link in the Main Menu
« Click the Staff link to the right of the Main Menu
The Provider List screen will be displayed.

= Enter the search information. You can search by one or more of the following parameters:
°  Staff Name - enter the staff name. You may enter the first few letters of the staff’s first or
last name
= Staff Type —use the ¥ drop-down menu to select staff type
= Provider — use the 102KUP_ pyiton to search and select a provider
°  Active Staff Only—the checkbox is checked by default to only display active Staff.

SELFCH

« Once you have entered the search information, click the == ' button.



Staff Member List

TN TN (TN = ressoces

Staff Hame: {Type any part of the last or first name)
Sall Type: |* Al
Provider: | :

Vi Active Sah Oaly
© ¥xclade Contraci Provider Staff

<)
Jookup | clear

A list of the staff members will be displayed.
Click the Credentials link to the right of the Staff Member information.

{Type any part of the last or firsi name}

SEANLH

Stoff Name: ||
Staft Type: | " Al %
Pruvides {Jookup | slca
) Active Stal Chsly
[IExcinde Contrac Psavider Stafl
1 Staff Member
—_— - Click here to access Credentials ]
'Name#User ID Type Affiliate PORATY Qe
o ﬂl Locati(ll‘! LT a.:a-.-_-.-.u‘.xu-',.-—}
: P L
lest Human Hesources  Administratve GENESEE COUMIY B R A G iChange Yiew Credentials Enrolimants
frad 1Ry CMH i Assigned Locations

b,

The following screen will be displayed:

Click the Add License link in the credential header:

N T T BT = reswace
. Staff D
4 16309

-+

Staff Name
T ) .
Set HUmanRES oS [ Click here to add License J .

T g b

0 Credentials ——_ —
i ] B wld Credential Ad
Type Effective Dates Credentials m&{gm Bl

The following screen will be displayed:

Credential List

FESE:
Taxonomy Add Billing Exclusion



- Provider l.ﬁgatiuﬁ Typs Address

‘B.R. A G. Contracted Service Location 1376 E HURD RD
‘Phone Fax CLIO, MI 48420-3420
810-670-0408 1-775-205-1651
Srall Name Staff I
16309

Test Human Rezoulices

Stafl Liconse

Effective Date Expiration Datp
U L
License # o iicense Type EE Stata Cnde
] |* Seiect a License Type v I ]
SAVE | Cancel

o Enter the following information:
= Effective Date — Enter the effective date of the staff member’s license
= Expiration Date — Enter the expiration date of the staff member’s license
= License # — Enter the Staff Member’s License number

> License Type: Use the ™ drop-down menu to select License type.
»  State Code: Enter the state code

» Click the B button — Clicking this button will save the information entered in the data entry

screen and take you out of the record. The TS button is located in the bottom left-hand

corner of the screen.
Add Staff Degree
»  Click the System Setup link in the Main Menu
« Click the Staff link to the right of the Main Menu
The Provider List screen will be displayed.

+ Enter the search information. You can search by one or more of the following parameters:
> Staff Name — enter the staff name. You may enter the first few letters of the staff’s first or
fast name

«  Staff Type — use the ¥ drop-down menu to select staff type
> Provider — use the 122KUP_ hytton to search and select a provider
*  Active Staff Only— the checkbox is checked by default to only display active Staff.

el
» Once you have entered the search information, click the SEARCH button.



4.0 R

[ ome | oo | e oL Staff Member List

Staft Hawe: i ‘- . - {Type any part of the last ar first nams}
Stafi Tyne: ;*AJI. v,
Provider: | i {lookup : clear SEAR

Vi Active S1afl Ondy

5

U Exciude Conwact Provider Staff
A list of the staff members will be displayed.
s Click the Credentials link to the right of the Staff Member information.

Staf Nama: :| ) %;‘l’ype any part of the iast or filsl nama;
Sraft Type: l*AIﬂ v:
Pinvider: ; - 7 7 ;lookup | clear

il fictive Sialf Dnly
iFxclude Contract Provide: Stuff

1 Staff Member

MNameilser ID Type Affiliate

!est Human Hescurces Administrative  GENMESEE COUNITY |H HAG ‘shange View Credentials Enroliments

LHAY :CMH i {Assigned Locations
The following screen will be displayed:

+ Click the Add Degree link in the credential header:

m ( Home | IEK-E’. AL =imessages Credential List
Staff Natire | Staff 1D
Test Human Resourcas 163649

0 Credentials

[ Click here to add Degree ]

: - Add Credenial Add Lizense
Type [EfiectiveDates  Credemtials ' Add Deges Add Pin Add Taxonciny &dd Biling Exxclusion

The following screen will be displayed:

10



Provider L ocation Type Address

B.R.A. G. Contracted Service Location 1376 E HURD RD

| Phnne Fax CL"O, Mi 48420-8420
-810-670-0408 1-175-205-1651

Staft Hame Staff 1D

Test Human Resouices 16309

[\If:i §:ti\n: _ Daia

Foucation Degres
I"SelectaDegree -

SAVE | Qaacet |

« Enter the following information:
= Effective Date — Enter the effective date of the staff member’s Education Degree

= Education Degree: Use the * drop-down menu to select the staff member’s Degree

+ Click the = button — Clicking this button will save the information entered in the data entry
screen and take you out of the record. The g 2 button is located in the bottom left-hand
corner of the screen.

Add PIN
o Click the System Setup link in the Main Menu
o Click the 5taff link to the right of the Main Menu
The Provider List screen will be displayed.
s Enter the search information. You can search by one or more of the following parameters:
= Staff Name — enter the staff name. You may enter the first few letters of the staff’s first or
tast hame
< Staff Type —use the ¥ drop-down menu to select staff type
> Provider — use the :J99KUP | hytton to search and select a provider
*  Active Staff Only—the checkbox is checked by default to only display active Staff.

f g ] e e "\H .
« Once you have entered the search information, click the .. TZ%A_T;"_“_ button.
[“Back | Haine | Togout [ Felp LSS Staff Miember List
Staff Name: | {Type any part of the last or firs! name}
Staft Typs: | " Al v
Provder: ookup | cewr: | SEARTH |

[} Active Staff Cnly
Exclude Contract Provides Staff

A list of the staff members will be displayed.



« Click the Credentials link to the right of the Staff Member information.

Stadf Nape: ,Sl _- " {Type any pari of the last of firsi name;
Htaft lypw ,*AH !
Provide:: {laokup _ clear
¥ Activey Staff Cniy
i JExchude Contrazt Provider Stalt

1 Staff hiember ) ]
Click here to access Credentials

A Prima
Name/User ID Type Affiliate Location _— ,
: i ¥
Test Human Resources - Administrative GEMESEE COUNTY 'B. R. A. G. {Changs View Credentials Enraliments
(b W ‘CMH i_Assigned Locations

The following screen will be displayed:
+ Click the Add Pin link in the credential header:

[ Back | Home ‘m m Elmesseges 7 Credential List

: Staif Name . Staff I

* Test Human Resources . 16309
0 Credentials [ Click here to add Pin J
Type Effective Dates Credentiaiy &dd Lredential datd License

Add Uegtee Add Py Add Taxonomy Add Biiling Exciusion

The following screen will be displayed:

EP:'widm Locuaiion Typs Addioss
‘B.R. A. G. Contracted Service Location 1376 E HURD RD
Phene Fax CLIO, Ml 484208420
810-670-0408 1-775-205-1651
Stoft Credentiala
Sl Hame Staft 1D
Test Human Resources 1R309
Staff PIN
Effective Date Fapiration Date

L
PiN ) PIN Typ=

|*Sefecta PINType

SaVE | Ganns

« Enter the following information:
*  Effective Date — Enter the effective date of the PIN
= Expiration Date — Enter the expiration date of the PIN
=  PIN = Use the textbox provided to enter the PIN

*  PIN Type —Use the ¥ drop-down menu to select the PIN type

12



SAvE

s Click the button — Clicking this button will save the information entered in the data entry

BAVE

screen and take you out of the record. The button is located in the bottom left-hand

corner of the screen.

Add Taxonomy
« Click the System Setup link in the Main Menu
» Click the Staff link to the right of the Main Menu
The Provider List screen will be displayed.
s Enter the search information. You can search by one or more of the following parameters:
e Staff Name — enter the staff name. You may enter the first few letters of the staff’s first or
last name
= Staff Type — use the ™ drop-down menu to select staff type
= Provider — use the [ 1esUp_ button to search and select a provider
= Active Staff Only- the checkbox is checked by default to only display active Staff,

- . . BEARCH
« Once you have entered the search information, click the i button.

[iack | iome BTN mnesages Staff Member List

Staff Nama: IType any part of ihe fast or first name}
Staff Type: [* Al !
Providen: o | looirup | clear ] SEARIH i |
vl Active Stafl Ty
i Exilude Contiact Provider Staft
A list of the staff members will be displayed.
« Click the Credentials link to the right of the Staff Member information.
Stuit Name: “ e {Type any par of ihe last of first namej
Staft Typa: L'Aﬁ _ v
Provide:: | lookup | clear SEARCH
W] Active Staff Oniy
T 1 Exclude Contract Provider Stal
1 Staff Member _ | Click here to access Credentials ]
Name/lser ID Type Affiliate E;g:i?n = R TE T
lest Human Resources - Administratie| GENESEE CUUNIY H.R A G  jChangs View Credentials Enrollments
{hat_RR1 /CMH {Assigned Locations

The following screen will be displayed:

« Click the Add Taxonomy link in the credential header:

13



E mecsages . Credentiai List

Staff Hama : Staff ID
' Test Human Resources 16309

0 Credentials Click here to add Taxonomy ]

- , , Ad Gredential Add Licanse, |
Type Effective Dates Credentials Add Degree Add Py Add Tacbnomy Add Biling E?_CEJE sion

The following screen will be displayed:

?vaider Location Typa Addross

‘B.R. A G. Contracted Service Location 1376 E HURD RD
‘Phieng Fax CL!Q, Il 48420-8420
810-670-0408 1-775-205-1651

Stafl Hame Staff I

Test Human Resowces 16300
Effective Date Expliation Date

— __]

Taxonomy Lede
| Select a Taxonomy Code v;

SAVE | Zancel |
+ Enter the following information:
* Effective Date — Enter the effective date of the Taxonomy
= Expiration Date — Enter the expiration date of the Taxonomy
= Taxonomy Code — Use the drop-down menu to select the Taxonomy Code
- AL
= Click the o button — Clicking this button will save the information entered in the data entry

U= . .
screen and take you out of the record. The i button is located in the bottom left-hand

corner of the screen.

Fnrolitnents

« Click the System Setup link in the Main Menu
« Click the Staff link to the right of the Main Menu
The Provider List screen will be displayed.

+ Enter the search information. You can search by one or more of the following parameters:

= Staff Name — enter the staff name. You may enter the first few letters of the staff’s first or
last name

> Staff Type — use the ¥ drop-down menu to select staff type
«  Provider — use the L198KUP_ hytton to search and select a provider
»  Active Staff Only— the checkbox is checked by default to only display active Staff.

14



SE&RCH

« Once you have entered the search information, click the == """ ' button.
- - e
Bk~ Tome ] oo | Tiel, Lo Staff Mombor List
Sratf Mams: | 7 -;{_- Type any part of ihe last or first name}

Staff Type. '~ All wi
Provider, lookug | clear

r
I
— i T e
i
i
3

REARTH

i Active Staif Only
i Exchule £ontact Provider Staff

A list of the staff members will be displayed.
« Click the Enrollments link to the right of the Staff Member information.

Seuft Namie: || (Type ary pan of ihe last of first name;}
Stnit Cypes | Al ~
Frovider llookup | clear

SEARCH

vl Active Staif Oply
Ol Esctute Contran Pravider Staft

1 Staff hiember | Click here to access Enrollments ]
: . Primary '

RamefUser ID Type Affiliate Location lﬁdﬂ Sl Member H :

Test Human Resources Admlmstratlve GEMESEE COUNMTY B R A.G. mum&&_ﬁuﬂ

st MRY i [CMH §Ass igned |.ocatian

The following screen will be displayed:

Click the Add Insurance Enrollment link in the Insurance Enroliment header

W  Logo ﬁ Elmessages |n5urance Enroliment List

Staff Name Staﬂ IB ;
Test Human Resources - ;
Click here to add Enrollment | -~

0 Insurance Enroliments l

insurance Company Staff  Effective Dates Review Date Ma_illaLarzga :_nmllmenl

The following screen will be displayed:

Insurance Lonpany Staff
lookup | et 16309 Test Human Resources
Eifuetive From Date Effective Thru Late Ruview Date

1 B .

[IPlease chezk here if this Enrallment is no longer in use

Notes N L

revacien left 1074 T

chavacers left. 1 ,24

Cancal

15



« Enter the following information:
*  Insurance Company — use the flegkup | hytton to search and select a insurance company
e  Effective From Date — Enter the effective from date of the enrollment
= Effective Thru Date — Enter the effective thru date of the enrollment
»  Review Date — Enter the review date of the enrollment

= Check here if this Enrollment is no longer in use — Place checkmark in the |_I checkbox

to indicate
°  Notes — Use the textbox provided to enter any notes
¢ Click the G button — Clicking this button will save the information entered in the data entry
screen and take you out of the record. The e button is located in the bottom left-hand
corner of the screen.

Assigned Locations

. For leaves of absence, exceeding seven days, end date all assignhed locations as of the 8th day.
Upon employee return from LOA remove end date of assigned locations. (This applies to
extended leaves of absence, but does not apply to planned vacations.)

. For terminations immediately enter termination date and end date assigned locations.

« Click the System Setup link in the Main Menu
¢ Click the Staff link to the right of the Main Menu
The Provider List screen will be displayed.

« Enter the search information. You can search by one or more of the following parameters:
o  Staff Name — enter the staff name. You may enter the first few letters of the staff’s first or
last nrame
o Staff Type —use the ¥ drop-down menu to select staff type
s Provider — use the .199%Up by iton to search and select a provider
*  Active Staff Only- the checkbox is checked by default to only display active Staff.

SEARCH

+ Once you have entered the search information, click the ... , button.

m TE Bl messages Staff Member List

Staft Hamne: ~{iype any part of the last or first name)
Staff Types A1 v!
Provider: ' 1 o) (e GEARCH

B Retive St Only
I Paglade Covtact Provider Stafl

A list of the staff members will be displayed.
» Click the Assigned Locations link to the right of the Staff Member information.

16



Staft ¥ame: | . [Type any pan of the fasi or first name;

Staff Type:  ° All Vé
Provides: | | lookup, | clear SEARCH
Iv! Artive Staff Cnily
Ulexctude Contrast Provider Staft
1 Staff Member
NamefUser iD Type Affiliate [ Click here to access Assigned Locations ]

Test Human Resources  Administrati.e: GENESEE COUMTY \B.R A G EChsnge j.ﬁgv.g Credaritigls Enroilrnents
{t=t_MR) ' CMH ‘Assigned Locations

The following screen will be displayed:
Click the Add Assigned Locations link in the Insurance Enrollment header

| Back | flome | ltogout | Help o Assigned Location List

el b

Staif Name

Test Human Resources B ! .
Click here to add Assigned Location

2 Assigned Locations i

Location Effective Dates Is Primary? Add Somoned Locaton

The foilowing screen will be displayed:

Stafl Locotion Assignmeni

Assigned Lecation (fookup | clear

Staft

1630% Test Human Resources ]

Effective Datz Ixpivation Date Is this the primary location?
L & | B

Use Current Date Use Current Date

« Enter the following information:
*  Assigned Location — use the {10kUp ' hutton to search and select a location
« Effective Date - Enter the effective date of the Location
= Expiration Date — Enter the expiration date of the Location

SAVE
» Click the SAVE button - Clicking this button will save the information entered in the data entry

screen and take you out of the record. The =7 button is located in the bottom left-hand

corner of the screen.
Make Assigned Location Primary

« Click the System Setup link in the Main Menu
« Click the Staff link to the right of the Main Menu
The Provider List screen will be displayed.

17



» Enter the search information. You can search by one or more of the following parameters:
= Staff Name - enter the staff name. You may enter the first few letters of the staff’s first or
last name
= Staff Type —use the “ drop-down menu to select staff type
»  Provider — use the (199XUP_putton to search and select a provider
o Active Staff Only— the checkbox is checked by default to only display active Staff.

[BARCH

« Once you have entered the search information, click the .. button.
ack | Home — BTN = escages Staff Member List
Staft Name: {Type any part ot the last of first name}
Bradf Typs |7 Al i !
Pradider: | lookuny ; clear SE&‘-’%CH =]

] Active Stal Dnly
{ Exelude Contract Provider Staft

A list of the staff members will be displayed.
+ Click the Assigned Locations link to the right of the Staff Member information.

3

Statf Name: | — 4 _ i{Type any pari of the last or first name;
Siafl Typs: i‘:ﬁdi - ) v:

Provider: ! o Ulookup  clear SEARGH |

1 Active Staff Cmiy

|] Fxclwiie Toniract Provider Stalf

1 Staff Member

——TT

Nameflser 1D Type Affiliate [ Click here to access Assigned Locations ]

Test Human Rescurces Administrative’ GENESEE COUNTY B R A G %CHangs léﬂ Credentigls Enrollments
{tmt, HR} : CMH : Assigned Locations

The following screen will be displayed:

Click the Make Primary link to the right of the location

: Staft Name Staff 1D
Test Human Resources 16309
2 Assigned Locations Click here to make primary J
{_ocation Effective Dates Is Primary? Add As_s;;gz!edl,_chtluﬂ
. - . ‘!.
BENTLEY AFC. INC 10/26:2010 - 1Chan3§ View Make Frimary

A message window will “pop-up”:
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Message fnmmhpag!;: [XI

b\ ? - This will change the primaiy location For Test Human Pesources to BENTLEY &FZ, TN

Lok ..-“ Cancel |

Click the L% ___!button to make primary
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