Creating a User with Access to Select List of Clients

Problem: Howdo I set up a user to see reports for a selected list of clients?

Conditions: Access level must be Super Admin to complete this task

Steps for Solution:

A. Created the Auditor user in User Administration with the following settings:

Create a user called Auditor or whatever is applicable

Connect the Auditor user to the main Agency ID used by everyone
Selected User Type - Standard

Clinical Program Access - Clinician

Billing Program Access - None

Default Patient Access — Own patients only

Setup > User Administration
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Order By: '@ User Name User ID Select a User:
- A B { P . ¥ } L A}
General Y Customized Y IHSNDW \ CElectronic Signature % Attnbutes % Schedule %
r
User ID: ° Agency: e NICASA -
Password: I]- --------- ] Supervisor User 1D h
Confirm Password: [ssssssssns Supervisor's Name:
Change Password at Next ~ o
Supervisor's Title:
Legin:
. Documents that Require
Disabled: l i
Review:
Email User Type e
Full Name: Auditor Clinical Program Access il Clinician hd
4
Title: Auditor Billing Program Access 5 s hd
Initials: AAA Default Patient Access: (Il C'wn patients only ~
-
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B. (Optional) if you wish to limit the areas this user would be able to see once they log in
click the Customize Tab to Deny those reports

Setup > User Admimistration

Order By: @ User Name User ID Select a User:
General Customized IHS NDW Y Electronic Signature Y Attributes \'r'-.\_ Schedule \
Denied Arsas -+ Allowed Areas

ASAM Continuum * Admission/Discharge -
Client Reports Assessments

Clinical Forms Chart Management

Custom Forms s Client Diagnosis

File a Document ‘e Client Intake

GPRA Questionnaire Discharge Summary

Medication Management Follow-ups

Mental Health 5tat Program Survey Progress Notes

Patient Placement - Recovery Support Screening

- o e

C. Go to Manage Permissions

a) Go to Setup on Ribbon
b) Click on Managed Permission

¢ B Da

reening  TwPlans Query

Provider Info

Location of Service

Manage Permissions

Personalize Main Menu

Personalize Mavigation Menu
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D) Select Grant/Deny User — (Verification Step)

Grant/View/Deny User Permissions

Grant/Deny Agency

GrantDeny User

GrantDeny Client

1) Select Auditor
2) Select the main Agency

3) Ensure all users show in Available Users as seen below

4) Exit when done

Setup = Manage Permissions = Grant / Deny Users

1. Please select a User

Grant / Deny Users

Active Users
Auditor

Sam Trainer
Disabled Users
Janet Willis

[Selected User Information

Agathe Gabriel, MSW_LSW, C «
Alice Smith

Beverly Remm

CARRIE CHESTERS
CHAMNTEL BROWN
CHRISTINE LUCHECK, MA, C ~

Add User || AddAl |

UserlD Assigned AgencylD Clinical Access Billing Access Default Patient Access
AUDITOR NICASA Clinician None Own patients only

DEFAULT -
HTT
MNICASA

2. Please select an Agency e

3. Please select Users to Add or Remove

Available Users Granted Users

-

Remove User [
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Exit |



E. Select Grant/Deny Client — (This is where you set access to specific clients)

Grant/View/Deny User Permissions

Grant/Deny Agency

GrantDeny User

GrantDeny Client

F. Select the following to Grant access

Active User - Auditor

Select the Agency - Main Agency used by all users

Select a Super Admin under this agency

Highlight a client on the left side (Available Clients) then click the [Add Client]
button to add them to the right side (Grant Clients) repeat to add more clients
5. When done selecting the clients click the [Exit]button

Setup = Manage Permissions > Grant/Deny Clients

Grant/Deny Clients

PohdE

Active Users

Auditor
Sam Trainer

1. Please select a User Disabled Users

Janat Willis
Selected User Information
UserlD Assigned AgencylD Clinical Access Billing Access Default Patient Access
AUDITOR NICASA Clinician None COwn patients only
DEFAULT
HTT
NICASA
2. Please select an Agency 9

Select each client

=T -

Michael Moore, MHP, LPC
Paul Le

Rob Allan, CCHI

Ron S Admin
Roy Able, BS, CADC
Sam Trainar -

Granted Clients for Selected User

3. Please select a User Name

4. Please select clients to grant or deny

Available Clients for Selected User

Name Client Reference # Name Client Reference #
Eble, Jane JRLS851111 Able, Rlan BRR15872353
Eble, Reginz B Rvid, Roger
Ebley, 2nns 2 _..--'.‘ Doe, John JHD1S380300
Bdams, Jessie JR13820033 —_— Westly, Tom TW1SB05454
Rlign, Jacch
Jomes, Jack JT13872224 —_—
Add Client Add All Remove Client Remove All

@ 0 ..
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G. To Verify - Login as Auditor
1. Go to Client intake

2. Click the [Display All] button

3. You should only see those clients selected in Grant/Deny Clients for the Auditor to see

Search by: @ Last Mame Date Of Birt

Begins with or matches:
Client Name: /
Level of Care:

Location:

o
fu
A

Billing Reference #

Search Display All

Able, Alan A
Avid, Roger
Doe, John H.

a Westly, Tom

Billing Ref &
BIL-01ABLALAM

Client Ref #
AAT9BTZ992

JHD19920300
TW19805454

For additional questions, contact AccuCare Support at 800-324-7966 or email
support@orionhealthcare.com and we will be happy to assist you!
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