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Employer Portal Setup

This section describes the settings required for the Employer Portal:

Occupational Health Settings - The Occupational Health Portal settings are configured in
eClinicalWorks. The portal administrator must activate their portal login. Once the portal
login is activated, then the employer portal can be configured by both portal administrators
and practice administrators.

For more information about setting up the Employer Portal, refer to the Occupational Health
User Guide.

Portal Branding Tab - Configure the images and message that display in the Employer’'s My
Employer Portal from the Portal Branding tab.

For more information about setting up Employer Portal branding, refer to the Occupational
Health User Guide.

Create Your Account

Each new portal user receives a welcome-to-portal e-mail. This e-mail provides the user with
their Employer Portal username and a verification link. The user must click the verification link
to create their Employer Portal account.

To create an Employer Portal account:

1.

Click the verification hyperlink in the signup e-mail.

The Create Login window opens.
Enter and re-enter a password.
Use the Question1 drop-down list to select a security question:

( @ Create Your Account

Please fill vour details for account creation
Password SEtUp

Password Re-enter Password

CEE L LY EELEE R LN

Set Secunty Questions

Your driver license number T Your first your car v
MAL234567 BMW

Question3 v Questiond v
Questions v

(save.

4. Enter the security question’s answer in the Answer field.
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Note: Users must select and answer five security questions.

5. Click Save.
The user's account is created and the user is logged in to their Employer Portal.

Note: Users should save the Employer Portal URL to their Web favorites.

Access the Employer Portal

eClinicalWorks suggests saving the Employer Portal Login window to their
6 Google™ Chrome™ Favorites Bar.

Log in to the application to begin working in the Employer Portal.

For more information about logging in, refer to the section Logging in to the Employer Portal.

Logging in to the Employer Portal

Log in to the Employer Portal from the Login Page.
To log in to the Employer Portal:

1. Enter your username.
2. Enter your password.

3. (Optional) If you forget your password, click the Forgot Your Password? hyperlink.
», M].-r Ermployer Portal

Welcome!
Signln

Msername

Password

IFmgg] Wanr Pg;;m_qgg'-‘l

For more information about resetting your password, refer to the section Resetting a
Forgotten Password.

4. Click Sign In.
The Employer Portal dashboard displays.
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Resetting a Forgotten Password

When required, reset your password.
To reset your password:

1. Click the Forgot Your Password? hyperlink.
2. Enter your username:

fr'x
< My Employer Portal

Forgot Password?
Please enter your username below and we will send the
password raset instruction 1o your e-mail.

Username

Usernamse

3. Click Send Link.
Log in to your e-mail and access the Reset Password Link e-mail.
5. Click the Click here to reset password hyperlink.
The Reset Password window opens.
6. Enter the answer to the displayed security question.
7. Click Submit.
8. Enter and re-enter a new password:

0 Reset Password

Please set your new password

Reset Password

Enter New Password

Re-enter New Password

| Re-enter New Password

9. Click Submit.

The password is reset and the Employer Portal dashboard displays.
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Employer Portal Overview

The Employer Portal contains a navigation band, dashboard overview, access to user
management, and a user-specific drop-down list:

o
<My Employor Partal
g8 oaskeoann

E{-j Clinic Appointment Activity [+ Upcoming Appointments 9 pocument Review

"""'ﬁ;."'ﬁ:‘] Tr Yoee [ 03 el 2030, 10:15A8
t Eugiied,Maigan

¥ou have O new doCumen

[ 04 Felr 1000, 0515 A
Gisjupaiil Ahinue | —

) o3 Fal 1000, 1G5 AM
Pelerson dessica

WRER ALL |

Feb 2020 ¥

ROk b

| Opes 11 Totals 17

The following table describes the features available from the Employer Portal:

Feature Description

Gear icon Click to display the User Management window. For more information
about this window, refer to Configuring User Management.

User icon This feature displays the user's profile picture. Click the drop-down
list to access your profile or log out.

For more information about the user's My Profile, refer to Editing
Your Profile.

Dashboard For more information about this feature, refer to the Employer Portal
Dashboard chapter.

Employee For more information about this feature, refer to the Employer Portal
Employees chapter.

Review Document | For more information about this feature, refer to the Employer Portal
Document Review chapter.

Appointment For more information about this feature, refer to the Employer Portal
Appointments chapter.

Health For more information about this feature, refer to the Health

Surveillance Surveillance chapter.
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Configuring User Management

From the Employer Portal home page, click the gear icon to display the User Management
window. From this window, configure the Employer Portal's users:

ﬁ USER MAMNAGEMENT
User Name User Role Web Access Status
All v| [ au | [an =
| | filter |
[ activate | [ deactivate | [ edit | [ detete |
Name ~ UserRole - Last Login - Created ~ Web Access  Status
Eryan HR Never Loggedin 02/28/2018 12203 AM Admin *
Aulie HR 03212018 0148 FM  02/26/2018 01:48 FM Admin w
Jatelyn  Benefits Administrator  03/21/201801:59 PM 03/21/2018 01:55 PM Admin -
JShalini HR 031272018 02:19PM  03/12/2018 03:15 PM Adimin st
Mo of Rows:| 10

The following table describes the features available in the User Management window:

Feature Description

Add New Click to add a new user. For more information about this feature,
refer to Adding New My Employer Portal Users.

Filters Users can filter the list of employees displayed in the User
Management window by username, user role, web access, and
status. Click the Filter button to apply the selected filters, or the Clear
button to reset the filters.

Activate Click to activate the selected user. For more information about this
feature, refer to Activating Users in the Employer Portal.

Deactivate Click to deactivate the selected user. For more information about this
feature, refer to Deactivating Users in the Employer Portal.

Edit Click to edit the selected user. For more information about this
feature, refer to Editing Users in the Employer Portal.

Delete Click to delete the selected user. For more information about this
feature, refer to Deleting Users from the Employer Portal.

User-level icon Point to a user to display the Edit icon.

Navigation Users can view additional employees in the user management list by
using the No. of Rows drop-down list and the Previous and Next
arrows.
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Adding New My Employer Portal Users

Path: My Employer Portal > User Management
When required, add a new user to the Employer Portal from the User Management window.
To add a user:

1. Click Add New.
2. Enter the user’s information into the available fields:

Add User

First Mame* I_.‘Ifddle Initial Last Name” . User Role
- Select --- L

Web Access Email Address Maobile (Cell) Work Phone

- Select - v '
Address City State ~ Zipcode

' | - Select - v

Status

s SelECE ae v
Note: The items displayed in the User Role drop-down list are configured by the
practice in eClinicalWorks. Contact the practice administrator for more information.

3. Click Save.
4. From the system-displayed confirmation message, Click OK.

The new user is added to the Employer Portal and will receive a sighup e-mail.

Activating Users in the Employer Portal

When required, activate a user in the Employer Portal from the User Management window.
To activate a user:

Check the box of a user.
2. Click Activate.
3. From the system-displayed confirmation message, click OK:

Message *

Uszer Name Status
Activared

** Password delivered to registered email address for activated users

=]

The selected user is now activated.
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Deactivating Users in the Em

When required, deactivate a user in the Employer Portal from the User Management window.

To deactivate a user:

1. Check the box of a user.
2. Click Deactivate.

ployer Portal

3. From the system-displayed confirmation message, click OK:

eClinicalWorks

User(s) Deactivated Successfully

x

A red X displays under that user’s Status attribute.

Editing Users in the Employer Portal

When required, edit a user in the Employer Portal from the User Management window.

To edit a user:
. Check the box of a user.
2. Click Edit.

The Edit User window opens.

3. Enter the edits into the applicable fields.

Employer Portal Overview

4. Click Save:

Edit User

First Harne® Meale Iritiad Last Name® User Rl
Katenn MR M

Vet Access Ervadl Adaneis Motile (Cell Work Phane

| admin [+ 54750450

pocerlyiest Ciey Sk Eipoods

Status. User 1D _,-f Last Login
Active i~ 12/06/2007 R2-58 FH

The user's information is updated.
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Deleting Users from the Employer Portal

When required, delete a user from the Employer Portal from the User Management window.

To delete a user:

1. Check the box of a user.

2. Click Delete.

3. From the system-displayed confirmation message, click OK:

4

eClinicalWorks

X

Are you surewith user delete?

Cancel @

The user is no longer listed in the Employer Portal.

Editing Your Profile

Each user profile contains information entered when an administrator added the employee

login and additional fields that the user can edit:

Employer Portal Overview

My Profile

Demograpl
/’f - \

'
| |

\

,f’:
. 0

Demographicsinfo  Login info

*)

First Name®
| Julie

Usar Role
HR

Email Address®
julie@ecw.com

Address

fipcode

To access the My Profile window:

1. From the Employer Portal home page, click the profile icon:

Middle Name
Status
| Active

Mobile (Cell)*

City

Last Name~®

Employer
ABC Trucking

Work Phone

Stage
- Selecl -

My Employer Portal
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2. Then, click Profile:

Profile

Log Out

The My Profile window opens to the Demographics Info section.

The following table describes the features available in the My Profile window:

Feature Description
Upload Image Click the pencil icon, and then select an image to be uploaded as
your profile picture.
Demographics Enter any missing, or update existing information.
Information
Login Info Click this tab to display your login username and the feature to

change your password.

Save Click to save the information in your profile.
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EMPLOYER PORTAL DASHBOARD

Path: Employer Portal > Dashboard

The Employer Portal dashboard displays a high-level overview of the clinic's appointment
activity, upcoming appointments, and documents in tile-format:

&8 pasHeoARD

Clinic Appointment Activity Upcoming Appointments Document Review

Thie Vear 71 23 Mar 2018, 09:45 Ab
Lambright,Patricia

' REVIEW |
() 27 Mar 2018, 10:00 AM '

Grim,Jack P. You have 7 new
documents for review

Mar 2018 ' VIEW ALL |
ng?! Chafte. com
M Open-12 [ Total-23

This window displays by default. From another Employer Portal window, click the Dashboard
menu item to navigate back to this window:

For more information about each tile, refer to the sections:
m The Clinic Appointment Activity Tile
m  The Upcoming Appointments Tile

m  The Document Review Tile
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The Clinic Appointment Activity Tile

The Clinic Appointment Activity tile displays the number of open appointments against the total
number of appointments, by either the current month or year:

Clinic Appointment Activity

2018

B Open - 14 Tokal - 26

6 Point to the Open or Total segment of the graph to display its percentage.

The Upcoming Appointments Tile

The Upcoming Appointments tile displays upcoming employee appointments. Click View All to
navigate to the Appointment window:

Upcoming Appointments

] 22 Mar 2018, D9:45 AM
Lambright, Patricia

) 27 Mar 2018, 10:00 AM
Grim,Jack P.

VIEW ALL

For more information about working in the Appointment window, refer to Employer Portal
Appointments.

©Copyright eClinicalWorks - My Employer Portal Guide - April 2021 20



Employer Portal Dashboard The Document Review Tile

The Document Review Tile

The Document Review tile displays the number of documents that are pending review and
enables the user to launch the Review Documents window.

Click Review to launch the Review Documents window:

Document Review

@ REVIEW |

You have 7 new
documents for review

For more information about working in the Review Documents window, refer to Employer Portal
Document Review.
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EMPLOYER PORTAL EMPLOYEES

Path: Employer Portal > Employee

The Employee Demographics window displays the employer’s list of employees and enables the
user to add new employees to the system:

GB £MPLOYEE DEMOGRAPHICS | Ada tew |
First Name Last Name Date of Birth Status
") Active v
lter
Employee Name D.OB Phome(W) Email Last Appointment Status
Charles Manik 00/06/ 21982 301-777-0326 charles@&abc.com 0371372018 16:15:00
Elizabeth Brownfield 11/18/1983 953.457-2223 liz@abe.com 037072018 09:00:00
Gregory Woods 08/29/1965 231-205-2022 gregi@abc.com 03/13/2018 11:25:00
Helen Carter 05/2471978 B10-837-2202 helen@abe.com 03/0972018 09:30:00
Jack Grim 08/24/2986 225-704-5643 jack@abc.com 03/01,20168 10:17:00
John Smith 06/02/1978 S08-475-1234 john@abe.com
Karan Novick 0E/19/1977 230-424-4168 knovick@abc.com  03/19/2018 15:30:00
Larry Gray 01061972 TO7-210-2222 larmy@abc.com 0371872018 09:35:00
Linda Lancaster 09/30/1879 336-045-2222 lindagabec.com 03/14/2018 09:00:00
Lyla Lawson 06/28/1979 219-963-2222 lylagabe.com 03/1472018 10:43:00

The following table describes the features available in the Employee Demographics window:

Feature Description
Add New Click to add a new employee. For more information about employee
configuration, refer to the section New Employee Configuration.
Filters Filter the list of employees by first name, last name, date of birth,
and status.
Clear Click to clear selected filters.
Filter Click to filter the Employee Demographics window.
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New Employee Configuration

Feature

Description

Employees

Click on an employee to display their demographic information,
employment history, and their documents and certificates.

Point to an employee to display their employee-specific Edit icon.

For more information about using this icon, refer to New Employee
Configuration.

Rows Per Page

Use the drop-down list to select the number of employees to display
in this window.

New Employee Configuration

Path: Employer Portal > Employee

Add new employees to the employer's list of employees when required. These employees then

display as patients in the eClinicalWorks® software.

To add a new employee:

1.
2.

Click Add New.

Complete the Demographics section of the New Employee window:

New Employee

Demographics
- ]

First Name®

Middle Name

Last Name*

Date of Birth”

Age - Trs.
Gender*
& Male Female
Click Next.

Employment History

Address Line 1

Address Line 2

City

State”
Select v

Country*
UNITEDSTATES v

Zipcode

©Copyright eClinicalWorks - My Employer Portal Guide - April 2021

Work Email Address

Personal Email Address

Work Phone

Home Phone

Mobile [(Cell)

social ecurity Number

Health Surveillance
@

Web Enabled*®

Yes e No
Status

Active

Release of Information

Yes




Employer Portal Employees

New Employee Configuration

4. Complete the Employment History section of the New Employee window:

New Employee

Demographics

Employer”
ABC Trucking

From Date
Status
Active ¥
Employer EmployeelD
5. Click Add.

The employment history displays in the Employment History list.

6. Click Next.

Employment History

o L
Employee ID* Job Title Location
Select Select v
To Date Job Category Department
0 Select Select v
Project JobTitle  Job 5ite Job Category FromDate Todate  Status

Health Surveillance

7. Check the applicable boxes of each Health Surveillance screening required for the

employee:

New Employee

Demographics

Surveillance

o Audiometry

Employment History

Status

HS Required

Mext Test

- { . saal IV =g
Health Surveillance

Next Due

Note: Required screenings are generally based on the employee’s role.

8. Click Save.

The system displays a message confirming the employee was created successfully.

9. Click OK.
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Path: Employer Portal > Review Document

The number represents the number of documents that need to be reviewed.

Review employee documents in the Review Documents window. The list of documents
displayed is imported from the practice-configured Occupational Health Settings folder.

The following image and table describe the features available in the Review Documents
window:

@' REVIEW DOCUMENTS

Stats All (e Qutstanding Reviewed Show High Priority Only
Priority Date Employee Name Document Name Status
03/13/2018  Gray,Larry NEW MCSA S875_031322018_113354 Open
02/13/2018  Lawson Lyla J. NEW MCSA 5875_03132018_112551 Open
03/07/2018  LancasterLinda Medical Exam Report Open
03/06/2018  LambrightPatricia  NEW MCSA 5875_03062018_153616 Open
03/05/2018  Grim JackP. MCSA 5875 Madical Examination Report_03052018_141738 Open
03/05/2018  Manik Charles MCSA 5875 Medical Examination Report_03052018_140825 Open
03/05/2018  Manik,Charles WEW MCSA 5875_03052018_ 141541 Qpen

[} High Priority

Mo.of Rows:| 10

Feature Description

Status filters Select a Status radio button to determine which documents display.
Check the Show High Priority Only box to display the high-priority
documents that need to be reviewed.

Documents Documents display with their date, employee name, document
name, and status. A visual indicator displays next to high-priority
documents.

Click the document name to open the Review Document window. For
more information about working in the Review Document window,
refer to the section The Review Document Window.
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The Review Document Window

Feature Description
No. of Rows Use the drop-down list to configure the number of rows that display
in the Review Documents window.
Navigation Click the Previous or Next arrow to display additional documents for
Arrows review.

The Review Document Window

The Review Document window displays the selected document for review as well as the
document’'s name, the employee’s name, the employee’s date of birth, the document’s priority,
the date the document was uploaded to the Employer Portal, and an editable description field.

Reviewed documents also display the name of the user who marked the document as Reviewed
with the date and time.

To mark a document as reviewed:

1. Open a document to be reviewed.

2. Review the document.

3. Click Mark The Document Review:

Review Document
Document Name:
Medical Exam Report

Employee Name:
Lancaster,Linda

DOB:
09/30/197%

Priority:
Hormal

Uploaded Date:
03/07/2018

Description:

i

Favtim MCLARTS il D100 ool he N =008 Legiratan St BT 1001E
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B Vool g e | e e, e 4 e i el iy tar A @ i o i b |t -

s e e PSS il i S et o et - iy B

- e ool i vt . i ", = -
R i, 1o L_.Mmmmnmm ey F ==
B M M- Medical Examination Report Form
Cartess
Rty hedmirinin.ation et Cermsmprial vt Meechcal Cornfication)
FERACT RET STATERMGENT: Fhe B S’ v P, Rt of T4 JUECE $5500
SUTHORETY: ek 47, Linied S2stes Codks ISEL, 63 V5 3111 M0 inc) 1118564101 B} MEDICAL RECORD #
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