% SAINT FRANCIS

ll Hospital and Medical Cenle)

How to Register for Class in HealthStream

Use the table below to learn how to register for EpiCare classes in HealthStream for
administrators who are enrolling staff in classroom training sessions.

Email epictraining@stfranciscare.org with any questions regarding this process.

Directions ‘ Picture
Step 1
Share this page:

Click the hyperlink below to access ; - .
the Epic Training Website. EplCare Tralmng < '

SFH EpiCare Training Website

Step 2

To determine classes available for
registration, access a course

catalog. Step 2: Access a Course Catalog '

Click the green button Step 2:
Access a Course Catalog.

Course Catalog:
Click the yellow Course Catalog Gourse Cataloe
button. M

If you don't see an offering or have questions regarding the Course Catalog, please email epictraining@stfranciscare.org or call 860-714-
7000.

Step 3

Click the green button Step 3:
Register for Training. Step 3: Registertor Training
Healthst, Registration:

To access HealthStream, click the 2 "EaIm RegISTration.
HealthStream Login Button. HealthStream Login

Can't use the Login button?

Use this link: HealthStream Login
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http://stfranciscare.org/Health_Professionals/Medical_Staff/EpiCareLink/EpiCare_Training.aspx
https://login.healthstream.com/hstmsts/login.aspx?ReturnUrl=%2fHSTMSTS%2fusers%2fissue.aspx%3fwa%3dwsignin1.0%26wtrealm%3dhttp%253a%252f%252fwww.healthstream.com%252fhlc%26wctx%3drm%253d0%2526id%253dpassive%2526ru%253d%25252fHLC%25252fLogin%25252fLogin.aspx%25253forganizationID%25253d4f2b96a7-71bd-db11-bf7b-000423d6b5c1%26wct%3d2016-08-16T18%253a18%253a25Z%26wreply%3dhttps%253a%252f%252fwww.healthstream.com%252fHLC%252flogin%252flogin.aspx%26sts_OrgId%3d4f2b96a7-71bd-db11-bf7b-000423d6b5c1&sts_OrgId=4f2b96a7-71bd-db11-bf7b-000423d6b5c1&sts_OrgNodeId=00000000-0000-0000-0000-000000000000&wtrealm=http%3a%2f%2fwww.healthstream.com%2fhlc

Step 4

Enter your User ID and
Password.

Note: If you are not a hospital
employee, email

epictraining@stfranciscare.org
to request your User ID.

Click Login.

Sign In
User ID

Password

(Loan ]

Step 5

Office managers will register staff
for training.

Note: Employees of Saint Francis
Hospital/Mount Sinai or its
affiliates can self-enroll. Follow the
self-enroll instructions.

|
U

Trinity Health

Livenia, M|

6 Select Affiliation

Click the radial button next to
Administrator.

Click Proceed with Login.

i@ Administrator
® NER - New England Region

B Student/Manager

(O HF - St. Francis Hospital & Medical Center/Mt Sinai
Rehab

[[IMake this my default selection on this computer.

Proceed with Login

Step 6

Click the Education tab pecpe | counes [evcaton | Reparts | Tooks | serces [ vy ortie |
Peaple Education
Student Management Assignment Managemenk
Add 3 Stydent A roupn A

Mang

Student Group Management

Al
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Step 7

Under Classroom Management,
click Manage Classes.

Class Management
Add a Class

[Mznzge Classes
View Calendar

Other Learning Event Management
Add & Learning Event

[Manzge Learning Events

Step 8

Access the Course Catalog. Class
Copy and paste (Ctrl + C and Ctrl
+ V) or type the COURSE NAME
from the Course Catalog into the

Scheduling

Search for Classes

Classroom Information

Class Name field in HealthStream.

Class Name:

If you prefer, you can type the
name in the Search field.

Step 8

All courses and classes for EpiCare
training have been built at the New
England Region (NER) level. Leave
the New England Region
checkbox checked.

Class Affiliation:

¥ select All

New England Region I

< >

Include Subsidiary Affiliations

Search Affiliations

Step 9
Click Search.
Step 10

Next to the Class Name, click
Register.

Register [IManage Registrations Grade Copy

©2016, Saint Francis Care, Inc. REV 8.16.16




Step 11

Type the staff member’s first and
last name.

¥ Class Scheduling
% Register Students

Step 12

Click Search.

Status:
@ Active D) Inactive 2 Both Active and Inactive

m ancel

Step 13

Place a checkmark next to the staff
name you wish to register for
class.

Click Continue.

lect Hame
Carterud, Marissa

Step 14

Click Register.

If the registration was successful,
you will receive a confirmation.

x Class Scheduling
% Register Students

Course Name: JMMC EpiCare Physican 100
Course Varson: 1 Crwner: St Francs Cara

5 IMMC EpiCare Physician 100

Start Date: 8/26/2015 7:00 AM ET Registerad: 0 sudents in this class 1 record(s)
End Date: 8/26/2015 12:00 PH Avallable Seats: 7 selected
Sessions: 1 sesson Waitlist Option?: 3

Students wih a check wil be regstered for this ciass and wil be dropped from any other regstered chss.

Register? fame User 1o Remstered Class Information - Date, Home & Class Affkation status
Marissa Carterud In this Class. Active
L Cler Al Sclocled fdd Mare Students

%{ Class Scheduling

Register Students Manage Registrations

<@ Retum

COUTSE Tanme: prCare pny
Course Version: 1 Owner: St Francis Care

Need Help?
epictraining@stfranciscare.org
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