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Application Overview

Overview

The electronic system security request form (elD) replaces the paper copy
of the System Security form. Forms are now completed online and routed
through email for the required approvals. Status screens are available so
everyone can monitor the progress of each request.

elD routes security requests to approvers based upon which application(s),
access level(s), and facility/facilities the requestor selects. Upon final
disposition of security requests, elD automatically sends the request
information to ADAM (Active Directory Account Management) to ensure
that all security requests and history are housed in a central repository to
meet federal regulatory requirements. Security requests for applications
that do not currently use ADAM to grant access will be routed to
Application Information Systems Security for manual access creation.
After manual access is set up, the request information is routed
automatically to ADAM.

V3.0 - 10/11/2019
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Application Overview

elD High-Level Process Flow

elD High-Level Flow
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Application Overview

Roles and Access

Roles

Access

The following users play a role in the elD workflow process.

e Requestors
e Supervisors
e Department Head

e Security Administrator
e Additional Facility Approver

e Facility CFO

e Tenet Corporate Approver
e Application Information Systems Security

Three different security levels exist within elD.

LEVEL DESCRIPTION
The majority of users fall into this category. Users must be
eID Users Tenet employees with eTenet access and a valid
Tenethealth.com email address. Users are granted access to
elD through the formal security permissions process.
. Reviewers have the security access to approve or
Reviewers

deny application requests created by general users.

Administrators

Administrators have access to maintain pieces of the
application, such as roles and tables. Administrator rights
can only be granted through the formal Tenet application
access process.

Application Information
Systems Security

Application Information Systems has the ability to add and
edit User IDs and to add additional subtasks to requests.

Application Provisioning
& Setup Groups

Application Provisioning & Setup Groups have the ability
to add and edit User IDs and to add additional subtasks to
requests.

V3.0 - 10/11/2019
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Application Overview

Requirements and Support

To use the elD application a user must be registered for eTenet and have
an email address updated in the eTenet phonebook.

Service Desk Number: 1 (800) 639-7575.
Hours of Availability: Monday - Friday, 7:00 AM —7:00 PM, Central Time

When contacting the Service Desk, please explain the issue or question
concerning the elD application and an agent will open a support ticket to
the Adam/elD team.

V3.0 - 10/11/2019
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Application Overview

System Requirements

This is a ‘standard’ eTenet workflow application that is configured for
clients running Internet Explorer (v5.5 or higher) at 1024 x 768
resolution. It is a “‘named’ application in the eTenet header.htm file.

Compatibility: In Internet Explorer, if there is a yellow bar at the top
or if the browser is not acting the way it should, the site needs to be
added to the compatibility view list. In order to do this, go to: Tools
(gear icon on upper right-hand side of screen) - Compatibility View
settings = Add site. Add these 2 sites:

e .etenet.com

e .tenethealth.com

Print 3 Compatibility View

File ]

Zoom (100%) » l:ﬁ Change Compatibility View Settings
Safety , (A

Add site to Start menu Add this website:

etenet. com| Add

View downloads Ctrl+]

M dd-
anage add-ons Websites you've added to Compatibility View:

F12 Developer Tools
Remaove
Go to pinned sites

Compatibility View settings

Report website problems
Internet options

About Internet Explorer

["| pisplay intranet sites in Compatibility View
[] Use Microsoft compatibility lists

Learn mare by reading the Internet Explorer privacy statement

Close

V3.0 -10/11/2019 Tenet Healthcare Corporation, Inc. Page 1-5
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Application Overview

elD Navigation

Loginto
eTenet
Tenet rorracs
o i : Ly_u_ful
Forgot your password? Reset it here
Step by Step 1. Open Internet Explorer and enter the URL web address for eTenet:
www.etenet.com.
2. Onthe eTenet log in screen, enter your user name and password.
3. Click Log In.
a. If you have forgotten your password, click on the Reset it here
link and follow the directions provided.
V3.0 -10/11/2019 Tenet Healthcare Corporation, Inc. Page1-6
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Application Overview

elD Navigation

LogintoelD e

TeamSites | Connect

B Leamshare [ WebMsi 2 dobs D el

| Advanced
12 ) MyPerks Departments ~Policies & Procedures  Apps  Training  Iniiatives

COMPLIANCE

How to Create

Incidents Provide Feedback SharePoint Help

Tenet Logo- Brand
Standards = Site Analytics

eTenet Homepage

Step by Step 4. Click the Apps link from the menu bar.

SEARCH Advanced
_"| My Perks Depariments  Paolicies & Procedures
PEOPLE SEARCH p /

Training Initiatives

SEARGH Advancad
@ MyPerks Depariments  Policies & Proced Apps  Training  Initistives
FEOPLESEARCH [0

Contact the Service Desk

Need application support? Contact your Local Service Desk.

Review the Application Support Options before you call!

- ACE - ditation C i - BIDE - AMMN-ShiftWise
- Allscripts Care Management - Gaught You! - Corporate Recognition = Central Time Zone - Opilink PG5S
= Gemner Millennium — Hub 1 Program = Cenfral Time Zone - Opfilink Staffrunner
= Cerner Millennium — Hub 2 = Contractor Management = CJR Mobile Survey Dashboard
- Cerner Millennium — Hub 2 - Corporate Rewards Planning - Denali - Optilink PCSS
- Gerner Millennium — Hub 4 - HR Recruitment and Retention - Denali - Optilink Staffrunner
= Cemer Millennium — Hub 5 = HRMSWeb Prior Yesr = Eastern Time Zone - Optilink PC55
= Carner Millennium — Hub 8 = Kronos 8.1 Web Access = Eastern Time Zone - Optilink Staffrunner
- Cerner Millennium — Hub 7 - My Leave Options — Leave of Absence - HealthTrust Workforee 2.0
= Gemner Millennium — Hub & = Payroll & Human Resources Management = Kronos Waorkforce Extensions
= Crimson Continuum of Care — All Regions System (HRMSWueb) = Mountain Time Zone - Optilink PCSS
» Echo Quaslity » Taleo = Mountszin Time Zone - Optilink Staffrunner
- eClipse - Tenet Employee Handbook - Pagcific Time Zone - Optilink PCSS
» eCQSMQuantros = UL —LearnShare = Pacific Time Zone - Optilink Staffrunner
- =DR Credentialing - WEBenasys
- eDR Privileges - Worker's Compensation Provider Metwork Operations
- Lumedx/Apollo Advance
» Lumedx/HealthView Dashboard ey -
e s Ao Sonarts © e g or
Module = Insight Analytics Portal
. Medil ink: - ESO Admin Tool - Disclaimer - DAR.nat

eTenet Tools and Applications page

V3.0 -10/11/2019 Tenet Healthcare Corporation, Inc. Page 1-7
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Application Overview

elD Navigation

4. Click on the eID — Online Security Form link. The elID Home Page
screen displays.

15 Services

N
1]

+ ADAMWED
* Cemer Millennium — Support Web Hdb & |

* Cemer Millennium — Support Wel
T

« Chanoe v Secnhiv Authen®ration Methods

* gl - Online Security Form

0 orrms LIDrary
* Enterprise Fax Phonebook
Home Help How are we doing? Logout eTenet Home
@)Tenet My Access - Workflow Tasks - New Requests - Research -~ Administration-
Welcome: Wf04 Train to the Electronic ID Request System (elD)
Getting Started. Where should | go?
Help Information

Request Access

I need ta complete a form to gain
security access. Get HELP
completing the form with the
Quick Reference Guide.

My Requests

I'need to check the status of my
request

elD allows for online requests for
security access to Tenet applications.
Requests are electronically routed
through approvals and setup of system
security access. Users are notified of
the ID and password for each system

My Task List UpdaiefSubmit through e-mail. For extensive help,
read the complete User Guide (last
I need to review requests waiting @ I need to submit or edit a form that updated 8/16/2018)
for my approval, I saved previously.
Online Tutorial.
For help or user support please contact
the Service Desk (Opfion 3, 4)
elD — Home Page
Add elD to
My Favorites
Tenet -- Homepage
V3.0 — 10/11/2019 Tenet Healthcare Corporation, Inc. Page1-8

elD — Online Security Form User Guide/Training Manual



Application Overview

elD Navigation
Step by Step 1. At the top of the page, click the My Site button.

More Sites

eTenet My Site Benefits Support Portal Team Sites Connect

Content Editor

My Info My Apps
Edit
= eTenet
- Update My Profile + Communication & Collaboration
= http:/iwww.google.com = ADAMWeb
. TEST 05May2016 - NextGen
+ WebSite Admin
= Change My Password - CMS - Bloodless
= Change My Personal Security Questions + Clinical Management
- elD - Online Security Form = Cerner Millennium
= My Alerts = eDRCredentialing
= Compensation & Benefits
= 401 (K) Information from Fidelity
= My Leave Options — Leave of Absence
= Test
» Training
= LeamShare
= Employee Self Service
= Employee My Data
My Links
You have not created any links.
= Add Link
Adding a link to the left side navigation:
1. Click About Me on the left Navigation list.
2. Click = Add Link
3. Enter in the 1ext to Display and Link Address.
Add Link e
Use this page to add a link to My Site,
= Indicates a required field
Link Information Title: *
Enter the title and address of the link.
Address: *
hitp:tf
Add to Group
Add to a Group:
Use these options to organize your links by adding them to appropriate groups. @Existing group:
General v
(O New group:
Show to Show 1hesem!ts o:
Choose who can view these links. The privacy sefting you select here affects who can see these Everyone[v]
inks when they visit your profile.
ok | Cancel
4. Click OK.
V3.0 -10/11/2019 Tenet Healthcare Corporation, Inc. Page 1-9
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Application Overview

Main Navigation

Adding a link to the My Links section:

1. Click

2. Enter in all of the link information and which group to add the link to.

The main navigation for elD is found along the top of the screen. The navigation presented is
based on user role. The user will only be presented with navigation for which access is granted.

Tenet

Home

My Access - Workflow Tasks - New Requests -

Welcome: Wf04 Train to the Electronic ID Request System (elD)

Getting Started. Where should | go?

My Requests

I need to check the status of my
request.

Request Access

Research -

Help How are we doing? Logout eTenet Home

Administration-

Help Information

elD allows for online requests for
securily access to Tenet applications.

I need to complete a form to gain
security access. Get HELP
completing the form with the

Quick Reference Guide.

Requests are elecironically routed
through approvals and setup of system

securily access. Users are notified of

®

My Task List

I need 1o review requests waiting
for my approval

Update/Submit
I need to submit or edit a form that
I saved previously

the ID and password for each system
through e-mail. For extensive help,
read the complete User Guide (last
updated 8/16/2018)

Online Tutorial.

Main
Navigation
Elements and
Descriptions

For help or user support please contact
the Service Desk (Option 3, 4).

elD Home Page

MAIN NAVIGATION MENU

DESCRIPTION

Provides Application description, help information;
including access to the User Guide and Online

Home L
Training.
Provides help information and brief application
Help instructions. Also presents links to the User Guide,

Online Training, and Help Desk Number.

How are we doing?

Displays a form to submit comments and suggestions
to the Information Systems department.

My Access

Header for the navigation list for access tasks.

Show My elD Access

Displays the names of the applications to which the
user has access.

Workflow Tasks

Header for the navigation list of workflow tasks.

My Task List

Displays all the tasks that are assigned to the user for
action.

Out of Office Settings

Displays screens for creating out of office messages
and delegating tasks.

V3.0 - 10/11/2019
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Application Overview

Main Navigation

Secondary
Navigation/
Icon
Descriptions

MAIN NAVIGATION MENU

DESCRIPTION

New Requests

Header for the navigation list for New Requests.

Create Requests

Allows the user to create a request for application
access.

Update/Submit

Displays requests that have been saved but not
submitted.

Research

Header for the navigation list for Research tasks.

My Requests

Review the status of all the requests the logged in user
has submitted.

Search Requests

Allows the user to search for a request that has
been submitted for approval.

Administration

Header for the navigation list for Administration tasks.

Roles Administration

Allows users to assign Tenet employees to the roles
within the elD application.

Button

Description

Submit Comments

Allows user to send an email to the Information
Systems Department from the Feedback screen.

Allows user to send clear the form from the

Feedback screen.

Allows user to change the supervisor on the elD

request.

Allows user to select a Security Level on the elD

request.

Allows the user to submit the changes to the

“ Security level on the elD request.

V3.0 - 10/11/2019

Tenet Healthcare Corporation, Inc.
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Application Overview

Main Navigation

BUTTON

DESCRIPTION

Change Selected Security Level

Allows user to change the selected a Security Level on the
elD request.

Re-Select Security Level

Allows user to re-select a Security Level on the elD request.

Change Selected Facility

Allows user to change the selected facility of the user on the
elD request.

Cancel Request

Allows the requestor to cancel the request he/she has created.
Allows the task recipient to cancel any changes he/she made
to the request or return to the previous screen.

Add =

From within the Facility Selector, allows the requestor to add
a facility or entity to the request.

Add Al ==

From within the Facility Selector, allows the requestor to add
all displayed facilities or entities to the request.

= Remove

From within the Facility Selector, allows the requestor to
remove a facility or entity from the request.

Reset Facility

From within the Facility Selector, allows the requestor to
return to the previous facility access.

Save & Close

Allows user to save the information in a request so that they
may gather additional information and submit the request at a
later date.

Submit

Upon completing an elD request, this button enables the user
to submit the request for approval.

Allows the user to print a copy of the elD request.

Consult

Once a request has been submitted, this allows the task
owner the ability to consult the task to someone else in the
eTenet phonebook. The consultant does not become the
owner of the task.

Delegate

Once a request has been submitted, this allows the task owner
the ability to delegate the task to someone else in the eTenet
phonebook. The delegate becomes the task owner

V3.0 - 10/11/2019
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Application Overview

Main Navigation

BUTTON

DESCRIPTION

Submit Response

This enables the approver to submit their response to the elD
request.

Search

From the elD request search screen, allows the user to search
all requests for the specified criteria.

Add Comment

By clicking the Comments tab on a task, a user may add a
comment by clicking this button after entering text.

Add & Retumn To ID List

Allows user to add a User ID and password and then return to
the 1D list when Adding a User ID.

Save & Add Another

Allows user to add an additional User 1D and password when
Adding a User ID.

Allows user to send a consultation message to another user’s
task list.

Send Delegation

Allows user to send a delegation message to another user’s task
list, giving the other user the authority to approve or
disapprove the request.

Allows user to go through the proper selections when creating
a new request.

Add Member

Allows user to add a member to the setup group from the Roles
Administration screen.

Delete Member

Allows user to delete a member to the setup group from the
Roles Administration screen.

Allows user to save the setup group from the Roles
Administration screen.

Update

Allows user to update a role in the data base from the Roles
Administration screen. Also allows user to update Delegation
rules in Out of Office screen.

Save Setting

Allows user to save their Out of Office settings in Out of
Office screen.

%]
@
g

Login

Allows user to login to view their elD access on My Access
screen.

V3.0 - 10/11/2019
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Application Overview

Main Navigation

Breadcrumb
Tab
Navigation

Breadcrumb Tab Navigation in the elD application allows you to navigate
to any completed page within a request. The application will save the
information on your current page.

1. Click the breadcrumb tab link for the page you wish to view.

Home  Help  Howarewedoing?  Logout  eTenetHome

Tenet My Access - Workflow Tasks - New Requests - Research -~ Administration-

Request # 229438 | Verify Requestor Details | Select System(s) | Select Security Level | Select Facility(s) NEW | Review & Submit >
Review & Submi

Please review the details of your request below. Once you are satisfied that the information is correct, click the "Submit' button below.

&
s
Request Details for Request #229438
Employee Details
Please verify that the following information is correct. If any of the information is incorrect please contact your local HR department to have the information corrected before submitiing this request.
Incorrect information could delay approval or result in denial of this request. For reference, the work number can be changed in eTenet- Update my profile information and email address ean be
changed by contacting the service desk.
Name: Demo Admin Work Phone #: (000)000-0000
Email Address: nancy fnu@nttdata.com eTenet User ID: DEMO.ADMIN
Employee ID: 000198221 Job Title: DEMO ADMIN3
Department: 123456 User Type: Perot Employee
User Status: Active Payroll Location: Perot Systems Corporation (PSC) (PSC)
Company: Tenet Healthcare Inc. (TENET) Work Location: Perot Systems Gorporation (PSG) (PSC)
Supervisor: CharlesTwo Tye Supervisor Job Title: MY SECOND ACCOUNT
System Requests
V3.0 — 10/11/2019 Tenet Healthcare Corporation, Inc. Page 1-14
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Application Overview

Notifications

Example
Email
Notification

Task Email

FYI Email

Users can access the elD task list in two ways: via the email link or
through the elD application. Each time a request is submitted the system
will generate an email notification and send it to the appropriate approver.
The email notification contains a link to the request.

Emails come in one of two forms:

e Task—Task emails notify Approvers and Requestors of existing tasks
requiring review

e FYI—FYI emails notify the Approvers and Requestors about the
completion of an elD request.

Dear colleague,
You are receiving this email to validate the access that has been requested to the following applications:

* eReserve
* PBAR

* HRMSWeb
+ ADAMWeb

Please click here and follow the prompts. This process should take less than two minutes. Please complete this request by September 20, 2019 to allow the
granting of access to these programs.

Should you have any difficulties, please contact the elD Service Desk at 1-800-638-7575, Option 3, 4, which is available 24 hours a day.

Thank you for your assistance.

System Security Request # 214577 for Stacey Robinson has been processed. Click here to review the request.
Requestor Name: Stacey Robinson

Requestor Department: Default Department

Requestor Work Location: Perot Systems Corporation (PSC) (PSC)

Application FacilityEntity Facilities SystemRequestStatus
:[:::(EJ Directory and Exchange for Tenet Market DMC Harper University Hospital (DHR-D17) DMC Harper University Hospital (DHR-017) Approved

If you have any questions, see the instructions in the elD menu 'Help Option'.
If you have requested access to an application:

* You can view your application login information by accessing the User IDs and Passwords tab within the request. To login to applications within the request that are not listed on the User IDs and Passwords
page, use your eTenet ID and password.

Please contact the Tenet Helpdesk if you have any questions, regarding accessing this application @ 1-800-639-7575, option 9.

To decrease the number of FY'| emails received by CFOs, CFOs will
receive a monthly Request Completion report, which will display
completed request information for that month. CFOs will receive all task-
oriented emails, but FY1 emails will not be sent to a CFO upon elD system
request completion.

The CFO Request Completion report will be generated in the morning of
the first day of each month. The report will be CFO-specific and only
reflect data relevant to the approving CFO’s system and facility
association(s). The report will be attached as an Excel file, and will
contain the following data elements:

e ¢lID request number
e ¢lD request completion date

V3.0 - 10/11/2019
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Application Overview

Notifications

Requestor’s name (user’s whose access is on the eID request). A
Requestor may be listed multiple times on the report if multiple
system/security level/facility combinations have been requested by a
Requestor within the month timeframe.

Requestor’s department

Requestor’s selected work location

System associated with the request that was reviewed by the CFO
Security level(s) associated with the request that was reviewed by the
CFO

Facility or facilities associated with the systems reviewed by the CFO
Status of each system request reviewed by the CFO (approved or
denied)

V3.0 - 10/11/2019
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Help

Overview

The elD Help screen displays the Application Information Systems
Service Desk phone number along with some Brief Instructions to help
you navigate through elD.

eTenet Home

Tenet My Access - Workflow Tasks - New Requests -

Help & Suppurt‘@

For help or user support please contact the Service Desk (Option 3, 4).

Brief Instructions

@ 1 received this email. What does it mean? Do | need to do anything?

@ Whatif 1 dort know i I need or the to the seourity questions?

@ e been told that my elD is in an “Entering” Status - what does that mean?

@ 1y eiDis completed, but I never received my User ID o Password to log into my applications.
@ Whatis the current status of my elD security request?

@ Why am i receivi

ails regarding this Associate Status Change request?

@ Where do 1 go to Cancel or Delete an elD?

elD Help Screen

V3.0 - 10/11/2019
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How Are We Doing?

Overview
You have the option to provide system feedback to the Information
Systems department regarding the elD application and tasks assigned.
Step by Step 1. Click How Are We Doing? from the Navigation Menu.

2. Select suggestion, complaint or praise from the radio buttons above
the comment text box.

What kind of comments would you like to send? Please feel free to submit
® - positive or negative feedback
. SuggesFlon of any kind.
() Complaint
) Praise Questions and suggestions for

new services are also welcome.
Enter your comments in the space provided below: This information will go directly to
the Manager of the application. It
will be used constructively and
will be kept confidential to the
extent possible.

Thank you for your input.

User Information:
From: Demo Admin

Email: nancy fnu@nttdata com
Phone:|(000)000-0000 |

Electronic ID Request System — Feedback

3. Enter comments in the text box and click the button.
This sends an email to the Information Systems department.

Tenet Healthcare Corporation, Inc. Page3 -1
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My Access

Show My elD Access

The My Access section allows you to view your current application
access. The screen under the My Access tab is:

e Show My elD Access

The access list shows all of the applications to which you have access. To
view your application access, select Show My elD Access. The resulting list
will provide the following information:

Application
User ID

Facility or Level
Access Level

The user may choose to perform the following functions on this screen:

e Sort — by clicking on the title to any column heading that is
underlined, the user may sort the list by that column in ascending or
descending order. An arrow will display to indicate the sort direction
selected.

e Correct Information — by clicking on the elD Request Form link. For
more information regarding the request form, see the section on User
Generated Requests.

1. Click Show My elD Access from the Navigation Menu. The confirm

Step by Step password screen displays.

Tenet My Access - Workflow Tasks -

My Access

Please confirm your password: l:I

Password Confirmation

2. Enter your password into the Confirm Password field.

3. Click the m button.

Tenet Healthcare Corporation, Inc. Page 4 —2
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My Access

Show My elD Access

Tenet

My Access

My Access -~ Workflow Tasks ~

Home

Help

New Requests -

How are we doing? Logout

Research - Administration~

This page shows all of the applications to which you have access. Please verify that the following information is correct. If any information is incorrect, please submit an elD Request Form to have

the information correcte:

Application User ID

ADAMWeb DEMO.ADMIN
ADAMWeb DEMO ADMIN
ADAMWeb DEMO.ADMIN
Cemer Millennium (CIS) - DMC DEMO ADMIN
Dell Services Tenet Account VPN Access DEMO ADMIN
Facility Database-CFDB DEMO ADMIN
IMMS DEMO.ADMIN
IMMS DEMO ADMIN
MDM AirWatch and Email Synchronization DEMO.ADMIN
MedAssets DEMO ADMIN

Facility or Level

GLOBAL ACCESS

GLOBAL ACCESS

GLOBAL ACCESS

DMC Sinai-Grace Hospital
GLOBAL ACCESS

GLOBAL ACCESS

RHD Memorial Medical Center
RHD Memorial Medical Center
AMI SYSTEMS SERVICES INC
Perot Systems Gorporation

The access list results page displays.

Page1[2]

4. Review the information on the results page.

Access Level

Corporate ADAM Operations Team
ADAM Administrator

ADAM Admin

DBC: EDIPCIM

Dell Services Employee
AdHocCFDB Admins

User

User

Users

Basic Access Only

My Access Results Page

If the information on the page is incorrect, or you need to modify your
access, you may either click the eID Request form link on the page or
choose New Requests at the top of the page.

V3.0 - 10/11/2019
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Workflow Tasks

My Task List

The Workflow Tasks section contains two major screens from which the
user can perform a variety of functions. The screens under the Workflow
Tasks tab are:

e My Task List
e Out of Office Settings

The task list assists approvers in managing a large volume of outstanding
task requests. Your task notifications are distributed via corporate email.
The task list serves as a central point for reviewing ALL of your
outstanding items. A user may view a list of tasks to which that user is
assigned by selecting My Task List from the top navigation bar. The task
name and number is a link to open the task’s profile page for more detail.
The results page will provide the user the following information on each
task:

Name
Requested For
Initiated On
Due By
Status
Request Type

The user may choose to perform the following functions on this screen:

e Sort - by clicking on the title to any column heading that is
underlined, the user may sort the list by that column in ascending or
descending order. An arrow will display to indicate the sort direction
selected.

e View Task — by clicking on the underlined number and title in the
Name column, the user will be able to view the more detailed task
information.

Tenet Healthcare Corporation, Inc.
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Workflow Tasks

My Task List

Home Help How are we doing? Logout eTenet Home
Tenet My Access - Workflow Tasks - New Requests - Research -
User/Group: (W5 Train v Go To Page: “
v Name Requested For Initiated Ona Due By  Status Request Type
¥ | Supervisor Approval Required for Security Request #73155 Clarencemo Test 02/18/2010 1:42 PM New Associate Status Change
¥ Delegated From Workflow Services - Security Administrator Approval Required Ed Unit 08/08/2014 2:00 PM Acknowledged Termination
for Security Request #179302 (0 of 1 Consuktations
Complete)

My Task List

1. Click My Task List from the Navigation Menu.
Step by Step
2. To access an electronic request, click the underlined subject within the

task list.

Tasks appear in chronological order (displaying the oldest task first).
If you have more than 5 tasks in your task list, you may navigate back
and forth between task list pages using the Next and Previous links.

For instructions on processing items in your Task List, please refer to
the Responding to Workflow Tasks section of this document.

Tenet Healthcare Corporation, Inc. Page5-5
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Workflow Tasks

Responding to Workflow Tasks

All approvals for each security request are routed through email. You
receive an email in your Inbox from WorkflowTenet. The actions needed
in each step are different so they have been described separately.

General « Favorites €1 ANl Unread Mentions de P [ Current Folder ~

Inbox 14 14|00 |FROM SUBJECT RECEIVED |SIZE | CATEGORIES| MENTION  |¥
Process Dot + Date Today

Sent Items [ WorkilowTenet@Tenethealth.com  Cancelied - el Task: Delegated From Surender Si... Tue 5/22/.. 46 KB

The task, Delegated From Surender Singh - Supervisor Approval Required for Security Reque: as been cancelled. No >
Archive S
Deleted items Secur >
Outbox

4 Date: Last Week

Conversation History -

WorkflowTenet@Tenethealth.com  IMMEDIATE ATTENTION eID Task: Security Request ... Thu 5/17/2... S0KB
Junk Email NOTE: If this request is not completed by May 27, 2018 it will be Auto-Cancelled. A new request will be necessary to request this p
Sent Items [1130] 4 Date: Three Weeks Ago

-] t { - A v 2

o ‘ net  elD Task pproval Required for Securit... Tue 5/1/20. N

A ication request has been created for Charles Tye for the following access: A o
Archive

4 Date: Older
b Conversation History

TenetWorkfl net  elD Task: Req Approval Required for Securit... Tue 1/16/2... 64 KB
Junk Email [13] An automated system-generated Associate Status Change request has been created for you, due to any changes recently made to >
Outbox TenetWorkflow@mditenethe a5 Been Processed Thu 1
RSS Feeds Sys rity Request # 21 ed. Click here to review >
RSS Subscriptions €  Tenetv -] Approval Required for Securit... Thu 1,

An automated system-generated A us Change request has been created for you

Search Folders

Microsoft Outlook Inbox

From: WFSvcAcct-Mdl@tenethealth.com

Sent: Wednesday, August 21, 2019 8:48 AM

To: Ford, Holly

Subject: Please Complete Set up Sub Task Delegated From Avega Setup - (eID Request #310541)

Dear colleague,
You are receiving this email to set up access that has been requested for hollylevel.tester2 to the following application(s):
Avega

Please click here to be taken to your task list. After the required set up is complete, please update the User ID & Password Tab for your application(s). Please ensure this
set up task is completed within the 3 day OLA

Should you have any difficulties, please contact the elD Service Desk at 1-800-635-7575, Option 3, 4, which is available 24 hours a day.

Thank you for your assistance.

Single Task Email for a User-Generated Request

Tenet Healthcare Corporation, Inc.
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Workflow Tasks

Responding to Workflow Tasks

Step by Step

From: Working@everyone.net

Sent:  Monday, August 19, 2019 2:11 PM

To: Doe, Jane
{Subject: Please Verify Your Access to Applications (glD. Request #999999)
Dear colleague,

You are receiving this email because you have experienced a recent change to your HR profile (e.g. you were promoted,
moved office locations, convehec from a contractor to a full-time employee, or some other status change).

We are writing to you to request that you please verify that you still need access to the following applications:

*  PBAR

¢ ARAMWED
Please click here to be taken to your task list. The verification process should take less than two minutes. After you
complete the request, your supervisor and any other necessary approvers will then be prompted to complete the
process surrounding this request. Successful completion by you and all approvers by August 29, 2019 will ensure
uninterrupted access to these applications.

Should you have any difficulties, please contact the glD Service Desk at 1-800-639-7575, Option 3, 4, which is available 24
hours a day

Thank you for your assistance.

Single Task Email for a System-Generated Request

Double click the email to open the request.

The email contains a link to the task to be approved. Click the here
link to access the task.

If eTenet is not already open in a browser, clicking the link prompts
the user to log on and then directs you to the task. Otherwise, the
security request task is displayed for your review.

V3.0 - 10/11/2019
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Workflow Tasks

Responding to Workflow Tasks

Review and User Generated requests will go through various reviews and approvals
Respond — depending on the applications and access contained in the request. The
User following reviews may be necessary:
Generated .

e Supervisor

e Department

Security Administrator

Additional Facility

Chief Financial Officer

Tenet Corporate

Application Information Systems Security

The reviewer only sees applications he or she is responsible for reviewing.
The Supervisor review will be detailed in lieu of detailing each role.

Supervisor Review is a required step in the flow for all system requests.
Supervisors receive all system requests where the submitter has selected
their name in the Supervisor field. The Supervisor is responsible for
reviewing all systems selected by the original submitter.

w@ Note: If a Supervisor submits a request for a direct-
report employee, the Supervisor Review step will be
skipped.
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Workflow Tasks

Responding to Workflow Tasks

Mome elp Mow are wo Sowng ! Legowt alenet Home
“Tenet My Access -  Workflow Tasks -  New Requests -  Research -
Task: Sepervace Approval Reguired for Securty Regeest £31170) Retn To Task Us
=
Thes (3 8 system generated Associste Statis CRange request Masae seview the access displayed in S request carstully roquent in order Ihe curment sccens. You imay modsly the curvent security level of faciliies
a8s0ciated 10 he daplayed accens Of you may add more apphcations f needed You may nol remove any applcations from the request.

Chck recs 10 view the User Profile spdates Mat intisted e Asaociate Stxtes Change Reguest
Request Details 106 REQUEST FI 11703 1uu rwamst vt se mte ansms o 1nssss 1
Emphoyee Detais

Pleane veoty that the folowing ivormation s conect I any of he Ivlonmation it Incomect pheate Contact your Ical HIt Separtment 1 Rave B information comecied before submiting Bus requent Incomect ivdemation Coukd dely approwal o rewut i denad of e
mequent For ference, S work namBer £3n be changed i aTanst. Update my profle information and emad addhers cas be changed By coetacting e senvice desk

Name: MScAUAT? Test? Woek Phooe 8- (002,030-0360
Emad Address: oTenat Unar 10: Mockuat? Test?
Employee ID: 000254386 Job Tie:! PHLEBOTOMIST
Department: 000X0 User Type Emgroyes
User Sutun: v Payrol Location: Headquaness Ofice (C90) (431)
Company: Teoe! Healhcare Inc. (TENET) Wors Locaton: Meadquaters Ofics (CH0) (401)
Supervisor CAROLYN WARD Supervisor Job Titke: DNSCMARGE PLANNER
System Requests B System Genersted
e PEAR ¥ Agprove ) Desy
Aded by MechUATT Test? en 9302619 904 32 M
Usar 10: Facility: Comorate
Last teviewad by. W10 Train
Expand Security Level
You have requested B following securlty access for this appicaton
Security Level(s) Kept Faclty(s) Activity.
T s G o
Review & Respond
Select a Response: L v
- Subemt Respense. Ssbeis the selecied teapanse above and completes this sk
- Consult ASows you 12 sefect anather Persan 10 view s 1ask and provide feeddach 10 you Defore SUbMEING a fesgonse
- Delegate Assigns responsitilty for completing !his task 10 asoler person
Back 1o Top
Supervisor Review
Tenet Healthcare Corporation, Inc.
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Workflow Tasks

Responding to Workflow Tasks

Step by Step 1. To review the history of the request, click the tab.

Tenet My Access - Workflow Tasks - New Requests - Research -

Task: Supervisor Approval Required for Security Request #311703 Return To Task List

" Reguest Details

-
Print

This is a system-generated Associate Status Change request. Please review the access displayed in the request carefully and submit the request in order to maintain the current access
You may modify the current security level or facilities associated to the displayed access or you may add more applications if needed. You may not remove any applications from the

request.
Click here to view the User Profile updates that initiated the Associate Status Change Request
Request Details for Request #311703 « st will be atto-denied on: 10/30/2019

Employee Details

P\ease venfy mal the following information is correct. If any o| ms mvorrnaucm is \ncnned plea-:.e mntad your local HR department to have the information corrected before submllllng lhls requs-st
ectin uld delay approval or result in denia the work number can be changed in eTenet- Update my profile information and email
Changed by mnlaclmg he service desk.

Name: MockUATT Test? ‘Work Phone #: (000)000-0000

Email Address: eTenet User ID: Mockuat7 Test?

Employee ID: 000254986 Job Title: PHLEBOTOMIST

Department: 000000 User Type: Employee

User Status: Active Payroll Location: Headquarters Office (C90) (401)
Company: Tenet Healthcare Inc (TENET) Work Location: Headouarters Office (GO0} (401

Supervisor Review — Status History

2. Expand any step by clicking the = to display the approval history and
current recipient. Return to review the request by clicking the

Request Details  RE]o)

Review Request

Review the current security access settings for each application. If an
existing application has more than one security level and facility
combination, the system will show each combination. As a default setting,
only the first four facilities for each combination will be displayed.

The Activity buttons indicate the activity chosen by the Requestor.

1. Scroll down to review the systems. You may approve, deny, or
modify system access as needed.

Tenet Healthcare Corporation, Inc.
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Workflow Tasks

Responding to Workflow Tasks

Request Details for Request #310426
Employee Details.

Piaace verfy that tho folluing infomation  corost 1 any ofthe iformation s ncorec lease sonicctyourlocal HR dsparmant b havo he nfomation coract befor submiing this roquest. incortectnformaton could delay approvalo esul
in denial of this request  For reference, the work number can be changed in eTenet- Update my profile information and email address can be changed by contacting the service

Name: HollyMedTest BOMA1

Work Phone #: (000)000-0000

Email Address: holly ford@ntidata com eTenet User ID: Hollymesditest Bomarl

Employee ID: 000255448 Job Title: Nurse

Department: 000000 User Type: Perot Empioyee

User Status: Active Payroll Location: Parot Systems Corparation (PSC) (PSC)

Company: Tenet Healthcare Inc. (TENET) Work Location: Saint Vincent Hospital (SVH) (13)

Supervisor: Supervisor Job Title:

Social Security #: XIXHX-086T
System Requests [E) System Generated
EEEm Athena ® Approve O Deny
Added by HollyMediTest BOMA1 on 8/15/2019 1:30:54 PM
User ID: Facility: ‘West Suburban Hospital

Last reviewed by. WWIO4 Train

You have requested the following security access for this application
Security Level(s) Kept Facility(s)
Tenet Aamin

West Suburban Hospital (714-WSH)

Activity:

Moriify Request (options) v

2. Click the Expand Security Level link to view information about the

security level and the questions and answers from the security form.
3. Click the View All link to view all involved facilities.

Modify Security Level
1. Click the button. The security level wizard
displays.

2. Edit the security level by selecting a new specific level or answering
form questions differently.

Expand Security Level
Please select the role that describas you best from the drop dowm
You have requested ins folowang securty accss for this appicaon

Security Level(s) ‘Add Facilitys)

Tenet Employes Customer

THVENTURES, INC (011-011)

- Customer thatis a submits raquests but does ot work the ickets

Activity:

Change Seiected Securiy Level
Change Seiected Facilty

WESER VPN - Abrazo Healthcare Market
dded by Davina Robinsen on 10/23/2019 :20:37 PM
UseriD:

Expand Security Level
Are you a Tenet Empioyee or a Tenet Contractor
o hava requssted ts follwing sscurty accsss for this sppicston

Security Levells) Add Facilityls)

B TH VENTURES, ING (011-011)

Facility: TH VENTURES, INC

Tenet Employee

Activity:

Ghange Sesectea Securty Level
Change Selected Facity

== == =]

Tenet Healthcare Corp!
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Workflow Tasks

Responding to Workflow Tasks

3. Click the B3 button. The security form closes and returns to the

Review and Respond focus.

Change Facility

The change facility activity is for new access on an existing application or
new application access. The activity can be specified by type; for example,
changing a Selected Facility for new access for existing application.
However, the Facility Selector process is in general the same.

Click button. The new Facility Selector displays
with the previously chosen facilities or level in the Selected window
display.

Click on the facility or level you wish to add from the Select From
display window and click the button. Click the
button to add all displayed facilities or entities to the request.

Click on the facility or level you wish to remove from the Selected
window display and click the B8 button.

Click the IIEZIM button. The Facility Selector closes and returns
to the Review and Respond focus.

The elD application records the changes and denotes them in the
application Request area.

Change Deleted Facility

1.

Click the Change Deleted Facility button. The Existing Facilities
display window displays showing all facilities associated with that
application.

Select facilities to add to the deletion list.

Select facilities to remove form the deletion list.

w@ Note: You may select multiple child facilities by
using Ctrl + Mouse click. However, you may not
delete all the facilities.

Click BN button. The application records the deleted facilities. Facilities
not deleted are labeled as Kept Facility(s) and deleted facilities are labeled as
Remove Facilities in the application request area.

V3.0 - 10/11/2019
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Workflow Tasks

Responding to Workflow Tasks

Add Application

If the approver is the requestor’s supervisor a Department Head, an
Additional Facility Approver, a CFO, or a Security Administrator, he or
she may add applications or add access modifications to applications on
the request.

System Requests [E] System Generated
Add Appiication
PBAR ® Approve O Deny
Added by MockUAT7 Test7 on 8/30/2019 9:04:32 PM
User ID: test Facility. Delray Medical Center
Expand Security Level
You have requested the following security access for this application
Security Level(s) Kept Facility(s) Activity:

Facility, Business Office, Qutpatientd,

Modify Request (options) v
Delray Medical Center (200-DEL]
Inpatient1, Inpatient2, Inpatient3, Inpatientd, R :

Inpatient5, Outpatient0, RED Lvi Code 46,
Inpatients

Review & Respond

1. Click the button. The Select System screen displays.
2. Select the needed application.

3. See Step 3 — Select Security Level in the Create Request Section and
continue as needed.

After the additional request is added, the application returns to the Review
and Respond screen.
4. Complete review and modifications of request.

5. For each request select the appropriate radio button: & #pprove
Ol’r Deny

6. Select a response from the Response field drop-down menu of
Complete.

Tenet Healthcare Corporation, Inc. Page 5 13

V3.0 - 10/11/2019 elD — Online Security Form User Guide/Training Manual



Workflow Tasks
Responding to Workflow Tasks

[ - 0

St by MSEALIATT Teal? &0 5300919 90412 PU

User Dz

Facility: Comorale
Last reviawad by WI04 Train
Expand Security Luvel

¥ou harve recussted e follwing Sacurtly access fof this appcaton

Security Levells) Kent Faciiyls)
Faciity Review. 52K

Non-Faciity Global Riols (-CORP)

Activity.
Changs Rnpiaced Facily

.
- Cansuit Allaws ou 12 select aneiher persen o view fhis Lask and provede

sk
Teedizack 1o you before submiling 3 ssgosse
- Diebegate: Assigres peagossinibty for compleiag Ml task o asofher person.

Back o Top

7. Click the button.

a Message - Microsoft Internekt Ex

=10 x|

Your response was successfully recorded.
Returning to your Task List...

Tenet Healthcare Corporation, Inc.
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Workflow Tasks

Responding to Workflow Tasks

Review and
Respond —
System
Generated

System-generated requests may require various reviews and approvals
depending on the applications and access contained in the request.

The application will display the request type at the top of the Request
Details screen.

e Associated Change
e Batch Load
e Last Access

Home Help How are we doing? Logout eTenet Home

Tenet My Access - Workflow Tasks - New Requests -~ Research ~

Close Window

" Request Details [T SO

-
Frirk
Request Details for Request #4644236
Employee Details
Please verify that the following information is correct. If any of the information is incorrect please contact your local HR department to have the i corrected before this

request Incorrect information could delay approval or result in denial of this request. For reference, the work number can be changed in eTenet- Update my profile information and email
address can be changed by contacting the service desk.

Name: SHERI KOLLERBOHM Work Phone #: (562)802-6727

Email Address: SHERI.KOLLERBOHM@coniferhealth.com eTenet User ID: SHERI.KOLLERBOHM

Employee ID: 000143837 Job Title: DIR, REVENUE ANALYSIS

Department: 853000 User Type: Employee

User Status: Active Payroll Location: Lakewood Regional Medical Center (LAK) (012)
Company: Tenet Healthcare Inc. (TENET) Work Location: Lakewood Regional Medical Center (LAK) (012)
Supervisor: Supervisor Job Title:

If the requestor has made no changes to the access request, the following
options allow you to modify the access:

Add a Facility
Replace Facility
Delete Facility
Modify Security Level

If the requestor has made changes to the access request, the options
allowed depend upon action taken by the requestor.

Please see User Generated Requests for details on reviewing and
modifying the request.

V3.0 - 10/11/2019
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Workflow Tasks

Responding to Workflow Tasks

Application Application Information Systems Security is a required step in the review
Information process for applications that do not use ADAM for authentication.
Systems

Security Application Information Systems Security has several responsibilities:

Review
e Requesting additional setup from other Application Information Systems

groups.

e Ensuring that all subtasks are complete before a request is completed
and IDs are sent to the user.

e Adding the User IDs and passwords for designated systems.

Tenet My Access - Workflow Tasks -  New

User/Group: [Wf04 Train v Go To Page: “

v  Name Requested For Initiated On s DueBy  Sttus Request Type
¥ | Requestor Approval Required for Security Request #281975 1111772018 201 PM New Usar inactiity
v 51 #282329 1113072018 2:04 PM New User Inactiity

v st #282330 111302018 2:04 PM New User Inactivity
v st #282331 11302018 204 PM New User inactiity
¥ | Delegated From pproval Required for Security Request #220148  Shalini Priva 121132018 3:20 AM Acknowdedged Balch Load - Preloaded
¥ | Delegated From Shalini Priya - Requestor Approval Re or Security Request #220149  Shaiini Priya 12H/2018 3:20 AM Ackmowledged Batch Load - Preloaded
Ad Jor Security Request ¥229610 Shalini Priya 121372018 3:20 AM New Batch Load - Preloaded
v equest #229758 | Shaiini Priya 1211372018 3:20 AM New Balch Losd
¥ equest #274001  Shalini Priya 1211372018 3:20 AM New Emergency Access Approval
v tequest 8220047 Shalini Priya 1211372018 3.20 AM New Balch Load - Preloaded
¥ | Delegated From Shalini Priya - Requestor Approval Required for urity Request #229146 Shalini Priya 12M13/2018 3:20 AM Acknowledged Batch Load
¥ | Delegated From 4Medica DMC Setup - dMedica DMC Setup Setup Sub Task for dMedica TestUser Lname 0510872010 2:36 AM Ackmowledged Termination

DMC, Request # 307216 {1 of 1 Consultations Complete)
¥ | Requestor Approval Required for Security Request #310074 W04 Train 08/05/72019 2:00 PM New User Inaciivity
YR st #310075 W04 Train 0810572019 200 PM New User inactiity
v

Athena Setup - Athena Sefup Setup Sub Task for Athena, Request #  HolyMediTest BOMAT | 0B/19/2019 12:03 FM Security Rule - NonAdam

New
{0 of 1 Consultations Complete)

Application Information Systems Security Tasks

If any sub tasks are initiated because of the systems selected, the system
displays a message below the Status. For example: (0 of 1 Sub Tasks
Complete). This notifies the user that there are tasks for other groups to
update this request form. Do NOT complete the request until all sub tasks
are complete.
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Responding to Workflow Tasks

Request
Additional
Setup

Step by Step

Task: Delegated From 4Medica DMC Setup - 4Medica DMC Setup Setup Sub Task for 4Medica - DMC, Request # 307216 Return To Task List

b
RO TH L DS User IDs and Passwords (1) Comments (0)  Status History

&
=
This is a system-generated termination request. The requestor listed below has been terminated. Security Admin, please confirm access to all local applications has been
removed for the Provisioning Security Team, please confirm access to all corporate applications has been removed for the requestor.
R Details for Request #307216

Employee Details

Please verify that the following information is correct. If any of the information is incorrect please contact your local HR department to have the information corrected before submitting this
request. Incorrect information could delay approval or result in denial of this request. For reference, the work number can be changed in eTenet- Update my profile information and email
address can be changed by contacting the service desk.

Name: TestUser Lname Work Phone #: (000)000-0000

Email Address: eTenet User ID: 000038243

Employee ID: 000038243 Job Title: TRANSPORTER

Department: 594700 User Type: Employee

User Status: Deleted Payroll Location: a;g;nnm Express and Primary Care at Sutton Road L (PEZ)
Company: Tenet Healthcare Inc. (TENET) Work Location: Corporate Master COA (998) (998)

Supervisor: Supervisor Job Title:

Social Security #: XXH-XX-2021

Application Information Systems Security Team
Scroll down to review the systems needing access. If a system was denied

in the process by a Tenet Approval, the system is not listed. Denied
systems display in the status screens.

1. Scroll down to review the system or systems required. Each system is
defaulted to Approved.

System Requests System Generated

W 4Medica - DMC ® Approve O Deny
Added by TestUser Lname on 5/7/2019 3:37:54 PM

User ID: kkjk

Last reviewed by: Wf04 Train

Review & Respond

After the required setup is complete, please update the User ID & Password tab for your application. If no User ID or password is added (or the
eTenet ID is used), leave those fields blank and enter a description of the setup as the comment.

A
Submit Response m Delegate

- Submit Response: Submits the selected response above and completes this task
- Consult: Allows you to select another person to view this task and provide feedback to you before submitting a response
- Delegate: Assigns responsibility for completing this task to another person.

Select a Response:

V3.0 - 10/11/2019
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Responding to Workflow Tasks

2. If anew group is needed for GL Showcase, PA Showcase, or S2K;;
Application Information System has the ability to create a sub task
to the appropriate group.

3. Click Additional Setup next to the system needing setup.

Setup Group: [ %
System: [ECHO eDrCredentialing v |
Comments:

=

Send Additional Setup Sub Task

4. Select the Setup Group from the drop-down list. Select who the task
is to be sent to for setup.

5. Select the appropriate System.

6. Add any additional Comments needed.

7. Click button.

The system returns you back to the Review & Respond page of the
request.
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Responding to Workflow Tasks

Review all
Sub Tasks for
Completion

Some sub tasks are automatically generated by the system if certain
systems are selected. These include:

Uncompensated Care
PPD/CARS

TMS

Billable TSO

Home  Help How are we doing? Logout  eTenetHome

Tenet Workflow Tasks - New Requests - Research - Administration-

p: [Wi4 Train v Go To Page:

My Access ~

Name Requested For Initiated Ona- DueBy  Status Request Type

Requestor Approval Required for Security Request #281975 111772018 201 New User Inactivity
PM

Requestor Approval Required for Security Request #282329 11/30/2018 2:04 New User Inactivity
PM

Requestor Approval Required for Security Request #282330 11/30/2018 2:04 New User Inactivity
PM

Requestor Approval Required for Security Request #282331 11/30/2018 2:04 New User Inactivity
PM

Delegated From Shalini Priya - Requestor Approval Required for Shalini Priya 12/13/2018 3:20 Acknowledged Batfch Load -

Security Request #229148 AM Preloaded

Delegated From Shalini Priya - Requestor Approval Required for Shalini Priya 12/13/2018 3:20 Acknowledged Batch Load -

Security Request #229149 AM Preloaded

Delegated From Shalini Priya - Requestor Approval Required for Shalini Priya 12/13/2018 3:20 New Batch Load -

Security Request #229610 Al Preloaded

Delegated From Shalini Priya - Requestor Approval Required for Shalini Priya 12/13/2018 3:20 New Batch Load

Securitv Reauest #229758 AM

Application Information Systems Security Team — My Task List

Any time a request has sub tasks under the status, make sure all sub tasks
are finished before completing the request.
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Tenet Healthcare Corporation, Inc.

Page 519
elD — Online Security Form User Guide/Training Manual g



Workflow Tasks

Responding to Workflow Tasks

User IDs and
Passwords —
Adding to a
Request

Step by Step

Application Information Systems Security can add User IDs and
passwords by completing the following steps.

1. C||Ck the User I0s and Passwords (0) tab.

Home Help How are we doing? Logout

=) Tenet

eTenet Home

My Access - Workflow Tasks - New Requests - Research - Administration-

Task: Provisioning IMaCS Setup Sub Task for MedAssets, Request # 310444

Return To Task List

Request Details JVELJLEELLEEES VUGN Comments (0)  Status History

User IDs and Passwords
Application(s) User ID Password Note
Click here to add a User ID and Password.

Back to Top

User IDs and Passwords

2. Click the here link to input a User ID.

Home Help How are we doing? Logout eTenet Home

Tenet My Access -~ Workflow Tasks - New Requests - Research - Administration-

Task: Provisioning IMaCS Setup Sub Task for MedAssets, Request # 310444

User IDs and Passwords (0) Be-T01Ty, U=y () S = TE 5[50

Return To Task List

User IDs and Passwords — Add User ID & Password

Add User ID & Password

Select Application(s): GnDemand Web
MedAssets
Kronos 6.1
Megitech EMC
4Medica - DMC
Hold donn Cir 10 select mullpla ems or 1o dasslact previously saiectad fems.
User ID!
Password:
Note:

Add notes or comments the user needs to know about this User ID.

Add & Return To ID List Save & Add Ancther

Back to Top

Add User ID

V3.0 - 10/11/2019
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Responding to Workflow Tasks

3. Select the system from the Select System(s): box. Hold down the
control key to select multiple systems.

4. Enter the User ID and Password.
5. Add any Notes required.
6. When finished, the 3 options are:

a. —adds the ID and returns to the list screen

b. —adds the ID and allows you to enter another
ID

C. — deletes the ID and returns to the list screen

Home Help How are we doing? Logout eTenet Home
Tenet
My Access - Workflow Tasks - New Requests - Research - Administration~
Task: Provisioning IMaCS Setup Sub Task for MedAssets, Request # 310444 Return To Task List

LECIES4HET Bl User IDs and Passwords (1) EeldinENER ()RS CUTEN, (6]

User IDs and Passwords

Application(s) User ID Password Note

OnDemand wf04.train Workflow04 test Edit Delete
Web

Click here to add a User ID and Password.

Back to Top

User IDs and Passwords

7. Once all IDs are entered and sub tasks are complete, click the

Request Details tab.
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Responding to Workflow Tasks

MedAssets

Added by Test PEmployee on 8/16/2019 8:37-52 AM
User ID: Facility:

Last reviewed by: Wi04 Train

You have requested the following security access for this application

Security Level(s) Kept Facility(s)

Basic Access On
asie Access Cnly Perot Syslems Corporation (PSC-PSC)

Review & Respond

® Approve () Deny

Perot Systems Corporation

Activity:

Modify Request (options) ]

After the required setup is complete, please update the User ID & Password tab for your application. If no User ID or password is added (or the eTenet ID is used), leave those fields
blank and enter a description of the setup as the comment.

Select a Response:

Setup Complete v|

- Submit Response: Submits the selected response above and completes this task

- Consult: Allows you to select another person to view this task and provide feedback to you before submitting a response.

- Delegate: Assigns responsibilty for complefing this task to anather parson.

Application Information Systems Security Team — Request Details

Select the response Setup Complete. This sends an email notification

to the requestor and an FY| email to the security administrator.

9. Click button.

a Message - Microsoft Internek

=101 x|

Your response was successfully recorded.
Returning to your Task List...

Tenet Healthcare Corporation, Inc.
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General Functions

There are some functions that are consistent throughout all of the approval
process. These functions include:

Comments
Status History
Consultation
Delegation

Comments Users may add comments to any request. These comments are visible to
all users in the flow.

Step by Step 1. To enter comments, click the tab.
Home Help How are we doing? Logout eTenet Home
Tenet
My Access - Workflow Tasks - New Requests - Research - Administration-

Task: Provisioning IMaCS Setup Sub Task for MedAssels, Request # 310444 Return To Task List

Regquest Details User IDs and Passwords (1) el UELIER()E Status History

Comments

Add a Comment:

Add Comment

Back to Top

My Tasks List — Comments

2. Enter any comments you may have.

3. Click the button.

The comment is added below along with a date and time stamp, and
the name of the person who added the comment.

4. Click the tab to return to the response section.

Tenet Healthcare Corporation, Inc.
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General Functions

Users can review the history and current status of each request.

Status
History

Step by Step

tab,

Tenet My Access - Workflow Tasks -

uuuuuuu

The status is displayed for your review.

Request Details _User IDs and Passwords (1) _Comments (1) JETSIRRITERY

New Requests ~

Completed on 7/3:

Completed on 5/9/20

1. To review the status detail of that specific request, click the

Research - Administration -

nnnnnnn

My Task List — Status History

2. Click the tab to return to the response section.
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General Functions

Consultation

Step by Step

The consultation function can be used during the flow to ask someone else
in the Tenet Global Address List a question about the request. The system
forwards the request to the specified person. The consultant is able to
make comments, edit the form, and/or select a response. The consultant
then selects Reply and the flow is directed back to the person who
submitted the consultation. The task resumes the normal flow. The status
screens do not reflect a consultation.

MedAssets
Added by Test PEmployee on 8/16/2019 6:37:52 AM

User ID: Facility: Perot Systems Corporation

® Approve O Deny

Last reviewed by: Wf04 Train
*You have requested the following security access for this application
Security Level(s) Kept Facility(s) Activity

B Act Onil i
asic Access Only Perot Systems Corporation (PSC-PSC) Ay el e | v

Review & Respond

After the required setup is complete, please update the User ID & Password tab for your application. If no User ID or password is added (or the eTenet ID is used), leave those fields
blank and enter a description of the setup as the comment.

Select a Response: v

swmapone | conmt | ook

- Submit Respanse: Submits the selec nse above and completes this task
- Consul lect another person to view this task and provide feedback to you befare submitiing a response
ibility for completing this task to another person

Request Details — Consult

1. Click the (=2 ] button underneath the Review & Respond
heading.

2. From the Consult With: drop-down menu, select to consult with

either an Employee or Group.

3. For Employee, enter the name of the employee to consult and select

the [ somen | button.

The application displays the matching employee’s Name, Eacility,
Department, and Title.

V3.0 - 10/11/2019
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General Functions

Consult With: ~

Select an Employee:
First Mame: | |

Last Mame: | |

Comments:

.

Consultation Request — Employee

4. Select the Employee’s Name, enter comments into the text box and

click the button.
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Tasks

General Functions

5. For Group, select the group name from the drop-down menu.

e & https://mdleidwfetenet.. ~ @ & | Search.. o~

iIConsult With: Group st
Select a Group:

Comments: 151 Step Scheduling Setup

2X Cloud Setup

3M 360 CHIL Selup

3M 360 SATX Selup

3M 360 Setup

3M Carondelet CDIS Setup

3M Core SATX Sefup

3AM/HDM - DMC Setup

3M/HDM-BOMA Setup

3Mensio Setup

[dMedica DMC Setup

T ey et g8 1 test setup<br=Email; ashish ranjan2@nttdata com=<br=Phone: 313-966-24

AARP Selup

Abbott ISTAT SATX Setup

AbboltPXP SATX Setup

Abrazo IS Security

AccellPay_DivDal Setup

Accreditation Manager Plus (AMP) Setup<br=Email: ds eid forms@@nitdata.cor
ACE

ACE Workflow Staging Setup
ACHAS = App Support Setup

< ACS Web Bill Portal Setup
ACS Web Bill Processing Portal

Consultation Request — Group

Enter comments into the text box and click the

putton.

The request window will close and the task will now appear in the task

list of the selected user or group.

The Consultant’s comments will be stored on the Comments tab, with

the following information displaying for each comment:

Date and time of the consultation comment entry
Consultant’s first and last name

An indicator that the comment is specific to a consultation r
Consultation comments on the Comments tab

equest
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General Functions

Home Help How are we doing? Logout eTenet Home
Tenet
My Access - Workflow Tasks - New Requests - Research - Administration-
Task: Consult Request from MedAssets - Provisioning IMaCS Setup Sub Task for MedAssets, Request # 310444 Return To Task List
) status History
Comments
Add a Comment:
Add Comment
Back to Top
Example Comments Tab
Tenet Healthcare Corporation, Inc.
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General Functions

Delegation The delegation function delegates the responsibility of responding to a
specific request to the person selected from the Tenet Global Address List.
The main difference between a consultation and delegation is that the

responsibility is transferred in a delegation and the status screens reflect
this change.

VI Web Charity ® Approve . Deny

Added by TERESA VINCENT on 8/9/2018 3:59:01 PM Additional

Setup
User ID: Facility: DESB83 - ICON Neurosciences

‘You have requested the following security access for this application

Security Level(s) Kept Facility(s) Activity
Search, View Modify Request (options) 7

Review & Respond

Select a Response: v

- Submit Response: Submits the selected response above and completes this task.
- Consult: Allows you to select another person to view this task and provide feedback to you before submitling a response.
- Delegate: Assigns responsibility for completing this task to another person.

Back to Top

Request Details — Delegate

Step by Step 1. Click the button underneath the Review & Respond
heading.
2. From the Delegate To: drop-down menu, select to delegate to either
an Employee or Group.
Tenet Healthcare Corporation, Inc.
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General Functions

Delegate To: Employee »

Select an
Employee:

First Name: | |

Last Name: | |

Comments:

Delegation Request

3. For Employee, enter the name of the employee to consult and click the

Search

button.

The application displays the matching employee’s Name, Facility,
Department, and Title.
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General Functions

Delegate To: Employee v

Select an
Employee:

First Name: | |

Last Name: | |

Comments:

Delegation Request — Employee

4. Select the Employee’s name, enter comments into the text box and

click the

Send Del i
SRS button.
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General Functions
5. For Group, select the group name from the drop-down menu.

Oelegate Yo Group v
et Grove |

Commonts: 131 Siep Schedubng Sehp A

M Can

IM Core SATX Setp
INHDM - DMC Setup
INHDM-BOMA Sehp
Ierso Seap
AModca S

C Setup
.nnn setup<br-fmad ashih rargand @etidats com<br-Phone 3130082400, Osbon 3
AARP Sevp

Abbott SSTAT SATX Setup
ABLCIPXP SATX Senp
Abcazo 15 Secunty
AccetPay_DiDat Sedp

Acud MA Seasp

AcuDose SATX Setup
Acuty Sevp

Delegation Request — Group

6. Enter comments into the text box and click the

Send Delegati
button.

The request window will close and the task will now appear in the task
list of the selected user or group.
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General Functions

Auto-Delete/ elD will automatically cancel or deny both incomplete and unapproved
Auto-Cancel/ elD requests after a certain time period.
Auto-Deny
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User IDs and Passwords — Notification to Requestor

Step by Step

Auto-Delete
1. All requests that have been saved but not submitted into the elD
review and approval workflow are incomplete requests.

2. elD will automatically delete any incomplete user-created requests
after 14 days after the request created date.

3. elD will not keep an audit trail or store any cancelled incomplete
request.

Auto-Cancel/ Auto-Deny
1. All requests that have been submitted into the elD review and
approval workflow and are not completed are unapproved requests.

2. elD will either automatically cancel or deny all unapproved requests
that are in the approver review step for greater than 30 days after the
submit date.

a. Requests that are automatically cancelled will not flow to
Application Information Systems Security or ADAM for
access removal.

b. Requests that are automatically denied will flow to Application
Information Systems Security and ADAM for access removal.

3. The following request types are subject to a 30-day cancellation rule:
a. User-created requests
b. System-generated Bulk Load requests for new application access
4. The following request types are subject to a 30-day denial rule:
a. System-generated Associate Status Change requests

b. System-generated Bulk Load requests for existing application
access migration

5. elD will store all auto-cancelled and auto-denied unapproved requests
for audit purposes.

6. elD will record a comment on the Comments tab detailing that the
request was either systematically cancelled or systematically denied.

The comment will include the date and time the system request was
cancelled or denied.

V3.0 - 10/11/2019
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User IDs and Passwords — Notification to Requestor
7. The comment will display the following text for cancelled requests:

a. The system request was cancelled because it was not completed
within the 30-day allotted time period.

8. The comment will display the following text for denied requests:

a. The system request was denied because it was not completed
within the 30-day allotted time period

9. The Requestor will receive an FYI email when an unapproved request
is either cancelled or denied.

Once the ID setup process is complete, an email is sent to the requestor.
This email contains a URL to the request with the IDs and Passwords. An
FY1 email is sent to the Security Administrator once the request is
complete.

System Security Request # 000000 for TestTE12 MyTester12 has been processed. Click here to
review the request.

Requestor Name: TestTEL2 MyTesterl2
Requestor Department: HEADQUARTERS OFFICE
Requestor Work Location: Headquarters Office (C90) (401)

Application FacilityEntity Facilities SystemRequestStatus

PBAR Corporate (OP7-CORP) glégf“e‘ OP7 (OP7-

Approved

If you have any questions, see the instructions in the ¢eID menu ‘Help Option°.
If you have requested access to an application:

¢ You can view your application login information by accessing the User IDs and
Passwords tab within the request. To login to applications within the request that are not
listed on the User IDs and Passwords page. use your eTenet ID and password.

Please contact the Tenet Helpdesk if you have any questions, regarding accessing this application
@ 1-800-639-7575, option 9.

Requestor ID Setup email

Step by Step 1. In the email message, click the here link to review the User IDs.
Upon doing so, the specific request will display.

2. From within the request, click the tab.
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User IDs and Passwords — Notification to Requestor

Home Help How are we doing? Logout eTenet Home

Tenet

My Access - Workflow Tasks - New Requests - Research -~ Administration~

Task: Perot Security Team Setup Required for Security Request #233420 Return To Task List

Request Details REECJDEELLEEESTUGHI(VE Comments (0)  Status History

User IDs and Passwords

Application(s) User ID Password Note
Click here to add a User ID and Password.

Back to Top

My Task List — User IDs and Passwords

The user’s ID and Password are displayed for each system.

3. Close window when finished.
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Out of Office Settings

Out of Office Settings allow users to notify other elD users that they are
out of the office on select days. It also allows users to designate which of
their assigned tasks can be delegated and to whom they are delegated.

Home Help How are we doing? Logout eTenet Home

—)Tenet My Access - Workflow Tasks - New Requests - Research -

Welcome: Wf05 Train to the Electronic ID Request System (elD)
Getting Started. Where should | go?

Request Access My Requests Help Information
I need to complete a form to gain I need to check the status of my oID allows for oniine requests for
security access. Get HELP request

. T -
completing the form with the security access fo en.el applications.
Quick Reference Guide. Requests are electronically routed

through approvals and setup of system

security access. Users are nofified of
the ID and password for each system

My Task List Update/Submit through e-mail. For extensive help,
read the complete User Guide (last

| need to review requests waiting I need to submit or edit a form that updated 8162018

for my approval | saved previously.

Online Tutorial.

For help or user support please contact
the Service Desk (Option 3, 4).

elD Home Page

Step by Step 1. Click Out of Office Settings from the Navigation Menu.

Close Window
Out of Office Settings for W0 Train

Status: (Currently In The Office v/

Save Sefting

©Tenet

Out of Office Setting Screen

2. The default display of the Out of Office Settings screen is Currently
in the Office.
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Out of Office Settings

3. Select Will be Out of the Office from the drop-down menu to display
the date selector and delegation screens.

Out of Office Settings for Demo Admin

Status: Will Be Out Of The Office /|

Leaving on: lor19r2018
mméddlyyyy

Returning on: [9r2012018
memadyyyy

While out of the office,
No Out of Office Rules Defined - Tasks will remain in task list

Click here to add an out of office rule for delegating your tasks to others while you are out.
Out of Office Date Screen
4. Complete the Leaving On and Returning On fields to indicate which

days you will be out of the office. Dates must be entered in
MM/DD/YYYY format. Click on Save Setting to update the status.

w@: Note: The date fields must be entered before any
additional action can be taken.

The screen will indicate whether there are delegation rules in place for the
user.

5. Click on the here link to create a delegation rule while Out of the
Office.
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Out of Office Settings

Close Window

Out of Office Settings for Davina Robinson

Edit Out of Office Rule

Delegate Tasks for:

Delegate Tasks to:

Delegate All
Existing Tasks:

Electronic ID Request System

Hold down Cri 1o select multiple items o to deselect previously selected items.
It an application does not appear In the box above, it Is because an out of office rule alfeady exists that references that application

Employee v

Select an
Employee:

First Name —‘

Last Name: |

It checked, any tasks in your task list for the selected application will be delegated when you go out of the office. Othenwise, only tasks received after going out of the office
will be delegated

=N ==
Out of Office Delegation Rules

6. Select which tasks to delegate from the Delegate Tasks for drop-
down menu of Workflow Systems. To delegate credit balances, select
elD. If a Workflow system is not displayed in the list, it is because a
delegation rule currently exists for that application.

9.

10.

i

Note: Hold down Ctrl to select multiple items or to
deselect previously selected items.

Designate to whom task will be delegated from the Delegate Tasks to
drop-down menu. The current selection values are Employee, Group,
or System. The default is Employee.

For Employee, the system will perform a search of the Tenet Phone
List to find the individual selected.

Type a few letters in the First Name or Last Name fields.

Click the button.

11. Once an employee match is found, the employee’s Name, Facility,
Department, and Title display on the screen.

V3.0 - 10/11/2019
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Out of Office Settings

Close Window
QOut of Office Settings for Davina Robinson

Edit Out of Office Rule

Delegate Tasks for: Electronic ID Request System

Hold down Cir to select mulfiple items or to deselect previously selected items.
If an application does not appear in the box above. it s because an out of office rule already exists that references that application

Delegate Tasks to: ‘Employee vl
Selectan
Employee:
First Name: nan
Last Name: fnu
Search
Total Matches: 1
Click an employee’s name fo select. [l - Indicates selected
Name eTenetID  Facility Department Title  Associate Type User Status Company
Fnu, Nancy | Nancy.Fnu | Perot Systems Corporation | Default Department | TESTER | Perot_Contractor | Active | Dell (DELL)
Delegate All
Exisgnn Tasks: O

If checked, any tasks in your task list for the selected application will be delegated when you go out of the office. Otherwise, only tasks received after going out of the office
will be delegated

12. For Group or System, the system presents a selection list in the drop-
down menu. Select the appropriate Group or System from the list.

Clase Wirdaw
Ot of Office Settings for Davina Robinson

[Eclit Out of Office Rule
Dwlagate Tazks tor Elmctromc I} Re
Mok s vl b sl S i
¥ an appicaion oo IMHOKMBOMA Seogp Rt T ks Thal appication
Albeddec s WG, Sotup
Dulegate Tazks ta: Mowp W

Swlect u eoup: [AbEaR STAT SA
b

!msu ::ﬂ.s.

Aoy DevOon Sea

¥ mecaed, avy ke hcosed Rabon Manager Ples (ANF] Setep

wil b= deiegaen [ACE

ACE Wirkflow Siagng Setup

m ACHAS = Spp Suppor Setup
ACS Web Bl Ponsl Seap

ActiepflE Sy St

heudoas CHIL Sefup

AL udons-BOMA Setup

AcuDiess-SATE Seup

i ishy Sehup

AL E el O Sideg

el . o Ihe S OFErwEe, oy LBSAS Seieied BNt gairg ol of e efee

13. To delegate all currently existing tasks, check the Delegate All
Existing Tasks checkbox. The default is unchecked.

14. Click the button to save the delegation rule.
15. Click the button to return to the main Out of Office

Settings screen. Clicking on cancel will erase any delegation
information entered.
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Out of Office Settings

16. After updating the delegation rules, the system returns to the main Out
Of Office Settings screen.

Close Window
Out of Office Settings for Davina Robinson

Status: |Will Be Out Of The Office v
Leaving on: 07/23/2019

iy
Returning on: [07/20/2019

mmvdeyyyy

While out of the office,
No Out of Office Rules Defined - Tasks will remain in task list

Click here to add an out of office rule for delegating your tasks 1o others while you are out

Out of Office Settings Screen

17. The screen displays the recipient of the user’s existing and new tasks
during the time frame indicated by the Leaving on and Returning on
fields.

18. Click the Edit link to modify the existing delegation rule.
19. Click the Delete link to delete the existing delegation rule.

20. Click the button to save the Out of Office settings.

21. Click the Close Window link to close the Out of Office Settings
screen.
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User-Generated Requests

Overview
The New Requests menu contains two screens from which the user can
create a new request or complete prior requests that were saved and not
submitted. The two screens under the New Requests tab are:
e Create Request
e Update/Submit

V3.0 - 10/11/2019 Tenet Healthcare Corporation, Inc. Page 6 -1
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Create Request

The elD request form is a dynamic form that displays only those sections
the user needs to complete based on previous entries. The system walks

the user through the selections by clicking the button at the
bottom of each page or by using the form navigation across the top of the
form. The user may submit a personal request or a request for another

employee.
C reate Home Help How are we daing? Logout eTenet Home
Request for Tenet My Access - Workflow Tasks - New Requesis - Research - Administration-
Myself _ Step Create Requests
1 Verify Welcome: Demo Admin to the Electronic ID Reque Crea!® Emergency Request
Update / Submit

Requestor Getting Started. Where should | go?
DEtaIIS Request Access My Requests Help Information

L::-I.::_:.n.r.:::u:.; e |||!|!.]::r| f:;-I::...ruvkl-u.:-.-;u_.-. of my :_“I‘" "

complating 1o form with the

Quick Reference Guide ., i

the ID and rl.-l‘.!‘. Sysiem
My Task List Update/Submit oo e For i 10
Online Tutorial.
elD Home Page — Create Request
Step by Step 1. Click Create Request from the Navigation Menu. The requestor
information page of the form is displayed.
2. Click ® Iam completing this request for myself . The user’s Employee Details
display.
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Home Help How are we doing? Logout eTenet Home

Tenet My Access - Workflow Tasks - New Requests - Research - Administration-
Request # 309641 | Verify Requestor Details 3

Verify Requestor Details
[®1 1 am completing this request for myselr

O | am completing this request on behalf of another employee. Change Employee

Employee Details

Please verify that the following information is correct. Information for Tenet Market colleagues may not reflect current HR data; you may continue with the elD process. If any of the
information is incorrect please contact your local HR department to have the information corrected before submitiing this request. Incorrect information could delay approval or result in denial
of this request. For reference, the work number can be changed in eTenet- Update my profile information and email address can be changed by contacting the service desk.

Name: Demo Admin Work Phone #: (000)000-0000

Email Address: nancy fnu@nttdata.com eTenet User ID: DEMO.ADMIN

Employee ID: 000198221 Job Title: DEMO ADMIN3

Department: 123456 User Type: Perot Employee

User Status: Active Payroll Location: Perot Systems Carporation (PSC) (PSC)
Company: Tenet Healthcare Inc. (TENET) Work Location: Perot Systems Corporation (PSC) (PSC)
Supervisor Name: Supervisor Job Title:

Step 1 — elD Employee Detail Screen

Verify that the user information is correct. If any of the information is
incorrect, please contact your local HR department to have the
information corrected before submitting the request. Incorrect
information could delay approval or result in denial of the request.

Enter the name of your Supervisor in the Select Supervisor section.
The system will allow a search based on the Supervisor Name. Enter

several letters of the First and Last and click the button.

=) Tenet My Access - Workflow Tasks - New Requests - Research -~
Request # 311763 | Verify Requestor Details &

Verify Requestor Details
% | am completing this request for mysell
| am compieting this request on behalf of another employee.

Employee Details

Please verify that the following information is correct Information for Tenet Market colleagues may not reflect current HR data; you may continue with the elD proces
local HR department to have the information corrected before submitting this request. Incorrect information could delay approval of result in denial of this request For referen
my profile information and emad address can be changed by contacting the service desk

Name: WI10 Train Work Phone #: (000)000-0000

Email Address: jay_witherel@ded com eTenet User 1D: WF10.Train

Employee 1D: 000197183 Job Title: PEROT ASSOCIATE

Department: 787654 User Type: Perot Empiloyee

User Status: Active Payroll Location: Perot Systems Corporation (PSC) (PSC)
Company: Tenet Healthcare Inc. (TENET) Work Location: Headquarters Office (C90) (401)
Supervisor Name: Supervisor Job Title:

Select Supervisor
Ploase use the search tool below 10 select the supervisor of the employee for which this request is being submitted

First Name:
Last Name

Step 1 — elD Supervisor Search Screen

V3.0 - 10/11/2019
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5. Select the Supervisor by clicking on the Name link.

Home Help How are we doing? Logout eTenet Home

Tenet My Access - Workflow Tasks - New Requests - Research - Administration-
Request # 309641 | Verify Requestor Details 3

Verify Requestor Details
@® 1.am completing this request for myself
O 1 am completing this request on behalf of another employee

Employee Details
Please verify that the following information is correct. information for Tenet Market colleagues may not reflect current HR data; you may continue with the ¢lD process. If any of the
information is incorrect please contact your local HR depariment to have the information corrected before submitting this request. Incorrect information could delay approval or result in denial
of this request For reference, the work number can be changed in eTenet- Update my profile information and email address can be changed by contacting the service desk

Name: Demo Admin Work Phone #: (000)000-0000

Email Address: nancy.fru@nttdata.com eTenet User ID: DEMO.ADMIN

Employee ID: 000198221 Job Title: DEMO ADMIN3

Department: 123456 User Type: Perot Employee

User Status: Active Payroll Location: Perot Systems Gorporation (PSC) (PSC)
Company: Tenet Healthcare Inc. (TENET) Work Location: Perot Systems Corporation (PSC) (PSC)
Supervisor Name: Peggy Prior Supervisor Job Title: Perot Associate

Change Supervisor

6. Verify the Supervisor Name. If the Supervisor name selected is not

correct, click the button to modify the Supervisor
Name.

7. Verify the Facilities Supported. If the default Single Location Only
displayed is not correct, Select the correct location from the list below.

w@: Note: You may also select one of the Facility Entities
by selecting the appropriate radio button.
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Name: Demo Admin Work Phone #: (000)000-0000

Email Address: nancy fau@nttdata com eTenet User ID: DEMO.ADMIN

Employee ID: 000198221 Job Title: DEMO ADMIN3

Department: 123456 User Type: Perot Employee

User Status: Active Payroll Location: Perot Systems Corporation (PSC) (PSC)
Company: Tenet Healthcare Inc. (TENET) Work Location: Perot Systems Corporation (PSC) (PSC)
Supervisor Name: Peggy Prior Supervisor Job Title: Perot Associate

‘Change Supervisor

Facility Supported
Please select the location that best describes the type of information you need to see when using your requested applications. If you select a single location, that location will be
automatically selected for the new applications you request

NOTE: You may change the defaulted Single Location displayed here.
® Single Location Only
O Group/Market Facilities
© Conifer Facilities
O Ambulatory Facilities
© Divested Facilities
(J Corporate Access/Access Across Multiple or All facilities

Save & Close Cancel Request

Step 1 — elD Change Default Work Location
8. Select a facility from Select Work Location list box.

9. To save the incomplete request, click the button. This will
allow the user to come back and update the request at a later date.

10. To continue with the request click the button to go to Step
2 (System Selection).
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Creating
Request on Home  Help  Howaewsdeing?  Logowl  eTenst Mome
Behalf Of Tenet My A Workflow T New R R h Ad
ene Y ACCESS - orkflow Tasks - rw Requests - gsearch - ministration -
Another Create Repuasts
Employee_. Welcome: Demo Admin Lo the Electronic ID Reque “™® Emergancy Request
Step 1 Verify
Getting Started. Where should | go?
Requestor
Details Request Access My Requests Help Information
@ My Task List o Update/Submit . I«:..i-.ln,.;l..-. wd’
] 10 TS MEQUESET WG o] B nuibemd or 6 & low Hhat P ——
elD Home Page — Create Request
Step by Step 1. Click Create Request from the Navigation Menu. The requestor
information page of the form is displayed.
2. Click ™ 1 am completing this request on behalf of anather emplovee. The Select
Employee search field displays.
V3.0 — 10/11/2019 Tenet Healthcare Corporation, Inc. Page 6 -6
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Tenet My Access ~

Request # 309643 | Verify Requestor Details 3

Verify Requestor Details
) | am completing this request for myself.
[} | am completing this request on behalf of another employee. Change Employee

Workflow Tasks -

Home Help How are we doing? Logout eTenet Home

New Requests + Research - Administration~

Select Employee
Please use the search tool below to select the employee for this request.

Select an Employee:
First Name:

L |
L

Last Name:

Employee Details

Please verify that the following information is correct. Information for Tenet Market colleagues may not reflect current HR data; you may continue with the elD process. If any of the
information is incorrect please contact your local HR department to have the information corrected before submitting this request. Incorrect information could delay approval or result in denial
of this request. For reference, the work number can be changed in eTenet- Update my profile information and email address can be changed by contacting the service desk

Creating Request on Behalf of Another Employee

=) Tenet My Access - Workflow Tasks -

Request# 310546 | Verify Requestor Details &

Verify Requestor Details
O 1am compieting this request for myself.
@ | am completing this request on behalf of another employee

Salect Employae
Please use the search tool below 1o select the employee for this request

Select an Employee:
First Name: test
Las! Name: 1 ]

Search
Total Matches: 3
Click an employee's name to select. [l - Indicates selected
Name eTenetID  Facility

testing12-3 | 1.12

Department Title
Keck Hospital of USC | Default Department

14, Test Test.14 Baptist Health Centers Employee

Tenet_Associate | Active

3. Enter the employee’s first and/or last name in the respective fields.

4. Click the button.

Home Help How are we doing? Logout  eTenet Home

New Requests - Research -  Administration-

Associate Type User Status Company
Divested_User | Active
12, Testuser | Testuser.12 | Atlanta Medical Center | ATLANTA MEDICAL CENTER | DELL EMPLOYEE | Perot_Associate

KECK (KECK)
Active Tenet Healthcare Inc. (TENET)
Tenet Hearthcare Inc. (TENET)

Create Request — Select Employee

The system displays a list of possible matches by Name, Eacility,

Department, and Title.
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5. Select the employee’s name from the list. The employee’s details are
displayed.

Request # 310546 | Verify Requestor Details 3

Verify Requestor Details
1 am completing this request for myself
@® 1 am completing this request on behalf of another employee. Change Employee

Employee Details

Please verify that the following information is correct. Information for Tenet Market colleagues may not reflect current HR data; you may continue with the elD process. If any of the information
is incorrect please contact your local HR to have the correcied before this request Incorrect information could delay approval or resuit in denial of this request. For
reference, the work number can be changed in eTenet- Update my profile information and email address can be changed by contacting the service desk

Name: TestUser 12 Work Phone #: (000)000-0000

Email Address: eTenet User ID: Testuser. 12

Employee ID: 000228830 Job Title: DELL EMPLOYEE

Department: 000000 User Type: Perot Employee

User Status: Active Payroll Location: Perot Systems Corporation (PSC) (PSC)
Company: Tenet Healthcare Inc. (TENET) Work Location: Atlanta Medical Center (GBH) (800)
Supervisor Name: Supervisor Job Title:

Select Supervisor
Please use the search tool below to select the supervisor of the employee for which this request is being submitted

First Name:
Last Name:

Creating Request for Another Employee

6. Verify that the employee’s information is correct. If any of the
information is incorrect, please contact your local HR department to
have the information corrected before submitting the request. Incorrect
information could delay approval or result in denial of the request.

7. Verify the employee’s Supervisor Name. You may need to search for
the supervisor’s name. (See elD Supervisor Search Screen in Creating
Request for Myself section details).
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Name: TestUser 12 Work Phone #: (000)000-0000

Email Address: eTenet User ID: Testuser.12

Employee ID: 000228830 Job Title: DELL EMPLOYEE

Department: 000000 User Type: Perot Employee

User Status: Active Payroll Location: Perot Systems Corporation (PSC) (PSC)
Company: Tenet Healthcare Inc. (TENET) Work Location: Atlanta Medical Center (GBH) (800)
Supervisor Name: Peggy Prior Supervisor Job Title: Perot Associate

Change Supervisor

Facility Supported

Please select the location that best describes the type of information you need to see when using your requested applications. If you select a single location, that location will be
automatically selected for the new applications you request.

NOTE: You may change the defaulted Single Location displayed here.

(® Single Location Only: Atlanta Medical Center (GBH) (800)
Group/Market Faciliies

© Conifer Facilities
Ambulatory Faciliies
O Divested Facilities

) Corporate Access/Access Across Multiple or All facilities

Supervisor Details

8. Verify the employee’s Work Location. If the Work Location is
incorrect, select the correct location from the Work/Single Location
Selector section (See Change Default Work Location Screen in
Creating Request for Myself section details).

w@: Note: You may also select one of the other Facility
Entities by selecting the appropriate radio button.

9. To save the incomplete request, click the button. This will
allow the user to come back and update the request at a later date.

10. To continue with the request click the (=] button to go to
Step 2 (System Selection).

V3.0 — 10/11/2019 Tenet Healthcare Corporation, Inc. Page 6 -9
elD — Online Security Form User Guide/Training Manual



User-Generated Requests
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Step 2: Select All systems are listed by category (the same system may be listed in

System(s) multiple categories). Use the Application Category Quick Jump drop-
down menu to choose from the eleven categories listed in alphabetical
order. The systems are displayed in alphabetical order within the
appropriate categories. Example categories are:

e Business Office Systems

Clinical Quality

Compliance Department Management Systems
Financial Systems

Hospital

Human Resources Systems

Information Systems and Security

Law Department Management Systems
Materials Management/Accounts Payable Systems
Nursing

Other

Payroll Systems

Quality Management Systems

Travel and Expense Systems

Website Administration

Home Help How are we doing? Logout eTenet Home

Tenet My Access - Workflow Tasks - New Requests - Research - Administration-

Request # 310546 | Venfy Requestor Details | Select Systemi(s) %

Select System(s)
Please select the systems. The systems are grouped inio categories by business roles. Selecting the system category will select all systems within the category. If requiring any payroll
system, please use 2 separate requests - 1 for payroll and 1 for all other systems.

Application
Category: Abrazo Healthcare Applications v

Search
] Abrazo Healthcare Applications
] Abrazo Market Network Access and Email (for Exceptions Only)
T Acuity
| Athena - PHAZ
1 Avega
U Cardiac PACS - PHAZ
C1CPN Paranatal QS - PHAZ
C1CVM - Audits (PHI)
] EasylD - Advance
[l ePrescribe(Surescripts)
[1ez-CAP vBC

System Selection — Step 2: Select System or Systems
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Step by Step 1. To select all systems within a category, click the check box to the left
of the category name.

w@ Note: You can select a category and then de-select
the few systems you do not need from the category.
Allow the screen to refresh after each selection.

2. To select individual systems, click the check box to the left of that
system name.

3. Any system displaying the icon indicates that the user for
which access is being requested already has access to the system. The
user may still select a system with the access icon for access
modification.

w@: Note: Systems that that have existing requests

display the EFEEES icon. You may not open a new
request if a system currently has a request in
progress. You can view a Pending request by clicking
the Update/Submit link on the left Navigation
Menu.

4. Once you have selected the systems, scroll to the bottom of the page

and click the [ e | button.

If you chose the Work/Single location in Step 1 - Verify Requestor Details
and you select only new applications in this step; the system will bypass
Step 3 — Select an Activity and direct you to Step 4 — Select Security
Level.
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Step 3: Select This screen allows you to select an activity for modifying existing
an Activity application access on the request.

Home  Help  Howarewedoing?  Logout  eTenetHome

Tenet My Access - Workflow Tasks - New Requests - Research -

Request # 311526 | Velify Requestor Detads | Select System(s) | Sellect Activity 5

Select Activity

Ploase selact an Activity for the applications you wish to modify, and then select "Next'. You must select an Activity for all applications labeled "Modify” before you can proceed o the next screen. NOTE: You wil selecta
Level for all applications Labeled “New® in the nex step.

e ) ACE (, Remove Fom this request | =,

OnDemand Web Remove Fom this requast | =

You currently have the following securty access for this application

Security Level(s): Facility(s): Activity:

AM - AML Reports, AP - IMMS Account Payable. GM - CMS/FA, DM| Saint Marys MC PBAR Conversion HSP1 [Select an Activity ~
-Document Management Reports. GL - General Ledger, IC - IMMS | View All

Inventory Control, MM - IMMS Material Management, PR - Payroll

Unlimited (Users will be able to view employee information Including

wages), RV - Fadlity Cost Accounting RVU Reports, RX - Pharmacy

Security Level(s): Facility(s): Activity:

PD - Payroll Limited (Users will be able to view department level

stalistics) View All

All Tenet Divisions ‘ Select an Activity hod

o

Step 3 — Select an Activity

Although new application requests will display on this screen, the
application does not allow you to select an activity for these requests.

From the Select an Activity screen you may choose the following
activities:

Modify Security Level on Existing Access

Replace Facility on Existing Access

Delete Facility on Existing Access

Add Facility to Existing Access

Add a New Security Level and Facility combination to Existing
Access

e Delete Access
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Step by Step

Review the current security access settings for each application. If an
existing application has more than one security level and facility
combination, the system will show each combination. As a default setting,
only the first four facilities for each combination will be displayed.

1. Click the View All link to view all involved facilities.

2. Choose an activity from the Select an Activity drop-down menu.

w@ Note: You may only select one activity per
application.

Home Help How are we doing? Logout  eTenet Home

Tenet My Access - Workflow Tasks - New Requests - Research -

Request # 311526 | Verify Requestor Details | Select System(s) | Select Activity +

Select Activity
Please select an Activity for the applics
Security Level for all applications labeled “!

h to modify, and then select “Next”. You must select an Activity for all applications labeied *Modify” before you can proceed to the next screen. NOTE: You will seiecta
next step.

ACE itation C: Ramowe from this request =
OnDemand Web Remawe from this requast =

You currently have the following security access for this application.

Security Level(s): Facility(s): Activity:

AM - AML Reports, AP - IMMS Account Payable, CM - CMS/FA, DM | Saint Marys MC PBAR Conversion HSP1 Select an Activity v
-Document Management Reports, GL - General Ledger, IC-IMMS | View All

Inventory Control. MM - IMMS Material Management, PR - Payroll

Unlimited (Users will be able to view employee information including

wages), RV - Facility Cost Accounting RVU Reports, RX - Pharmacy

Security Level(s): Facility(s): Activity:

PD - Payroll Limited (Users will be able to view department level All Tenet Divisions Select an Activity v
statistics) View All -

o

3. Once you make your selection, you may return and re-select an
activity from this same drop-down menu.
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Home  Help  Howarewedoing?  Logout  eTenet Home

Tenet My Access - Workflow Tasks - New Requests - Research -

Request # 311526 | Verlty Requestor Detalls | Select System(s) | Select Activity +

Select Activity
Please select an Activity for the applications you wish to modify, and then select "Next". You must select an Activity for all applications labeled “Modify” before you can proceed to the next screen. NOTE: You wil seiect a
ity Level for all applications labeled *“New” in the next step.

ACE ( Rammovs fom i reguest (=

[_woiir ] OnDemand Web Femose o tha request =

You currently have the following security access for this application.

Security Level(s):

AN - AML Reports, AP - IMMS Account Payable, CM - CMS/FA. DM
-Document Management Reports, GL - Genaral Ledger, IC - IMMS
Inventory Control, MM - IMMS Material Management, PR - Payroll
Unlimited (Users will be able to view emplayee information including
wages), RV - Facility Cost Accounting RVU Reports, RX - Pharmacy

(s):
Saint Marys MC PBAR Conversion HSP1 Select an Activity v
View All

Facility(s): Activity:

Security Level(s):
PD - Payroll Limited (Users will be able to view depariment level
stafistics)

Facility(s): Activity:
All Tenet Divisions Select an Activity v

EX BT

4. To save the incomplete request, click the button. This

will allow you to come back and update the request at a later date.

5. Once you select activities for all applications, click the

“ button.

w@» Note: Click the Remove this System link to remove
specific applications from the request.
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Step 4: Select If you chose to modify or add security access, or you added a new

Security application, the Select Security Level screen displays.
Level

Home Help How are we doing? Logout eTenet Home

Tenet My Access - Workflow Tasks - New Requests - Research -

Request# 310547 | Verify Requestor Delalls | Select System(s) | Select Security Level 3

Select Security Level
Please select a Security Level for the applications displayed on this page and then select "Next".You must select a Security Level for all applications before you can proceed to the next step.

Kronos - PHAZ
Security Level(s):

None. Please Select Select Security Level

Powerscribe - PHAZ

Ramons from i request =

Remave from s request =
Security Level(s):

None. Please Select. Select Security Level

Market Active Directory
Security Level(s):

None. Please Select. Select Security Level
gy |

Ramave from fré request | =

Step by Step 1. Click either the Modify Security Level or Select Security Level
buttons next to the application. The Security Level wizard displays.

w@v Note: The button displayed depends on choices
made previously.

Home Help How are we doing? Logout eTenet Home

) Tenet My Access - Workflow Tasks - New Requests - Research -

Request # 310547 | Verify Requestor Delails | Select System(s) | Select Security Level 3

Select Security Level
Please select a Security Level for the applications displayed on this page and then select "Next”. You must select a Security Leve! for all applications before you can proceed to the next step

B Kronos - PHAZ

Remave fiom s request =

Select Securlty Level

Add a new access to this application.

13 Select the role that best deseribes you :
O CcFo
O Director
HR Employee
IT Administrator
J Manager
) Payroll Employee
O Timestamp Employee
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2. Complete the wizard as appropriate. The Security Level wizard is
application-specific, so the questions will vary depending on
application selected and answers to previous questions.

3. Click the N button. Once you make your selection, you may
return and re-select the security level from this same drop-down menu

by clicking the ESSSsSSSEsES button.
W@“ Note: If you choose the same security level as the

existing access, the application will ask you to
reselect the security level.

Home Help How are we doing? Logout eTenet Home

Tenet My Access - Workflow Tasks - New Requests - Research -

Request# 310547 | Verfy Requestor Details | Select System(s) | Select Security Level &

Select Security Level
Please select a Security Level for the applications displayed on this page and then select "Next".You must select a Security Level for all applications before you can proceed 10 the next step.

B Kronos - PHAZ
Security Level(s):

Ramove from this requast |=

IT Administrator Re-Select Security Level
BT Powerscribe - PHAZ Ramoue from this request |=
Security Level(s):
IR Market Active Directory Remave from this request =
Security Level(s):

4. Continue completing Security Wizards for any other applications in
the request. All security level requests must be completed before
moving to the next step.
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Home Help How are we doing? Logout eTenet Home
Tenet My Access - Workflow Tasks - New Requests - Research -
Create Requests

* Update / Submit -
Select Security Level P
Please select a Security Level for the applications displayed on this page and then select "Next” You must select a Security Level for all applications before you can proceed 1o the next step.

Request # 310547 | Verify Requestor Detalls | Select System(s) | Select Security Level 5

Kronos - PHAZ Ramovs ram s requast (=
Security Level(s):

IT Administrator Re-Select Security Level
Powerscribe - PHAZ Remave from s request | =
Security Level(s):

Technologist Re-Select Security Lovel
B Market Active Directory Ramove from i request (=
Security Level(s):

None. Please Select Select Security Level

If you chose the Work/Single location in Step 1 - Verify Requestor Details
and you selected only new applications in Step 2 — Select System(s); the
system will bypass Steps 5 and 6 and direct you to Step 7 — Review and
Submit.

5. To save the incomplete request, click the button. This
will allow you to come back and update the request at a later date.

6. Once you complete all security level requests for all applications, click

the m button.

w@» Note: Click the minus button next to Remove this
System to remove specific applications from the
request.
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Step 5: Select
Facility —
New Access

Step by Step

The facility selector now allows you to choose facilities based on a
hierarchical structure. Depending on applications chosen, you may choose
to select facilities for all applications in the request or select facilities for
individual applications.

Select Facilities for Individual Applications

The option to select facilities for all applications in the request is
available, depending on the applications selected.

1. Click the button. The application-specific Facility
Selector displays.

Home Help How are we doing? Logout eTenet Home
Tenet My Access - Workflow Tasks - New Requests - Research -
Request#: 311526 | Veriy Requestor Details | Select Systemis) | Select Activity | Select Security Level | Select Facility(s) NEW &
Select Facility(s)
Please select a facility or a group of faciliies for the applications displayed on this page
Note: Click on “Select Facility for All to select a facility or a group of faciities for all applications at one time.
Select Facilfty for All
I ACE Compli ) S——
Security Level(s): Facility(s): Activity:
Review Coordinator Select Facilty
EEZES  OnDemand Web Remavs ram s request =
Security Level(s): Facility[s): Activity:
Medical Records Audit Report (Users will be able to view quartarly Select Facility
Medical Records Audit Reports) - Grady (GRAMR)

=g (=]

2. The application highlights the Facility Entity level selected in Step 1 -
Verify Requestor Details.

3. Select the appropriate level from the facility entity display. The
children of the selected entity display in the Select From display
window.

V3.0 - 10/11/2019
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Corporate/Division. |u| Tana OPT(ORT-HEE) vl
Divested Divisions: [Pesss o v
Region: vl
Market: T — v|
Facility vl
Select From

= All Tenet OP7(0P7-HGB)
4 Corporate Daision{OP7-HGB-CAZ)
#- Corporate/Non Corporate Division{OP7-HGB-CR0)
4 Divested Division - Hon-Tenet({OP7-HGB-DR4)
¥ Divested Division - Tenet(0P7-HGB-DR3)
#- Non-Core: Division(OP7-HGE-WDC)
4. Tenet Core Division(OP7-HGE-EDD)
. TPR All Finance(0F7-HGE-TAF)
% United Surgical Partners Inc.(OP7-HGB-ED1)

If you need access to information from all facilities within a Market, just select the Market. You do
not need to select any additional Facilities. If you need access to information from one or mere
individual Parent Facilities within a Market, please select the Market from the highlighted
dropdown, and then select the individual Parent Facilities you need from that Market

Add All >>

Reset Facility

Selected:

] ]

4. Click on the name of the facility or level you would like to add.

w@v Note: You may select multiple child facilities by
using Ctrl + Mouse click.

Ci Division: a1

Divested DiviSiONS:  Flease seiecta dvested entity

Region Plaase select a egion ently
Market: Please select & mackat antiy
Facility- o e m e
Select From:

= All Tenet OP7(0P7-HGE)
- Corporate Division{OP7-HGE-CRP)
4. Corporate/Hon Corporate Division(OP7-HGE-CRD)
4. Divested Division - Non-Tenet{OP7-HGE-DR%)
¥ Divested Division - Tenet{OP7-HGE-DR3)
41 Non-Core Division(OP7-HGB-WD0)
% Tenet Core Division{OP7-HGB-EDD)
¥ TPR All Finance(OF7-HGE-TAF)
4. United Surgical Partners Inc.(OP7-HGE-£01)

5. Click the m button. The selection is moved to the Selected
display window.

If you need access to information from all facilities within a Market, just select the Market. You do
not need to select any additional Facilities. If you need access to information from one or more
individual Parent Facilities within a Market, please select the Market from the highlighted
dropdown, and then select the individual Parent Facilities you need from that Market

Add All >>

Reset Facility

Selected:

Corporate Division(OP7-HGB-CRP)
Non-Core Division(OP7-HGB-WD0)
Tenet Core Division(OP7-HGB-EDQ)

[o | o

_=EDy
S—e=
==

Note: Clicking the Add All button will only
add the highest level displayed in the Select

V3.0 - 10/11/2019
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Create Request

6. Click the “ button. Once you make your selection, you may
return and re-select a facility by clicking the button.

Home Help How are we doing? Logout eTenet Home
Tenet My Access - Workflow Tasks - New Requests - Research -
Request #: 311523 | Very Requestor Details | Select Systemis) | Select Security Level | Select Facility(s) NEW »
Select Facility(s)
Please select a facility or a group of facilities for the applications displayed on this page.
Note: Click on *Select Facilily for All' to select a facility or a group of facilties for all applications at one time.
Lo ] 3M HDM - DMC ove reques
Security Level(s): Facility(s): Activity:
Coding Auditor CONIFER
I Acuity S—"
Security Level(s): Facility(s): Activity:
Adhoc CONIFER Re-Select Faciity

7. Continue selecting facilities for each application, following the steps
above.

8. To save the incomplete request, click the button. This
will allow you to come back and update the request at a later date.

9. Once you complete all requests for all applications, click the

m button.

w@» Note: Click the minus button next to Remove this
System to remove specific applications from the
request.
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Step 6: Select The facility selector now allows you to modify facilities based on a
Facility — hierarchical structure. The Existing Access screen will display if you
Existing chose the following activities:

Access .
e Add Facility

e Replace Facility
e Delete Facility

Depending on applications and activities chosen, the application may
allow you to choose to select facilities for all applications in the request or
select facilities for individual applications.

Request £ 311781 | Verty Requestor Detads | Select Systemis) | Select Activity 3

Select Activity

Please select an Aclivity for the applications you wish 1o modify, and then select “Next' You must select an Activity for all applications labeled "Modify” before you can procead 10 the nex! SCIeen. NOTE: You wil select a Seourity Level for ail
applications labeled “New in tstep.

I OnDemand Web Rirove bom i recusst =

You currently have the following security access fof Ihis application

Security Level(s): Facility(s): Activity:

Corporats, HR - Payrol History Reports, PR - Payroll Unlimited (Users willl Houston CBO Select an Activity v
be abl employee information including wages) View Al
Security Levelis): Facility(s): Re-Select Activity:
D - Payroll Limited (Users will be able 10 view department level statistics)] Perol Systems Corporation Add Facility on exising access ~|
Vi Al .
Achieve Pathlinks L p—
You cumrently have the following security access for this application
Security Levells): Facility(s): Re-Select Activity:
Clinician Divested-Starcare of Jonesboro, Inc ‘Add Faciliy on existing access v
View All

Step by Step Add Facility

1. Select Add Facility from the drop down under Activity section.
Click the button. The application-specific Facility
Selector displays.
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Corporate/DIVISIOn: 1 Tew 057067468

Divested DivSions:  Faee s s seved sty

Region Fraaia beinit 8 g 40Ty
Market: Fatte st 4 s eotny
Facilty C——
Select From:

= 4l Tonat OPT(OPT-HGE)
51 Corparate Division{OF7-HGE-CRP)
- Comparate/Nen Carporate Devision(0F7-HGE-CRi)
% Dovested Cwision - Hon-Tenet{OP7-HGD-0RA)
# Devested Drvision - Tenet{OF7-HGE-DRY)
& Nen-Care Drvitaon| OPT-HGB-WED)
& Tenst Core Division(OP7-HGB-EDD)
#- TPR Al Pinance{OF7-H50-TAF)
# United Surgeal Partners Inc.(0P7-HGE-ED1)

If you need access to information from all facilities within a Market, just select the Market. You do
not need o select any additional Facilities. If you need access to information from one or more:
individual Farent Facilibes within a Market, please select the Market from the highlighted
dropdown, and then select the individual Parent Facilities you need from that Market

Selected:

Corporate Dvision(OP7-HGB-CRP)
Non-Core Division(OP7-HGB-WDO)
Tenet Core Division{OP7-HGB-EDO)

: :

aclity

The application highlights the Facility Entity level selected in Step 1 -

Verify Requestor Details.

2. Select the appropriate level from the facility entity display. The
children of the selected entity display in the Select From display

window.

Corporale/Division: A Tew 0FTReTHGE

Divested DVISIONS:  Fesse st s swasied sy

Region Finane einit 8 o ansty
Market: Fakie swimit 4 =punt antey
Facilty r——
Select From:

= Al Tenst OPTOPT-HGE)
- Corporate Division{OF7-HGE-CRP)
% Corporate/Non Corporate ivision(0P7 HGB-CR)
 Dovested Division - Han-Tenet{OP7-HGE-0RY)
& Doveted Division - Tenet{0PT-HGE-DRI)
5 Nen-Care Divitssn{OPT-HGB-WD0)
¥ Tenet Care Division{OP7-HGB-EDI)
5 TPRL ANl Pinance(OF7-HGE-TAF)
# United Surgical Partnens Inc (0PT-HGE-ED1)

CR<h<][€]][€

If you need access to information from all facilities within a Market, just select the Market. You do
not need to select any additional Fadlities. If you need access to information from one or more:
individual Parent Facilibes within a Market, please select the Market from the highlighted
dropdown, and then select the individual Parent Faciliies you need from that Market

Selected:

‘Corporate Dvision{OF7-HGE-CRP)
Non-Core Dvision{OP7-HGE-WD0)
Tenet Core Dnvision(OPT-HGB-EDO)

:

Reset Faclity

=R s

3. Click on the name of the facility or level you would like to add.

ﬁ}(@“ Note: You may select multiple child facilities by
using Ctrl + Mouse click.
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4. Click the button. The selection is moved to the
Selected display window.

Conporate/DivISion: A1 Tese 0FT0PT4GE) If you need access to information from all facilities within a Market, just select the Market. You do

w
not need to select any additional Facilities. If you need access to informatien from one or more
Divested DVISIONS.  Feme e s deesed sty w mdividual Parent Facilibes within a Market, pbease select the Market from the highlighted
dropdown, and then select the individual Parent Faciliies you need from that Market
Region Fiaaie sait s megon ansty W
Market: ke st § = sl gty W
Faciity Fasie vt 1 facley w
Select From: Selected
= KB Tonet OP[OPT-HGE) 'Corporate Drision{OPT-HGB-CRFP)
5 Corporate Drvison{ 07 HGBLRP) Non-Core Division{OP 7-HGB-WD0)

¥ CoporatefNon Corporate Division{0P7-HGE-CRI) Tenet Core Division{OP7-HGB-EDO)
% Dovested Dwision - Han-Tenet{OP7-HG0-DRA)
¥ Drvested Drvisson - Tenet[OF7-HGB-ORY)

5 Nen-Care Divitson{ OPT-HGB-WDO)

¥ Tenst Care Divisiesn(OP7-HGB-EDD)

5 TR AN Finance(OF7-HGE-TAF)

+ Undted Surgcal Partnens Inc (0P7 -HGE-ED1)

g E
2 v

w@» Note: Clicking the Add All button will only add the
highest level displayed in the Select From display
window.

5. Click the [ ome button.

The application will compare the choices made with the existing access.
Facilities with pre-existing access are labeled as Kept Facility(s) and

newly selected facilities are labeled as Add Facility(s) in the application
request area.
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Home Help How are we doing? Logout eTenet Home
Tenet My Access - Workflow Tasks - New Requests - Research - Administration-
Request # 311528 | Verily Requestor Details | Select Systemis) | Select Actvity | Select Security Level | Select Facility(s) NEW »
Select Facility(s)
Please select a facillty or a group of facilities for the applications displayed on this page
Note: Click on “Select Facility for All" to select a facility or a group of facilities for all applications at one time.
[ o~ ] Invoice Processing Remava from this request =
Security Level(s): Facility(s): Activity:
Viewer Tenel Core Division Re-Select Faciity
I eReserve Fenavs from this reguest =
Security Level(s): Facility(s): Activity:

Read Only, Testing Non-Facility Global Role Re-Select Facility
]

6. To save the incomplete request, click the button. This
will allow you to come back and update the request at a later date.

7. Once you complete requests for all applications, click the

m button.

w@» Note: Click the minus button next to Remove this
System to remove specific applications from the
request.

Replace All Facilities Associated to an Application

1. Click the button. The application-specific Facility
Selector displays.
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Home Help How are we doing? Logout eTenet Home
©)Tenet My Access - Workflow Tasks - New Requests - Research - Administration-
Request # 311528 | Verify Requestor Details | Select System(s) | Select Activity | Select Security Level | Select Facility(s) NEW »

Select Facility(s)

Please select a facility or a group of lawnies lonhe annlicamons dlsolayed on this page.
Note: Click on “Select Facility for All" t facility or a group of facilities for all applications at one time.

I Invoice Processing
Security Level(s):
Viewer

Remove from ths request =

Facility(s): Activity:

Tenet Core Division Re-Select Facility

Ramou from tha raquest =

eReserve
Security Level(s):

Facility(s): Activity:
Read Only, Testing

Non-Faclty Gl Rl

w@v Note: The Replace Facility activity will remove all

existing facilities from the application and add the
new facility(s).

2. The application highlights the Facility Entity level selected in Step 1 -
Verify Requestor Details.

3. Select the appropriate level from the facility entity display. The

children of the selected entity display in the Select From display
window.

EESE ACE - Automated Collection Envirenment ey e e =
Corporate/ivishon: 1 tees ceer sty

- 1 yeui nebed acoess to inkamation from all faciles within & jwlubﬂuhllm
Weou do not need 1o select any additional Faclities. If yeu need access
Divtstod Divisions P s s sy w wwm‘t_ﬂ‘ﬁ_ﬁﬂ:“ mm;mummmuuu«umm
FRegion P s 4 e sy v Markat R
Market: [——— o
Facility [—— v
Select From

Sedected
A Tanat CETORT4TE) Al Tenat GFT[CFT-HGE)
- Corpiritn Dhvmon(00-+08-CH)
1 Corporata;Pion Carparsis Cevsion| CFT-448 R
Sy =1
¢ DT R
R ———— m
# Tarwt Core Davesmeed 007 -+008-0081)
- TOR AN Fraca 07+ TRE)
- =3
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4. Click on the name of the facility or level you would like to add.

w@u Note: You may select multiple child facilities by
using Ctrl + Mouse click.

5. Click the Add button. The selection is moved to the Selected display
window.

MBI ACE - Automated Collection Environment Ramave fromths request =

Corporate/Division: | a1 Tere: cemoe7na8) If you need access to information from all facilities within a Market, just select the Markel.
You do not need to select any additional Facilities. If you need access to information from
one or more individual Parent Facilities within a Market, please select the Market from the
highlighted dropdown, and then select the individual Parent Facilities you need from that
Market

Divested Divisions: ™
Region rprep———

Market: Pleme st a et ety

< f<l<] ] ¢

Facility: P slcta ity

Select From

Select
4ll Tenet 0P7(097-HGE)

led
All Tenet OPT(OP7-HGB)

- Urited Surgicsl Paftners Ine.{0P7-+458-£D1)

XN N

w@» Note: Clicking the Add All button will only add the

highest level displayed in the Select From display
window.

Click the button to remove selections
from the Selected display window.

6. Click “ button. A message displays asking for
confirmation of your intentions.

Microsoft Internet Explorer x|

\y Do you want to replace the Facility({s)?

Cancel

7. Click the OK button to confirm the message.
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Home  Help  Howarewedoing?  Logout  eTenetHome

Tenet My Access - Workflow Tasks - New Requests - Research -

Request & 311784 | Venty Req: | | Select Activiy | evel | ¥is) NEW | Select Facility(s) EXISTING

Select Facility - Existing Access
Please select a faciity or a group of faciliies for the applications displayed on this page

Click on *Replace Facil r & group of facilities for al applications at one fime. NOTE: These options
will only be displayed if al Ity” or "Add Facilty”

L e ] HR Recruitment & Retention Feous fom s request =
Security Level(s): Facility(s): Activity;

_C!tame Replaced Facillies

View Only Remove Facility(s)

The system denotes the facility changes in the application request area.

8. To save the incomplete request, click the s putton. This

will allow you to come back and update the request at a later date.

9. Once you complete requests for all applications, click the
Next

button.

w@v Note: Click the minus button next to Remove this
System to remove specific applications from the
request.

Delete Facilities

If you need to remove a large group of facilities, it may be best to change
the activity selection to Replace Facility. You may not delete all the
facilities from your existing access.
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Step 7:
Review and
Submit

Step by Step

Home  Help  Howarewedoing?  Logout  eTenet Home
Tenet My Access - Workflow Tasks - New Requests - Research -
Request #: 311784 | Verify Req Details | | Select Actiity | Level | | setectraca My Task List

Review & Submit Out of Office Setting

Please raview the details of your request below. Once you are satisfied that the information is corect, click the ‘Submi button below
@
-

Request Details for Request #311784

Employee Detalls

Please verify that the following information is correct. If any of the information is incorrect please contact your local HR depariment to have the information corrected before submilting this request. Incorrect information could delay
approval o resull in denial of this request. For reference, the work number can be changed in eTenel- Update my profile information and email address can be changed by contacting the service des

Name: W05 Train Work Phone #: (000)000-0000

Email Address: WF05. TRAIN@mdhensthaaith net eTenet User ID: W05, Train

Employse ID: 000197178 Job Title: PEROT ASSOCIATE

Department: 850300 User Type: Employee

User Status: Active Payroll Location: Perot Systems Corporation (PSC) (PSC)
Company: Tenet Healthcare Inc. (TENET) Wiork Location:

Perot Systems Corporation (PSC) (PSC)
Supervisor: testfest

Supervisor Job Title: Perot Associate

System Requests

Step 4: Review and Submit

The Review and Submit screen is displayed once you have completed the
detailed information for all systems. The application prompts the user to
review all information on this screen for accuracy, and allows the user to
edit the request activity or remove the application from the request.

1. Review the selections.

System Requests

WEZEE Tenet VPN (Cisco AnyConnect)
Added by WIOS Train on 101412019 11:16:24 AM

e bory s st (=
User ID: Facility: Corporate
Expand Security Level
You have requested the follawing securily access Tor this application
Security Level(s) Add Facility(s) Activity
Non-Employee Full Access §
Won-Facility Global Role {-CORF) Change Selected Securlly Level
WIEIM R Recruitment & Retention R born s st =
‘Added by WIDS Train on 10/412019 11:16:24 AM
User ID: Facility: All Tenet Divisions
You have requested ine follawing securty access for this application
Security Level(s) Add Facility(s) Activity
View Only

Corparate Division (OP2-CRP)

(Change Repiaced Faciity
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2. Click the Expand Security Level link to view information about the
security level and the questions and answers from the security form.

Systemn Requests

WEZER Tenet VPR (Cisco AnyComnect - e =
Added by WIOS Train oo 10742019 111624 AM
User 10x

Faciy: Coepenty
Expand Security Level
You have requesied e lolowing securfy access for this appbcaion

Secunity Leveiis) Add Facdity(s) Activity:

Non-Fachty Glotil Roke (-CORP) Changs Selected Secuty Levl

Hon Employes Full Access

W R Recstment & Retention e
Adsed by WIDS Train oa 10042019 11:96:24 AM

User 10 Facity: Al Tone! Dasions

You harve requisied e fokowing Securty access for this applcation
Security Levelis) Add Faclityts)

etz Corporats Division (OP2-CRP!

Removs Facility(s)

3. Click the minus icon next to Remove from this request to remove
specific applications from the request if a system is listed that is not
needed.

OR

4. If available, you may click the Reset Application Access button to
return to Step 3 — Select an Activity. This will remove the selections
made in the request and allow you to new choices.

5. Click the appropriate activity button to edit specific application access.

w@ Note: Follow the appropriate steps documented
previously for the various activity buttons.

Submit
6. Click the button to complete the request. You

are returned to the elD Home Page.
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Home Help How are we doing? Logout eTenet Home

Tenet My Access - Workflow Tasks - New Requests - Research -
Create Requests

Welcome: Davina Robinson to the Electronic ID Request System (elD) AL

Getting Started. Where should | go?

Request Access My Requests

| need to complate @ form 1o gain I nwad bo check the sialus of my
secunty access. Get HELP Tequest

compileting the form with the

Help Information

abons

Quick Refersnce Guide. Y routed

My Task List Update/Submit
| naed to raview requasts waiting | nead to submit o edit & form that
for my apgroval | saved previously

elD Home Page

Online Tutorial

w@v Note: If you need to gather more information and

S [ytton

submit the request later, click the
from the Request Details page. To access an
existing saved request, click New Requests then

Update/Submit from the top navigation menu.

Note that the system will automatically delete
“Entering” requests after seven days.
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Update/Submit
You are able to save incomplete requests and return to finish them at a
later time.
w@ Note: The system will automatically delete
“Entering” requests after seven days.
Step by Step 1. Click Update/Submit on the Home Page.
Tenet My Access - Workflow Tasks - New Requests - Research -
::1"7“::’ = :lii" — Delete
o —— e
Update/Submit Unfinished Requests
All requests that are not submitted are displayed. The Request
Number and a status bar with the amount completed are shown.
2. If you need to delete the request, click the Delete link.
3. To access the request, click the underlined number listed below the
Request # column.
V3.0 — 10/11/2019 Tenet Healthcare Corporation, Inc.
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Update/Submit

Tenet

Request Summary
Request in Progress Status Summary for Request # 311719 Delete

v
v
v

LSE S NEN

Verify Requestor Details
Select System(s)

Select Activity
¥ Aetna

¥ HRMSWeb
¥ NTT DATA Tenet Customer Portal (PHI)
¥ MyTenet

Select Security Level
Select Facility(s) NEW
Select Facility(s) EXISTING

Review & Submit

Home Help How are we doing?

My Access - Workflow Tasks - New Requests - Research -

Request Summary

A summary of the request is displayed. Checkmarks denote those
items that are complete.

request.

Click the link for the item(s) to be modified.

Update as needed by following the instructions for completing a

V3.0 - 10/11/2019
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Overview

System-generated requests are created by triggers from ADAM based on
user profile modifications. These modifications are linked to specific
business events, and these requests have different properties than user-
generated requests. System-generated requests are as follows:

e Batch Load

e Association Change

e Termination

e Application Inactivity
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System-Generated Requests

Associate Change Requests

Step by Step

Associate Change requests are created when a user’s credentials are
modified in ADAM. The following business events in ADAM trigger
Associate Change requests in elD:

e Change in payroll tax work location

e Change in payroll location

e Change in facility

e Change in department

e Change in job code

e Change in employee type

e Change in employee status (other than termination)

Home Help Howarewedoing?  Logout  eTenet Home

Tenet My Access - Workflow Tasks - New Requests - Research ~ Administration-

Task: Provisioning Security Team Setup Required for Security Request #304281 Retumn To Task List

TS User IDs and Passwords (1) Comments (1) Status History

&
P
This is a syst ted Associale Status Change request. Please review the access displayed In the request carefully and submit the request in order to maintain the current access. You may modify the current security level or
facilities associated to the displayed access or you may add more applications if needed. You may not remove any applications from the request.

Click hiere 10 view the User Profile updates tat initiated the Associate Status Change Request

Request Details for Request #308281

ify that the following information is cormect. If any of the information is incomect please contact your local HR department to
For ref ation and emal 300ress

Please o pi ave the information comrected before submitting this request Incorrect information could delay approval of result in
denial of this requast. For reference, the Work UMber ¢an be changed in eTenet- Update my pr sk

h
wess can be changed by contacting the service de:

Name: MOCKUATT Test? Work Phone #: {000)000-0000

Email Address: eTenet User I0: WMockuat?. Test?

Employee ID: 000254986 Job Title: PHLEBOTOMIST

Department: 714500 User Type: Employee

User Status: Disabled Payroll Location: Deiray Medical Center (DEL) (200)
Company: Tenet Healthcare Inc. (TENET) Work Location: Hahnemann University Hospital (HAH) (855)
Supervisor: Nancy TestTE Supervisor Job Title: PHLEBOTOMIST

Social Security #: X431

Associate Change Request

1. eID creates an Associate Change request based on a trigger from
ADAM.

2. elD routes the Associate Change request per normal business rules
(application/facility/access).

3. Approvers may add applications to an Associate Change request, as
well as modify existing access levels or facilities.

4. A user’s system access will be removed if that system access is denied
on the Associate Change request. ADAM aware applications route
directly to ADAM. Non-ADAM aware applications are routed to
Application Information Systems Security, then to ADAM.

5. Associate Change requests will display the following text on the top of
the Request Detail page:

V3.0 - 10/11/2019
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System-Generated Requests

Associate Change Requests

a. This is a system-generated associate change request. The user
listed below has had a {XXX}. Please validate the user's current
access below and make the necessary modifications to the access
based on the associate change.

w@ Note: Applications cannot be removed from this
request.

6. elD will specify which user profile element has changed in the
Request Detalil text.
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System-Generated Requests

Termination Requests

Step by Step

Termination Requests are created based on a trigger from ADAM. When
ADAM detects the termination of a User ID, it will send a message to elD
to create the Termination Request.

Home  Help Howarewedoing?  Logout  eTenet Home
Tenet My Access - Workflow Tasks - New Requests - Research - Administration-
Close Window
CIVIHLIETRN User IDs and Passwords (0) _Comments (0} Status History
o

This is a system-generated termination request. The requestor listed below has been terminated. Security Admin, please confirm access to all local applications has been removed for the requestor. Provisionin:
Security Team, please confirm access to all corporate applications has been removed for the requestor.

Request Details for Request #310800

Employee Details

Please verify that the following information is correct If any of the information is incorrect please contact your local HR department to have the information correctad before submitting this request. Incorrect information could delay
approval of result in denial of this request. For reference, the work number ¢an be changed in eTenst- Update my profile Information and email 300ress can be changed by contacting the service desk

Name: Anna Banks Work Phone #: (000)000-0000
Email Address: eTenet User ID: ANNA1 Banks
Employee ID: 000197447 Job Titie:
Department: 000000 User Type: Physician Stalf
User Status: Terminated Payroll Location: Clinical Demos/ Physician Porial Demos (CDF) (GDF)
Company: Tenet Heatthcare Inc. (TENET) Work Location: Ciinical Demos/ Physician Portal Demos (CDF) (CDF)
Supervisor: Supervisor Job Title:
System Requests (B System Generated

T AMedica - DMC
Added by Anna Banks on 8/31/2019 §.04:12 PM Approved
User ID:

Termination Request

1. elD will create a Termination request when ADAM detects the
termination of a User ID in ADAM.

2. System-generated Termination requests will follow a modified
approval flow (to Application Information Systems Security
only if required).

3. Allin-process requests for the terminated User ID will be
automatically denied in elD.

4. All Termination requests will display the following text:

a. This is a system-generated termination request. The user listed
below has been terminated. Please remove application access for
this User ID.

5. The Termination text will appear at the Application Information
Systems Security step of the approval process, and will be located at
the top of the Request’s Approval page.

6. All ADAM-aware application threads will be sent immediately to
ADAM for removal of access.

7. All non-ADAM-aware application threads will be sent first to
Application Information Systems Security for manual removal of
application access, and then to ADAM to remove the User.
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System-Generated Requests

Application Inactivity Requests

Step by Step

1.

Application Inactivity Requests are triggered by ADAM when a user has
not used a specific application in 180 days.

Home  Help  Howare we doing?

Logout eTenet Home
Tenet My Access - Workflow Tasks -  New arch - Administration-
Close Window
LU D EETEE User IDs and Passwords (0)  Comments (0)  Status History

@
P
This system-generated request was created because the application listed has not been accessed in several months, Please review the access displayed in the request carefully, and submit the request in order to
maintain the current access. You may modify the cument security level or facilities associated to the access, but you may not add or remove applications.
Request Details for Request #310811 s raquest wil bs suto-genisd on: 10212018

Employee Details
Please verily that the following information is correct If any of the information s incorrect please contact your local HR department to have the information cofrected before submitting this request Incorrect information could delay
approval or result in denial of this request. For reference, the work number can be changed in eTenet- Update my profile information and email address can be changed by contacting the service desk

Name: MATTHEW PREUSS

Work Phone #: (000)000-0000

Email Address: nuli@null com eTenet User ID: Matthew Preuss

Employee 1D: 000229117 Job Title: ECHO SME

Department: 000000 User Type: Perot Employee

User Status: Active Payroll Location: Perot Systems Corporation (FSC) (PSC)
Company: Tenet Healthcare Inc. (TENET) Work Location: Perot Systems Comporation (PSC) (PSC)
Supervisor:

Supervisor Job Title:

System Requests System Generated
WIEIN ECHO eDrPrivileges
‘Added by MATTHEW PREUSS on 8/2/2019 2:00:19 FM

Approved
User ID: Facility: All Tenet Divisions

Application Inactivity Request

The request only contains the specific application, its security level,
and associated facilities.

elD submits the request into the approval workflow.

elD will automatically deny the request in 30 days if not submitted and
approved.
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System-Generated Requests

Complete and Submit

Step by Ste System-generated requests may require a requestor to complete and
p Dby >tep submit the request.

1. Open a System-Generated Request from the Task List.

Request & 311719 | Vierify Requestor Details 4 | Select System(s) | Select Security Level | Select Facility(s) NEW | Review & Submit

Verify Requestor Details

D 1 am completing his request for myselr.

@ | am complefing this request on behalf of another employee. Change Emplayes

Employee Details

Please verity tnal the following information is corect. infarmation for Tenel Marker colleagues may noi reflect current HR data; you may continue with the el process. I any of the information IS incorrect please contact your
local HR department to have the information comected before Submitting this request. Incorrect infarmation could delay approval or result in denial of this request. For reference, the work number can be changed in eTenet- Update my
profile informalion and email address can be changed by conlacting the service desk

Name:

Email Address:
Employee ID:
Department:
User Status:
Company:
Supervisor Name:

Change Suparvisor

test fest Work Phone #: (008)000-0000

test test@yahoo.com eTenet User ID: Test10 Test

000232383 Job Title: Perol Associale

000000 User Type: Perot Employee

Active Payroll Location: Perot Systems Comoraton (PSC) (PSC)
Tenet Healthcare Inc. (TENET) Work Location: Perol Systems Corporation (PSC) (PSC)
Holly Ford Supervisor Job Title; QA ANALYST

2. Enter the name of the Supervisor in the Select Supervisor section. The
system will allow a search based on the Supervisor Name. Enter

several letters of the First and Last names and click the m

button.

Select Supervisor
Please use the search tool below to select the supervisor of the employee for which this request is being submitted.

First Name:
Last Mame

Name
Howard, W.F.
Howard, W.F.
Train, WF01
Train, W'F16
Train, W01
Train, W02
train,WF03
Train, W04
Train, W05
Train, W06
Train, WF08
Train, WF0
Train, WF00
Train, Wr102
Train, WF03

Search

Total Matches: 194
Click an employee's name to select. - - Indicates selected.

eTenet ID Facility Department Title

W.F.1Howard  Trinity Medical Center MD

W.F..Howard | Trinity Medical Center MD

WF101.Train | Perct Systems Corporation TEST

WF16.Train Lakewood Regional Medical Center INFORMATION SYSTEMS Senior Tenet Employee
W01, Train Baylor Medical Center Carroliton Test

WF02.Train Brookwood Baptist Med Cir BROOKWOOD BAPTIST MED CTR | PEROT ASSOCIATE
W03, Train MedPast - Boynton Beach RETIREMENT BENEFITS PEROT ASSOCIATE
W04 Train Delray Medical Center BAD DEBT PROVISION PEROT ASSOCIATE
W05 Train Perot Systems Corporation PEROT ASSOCIATE
WF0B.Train The Hospitals of Providence East Campus THOP EAST CAMPUS PEROT ASSOCIATE TEST
Wf08.Train San Ramon Regional Medical Center SAN RAMON MEDICAL CENTER Perot Associate
WF10.Train Headquarters Office PEROT ASSOCIATE
WFf100.Train Perot Systems Corporation Default Department TEST

WF102.TRAIN Perot Systems Corporation Default Department TEST

WF103.Train Headquarters Office ENDOSCOPY TENET EMPLOYEE

Page1[2][31[41[5116]1071081191[10]1...]

Facility Supported
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System-Generated Requests

Complete and Submit

3. Select the correct name from the listed results.

4. Verity the employee’s Work Location. If the Work Location is
incorrect, click the Change Location link in the Work/Single
Location Selector section (See Change Default Work Location Screen
in Creating Request for Myself section details).

5. Select the correct radio button for the facility supported.

6. Click the [= ] button. The Select System screen displays.

The elD application automatically populates the application information
based on the system-generated request. Only on Associate Change system-
generated requests can additional applications be added to the request.

~ Back to Top ~ Go to Botiom

[ ecas (Clinical Quality & Safaty-Quantros)

7. Click the [= ] button. The Select Activity screen displays.

The elD application also automatically populates the activity information
based on the system-generated request. You may choose to modify only
one of the following actions:

Add Facility

Replace Facility
Delete Facility
Modify Security Level
Delete Access

If you change your mind after choosing one of the above actions, you can
click on the Reselect Activity button.
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System-Generated Requests

Complete and Submit

Request 8 311781 | Verily Requestor Detals | Select System(s) | Select Activity 3

Select Activity

Please select an Activity for the applications you wish to modify, and then select “Mext’. You must sebect an Activity for all applications Iabeled “Modify” before you can proceed 1o he next SCI&eN. NOTE: You wil select a Secusiy Leved for al

applications labeled “New" in the next step.

EEZE OnDemand Web Rarrorsbom o st (=
You currently have the following security access for this appiication
Security Level(s): Facility(s): Activity:
Corporate, HR - Payroll History Repofts, PR - Payroll Unlimited (Users will Houston CBO Select an Activity |
be ablé to view employee information including wages) View All
Security Lovel(s):
'AQQ Facilty on exesting acoess. ~

): Facility(s):
PO - Payroll Limited (Users will be able 1o view department level rl:mlicsb‘ Parot Systems Corporation
View All

‘ Re-Select Activity:

L= Achigve Pathlinks

You currently have

the following security access for this application

Frvs bom s st =

Security Level(s):
Ciinician

Facility(s):
Divested-Starcare of Jonesboro, Inc
View All

Add Facility on existing access |

‘ Re-Select Activity:

s core [ Carc st

8. Click the button. The remaining steps depend on the
activity you choose. Please see the User-Generated section for details.

9. After you complete all the steps, the Review and Submit screen

displays. Click the button. The access request is
submitted into the approval workflow.

Department: 590000 User Type:

User Status: Active Payroll Location:
Company: Tenet Healthcare Inc. (TENET) Wark Location:
Supervisor: Test Test Supervisor Job Title:
Change Supervisor

System Requests

Perot Employee
Perot Systems Corporation (PSC) (PSC)
Delray Medical Center (DEL) (200)
TEST

System Generated

I HRMSWeb

Added by WiD4
User ID:

Train on /52019 2:00:07 PM
Facility:

You have requested the following security access for this application

Security Leve

ifs) Kept Facility(s)

Corp Facility Job Code (Incl. Grade & Structure),

Corporate All Screens - Read Only, DL Admin -

HRMS, Report

Divested-Atianta Medical Center (S75-AMU)

Admins, Report Users Div-Starcare of Jonesboro (434-DOK)

Divested-Syivan Grove Hospltal (S73-SGB)

Divested Division: Non-Tenet

Activity

V3.0 - 10/11/2019
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Research

Overview

There are two ways to review the status of requests. You can view the
status of all the requests you have submitted by using My Submitted
Requests or search for specific requests by using Search Requests. The
Search Requests option is only available to certain levels of security. If

you have access to it, it is displayed under the Research option under the
My Submitted Requests.

B Tenet Healthcare Corporation, Inc.
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Research

My Requests

Step by Step

You may view a list of all submitted requests. You may sort by any
column heading. Clicking on the request number will open the request’s
Status History page for more detail. You may also view the Requested
Systems corresponding to the Request Number by using the cursor to
hover over the underlined request number.

1. Click Research, then My Requests from the left Navigation Menu.
A general status screen with all the requests the user has submitted
displays.

Home Hoelp How are we doing? Logout

Tenet My Access - Workflow Tasks - New Requests - Research - Administration-

Roquests for My Access
This lest Sisplays all requests for your own personal access, whelher the request was comgpilebed by you or on your behalf You will be able o see your assigned Uses I0s for each apphcalion in fese requests.

Request #a. Facility Request Type Subentiod On Completed On Current Status  Current Reciplents. Current Recipient’s & mail sddress
MAETT Payroll ipha-Mum Test Fac #1 (01P) User Raguested TRV 23702 PM in Frocess Cancel
[l
304124 TH VENTURES, INC (011) (011) User Raguaited D010 14427 PM n Process Cancal
0835 DM Detrolt Recehing Hospital (DDR) User Requested 24PN EIZ2IPM in Frocess Cancel
0%
30609 (DMC Chilcren's Hospaal (DCR) (000} User Requsted ﬂmw LLEE ) I Process Canct
Pl Porot Systems Corporation (PSC) (PSC)  User Regquested 8262018 11837 :C‘;’J.-?‘JIE 10w 40 ‘Compisted
AM
preril Perol Systems Corpoeation (PSC) (PSC)  Balch Load THA2018 100535 AM Canceed WA NA
e Parol Systesrs Comoeaton (PSC) (PSC)  Balch Load - Preloaded 782013 05531 AM Canceled WA NA
2754 Porot Systems Corporaion (PSC) (PSC)  Batch Load - Preloaded TH2013 1145 14 AM Canceled WA NA
2580 Perol Systems Corpocation (PSC) (PSC)  Balch Losd EA2018 250 54 PM Canoeed WA WA
2519 Parcl Systaer Corpoeation (PSC) (PSC)  Baleh Losd AR08 25T PM Cancated WA WA
226088 Parot Systems Corporation (FSC) (PSC)  Secunty Rule - MonAdam 5152018 41508 PM n Frocess NTT Contral Provisioning WFOL TRAINGmMenetheath net
Taam, Secunty(CORF) TersSecuntyDGmamenemeath nel
g“;w fonet@ntdatacom "™ A1 BmSensthasth e
Frone 1800-830.7575 Pr-mmersi@astcom
opbon 9
MedAitets
Mediech EMC Clnical
MO Apge i X,
18E2 Perot Systems Corporaion (FSC) (PSC)  User inacinaty mmlﬁl‘}l -] mmlﬁlu!l ‘Completed
196593 Perol Systems Corpoeaton (FSC) (PSC)  User Inactvy HIVHNE 20100 PM i‘lldlt?mﬁ 14130 Competed
18556 Porot Systems Corporaion (PSC) (PSC)  User Requested SA015 121927 PM Canceled WA NA
My Requests
COLUMN HEADING DESCRIPTION
Request # The request number for that request.
Submission Date The date the request was submitted.

The status of the request. In Process (submitted prior to
Status IDs created), Complete (approvals and setup complete,
IDs sent to requestor), Cancelled (request rejected).

2. To sort the information, click the column heading of the column you

want to sort. The first click sorts ascending and the second click sorts
descending.

3. Hover over the request number to display the systems for that request.
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Research

My Requests

Home  Help  Howarewedoing?  Logout

Te t My Access - Workflow Tasks - New - R h - Admini ion
) lenet y

Requests for My Access.
This list displays all requesls for your own personal access, whether the request was completed by you or on your behalf. You will be able o see your assigned User IDs for each application in these requests.

Request #a. Facility Request Type Submitted On Completed On Current Status Current Recipients Current Recipient's -mail address
309677 Payroll Alpha-Num Test Fac #1 (01P) User Requested 7/23/2019 2:37-02 PM In Process Cancel
(01P
304124 TH VENTURES, INC (011) (011) User Requested 2/2672019 1:44:27 PM In Process: Cancel
303635 DMC Detroit Receiving Hospital (DDR) | User Requested 2/14/2019 4:22.23PM In Process Cancel
015)
303609 DMC Children's Hospital (DCR) (010) User Requested 211472019 11:33:36 In Process: Cancel
AM
273593 Perot Systems Corporation (PSC) (PSC) | User Requested 9/26/2018 11:18:37 107272018 1:09:49 Completed
AM PM
228924 Perot Systems Corporation (FSC) (PSC) | Batch Load 7/9/2018 10:05:35 AM Cancelled WA NA
228923 Perot Systems Corporation (PSC) (PSC) | Batch Load - Preloaded | 7/6/2018 9:50:31 AM Cancelled NA NA
228894 Perot Systems Corporation (FSC) (PSC) | Batch Load - Preloaded | 7/6/2018 11:49-14 AM Cancelled WA NA
226580 Perot Systems Corporation (PSC) (PSC) | Batch Load 6/14/2018 250:54 PM Cancelled WA NA
226579 Perot Systems Corporation (FSC) (PSC) | Batch Load 6/1412018 23527 PM Cancelled WA NA
226188 Perot Systems Corporation (PSC) (PSC) Security Rule - NonAdam 5/15/2018 4:15:08 PM In Process NTT Central Provisioning WF04 TRAIN@mMditenethealth net
Team, Security(CORF) TenetSecurityiD@mditenethealth net

Email nina.offor@mditenethealth net
Security Tenet@ntidata com 5a., i
Phone: +-800-636-7575 | F-viherel@dell com

Medassets
Meditech EMC Clinical

Setup
MDL ApproverX

198812 Perot Systems Corporation (PSC) (PSC) | User Inactivity 7152016 1121:15 81412016 1:4221 | Completed
AM AM
196603 Perot Systems Corporation (PSC) (PSC) | User Inactivity 2232016 20100 PM | 3242015 14130 | Completed
AM
192556 Perot Systems Corporation (PSC) (PSC) | User Requested 9732015 121827 P Cancelled WA NA

My Requests

4. To view the detailed status and the current recipient, click the
underlined request number. The detailed status displays in a pop-up
window.

Home Help How are we doing? Logout eTenet Home
©)Tenet My Access - Workflow Tasks - New Requests - Research - Administration~
Task: Consult Request from Shalini Priyadarshini - Security Administrator Approval Required for Security Request #310411 Return To Task List

Request Details User IDs and Passwords (0) Comments (0) J=1TH3 Hlswfy'

Status History for Request #310411

= @  Security Administrator Approval In Process
“'9 Recipient  Shalini Priyadarshini Acknowledged
Task: Security Administrator Approval Required for Security Request
#310411
Inifiated On: 8/15/2019 10:53:45 AM
© T3 Consultant W04 Train Acknowledged
Initiated On: 8/20/2019 8:23:53 AM
© %3 Consultant Shalini Priyadarshini Cancelled
Initiated On: 8/20/2019 8:22:56 AM
Response:
Back to Top

Status History for Request

5. The current recipient is listed at the top of the display. All other steps
are listed below with the 1% step being listed last.

Tenet Healthcare Corporation, Inc.
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Research

My Requests

6. You can expand the information by clicking the = next to the step
name. The system lists the details for that step.

7. To view the request form, click the BEZE=EEETER tab.

8. Click the Close Window link to return to the list of requests.

Tenet Healthcare Corporation, Inc.
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Research

Search Requests

The Search Requests option is only available to certain levels of security.
If you have access to it, it is displayed under the Research option.

Step by Step

Tenet

Search Requests

Select Search Criteria

My Access -

1. Click Search Requests from the top Navigation Menu.

Home Help How are we doing? Logout eTenet Home

Workflow Tasks - New Requests - Research - Administration-

Please select the criteria for your search and click Search. Enter either a Request # or select other criteria.

Request #:

Unique ID: Last 4 Digits of Social Security #:

| XKX-XX-

Requested For :
|First Name

Last Name |

Request Creation Date :
From: [// ]

Request Type:

To: /) s}

Status:

System: All Systems

Facility: All Facilities

\
Request Search

The user can select any of the criteria to display the requests. The

different criteria are:

CRITERIA

DESCRIPTION

Request #

The request number for the request.

Requested For - First
Name

The first name of the person request is for.

Requested For - Last
Name

The last name of the person request is for.

Last 4 Digits of Social
Security Number

The last 4 digits of the social security number of the
person for whom the request is for.

Request Creation Date
From

Search for all requests where the created on date
begins with this value.

Request Creation Date
To

Search for all requests where the created on date ends
with this value.

Request Type

The type of request created.

Tenet Healthcare Corporation, Inc.
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Research

Search Requests

CRITERIA DESCRIPTION
Facility The facility from the employee table.
System The systems selected on a request.
The status of a request. Entering (not submitted), In
Status Process (submitted prior to IDs created), Complete

Cancelled (request rejected).

(approvals and setup complete, IDs sent to requestor),

2. Select the appropriate criteria and click them button.

Tenet

Search Requests

Search Results

Home Help How are we doing?

Your search results exceed the 500 record maximum. Please refine your search

Request#a Requested For

8453

W01 Train

WF18 Train

W23 Train

W20 Train

Wf18 Train

Wf23 Train

W06 Train

WIO5 Train

Logout eTenet Home

My Access - Workflow Tasks ~ New Requests - Research - Administration~
Facility Request Type  Submitted On Completed On Current Status Current Recipients
Perot Systems Corperation (PSC) | User Requested | 11/11/20058:31:24 | 11/11/2005 8:3340 | Completed
(PSC) AM AM
Perot Systems Corporation (PSC) | Termination 11/10/2005 7:00:26 11/10/2005 7:09:53 | Completed
(PSC) PM PM
Perot Systems Gorporation (PSC) | Termination 11/10/2005 7-05:36 11/11/2006 9:22:29 | Completed
(PSC) PM AM
Perot Systems Corporation (PSC) | Termination 11110/2005 4:33:16 11/10/2005 4:33:18 | Completed
(PSC) PM PM
Perot Systems Corporation (PSC) | Termination 11110/2005 3:50:53 | 11/10/2005 3:50.55 | Completed
(PSC) PM PM
Perot Systems Gorporation (PSC) | User Requested | 11/10/2005 3:24:28 Cancelled NIA
(PSC) PM
Perot Systems Gorporation (PSC) | Batch Load 11/10/2005 1:07:31 | 11/11/2005 8:43-19 | Completed
(PSC) PM A
Perot Systems Corporation (PSC)  Batch Load 11/10/20051:07:28 | 11/10/2005 5:00:11 | Completed
(PSC) PM PM

Request Search (Results)

The system displays those requests that meet the designated criteria.
The fields are as follows:

FIELD

DESCRIPTION

Request #

The request number for that request.

Requested For

Individual request is for.

Facility

The requestor’s facility from the employee table.

Request Type

The type of request created.

Submitted On

The date the request was submitted.

V3.0 - 10/11/2019
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Research

Search Requests

Request Details User IDs and Passwords (0) Comments (0) S=1TEYEGTT |

FIELD DESCRIPTION

The status of the request. Entering (not submitted), In Process
(submitted prior to IDs created), Complete (approvals and
setup complete, IDs sent to requestor), Cancelled (request
rejected).

Current Status

Current The person or role currently in control of the request.
Recipients

3. Click the underlined request number to view the detailed status
history.

Home Help How are we doing? Logout eTenet Home

Tenet My Access -~ Workflow Tasks - New Requests - Research - Administration-

Close Window

Status History
Refresh
= 2 Provisioning Security Team In Process History Restart
72 Reciplent WO Train New History Restart Delegate
Task Provisioning Security Team Setup Required for Security Request
41

Initiated On: 8/9(2019 6:49:20 AM

= Recipient.  4Medica DMC Setup New History Restart Delegate

Task 4Medica DMC Setup Setup Sub Task for 4Medica - DMC, Request
#310241

Initiated On: &/8/2019 6:48:20 AM

7l Recipient Kronos Security Setup New History Restart Delegate

Task: Kronos Security Setup Setup Sub Task for Kronos 6.1, Request #
310241

Initiated On: 8/9/2019 6:49.:20 AM

Status History for Request #

4. The current recipient is listed at the top of the display. All other steps

are listed in reverse order with the 1% step completed listed last.

5. You can expand the information by clicking the = next to the step

name. The system lists the details for that step.

6. To view the request form, click the BELEEEHUEETEN tab.

V3.0 - 10/11/2019
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Research

Search Requests

Home Help How are we doing? Logout eTenet Home
Tenet My Access - Workflow Tasks ~ New Requests - Research - Administration~

My Requests
Request Detail

Close Window
User IDs and Passwords (0) Comments (0) Status Histos

Search Requests

Request Details for Request #310241
Employee Details.

Please verily thal the following information is correct. If any of the information is incorrect please contact your local HR department lo have the information corrected before submitting this request.
Incorrect information could delay approval or result in denial of this request. For reference, the work number can be changed in eTenet- Update my profile information and email address can be
changed by contacting the service desk.

Name:

Smoke Auto Work Phone #: (000)000-0000

Email Address: eTenet User ID: Smoke101 Auto

Employee ID: 000255415 Job Title: OPERATOR

Department: 740200 User Type: Employee

User Status: Active Payroll Location: LEISURE WORLD (LEI) (415)

Company: Tenet Healthcare Inc. (TENET) Work Location: LEISURE WORLD (LEI) (415)

Supervisor: Supervisor Job Title:
System Requests System Generated
OnDemand Web

Request Details for Request #

7. Click the Close Window link to return to the list screen.

V3.0 - 10/11/2019
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Administration

Roles Administration

The Administration section is only available to certain levels of security.
If the user has access to it, “Administration” is displayed under the
Research menu. The Administration section contains one screen, the
Roles Administration screen.

Roles Administration is used to populate the different steps in the flow
with the person responsible for approving the step. For example, the
Department Head role is facility specific and is an optional step. If a
facility requires Department Head approval, the user must add an
employee to that role. If no Department Head approval is required, the
system skips that step. Information Systems is responsible for
administering all roles in the flow (CFO, Acquisition Approval, Tenet
Approvals, and Application Information Systems). Roles are also used if
someone is planning to be out of the office. The Administrator can
change a role temporarily while they are out and then change it back
upon return.

Step by Step 1. Click Roles Administration from the left Navigation Menu.

Select a View

View By Role
View By Facility
View By Role Assignee

Group Maintenance
Manage Role Assignee Groups

Select a Group: h

Roles Administration — Select View

Users may view by Role, Facility, or Role Assignee.

2. To view by role, select the View by Role link.

V3.0 - 10/11/2019 Tenet Healthcare Corporation, Inc. Page9-2
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Roles Administration - elD: View By Role

Roles Administration

View By Role

Select Role:

Role Selection

(S VLN view By Facility  View By Role Assignee

| H

Tenet AR Trending — Patient Level Data Approver (Corporate)
Accreditation Manager - Department Head (Division)
Accreditation Manager - Department Head (Facility)
Accreditation Manager - Department Head (Market)
Accreditation Manager - Department Head (Region)

~{Accounts Receivable - Dept Head {Division)

Accounts Receivable - Dept Head (Facility)
Accounts Receivable - Dept Head (Market)
Accounts Receivable - Dept Head (Region)

ACE - Dept Head (Division)

View by Role

3. Select a Role from the drop-down menu. A list of facilities is
displayed with their respective Role Assignees.

Roles Administration
View By Role

ERVRW-MLE™ View By Facility  View By Role Assigny

Role Selaction

Selact Role: ecom g [ V]

Role: eCDM (Electronic Chargemaster Description Maintenance) - Dept Head ( Division)

Facility s Role Assignee Role Actions AltRole Assignee
Alig DRA (DR4 - AOP3) Update Delete
Ambulatory Surgery Centar (ASC - 0SD) Update Dalets
Baylor DR4 (OR4 - BOP3) Update Delete
Gapella Corp (CRP - CAP) Update Dalete
Gentral Division (MID - PR) Update Dalete
Cerner Corporate — All Hubs (HBD - CHH) Update Delete
Gerner Hub 1 (HB1 - CMH) Update Delete
Cerner Hub 2 (HB2 - CMH) Updats Dalets
Cerner Hub 3 (HB3 - CMH) Update Delete
Gerner Hub 4 (HB4 - GMH) Update Delete
Cerner Hub § (HBS - CMH) Update Delete
Cerner Hub 6 (HBE - CMH) Update Delete
Cemer Hub 7 (HBT - CMH) Update Delete
Cerner Hub 8 (HBE - CMH) Update Delete
Ghares1 (GHA - HEL) Update Delete

4. To sort the information, click the column heading of the column you
want to sort. The first click sorts ascending and the second click sorts

Page1[2][31[41(61[81[71[81[9][10]

View by Role

descending.

elD —

To update a role for a facility, click the Update link.

Tenet Healthcare Corporation, Inc.
Online Security Form User Guide/Training Manual

AltRole Actions

Update
Update
Update
Update
Update
Update
Update
Update
Update
Update
Update
Update
Update
Update
Update

Delete
Delote
Delote
Delete
Delete
Delete
Delete
Delete
Delete
Delete
Delete
Delete
Delete
Delete
Delete

|
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Roles Administration

Update Roles
Role: eCDM (Electronic Chargemaster Description Maintenance) - Dept Head
Facility: Central Division(MID)
Current Assignee: Nat Assigned
Change To: Employee v
Select an
Employee:
First Name:
Last Name: [
=n

Roles Administration — Update Role

The user can assign a role to an employee, group, or system.

6. Choose Employee, Group, or System from the drop-down menu.

The application will provide the following fields based on the user’s
selection:

FIELD DESCRIPTION
Emplovee Prompts user to select employee by entering the employee’s
ploy First or Last name and conducts a search.
Grou Prompt the user to select one of the following groups from
P the drop-down menu.
Svstem Prompt the user to select one of the following systems from
y the drop-down menu.

Roles Administration

Update Roles
View By Role  View By Facill View By Role Assignee
Role: eCDM (Electronic Chargemasier Description Maintenance) - Dept Head
Facility: Central Division{MID)
Current Assignee: Not Assigned
Change To: Empioyee v

Select an
Employee:
First Name:

Last Name: [

Update Role (Change to Employee)

Tenet Healthcare Corporation, Inc. Page 10 -1
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Roles Administration
Update Roles

Role:  eCOM (Electrond 2. CIoud Setup
341 360 GHIL Set
Facility:  Cerial Divsiondl] 1) 350 SATX Sein
Not Assigned | 3M 350 Setup

Assignes: IM Carondebet COIS Setup
Ghange [Group V] [3M Core SATX Setp

: Select a Growp: [IMHDM - DMC Setup
| IMHDM-BOMA, Setup
IMersn Setup

4Medica DMC Setup

a1 test sefup: Emanl <br>Phone: 313-966-2400, Opbon 3

AARF Sehup

| Asbost ISTAT SATX Sehup

[ABbOnPXP SATX Selup

Absrano 1S Secunty

fceedPay_DivDiat Setup

[ Actreditaton Manager Phis (WMP) Setup<brEmal: ds ex lorradnndats combr-Phone: 1-800-630-7575 opton O
AGE

[ACE Workdiow Staging Schup

Logout Help Home  How are we deng’

BOMA Setup
| AcuDose-SATX Setup
Acusty Setup

Update Role (Change to Group)

Roles Administration

Update Roles
View By Role  View By Faoili View By Role Assignee
Role: COM (Electronic Chargemasser Descnption Masntenance) - Dept Head
Facility: Central Daision(MID)
Current Assignee: Not Assgned
Change To: Systern v

Select 2 System:

Logout Help Home How aro we doing? My Access Workflow Tasks  New Roguest Ressarch  eTesel Home

©Tenet

Update Role (Change to System)

7. Select from the choices and click on the button when
complete.

The user may also view the roles by clicking the appropriate tab

View By Role  View By Facility  View By Role Assignee ' and then Changing
them as per steps 4 thru 8.

V3.0 -10/11/2019 Tenet Healthcare Corporation, Inc. Page 10 -1
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MAIN NAVIGATION 5. Create Request — Allows user to create a new
request for the user or another employee

1.~ Home — Returns Pser to the elD !ntroductlon Page | g Update/Submit —Allows user to update or submit
2. Help — Presents links to the Service Desk Number a previously unfinished and saved request

and User Guide ] ] ) 7. My Submitted Requests — Allows user toreview
3. How Are We Doing? — Displays a form to submit the status of all the requests you have submitted

comments and suggestions to the Information 8. Search Requests — Allows the user to search for a
Systems department .
4 My Task List _ Vi K ioned to th request that has been submitted for approval
' y Task List — View tasks assigned to the user. 9. Roles Administration — Allows users to assign

Able to complete tasks by selecting the request employees to the roles within the elD application

HELP COMPLETE MY TASKS

To access the elD application, the user will need to 1. Click on My Task List.

have an eTenet login ID and have access to the 2. Alist of tasks assigned to the user is displayed.
application. The list is empty if the user does not have tasks
assigned to them.

Questions and issues should be directed to the Tenet 3. Click on the underlined task that you want to
Service Desk Number at 1-800-639-7575 option 2. complete.

4. Complete all required prompts and select the

Submit Response
button.

FACILITY SELECTOR

1. The application highlights the Facility Entity level selected in the Verify Requestor Details step.

2. Select the appropriate level from the facility entity display. The children of the selected entity display in the
Select From display window.

3. Click on the name of the facility or level you would like to add.

4. Click the Add button. The selection is moved to the Selected display window.

elD will add the selected facility(s) to the current access.

How ToO CREATE A REQUEST How TO SEARCH REQUESTS
1. Click on Create Request. 1. Click Search Requests.
2. Click on the appropriate button under the Step 1: 2. Enter criteria for any or all of the following fields:
Verify Requestor Details title. Request #, Requested for First Name, Requested
3. Continue to fill out or select all required fields that for Last Name, Last 4 digits of SSN, Facility,
application prompts for. System, and Status.
.
4.  Click on the m button when 3. CI!Ck the ] button.
complete. 4. Click on the underlined Request Number of the
appropriate request from the search results.
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