INTEGRATED

Getting Started with Workforce Portal

First time logon Migrate from Temp Access
Note: This link is only good once, click it when you have a few minutes Note: Your account has been migrated from Temp Access to Workforce
to Portal and you need to set up a new password.
fill in your profile details 1. Click the link in your email and log in using your password
1. Click the link in your email (sent by Integrated) from Temp Access
Welcome to Integrated Healthcare Staffing Training's employee portal. Please follow Note: Forgot your password? To reset your password,

this Account Creation Link to setup your new account and immediately have access to

click Forgot Credentials

all portal features.

Workforce Portal

N

. Set up your account profile. This allows you to log in

Welcome Pat Jones || ;

You have been invited to setup an account for the API Healthcare Demo Workforce Portal.
Please enter a password. The username will be your email address.

2. At the prompt, change your password

@@ Your password has expired and you must set a
new one.
C M V ]

» Change Username




Setting up preferences

To see open orders and request shifts, you
need to set up your shift preferences and
notifications.

- Tap Profile, on the Profile screen tap
Preferences

- Select Work Preferences

- In the Position Type drop down,
select PRN

- If you are interested in long-term
contracts as well as PRN, select
Both

- Select Shift Preferences and indicate
- Day and/or NOC shifts
- 8hr or 12 hr shifts of both
- Distance you are willing to drive

- Click Save Preferences

To set the frequency in which you get
updates on open orders, you need to go into
the Menu in the upper right corner and select
Notification Settings

- You can get updates Daily, Weekly or
Never

- Best practice, to ensure you get every
opportunity is to choose Daily

1:03 AT&T o=,

> @& :ntmanagement.com (@

INTEGRATED —

O @& :=ntmanagement.com

INTEGRATED

o

Experience

=

1:03 AT&T o=

@

q Work Preferences corpleted
q “ Shift Preferences conipleted

INTEGRATED

9:49 Bl & Q= . 87% |

{d @& :ntmanagement.com (@)

INTEGRATED

< Back Credentials >

Day Shifts * Noc Shifts *

Yes No Yes No

Shift Preference *

Both 8 and 12 Hour Shifts v

Distance *

25 v

Save Shift Preferences

completed

> Work Locations




Managing your Profile

Personal: Update
name, phone, email
and emergency
contact

Experience: Update
education, work
history, references
and upload resume
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Experience

Home: Link to shifts,
schedule and
documents

Menu: Links to shifts,
schedule,
documents, settings

Credentials: Review
credentials and
expiration dates and
upload new items.
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Home Page

Shifts: View and
request shifts that
you are qualified for
and meet your filter
criteria.

Skills: Complete and
update Skills
Checklists
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Profile

Profile: Link to
Personal, preferences,
credentials and
experience

Menu: Links to shifts,
schedule,
documents, settings

Documents: Access
and download
frequently used forms
such as timecards
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Requesting Shifts
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To see open orders and request shifts, after you set
up your shift preferences and notifications:
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- Tap Shifts, shifts that are open for the current - INTEGRATED =
week, for which you are qualified, display < Back
< Back
- Use Filters to expand the date rage and Sort | Date(6/247/z v | Filters .
ort Date (6/24-7/2 v Filters
distance
- Shifts 1to 15 of 15 N
. . . . - Shifts 1 to 10 of 10 N
- Shift time, location and distance are all
d.S |a ed O Thu 06/25 2:00p-10:00p
I p y CNA-LTC @ Reunion Court of Kingwoq . 87% 1 Thu 06/25 7:00a-7:00p 9:35 3
. . ~31 miles INTEGRATED . CNA-LTC Q St Dominic Village-LTC
- Hospital and LTAC shifts may not be O Thwi 02725 €:60a2:00p THEARS ST = Requested ~11 mies (Y @ :ntmanagement.com
1 1 il CNA-LTC Q Reunion Court of Kingwo Sort - " O Fri 06726 7700p-7:00a
dlsp.)l'ayed, update your availability to be onwiTe g ot Date(6/247/2 v Filters e INTEGRATED —
notified of these openings T6/25 71000700 . e s ot 1s . 1 s
. . CNA-LTC Q St Dominic Village-LTC O sat 06/27 7:00p-7:00a
- Check the box next to the shift you wish to book s ’ CNALTC © St Dominic Vilage-TC ¢ Back
X O Thu 06/25 2:00p-10:00p <A mllzs Sort - :
H H O Fri 06/26 6:00a-2:00p Date (6/24-7/2 v Filters
- |f there are any ISSUES, SUCh as Compllance’ CNA-LTC @ Reunion Court of Kingwod} (i!:lAr-“L"‘l'e(:OReumon STt O sat 06/27 7:00a-7:00p
. - - . H ~31 miles CNA-LTC Q St Dominic Village-LTC - Shifts 1 to 10 of 10 .
missing or_len’Fatlon, a scheo!ule conflicts a ooy oo Ot 06725 60002000 onatTe
red bOX Wl” dISplay InStrUCtIng y0U tO S O Rl Court of Kingwo (i!;lﬁ:;L(;OReumon Court of Kingwood O Tue 06/30 7:00p-7:00a o e
contact the branch ~31 miles CNA-LTC © St Dominic Village-LTC | “90a-7:00p

CNA-LTC @ St Dominic Village-LTC
Scheduled (Confirmed by Me) ~11 mjés

Tue 06/30 7:00a-7:00
SRRt - O Fri 06/26 7:00p-7:00a
CNA-LTC Q St Dominic Village-LTC
~11 miles

0 sat06/27 7:00p-7:00a
CNA-LTC Q St Dominic Village-LTC

~11 miles

~11 miles

. . . O Sat 06/27 7:00a-7:00, 2
- The Shift will show as Requested until the _ SR
branch accepts your request

There are issues with credentials we have
on file for this shift.

- When the branch confirms your request, the
status will change to Confirmed!

The following items are needed:
« Test

* Competency Tests

« Certification

0O sat06/27 7:00a-7:00p
CNA-LTC @ st Dominic Village-LTC

- Any shift in a confirmed status is a

You must call your staffing specialist at

commitment to work, canceling after S
confirmation reflects poorly on your O 1ozt O Tue 06/30 7:00p-7:00a

CNA-LTC Q St Dominic Village-LTC
~11 miles

performance.

O Fri06/26 6:00a-2:00p
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Your Schedule and Availability
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To update your availability and see your

confirmed shifts: INTEGRATED — INTEGRATED =
- Tap Schedule, your calendar for the ShpmEARE ShnmeRRE e
current week will display
< Back < Back
- Use Arrows to navigate from week
to week . 06/28/2020 - 07/04/2020 o . 06/24/2020 - 06/27/2020 .

- For each day, click what shifts your are

interested in working and which days you @28 Availability Wed 06/24 Availability

are not available.
PM NOC DNW DAY PM NOC DNW

- Use DAY/EVE/NOC for (8) hour

shifts Mon 06/29 Availability U 06/25 Confirmed Shifts
- Use DAY/NOC for 12 hour shifts DAY PM DNW /:00am-7:00pm
St Dominic Village-LTC @
- DNW indicates you are not Tue 06/30 Availability

available at all on that day

. DAY PM NocC DNW Fri 06/26 Availability
- lcon will no longer be grayed out
when selected Wed 07/01 Availability DAY PM NoC DNW
- To be considered for Hospital and LTAC DAY NOC DNW Sat 06/27 Availability
shifts for which you are qualified, having
e . Thu 07/02 Availabilit
updated availability is required no7l el o o noe P
- Confirmed shifts will display on your 2
calendar Fri 07/03 Availability




Viewing and Uploading Credentials

To view or update your credentials, click the
Profile button on the Home screen:

- Click the Credentials button

- Select Licenses or Certifications to
view different credentials and their
expiration dates

- Certifications on file will display with the
expirations date.

- Existing credentials can be updated
by clicking Edit

- New credentials can be added by
clicking Add Certification and
choosing the appropriate document
form the drop down

- Enter the new expiration date,
document number and upload an
image (front & back) of the
certification

- Updated certifications will be verified by
Integrated staff
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> Licenses (2]

Enter certifications.
—

<+ Add Certification
—_—
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< Back

Certification *

Select a Credential v

Expiration

Note/License Number

You may upload multiple images, but will only
see the last one uploaded here

Browse




Documents

To access frequently used documents in the
Workforce Portal:

- Tap Documents, available documents will
display

- Documents will open and download in
PDF format

- You can then print them or send them to
your email.
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< Back

Timekeeping

Q Contract Assignment Timecard

Q Per Diem Timecard

Complaince

Q Facility Performance Document

Q Health Statement Form
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