How to create a new user account

When you log into eQsuite click on the “User Administration” tab
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Add Maw User
UsedD | UserName @ Inactive DT | Phene Extension | Added DT Last Fdit OT Email
Edit | 95736 | InptTrainer 1234567899 | 1234 117162009 1-5320 PM | 6/25/2014 40418 PM | noreply@eghs.org
Edic | 95528 | jaalvert nann 6/20/2014 G010 PM | 6/24/2014 L1M30AM | jealvern@eghs.org
Edit | 95529 | jonesllll 12277022 62472014 20034 PN | 672472014 20034 PM | ncalvert@eghs.org

> You will click on "Add New User”

» Complete all fields "EXCEPT"” the inactive date

1. If you enter an inactive date this will close or terminate the account and the
user will no longer be able to access eQsuite

2. If the employee is no longer with the company, then you would enter an
inactive date for that user.

» Check the boxes off to the right, this will allow or restrict certain
functions the user will have.
» Once you have entered all fields click on “Save Changes”

Create New Review Respond to Add’l Info Respond to Denial Online Helpline UHilities Repo

.
User Edit
Allow to run reports?;
User Mame: |A: least & chars. lower case. | Allow to enter requests?:
First Mame: | | Allow to view provider letters?:
Last Mame: Allow to view physician letters?:
Password: Receive review approval emails:
Email; Receive review pended emails:
InactiveDate: | ] Receive review suspended emails:
Phone Mumber: | i | Receive review canceled emails:
Extension: I;I Receive review partially denied emails:
Receive review recon

emails: Receive review recon complete emails:

Receive review denied emails:

Save Changes Back to User List




» If you need to make changes an existing user account click on “Edit"”
1. Make changes to a name
2. Make changes to an email or phone number

3. Check/uncheck functions
4. You will NOT be able to change or edit the user name

» Once you have made the changes, click "Save Changes”



