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HEN ADMINISTRATOR GUIDE
Step 1: Logging in to HEN

Go to www.hospiceonline.com and click on LOGIN link in the upper left corner. Enter the HEN Administrator login and password.
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Step 2: The Subscriber Agreement
Read and then type your name at the bottom of the subscriber agreement (one time only). Click SUBMIT.

| @vavgg]'{_:}fPage'-@Toobv

Admin Functions

Step 3: Edit Setup Infor. Emplores Listing

Add Emplovess

Using the links to the left of the screen, click on Edit Setup Infor. Type in the information for your e N
ordanization. Enter a simple, unique, easy-to-remember Organization ID. Please be certain to provide (New) Report Select | E™
accurate contact information and to update it if changes occur. Click the SUBMIT button. If the Ordanization Edit Setup Infor. Abe

ID you entered is already taken, try a different ID. This Orgdanization ID is unique to each HEN subscriber. B
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Step 4: Add Employees Aareement ™
Using the link to the left of the screen, click on Add Employees (Batch) or (Single).

The Single option provides the opportunity to enter information into the Branch field; S
otherwise, either method is suitable for adding employees. Type in the name, i e
employment status and discipline for each employee/volunteer who will have $ 4
access to HEN. The columns marked with an asterisk (*) are required fields. Your

subscription to HEN provides unlimited access for ALL of your staff and volunteers.

Use the Tab key on your keyboard after entering the discipline to autogenerate the

login and password for each employee. The password will be display on the

Employee Listing. Be sure to give yourself an employee login and password so you

can view HEN courses. Click Add Employee Names or Submit button.

Step 5: Print Employee List / Reports

Using the link to the left of the screen, click on (New) Report Select. Click on the Download to Excel File in the top report, Listing of
Employees. Keep a record of employee logins and passwords. Provide each employee/volunteer with their individual login and
password. This will allow them to access the HEN courses. The staff at HEN can assist with uploading your employees and
volunteers. Please call or email for more information on this free service.

Step 6: Initialize Subscription

— ELNEC PKG (8 Courses) Length: 0 minutes
When you are ready to start viewing courses (the year Judith Paice PhD, RN; Betty Ferrell PhD, AN, FAAN; Pam Malloy RN, MN, OCN; Polly re—
Mazanec RN, M5, APRN, BC, AOCN; Patrick Cayne MSN, APRN, CHPN, FAAN e

- o \
SUbSCfIPtlon' starts fro.m the date“ the Ir'1|t|a||ze NOVV” Pu mation: This package was purchased on 2009-03-19 with a viewing period of 1 year.
button is activated), click on the “Initialize Packages |

link on the left side of the Admin Menu. Then click the "—o—/——7—= ——=

Initialize Now! button (one time only for each package of courses). You will see the subscription expiration date.

Handouts

Step 7: Log Out

Log out as the HEN Administrator. To view HEN courses, you need to log back in as a viewer using your employee login and
password.

For Support, contact us via phone or email 9am-5pm, M-F, ET at 866.969.7124 or support@hospiceonline.com




