MIMIND

MIMind Partner Portal Tip Sheet - Phase 1

Initial Log In

The Primary Contact from each PO should have received an email similar to the one below. Click on the
Click here link in the email:

mimindportal Customer Portal - Invitation Inbo x e @

o jwarcha1@hfhs. org wia usmailamader-zp.com I01AM @ minutes aga) B ¢}
tome -

mimindportal - Invitation

HI e warchall

‘You have been invited o access mimindportals Customer Seif Senvice Portal

Your email address: jeff warchall@gmail cor

Please Click here to create a new password and complete the signup process.

Regards,
Administrator - jwareha1_hths

("  Rreply )( > Forward )

This will bring you to the Create Password page. Where you will be
allowed to create a secure password to log in for the first time. For
future log-ins your username is the same as your email address and
your password will be whatever you defined on your first log in.

Create Password

Password

Confirm Password

Once you've logged in, we ask that you perform two tasks in

preparation for Orientation:

1) Define the Site Champions for your participating practices
2) Sign up for your first training

Define Site Champions

Once you have logged in you will come to the Landing Page of the Portal. Here, in addition to the News
Feed and Event Calendar you will see six buttons. In order to assign your Site Champions, you will need
to click on the Registration button:
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Then click on the “Practice Setup” button:

Select Practices

PO User Defines Participating Practices

Practice Setup

Practice User Defines Additional Practice Administrative Staff

@

Select Providers

Practice Administration Selects Participating Providers

This will open the following form where you will select the PO that you belong to and the Practice for
which you are assigning a Site Champion. When you click on the field to assign the Site Champion a

dropdown menu will appear:

PO Select
PO -Select - ‘ M
Practice Select . Practice -Select- -
Site Champion -Select-

Site Champion -Select-
Ge, Xiaohong -xge1@htfhs.org

Gmail , Jeff -jeff. warchall@gmail.com

Omdal . Heather -homdal1@hfhs.org

Warchall , Jeff -jwarchal@hfhs.org

+ Add New

Here you may be able to select the appropriate Site Champion for this practice. However, if this is your
first time using the portal the Site Champion probably will not be listed. In this case, simply click on the
“Add New” option. This will open a pop-up window where you will be able to enter the contact
information for the Site Champion. This person will now be saved in the database and will be selectable

in the future:
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PO Select: - Contacts
Practice -Select- v Name * \:|
Site Champion -Select - T
Ge , Xiaoh -xgel@hfhs.
e, Xiaohong -xgel@hfhs.org o —
Gmail , Jeff -jeff.warchall@gmail.com
Email © =
Omdal , Heather -homdal1@hfhs.org
Wiarchall , Jeff -jwarcha1@hfhs.org PO
+ Add New Practice

Once you have selected a Site Champion for a practice we ask that you repeat the previous steps for
each participating practice in your PO.

Sign Up for First Training

Finally, after all Site Champions have been assigned. You should sign up for your first training by clicking
on the “Training Button” on the Landing Page:
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Registration Training Questionnaires

Add POs, Practices, and Providers to MIMind
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This will bring you to the Booking page where you can select from the available time slots then click
“Book Appointment”. Once you have done this you will receive an email which will explain the next
steps for attending the training at the time slot you selected.

Welcome! B

Book your appointment in a few simple steps: Choose a service, pick your date and time, and fill in your details. See you soon!

L (C::ejntatior* to MIMind B 05Sep 2022 s
.
@ (GMT -04:00) Eastern Standard Time (Americ... © 10:00 am $

Book Appointment




MIMIND

Next Steps

Once you have booked your training you are finished with the portal for now. In the future the portal
will allow you to view progress reports, answer surveys and questionnaires pertaining to the MIMind

CQl, download documents on demand, and other tasks. More information about these items will be

provided in training you have just booked and in future communications from us.

Notes:




