MHA clientconnect

Step-by-step user guide for selected actions



Covered in this document

® Signing on to clientconnect
®m Accessing the Project Center

® Uploading files in the Project Center



Signing on to clientconnect

® You will receive an email from the MHA inviting you to join clientconnect
This email will contain a Self Enablement Code necessary to enable your account

The email will also contain a link to clientconnect

® The first time you arrive to the site click the “Enable my account” link at right

® Subsequent visits use the log-in information at left

clientconnect

Existing Users New Users

L,D,g in EI]EI|J|E

Before accessing vour clientconnect site for
the first time wou must enable vour account.
ou will need the personalized enablement

Fleaze provide vour e-mail address (all

lowercasze) and password.

I code =ent to vou via e-mail.

I Enable mv account

E-mail:

Fazsword:

Log In




Signing on to clientconnect

® You will be prompted to enter your email address (the one to which this email was addressed)

ﬂ" %elf Enablement - Login - Windows Internet Explorer provided by Towers Perrin

@'~ y = I.ii https: ficlientconnect bowersperrin, comfmysesapp,tpLogin, jsp j % | A ILive Search

J File Edit Miew Favorites  Tools  Help

W ke & 5elf Enablemnent - Login J 5 - B - & - [rags - G Too

clientconnect

Enable My Account

E-mazil 2ddress [lowercase] I

Submit Reset




Signing on to clientconnect

® You will be prompted to enter your last name and Self Enablement Code (found in the email you
received from the MHA)

ﬂ? Self Enablement - Login - Windows Internet Explorer provided by Towers Perrin

@k y = I.é_; https: ficlientconnect towersperrin.com/mysesapp/preauth, action j % || K ILive Search

J File Edit Miew Favorites Tools  Help

e o & self Enablement - Login J o - El - &= - - Page - ’,..'-'

clientconnect

Enable My Account

Preauthentication questions form

E-mail Address mhatestaccount@gmail.com

Flease confirm your last name: I

Fleaze Enter your Self Enablement I
Code:

Submit | Reset |




Signing on to clientconnect

® You must select a password and security questions
A password must be 8 or more characters, and include at least 1 number and 1 letter
Select three different secret questions
— Answers must all be unique, and at least 4 characters long

" Self Enablement - Challenge Questions - Windows Internet Explorer provided by Towers P

®'~ ;T I‘i. itbps: Jfclienkconnect. towersperrin, comy'mysesapplenable. ackion j % | K ILive Search

u - - rm - -_"lc' F‘age - '.(."-
- B B g

'i‘:? ﬁ :é Self Enablement - Challenge Questions

clientconnect

Enable My Account

Challenge questions and password form

E-mail Address mhatestacountZ@gmail.com

Enter Password I

Confirm Password I
I — Pleaze Select — ;I I

=
=

Subrmit | Reset |




Signing on to clientconnect

® You will then be prompted to enter your contact information and accept the user agreement

ﬂ'-‘ Registration - clientconnect - Towers Perrin - Windows Internet Explorer provided by To -8l
@ = I"' https:,l',l'clientconnect.towersperrin.com,l'clientconnect,l’,l’registration.htm?uj % || K ILive Search Falihs
i Registration - cientcannedt - Towers Perrin ‘ | J iR Bl - o= - |k Page ~ () Tools - " i

B
Welcome to clientconnect.

Review and Accept Terms and Conditions

TERMS ANC CONDITICNS
IMPORTANT INFORMATICN
Thank vou for yvour interest in the clientconnect website and the resources available here (the "Site"). Client, meaning vour employ
company that is subscribing to the Site) has agreed to certain terms and conditions as a condition to its subscription, and vour use
subject to those terms and conditions.
Without limiting those terms and conditions, we have identified below certain responsibilities you must accept as a condition to acce
In order to abtain access, you must mark the checkbox below indicating "I have read and accept the terms and conditions" and th:

I have read and I accept the terms and conditions. [7

Complete Your Profile Information

User Account: mhatestaccount@gmail.com

First Name:~ I Middle Initial: I_ Last Name:~

Company:™ I

Title: I Position:~ | Specify your position x| Function:* ISpecif‘_\.r your ful

Country:” |Selecta Country =l

Addrass 102 | -
4| | _’l_l




Signing on to clientconnect

® On the user agreement page you will be asked for a separate password to the Project Center
within clientconnect. It is suggested that you make this the same as your clientconnect
password.

f'f Registration - clientconnect - Towers Perrin - Windows Internet Explorer provided b - |E’ |5|
@ W I - https:,l',l'clientconnect.towersperrin.c0m,l'clientcnnnect,l',l'registration.htm?uj % || XK ILive Search M
o e = Registration - dientconnect - Towers Perrin ‘ | J }‘:I\ - [ - = v hPage v (0 Tooks v " &

[

Set Up Your Project Center Password

MNotes:

Create Ioooooooo ) . ) ) -
Pazswaord:” It is possible that your clientconnect site utilizes a

Project Center to share client-specific documents. The
Project Center has its own inherent Zuthentication

PE;EI\E:;E'- I““““ system and requires its own password. Please select
wvour Project Center password here. It is
recommended that yvou use the same password for
the Project Center that yvou selected for the main
clientconnect site to aveid confusion. You might not
have immediately access to vour Project Center
account. It could take up to 24 hours for our systems

to update.

Copyright 2005-200% Towers Perrin. Use Policy, Privacy and Terms.




Accessing the Project Center

Click the “Project Center” link at the left side of the clientconnect home page (circled in red in

screenshot below).

United States

U.s. Research Memos

07 Dec 3000 ‘W
fications to TARF

New York Emplogyvers Reguired to Grve Wrthen Correctons and Clanfications AR
f Pay Rate and Payvday to New Hires Restrchionsg
02 Dec 2000 i Dec 2000
EEQLC Issuss Guidance on VWaivers Amendments ta 204(h) Netice Regulations
Finalizad
ECR Headlines Statistical Tables
03 Dec 2000 Unemployment Rate
Executive Compansation Resources: Monthly
Selected Interest Rates - 2009

Wrap-Up of Nevember ECR Articles




Accessing the Project Center

® A pop-up box will appear to enter your e-malil
and password (see screenshot at right)

Connect to quickplace.towersperrin.com E]E|

®m This password is your “Project Center
Password” and is likely the same as your
initial clientconnect password assuming that
Is what you selected when you signed up

The server guickplace.towersperrin.com at CT requires a

® This password is never updated unless a username and password,
specific request is sent to the Towers Perrin
Help Desk to do so LIser name: €3 amy leick@towerspertin.com %
|.e. If you ever change your password for e o sesssnes
clientconnect, your “Project Center
Password” will remain the same (it is not [¥]Remember my password

automatically updated).

| Ok, | | Cancel

Note: If possible, DO NOT change your
password to avoid later confusion




Uploading files in the Project Center

®m Click your corresponding organization’s “Inner Room” link on Lakeview Health:
the left side of the Project Center home page (see partial Lfecars Medical
screenshot at right). This will be your organization's private MHA:
folder such as Allina, HCMC, etc. Mahnomen Health
Mayo Health System:

® Once in your “Inner Room” (as shown below), you will have
the ability to upload files as outlined by the steps in the
following pages

™)

Minnesota Hospital Association

Ay Leick | Sign Out m m m ﬂ E m
e [nstructions

You are in an inner room inside this place. To leave this room, click the Go Up link in the table of

Go Up e
Instructions contents.
Room Index _ | | N

You can review documents that have been posted here for you by the Minnesota Hospital Association and

Foom Options

) post your own reference documents as well,
Foom Security

To add content to this space, click "New" and follow the instructions.

Tools

Advanced Search
Mews Daily [ wWeekly

Motify | Print | Help

Gota Top MHew. .. |Edit | Check Out.. | Copy | Move | Delete



Uploading files in the Project Center — Create a page

1. To upload files, you will create a page in which your new file will be stored (make sure you
are in your organization’s private folder before doing this (e.g. Allina, HCMC, etc.). If you are
not in your secure private folder then others could be able to view your data. To create a

new page, select “New...”

H.

Minnesota Hospital Association

[ New... ), Edit | checkout... | & [ & [ n)
TS [nstructions

You are in an inner room inside this place. To leave this room, click the Go Up link in the table of

Go Up e
Instructions contents.

Room Index _ | | N
You can review documents that have been posted here for you by the Minnesota Hospital Association and

Room Options

) post your own reference documents as well.
Foom Security

To add content to this space, click "New" and follow the instructions.

i

T

Advanced Search
Mews Daily [ WwWeekly

Matify | Print | Help

Goto Top Mew. .. |Edit | Check Out.. | Copy | Move | Delete



Uploading files in the Project Center — Create a page

2. You will be prompted to select the type of page you would like to create. Select “Page” and
click “NEXT.” Note: Never select any of the other options for uploading data files.

H

Minnesota Hospital Association

Hew... Back | Mext
What would vou like to create?
* Page. Create a new page that can include formatted text, images, and file attachments.
" Imported Page. Import an existing Microsoit Oifice, HITML, JFEG or GIF file from your computer.
" Microsoft Word Page. Create a page based on a new Microsoft Word document.
" Microsoft Excel Page. Create a page based on a new Microsoft Excel document.,
" Microsoft PowerPoint Page. Create a page based on a new Microsoft PowerPoint document.
" Multiple Imported Pages. Create multiple pages using the contents of existing files on your computer.
" Link Page. Create a link to an existing web page.
" Folder. Create a new folder in which you can put several pages.
[ BACK( |HEKD
GotoTop Mot zure what to do next? Click here for helpful bints.



Uploading files in the Project Center - Attach files

Edit Fage Cancel | Save As Drat | Publish Az | Publis

3. Name your page “2010 Data”

4. Enter any brief comments you may

Cantents

need to clarify your data Verdane BLOBI R D ) SHo)is) eee = @ |

5. Click the folder icon circled at right <I-Attached is our 2010 Data Request
to attach your files

6. In the pop-up box that appears,
navigate to your data file's location
on your computer then click “Open”
(see screenshot below)

Attachments. You can attach files by clicking the feldericen ordragging them from yourdesktep.
Lok in: I (Eh Desktop j = [
Bp) e Open Attachment
|} My Documents iC ?‘( :
§ My Computer = [ File Name Size | Modified
"_& My Metwork Places '_ Data-TempIate-ZDDg.xls 3BKE  4)22/2009 1:22:54 PM
i Femote Drive Mappings i £ b
\CTIHC Papers TRmm——
| 58P Industry papers 1 10262 - Merger Act
KN I i
File name: || Open I
Files of type: | 4l Files ") . Cancel |




Uploading files in the Project Center — Notification options

Notify Towers Perrin and the Minnesota Hospital Association

7. On the drop-down menu, select “Notify specific individuals”

8. Click “PUBLISH”
Note: Do NOT select “Notify all members” as it will send your data to other hospital systems

Attachments. You can attach files by clicking the folder icon or dragging them from your desktop.
[P Bpi o) Open Attachment
File: Marme: | Size | Maodified |
3IGKE  4/22/2009 1:22:54 PM

@_)lData-Template-EDDQ.xls

ail Motification. The o Wiﬂg embers will be notified when this page is pL,Ib”ShECI:

Mot sure what to do nest? Click here for helpiul hints.

Motify specific individuals

Mo notification

ify all members
ify specific individuals
Goto Top




Uploading files in the Project Center — Location of page

9. On the drop-down menu, select “At the bottom” option shown below
10. Click “NEXT”

H

Minnesota Hospital Assoclation

(K1)
i
3=

Fut Beezy

Where would you like to put this page:

~ LA Rooem Index

* Ll Table of Contents [insert befors At t@




Uploading files in the Project Center — Send notification

Amy Leick (amy.leick@towersperrin.D

11. Click “To:” to open up the address book (see right of screen) A i S
[] cCAdmin {Group)
12. Select Amy Leick, Janna Lise, Rick Kl’eyer and Tristan Christ [] Chery Backowski (cheryl.backowski@hcmed.org)

[] Christine Shakal (shakal.chris@mayo.edu)

13. Click “NEXT”

[1 christopher Cho (christopher.cho@towersperrin.com)
[] clients (group list)

Ll [] James Tuttle (jtuttle@smdec.org)
A messagke containing a link to the page will be sent to addresses listed in the To:, cc: and bee: fi Janna Lise (jlise@mnhospitals.or

EAEET T E LTSS ) e SER e Tt [1 Karen Powell (karen.powell@parknicollet.com)

[] Kari Matson (kmatson@smdc.org)
From: Amy Leick [] Laura Beeth (lbeethl@fairview.org)
@ [] Manager Access (group list)
cC: [ ] Manny Portugues (manny.portugues@towersperrin.com)
bec: [ ] NAAdmin {Group)
[ NCAdmin {Group)

—— Please visit gpec-fifty-one - 2010 Data [] Nicole Johnson (njohnson4@smdc.org)

Comment: Here i - 5 5 [ ) _ _ _
fere 1s Organization X's 2010 Data [] Peggy Reimer (pe reimer@northmemorial.com)
Richard Kreyer (rkreyer@mnhospitals.

[] Sarah Bohnet (sbohnet@mnhospitals.org)

[ shayla Henneberg (shayla.henneberg@bhshealth.org)
[] shelly Sabow {shelly.sabow@towersperrin.com)

[] TP Consultants {group list)

[] TP Site Champions (group list)

https://quickplace.towersperrin. com/Qui
ckPlace/qpec—Fifry— Christ (tristan.christ@towerspe@

one/Pagelibrary852575200070875F.0s2/h T v (] Vivian Tanniehill (vitanniehil@healtheast.org)

(nExT])

Gota Top Mat sure what to do next? Click here for helpful hintz,

Page title: Test
Page address:




Uploading files in the Project Center — Confirmation

14. Confirm that an e-mail has been sent to Amy, Janna, Rick and Tristan
15. Click “NEXT”

M

Minnesota Hospital Assocfation

Verify Publish Options Badk |

An email will be sent to the following members informing them that this page has been published.

amy.leick@towersperrin.com




Uploading files in the Project Center

® Your data is now located in the Table of Contents and may be accessed by selecting the link

(7

Minnesota Hospital Association

[ T [T [ G
Instructions

Go Up You are in an inner ream inside this place. Ta leave this room, click the Ga Up link in the table of

Instructions contents.

R Ind . . . ~ .

R-::-::rn Gn t',ex ~ You can review documents that have been posted here for vou by the Minnezota Hospital Az=ociation
com Liptions and post vour own reference documents as well.

R gurity
é?;ii; To add content to this space, click "Mew” and follow the instructions.

Advanced Search
Mews: Daily | Weskly

Motify | Print | Help

]

oto Top New...|Edit|Chedk Out...| Copy | Mave
oto Top wew ... | BEait |-heds Uut... | Lopy | Move



