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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
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Signing on to clientconnect

You will be prompted to enter your email address (the one to which this email was addressed)
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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)
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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 questionsq
— Answers must all be unique, and at least 4 characters long
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Signing on to clientconnect

You will then be prompted to enter your contact information and accept the user agreement
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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.
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Accessing the Project Center

Click the “Project Center” link at the left side of the clientconnect home page (circled in red in 
screenshot below).
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Accessing the Project Center

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

This password is your “Project CenterThis 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

This password is never updated unless a p p
specific request is sent to the Towers Perrin 
Help Desk to do so

I.e. If you ever change your password for 
clientconnect, your “Project Center 
P d” ill i th (it i tPassword” will remain the same (it is not 
automatically updated).

Note:  If possible, DO NOT change your p , g y
password to avoid later confusion
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Uploading files in the Project Center

Click your corresponding organization’s “Inner Room” link on 
the left side of the Project Center home page (see partial 
screenshot at right). This will be your organization's private 
f ld h Alli HCMC tfolder such as Allina, HCMC, etc.

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
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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…”p g ,
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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.
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Uploading files in the Project Center – Attach files

3. Name your page “2010 Data”

4. Enter any brief comments you may 
need to clarify your datay y

5. Click the folder icon circled at right 
to attach your files

6 In the pop-up box that appears6. In the pop-up box that appears, 
navigate to your data file’s location 
on your computer then click “Open” 
(see screenshot below) 
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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”

Cli k “PUBLISH”8. Click “PUBLISH”

Note:  Do NOT select “Notify all members” as it will send your data to other hospital systems
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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”
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Uploading files in the Project Center – Send notification

11. Click “To:” to open up the address book (see right of screen)

12. Select Amy Leick, Janna Lise, Rick Kreyer and Tristan Christ

Cli k “NEXT”13. Click “NEXT” 
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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”

18



Uploading files in the Project Center

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