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Epic Training Validation & Registration Instructions

Part |: Validation Portal
Accessing Validation Portal
Open Google Chrome web browser (Google Chrome is preferred).

¥

Google
Chrome

To access the Validation Portal, go to https://epicvalidation.carenet.org and log in with your BJC-NT.

Validate Employees
1. Select Hospital/Facility, Department, and Manager to find the employees to validate.

2. Review the Epic Job Role assigned to each employee on your list.
3. Inthe Verified column, select each employee whose Epic Job Role is correct.

e Select Department Verified if you would like to select and verify all employees at once.

click [
HealthCare & Washington University Physicians

Epic Security Training Validation

Validate Employees Report Admin Help Log Out

»

~

Review User List

Add an Employee Add a Manager or an Alternate Manager

Hospital / Facility Department Manager
BJCMG v Access Center - Gow, Kelly R v
e BJCNT/WUSTL e . HRJob Going Live Epic Job Super Training
Verified Key Name Title Wwith Role User? Completed

v zzz1234 Ztest, Staff RN BJCMG No Role No No Delete
Zelda Assigned

v 7774321 Ztest, Staff RN BICMG No Role No No Delete
Ziggy Assigned

Department Verified m

HealthCare &2 Washington University Physicians



https://epicvalidation.carenet.org/
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Assigning a New Epic Job Role to an Employee
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10.

(Full Size Image Next Page)

Select Hospital/Facility, Department, and Manager to find the employees to validate.

Click current Epic Job Role listed for employee.

Select Go-Live Hospital/Facility.

Filter Epic Job Roles by category.

Select Epic Job Role.

OIS seiect |

In the \/erified column, indicate the new Epic Job Role is verified.

click [N

Within 2 business days, the employee’s curriculum will be updated in Saba by the HIP Training Team.
Saba will send an email notification to the employee’s email address in PeopleSoft/Saba confirming that
new training has been assigned to them. You may check your My Team page in Saba to verify that the
employee’s curriculum has been updated.

After the employee’s Saba curriculum has been updated, you (or the employee) can register for the course
date(s) and time(s) in Saba.

¢ Instructions for navigating Saba are located in Part Il of this document.

e Click here to jump to Part II HealthCare 2 Washington University Physicians

vakdate Employees feport Admirs velp Log Out

Review User List

Herspilal ¢ Faciy Deparment Manager
1l Access Conter oo, Kl
BICHTARUSTL HiLjobs Going Live Epic joi Super Traiving
Virifled Mame itk with ok Uit Completed
RN i Saabf AN BCMG Mo Role Mo N
@ o 2 oot =l
224321 et Ll BN BICMG b Role No No
a = =
prm—— oEn
HealthCare &2 Wishinggon University Physicians

Epc Job Rl

Mo Role Axsigned

Tratning, Course{) lor this Fpic job Role
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HealthCare &F Washington University Physicians

N

Epic Security Training Validation

Validate Employees Report Admin Help Log Out
Review User List
Add an Employee Add a Manager or an Alternate Manager
Hospital / Facility Department Manager
| BJCMG - | | Access Center - | | Gow, Kelly R -
BJCNT/WUSTL . HRJob Going Live Epic Job Super Training
Verified Key MName Title with Role User? Completed
zzz1234 Ztest, Staff RN BJCMG No Role No No Delete
Zelda Assigned

2274321 Ztest, Staff RN BJCMG No Role No No Delete
Ziggy Assigned

Department Verified

HealthCare &2 Washington University Physicians

Epic Job Role

No Role Assigned

Training Course(s) for this Epic Job Role Duration Type

4 Categories: M ACO Care Manager M Central Billing Office
M Charge Entry B HIM
M Manager W Medical Assistant
W Medical Secretary ¥ Nurse
B Other Clinical Staff M Pre-Arrival
M Provider ¥ scheduling/Front Desk
W Supervisor

O (oo |
O oo
O | e et
O oo
O oo
O v spstmmnies
0 ovesressopr st e |




Epic Training Validation & Registration Instructions

Adding an Employee to Department or the Validation Portal

Select Hospital/Facility, Department, and Manager to which the employee should be added.
Click Add an Employee

Verify the Hospital/Facility, Department, and Manager to which the employee should be added.
Type filter information to search for the employee.

Select the employee.

Click BEGEER TS

Note: If your employee is not found, add the person to the Validation Portal, and then to your department.

© g s> w N

Select AW EENE S EIGTEE

Enter employee’s information and click Save. You will be returned to your department screen.

Click Add an Employee again, and search for the employee you just added to the Validation Portal.
7. Assign Epic Job Role to the employee.

e Click here to view instructions for assigning an Epic Job Role.

Add An Employee

3 Assign Employee to:
Hospital BJCMG
Department Access Center
Manager Gow, Kelly R
Filters
First Name
Last Name

Network Account Id

Submit

Employees

Network Acc Id Lastname Position Title
2774321 Ziggy Ztest Staff RN Title

Cancel I Employee not found? 6 Add An Employee I
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Deleting an Employee from the Validation Portal
1. Select Hospital/Facility, Department, and Manager from which the employee should be deleted.
2. Click paEd
3. Select Reason for delete.
4 CliCk' Save

Delete Reason

3

(") Not my employee
(0) No longer an employee

() Other - Comment:

Cancel ‘ 4 I Save ‘
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Adding an Alternate Manager in the Validation Portal
Select Hospital/Facility, Department, and Manager to which the Alternate Manager should be added.
Click Add an Alternate Manager
Click Add Alternate Managers
Type Alternate Manager search criteria.
CIick' —
Selec;[ AIternéte Manger

Click | Assign |

© N o 00 b~ w DN

Click Submit

~

HealthCare &2 Washington University Physicians

Epic Security Training Validation ‘

Validate Employees Report Admin Help Log Qut

Review User List

Add an Emplo Add an Alternate Manager
Hospital / Facility Department Manager
BJCMG v ‘ ‘ Access Center v | | Gow, Kelly R v |

Verfi HealthCare &2 Washington University Physicians

Epic Security Training Validation

Validate Employees

Assign Alt Managers

Departn

- Edit Department

4 Filters

Network Account Id

Department 1D: 001-49001312-306
irst Name
Department Name: Access Center Amanda
Last Name
Hospial:  BJCMG Lutz

Manager: Add Managers
krg5472 - Kelly Gow X
Alt Managers 6 B AX11969 - Amanda Lutz

e Alternate Managers: Add Alt Managers

5Y )

HealthCare &2 Whshington University Physicians
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Part Il: Saba
Accessing Saba

Open a Google Chrome web browser or use your desktop
Saba icon to open Saba using Chrome. Chrome should
always be used for Saba.

Those with Contractor/Administrative access cannot
access Saba using the Saba icon, and must use
Google Chrome instructions below.

To access Saba in Chrome, go to bjclearn.org and click
“Online Learning Center” at the top right corner.

& C O l@www.bjclearn.org *. 5 JRBIC] 4 0

- S
.. = ““‘.“‘gfgd & GENTER
Development Log-on

Building Building Building

ABOUT

YOUR YOUR TEAM LEADERSHIP ORGANIZATIONAL
DEVELOPMENT DEVELOPMENT DEVELOPMENT DEVELOPMENT

ONLINE LEA

have a BJC network ID and passwo BJC Employees: Choose the green “BJC EMPLOYEE ACCESS”

BJC Employees button and log in using your BJC-NT ID and password.

BJC EMPLOYEE
ACCESS TO SABA

Non-BJC Employees: Choose the gray “CONTRACTOR OR
at rovies winou 1 nevors | AN e A A A T
| SEesesesssss—— Saba ID and password, notify us at EpicProgramTraining@bijc.org.

If you have forgotten your password, contact the IS Help Desk at
314-362-4700 or email IS _CSC@bijc.org.

Non-BJC Employees

CONTRACTOR,
PROVIDER OR
ADMIN ACCESS TO
SABA


http://www.bjclearn.org/
mailto:EpicProgramTraining@bjc.org.
mailto:IS_CSC@bjc.org

The My Team Page

Epic Training Validation & Registration Instructions

Click the tab at the upper left to navigate to the “My Team” page.

LEARNING &
DEVELOPMENT s MY TE/

S

Me

Qe g
- = o 4

People Groups MY

RESOURCES

BJC Employees: Your My Team page is generated by Human Resources data (PeopleSoft). The Epicl team
cannot edit the HR data on your My Team page. The employees that you are responsible for should appear
here. Employees who report to you directly are located on the page titled “Direct Team.” If you have employees
who report to you indirectly, use the drop-down menu at the top of the page to select “Alternate Team.”
Employees who are part of your Alternate Team will be listed here.

10

emm  @JASE DEVELOPMENT ifs MY IEAM

OVERVIEW DASHBOARDS TALENT ANALYTICS

My Team
Direct Team Person
NAME
Mungo Bonham «
CST: 4:00 PM
Offline  Gotow
My Team

Poppy Pomfrey +

HI, EPICETC

QY Filters v

UPCOMING OVERDUE APPROVAL

0 0 0 ACTIONS v

CST: 4:00 PM
Direct Team + TR ACTIONS v

Offine  Gotow

Alternate Team
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Employee Registration

Each employee is assigned an Epic job role/curriculum in the Validation Portal. Within 1 — 2 business days of
the employee being assigned a role in the Validation Portal, the employee’s Epic training curriculum will be
assigned in Saba.

To register an employee for a class session in Saba, use the My Team page to navigate to the employee’s
Plan and click the Epic curriculum title hyperlink.

Learning & Certifications

* Completed 1
# Pending action 3

v
Learning & Certifications Y Filters v

NAME PROGRESS
BJC - Corporate Compliance Annual Progress 0%
@ Education - 2017
Curriculum

ASSIGNED

Source : Epic Program Tra...

Epic - ACA - Inpatient Staff Nurse or Progress 0%
@ Graduate Nurse - 3189

o ASSIG
Source  Epic Program Tra... MED

11



Epic Training Validation & Registration Instructions
Provider Registration

Because E-Learning modules are completed online, employees do not need to be registered for them in
advance. Providers can complete E-Learnings by following the steps in the section of these Instructions titled
Completing E-Learning.

Providers have two options available under E-Learning. All Providers are required to complete either E-
Learning or the E-Learning Test Out. If Providers have previous experience with Epic, they may test out of
completing their E-Learning by scoring 80% or higher on the test. If they score lower than 80%, they must
complete their E-Learning modules. Only one test out attempt is allowed. Providers must complete either E-
Learning or the E-Learning Test Out prior to attending their first in-person class.

All Providers need to register in advance for the section of their curriculum titled Classroom Training. Classes
numbered 100 should be completed before classes numbered 200, and so on. Two or more classes at the
same level (for example, Internal Medicine Specialty Provider - Ambulatory 100 and Internal Medicine
Specialty Provider - Inpatient 100) can be taken in any order that you prefer. Personalization Labs should be
registered for and completed after all other classes.

@ Epic - ACA - Adult Internal Medicine Specialty Provider - Ambulatory and Inpatient

4467 The Epic curriculum page contains training
requirements based on job duties. This curriculum is
assigned by supervisors/administrators in the
Validation Portal. The Provider's curriculum matches
E-Learning or Test Qut* Complete 2 of 2 the access/security they will receive in Epic.

i‘ EF)IC - ACA - Adult Internal VIEW CLASSES
Medicine Specialty Provider...

Course

m Epic - Ambulatory and Inpatient VIEW CLASSES
Provider - Prerequisite E-Le...
Course

I o
Classroom Training * Complete 3 of 3 R : :
ad

m Epic - ACA - Internal Medicine VIEW CLASSES
Specialty Provider - Ambu...
Course

Course

e
i‘ Epic - ACA - Internal Medicine VIEW CLASSES
Specialty Provider - Inpatien...

m EpIC - ACA - Provider VIEW CLASSES
Personalization Lab

Course

Provider Educator Registration

Providers who participate as Provider Educators for the Epic implementation do not need to register for or
complete E-Learning modules and classroom training in Saba. The Epicl team will administer Provider
Educator training and mark these requirements completed. Provider Educator requirements will not be
marked complete until Super User training begins for your health service organization.

12



Epic Training Validation & Registration Instructions
Non-Provider Registration

Because E-Learning modules are completed online, employees do not need to be registered for them in
advance. Employees can complete E-Learnings by following the steps in the section of these Instructions titled
Completing E-Learning.

Employees need to be registered in advance for the section titled Classroom Training. Classes numbered 100
should be completed before classes numbered 200, 200 before 300, and so on. Two or more classes at the
same level (for example, Inpatient Nurse 100 and Cadence Scheduling 100) can be taken in any order that you
prefer.

@ Epic - ACA - Inpatient Staff Nurse or Graduate Nurse - 3189

The Epic curriculum page contains training
requirements based on job duties. This curriculum is
assigned by supervisors/administrators in the
Validation Portal. The employee’s curriculum

E-Learnin Complete 13 of 13 . . L .
¢ S e matches the access/security they will receive in Epic.

PENDING REGISTRATION

m Epic - E-Learning - CLNINP0OO1
Overview of Hyperspace for C...

Course

iI Epic - E-Learning - ICU100 The PENDING REGISTRATION ) VIEW CLASSES
Epic Monitor Overview
Courze

iI Epic - E-Learning - INPO&0 PENDING REGISTRATION VIEW CLASSES
Overview of Patient Assign...
Course

iI Epic - E-Learning - INPO&1 PENDING REGISTRATION ) VIEW CLASSES
Documenting in Flowsheets
Course

iI Epic - E-Learning - CEOD2 PENDING REGISTRATION ) VIEW CLASSES
Viewing a Patient's Care Ev...
Courze

Classroom Training * Complete 4 of 4 i 7] '

Registerin.advance

iI Epic - ACA - Inpatient Nurse PENDING REGISTRATION ) VIEW CLASSES
100
Course

iI Epic - ACA - Inpatient Nurse (___ PENDINGREGISTRATION ) VIEW CLASSES
200
Course

iI Epic - ACA - Inpatient Nurse PENDING REGISTRATION ) VIEW CLASSES
300
Course

iI Epic - ACA - Inpatient Nurse PENDING REGISTRATION ) VIEW CLASSES
400
Course

13



Epic Training Validation & Registration Instructions

View and Select Available Class Sessions
From the employee’s curriculum, select the “View classes” button located to the right of the course that you

would like to register the employee for. Review available classes.

Complete 4 of 4

Classroom Training *
i‘ Epic - ACA - Inpatient Nurse (  PENDING REGISTRATION ) m
100

Course

You can use the “Start date” and “Location” filters at the upper left to select a specific class date or location.
After you have selected the desired date/location, click the “Apply filters” button to see only the classes that

you specify.

COURSE: EPIC - ACA - INPATIENT NURSE 100
Use calendar button to select a date and

click "Apply." This will display classes
that start on the selected date or later.

ENROLL .

—@ :
E- ClassID -
Instructaor

Narrow your results:

Start date:
E BJC Learning Institute Annex

Delivery type: Language : English Available seats : 21
Duration : 04:00 Waitlisted : 0
View detail Attachments » 19-MAR-2018 (7:00 AM - 11:00 AM CDT) >

Location:
Search. .. Q
[=® ClassID: ACAILTAD0D2 ENROLL
Instructor-Led
19-MAR-2018
BJC Learning Institute Annex
Available seats : 20
Waitlisted : 0
19-MAR-2018 (7:00 AM - 11:00 AM CDT) »

APPLY

Type a location and click
“"Apply." This will display

only classes held at a
particular place.
I - ACAILTADOD3 ENROLL

UCtor-Led
19-MAR-2018
BJC Learning Institute Annex
Available seats : 21
Waitlisted : 0

Attachments »

Language : English
Duration : 04:00
Use scroll bar or page arrows

to view additional class

< 1-100f176 | »

Use the blue “Enroll” button to select the class with the date and time appropriate for this employee. You will
see a pop-up window confirming that the employee has been registered for the class that you selected.

Repeat this process for each of the employee’s classes until all training requirements show as “Registered” on

their Epic curriculum page.

Classroom Training * Complete 4 of 4

R gy Ak o e

100
Instructor-Led

14
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Drop Registration from a Class

Though an employee has been registered for a particular class session, it is possible to drop the registration
and pick another class date and time. To drop a class session for an employee, find the title of the course that
needs to be rescheduled in the employee’s curriculum. Next, click the drop-down arrow next to “View
Summary.”

Classroom Training * Complete 4 of 4
=2 1E{F;::;: - ACA - Inpatient Nurse REGISTERED o VIEW SUMMARY
Instructor-Led

In the drop-down menu, select “Drop.” After this class has been dropped, make sure to register this employee
for a new class session at the desired date and time.

Make note of any of this employee’s other classes that may also need to be rescheduled. For example, this
employee is registered for Inpatient Nurse 200 class, and Inpatient Nurse 200 must be completed after
Inpatient Nurse 100. Verify that this employee’s Inpatient Nurse 200 class does not also need to be dropped
and rescheduled by clicking “View Summary” to review the selected Inpatient Nurse 200 class date and time.

Classroom Training * Complete 4 of 4

L_:‘: Epic - ACA - Inpatient Nurse - REGISTERET - W
100
Instructor-Led

[=8, Epic - ACA - Inpatient Nurse
200
Instructor-Led

EPIC - ACA - INPATIENT NURSE 200 - ACTIVITIES

NAME STATUS

1 () Mot evaluated
Room: Classroom 20
21-MAR-2018 (7:00 AM-11:00 AM CDT)

Registering an Employee for Duplicate Classes

Epic classes have been configured so employees can only register for one class session for each of their
classroom training requirements. For example, | cannot register my employee, Robert, for two class sessions
of Inpatient Nurse 100 at different dates and times. Robert is only required to attend Inpatient Nurse 100 class
one time, and cannot hold two seats in two separate classes. Holding two seats would prevent another
employee from attending class. To change the date of Robert’s registration, | must first drop his selected
Inpatient Nurse 100 class and then register him for another class session.

15
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Appendix

Super User Registration

Super User classes are not available in Saba until the employee has been assigned a Super User role in the
Validation Portal. When the appropriate Super User role has been assigned, employees will then be able to
use Saba to register for classes held during the Super User training period.

Super Users should attend classes during the Super User training period for all of the classes that they will be
a Super User for. Each Super User class contains the phrase “Super User” in the course title. Super Users
should attend any other required training classes during end user training.

If you are a Super User, but have not been assigned a role containing Super User classes in the Validation
Portal, contact us at EpicProgramTraining@bijc.org and/or EpicSuperUser@bjc.org.

Allow 1 -2 business days for the Epicl team to update new Super Users.

@ Epic - ACA - Inpatient Nurse Super User - 3186

E-Learning Complete 13 0f 13

m Epic - E-Learning - CLNINPOD1 VIEW CLASSES
Overview of Hyperspace for C...

Course

m Epic - E-Learning - ICU100 The ( PENDING REGISTRATION ) VIEW CLASSES
Epic Monitor Overview R
Course

Classroom Training * Complete 5 of 5

m Epic - ACA - Super User { PENDING REGISTRATION ) VIEW CLASSES
Inpatient Nurse 100
Course

m Epic - ACA - Super User (____ PEMDING REGISTRATION ) VIEW CLASSES
Inpatient Nurse 200

Course

m Epic - ACA - Super User { PENDING REGISTRATION ) VIEW CLASSES
Inpatient Nurse 300

Course

m Epic - ACA - Super User { PEMDING REGISTRATION ) VIEW CLASSES
Inpatient Nurse 400
Course

m Epic - ACA - Super User ( PENDING REGISTRATION ) VIEW CLASSES
Inpatient Nurse 500
Course

View Only Employees

Employees who view Epic but do not document in the EMR will be required to complete E-Learning modules, and may
also have in-person classroom training to complete.

This includes the following job roles:

¢ HIM View Only User e View Only — Soarian e View Only-Legal Services
¢ Retail Pharmacist ¢ View Only Research ¢ View Only-Radiology
e View Only - Clinical Coordinator

16
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Updated Jan 4, 2018
Completing E-Learning

As a reminder, make sure to launch Saba by using the Saba desktop icon or
your Google Chrome browser. E-Learning completion may be lost if using any
other web browser.

To complete E-Learning, find the module that you would like to complete and click the “View Classes”
button.

E-Learning Complete 13 of 13

m Epic - E-Learning - CLNINP0O1 PEMDING REGISTRATION
Overview of Hyperspace for C...
Course

m Epic - E-Learning - ICU100 The {  PEMDING REGISTRATION ) VIEW CLASSES
Epic Monitor Overview

Course

For each E-Learning, there will only be one “class” to select. Click the “Enroll” button.

COURSE: EPIC - E-LEARNING - CLMNINPOO1 OVERVIEW OF HYPER...
MNarrow your results: ;‘*’ Class ID : CLNINPOO1
Start date: Web-Based
E Language : English
Duration : 00:10
Delivery type: View detail  Attachments »
W
¢ 1-1of1 3

Location:

After these two steps are completed, the E-Learning module will load for you to view and complete.
E-Learning modules can be started and stopped at any time, and Saba will remember where you last
stopped watching. If interrupted, you can pause or exit and restart from the same place.

ssae EPIC PROGRAM
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