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Introduction to the SHARE Clinical Portal

Now that you have completed the SHARE training and received your ‘SHARE User ID’, follow
these step-by-step instructions to:

Log on to SHARE for Search for and find Access the patient's
the first time a patient lab results

NOTE: In order to verify that you can access Lab values in
SHARE you will need to have one or two Health Card
Numbers of patients with whom you have a care relationship
who has recently had lab work completed.

This introduction will also describe the tabs you have access to in addition to the “Patient
Search” and “Results” tabs and provide some general items of note.

Introduction to the SHARE Clinical Portal v1.0 (June 11, 2015)

[ 3




LOGGING IN TO ‘SHARFE’

Follow the Click on the Enter your Enter your You will You will
VMware SHARE icon SHARE User temporary now be then be

Horizon [orgoto ID - You password prompted taken to the
login guide* web must use to change Patient
address] lower case your Search

password** Screen

>

Y
Eé@ STEP 2:

SREE After you login through VMWare - this link will be on the External Desktop
BOTEE
{@ share Clinical Portal | | % - B - [0 e v Page~ Safety~ Toos~ @~ 7
=
Shar@®
] i
Welcome to the SHARE Clinical Portal.
Log In STEP 3-4
username: | |
Password: |

SHARE Online Training (LMS) Site

For Workstation Requirements to run SHARE click HERE.

February 2015 Update: All NSES ECG waveforms are available in SHARE for DHAs 1-8, IWK and Capital DHA (in addition to already existing textual reports) on the
Results tab. This includes the waveform images for Electrocardiograms, Stress Tests and Holter Monitors.

Please call the help desk (1-866-224-2555) if you receive this error: mckntauth.ocx - Unknown Publisher

Weekly downtime: SHARE is unavailable every Monday AM from 0200 to 0205 due to System Maintenance.

STEP 5

You must change your password before proceeding.

New Password: [ I ssword Tips

Confirm New Passwo I . Password must consist of only alphanumeric characters
. Password must start with a letter

3. Minimum password length is 8 characters

Click “update” to continue
Update Cancel

G0

*Follow the VMware Horizon Login instructions provided in the following document: 3.9 VMware Login
Instructions (SHARE)
**Your new password must be at LEAST 8 characters long and cannot use symbols (/*S@, etc.)
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‘PATIENT SEARCH’ TAB

NOTE: Please make sure that you have the patient Health Card Number(s) ready at this point.

Before you start...

Change your default Search Settings to search the Master Patient Index (MPI) by Health Card
Number (HCN) — this allows you to search all patients with records in SHARE using their HCN —
the most reliable patient identifier.

Select the Select "MPI" Then select
"edit" button as your "Save" - this
in the Patient "Search Type" will take you

Search box and "HCN" as back to the

your "Patient Patient Search
ID" Tab

~ STEP1 -

Shar@

SECURE HEALTH ACCESS RECORD
™y pnrtallsuspendlhelpllngnut <Selacts =
+ Patient Abbreviation
search Results | Facesheet cuide Helpful Tips | Communication | My Page

Module Support Name: GM Patient Search Module (version: HPP 13.2 Code: 72008554)

{Currently Saved User Preferences)

' Active € Recent Encounter

Default Search Type:

Default patiant ID number to ssarch by: O Medical Record Number ' Encounter Mumber

& Health Card Mumber ) € Other Number
Redirect Target: Results =

Redirect Module: Results Yiewer =
——— ] STEP3
ED) =
—

powere d b

MekEssoN | HORIZON
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Verify that Enter the If the HCN is Verify that Click on their
the "Search patient's HCN valid* and the you have the name - this
Type" is set to into the Patient has correct will take you

"MPI" and "Patient records in patient (check directly to the

the "Patient Identifier" SHARE** < Name and "Results" tab
ID" is set to box and click then their 8, Date of Birth)
n n n n ! =
HCN Search name will }m
display below

Search for a Patient

Shar@

SECURE HEALTH ACCESS RECORD

Lsb Only iz April 21, 2015 [my portal | [suspend site Gantrols: | <Select> -
Patient Abbreviation o o
search Results | Facesheet Guide Helpful Tips | Communication | My Page
| DATE FORMAT [ e Dy
[MM/DD/YYYY
Definitions: last refreshs 8114 (3) (=) (=)

Search Types:

MPI: (Master Patient Index), ALL patient registrations.

Active: Patients currently registered/admitted (NOT discharged).

Recent Encounter: Active and recently discharged patients (discharged within 4 days).

Search Options (4):

Medical Record Number (MRN): Include ALL leading zeros and uppercase letters.

Encounter (Account) Number: Select Recent or Active search type. Include ALL leading zeros and capital letters,
Health Card Number (HCN): NS numbers only. Use complete 10 digit number,

Other Number: Secondary Insurance Numbers (i.e. CF, WCB, Out of Province #),

= Custom Search by Number({4) lazt rafrach: 8:14 (= |
Search: @ MPI © active © Recent Encounter
Choose the patient ID number to search by:  © Medical Record Number  © Encounter Number @ Health Card Mumber ¢ Other Mumber

Enter the patient identifier and click 'Search”.
Search | Clear

shar(@©

SECURE HEALTH ACCESS RECORD
Lab Only :: April 21, 2015 my portal | |suspend Sike Controls: |<Select>

+ Patient ahbreviation
Search
Medical Record Number {(MRN): Include ALL leadi
Encounter (Account) Number: Select Recent or A
Health Gard Number (HCN): NS numbers onl

Results | Facesheet Helpful Tips | Communication | My Page

case letters.,
clude ALL leading zeros and capital letters,

lazt refresh: 8:17 (8) (=) (20

Encounter
ch by: © Medical Record Number  © Encounter Numbe

 Other Number

& Health Card Number’

2 Patients A gl LIS T STEPS 3-5
” | Patient Name & v\ MRN  Facility ¢ Birthdate Age
Visits LAST NAME, FIRST XX000000000 Cape Breton Health (CBH) F MM/DD/YYYY 40 v
XX000000000 WK Health Centre (IWK)
XX000000000 Capital District (Q)
XX000000000 asberdeen Regional (aRH)
XX000000000 Colchester Region. (CRH)

*If the patient’s name does not appear, verify that you have typed their HCN correctly.

**Not all patients have records in SHARE. If their HCN has been entered correctly but nothing comes up it is
possible that they have not had any lab results entered into SHARE. If you know that they have had lab work done
recently which should be in SHARE but results do not appear, attempt the second HCN. If that also does not work,
call the Service Desk to verify that your access is correct.
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‘RESULTS’ TAB

Change Results Settings
The “Results” tab will default to show results from the last 30 days; if you would like to change

this to show more or less:
Shar@ T
SECURE HEALTH ACCESS RECORD 4
Lab Only 11 April 21, 2015 [my portal | [suspend . . Site Contrals: | <Selact> =
P e ; Enter the amount of days you wish to view
Soarch |® Results |Facesheet Cuide Helpful Tips | Cammun| results for (f"om today’s date “gO back” 1
Appendix | 4
Sl »
e ST B e = ) 9999 days) then click “Refresh
Results types [ALL ncﬁy A B T es |
¥ start On: |U4/21/2015 Go Back: [3000 " Mew results I Today's results kg2 55
Show, Selected Results 4 Item Search: | Cleartf]  Refresh
v RsltLvl Gollected Links Images Item (Order Number) tatus History Accession
[ m] 10/23/13 12:13 SODIUM Final IWK20132310: CO0007R
[ m] 10/23/13 12:13 POTASSIUM Final y@ IWK20132310: CO0007R |

You can also change the default settings (for example: if you know you will always want to view
at least 90 days of history you can set SHARE to automatically show that):

Select "Save" -
desired this will bring
you see number of you back to
"Display days to display the "Results
Options" (between 1 Viewer" tab
select the and 9999)

"Start on and
Go Back" box

~ STEP1 -

Select the Scroll down Type in your
"edit" button the page until

above the
"Results

Viewer"

Default Date Range: If "Encounter Date Range” is chosen, then data for the selected encounter is displayed.
If "Start On and Go Back # Days’ is chosen, then data within the past # days from the Start On date is

displayed, regardless of encounter.
(@] Encounte_r Date Rirlqe

Display New Result Orders Default: Display All Results  ~
Display All Results -

Display Todays Result Orders Default:
Sort Results By Test Date ~

Sort Results by Test Date or Test Class:
@ All test classes ) Edit Preference

Test classes to display: (as defined below)
as defined below

?
@ Start On and Go Back: 365
STEP2-3 b= (oo )
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Viewing Lab Results/Results
After you select the patient record you will be directed to the ‘Results’ tab (See below).

(€ share Clinical Partal

Shar@®

SECURE HEALTH ACCESS RECORD
Lab Only :: #pril 21, 2015

my portal

ahbreviation
Guide

Helpful Tips

Communication | My Page‘

Results Tab

BCE

‘ gm v Pagew Safety v Tods~ @- ke

Patient| . Results |Faceshest
Search
i |

=l

gite Contrals; | <Selects -

Patient: ILAST NAME, FIRST; MRN

= [[- 1| Encounter: |Date (MM/DD/YYYY); Physician LAST NAME, FIRST

g

—

IV Start On: |04/21/2015

Go Back: [3000 DaysflT Mew results [T Today's results [T Sort results by test class

The Patient’s Information will
display at the top of the page

[E=showrSelectasResuIts==] S Shuw=All Rglts Ttem Search: ] Clear Refresh I
@ RsltLvl Gollected Links Images Item (Order Number) Status History Accession
[m] 10/23/13 12:132 SODIUM Final y@ IWK20132310: CO0007R
[ m] 10/23/13 12:13 POTASSIUM Final y@ IWK20132310: CO0007R
[ m] 10/23/13 12:13 CALCIUM TOTAL Final y@ IWK20132310: CO0007R
[} 10/23/13 12:13 If you changed PHOSPHATE Final & I4K20132310: COO007R
[ m] 10/23/13 12:13 MAGNESIUM Final y@ IWK20132310: CO0007R
[m] 10/23/13 12:13 the date range LDH Final & IyWWK20132310: CO0007R
[ m] 10/01/13 14:54 the correct ALPHA FETOPROTEIM Final IWK20130110: CEODDOLR
[ m] 10/01/13 1454 . CORTISOL Cancelled y@ IWK20130110: CEQDDOLR
r 10/01/13 14:54 number will ESTRADIOL Final IWK20130110: CEODOO1R
[ m] 10/01/13 14:54 dISplay here FREE T4 Cancelled y@ IWK20130110: CEODDOLR
[ m] 10/01/13 14:54 FOLLICLE STIM. HORMONE Final IWK20130110: CEODDOLR
[m] 09/26/13 14:07 = = Electrolytes Final Q
Show Selected Results 1 Show All Results ‘
[Bsck to Top) =

To the left of each result in the “Results Viewer” section you may see coloured flags — each
flag’s meaning is explained below:

Indicates if you have viewed the result:

You have viewed the result.

New result that you have not yet viewed; after you have

SRTEEORRMAT viewed the result, the icon is removed.

MM/DD/YYYY

Significant or Abnormal result that you have not yet

Results Viewer |
viewed.

Results types ALL Ancillary  ~_flesult test clas Significant or Abnormal result that you have viewed.

EEEE B°

[¥]Start On: 02/17/2015 Go Back: 999
I Show Selected Re)tudﬁ I I Show All Results I
+@ ((RsitLvl Y Collected Link Panic-status result that you have not yet viewed.
0| 02/17/15 15:07
[ 02/17/15 15:01
v |l 02/17/15 14:49 Panic-status result that you have viewed.
[&] 02/17/15 14:49
B 02/17/15 14:49
0\ 02/17/15 14:49
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To view a specific result simply click on the hyperlink (blue underlined) title in the “ltem”
column.

(Z)(=dit) Results Viewer last refresh: 11:47 (&) (=) ()
Report for LAST NAME, FIRST (MRN)

Results types ALL Ancillary = Result test classes All Test Classes -

| start on: 02/24/2015 Go Back: 999 Days [[] New results [[] Today's results [] Sort results by test class

[ Show Selected Results ] [ Show All Results Item Search: Refresh

v&  RsliLvl Collected Links Images Item (Order Number)
vV 02/24/15 11:30 GLUCOSE RANDOM . Click here to expand the result  J2402:cHooo11R
=] v 02/24/15 11:00 GLUCOSE RANDOM '402:CHDOD10R
=] 02/24/15 10:00 GLUCOSE RANDOM Final CBR2015ET2402:CHDO009R
[} [New ] 02/24/15 09:00 GLUCOSE RANDOM Final CBR2015ET2402:CHOD008R
B [Nev 02/24/15 08:00 GLUCOSE RANDOM Final CBR2015ET2402:CHOD007R
(=] [New ] 02/17/15 15:07 PARTIAL THROMBOPLASTIN TIME Final CBR2015ET1702:CGO0004R
=] 02/17/15 15:01 GLUCQSE AC Final CBR2015ET1702:CHOD010R
B [Pan ] 02/17/15 14:49 GLUCQSE RANDOM Final CBR2015ET1702:CHOO009R
(=] 02/17/15 14:49 SODIUM LEVEL Final CBR2015ET1702:CHOD009R
=] 02/17/15 14:49 POTASSIUM LEVEL Final CBR2015ET1702:CHOD009R
=] 02/17/15 14:49 CALCIUM, TOTAL Final CBR2015ET1702: CHDO009R

I Show Selected Results ] I Show All Results ]

(Back to Ton)

You will be redirected to the Lab result (see below). If you would like further details, select the
“Test” link* and a separate window will open to give you more details about the test result.

(2 1(=dit) Results Viewer last refreshs 11:58 (&) (=) ()
Report for LAST NAME, FIRST (MRN)

aJResufts Ust]  gelect All Tests  Check 5 on All Selected

== o
Check 5 on Selected Components for GLUCOSE @ httpy/shareportaltestashealth.cafjavex portlet ipsto1 7127 2faeTdlbe... | =) IE
TEST: GLUCOSE RANDOM < e .

Collected Date & Time: 0324715 11:30 Click “Test:” link here to expand
ollected Date & Time: : Patient Name: LAST NAME, FIRST (MRN)
Result Name Results Units Reference Range
GLUCOSE R—\HDOPI-'\. ) 15.0H ] ) mmol/L ) 3.S.'6‘1 i\ TEST: GLUCOSE RANDOM
Other Clinicians who have viewed this Result in Portal or Rounding Collected Date & Time: 02/24/15 11:30
Reported from Source System Date & Time: 02/24/15 11:36
aJResuts Ust]  select All Tests  Check 5 on All Selected System Recorded Date & Time: 02/24/15 11:36
REPORT STATUS: Final
FACILITY: Cape Breton Healthcare Complex (]
Patient: LAST NAME, FIRST
*Not all tests have this option, some will display all | |
CLOSE
of the releva nt information |mmed|ate|y IF this result is printed, it is not audited and is not
° I recommended for Medical Record purposes. |

You can sort and filter your results in the Results Viewer by clicking on the title of any of the
columns. A small black arrow will appear beside the name —if it is pointing up then your list has
been sorted in Ascending Order by the contents of that column; if it is pointing down it has
been sorted in Descending Order.

To go back to your “Results Viewer” list either click on the “Results List” button at the top left
hand side of the lab result or click on the “Results” tab at the top of the page.

Do NOT navigate in the SHARE Portal with the browsers’ “Back” and “Forward” buttons. You
will be taken out of the portal.
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If you would like to search for a specific type of lab result:

Go to the Type the Select
"Iltem result/lab "Refresh"
Search" test you

box want to
find*

Shar@®
SECURE HEALTH ACCESS RECORD
Lab Only :: April 21, 2015 site Controls: [<Select> o]
gzg?g}: + Results ‘ Faceshest Abbéi‘(éitmn ‘ Helpful Tips | Compmunication | My Page|
Appendlx\
Patient; [LAST NAME, FIRST; MRN =1 || | Encounter: |Date (MM/DD/YYYY); Physician LAST NAME, FIRST STEP 1-2
Results types [ALL ARCWlary ] Result test classes [A Test Claszas =] 4
W Start On: |04/21/2015 Go Back: [3000 Days [~ Mew r I
Show Selected Results ‘ Show All Results | Item Searchl
@ RsltLvl Collected Links Imag Accession
[ ] 10/23/13 12:13 SODIUM : COO007R
[ ] 10/23/13 12:13 POTASSIUM = CO0007R
r 10/23/13 12:13 CALCIUM TOTAL o STEP 3 CO0007R
[ ] 10/23/13 12:13 PHOSPHATE > CO0007R
(] 10/23/13 12:13 MAGHESTUM B CO0007R
(] 10/23/13 12:13 LOH i) IWK20132310: COOD0TR.
(] 10/01/13 14:54 ALPHA FETOPROTEIM Final IWK20130110: CEOOOO1R
(] 10/01/13 14:54 CORTISOL Cancelled B IWK20130110: CEOOOO1R
(] 10/01/13 14:54 ESTRADIOL Final IWK20130110: CEOOOO1R
(] 10/01/13 14:54 EREE T4 Cancelled ’% IWK20130110: CEOOOO1R =
(] 10/01/13 14:54 EOLLICLE STIM. HORMONE Final IWK20130110: CEOOOO1R
- 09/26/13 14:07 Electrolytes Final Q
Show Selected Results Show All Results
Back to Top) 4

*Sometimes SHARE test result names are not specific or the same as what you would expect. You may have to
make your search vague or scroll through to see how that test is named before filtering by item. Any Item Search in
SHARE brings up any result with the text you have typed in the result title (e.g., if you type “GLU” into the Item
Search you will see results for anything with “GLU” in the name — “GLUCOSE”, etc)

CONFIRM YOUR ACCOUNT SETUP

If you have been able to search for and find your patient, have been taken to

the results tab, and if your SHARE Desktop looks the same as the image above

let your Pharmacy Owner/Manager know so they can confirm your account
setup with the Department of Health and Wellness.

The information provided after this point is for your reference.
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OTHER TABS

Facesheet

This section hosts the demographic information for your patient from every visit recorded in
SHARE — displaying the most recent visit initially or the current visit you are viewing.

This section is helpful, for example, if you are having a hard time contacting your patient and
want to verify that their phone number is correct in your records.

SAar©E

SECURE HEALTH ACCESS RECORD

Lsb Only i1 April 21, 2005 [my portal | [suspend) Site Controls: [<selecs |
g:?;; Results |+ Facesheet Abhéi\{é:tmn Helpful Tips | Communication | My Page

Patient: |LAST NAME, FIRST; MRN El ncounter: |Date (MM/DD/YYYY); Physician LAST NAME, FIRST -

(Z)(dit) Custom CM Facesheet Iast refrash: 7:96 (51 (=) (=)

Facility: Cape Breton Healthcare Complex
Report for LAST NAME, FIRST (MRN)

NAME : LAST NAME, FIRST ADM DATE/TIME : 03/20/2015 11:43
ADDRESS #1 E SERVICE i

ADDRESS #2 H ADDRESY PTTYPE : Emergency

CITY E

DIS DATESTIME: : 03/23/2015 00:00
14D

PROV/POSTAL L
OONTY " DISCHG DISPOS .

PHONE (H) : (XXX) XXX-XXXX MRN # | XX00000000 Drop down this menu to select
PHONE (W i ACCOUNT # D th ¢ ¢ i
OPTo0 e HC # : other encounters — to veri
FIN CLASS : BIRTHDATE : /DDA fy
ACCIDENT SEX 1 Female ici 1
ACCIDENT DT ETHNIC ORIGIN : demographlc |nf0rmat|0n
ARRIVAL MODE MARITAL STAT  unknown

Patient’s phone

ADMIT MD number will CONSULTMD #1

ATTEND MD . CONSULT MD #2
PRI CARE MD d|sp|ay here CONSULT MD #3
REFER MD CONSULTMD #4
ER MD CONSULTMD #5
SHARED MD

Abbreviation Guide
The “Abbreviation Guide” tab lists all of the abbreviations in SHARE results and lists and what
they stand for (e.g., site, hospital, health district codes).

Shar@

SECURE HEALTH ACCESS RECORD

Lab Only 11 April 21, 2015 [my Site Controls: | <Select= |
Patient Abbreviation q a
[ Results |+ Faceshee| Guide elpful Tips Cummumcatmn‘My Page

Helpful Tips
This section holds the data scope, outlining how far back the results in SHARE will go — 2010 for
Halifax and IWK, 2012 for all other areas of Nova Scotia.

Shar©

SECURE HEALTH ACCESS RECORD

Lsb Only 1 April 21, 2015 my portal | [suspend| [hel log out Site Controls: | <Select> =]

Patient| oo cults [+ Facesheet | APPTSVISMO
Search

Guide Helpful Tips fCommunication

My Page
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Communication
In this section you will see updates and information from the SHARE technical and project
teams regarding the SHARE Clinical Portal. This could include information about new features,

updates on major issues or resolutions, etc.

SECURE HEALTH ACCESS RECORD

Lsb Only 1 April 21, 2015 [12gout] Site Contrals: [<Select> ]
E‘:g?:': Results |+ Facesheet Abbéi\:é‘ztmn Helpful Tipdl| Communication @My Page
This is a customizable page to use as a resource for yourself in SHARE.

SECURE HEALTH ACCESS RECORD

Lab Only 11 April 21, 2015 Site Contrals: | <5elect> -]
pEIdE Results |+ Facesheet SRR Helpful Tips | Communicatiol |

Search Guide

It includes a “Favourites” section to save useful links directly in SHARE to avoid closing out or

minimizing SHARE while performing a search.
There is also a comments box in this tab — comments or suggestions entered here go directly to
the technical team and can be made anonymous (select the “anonymous” box below the text

box).

Site Controls
This section allows to you navigate around the SHARE Portal and change certain settings

including your Password.

SECURE HEALTH ACCESS RECORD

Lab Only 11 Apri 21, 2015 [my portal L Sia Controle: [sless o] _.]
Patient Abbreviation A a
[ Results |+ Facesheet Guide Helpful Tips | Communication | My Page
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PRINTING IN ‘SHARFE’

NOTE: Because information is continually being added to SHARE, anything you
print is a snapshot of a “point-in-time”.

You are encouraged not to print from SHARE, but if you do you will see a
“SHARE” watermark.

Anything you print is NOT to be shared — with patients or other clinicians —

or filed; it is to be used for reference only and shredded immediately after
use.

The Print option is at the top of every “box” or section in SHARE. To print a result or a section
within SHARE for reference simply open that result (or scroll to the section you want) and scroll
to the top* of that section —the green bar with the title — and selecwrint” icon.

= B D

A printer properties window will open. Verify that the correct printer is selected and print the
section.

Shar@®

SECURE HEALTH ACCESS RECORD

Lab Only :: April 21, 2015 [my portal | (suspend

site Controls: | <5elacts -
Patient abbreviation
search Results | Facesheet Guide Helpful Tips | Communication | My FPage
DATE FORMAT last refresh: 8:14 (=1 (2|
MM/DD/YYYY
—

Definitions: last refrash: 5fla (@) (&)
Search Types:

MPI: (Master Patient Index), &LL patient registrations.
Active: Patients currently registered/admitted (NOT discharged).
Recent Encounter: Active and recently discharged patients (discharged within 4 days).

This print icon will print everything
Search Options (4): from the green line down.
Medical Record Number (MRN): Include ALL leading zeros and uppercase letters.

Encounter (Account) Number: Select Recent or Active search type. Include ALL leading zeros and capital letters.
Health Card Number (HCN): NS numbers only. Use complete 10 digit number,

Other Number: Secondary Insurance Numbers (i.e. CF, WCB, Out of Province #)

Custom Search by Number(4)
Search: @ MPI © Active © Recent Encounter
Choose the patient 1D number to search by:

lzst refrash: DiL4

 Medical Recard Number  © Encounter Number @ Health Card Number ¢ Other Mumber

Enter the patient identifier and click 'Search”:
Search Clear

*The print option will print everything in the section below the icon on the screen. Make sure that you select the
correct print icon.
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END SESSION (LOG OUT and CLOSE ‘SHARE’)

To protect patient privacy and avoid unauthorized persons accessing the information available
in SHARE you must log out whenever you are finished with SHARE.

To close your session in SHARE all you have to do is select the “log out” button at the top of

your page.

SECURE HEALTH ACCESS RECORD
Lab Only 11 April 21, 2015 [my portal | [suspend] [help]

Patient &bbreviation
=oarch Results bFal:esheet| cuide

NOTE: Do not select “suspend” or close your browser window to exit.

L

Helpful Tips | Dmmum:atlon|My Page‘

In order to avoid leaving your session logged in accidentally, you can go the “Site Controls” and
select “My Preferences” to change the settings to automatically log-out if you have been
inactive or away from your computer for 5 or 10 minutes.

RESOURCES and TROUBLESHOOTING

If you are experiencing issues with SHARE or your access (i.e., forgot password, or have been

locked out) contact the Service Desk at 1-866-224-2555.

There are also resources available through SHARE directly on the “My Page” tab. Select “SHARE

FAQs” document.
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