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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 information

NOTE: In order to verify that your SHARE access has been
created successfully 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 “Personal Worklist” tabs and provide some general items of note.
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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 tochange | o~ Personal
address] lower case your £ Worklist Tab

password**

>l—

Y
Eé@ STEP 1:

SREE After you login through VMWare - this link will be on the External Desktop

©lipitecl)
[3teriiel)

& share Clical Portal | Za ~B) - [ o - Page~ Safety~ Tooks - (@~

Shar@®©

|

_ SECURE HEALTH ACCESS RECORD
[ E

Welcome to the SHARE Clinical Portal.
Log In STEP 2-3

Username: |]

Password: I

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 4

You must change your password before proceeding.

New Password: [ I assword Tips

. Password must consist of only alphanumeric characters

Confirm New Passwo |
. 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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‘PERSONAL WORKLIST TAB

NOTE: You will only see patient records in your Personal Worklist if you have an Administrative
Staff Member with SHARE access to assign patients to your worklist.

Shar@®

SECURE HEALTH ACCRSS RECORD

[suspend] [heip]
Patient| Search by o Personal | Abbreviation
caarch | Enact Name | F2cesheet| (omnns e | Helpful Tips | Communization | My Page

No patients +[fi <[]

Mo patient selected, Please select a patient.
MMADD YV
LM ean)

=Y oD

Quner: | Administrative staff 1, Test 7| Lisu |LOMG TERM CARE FACILITY = Add Al Patients £dd|Gurrent Patient

I Gearch by Fallow-up Diste:

© Dater € Days Forward: € From: | Tor |
Wiew List Rezults

Cwner: Administrative staff 1, Test List: LONG TERM CARE FACILITY
@ Patient Name
ADD, HAROLD:

DOUEBLE, DOUBLE
FIREFIGHTER, SALLY
FIREFIGHTER, SAMANTHA
MEWSHARE123, HUMBER
UPFIFTEEM, AMNA PATRICIA

Follow:-Up Date

z
3
|

Select “edit” and/or “Options”
to change the number of
default days/tasks to display

aooanan
[l
ol | o |of o e

A

Miew Al | pod Task | Gptans

Subject[L-Lafl)

- Send orlncsc emans Ao b

Wiew All | pod Task || Gptians|

Task List Portet » Edit Options r |
Change the number of days

and/or Tasks to display by

Full Task List:  Display |10 7| tasks per page, .
play %sap;_ using the drop-down menus
| Update  J| cancel H

\(

Main ¥iew: Cisplay up t-:-|3 *| tazks.

When you'’ve finished select
“Update” and this will bring you back
to the “Personal Worklist” Tab
(Selecting “Cancel” will also bring you
back to the “Personal Worklist” tab)

\_
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| Selecting the “View All” option at the bottom of the “Task Portlet”

section of the Personal Worklist will open the page below which
allows you to review and update all of the tasks assigned to you.

lmnwp.u|| Add Task | Gptians

—

Ne patients ) 1]

Task List Portet » Tasks 1- 10f 1

| = Subject Due Dekte

= Send printscreens for Ales mezams I

sekct

! a dign ® o« wormal ¥ aiom ¥ aComakos Al

Return to Maln Vikew | Add Task | Qptlans Delere Crecued |

| Selcting the “Add Task” button will open the page below. This will

allow you to create tasks.
Viewr All I.Mld Task !I Opthons

Task List Portlet » Add Tash

—

Priacky: | Mormal  x oue oae: [77/23/2015

Deta i
I Save Save & Add Another Cancel

Z/ \

When you’ve finished select “Save” Selecting “Save & Add Another” will
and this will bring you back to the save your task and refresh this page
“Personal Worklist” Tab to allow you to create another task

(Selecting “Cancel” will also bring you back to
the “Personal Worklist” Tab)

\.
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‘COMMUNITY MED PROFILE’ TAB

How to Access the Drug Information System from SHARE

The “Community Med Profile” Tab links directly to the Drug Information System (DIS) —in order
to access this information you will need to have a DIS login:

Select the A new Enter your
"Nova Scotia Window DIS Login

Drug with the DIS information
Information Portal will to access

Portal" link open

[my portal ]][susuendmhelu]lllnguut |

+ Community Med Profile

Personal
Waorklist

- DOUBLE, DOUBLE ; KD7002982 m 04/14/2014; 03/09/2015; ORLIK, HERBERT ﬂ
MM/DD/YYYY

Abbreviation

Facesheet @il Helpful Tips | Communication | My Page

Nova Scotia Drug Information Portal I -

powere d b

MEKESSON ‘ HORIZON

(& Drug Information System Portal

5 v B - (=) f= - Page~ Safety~ Tooks - @@-

NOVA SCOTIA

STEPS 2-3

Follow the “Community Med Tab — DIS Getting Started” guide to use the DIS Portal.




Do NOT navigate in the SHARE Portal with the browsers’ “Back” and “Forward” buttons. You
will be taken out of the portal.

CONFIRM YOUR ACCOUNT SETUP

If you have been able to log in, have been taken to the personal worklist and

community med profile tabs let your Pharmacy Owner/Manager know so

they can confirm your account setup with the Department of Health and
WEIRESS

The information provided after this point is for your reference.

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.

Shar©E

SECURE HEALTH ACCESS RECORD

Lsb Only : April 21, 2015 [my portal | [suspend Site Controls: | <Salacts =

+ Community Med Profilfl |Facesheet

Patient: |LAST NAME, FIRST; MRN

(2)(=dit) Custom CM Facesheet last refrazh: 7:56 (&) (=) (20

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 * ADDRESS SERVICE i

ADDRESS #2 H PTTYPE 1 Emergency

CITY E DIS DATEFTIME: : 03/23/2015 00:00
8 4D

LOS
DISCHG DISPOS

£000X) X00X-XXXX MRN # 1 XX00000000 Drop down this menu to select
- ACCOUNT # + CB9999999/99
' a HC # 19989999999 other encounters — to verify
FIN CLASS BIRTHDATE : MM/DD/YYYY
ACCIDENT SEX : Femnale ici 1
ACCIDENT DT ETHNIC ORIGIN demographic information

ARRIVAL MODE MARITAL STAT unknown

Patient’s phone
number will

ADMIT MD CONSULTMD #1
ATTEND MD . CONSULTMD #2
PRI CARE MD display here CONSULT MD #3
REFER MD CONSULTMD #4
ER MD CONSULTMD #5
SHARED MD
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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).

SECURE HEALTH ACCESS RECORD
Lsb Only @ #pril 21, 2015 suspend Site Controls: | <Salacts =
o : Persorfl [ Abbreviation
+ Community Med Profile | Facesheet warkl Guide elpful Tips | Communication | 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.

SECURE HEALTH ACCESS RECORD
© Community Med Profile | Facesheet 3\?;;:2‘ Ahhéi\:d‘ilm Helpful Tips | Rommunication | My Page
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.

Shar@

SECURE HEALTH ACCESS RECORD

Lab Only @ April 21, 2015 my portal | [suspend| [ help| |[logout

. : Persanal | Abhreviation I I
& Community Med Profile | Facesheet Warklist Cuide Helpful Ti Communication [y Page

Site Contrals: | <Select> |

My Page

This is a customizable page to use as a resource for yourself in SHARE.
shar(@

T Crr—
+ Community Med Profile | Faceshest Pweéffh”j Abbéi“’éa;‘c'” Helpful Tips cDmmumcatmﬂm

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.

Shar©

SECURE HEALTH ACCESS RECORD

Lab Gnly 11 April 21, 2015 [;y parial L om Conirales [ costets o]

Fersanal | Abhreviation
Worklist Guide

+ Community Med Profile | Faceshest Helpful Tips | Communication | My Page




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 ©nly 11 April 21, 2015 my portal | |suspend
Personal | shbreviation
worklist Guide

Site Controls; | <Select= -

Jb Community Med Profile

Facesheet Helpful Tips | Communication | My Page

DATE FORMAT

last refrach: 8114 (=) (27
MM/DD/YYYY

[r—
Definitions: last refrash: ol (2) (=
Search Types:

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

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

Recent Encounter: sctive 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 letfers.

Encounter (Account) Nurmber: 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 ID number to search by:

" Medical Recard Number  © Encounter Number @ Health Card Mumber ¢ 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.

Snar@

Lsb Only t &pril 21, 2015 my portal | |suspend

Fersonal
worklist

A b N———
Guide

+ Gommunity Med Profile | Facesheet E\pfu\ Tips | Communication | My Page

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

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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