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2.4 Managing Service Personnel List

This training guide is to help Service Leaders in managing their personnel list in various service
applications and forms. When managing personnel lists, Service Leaders can edit employment status,

primary and additional job roles, staff positions and permissions, remove personnel and approve
affiliation requests.

Users that need their personal profile updated (e.g. email or mailing address) must log into their
personal account to do this.

To see a description of staff positions / permissions, see Guide 2.4 Service Position & Permissions
Definitions.

Procedure

Opening a personnel profile for editing:
1. After clicking the Edit Icon next to a staff member’s name, their profile opens at the
bottom of the staff list.

a. You can open multiple staff profiles to edit them all in one go. Each will open at the
bottom of the list. This makes knowing which person you are editing a challenge until
you get used to the layout.

b. We recommend doing one at a time until you get comfortable with this format.

Employment Primary Job P - Employment Start Employment End
User sk e Other Responsibilities Position SR Dot
’ Patient Care
G Aemt 1Test (Test-2020-79784) Full-Time Proithr Patient Care Provider

tor/Manager, Patient Care g < i
< ~ - Deputy or Assistant Director or Chief
Click the Blue EditIcon (% pity

DW to open the profile below N Authorized Representative and EMS License
§876913) i Signer

*User: Test Instructor 1Respond (TEST 9876913)

G NB Test 1TestAccountB3 (35696)

*Employment Status: Select Employment Status v
*Primary Job Role: | | select Primary Job Role i
*Other Responsibilities: | [_] Patient Care Provider [_] Fire Suppression [_| Rescue Provider [_| Driver/Pilot [_] Training Officer/Preceptor [_] Officer/First-Line Supervisor

[] Administrator/Manager [_] Administrative Support / Biller [] Law Enforcement [] Air Crew [_] Wheelchair Van Driver [_] Other (Not Listed) [] Not Applicable
[[] Not Recorded

Position: Authorized Representative and EMS License Signer

[] Billing Staff - Internal Service Staff
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Editing a Staff Member

1. Click the edit icon G next to the person’s name. The staff member’s employment profile will
open at the bottom of the staff list for editing.

2. Once you have edited a staff members employment profile, click the done button at
the bottom of the staff profile

3. Any staff profile that showing the alert icon 0 means required information in the profile is
missing.

a. An Alert Icon shows for each field missing information for an individual.

b. The form cannot be submitted until all missing information has been entered.

User ESlomca Prismary foh Other Responsibilities Position H
Status Role D
: Patient Care
G Aemt 1Test (Test-2020-79784) Full-Time Patient Care Provider
Provider
" Administrator/M , Patient Car
G NB Test 1TestAccountB3 (35696) Part-Time Fire Suppression ProTilgler SRl R Deputy or Assistant Director or Chief
G Test Instructor 1Respond (TEST o o o | Aythorlzed Representative and EMS License
9876913) Signer

4. |If a staff members general profile needs to be updated (e.g. email or address), the staff member needs
to log into their own user profile in RespondNH to make those updates.

Removing Personnel

1. ATTENTION: Please do not remove individuals with the following positions!

e Medical Director / Medical Director - Secondary Services

e Hospital Coordinator / Hospital Coordinator - Secondary Services
e [State Use Only] Hospital or Billing Co Staff

e [State Use Only] State Staff

e [State Use Only] Researcher

a. These positions are related to your MRH agreements, billing access, or state
administrators and are linked to TEMSIS / NHESR Elite.

b. To remove or change them, please contact the Division of Fire Standards and Training at
EMSlicensing@dos.nh.gov or NHESR@dos.nh.gov

2. When removing a user from your service, they will disappear from the personnel list as soon as

you click @.

a. Once you have removed them in the form, there is no record of the person having been
on your service or removed in this application.
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b. To solve this issue, type their name(s) in the memo box at the top provided for this
purpose for later reference.

c. You can still a view of personnel who were previously on your service in your service
user list in TEMSIS / NHESR Elite. Use the filters to see inactive agency status.

/0

3. Click the edit icon D next to their name in the staff list

4. Navigate to the user's profile at the bottom of the page and then click the ’M remove
button at the bottom left of the user’s profile. Epone Elremouir——

5. The staff member will immediately disappear from your personnel list.

6. If you mistakenly removed someone, they will need to request to be re-affiliated from their
own user profile (see adding personnel below).

7. The user has now been removed from your services RespondNH and the change has also
synchronized to TEMSIS / Elite and will be viewable in about 10 minutes.

Adding Personnel

1. Personnel affiliation requests cannot be initiated from a service application.

2. Personnel affiliation requests must be initiated by the user from their personal RespondNH
profile using the “Request a New Service Affiliation” application. This insures both the user and
the service leader have both approved the affiliation.

3. Once they have submitted the application requesting affiliation,

a. All Authorized Representatives and EMS Signers for your service will get an email
notification that an approval request is pending.

b. Any of the Authorized Representatives for your service can then log into RespondNH
and approve the request. Once one person has done this, the “Review” task will clear
from your Applications to-do list in RespondNH.

c. To approve, log into RespondNH and click on “Review” under the Applications panel on
the left side.

3 Wy Kocouit Available Applications

Begin a new application, or click one of the links in the left menu to work with an application you have already begun
My Report

N My Applications | Service Applications
=" Applications —

Lonfnte: il 1Test Jr, Paramedic Super (35786)

‘ Advanced Emergency Medical Technician

Issue Date: 09/17/2021
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d. Search for “Request a New Service Affiliation — (Persons Name)

Request a New Service Affiliation - (1TestAccountB, 1ADD 1)

e. Click the Start button to the right of the approval form name to open the form.

W Request a New Service Affiliation - (1TestAccountB, 1ADD 1)

Status: Submitted - Pending Additional Forms Initiated On: Oct 12, 2021
Number: Issue Date: Click "Start” to
Level(s): Expiration Date: Approve the request

Forms: 0 of 1 completed

Form Requested Completed Action

[Service Affiliation Request - Service

Oct 12, 2021 B start
eader Approve or Deny ’

f.  Mark your approval or disapproval and submit the form.

Service Affiliation Request - Service Leader Approve or Deny

Service Leader Affiliation Approval/Denial Form

w Section 1: User Requesting Affiliaiton

First Name: 1ADD

Middle Name: 1

Last Name: 1TestAccountB

Suffix:

Birth Date: 1/2/1900

i

With the following service:

Service: 1A -TEST EMS Agency A (T911)

*Do you approve of the affiliation request?

() Yes () No

g. This form should now drop from your Review list.

4. Assoon as an Authorized Representative approves the affiliation request, the user appears on

your services RespondNH personnel list and they are synched to TEMSIS / NHESR so they are
available to be added to EMS and Fire Reports in TEMSIS / NHESR.
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