Sharing Groups

This is the first tab to display in the Provider Groups arca. (See Figure 1-3)

o—limmn-q Croups

Sharing Group Search

Search for Shanng Groups By using keywonds from thas Group nams o descnpien
G_Hlﬂith |

Saaich Craate Raw Grésngs

6 6 6

1. The Sharing Groups area is initially displayed. (1)

2. To locate a sharing group, enter key words in the Search field (2) and click Search (3.) Key words
may be words in the group’s name or words found in the group’s description. Click Clear (4) to

empty the search field and begin a new search. Click Create New Group (5) to add a haring roup.

Sharing Group Search

Search for Shanng Groups By using keywords from thes Group name or descnphen

Soarch &
Sararch Chear Create Hew Group
o—l Sharing Group Search Resulis
limupTD L ETE Contact Diade Craated Lot Upsdated
Mo Contact R e R ey
addo Croup Mo Conbact 5217 1) T Doy

".':l‘i-clhﬂrll: 1-Fof 2
Figure 14

3. After initiating a search, Sharing Group Search Results (1) (Figure 1-4) displays. Click the Red

X icon X (2) to delete a sharing group (a confirmation screen will display). Click the Edit icon *
(3) or the Name or Group ID (4) to modify the selected group.
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4. When adding a new sharing group (after clicking Create New Group) the Sharing Group Profile
(1) screen (Figure 1-5) will display. Enter a Group Name (2), a Description (3), and select a

Sharing Group Type (4.) The Group Type is Public or Local. Selecting Public will make the group
available to all users. Selecting Local will limit the use of the group to a provider and subordinate
providers.
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Selecting Local as the Sharing Group Type (1) (Figure 1-6) will result in the display of the Access
Level Provider field (2.) Click Search (3) to select a provider. Click My Provider (4) to assign
the user’s provider as the Access Level Provider. Click Clear (5) to reset the field.

Note: The Sharing Group Type and the Access Level Provider cannot be
altered after the sharing group is saved.

Click Save (6) (Figure 1-6, and in Figure 1-5) to retain the entered information. Click Save & Exit

(7) to retain the information and return to the previous screen. Click Exit (8) to return to the
previous screen without retaining the entered information.
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Figuae 1-7
After a sharing group is added, or when a sharing group is accessed in edit mode (by clicking the Edit
icon) Sharing Group Profile (1) and Sharing Group Providers (2) (Figure 1-7) will display.

On this screen, the Group Name and the Description may be altered. If changes occur click Save to
retain the changes.



