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Module 1: Logging In

Learning Objectives
After completing this module, the student will be able to:
1. Log into HC Standard®.
2. Set up a password recovery question and answer.
3. Recover a password.
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Logging In
Open a web browser

l Enter your HC Standard® URL into
browser:

l If your computer does not
have the latest Microsoft
Silverlight plugin, you will be
prompted to install it

l Enter the Username and
Password provided by your system
administrator

l Click Login

Notes:

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________
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Changing Your Password
l On your first login, you might be
asked to change your password, if
you are:

l Enter yourOld Password and
create a new one

l Click Submit to save changes

Caution: Passwords must be a minimum of 7 characters and contain at
least one symbol.

Notes:

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

HC Standard® Student Guide Version 3.7, Rev. 0
© 2005 - 2014 – Global Emergency Resources, LLC. – All Rights Reserved

8



Editing a User Profile

Edit User Profile Password
l On any page in HC Standard®, you can change your user security question and
answer or password

l Click on your Username at the bottom of the window to open the Edit User
Profile window

l Click the link at the bottom of the profile window for the item you want to
change

Caution: In order to reset a forgotton password in the future, you must
enter a security question and answer.

Notes:

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

HC Standard® Student Guide Version 3.7, Rev. 0
© 2005 - 2014 – Global Emergency Resources, LLC. – All Rights Reserved

9



Resetting a Forgotten Password

To reset a forgotten password:
1. Click on the Forgot Password? link under the Login button on the Login screen
2. Enter your predetermined security answer
3. A new password will be sent to the email associated with your account

Notes:

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________
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Knowledge Check: Logging In
Questions:
1. True or False: A password can consist of only numbers.
2. True or False: A personalized question and answer is needed for a user to reset

their own password.
3. True or False: A user can ask an HC Standard® Administrator to reset their

password if they do not remember their security question, or incorrectly set up their
recovery question and/or answer.

Notes:

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________
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Module 2: Navigating HC Standard®

Learning Objectives
After completing this module, the student will be able to:
1. Access and navigate workspaces
2. Manipulate matrix views
3. Recognize the different functions in a matrix
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Selecting aWorkspace
l TheWelcome Page is the first screen that appears once you login (if users have
selected dashboard items, these will appear first)

l Select aWorkspace by clicking on a button on the left side of the window
l Workspaces are used to organize data in HC Standard®, and contain resources
that are relevant to various users

Notes:

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________
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ViewingMatrix Data
l After selecting your
workspace, select a Matrix

l In a Matrix, you can view,
edit and update information
with the correct user
permissions

l Most work within HC
Standard® will be conducted
in a matrix

Notes:

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________
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Command Bar Functions
Command Function

Add: Adds a new patient or other entity to the system

Filter: Allows the user to filter any number of the columns in the matrix
by various criteria
Save: Allows users to save changes they have made

Cancel: Allows users to cancel any changes they have made

Delete: Deletes a patient or other entity from the system

Refresh: Checks the HC Standard® server for any data changes in the
matrix
CSV Import and Export: Allows users to import matrix data from or
export matrix data to a CSV file
Default Sort: Returns the matrix to the original sort order

Autofit: Allows users to fit the matrix to the length of the data in the
fields
Show/Hide Measures: Allows users to show or hide measures on the
matrix
Edit Multiple: Allows users to edit information for multiple entities at
one time

Notes:

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________
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Matrix Views - Matrix and Details
Matrix View

l Shows the complete matrix

Details View
l Shows detailed information for the selected
patient, or other entity

l For patients, this view will display pictures,
videos, audio recordings and injury
diagrams submitted by mobile devices

Notes:

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________
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Matrix Views - Dataform and List
Data Form View

l Displays all information for a single
patient/entity in a continuous list

l Also shows the date, time, and user for the
last change made to each field

List View
l Shows the first 10 measures in the matrix for
each patient along with any associated
photo, video, audio, or other file

Notes:

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________
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Matrix Views - Summary andMap
Summary View

l Shows selected list measure totals

Map View
l Shows a map of the matrix data if GPS
coordinates are provided and the mapping
extension is part of your HC Standard®

system

Notes:

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________
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Knowledge Check: Navigating HCStandard®

Questions:
1. True or False: Users find information by first opening a matrix, and then a

workspace.
2. After opening a matrix to find the triage status of a specific patient, the user can use

the following tool to search for the Patient ID:
a. Sort
b. Edit Multiple
c. Filter
d. Default Sort

3. Which matrix view should be used to quickly get a count per triage status of all
patients for a given incident?
a. Matrix View
b. Dataform View
c. Map View
d. Summary View

Notes:

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________
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Module 3: Other HC Standard® Tools

Learning Objectives
After completing this module, the student will be able to:
1. Understand the different items that may appear in a workspace
2. View and create notifications (*with appropriate permission)
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Other Workspace Items
There are a variety of other tools available in the workspace

Notes:

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________
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Announcements
Announcements

l These are like notices on an
electronic bulletin board within a
Workspace that other
Workspace Users can see

l With the correct User
permissions,
announcements can be
added and an expiration
date can be set

Notes:

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________
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Charts & Maps
Charts

l Provide users with the ability to view Matrix
data in graphical form

l Bar and Pie charts are available

Maps
l Display data at the location of entities for
which GPS coordinates have been provided

l Maps provide pan, zoom, and map style
functionality

Notes:

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________
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Links & Files
Links

l Provide quick access to current
web resources, such as traffic,
weather, or news reports and live
video feeds

Files
l Allow users to access important
files within HC Standard®

Notes:

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________
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Reports
Reports

l Allow users to view,
print, export and
analyze matrix data in
common formats and
file types

l These reports allow a
user to take a
snapshot in time for
use in distributing
information to other
individuals or for
archival purposes

Notes:

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________
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Dashboards
Allow users to have a visual representation of the most important and useful information
in an easy-to-use and view interface

Notes:

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________
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Notifications
Delivery Options

l Can be sent to HC Standard®

users via email, SMS text
messaging and/or pop-up
notifications in the application

Creating a Notification
l Click the green +

l Type your notification
l Select theWorkspace,
User Groups, and/or
Users to receive the
notification

Notes:

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________
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Knowledge Check: Other HCStandard® Tools
Questions:
1. Fill in the Blank: Users can download an ICS form supplied by an administrator in

the __________ area.
2. True or False: You can acknowledge an announcement.
3. Which tool should be used to convey a non-critical message to workspace users?

a. Announcements
b. Notifications

Notes:

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________
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