FEMS Tip Sheet:

How to Update User Profile information

How to solve it in FEMS

1. Click on the “Welcome usernamé’ button at the top left corner in FEMS dashboard.
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2. Select “Account and Settings” option from the drop down.
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3. Select “User Management” option from the Accounts and Settings Menu.
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4. Search for the user using the filters and then click on the record for the user from the list of
users, whose profile information needs to be changed.
NOTE: Ensure that all other statuses are cleared while searching.
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LAST NAME < FIRST NAME = EMAIL = LOGINDETAILS = SOCIETY/MSA & ROLES ENGAGEMENT ACTIVITIES ACCOUNT STATUS &
Dr. Tavassoli Dr. Tavassoli ABC@yaz.com Never Logged In  Richmond Hospital
Physician So B
* Supplier
Fraser Valley Fraser Valley jhendry2001@gmail.com Never Logged In  Peace Arch Hospital -
Trauma Trauma Physician Society:
Education Education * Supplier
Foundation Foundation
Mainra Nikhail nmainral@gmail.com Never Logged In Children's and -
Women's Hospitals
Medical and Allied
Staff Engagement
Society:
* Supplier
Serafini Gabrielle gabby@weltel.org Never Logged In Haida Gwaii Hospital
and Health Centre

(Queen Charlotte
‘agement/viewuserdetail /522 10653-2d76-4680-0425-54 13233252

5. Click gn the “Update” button.
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Profife: Dr. Tavassoli Dr. Tavassoli

+— Back to User Management
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Prdfile Physiclan Socleties/MSAs

PROFILE OF| }JETAILS

Engagement Activity Roles

Type of User Supplier

Full Name Dr. Tavassoli Dr. Tavassoli
Email ABC@yaz.com

Mailing Address RHPS

Richmond, BC 212 1X1
Canada
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6. The update account web page will open. Make the desired changes to the user’s profile
information and once the changes are done, click on the “Submit” button at the bottom of the
page to save the changes.

NOTE: if a physician would like to add a GST number and charge GST on their claims, please
select “Yes” to the last question on the page and enter the GST number.
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TYPE
* User Type
Supplier -

PROFILE DETAILS

* Prefix

* First Name

Dr. Tavassoli

* Last Name

Dr. Tavassoli

PROFILE IMAGE @&

= Upload Image

PAYMENT DETAILS

* Payment Method

Cheque -

* Settle To
My personal bank account

@ My company bank account

Company Name

Dr. Tavassoli

Does your company exceed the CRA threshold value for non-clinical billings that requires
you to collect GST?

Yes

® no




