SOP’s for updating and using DSM

Go to: https://www.florida-hie.net/

From the home page, click on the “Log in” button in the right hand corner
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A new page will open up. Enter your Username and Password, and click “Log In
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https://www.florida-hie.net/

Once logged in to the Florida HIE website, drag your mouse over the profile tab
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Select “Change Password”
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Enter your current password, followed by your new password, and confirm new password. Then select the “Change
Password” button
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If you need to change your contact email (the email account outside of DSM where you will receive notifications)

Select “My Profile”, “Change Contact Email”
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Fill in your current password, your new contact email, and confirm the email. Select “Change Contact Email to:”

.fw*hrd“u% — ig‘)'!:n
- L T e T > 8|l AIE e R
v @ Coven v [N taimct

o Tevaczm . L e L ] LI < W Do ey Toke @
B P ME - Crange s

Waksren crmmm b onstenecas L2002
{
|

Sravame Ditnotary | DN sl | sy Profie

£5M = a sorvice provnaed
by the Florda HE

@ tommt | Attt Mode OF G s .

”ou

To change the security questions and/or answers, go to “My Profile”, “Change Security Questions”
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Scroll through each line to choose the question you want and then enter the answer in the box to the right

three questions have been answered, select “Save”
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Select “Provider Directory”
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You will be prompted to sign in. You will use the same username and password you used to log in to Florida-HIE
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Once logged in, you will be taken to the Provider Directory Account Home

mol[h’v T S Py T T —— YO =
B ]
bt L gt e D of Srbmreard @k e e, = g e Hebrt B =Bl v 0 o Bape brpe Tgne @

B P ety Litve bt

| Axcount Hang Account Home
Exvepe listan Voitow b (ndly ylor SCCOLIE Satl SO0V prafies
Cosiview

Accoure 1D: crarbsconacy
Account Name: Sl Hgpni
Evol Méress! sitane_hgonsdidoh store A ug

Prafleis)

£S5 prOAses profie
M5 185 Comrcty

Fage Merawnd CAITIED 12T O LT

@ it | Protecsed Mot TH e A .



Click on “Profile Details”
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Click inside the information box with your contact information
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Update any information that may need to be changed, added or updated
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When all information is updated, select “Update Profile”
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At the top right hand side of the page, click on “Back to Portal” to exit the Provider Directory

B vk Cvertony niat (v — :
w- [ oy e At bt v X I B P |

b & Cewet o I Setent

wFaee T g b D o Batimnt @ 0 e e 0 e bl B v B~ v Bogpee Shme Toke @
15 Fridar Diestary - Acosunt - sumemacontiney |
Ot Beck tn Pravoes Devctry Boweh
Accourt tame Update Organization Profile
(o cee | (e
Name
Organization Neme  (y1c 05 Corvncts
Omar Naow
Primary Cencact Prefix  Firsr Mid¥e  Lase SufMy  Credential
S rggee L
Addresses & Contact
Procteo ABIesS ik ointe o Line 1
Roore 264 Line?
Towansee ciy " Srse FTH Poseat
Prastive Phone Proeniee Fax
Blling Address or regsormiewiy B
Peom £5 4 Line2
Totetwssio Ciy B oseme X3 Portal
Siting Prone Bling Fax
Licenses
@ bowm | et Meds 04 e %N v

You will be directed back to the main page. Click on the “Log in” button
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Click on “DSM Email”
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You will need to log in to the DSM email site. This will be the same username and password used to log into the Florida-

HIE website
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Once logged in, you will be taken to your email inbox:
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You will now be able to compose your message. Select the “Addresses” button to choose recipients, or if you know the

email address, type it into the “To” column

-
W trwan g T rmgeend o v 0 Dowtr of Bebemeant @) S8 Sees vy = ) P et B0 w e ety @

@ o [ Praacoe Mack oo R

”

To attach files, scroll to the bottom of the page and select “Browse
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Select a file, one at a time and hit “Open”
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Click on the “Add” button
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The attachment will now be listed below the “Attach” box.
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You can repeat these steps to add more files

When you have added all necessary files and written any notes or special instructions in the body of the email, hit the
“Send” button
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You will automatically be taken back to the Inbox.

Once the email has been received, you will receive an email in the inbox stating that the email was received.
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