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SO (Security Official) Enrollment and EUM (End User Manager) ONLY
 Your facility needs both and active SO and EUM before other End Users can start online enrollment.  Both your SO and EUM can apply at the same time, but CANNOT be the same person. If you only manage one facility then its very simple, but if you oversee multiple facilities it gets a little more complicated, so be sure to read the special note below on Managing Multiple Facilities before starting.
This QIMS Quick Start Guide will show you how QIMS enrollment works.

1. The SO and EUM applicants should complete print, sign and date two copies of the SAT (Security Awareness Test). This is something all your planned users can do now if they haven’t already done so. It is the most time consuming part of all. While you could watch it jointly in a conference room, that is not a good idea as it will only allow you to put one person’s name on the certificate to print out. So each person must watch it individually.
2. The SO and EUM applicants should enroll in QIMS and print, sign and date Part A form (two copies), and circle in Red the QIMS roles and applications. See sample Part A form (the SO circles “ Create Security Official account” and the EUM circles “Create End User Manager account”. 
3. Notarize the Part A (no signature is needed for SO or EUM signature boxes on the initial SO and EUM applicant’s form as the help desk will be your Master SO and Master EUM).
4. Complete Part B form (you can actually type in the form), print two copies, and be sure to select roles (both Facility Editor and Facility Administrator) and scope for all your facilities. See sample Part B form. (If you manage multiple facilities see special note below)
5. Overnight via FedEx or UPS to the help desk address on the form, the ORIGINAL signed SAT, Part A and Part B. Timing is critical so please do not mail these forms.
6. When the help desk activates your account, the SO will get TWO accounts, one SO and one End User account. The EUM will only get one account. One email will have your QIMS user ID, and the other a temporary password. (SO’s are the only ones who get two accounts).
7. As soon as you get the emails log into QIMS at the link provided in the email, and reset your account passwords to something else. You have 72 hours to do so from when you get the email, or the account will automatically be disabled. If you find that has happened call the help desk at 1-866-288-8912 opt 4 opt 4 and they can reset and resend a temporary password.
8. Once your facility has both and active SO and EUM accounts you can immediately proceed to the End User Enrollment Steps. 

Managing Multiple Facilities

Federal security guidelines require that EACH facility has a Security Official and an End User Manager, and they cannot be the same person. Further, the Networks have been tasked with monitoring dialysis facilities to ensure compliance. The QIMS account only allows you to select ONE facility. However, that is just QIMS. The actual work with patient data is done in CROWNWeb, which is what the Part B form is all about. In Part B (CROWNWeb), anyone, SO, EUM or End User can have scope over one, many, or all of your facilities. I will go into more detail in the instructions for signing up your End Users, but for now, if you want a single person to be SO over all your units, that person will need to create separate QIMS accounts (Part A) for each facility, but will only need ONE part B form listing all those facilities. This diagram will give you an overview of how that works.
If you have any questions please call:    Jeff Arnall 816-880-1703 or Serena Timko 816-880-1707

