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FILE LIBRARY

The FILE LIBRARY is a brand new feature in EmTrak. It is especially significant when we discuss
TRAINING DOCUMENTS. In past versions of EmTrak, we had simply not created enough
flexibility in being able to designate training for orientation or to sign up an employee for a MED U
mastery program. This FILE LIBRARY also has a place in the future of EmTrak as we develop and
refine elements such as hands-on competency testing. The FILE LIBRARY is simply a collection
of word documents and spreadsheets you may want to build for consistent training schedules. For
example, let's say your company has a consistent orientation training they like to use with every
employee. Then someone at your company will build that document and load it into the FILE
LIBRARY for consistently easy access (no having to request copies from HR).

To get to the FILE LIBRARY, go into either the Super Manager page or the Manager page and
click on OPEN FILE LIBRARY.

CREATE... Manager Menu

Job Description

Employee Create Job Description
Manager View Job Descriptions
OTHER...

Create Employee
Edit Configuration

Change Manager Assignments View Pending Documents

Archive Employees Open File Library
Opan Fila Libsary Open Interviewing Menu

Open Interviewing Menu

Exit EmTrak & Close
Exit EmTrak & Close

Adding Files in the File Library
This page will come up with a list of the existing files. If you want to add a file, then click on Edit File Library

Edit File Library Return to Menu
Attachiments:
Acted aitgchments below, Use descriptive fle hakes K possibis,

File Name: CSR ORIENTATION.doc 36 (Khytes)
File Name: |DELIVERY TECHHICIAN 02 ORIENTATION.doc 37 (Khytes)
File Name: MANAGEMENT ORIENTATION.doc 36 (Khytes)
File Name: OFFICE STAFF ORIENTATION.doc 36 (Khytes)
File Name: REIMBURSEMENT SPECIALIST ORIENTATION.doc 37 (Khytes)
File Name: REPAIR TECHNICIAN ORIENTATION.doc 36 (Khytes)
File Name: SALES ORIENTATION.doc 37 (Kbytes)
File Name: |WAREHOUSE STAFF ORIENTATION.doc 36 (Khytes)

Return to Menu
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The next page comes up with the opportunity to add another file.  Click on BROWSE and your computer
files will come up (note the My Documents).

Attachments:
Add altachments below. Use descriptive file names if possible.

|[ Browse...

File Name: ! Choose file
S e e Look i | E’ﬁ My O ocuments ﬂ &= EF v
File Name: |MANAGEN
‘ E. ChaaRc [C)front page

File Name:  |OFFICE S : ) adobe [C)home care medical
File Name:  |REIMBUR] B"—"J HECET‘ (D advising [Siacet

- BCUments Elatg Elndiana State Association
File Name: REPAIR T F]_ [blue newt [C)legal & contracts
— - . —— - [ S PR [P lmmicl ki m o =lloabmae

Wherever that file is saved, click on the folder, double-click on the file, and you will see the name and
location of the file come up in the Attachments field.

(R =l AT NERE AT RN g by LT
Attachments:
A aitachments below. Use descriptive file names if possiblie.

|C:1Dncuments and Settinga‘nGSchwantz.MEDGROLlerWSE... |

File Name: |CSE ORIENTATION.doc 36 {Khytes) ] pelete
File Name: |DELIVERY TECHNICIAN 02 ORIENTATION.doc 37 {Kbytes) ] pelete
File Name: MANAGEMENT ORIENTATION.doc 36 (Khytes) ] pelete
File Name: OFFICE STAFF ORIENTATION.doc 36 (Khytes) ] pelete

Click the NEXT button and the file is added.

File Name: CSR ORIENTATION.doc 36 (Khytes)
File Name: |DELIVERY TECHHICIAN 02 ORIENTATION.doc 37 (Khytes)
File Hame: MANAGEMENT ORIENTATION.doc 36 {(Khytes)
File Hame: COFFICE STAFF ORIENTATION.doc 36 {(Khytes)
File Hame: REIMBURSEMENT SPECIALIST ORIENTATION.doc 37 {(Khytes)
File Hame: EEPAIR TECHNICIAN ORIENTATION.doc 36 (Kbhytes)
File Hame: SALES ORIENTATION.doc 37 (Khytes)
File Name: |WAREHOUSE STAFF ORIENTATION.doc 36 (Khytes)
File Name: Chwerall Orientation.doc 28 (Klntes)

Some key points regarding the files in the FILE LIBRARY:

=  Give each file a clear name - look at the list of documents above. Each document is clear on what
is contained. That file needs that clear name BEFORE you add it. The name can't be changed
once it is added.

= The simpler the design, the easier it will be to use later. The fewer bullet points, borders, etc. you
use, the better.
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= Any Manager or Super Manager can put files into a library. However, we recommend someone
serve as a sort of traffic cop to ensure consistency.

Opening Files in the File Library

When you click on one of the documents, then the FILE DOWNLOAD box opens up. Choose OPEN and
the document comes up. Once open, it is now available to either print out or for copy and pasting into a

TRAINING DOCUMENT.

FHE Mae, [ NANEUCIEN ] U H VUL JU IRLYLES]
File Name: |OFFICE STAFF ORIENTATION.doc 36 (Khytes)
File Name:  |REIBURSEMENT SPECIALIST ORIENTATION.doc 3T (Khytes)
File Name: |REPksR TECHNICIAN ORIENTATION.doc 36 (Khytes)

File Download

Do you want to open or save this file?

]

MWame: REIMBURSEMENT SPECIALIST ORIEMTATION.doc
Type: Microsoft \word Document, 36.5 KB

From: et31.medgroup.com

X

[ Open

J J
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REIMBURSEMENT SPECIALIST

Before
employment

Have them complete HME 105 — How HME Works: An Cwerviemn
If you have any kind of company history, migsion, efc. have them read that also.

Cay one

Discussion of company wvalues — help them to understand the team they are coming into, their
role, the focus of the compary, the mission

Mew Employee Papenwork

Think ahout going through the proces ses within your company by showing how one order is

referred, intake is done, deliveries are pulled and delivered, and hilling is completed. The
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