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Purpose:  Steps to add a document for a read and sign in the MTS system and notify users
Procedure:  

1. Add new document

1.1. Log into the MTS system

1.2. Select “Content” at the top of the screen

1.3. Select the “Integrated Hospital Laboratory of Windsor Essex” as the program
1.4. Scroll to the Read & Sign

1.4.1. Select the + (add) icon on the right 

1.5. A box will open up, select document and name it
1.6. Select “Save”

1.7. A blue link will be created

1.8. Select the link to add the document (a different screen will open up)
1.9. Scroll to the bottom and select the “edit” button

1.10. Select the “browse” button and locate the document
1.11. If a request for a read receipt is required, check the box

1.11.1. The wording of the read receipt instruction can be changed if desired
1.12. Select “Save Changes”
2. Update the document
2.1. Follow steps 1.1 through 1.7

2.2. Scroll to the bottom and select the “New Version” button

2.3. Select the “browse” button and locate the document
2.4. If a request for a read receipt is required, check the box

2.5. The working of the read receipt instruction can be changed if desired
2.6. Select “Save Changes”
3. To assign a “Read & Sign”

3.1. Log into the MTS website

3.2. Select the group on the left (WRHM Campus, WRHO Campus, LDMH or All groups)
3.3. Sort the list of user by name or location by selecting the column header

3.4. Select users to which the read and sign will be assigned
3.5. Select the “Assign” button at the top of the list

3.6. A small window will open up listing available documents

3.7. Select the document to be assigned

3.8. Press the blue “Assign” button at the bottom of the screen

4. To notify the user of the “Read & Sign”

4.1. Log into the MTS website

4.2. Select the group on the left (WRHM Campus, WRHO Campus, LDMH or All groups)

4.3. Sort the list of user by name or location by selecting the column header

4.4. Select the users to be notified

4.5. Select the “Notify” button at the top of the list

4.6. A small window will open up 

4.7. Select an existing template or create a new one

4.8. Add the message to be emailed in the message content box

4.9. Select “Edit” to change an existing message or “Send”

4.10. A message will pop up to indicate the confirmation of emails sent
4.11. The selected users will receive an email as notification to read the Read & Sign within seconds.

5. To verify status of a read & sign document
5.1. Select a group from the drop down list on the left (All groups is not an option)
5.2. Select the purple “Content” button
5.3. Select the “Integrated Hospital Laboratories of Windsor/Essex Content” tab
5.4. Select the blue document hyperlink from the list.
5.5. A new screen will open up and indicate the completion date next to each staff that was assigned the read & sign.
5.6. Sort the list by clicking on the “Completion Date” column title.  
5.7. All staff that has not completed the read & sign will appear at the top of the list without a completion date.
5.8. At this point you can re-notify staff to complete the read & sign by checking the box on the left of their name.
5.9. Click on the yellow envelope at the top to notify them by email.
5.10. To manually notify them, take a screenshot of the page and print it.
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