SAINT FRANCIS

Il Hospital and Medical Cente:

How to Un-Enroll Staff in HealthStream

Use the table below to learn how to un-enroll staff for classes in HealthStream.

Email epictraining@stfranciscare.org with any questions regarding this process.

Directions Picture

Step 1

= SAINT FRANCISCare
|| BeS[Ca I‘e for a Lifetime

Access HealthStream.

Click the link below.
HealthStream Login

Sign In
User ID

Password

Step 2

Enter your User ID and Sign In
Password.
User ID

Note: If you are not a hospital
employee, email
epictraining@stfranciscare.org

to request your User ID. Fassword

Click Login.

Login
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Step 3

Click Administrator.

Click Proceed with Login.

é Select Affiliation

@ Administrator
(& SFCARE - St Francis Care

& Student/Manager
(O SFCARE - St Francis Care

[Omake this my default selection on this computer.

FProceed with Login

Step 4

Click the Education tab.

Courses Education Reports

Peaple Education
Student Hanagement Assignment Managemenkt
Add 3 Student i goun Assioament
Manz lu nk: -

Student Group Management
Class Management

Step 5

Under Classroom Management,
click Manage Classes.

Class Management
Add a Class

Mznzge Classes
View Calendar

Other Learning Event Management
Add a Learning Event
Manzage Learning Events

Step 6

Search for the class your staff is
currently registered.

Type the Class Name in the Class
Name field.

Class Scheduling
Search for Classes

Classroom Information

Class Name:
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Step 7

Click Manage Registrations.

Register] Manage Reaistrations]'

Step 8

Click the Drop checkbox under the
staff name.

Status
Active

] Drop

Step 9

Click Drop And Unenroll From
Course. This will allow you to re-
register staff for another class
date/time or also another course
entirely if you enrolled a staff
member in the wrong course.

Refer to the How-To Register for
Class (enrolling staff) directions on
the SFH EpiCare Training Website
(Step 3: Register for Training) if
you need assistance.

[ Drop From Class

Drop And Unenroll From Course

Step 3: Register for Training

Completion of appropriate Epic training is required prior Epic Access is granted.

How To Register for Class (Enrolling Staff)

How To Register for Class (Self Enroll)

EpiCare live classroom and online (eLearning) course registration is

completed in HealthStream.

Need Help?
epictraining@stfranciscare.org
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