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Introduction This document is intended to provide basic support to attending

physicians using VerinformRM. It is designed to answer questions that
may arise when using the system.
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Getting Started

Q: “What is the VerinformRM system?
How does it work, and how do | use it?”

A: VerinformRM is a web-based management system for graduate medical
education.

You will primarily interact with VerinformRM to complete evaluations.

For some instutitions, VerinformRM is also used to track procedures
and patient encounters, record work hours, and complete surveys and
guestionnaires.

Q: “How do | begin using the system?” 30150 G Resudency anager -Microsat ternet puplorer M =IE

| Ble Edt view Favortes Tools Help | &
A: Open your web browser and navigate | @ ek - Smmimismininiggeh, ¢ Fovrtes © | (3 5 5 @
to the URL for the VerinformRM system
for your institution. Each institution uses OIEHEHEAR R RN AAEE VENGImENE
a different URL.

|f you do nOt knOW the URL’ please Enter your usemarne and passward to login
contact your residency coordinator. Usemare [

Password

Forgot your usemarne or password?

[ Copyright 20012008 Verinform Systems, e ]
(L[ [ Benem

;
AISO! CheCk your emall - messages from Eile Eit Wiew Actions Tools Accounts ‘Window Help »lel-lolx
the system (e.g. awel_come messages | Xcoe By - Frowad + Y+ 2 © B @ @ s i |
or reminders) usually include the URL. Wal | propertis | Personsize |

Greetings from the Department of Medicine Web based data management syskem,

‘fou have new evaluations ko complete.
Please go to the Department of Medicne's data management Web site at http: [ university. edufgme and lag in to
complete your new evaluations,

Timely completion of evaluations is essential for the success of our program. Please complete all new and pending
evaluations within the next week. If you believe you have been assigned any evaluations in error, please notify me

(810-555-1234; coordinakor@universicy edu),

Thanks,

‘Your Residency Coordinakor
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Usernames and Passwords

Usernames and Passwords

Q: “What’s my username?”

A: Please contact your residency
coordinator to find out your username.
Also, check your email - your username
should also have been sent to you by
email when your account was created.

Alternatively, follow the steps listed
below to have your username emailed
to you.

Q: “My password isn’t working,” or
“Idon’t know what my password is.”

A: Follow these steps to reset your
password:

1. Using a web browser, navigate to the
VerinformRM login screen.

2. Beneath the “Login” button, click on
the text “Forgot your username and
password?”

3. Fill in either your VerinformRM
username, or your email address.

4. Click “Get New Password.”

5. Check your email, and follow the
instructions contained within. The
message may take several minutes
to arrive.

Q: “Why is the system prompting me to
change my password?”

A: To provide additional security,
VerinformRM requires you to change
your password periodically. The
purpose of this setting is to limit the
damage caused by lost or compromised
passwords.

The expiration time period is based

on your institution’s security policy.

If your institution has no policy on

this subject, the default setting is to
require password resets every six
months. To request a change to your
institution’s policy, please speak with
your residency coordinator to find out
the appropriate administrative contacts
for your institution.

{5l 1o x
| Ble Edt wew Favortes Took  Help | F
| QBack ~ ) - (4 [@ (3] O ssarch FrFavortes | (1 0 B @

| address [ https: [fwew.university . edujgme B

OHSU GME AND RESIDENCY MANAGER verinformAM™

Enter your username and password to login

Usernarme:
Pagsward:

Eorgat your username or passward?

& C T A [ mteme Y

3 0HSU GME and Residency Manager - Microsoft Internet Explorer = =10 x|

J File Edit Wiew Favorites Tools Help | #
J Qback - ) - [x & @& ‘ - search ¢ Favorites 44 | - B @

| address | hitps:ffww.university edujgme

jGo

verinformAM

OHSU GME AND RESIDENCY MANAGER Customer Acceptance

To recover your username and to create a new password, please enter your e-mail address or
usermarme in the box below. After clicking "Get New Passward,” you will receive an e-mail
with yaur username and instructions for creating a new password.

Usemame or e-mail address: |fegident@univer: edu
Get New Password

Return to login page

[ Ceouell DOCTE o S e ]
& A B =N X R

+l8l (ol x|

File Edit View Actions Tools Accoupts Window Help
|J ¥ Close Reply - Forward - v| = 4= 5 | B G, | |

Mail | Properties I Personalize |

Hello, ;I

‘erinformRtM generated this email because & new password has been requested for your account, If you
did not make the request, vou may delete this email and your password will not be changed.

To create a new password, click this one-time™ link which works when you are accessing from your university:
http:fires-webfpm/pm_start phtmlzdb=resmomtfsuth=sfEos2K W yelIT4

IF vou are accessing outside of vour university, please use this link:

hittpe. fome eduipmipmstartphtml?db=resmamt&auth=sfB3s2\Y=LT4

‘four web browser should open, presenting you with the Passward Enbry screen,

If a browser window showing the Password Entry screen does not appear automatically:

1) Copy the link text

2) COpen a new browser window

3) Paste the link into the Address box, and press the Enter key, or click the Go buttan

IF your email software has broken the link inta twao lines, paste both lines into the Address box separately, to form
a single entry, before clicking Go,

Thank you.

*Faor added security, the link will expire after you change your password.

| 4
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Evaluations

Q: “How do | find the evaluations | need to complete?”

A: VerinformRM will send you an email :
notifying you whenever you have Fraluations
evaluations to complete, so there’s no et EERSEREERSE -
. . wr * Submit on the fly evaluation
need to log in to VerinformRM “just to « View Completed Evaluations
check.” These emails contain links to - Euslorzof
the VerinformRM login screen. e ————
Follow these steps to complete your
evaluatlons Complete Required Evaluations
1. Click on the link provided in the
. . Cormpletion Status: 7 Cormpleted [T Expired [T Mot Applicable ¥ In Progress B Mo Action Taken
remlnder emall' Due Status: ¥ Pending W Due B Overdue I Onthe Fly
2. Enter your username and password valuation Form: | Al Forms =
tO |Og |n Ratation: I -------- All Rotationg - 2|
] ) ] Academic Year | ________ All Years - j
3. Click on the “Complete Required
Evaluations” link to see a list of Start Date_End Date Evaluates _Evaluation Form
pending evaluations. HEM: Facuy 07250005 oe212008 UHE'EM' % overdue (T
# of Evaluations: 1

Q: “How do | see the evaluations that I've previously completed?”

A: Follow these steps to review previously
completed evaluations,
* Complete Required Evaluations

1. I—Og |n to VerlnformRM * Subrit on the fly evaluation

* Yiew Completed Evaluations

Evaluations

2. Look for the “Evaluations” section.
3. Click on the “Evaluations of others/ " Erdstione oy

rotations” link, which is under “View
Completed Evaluations.”

4. Select the evaluation you wish to Display Evaluations of Others

VIeW’ and C“Ck the VIeW bUtton for Completion Status: ¥ Completed [T Expired [T Not Applicable 7 In Progress [T No Action Taken
that evaluatlon. Due Status: ¥ Pending M Due [ Owerdue B Onthe Fly

. Evaluation Form: | Al FOrS —woeme- j
Please note that these evaluations Rottir: T p— 3
cannot be edited after they have Acasemi Year [~ Al Vears—— =
been submitted. If you have
C0m Ieted an eva|uatIOn errOHEOUS| s Rnlu-li::m_ Evaluator Start Date End Date EvaLu:tee Evaluation Form %e
pleage contact your program Y Newoapnty  Coshy 03132006 04oams TR Mewology PV ihen
coordinator to requeSt that the GSH-Ophth-DEI  Faculty  01/02/2008 04/02/2006 %ﬁ EO ?2;@? @3?8?2‘355) Vien 1)
evaluation be reset to “in progress.” B sy ovpre oo s R Comis @@

Evaluation Form
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Q: “How do | see evaluations that other people have written about me?”

A:. Follow these steps to view evaluations
of you:

1.Log in to VerinformRM
2. Look for the “Evaluations” section.

3. Click on the “Evaluations of you”
link, which is under “View Completed
Evaluations.”

4. Select the evaluation you wish to
view, and click the “View” button for
that evaluation.

Note that not all programs allow
attending physicians to review
evaluations of themselves.

> O

Evaluations
* Complete Required Evaluations
* Submit on the fly evaluation
* iew Completed Evaluations
» Evaluations of
others/rotations
# Evaluations of you
Evaluations of You
Evaluation Form | ________ Al FOFS —meeee j
Rotation: [ — All Rotations ——— =l
Academic Year | ________ Al Y BArS e j
View
Rotation Evaluator Start Date End Date Evaluatee Evaluation Form Status
JUCTIUUT T JeTIIo. o Ophth - Faculty Eval
ooty ponymous) 200onee Comrioft DS
JUUTUUTER T, JeTt JuT Ophth - Faculty Eval
Py puonymous) oongonre ComPete @S
s e P Ophth - Faculty Eval
Faoly  aconymos oneong Coelete EEDNS
s s EORVINES PEUTVIvE. Ophth - Faculty Eval
Faoulty  onymous) 20000 Comeicte @EDE)
JUUTUUTER T, JeTt JuT Ophth - Faculty Eval
Pl punonymous) ootgonre ComPete @EDE)
s e P Ophth - Faculty Eval
Faoly  aconymansoneoneg Comelete EEINS
JECTOURTR T, o JSoT. Ophth - Faculty Eval
Foeuly  onymous) 2000 Comeiete @EDE)

: “Who has access to the completed evaluations?”
Access policies vary from program to program.

Typically, evaluations of attendings by residents can
be viewed by the program director, but the program
director can not see the identity of the resident. For
administrative purposes, program coordinators can

often see all identities.

Attending evaluations of residents can typically be seen
by the resident, including the identity of the attending.
Usually, the resident and attending must both submit
evaluations on each other before either one can see the

evaluation of themselves.

However, settings vary from program to program, and
from institution to institution. Check with your program
coordinator to find out who can see your completed

evaluations.
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Q: “l have an evaluation due for someone | didn’t work with.

What do | do?”

A: Click on the “N/A” button located to the Bl Pt Sl
I‘Ight Of the blue "EV&M&tG" bUtton In the Cormpletion Status: 7 Cormpleted [T Expired [T Mot Applicable ¥ In Progress B Mo Action Taken
I|St Of pend|ng eV3.|Uat|0nS. Due Status: ¥ Pending W Due B Overdue I Onthe Fly

i i i i i Evaluation Form: I ,,,,,,,, All Forms ——— j
Clicking on this button indicates that Rotaton: g ep— ]
the evaluation does not apply to you Acaemic Year. [ Al Vears =
and removes it from your list of pending
evolutions. You will be prompted to ;
enter an explanation and click the TR sy omsoms mziems VERt SETERR ovenive QI

“Save" bUtton # of Evaluations: 1

Not Applicable

Please describe why this Evaluation is to be considered MNAA:

:“I' made an error in an evaluation. How do | correct it?”

. In order to maintain confidentiality and data integrity,
evaluations are locked as soon as they are submitted.

If you need to revise an evaluation, contact your program
coordinator as soon as possible. Your program coordinator

can reset an evaluation to the original “incomplete” status. The
evaluation will then appear in your pending evaluations list, and
you will be able to make any changes prior to saving it again.

> O
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Procedures

Q: “How do I review a procedure that | supervised?”

A: Follow these steps to review Procedures
pl’OCGdUFeS * Record Procedures
1. Log in to VerinformRM e ot v

Procedures
s Procedure Summar:
Heview Procedures you
upenised

Review Procedures You Supervised

2. Locate the “Procedures” section.

3. Click on the “Review Procedures you
supervised” link.

4. Select the procedure to review
5. Follow the on-screen instructions

. . Date Performed {within range):
from this point. Prysicen: [ (G | 63 1o @
Status Pending Review [T Accepted [ Rejected [T Mo Review
Procedure: | ———————— All Procedures -—-—
View
Arterial Line Placement Resident 070172006 Faculty Pending Review
Central Line Placement Resident 07012006 Faculty Pending Review

#of Procedures: 2
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