TriHealth Corporate Health
Online Registration System User Guide

1. Click on “click here” under First Time Users.
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Welcome to our online scheduling system.

+ If you are new to registering for trainings online, please download and follow the instructiens. (add link to PDF).
+ Ifyou are a returning customer, please enter your username and password below.
If you need assistance with the registration process, please contact us or call 513-891-1622.

Existing Users First time users

Enter your username and password below. If this is your first time using our online
scheduler, click here to register.

[ Remember my username and passward.
(What's this?)
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Employee Registration - Contact Information

Please provide the following contact information for your account.
*Firstname

*Email address‘ |

Email format HTML '+

*Company Name‘ |

*Billing Address 1 |
e
*Postal code l:l

*Required
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3. Enter your credit card information then click “Next”.
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Employee Registration - Credit Card Information

In order to accept your appointments we need a valid credit card on file.
Credit Card

scarghumber| |
“BopiratonDate| | [ | vy
‘NameonCredtcard |

* Required
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Employee Registration - Username and Password
Please enter the username and password you will use to access your account.

Username is case sensitive and can be sel io a combination or your first and last names i.e. JohnSmith.
"Username l:l {must be at least & characters)

*Password I:l (must be atleast 6 characters)

" Required
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5. Confirm your registration/account summary. Click on “Back” to make edits.
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Employee Registration - Account Summary

Please review the items on this screen before completing your registration.

Contact Information
First name: Corporate
Last name: Health
Contact Phone: 513-891-1622 ext
Email address: corporate_health@trihealth.com
Email format: HTML
Company Mame: TriHealth Corporate Health
Billing Address 1: 11129 Kenwood Rd
City: Cincinnati
State: Ohio
Postal code: 45242

Credit Card Information
Card Type: MasterCard
Card Number: XXXC-GO0C0GH-3810
Expiration Date: 07-2013
Mame en Card: Corporate Health
Billing Address:
Ohio, United States
Username: corporate
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6. Click on “Submit Registration” when finished.
7. Select an Activity from the Activity drop down box and click “Find First”.

= Make Appointments - Appointment Options - Windows Internet Explorer.
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Make Appointments My Appointments My Account Powered by TimeTrade

Appointment Options | Sign Out TriHealth Corporate Health | occupational Medicine Trainings

Choose appointment options

Corporate Health

Occupational Medicine Trainings | | 21l durstiens | Show Availab q Hext
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8. Click on an open time slot (white box). The date/time you select does not matter. Once you
select a date/time, you will receive an email with a link to the training which you can
complete at your leisure. However, you will be billed for the training immediately after you
sign up on this site.

= Make Appointments - Appointment Options - Windows Internet Explorer
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Appointment Options | Sign Out TriHealth Corporate Health | occupational Medicine Trainings
Choose appointment options
Activity

\ Blocdhome Pathogen Training v|

Corporate Health
Occupational Medicine Trainings | Bloodborne Pathogen Training | + v | Occ Med Trainings Showr Availability Find First Find Next

Choose a date and start time for this appointment. Select FIND FIRST to find the first available date, FIND NEXT to find the next date, if there is more than 1 date.
O Available Time O Unavailable Time

a
Friday, April 06, 2012 B @ @& T
Occ Med Trainings
£:00am £:00am
8:00am &:00am
7:00am 7:00am
8:00am 8:00sm
2:00am 9:00am
10:003m 10:00am
11:00am 11:00am
12:00pm 12:00pm
1:00pm 1:00pm —
P 2:00pm
o 2:00pm
o 4:00pm
£:00pm

|
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9. You will receive this confirmation page once you have selected a date/time. Click on ‘“Finish”
to complete the process. And then Sign Out.

(= Make Appointments - Register - Confirmation - Windows Internet Explorer
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Friday, April 06, 2012 - 2:00PM

‘This appointment has been confirmed

A confirmation email will be sent to your email address if you entered one with the appointment details shown below.

Appointment Details
Employee: Comorate Health
Client Program: Occupational Medicine Trainings
Activity: Bloodbome Pathogen Training
Date: Friday, April 08, 2012 - 2:00PH
Duration: 1 hr
Atendees: 1
Location: Occ bed Trainings
Confirmation: GBP29102
Created by: Comorate Health, Friday, April 06, 2012 - 200P 1
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