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Topic: Advanced Practice Provider File Upload Instructions for CV and Certifications Effective Date: 08.08.2023

Audience: OCE Preceptors Contact: OCE@iuhealth.org

Overview: This document provides step-by-step instructions for OCE preceptors to upload their CV & Certification(s) to facilitate
document-sharing with school Coordinators and OCE.

OCE Preceptor CV & Certification File Upload

Step Action

1 Preceptors log into their OCE account using their NTID with the MS Authenticator multi-factor authentication process.

2 From the default OCE page, click to select “Edit Information”

Office Of Clinical Education Your Name Here

A Preceptor Portal A~ Editinformation A AdminToos ~ M Documents

Assignment period open during following times: Feb 1 - Mar 1; Apr 1 - May 1; Sep 1 - Oct 1. All assignments will be sent for review and may not be approved until student notification deadlines:
Mar 15th, May 15th, or Oct 15th. You will be notified via email of the student approval, at which point you should begin coordinating the clinical scheduling with the student.

pending Applications (6) In Review (0) Future Assignments (0) Active Assignments (0) Completed (0)

3 From the “Edit Information” page, click “Upload Documents”.

@ Preceptor Portal Edit Information Admin Tools Documents

My Information

If this is your first time here, please review the below information for accuracy. Also be sure to indicate your availability.

While you are on this page, check your general information

[ General Information and update where needed.

First Name: Last Name: Middle Name:

Your First Name displayed Your Last Name displayed
Phone Number: Email: Credentials:

Check to make sure your cell number is correct Check to make sure your email is correct Update your credentials as needed
NPI: License Number: Hire Date:

Check to make sure your NPIis correct Check to make sure your License is correct 01/01/2020
Provider Group(s): Specialties:

Check to make sure your Provider Group is correct / Click this button to upload files Check to make sure your Clinical Specialty is correct

If you feel that some specialties are not listed above, please enter them below:

Preceptor Documents: 2 documents currently uploaded.

4 The acknowledgement statement will pop-up and your acknowledgement will be required to allow file upload.

1, Vour Name Here

, willingly share my NPI#, License#, certification information, and curriculum vitae and give
consent to IU Health's Academic Affairs' Office of Clinical Education and Development Team to make this
information accessible to clinical placement coordinators of partner schools for their accreditation and record-
keeping purposes. Additionally, | hold harmless IU Health's Academic Affairs' Office of Clinical Education and
Development Team from how the information may be used by others outside of its intended purposes.

The acknowledgement, “I agree”, needs to be clicked
to upload your CV or Certification file.

5 Once acknowledged, you can click on the “Upload” button to attach your file. Clicking on the blue download icon will allow
you to download and view the files you previously uploaded.

Clicking on the blue download icon will allow
you to view the files you previously uploaded.

CV Uploader

Files uploaded by User CGtestNP CGtesting

Choose File | No file chosen
I Select document type v . Certifications - 06/23/23 08:06AM | &,

Certifications - 06/26/23 10:06AM | 3,

Check if secure document Bl Upload
Indicates number of files previously uploaded.
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Click the upload button to attach your file. |

This process will allow the school coordinator and OCE access the preceptor’s CV & Certifications
—documents typically asked for by schools for their accreditation files.
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