The webinar will
begin shortly:

Please connect to audio by
choosing Telephone or
Mic & Speakers.

If you cannot hear audio,
choose Telephone and dial in
using the numbers shown on

your screen.

File View Help |=/O[m|{%]
...... !:_t’l AUI“O
® Telephone

O Mic & Speakers

Dial:  Numbers will be
Access Code:  shown on your

Audio PIN: screen
Welcome to the Ergonomics Webinar! “

[Enter a guestion for staff]
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Your Facilitator

Joan Swift



Reminder

During the webinar:

. Please refrain from using Email
. Close other Applications windows

» Close other Internet Explorer pages

This will help minimize connectivity and audio issues.

Thank you



GoToWebinar

Control Panel Features

"Fle View Help —o/e)x
(=] Audio

Show/Hide Control Panel >

—

View in Full Screen Mode =] Guest &)

Raise Hand —> Welcome to the Ergonomics Webinar!

ool

Ask a Question —> [Enter a question for staff] R

Send

This is a test.
Webinar ID: 406-987-840
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Thh guids providss ar ossrdew of specitic policss and iopla reltsd o wEing the Iqoronion spelation o
purchans computer sanizmeT for ues on the Pamere Metaoek

ERGONOMICS: ALLOCATING COSTS

1 PHE PURCHASING 5 YSTEMS
TRars BT theoss waGT 10 OTE8r meTEntEr medware, sranrs, ard relebed ofFcs puppl e
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This document provides Ergonomics purchazers with general guidelines for selecting accounts when ordering computer
equipment. Purchasers should confirm specific account numbers with their Director, Manager, or Finance based on their
department’s budget.
When you review your shopping Grt and “check out”, the Cozt Center Information screen will display:
* Desctss legured Fiebds
0 * Basincs Ust * Accost * Cout Caen ProgleSch Project 4 Physices ID Percas

- mo %
(R0 Ll (st ot Cogat 1) Ha100 00}

2 ACCESSING THE ERGONMOMICS APFUCATION

Ori n Parms Warkrtasen: 52 to Pantran Agpliosiors = Dparamisx
Onithe Imbermat: Goita ez wais0d srpagroupunam, partraen, indscin
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1 BUSINESS UNIT
Each hozpital has 3 unique 4-digit Business Unit number. A Business Urit is required for all orders. A few examples are:
MGH - 1200 BWH -2200 PHS - 0100 BWFH - 2810 NSMC -3100 NWH - 2100

3 ACCOUNT SETUP

= Thes L& Bosmas i swte seisctesd Thie nched s M icrses® Offics 3007 prodocse. Thars Ero
chargs for thic,

Hobts: Dvery new devics comes with 8 Desdrg Softwors Losmis. Wher regladng 5 cewvice. the
Eosrm e will cormy over weing devios Informastion. smisned InWiork Crder Fom

2 ACCOUNT, COST CENTER, & PEOPLESOFT PROJECT #

Orders under $5,000

* Account numbers are based on Operating Codes (for orders under $5,000) and Capital Codes {for orders over
$5,000). An Account number iz required for 3l orders.

Chooze an Account number that fits with the description of the items being purchased:

Account  Description

Allocating Costs

* A Cost Center iz required for all orders. In most cazes, it will be your department’s cost center (e.g., PH1234,
MG4567), except 35 noted below.

i you are charging to 3 Research Grant or Sundry Fund , enter it in the PeopleSoft Project # section and uze
cost center 000000
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> Objectives

> Two Step Approval Process

» Place & Track an Order
o Multiple Items
o TWO cost centers

> Account Setup & Support



Learning Objectives

At the end of this training, you should be
able to:

> Locate the desired computer equipment using the
Ergonomics application

> Place an order using the Ergonomics application



What Is Ergonomics?

Ergonomics:
 Web-based application

* Purchase computer hardware
- Standard desktop, laptop, printer, other
computer-related equipment.

Ergonomic Group (EGI):
* Third-party vendor
 Manages application & fulfills orders



Online Shopping Cart

2, © ©

Add Recipient Add Shipping
and Device Work and Payment
Order Information Information

Add Items to
Shopping Cart

Review your
Order




Order Flow

. Approval

Submit Order
Online

Materials
Management

©

IS Customer
Service
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IS Orders Only

PC/Laptop purchases must meet one of the
following requirements:

o The PC/Laptop is on the upgrade lifecycle list.
o The purchase is part of a budgeted project.

o The purchase is for a new employee.

If approved, the order will go to IS Customer
Service for review.

If not, the order will be rejected.



Remote Access

= VPN » GoToMyPC

o Limited applications o All applications
o No fee o Annual fee

Secure Supported Setup



Apple Products

https://rc.partners.org/

Research Computing



Two Ways to Access

@ Partners Applications > Ergonomics

[E Partners Applications | = | E 28
|, Clinical References
| tilities
& | Applied Technology Ltilties PHS
| | BICS

& | Career Growth Initigtive
W Cisco View Mail for Outlook

7 Docuanalyzer

g Document Direct For Intemet
Document Direct

& | Ergonomics

[® FULLSHOT-MGH

£ |5 Administration Reporting Portal

® On the Internet:
http://web01.ergogroup.com/partners/



http://web01.ergogroup.com/partners/

Questions?

Any
guestions?




Post-Class Support

Quick Reference Guide
o Contains topics covered in class
o Reset Password

o Cancel an Order
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Post-Class Support

1. Ergonomics Account Managers
o Questions about a specific product
o Unable to find an item

2. Ergonomics Support Site
http://istraining.partners.org/ergo

3. Report all other issues to your IS Service Desk


http://istraining.partners.org/ergo

Account Setup

=Your Ergonomics account will be setup
after today’s session:
o Allow 1 business day

o You will be notified by e-mail when your
account is ready

o Distribution List




