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SEC3URE Host Administrator | Set Meeting Requirements

SEC3URE Meeting Generator is used to set your facility’s HCIR / Rep meeting requirements and gain greater control of who is
entering your facilities by requiring meeting pre-approvals. It reduces the amount of “cold-calling” vendor reps and provides a
more direct line of communication between you, your facility employees, and your HCIR / Rep populations. You may set
requirements by facility, by HCIR / Rep population, and even by individual HCIR / Rep.

Before you begin, we recommend identifying department leads responsible for approving / denying HCIR / Rep meeting requests.
Next, determine the facilities, the HCIR / Rep Category(ies) populations, or individuals who need to request pre-approval before

arriving on-site. And then, establish and set an appropriate minimum meeting request approval period so that department leads
can reasonably respond to requests.

Features for Meeting Generator:

O Set Facility-wide Meeting Requirement Status O Set Individual Rep Meeting Requirements

O Manage Minimum Meeting Request Time [0 Manage Meeting Requests

We recommend department leads be setup as Administrators in SEC3URE so they may approve / deny incoming meeting requests.
Three-day minimum requirement: Requests not processed two days before the meeting is to occur will be automatically approved.

Additional Resources for Implementing the SEC?URE Meeting Manager:

[ SEC?URE Implementation Guide: Set Email & Text Alerts | *PDF
This document provides guidance for designating who in your facilities should receive SEC3URE email and text alerts.
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Set Facility-wide Meeting Requirement Status:

This is the first step in setting-up facility meeting requirements. You may set meeting

approval requirements for each facility in your system.

Welcome: ran nit (1D 778557) | Logout

O Mot Suppert Spesiatat §17SHSIME (TIZNTY) O

O InteliCentics

In SECURE, pull down the Administration menu and
select Meeting Generator.

Under Facility-Wide Meeting Requirement Status,
there is a table showing the current facility
requirement settings. Select Set Facility Status >>

The default meeting status for all facilities is

0 naide Seles 11T SRCHNE -
S ecnmssaor o el A G automatically set to No Meeting Approval Required.
I e | o | e | e | e | Ve e | o e
- Under Facility-Wide Meeting Requirement Status, for
arege Cwieia Caeeies
" P ringioge s 0 Bt S each facility choose one of the two available options:
« Marage Viesseg The Ueetng| Verus Cremdn Ogtane OIS % DO 20ITvec K 808 Of 38 0F your Regs . .

. Cotontd Nogiimoins = No Meeting Approval Required

M L= sion Mo o Yo ma . .

PN e e * Meeting Approval Required for All Reps

Sacred Y |y Doy Gererea ) Aoge Ovel B eue ed

:“":m e Al Rowing Update Facility Status >>

“mq Q telieniies
KEY TIP: Larger, higher-traffic, facilities will require
The Meeting Generator tan be wsed 10 regure Meeings 10 De Apptoved ¢ some of 31 of your Reps. more Vlgllance to keep_up Wlth HCIR/Rep requeSts
Facilny-vice Meetng Requrement SLous
Sacred Alzska Regional (Sales Demo) Meetng Approval Becured for A8 Maps (N0 Minmm Nusiber of Oays for Mesting Recueetal
Sacred Memorial (Hosp Demo) 13 Meetng foproval Nesures
Development Faclity (Toch Demo)  Ho Meeting “oprownl Regured
QA Test Facisty 3 1o Meetng A00rovel Requred
‘ﬂ Faciity Status >>

Manage Minimum Meeting Request Tme

Specity whemer of N0t you WIth 1 reQUre yOur Neos 10 SUDMIE Meetng requests J days In advarke

() nteliGentrics

B baaioe 5

© Conce|

© Moat Sepport Specialist 817328

S nplemerietion Tesm 1173800

Weicome: rabid Hil |

sles: HITSRCIVRE T

WRE TI2T

Viow

o Owerview: On File

* Mesting Ganersion
 Zes Fazicy-ice Sana
. Manage Veetng
Reauens

Meeting Generator

Set meetng recuitemants for your faciites

—‘ = Vasage fe; Facility-Wide Meeting Requirement Status
Feq.evenn
Sacred Alsko Regronal (Sales Demo)
s L v —
s m ) * NS Meeting Aggr oved Regured
(Hosp y Moring soproval Regures for Al Reps
oA aty (Toch D * NS Meeting Aoproval Recured
L3 Mottrg Aoproval Regured o Al Reps
OA Test Faciity 3 ® NS Meeting Agpeovel Reguree

Meortng Azpeoval Requred for Al Reps

L. Need Help? 817-SEC3URE, #3 | HostSupport@IntelliCentrics.com | www.intellicentrics.com

Select Facility-wide Meeting
Requirement Status

Update facilty Status >>

inl¥] £lc-

SEC3URE Meeting Generator v0.1 | 2


mailto:hostsupport@IntelliCentrics.com?subject=Facility%20Host%20Admin%20|%20Support%20Inquiry
http://www.intellicentrics.com/
https://twitter.com/IntelliCentric
https://www.linkedin.com/company/intellicentrics
https://www.facebook.com/pages/IntelliCentrics/176258222506635
https://plus.google.com/+Intellicentrics

Set / Manage Minimum Meeting Request Time:

The next step to setting up facility meeting requirements is to specify if your HCIR / Rep
populations are required to submit their meeting requests at least three days in advance.
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In SECURE, pull down the Administration menu and
select Meeting Generator.

Under Manage Minimum Meeting Request Time,
select Set Minimum Request Time >>

The default meeting status for all facilities is
automatically set to No Minimum ...

Under Manage Minimum Meeting Request Time, for
each facility choose one of the two available options:

= 3-day Minimum for Meeting Requests
=  No Minimum Number of Days for Meeting Requests

Update Facility Status >>

Once this is set, HCIRs / Reps may sign-in up to 12
hours before or after their requested meeting time.
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KEY TIP: If you set the 3-day minimum, requests not
processed two days before the meeting is to occur will
be automatically approved.
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Set / Manage Individual Rep Meeting Requirements:

If you have one particular HCIR / Rep (or company) not following facility
requirements, you have the option of setting exceptions to the facility-wide

In SECURE, pull down the Administration menu and select Meeting
Generator.

Under Set Individual Rep Meeting Requirements, select
Set Requirements >>

meeting requirements (down to the individual HCIR / Rep if necessary).

To locate an individual HCIR / Rep, use the drop-downs to select the
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Manage Meeting Requests: When facility or individual meeting request requirements are set, HCIRs / Reps will need to log-into their
SEC3URE accounts and submit meeting requests before they wish to access your facility(ies). If they
show up without the request, they will not be allowed to check-in (ad hoc).

You or your facility’s Department Leads will need to periodically log into SEC3URE and check for
Outstanding Meeting Requests. You may also signup to receive email and/or text notifications through
SEC3URE.

Meeting employee® | Tanesna McFaosen

O togou Meating empliyes emad®  t<lscdendyccmad ccm

To Manage Meeting Requests; from SEC?URE Home page, look for an Outstanding Meeting Requests
link under the Action Alert box to the left (or pull down the Administration menu and select Meeting
Generator).
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Meeting nete”
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Expected duration® 3 * bours

You are presented with all Open Meeting Requests. Select the Details link to review the Meeting
Request Details provided by the HCIR / Rep.

Add any notes to send back to the HCIR / Rep and then Approve or Deny the
request.

The HCIR / Rep will receive notification through both email and their
e SEC3URE account.
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L Support

For additional facility support, please call us at 817-SEC3URE (732-3873), fill out an online
facility support inquiry, or email the Host Support Team directly.

. . ‘Welcome: | Logout
10l |ﬂte|||centI'ICS O Host Support Specialist: 817-732-3873, Option 3 hostsuppon@intelicentrics.com

Experience SEC'URE Healthcare

B Inside Sales: 817-732-3873, Option @ sales@intelicentrics.cam
0 Implementation Team: 817-732-3873, Option 7 implementationtesm@intelicantrics.com
O Concierge Overview: On File

i Contact Us

= ContactUs Who do | contact for what?
Office hours: 7:00 a.m. - 5:30 p.m. Central, Monday-Friday

Host Support Team
hostsupport@intellicentrics.com
817-SEC3URE (732-3873), Option 3

o Navigation Questions
o Reporting Tools
o Check infout Styles

Inside Sales Team
sales@intellicentrics.com
817-SEC3URE (732-3873), Option 9

o Adding Facilities
o Radiation/Dosimeter services
o Medical/Non-Medical StafiPatient Visitors

Implementation Team

impler i inte lli ics.com
817-SEC3URE (732-3873), Option 7

o [T questions for establishing check in/out styles
o Training questions

e IR AR e S Y Y e i S S
Additional Facility Roles:

IntelliCentrics is a community of professionals, patients, their families, and facilities, working
together to achieve a safe and SEC3URE healthcare experience. Contact IntelliCentrics
Marketing to find out how to expand your facility’s SEC3URE environment.

HCIRs Medical Clinical Mursing Pharmacy Non-clinical Executives Patient Visitor

Thank you for your interest in expanding your facility’s safety and security. The group you have selected is not included in your
current SEC3URE services. In order to SECIURE this group, please dial 817-5EC3URE (732-3873) or email

marketing@intelliCentrics.com. It is most helpful if your email includes the contact name and department for group who might
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