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Add a new Person to MediWork

Learn how to add a new person who receives Occupational Health care to MediWork

1 Log in to MediWork, and open the People Manager

2 Every person must belong to a Client Organisation. To choose a client
organisation, click the Client Organisation Filter Dropdown at the top of the
page.
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3 Choose a Client Organisation - make sure you do not click "All Clients" - one
organisation must be selected.

4 Click the Menu button in the top right corner of the page
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5 Click "Add new person"

6 A new empty record is created
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7 Fill in all the information you can about the individual, paying attention to fields
which have an asterisk ( * ) as these fields are mandatory.

8 Click "Next Step"
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9 You will be taken to the Organisation Tab, where you can enter detail about the
person's position within the organisation.

10 Fill in the fields at the top of the page to describe the person's role in the
organisation
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11 Select the appropriate groups for this person, based on their role / job profile

Groups are used to determine the questions this person will be asked during
Pre-placement, the areas they will be assessed against for Health Surveillance,
and other key process steps in MediWork.
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12 Based on the groups you have selected, observe the health modules that are
assigned to the person, for Pre-placement, Health Surveillance, and more

13 Click "Save"
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14 This person's record is now saved, and they are ready to be processed in
MediWork

Depending on your setup / organisation, adding someone to MediWork may
automatically start Pre-placement and / or Immunisations processes for them -
you can check this in the "Episodes" tab for this individual


