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This guide will help you get setup on NextGen for the first time you log onto a City or SBC computer.
It will also help if you are a first-time user and need to create your password.

I.  Setting up Desktop Icon
A. On your computer, click on Start (the round windows icon)

B. On the Start Menu, click in the search box and type mstsc.exe. This will bring up the Remote
Desktop Configuration window.

Note: If you are on a City computer, click on Run instead of Search.
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D. First you are going to setup the icon for NextGen Production.
Under the General Tab, find the Computer: field and type 10.1.102.60

10.1.102.59

Note: You are going to repeat this process to setup a NextGen Test icon. You will instead type

% Remote Desktop Connection g

™~

| Remote Desktop
) Connection

General | Display | Local Fesources | Frograms | Experience | Advanced

name of the remate conmputer.

Computer: 10110260 v

Uszer name: dps14maybt0

e asked for credentials when you connect.

[ Allowy me ko save credentials

Connection zettings

Save the curment connection settings to an ROP file or open a
| gaved connection,

Save ] [ Save bz, ] [ Open... ]

{+ Options l Conhect H Help ]

E. Inthe User name: field, type dps1\ followed by your MPS username

Example: dps1\atjac099
F. Click the Save As button

You should not click the “allow me to save credentials” box.

G. Select Desktop, then in the File name: field type NextGen_Prod
If you are setting up the test environment, type NextGen _Test

H. Choose Save. A shortcut now appears on your Desktop. This shortcut is what you will use from

now on to access NextGen.

Note: The procedures above will need to be repeated on each machine you use. If you work in multiple
clinics, it may be helpful to print this guide and take it with you from clinic to clinic.

www.minneapolismn.gov/sbc ®* www.facebook.com/mplssbc

Version:09/12 |  Page 20f 10



http://www.minneapolismn.gov/sbc
http://www.facebook.com/mplssbc

MINNEAPOLI
SCHOOL BASED

NextGen Setup Guide
CLINICS First-time Workstation Setup & Logging In SETU P

Il. Logging Into the Remote Desktop

wesboisd L7

A. Click Connect on the Remote Desktop Connection window

B. On the Do you trust this remote connection window, first check the Don’t ask me again for
connections to this computer box. Then click Connect.
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C. Once the connection has been initiated, it will ask you for your password.
1. If you are a first-time user, type Password1
2. If you already have a password, type it in

3. Click Connect

Note: NextGen Test and Prod are 2 separate databases. You will need to enter the
generic password the first time you access each of the databases.

D. If you are a first-time user, you will need to setup your password and will be asked to create a
new password. Your password must meet the following criteria:

1. Have at least 6 characters
2. Have at least 1 capital letter

3. Have at least 1 number or special character (!,@,#,5,?)
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E. Make sure to remember this password. Writing it down is not advised.

Hint: use the same password as your district login. Then remember to change it every time you
change your district password. This way you only have to remember one password.

lll.  Accessing NextGen

A. Once you have connected to the remote desktop, you will see an icon for NextGen. Double-
click on it.

MOHFS.TS1
10110280
oPE1

maybel

&= =
B. You will then see the Application Launcher. Click on EPM.

MOHF3-TS$1
10110260
OPS1
sty
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C. Login

1. Type your NextGen username (the same as your MPS username).

2. Type your password. First-time users should use the generic password Password1.

MOHFS-TS
10110260
OPS1
sty

e |

ez B

3. First-time users will be prompted to change your NextGen password.

a. Old Password: Password1

b. New Password: This can be the same as the remote desktop password you just
set up.

c. Create aPIN. It needs to be at least 4 numbers long.

D. You now should have access to the EPM.

1. If youare in Test, the taskbar in the EPM is and you'll see 10.1.102.59 at the top.
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Make sure you are in the correct database before you start inputting data or making changes!!

www.minneapolismn.gov/sbc ®* www.facebook.com/mplssbc Version: 09/12 | Page 5 of 10 SETUP ‘



http://www.minneapolismn.gov/sbc
http://www.facebook.com/mplssbc

MINNEAPOLI
SCHOOL BASED

CLINICS

NextGen Setup Guide SETU P

First-time Workstation Setup & Logging In

wesboisd L7

Defining User Preferences
You have the ability to customize the EPM to your needs. Follow these steps to get started.

A. Scheduling Preferences

1. Click on Admin and select Preferences > User > Scheduling

Scberbied Today [
ket 0 Tedar:

i | Chacked Cut Tosbr:

Canceled Todey o

2. Click on the MultiView tab. In the All Staff Multi-View Group, select your name.

Appointment Scheduling Preferences

|
1

General ﬂulti‘d"iewl Daily Wiew I ﬂesourcesl Events Igppt Search.n"\a\-"ait...l Tooltip I

tultitfiew Groups \D efault multi-vigw graup
CETT | -1 5 =]

Resource Selection/Order Show |5 3: FlESENEES Fer SEEa
ﬂ Anderzan, Fristie !

Andrews, Barb

Berkley, Sharan

Botz, Kate '

Capra, Marie ‘

Carlzon, Lo
Chaizzon, Micale
Combs, Linette ;I

— [ Display event color in scheduled slots

MR RR]

ak \ Cancel |

N\

3. Use the blue up arrow to promote your name to the top of the list. \

Hint: You can repeat this process for any of the other Multi-View Groups. You can also
promote other people that you schedule frequently.

4. Check the Display event color in scheduled slots box.

5. Now click on the Resources tab.
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6. Select your name and click on the double up blue arrows to promote yourself to the top
of the list.

Appointment Scheduling Preferences

L General I MultiView | DailyViews Besources | JFvents | Appt SealchMait...I Toalip I

Preferred resources
L e [ Hay, Brian Th
[T Anderzon, Eristie M
[T Andrews, Barb '
[T Berkley, Sharon
[T Bots. Eate ’
[T Capra, Marie
[T Carlsom, Lori ;I hd
Default resource(z)/class for Appt Search
[T Anderson, Kristie -
[T andrews, Barb
Berkley, Sharron
Bots, Kate
Capra, Marie
Carlson, Lori
Chaizzon, Micole ;I

L e

aK Cancel

7. Click OK.
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B. Printing Preferences: Label Printer

1. Click on Admin and select Preferences > User > General

=]

[

| scwasg freeres

2. Click on the Printing tab

3. Scroll down and right-click on Label Templates and select Open

fthUser Preferences E

General | Chart Eliﬂliﬂgl Loakup Limits | Advizar | Lasksl Locations | ICS | AutaFlow | Paument Proce...l

‘ Fee Tickets |

™ Piint preview r Prompt for options dialog

Claims
r Dizplay Awailable ICS Images with Claim ‘

r— Frirting Preferences

r Always uze windows default printer

Available Documents Frinter Hame Orientation  Tray  Size # Copie &

ugsz2
UB04

“1a Collection Letters

"“‘ Dray Timer

1k Default Frinter PSC-510-4FBC Fartrait 15 1 1

= Encounter Bills

ﬁ EOE Images

&= Fee Tickets

19 Patient Data Sheets
I?I Fatient Detail Data 5.
¥ Recall Letters

1 Reports

é Statements -

4 »

i[9 | Cancel |

4. From the drop-down menu, select the label printer for the clinic you are at the most.

Y |

— Printer

Marne: PSC-B10-4FBC j Properties. .. |
s _ Edizon 2055

tatis: | F disan 400
Type: Edizon_Labels

X Henny_2055

where: Henry_400
Commert, | Herr,_Labels I Piint to file

Longfellow 2055
= Longfellow Labels

[~ Print rande"| PLC (L 4FBC
n Roosevelt 2065 L -
= Al Foosevelt_400 Fapies: |1 3.
> Roogevelt_Labels
A0ES | S outh Labels = ol
e | 5outh_2055 Jg@ olate
' SRR & oyt 400 1

| Southwest Labels

Southwest_2005
| L
| Southwest_400 k. I Cancel |
] Wazhbum_2055

oW ashbum_400
mplates Washbum_Labels
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5. Click on the Properties button and make sure the orientation is set to Landscape. Click
OK.

!;e Longfellow_Labels Document Properties

Layout | Paper/Quality
Orientation:
Page Order:
Frantto Back j
Page Format
Pages per Sheet |1 vI
[~ | Draw Borders
Advanced.., |
oK I Cancel |

C. Printing Preferences: Default Printer

1. Click on the Start menu in the Remote Desktop

2. Click on Devices and Printers
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3. Find the 2055 printer for the clinic you spend the most time at and right-click on it.
4. Choose Set as Default

—

2.8 &1~ Contral Panel ~ Hardware ~ Devices and Printers

Add & device Add a prinker S ]
indows can display enhanced device icons and information from the Intermet. Click ko thange. . x

* Devices (3)

NLED

Generic Non-PriP MDHFS-TS1 Whiware Virtusl USE
Monitor

~ Printers and Faxes (21)

I .
Henry_Labels Lo gf ellow_2055 Lo gf elow_Lsbels  PSC-510-4FBC

velt_Labels South Labels Sauth 400 Sauth 2055 S0l thwe t Labels S0l thwet _400 Southwest_2055
L/

Washbum _400 Washbum _2055 Washbum _Labels

[/ Z4nems

s

8

Note: You will need to change the default printer each time you visit a different clinic.

Congrats! You are done with this setup guide.
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