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User and Contact Manager 
 

Enhancement Details: 

Current State 
(Prior to this Release) 

Users access the User Manager page to search and edit users, and Contact 
Manager to add and search for contacts.  

Problem Statement One area houses all user and contact functionality – the User & Contact Manager 
page. 
 
User Manager - RETIRING 
Contact Manager - RETIRING 
 
Summary of Improvements 
• Improved layout for filters and search options 
• Sorting on all columns 
• Quick Filter to immediately search results 
• Additional information displayed on main screen 
• Faster results 
• Integration of hospital contacts and users into one location 
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Solution Details  

 
 

Searching for Users and Contacts 
Search for users by filtering results or using the quick filter when you want to narrow down results. You can change 
the order in which the columns appear by clicking on a column header 

 

Creating a New Contact 
When creating a new contact, click on {Add a new one} and fill in the necessary information. 

• Contact Information –Fill in all the required fields.  

 
• Contact Roles –Each contact and user can be given a role for better clarification 
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• Notifications –Each contact and user can be configured to receive available notifications 
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Enhancement Details: 

 
 

Add On-Demand Report Scheduling 
 

Enhancement Details: 

Current State 
(Prior to this Release) 

Only specific reports are available to be scheduled. This is indicated by the “check-
mark” next to the report on the mail report listing. 

Problem Statement There is a need for the ability to schedule certain On Demand Reports. 

Creating a New User 
Make a contact a user but clicking the Enable button.  

 
Fill out the required fields below. Add login information and security settings 

 
Click on [Open Permissions] and select the check box(es) to which the user needs access. 

 
 

Editing Users and Contact 
A user or contact can be edited by clicking {Edit} and changing the necessary fields.  
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Solution Details On-Demand Reports users can have reports delivered to them via email at 
scheduled intervals.  
 

• After running a report, the user can click the “Schedule” link and set up 

a recurring schedule 

• Each report has specific criteria allowed. For example, a monthly 

report cannot be run daily 

• Some reports have further restrictions on when they can be run, for 

example, the VCard Reconciliation report can only be run on the 5th 

day of the month or after 

• Users can set a friendly name for each scheduled report 

 

1. Access the reporting feature from the ePay Home page. Reports available to a user are listed, based upon the 
job function of the user. 

2. Select the schedulable report to be run. 

 

 

3. You must run the report once to establish parameters for scheduling the report. Select applicable filters and click 
“Run Report” as you would have in the past. 

4. Once the report has generated, click on the Calendar/Clock icon. 

 

 

 

5. Scheduler Settings will now appear. 
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Enhancement Details: 

 

Add New Unreconciled Invoices Report 
 

Enhancement Details: 

Current State 
(Prior to this Release) 

• Currently only specific reports are available to be scheduled. This is 
indicated by the “check-mark” next to the report on the mail report 
listing 

• After running a report, the user can click the “Schedule” link and setup 

a recurring schedule. 

• Each report has specific criteria allowed. For example, a monthly 

report cannot be run daily. 

• Some reports have further restrictions on when they can be run, for 

example the VCard Reconciliation report can only be run on the 5th 

day of the month or after. 

• Users can set a friendly name for each scheduled report. 

 

 

1. On this screen you will be able to configure your report to run on a recurring schedule for a given time frame for a 
given period and choose the report format.  Click Schedule the Report. 

2. Viewing Settings for a previously configured report: 

 

 

 

3. New On-Demand Report to show your scheduled reports: 
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Enhancement Details: 

Problem Statement Users need for a new On-Demand report that shows a list of invoices which have 
not been reconciled in the system. These are the same invoices that would show via 
the “Invoices” page by using a settlement date range and the “Show Unreconciled 
Only” checkbox. 

Solution Details On-Demand Reports which allow users to have reports delivered to them via email 
at scheduled intervals.  
 

 

 


