Ontario.

Ontario Health Workforce Matching Portal - Training Guide For Organizations

A portal to match organizations like yours with non-clinical support workers
across Ontario who have availability to provide support.




How it works Ontario.

Matching organizations like yours that need additional non-clinical support workers across Ontario who have availability is critical for our congregate
care settings to continue to deliver necessary services in the midst of the COVID-19 crisis.

Here's how the Ontario Health Workforce Matching Portal works...
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How it works Ontario.

The purpose of the Ontario Health Workforce Matching Portal:

= Connect non-clinical support workers who have availability, with organizations in need of support.

= The matching portal is intended to make that first connection between organizations in need of non-clinical support workers with availability to
provide support. Once a match has been made, the organization is responsible for reaching out to the individual it has been matched with to
arrange next steps in the process and discuss details of the assignment, including onboarding, scheduling shifts, payment etc.

What the Ontario Health Workforce Matching Portal does not do:

= Schedule shifts
= Arrange onboarding
= Coordinate payment for service rendered

What we need your organization to do:

Set-up your organization’s account on the portal

Input your requests for support

Review matches made for each of your requests and follow-up as appropriate
Keep the status of your request records and matches up-to-date



Accessing the portal Ontario.

There are two ways to access the portal:

1. If you received a link to login via email you will be OR 2. If you did not receive a link to login via email, you will need to
brought directly to a login page. register your information in order to access the portal. Visit
www.onhealthworkforcematching.ca to register.

If accessing the portal this way skip ahead
to page 7.
WELCOME TO THE WORKFORCE MATCHING PORTAL

Ontario is seeking thos h experience in providing health care or other non-clinical services who are available to help provincial efforts to prevent
and control the spread of COVID-19, if required. We are looking for health care providers and non-clinical workers who are available and are prepared
vork in a new location (could be part-time, those not currently employed, or former healthcare providers and workers who are retired, or
tus with their regulatory college). We are also registering individuals that are part of the Broader Public Sector voluntary redeployment
nitiative. If you are interested and you can help, please provide us with the following information to create a user profile. Your profile may be used to
match you to positions and opportunities to use your skills and provide services where they are most needed.

Individuals Healthcare and Related Facilities
| want to help | need resources
If you are a health professional, or non-clinical worker with relevant If you are a representative of a healthcare or other congregate care
experience in fields that could support the healthcare system or other facility located in the province of Ontario and would like to request help
congregate care settings and would like to help alleviate the strain put on and be matched with available resources for additional worker support.
healthcare or congregate care systems by the current COVID-19 create an account by clicking on Register. If you already have an account,

LO in u s i n th e outbreak. Please register by clicking on the Register button. If you have log in to post a request or modify your informaticn.

g g already registered, log in to update your availabilities.

credentials provided

°
* Username /

A
B password

Forgot your password?

REGISTER

Select Register


http://www.onhealthworkforcematching.ca/

Setting up your organization'’s profile Ontario .

Fill out the registration form to register your organization on the portal.

Health Care Institution Registration Form _ Fields marked with an

asterisks must be filled
nstitution Information out to proceed

Institution Official Name *

Sector #
ector =@ Acute Care/Hospita

Address

fodress Test Tes Click arrows to open up

drop-down menu and

Postal Code + - Region* | Toronto Region . make the selection that
best suits you

Contact Infermation

irst Na * ast Na *
First Name Test Last Mame Test
Title * Phone Number * e
itle * @ Ms ene Numoe 233454554
Email *

Provide your consent

olleges for the purpose of assessi

=:-;::'ego';er'rre':-fl-':ls:i CO’;‘]D-'?*E& th Care Provider Recruitment Program. T - ) — Click llSign_Up"

o consent to such collection, use and disclosure of this information




Setting up your organization'’s profile Ontario .

You should receive an email with your organization’s username and a link to login. Please be sure to check your spam/junk folders if you do not see
the email in your inbox.

For support contact the Ontario Public Service (OPS) IT Service Desk at 1-888-677-4873 or 416-246-7171. Once you hear "You have reached the OPS
IT Service Desk” enter prompt code 011 on your phone.

Ontario
Health

Hi, Jane Doe

Welcome to Matching Portall To get started, go to htips://staging-healthcloudtrialmaster-15a4d-17117fe91a8.cs 138 force.com/matchingportal/login?
c=9AA9kvrOMvng1diTQgocdLO974NgwQX WgnHmgSOwhvbmuOdpUZWCd9rwi0gGI5ib8Be30QDdBlizHCMyLDLk OzxaEIZECazxsXUsNowTIffmmS 1V7145k7 NkrOw4yABZ9IHY XIzbUPRKINGCh8fXugFwcglPRh wWig.akS1 NiMOoHN83GUOzd69S
A

Username: janedoe@email.com 1

Thanks,
Ontario Health, Regional Office

Click to the link
in the email



Accessing the portal Ontario.

Access the portal using the login information that has been provided to your organization via email or login using the credentials you have just
created.

Enter your
username and
password and click

" M n
2 Username / Logln

a
@ password

Forgot your password?

The URL for the Ontario Health Workforce Matching Portal is: www.onhealthworkforcematching.ca

If you need to reset your user name and password follow the instructions in the Appendix

For support contact the Ontario Public Service (OPS) IT Service Desk at 1-888-677-4873 or 416-246-7171. Once you hear “"You have reached the OPS IT
Service Desk” enter prompt code 011 on your phone.


http://www.onhealthworkforcematching.ca/

Updating your account information

Ontario.

Select "Account Management” to begin filling out and/or verifying your information.

A MYREQUESTS NEWREQUEST MY MATCHES INFORMATION  ACCOUNT MANAGEMENT TIM WATT

WELCOME TO YOUR PORTAL!

This portal is being used to match individuals with experience providing health care and related services to the services you need
related to the COVID-19 outbreak.

Once you create and submit a staffing request, 3 member of your regional office will match the request with (an) individual(s)
profile who is able to provide service you need via an available service offering.

As soon as a match has been approved, you will be notified via email and provided with the professional's contact information. You
will then be responsible for contacting the professional and arranging next steps to secure their services.

Please update your request status to closed if the match is successful.

MY REQUESTS NEW REQUEST

Click "Account
Management” to
verify your details




Updating your account information

Ontario.

Update your account with your organization’s information to ensure you are matched with available non-clinical support workers that meet your

needs. Please keep your account information up-to-date. You can edit your information anytime.

Account

Community Living
Primary Contact CovID-15

Account Mame
Community Living

Parent Account

Sector

Acute Care/Hospital

v Address Information

OLD TORU'D

Provider Status

Unerified T8

Region

Toronto

A

N

Click edit or the pencil icon
next to specific field




Updating your account information Ontario .

Update your account with your organization’s information to ensure you are matched with available non-clinical support workers that meet your

needs.
Account + Follow Edit
Community Living
Primary Contact covip-19 Provider Status
Unverified 1B
Fields marked with an c : . T Be sure tg |nd!cat$ tl?f) COVfIJE)h—19 sr;catusbof your
. ommunity Living
asterisks must be o o org?‘nlza (:IOH (|.e. 1I:C O); (0] o ere nave peen
fI”ed out to proceed - con |rlme cases at your IoCa IOﬂ).‘ . ’
Tim Wat * Don't forget to keep your organization's COVID-19
Sector © status up-to-date.
Available Choszen
Home... ’ Acute G
Long-..
4 .
hedic. \ Use the slide arrows to
Ment. move information
prima... _ between columns
~ Address Information
Shipping Address Region
Shipping Strest Available Chaosen
45 Eront Street Toronto A... » Toronto
S Central Re...
Shipping rth Reg...
Shipping City Srate/Province
Shipping
Shipping Zip/Postal Code Country . " "
Click "Save
/ when complete




Submitting your requests for support Ontario .

Select “New Request” and enter the necessary information to get matched with a non-clinical support worker that meets your needs. Scroll down to
complete the entire form and click “Save” when complete. To note, you will need to create a request record for each of your resource needs. For
example, if require support from 2 PSWs you will need to submit 2 separate request records.

#A MYREQUESTS NEWREQUEST MY MATCHES  INFORMATION  ACCOUNT MANAGEMENT TIM WATT
Click “"New Request”
Please note that 8 separate request should be created for eacl or example, if five PSWs are needed then five separate requests
should be created. Once you have saved your request belo k "New Request” at the top of the page to add additional positions.
Request Details
tiD Community Living x ContactID Tim Warr x
Subject D
Fields marked with % Click arrows to open up drop-
an asterisks must down menu and make the
o * Demand Priaricy --None-- v FType Regulated Health Professiona v < 0 0
be filled out to — | p e selection that best suits your
proceed ) organization
ob Location —Mone— v pro one- v
* Required Available Chosen Specialization _None— v
Availability
Maonday M...
Monday Aft...
Monday Ev... .
N Use the slide arrows to
move information
e o between columns




Submitting your requests for support Ontario .

Your request record has now been successfully submitted!

After you have submitted your request record the portal will match you with an available non-clinical support worker that meets the specific
requirements of your request. Once a match has been approved you will be able to view the match under "My Matches” on the portal. Here
you'll find the contact details for the individual you have been matched with so that you can connect with them directly to arrange the next
steps in the process.

If your need for support changes please update or close your request record as soon as possible as per the following instructions.



Updating your request records Ontario.

You can update your request records at any time by selecting "My Requests” and clicking the “Request Number” for the request record you would
like to update.

f MYREQUESTS NEWREQUEST MYMATCHES  INFORMATION — ACCOUNT MANAGEMENT

Requests
My Requests v 1. Click “My Requests”

50+ it

secon ST WIEWS |
Closed Requests i
2. Make a selection from
My Closed Requests Closed  4/7/2020, 303 AM |+ the filtered list options
Wiy R 23
g ¥ Myrequess Closed  4/7/2020,343PM | w
Open Requests
3 Close 41452020 L3 F L
Recently Viewed
4 : Open  4/17/2020,1:54P_ |+ *Shows the
: Recently Viewed Requests o e 20 updated request
' : status. If your
E 002001234 Community Living Tim Watt Personal Support Worker request haS been
. 7 000Q123%  Community Living Tim Watt Cook Open 417/2020,5:09P... w SUCCGSSfU”y
3. Click on the number to / I matched, the
open a record & JULUT 232 Community Living Tim Watt Personal Support Worker Open AU 2P status will appear
E 000012537 Community Living Tim Watt Housing Keeper Open 4242020, 5 29A.. | w as "Closed"
10 00001247 Community Living Tim Watt Personal Support Worker Closed 4/24/2020,%9:54A.. |«
1242  Community Living Tim Watt Special Educator Open 4/24/2020,955A.. |w

0001243 Community Living Tim Watt Personal Support Worker Open 4/24/2020,956 A... |w




Updating your request records Ontario.

Once you've opened the record select “Edit” to make changes to your request or the pencil icon to change a specific field within the request.

# MYREQUESTS NEWREQUEST MY MATCHES  INFORMATION  ACCOUNT MANAGEMENT TIM WATT

Request - _ ~

Edit Clone Request

Request Mumber Professian Status \

0001235 Laboratory Assistant Cpen o 0 op o

’ i Click edit or the pencil icon
next to specific field

Request Number Status 4///-

00001235 Open

Account Name Cloze Reazon

Cloze Detailz

w Description Information

Subject

Description

v Request Details

Demand Priarity Job Location

Low Virtua

Type Sector

Other Health Professions Medical Labaratory
Profeszzion Required Availability
Laboratory Assistant Tuesday Afternoon; Tuesday

Evening Tuesday
Crvernight, Wednesday
Morning,Wednesday




Ontario.

Updating your request records

Update your request record to ensure the best match. Please keep your request records up-to-date. You can edit your request records anytime.

Cook Open

* Account Name

Close Reason

Cao &
Tim Watt =NEIE=
Closa Det
v Request Details
* Demand Priarity *job Lecation
Mediurm On Site
*Type
Use the slide arrows to

Regulated Health Professional

move information
between columns

* Profession

Cook

Click “Save” when you are
done making changes

Community Medicine




Updating your request records Ontario.

Please be sure to change the status of your requests from “Open” to “Closed” if you no longer require support for a reason other than a successful
match being made. When a successful match has been made, and is noted under "My Matches”, the status of the request will automatically update

to “Closed” and there is no need for you to close the request record.

Ensure the status of your

Cook C;sf °
request is accurately
o / reflected

Ope Je— |
T e ene- T o— If you are closing the
request, input the reason

~ Reguest Details
e If you are closing the

- request, input any

additional detail you think

is relevant

Regulated Health Professional ¥

Cook v Avsilzble Chosen

Community Medicine




Reviewing your matches Ontario .

Select “My Matches” to view matches for your requests that have been generated by the portal. Here you'll see “Active” and “Approved” matches.
Please review “Approved” matches to fulfill your requests for support.

# MYREQUESTS NEWREQUEST MYMATCHES INFORMATION  ACCOUNT MANAGEMENT

Click "My Matches”

Active and Approved Matches

Name ~ Requested Profession ~ Organization Name ~ Professional Name “w  Status W
M-000053 Personal Support Worker Community Living ABC Active
M-000261 Personal Support Worker Community Living Terri Test Approved
M-000030 Personal Support Worker Community Living ABC Approved
M-000031 Personal Support Worker Community Living Approved
M-000032 Personal Support Worker Community Living Approved
)00115 Personal Support Worker Community Living Approved

Personal Support Worker Community Living

Personal Support Worker Community Living

Personal Support Worker Community Living

000 An Heale

"Approved” — matches that have been reviewed and approved by your Regional Command Center (i.e. if you
deem the match suitable you can reach out to the non-clinical support worker to determine next steps)

"Active” — successful matches where you've already made contact with the health care provider or non
clinical worker and they are or will be providing support to your organization



Reviewing your matches Ontario .

View the details of the match by clicking the record number listed under “Name”. Please review "Approved” matches to fulfill requests for support.

A MYREQUESTS NEWREQUEST MY MATCHES INFORMATION  ACCOUNT MANAGEMENT

Active and Approved Matches
MName w Requested Profession w Organization Name 4 ~ Professional Name W Status A
M-000053 Personal Support Worker Community Living ABC Active
M-000261 Personal Support Worker Community Living Terri Test Approved
KA-000030 Personal Support Worker Community Living ABC Approved
WA-000031 Personal Support Worker Community Living Approved
Click the record K-000032 Personal Support Worker Community Living Approved
number under —— 7| . :
,,Name,, Q00115 Personal Support Worker Community Living Approved
1-000155 Personal Support Worker ~ Community Living Artive
M-0001 095 Personal Support Worker Community Living Active
1-000754 Personal Support Worker Community Living Active
40007 A0 Hesth Hyrman Besorres 5 Haniral Ravmnnd | erlere Artive




Reviewing your matches Ontario .

Here you can find the contact details for the non-clinical support worker you have matched with and reach out to them directly to determine the
next steps in the process.

& MYREQUESTS NEWREQUEST MYMATCHES INFORMATION  ACCOUNT MANAGEMENT TIM WATT
Details l Dedine Match H Hired l
Mame
1000153

Request Information

Requested Profession
Personal Support Worker

Organization Name

Best LTCH EVER
Organization Address
4341 Yonge 5t, North York, ON, M2N 5X2

1=

vailability Infermation

Professional Mame .

The contact details for the health

oratessongl gl care provider or non-clinical

namidtest@examale.com worker you have matched with
can be found here

Availability Profession
Respiratory Therapist

Awvailability Practice Status

Actively Practicing




Reviewing your matches Ontario .

Please review your “Approved” matches and update the details of the match to “Decline Match” or “Hired”, as appropriate. When you update the
details of the match to “Hired” your request will automatically be closed.

ﬁ MY REQUESTS  NEWREQUEST MY MATCHES  INFORMATION  ACCOUNT MANAGEMENT TIM WATT
Select “Decline Match” or “Hired”, as
Details [oeaneverer | res | appropriate.

oo "Declined Match” — if you have deemed that
the match is not suitable.

Request Information \ - " , .
Hired” - you've made contact with the non-

Requested Profession clinical support worker and they will be
Personal Support Worker providing support to your organization.

Organization Name
Best LTCH EVER

Organization Address

4841 Yonge S, Narth York, ON, M2N 5X2 **To note, in the instance that you've been successfully matched with a non-clinical support
worker, but they can only partially fulfill the requirements indicated in your request record,
you'll need to open a new request record for your remaining requirements.

I

vailability Infoermation

Frofessions!ame For example you open a request record for a Personal Support Worker (PSW) on Mondays
ot and Wednesdays, have been matched with a PSW who can work Mondays only, have
hamidtest@eramole com decided to move forward with the match, and have updated the status of the match to
“Hired”, your request record will then automatically be closed, other matches associated
Rty T with this request record will then automatically be closed, and you will need to open a new

request record if you still require support on Wednesdays.

Awailability Practice Status

Actively Practicing




Questions Ontario .

Review the FAQs available on the portal under “Information” on the Home Page.

Contact the Ontario Public Service (OPS) IT Service Desk at 1-888-677-4873 or 416-246-7171. Once you hear “"You have reached the OPS IT
Service Desk” enter prompt code 011 on your phone.



Thank You Ontario.

Thank you for everything that you are doing to help Ontario residents during this pandemic.



Ontario.

Appendix - Resetting Your Password




How to reset your password Ontario .

Reset your password by clicking “Forgot Password” on the login page. You'll then receive a link via email where you can reset your password.

Ontario PASSWORD RESET NOW, CHECK YOUR EMAIL
Health To reset your paSSWOI‘d' wa'll nead varir 1icarnamea C' _ k } ) | = "t s at f'i - f“ " i .
well send password rese. Enter your username O Wt YOUT et
address assoCiates vt yuuwr vevowise name for instructions on resetting your password.
2 Username Remember to look in your spam folder, where
® User c
—) e — automated messages sometimes filter. If you still can't

-]

Password

log in, contact your administrator.
Reset Password

Back to login

Forgot your password? Cancel
Click “Forgot your Click “Reset Password” ' _
b Follow the instructions
password

sent via email to reset
your password



How to reset your password Ontario .

Click the link received via email to reset your password. Check you spam folder if you do not see the email in your inbox.

UEIELE T™E 'JL'IILI LIUTCR JLI'_"».J Td WILVE ICIU Td ELIILIIIU OUTTT TEdTTT UTTETNUTE
Ontario Workforce Management <ddhsupport@deloitte.ca> Chopra, Sachin
[EXT] Sandbox: Your new Workforce Management password

ﬂ This message was sent with High importance.

Hi,
Your password has been reset for Workforce Management. Go to:

https://sit-healthcloudtrialmaster-15a4d-17117fe91a8.cs138.force.com/owm/secur/forgotpassw

ord.jsp?
r=00D4c0000008czI0054c000000JKRXCjwKMwoPMDBENGMwMDAwWMDA4Y3pJEg8wMkclbzAwMDAwWMDBaNG8aDzAwNTRMDAwWMDAwWSktSWBj7z4m7ICASEQ-
8

rviMaNIDoTw383h9oFik8aDAB5GH7bVGAfO7-
©8-5ab6694dafdf9c32dd31-4987-4a37-9d2b-29bc45df1f6e

Thanks, T
Ontario Ministry of Health and Long Term Care
Click the link




How to reset your password Ontario .

Answer the security question, click continue and enter the new password you would like to use. You're password has now been successfully reset.

salesforce
salesforce

Answer Your Security Question
Change Your Password

To verify your identity, answer the security question

assoclated with your account. Entera new password for - Me@example.ca

Username Make sure to include at least:
me@example.ca @ 8characters

Questio @ 1lette

@ 1number

In what city were you born?

Answer the e » Enter the new
I <«—— security queston | T l password you

Confirm New Password .
T 0 L ey
--------- | > vt ma
If you still can't log in, try the following: Contact your u Se

company'’s administrator for assistance. CliCk Continue |

Click change password




