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UpToDate® Anywhere
Subscriber Manager

Instructions and Best Practices

Overview

Subscriber Manager is an intuitive, web-based tool designed to enable you to easily manage access to UpToDate for
users from your organization. As the administrator, you will invite clinicians to register and create a username and
password. Once registered, clinicians can access UpToDate using the UpToDate Mobile App, by going through your
organization’s EHR/EMR system (if applicable), or by logging into www.uptodate.com/login from any computer.

Step 1: Access the Subscriber Manager Dashboard
e You will receive an order confirmation via email following the signing of your contract.

e Visit http://www.uptodate.com/online
e Log in with the username and password provided to you in the order confirmation email.
e Upon login, you will automatically be redirected to the Subscriber Manager tool.
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The number of UpToDate Anywhere seats available in your organization was determined at the time your
organization obtained its subscription and is reflected in your contract. Subscriber Manager provides a dashboard to
keep you informed of seat utilization.

You can find and track the number of available seats in the “Home” tab:
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How to use the Subscriber Manager

v Step 1: Enter UpToDate users into the tool
For help, please contact UpToDate Site Support

To 8dd a single user, click the “Add s User” button and follow the Learning tools ars avalabie in the Resource Centar for
To upload a st cick
the “Import Users” button and follow the import wizard. The.
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Step 2: Create a Distribution List
Add invitees one at a time by clicking the “Add a User” button or import a list of users by clicking the “Import Users”
button.

Add one user:
o Click the “Manage” tab and select “Add a User” to prompt the “Add a User” pop-up.
e Enter the user’s first name, last name, and email address and select “Add”.
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Import a list of users:

o Click the “Manage” tab and select “Import Users” to launch an import wizard.

o Follow the instructions in the wizard to set up and import a tab-delimited or comma-delimited file.
NOTE: The file must include the user’s first name, last name, and email address.

e Once the file is selected for upload, you can preview the first five rows of data to verify the fields are displaying
correctly. After the file is uploaded, you will receive notification that the file has been submitted.
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First Name LastName Emall Status Created Invited End
Bob AcJones Ajones@gmail com Disabled  10-19-2015 08-09-2016
A AA A@a com Disabled  02:02:2015
AL AAAA 23@sa com Disabled  01:23:2015
sA AR A@gmal com Crested  09-13-2019
o RARON AARONES 3@aol com Created  10-10:2019
Linds. Abels finda_sbels@ahni com Disabled  07-03-2018
Import Users Wizard - Step 1
Tony Acaling Acolins@gmail com Disabled  10-19:2015
You can use an import file (either tab delimited or comma deimited) to create multiple users at one time. We'll guide you through this
| Ahmed Al ‘ahmed as@woherskhwer.com Imvited  08-16-2019 simple process.
2] Anthos ed anthos@woRerskiuset com Disabled  05-21-2014 Stap 1 Craate an im;
1. Open a text edior (iike Notepad) or spreadsheet (ike Microsoft Excel) program on your computer.
o Abdul AR A AbdulAzeaz@wolterskiuwer com Imited 07232018 2 Enter one user per fine with the following values: First Name . Last Name , Emal
3 M using Excel, save as Unicods Text n the “Save as type’ dropdown. If using Notepad or another text editor, save fie and select Unicode
Tim Atbuckle 1a@utd com Disabled  11-23-2015 encoding
4, Cick “Browse’, select he e you'd e to Import, select the fie format. ten click “Next”. If saving as Unicode Text from Excel, select Tab
Pauling Arc parc@aetna com Dissbled  09-24-2014 delimited
(iguidcom Ghaill |iicsai User File: | Choose File | No file chosen

File Format: ® Tab delimited © Comma delimited

TIP: Once a file has been uploaded, check to ensure the file uploaded properly.

e Review any errors associated with the uploaded file on the “History” tab (each imported file is shown in
chronological order).

o Click on the “+” symbol to expand the row and view the detailed errors that prevented data upload for that file.
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01-18-2019 Greg Beader  User Import - Successful: 3 - Errors: 0 - File Name:SM list for NE t 1__ Userakeady exists - duplicate emall address
= 10-10-2019 Greg Beader User Import - Successful: 0 - Errors: 3 - File Name:Indigo SM demo list 12 csv.

11-27-2018 Greg Beader  User Import - Successful 3 - Errors: 0 - File Name:Healics test list
Row# Faiure Reason
¥ 1221206 GregBeader  User Import - Succassful- 0 - Errors: 2 - Fils Name:SM demo w dh U e e i ey s
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12162015 GregBeader  User import - Successful 4 - Ertors: 0 - File Name:chenmed demc I e
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11-23-2015 Greg Beader  User Import - Successful 3 - Errors: 0 - File Name:AbbVie test ust 11-27-2018 Greg Beader  User Import - Successful 3 - Erors: 0 - File Name:Healics test list csv.
+ 12-21-2016 Greg Beader  User Import - Successful 0 - Errors: 2 - File Name:SM demo w dhara csv
— 05-16-2016 Greg Beader  User Import - Successful: 3 - Errors: 0 - File Name user list test csv
12-16-2015 Greg Beader  User Import - Successful 4 - Errors: 0 - File Name:chenmed demo list csv.
s 107201 10 Boader _Usorimport - Successiul 2 Erors 1 - Fle Namo ladio SM domojiat 12_cav
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You can modify a user’s first name, last name, and email address after entry.

o Click the “Edit User” icon next to a username and a pop-up will appear where you can modify the user’s
information

e Only “Created” or “Invited” users can have their information modified. The “Edit User” icon will be grayed out for
those users who cannot have their information edited

UpToDate
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First Name LostName  + Emai Staws Created
5 OJIm John Jimjohn@aol com
2| bim John im@utd com
Wayne John Joe@ijos111.com
2| Colin Jolie colin@ole com
' Bob Jones bob@jones com Ea User
3 | 2| %im Jones jiones@astna com * Required fields
2 Mark Jones mjones@uptodate com |
* Last Name John
SRIFIE S Jones sjones@gmail com et [imjohn@aol.com
7 Fran Joyee ran joyce@wolterskiuwer.com

ckelley@uptodate com

Step 3: Invite Clinicians to Register for UpToDate Access
Once users have been added to the Subscriber Manager tool, they will be in “Create” status.

To invite users to register for UpToDate access:

e Inthe “Manage” tab, click the check box next to each user for individual invitations or check “all users” for a group
invitation.

o Click the “Invite Selected” button.

UpToDate
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Home Manage History
S I e
First Name LastName  + Emall

Bob A-Jones Ajones@gmail com
& A AA A@a com

AA ARAA aa@aa com Verify Invite Users
¢ JA AAAAA A@gmail com Are you sure you wish to invite these 2 users?
@ 7 AARON AARONES a@aol com

linda_abels@ahni.com

Acollins@gmall com
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Important note: You will be able to invite as many clinicians to register for UpToDate as contracted by your
organization (i.e. # of licensed seats).

Each invited user will receive an email invitation to register and create his or her individual UpToDate username and
password. You will see the user’s status change from “Created” to “Invited.” Each email will have a unique link for
one-time registration specific to the recipient.

TIP: Frequently re-invite the clinician to become a registered UpToDate user if their status does not change to
“active.” There is no limit on the number of invitations you can send each clinician.

Step 3: Invitees Register for UpToDate
Once users have been added to the Subscriber Manager tool, they will be in “Create” status.

After you invite a user, an automated email will be sent by the Subscriber Manager tool to the invitee with
instructions on how to register.

N | noreply@uptodate.com
Important Information Regarding UpToDate
@ Eassett, Casey

Dear Casey Bassett,

We are pleased to invite you on behalf of UTD Hospital to register for access to UpToDate® Anywhere which is now available for select
members of UTD Hospital.

Register Now
UpToDate Anywhere gives you access to evidence-based clinical content when and where you need it.

UpToDate Anywhere provides you with:
Register for an UpToDate account
+ UpToDate Mobile Apps for your i0S, Android, or Windows 8 devices.
+ Fastand easy access to UpToDate from any computer with an intemet connection. Register now! As a user you can access our mobile.
apps for leading devices and access @UpToDate from home, work, or on the go In
« Free CME/CE/CPD credits when you research a clinical question using UpToDate. (Earning credits may not be applicable it addtion. you may earn CME/E/CPD cradits while resoarching clinical questions
markets. Click here to learn more.)

Akeady ragistered? Please fog in with your UpToDate username and password

Download and install the free UpToDate Mobile App: Casey Ba:
+ On your smartphone or tablet, search for "UpToDate" in your app store and install the application.
« Open the UpToDate Mobile App and log in with your UpToDate user name and password. You only need to do this once ~
remembers your user name and password.

Explore UpToDate features and in our Training Resource Center. v

If you have questions or require assistance, please contact your local administrator, Greg Beader, at greg.beader@wolterskluws
UpToDate Customer Service at customerservice@uptodate,com.

Best regards, Create your username and password

UpToDate Customer Service
Wolters Kluwer Health

230 Third Avenue

Waltham, MA 02451

1.800.998.6374 (US & Canada) tel.
+1.781.392.2000 (all other countries) tel.
customerservice@uptodate.com

wyw.uptodate.com

How it works:

e The email invite is specific to the end-user and contains a link to a registration page that is valid for 30 days and
once consumed, cannot be shared with others.

e The registration link brings user into the application to self-register or to log in if the user has existing credentials.

e On the self-registration portion of the page, the user’s first name, last name, and email address are pre-loaded
based upon the information the administrator had entered.

e Once a user completes the registration process or logs in with existing credentials, an automated email will be
sent to the user confirming their registration and providing information on how to install the UpToDate Mobile

App.

TIP: To maximize utilization of your UpToDate licensed seats, contact the Clinical Advocate at your institution and ask
for his/her assistance in championing UpToDate registration and use.
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Step 4: Monitor Seat Usage and Access

Should a user’s affiliation with your organization cease, you can disable their access through the Subscriber Manager
tool and invite another user to utilize the seat which becomes available. It’s important to disable the user’s access in
order to maximize utilization of your UpToDate licensed seats.

To disable a user:

o Select a user by checking the box by the user’s name

e C(Click “Disable selected”

e Once users are disabled, the application sends the former user an email notification

UpToDate

Verify Disable Users

Are you sure you wish to disable these 2 users?

Ok Cancel

For returning, previously enabled users, the user’s account can be re-enabled rather than creating a new account.

To re-enable a user:

o Select a user by checking the box by the user’s name

e C(Click “Re-enable selected”

e Once re-enabled, the user will receive an email notification

UpToDate a]

UpToDate Pathways

Contents  Calculators  Drug Interactions

(=it Sovectea— [~ Disabie Si ..am)m

First Name LastName - Emai Status
Bob A-Jones Ajones@gmail com Disablej
@ A AA A@a.com Disablef Verify Re-Enable Users

s AA AAAA aa@aa com Disablefll Are you sure you wish to re-enable these 2 users?

2 AnAAA A@gmail com Creat

| AARON AARONES a@aol.com Crested 0Ok Cancel

linda_abels@ahni.com

Customer Support
Please contact Customer Support with any questions you may have.
Technical Support: General Account Support:
Call: 1-888-804-8436 United States and Canada Call: 1-800-998-6374 United States and Canada
+1-781-392-2910 all other countries +1-781-392-2000 all other countries
Email: sitesupport@uptodate.com Email: customerservice@uptodate.com
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