
SYSTEM ADMINISTRATOR TIP SHEET: 

NEW HIRES, TRANSFERS & TERMINATIONS 
 

 

New Hires  
(When staff does not have Insyst ID#) 

 

1) Obtain Insyst ID# 
  If staff does not already have an Insyst Staff ID Number, 

request one using the Staff Number (MHS) Form from the 

E-Forms in the BHCS portal ( https://go.bhcsportal.org ) 
 
 
 

2) Register on Praed Foundation/Schoox for CANS/ANSA 
Certification 

 

  Obtain Insyst Staff ID # for staff before registering on  
Praed  

  When registering, direct staff to: 

   Enter their work/agency email (not personal 

email) 

   Enter their Insyst Staff ID # into the “Insyst # / 

HCS ID / Staff ID” field 

   Select USA, California, and [Your Agency] – 

Alameda County 

   Take correct certification test for the Alameda 

County CANS or ANSA 
 

 
 After registering, staff can verify these fields by 

logging in at schoox.com, clicking on ‘Me’ > ‘My 

Profile’. Then you can click about me to verify your Staff # or, click Agencies/Jobs to verify Alameda County was selected. 

 

 
 

 

https://go.bhcsportal.org/vpn/index.html
https://www.schoox.com/academy/CANSAcademy/register
https://www.schoox.com/login.php
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3) Check Staff Profile on Objective Arts 
 

New Hires (continued) 
 
 

Once new hire is assigned Staff ID#, go to OA: 

 https://alameda.oasmr.com 

 
1. Click on “Admin” widget and search for new 

hire. Remember login is Staff ID# 

2. Manually enter email, job title and profession- al 

suffix if needed* 

3. Add Placement/RU* and Edit Roles if needed 

(Role defaults to “Clinician”—needing 

assessment approvals) 

4. Once staff is certified, verify that certifications 

were transferred correctly 

5. Verify Workloads 

6. to hit SAVE 

Once steps 1-6 are complete, go back to profile 

7. Activate account by hitting “Send Activation.” 

Staff will receive link and instructions to set 

their own password. If link does not work, 

System Admin can set initial password and 

inform their staff of this password. 

 
*For agencies using Clinician’s Gateway, email, job 

title, professional suffix and placements/RUs may 

already be entered. 

 

Remember, any updates in Insyst or in Praed Foun- 

dation may take 24 hours to transfer and appear in 

OA. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Steps 2-3- Objective Arts Admin Screen– Basic Information and Assigned Role 

 
Steps 3-4 Objective Arts Admin Screen– CANS Certification & Placement tabs 

 

 
 
 
 
 
 
 
 
 
 
 
 

Step 5-Objective Arts Admin Screen– Workload tab data comes from INSYST 

https://alameda.oasmr.com/cas/login


SYSTEM ADMINISTRATOR TIP SHEET: 

NEW HIRES, TRANSFERS & TERMINATIONS 

 

Transferring Staff (i.e. When staff are transferring from a different agency already using OA) 

 
  Submit a request to Update Existing Clinician Staff Number if credentials have changed since initial request 

 Have staff edit their profile on Schoox 

  Review Staff profile in OA (See page 2, step 3) to ensure profile reflects accurate information 
 
 
 
 
 
 

Terminating Staff (i.e. When staff leaves your agency) 

 

  Do not uncheck the “Active” box under “Status” 

  Submit Expire Clinician Staff Number request on 

BHCS portal 

  Update Insyst Episode to correct primary clinician 

  Remove your agency’s Placement/RU’s and 

Roles from terminated staff 

 

 
 

 

 
 
 
 
 

Questions? 
 

BHCS IS Systems Support HIS@acgov.org , 510-567-8181. 

mailto:HIS@acgov.org

