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Introductions

Insert Facilitator Photo

Host’s Name: Hayes McLeod

Host’s Location: Nashville, TN 

(originally North Myrtle Beach, SC)

Fun Fact:

• I’ve been to 100+ sporting venues  (i.e., 

baseball, basketball, etc.)

• Music City Influence / Favorite Bands

• Visited 10+ National Parks

• I’ve had less than 10 cups of coffee in my life

• Favorite Shows: The Chosen, Big Brother



Welcome to Managing OST Users!

SESSION OVERVIEW

This virtual instructor-led training provides Online Specimen Tracking (OST) Leads with 

instructions on managing user access in the OST Portal. 

WHO SHOULD ATTEND THIS SESSION:

OST Leads

SESSION DURATION:

45 minutes

REQUIRED PRE-REQUISITES:

N/A



Agenda

Module Duration

Course Introduction 5 min.

Topic 1: Navigating to the Manage OST Users Screen 5 min.

Topic 2: Adding a New User 10 min.

Topic 3: Updating Existing User Information 10 min.

Topic 4: Extending User Access 5 min.

Topic 5: Removing User Access 5 min.

Wrap-up and Q & A 5 min.



During the session, you may be accessing the NBS 2.0 training 
environment to submit transactions.

Session Logistics

Training Environment 
Today’s session will provide demonstrations within an NBS 2.0 

Microsoft Dynamics training environment. Sensitive information has 
been masked throughout the session.

Demo Data 
All demonstrations and transactions will use test (fake) employees 
and data to model real scenarios securely.

Environment 

Disclaimer

Training materials, system settings, and environment may differ 

from the final production (Go-Live) system.

Session Recording
A recording of this session will be made available in for future 

reference.



• There may be some role-based or department-specific procedures that are 

outside the scope of this training session—we will not be covering those in detail 

today.

• As we review the training material, please note any questions related to your 

specific role or SOPs and keep a list for follow-up.

• We will leave time at the end of the session for questions and may ask you to 

send more detailed, role-related inquiries by email so we can address them 

appropriately.

During the session, we will cover the global features and workflows of NBS 
2.0 (Microsoft Dynamics).

Session Notice Page



Course 
Introduction
Introduction of course objectives



Course Objectives

By the end of this course, you should be able to:

• Navigate to the Manage OST Users screen within the OST Portal

• Add a new OST Portal user

• Update information for an existing user

• Extend user access 

• Remove user access



Topic 1: Navigating 
to the Manage OST 
Users Screen
Locate the Manage OST User feature in the OST Portal



If your account is linked to multiple facilities, select a Facility from the dropdown 
menu. Click Continue. 

Select Facility – OST Lead



Manage OST Users Feature

On the landing screen, click Manage OST Users.



Manage OST Users Screen

You will land on the Manage OST Users screen.



Takeaways – The Manage OST Users Screen 

In this session, we reviewed how to:

• Select your facility

• Locate the Manage OST User feature



Topic 2: Adding a 
New User
Add a new user to the OST Portal



Adding a New User (1 of 3)

Within the Manage OST Users screen, click + Add New User.



Adding a New User (2 of 3)

Complete the required fields (*) in the user profile. Click Save.



Adding a New User (3 of 3)

Return to the Manager OST User screen to confirm the user has been added. 
There will be a confirmation message at the top right of the screen. The user’s 
access will expire after 180 days.



DEMONSTRATION

This demonstration will include:

• Adding a new user

• Completing required fields in the user profile

• Confirming the user has been saved

Demonstration

Adding a New User



Takeaways – Adding a New User

In this session, we reviewed how to:

• Add a new user

• Complete required fields in the user profile

• Confirm the user has been saved



Topic 3: Updating 
Existing User 
Information
Update information in the user profile



Updating Existing User Information (1 of 3)

From the OST Users list view, click the user you would like to update.



Updating Existing User Information (2 of 3)

Update the applicable information in the user profile. Click Submit.



Updating Existing User Information (3 of 3)

Return to the Manage OST User screen to confirm the information has been 
updated. There will be a confirmation message at the top right of the screen.



DEMONSTRATION

This demonstration will include:

• Updating a user profile

• Completing required fields in the user profile

• Confirming the user has been saved

Demonstration

Updating Existing User Information



Takeaways – Updating Existing User Information

In this session, we reviewed how to:

• Edit, correct or updated user details

• Identify editable fields

• Save changes to user details



Topic 4: Extending 
User Access  
Extend access for OST Portal Users



Extending User Access (1 of 3)

On the Manage OST Users screen, select one or more users to which you 
would like to extend access. Click Extend Access. 



Extending User Access (2 of 3)

Read the confirmation message. Access will be extended to 180 days from 
today’s date. Click OK.



Extending Users Access (3 of 3)

Return to the Manager OST User screen to confirm access has been extended 
for the user. There will be a confirmation message at the top right of the screen.



DEMONSTRATION

This demonstration will include:

• Extending user access

• Confirming user access has been extended

Demonstration

Extending User Access



Takeaways – Extending User Access

In this session, we reviewed how to:

• Extend access to a user

• Explain the rules for 180-day extension

• Confirming the user has been saved



Topic 5: Removing 
User Access
Remove access for OST Portal Users



Removing User Access (1 of 3)

On the Manage OST Users screen, select one or more users to which you 
would like to remove access. Click Remove Selected. 



Removing User Access (2 of 3)

Read the confirmation message. Click OK.



Removing User Access (3 of 3)

Return to the Manager OST User screen to confirm the user has been removed. 
There will be a confirmation message at the top right of the screen.



OST Portal Access Reminders

• Default access for a new user is 180 days for OST staff.

•  Access can only be extended by the OST lead.

• Default for an extension is for 180 days.

• There is no limit to the number of times access is extended.

• If a user’s access expires, their name stays on the list as ‘Inactive’.

• Email notifications are sent to OST lead and OST staff for extension.



DEMONSTRATION

This demonstration will include:

• Remove user access

• Confirming user access has been removed

Demonstration

Removing User Access



Takeaways – Removing User Access

In this session, we reviewed how to:

• Remove user access

• Confirming the user access has been removed



Knowledge Check
Questions for review and discussion



A

B

C

D

Knowledge Check Question 1

User access will be extended to ____ days from the date the extension 
was entered into the OST Portal.

180 

90

30 

60 



A

B

D

A

C

Knowledge Check Answer 1

User access will be extended to ____ days from the date the extension 
was entered into the OST Portal.

180

90

30 

60



A

B

C

D

Knowledge Check Question 2

True or False? When extending user access, you can only select 
one user at a time? 

True

False

30 

60 



A

B

D

B

C

Knowledge Check Answer 2

True or False? When extending user access, you can only select 
one user at a time.

True

False

Option

Option



A

B

C

D

Knowledge Check Question 3

When adding a new user, which field is required to be 
completed in the user profile?

Role

Department

Email 

All of the above



A

B

C

D

Knowledge Check Answer 3

When adding a new user, which field is required to be 
completed in the user profile?

Role

Department 

Email

All of the above



Wrap-up and Q&A
Recap learning objectives and clarifying questions



Course Summary

You should now be able to:

• Navigate to the Manage OST Users screen within the OST Portal

• Add a new OST Portal user

• Update information for an existing user

• Extend user access

• Remove user access



When the system goes live, you’ll be able to click the Resources dropdown 
menu to locate resources related to the topics covered in this training. 

Resources 
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