New Employee Portal Instructions
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Enroliment Every WEUNESUAY

Hours: 8:30am — 11:30am p h 9 i

Services Clinic Locations
Outpatient Psychiatric Services Franklin, WV
psychological Services Keyser, WV
Individual, Group and Family Therapy Moorefield, Wy
DUI Safety and Treatment Program Petersburg, WV
Social Work and Case Management Romney, W/

Crisis Intervention
Behavior Management
Nursing

ID/DD Program
Day Treatment
Residential Services

Find us on Facebook at www.facebook.com/PotomacHighlandsGuild
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1. Tologinto the portal go to thephg.org and click the “Employee Portal” button at the bottom of the page. You
can also access the portal directly by navigating to www.thephg.org/portal.
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2. Enter your full email address. (Example: shannonf@potomachighlandsguild.com)

If you are already logged into webmail or webcalendar you will not be prompted to log in.


http://www.thephg.org/portal
mailto:shannonf@potomachighlandsguild.com

?continue=https%3A%2F%2Fsites.google.com%2Fa%2Fpotomachighlandsguild.com%2Fportal?2F&service=jotspot&sacu=1&hd=potomachighlandsguild

Google

One account. All of Google.

Sign in to continue to Google Sites

employee@potomachighlandsguild.com

st signed in Forgot password?

Sign in with a different account

ne Google Account for everything Google
G~Mm 2D e e

| —— T T T

3. Enter your email password. If you don’t remember you email password, please contact the IT department.
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Employees
Navigation
T Employee Portal Home
~ Forms
Crisis
Information Technology = PHG Homepage
Policias = PHG Facebook
Ay « GoodSearch
= Supply Order Form
= Employee Handbook
= Webmail and Calendar
= Guild Directory Updated 4/8/15
= Agency Monthly Tracking Report (BETA)
Editable versions of some documents are not available at this time.
nce you click on a document, please click on the at the top of the page to download the document.
Please report any outdated documents to Brandon Judy
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4. You should now see the above page. Use the navigation pane to access different sections of the Employee
Portal.



ghlandsguild.com/portal/forms
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Crisis A
Information Technology
Policies -
Sitemap -

Action Plan

Assessments (Formerly Tier
Codes for Axis IV
= APS accepted DSM codes
BHHF Data Segment

= BHHF Segment Drug List
Client Information Sheet

Consent for Treatment

Crisis Response Service Report

Employee Incident
Employee Information Sheet

Family Support Funding Assistance Application

5. To download a form first click the form you would like to download. I'll use “Action Plan” for an example.
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Goal

Timeframe for Completion /

Objective #1 /

Objective #2

Action Step / Responsible Completion Cost Range for

Description Person Date Action Step
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6. Next click the at the top of the page.
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7. Lastly click the “open” button to view the document in the appropriate program or click “save” to save the form
to your computer.



