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1. Overview

The DCAM Centralized CTLS Chat Support feature is used to contact the CTLS Support Chat directly from
the CTLS website.

2. Purpose and Scope

The purpose of this document is to outline the instructions on how to open a new chat, attach
files and close the chat.

3. Login

e To access CTLS use this link: https://ctls.floridahealth.gov/ctlsazure/Home/Index

e Once you click on the link you will be directed to the log in screen as show below. You will need to log in
using your email that is associated with your account the password for that email.

HEALTH

Sign in

Do not share your password information with
anyone

Q4 sign-in options

use  Privacy & cookies oo
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4. Open a Chat Window

e Once you are logged in you will see the CTLS Home page as shown below.

e Toopen anew live chat, click on the green chat icon in the top right corner next to your name.

Counseling Testing and Linkage System * + sllo, Adiba Mohammed

Welcome to Florida Department of Health Counseling Testing and Linkage System
Please use the menu on the left to access the application.
Please utilize the User Voice section to provide feedback and make new feature requests.
If you require support, please make a Support Request.,

1628 Resources HEPC Resources

Please Click here to lookup FL HIV Testing Facilities by County, and Click here to lookup PreP Providers by County.

%‘l‘% L"‘r*
I
SN

Pi

©2024 - CTLS v1.0.0.0

e Once you click on the green chat icon, you will be taken to a new page in which you will have to click on the
‘Start Chat’ button.

Chat Support -
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e After you open the chat, you will see the chat window as shown below.

e You may also attach a file if needed by clicking on ‘Upload File.’

Chat Support -

Closing the browser will automatically end the chat

End Chat

Portal Chat Support

12/ 0u{2E24 LS5 EM

You: Portal Chat Support - Adiba Mohammed,
Admin,

Write your message here...

[ sena | Upload file
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5. Closing the Chat Window

e Once the chatis done, you can click on ‘End Chat’ to end the chat or you can simply close the browser.

e Once you end the chat, you will see a pop-up message (shown below) that will ask you to reconfirm if you
would like to close the chat.

e If you are sure that you want to close the chat, click ‘OK’ if not you can click ‘Cancel’ and that will leave

the chat window open.

Closing the browser will automatically end the chat

End Chat

dchpapps.floridahealth.gov says

Closing the browser will automatically end the chat. Are you sure you

want to end the chat?
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6. Teams Chat Interface for Support Team

e DCAM support members can access the chat feature via the Teams Chat Interface as shown below.

e Team members can use this interface to answer live chats that come in from users.

CTLS Support Posts Files [y | GuestCollaboratio.. (3 v - (=D
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Hello Jameel

1. Ahmed, Jameel Yesterday 3:58 PM
Hello Adiba

pu DCHP Chat User Yesterday 4:34 PM
Portal Chat Support - Jameel Ahmed, Admin,

am  Reply

Last read

DU DCHP Chat User Yesterday 5:48 PM [ New }
Portal Chat Support - Matthew Moran, 1628 Facility User,

Gg\)

am Reply

DY DCHP Chat User Yesterday 11:35 PM [ New ]
Portal Chat Support - Adiba Mohammed, Admin,

@

AM  Reply
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