FERN Web Site FAQ
Frequently Asked Questions:

1. What is the FERN web site?

2. What is the difference between the FERN web site and eLexnet?

3. Who is eligible for a login?

4. How do I register for a login?

5. When does my login expire and how do I renew it?

6. I forgot my password, what do I do?

7. I am a FERN Laboratory Primary Contact – will a login automatically be generated for me?

8. I am a FERN NPO (or RCC) Staff person – will a login automatically be generated for me?

9. How many laboratory staff people can register for a site login?  Is there a limit per laboratory?

10. How do I update my laboratory information?

11. I cannot edit any of my laboratory’s information, how can I get the access rights to change this?

12. How do I search the secure site for people, laboratories, expertise?

Answers:
1. What is the FERN web site?

The FERN web site at www.fernlab.org is the official web site of FERN.  It has two parts: a public site that contains basic information about FERN, and a secure site that is accessed through a login.

2. What is the difference between the FERN web site and eLexnet?

The FERN web site contains member laboratory contact information and laboratory assessment information.  It can also be used for FERN-related workgroups and web meetings.  eLexnet is the primary repository for official FERN documents, proficiency test data and sample result data.

3. Who is eligible for a login?

FERN NPO and RCC staff and FERN member laboratory personnel are eligible for a login to the secure site.  FERN member laboratory personnel must have permission from the laboratory director to receive a login.

4. How do I register for a login?

FERN staff members and FERN member laboratory primary contacts will automatically receive login instructions sent to their e-mail address.  All other eligible persons must complete the Account Request Online Document.  The document is a PDF file available for download from the FERN web site.  (You will need Adobe Reader to open the document.  Download a free copy of Adobe Reader at www.adobe.com)  

Complete the request document, including contact information, level of access, and authorization by the laboratory director, and submit it to the FERN Help Desk at helpdesk@fernlab.org.  Alternately, you may FAX the access request to 651-717-4101. The Help Desk will review it for completeness and forward the request document to the laboratory director for final confirmation.  The laboratory director must confirm authorization by checking the ‘approved’ box on the form and returning by email to the Help Desk.  After final confirmation, the login will be generated and a Welcome email message will be sent with instructions for completing the registration and logging in for the first time. 

Once the Welcome message is sent, the recipient will have five (5) days to complete registration and re-set their password.  After five days, the recipient must contact the Help Desk (helpdesk@fernlab.org) for a new temporary password.

5. When does my password expire and how do I renew it?
Passwords must be changed every six months.  Each password will expire within six (6) months of the login when the password was first used.  Members will receive two email reminders prior to password expiration:  one reminder two weeks before expiration and the second reminder one day before expiration.  Members will be able to create a new password the next time they login to the FERN site. After an account expires, a notification is sent to the help desk for review and the account holder and/or the laboratory director may be contacted for confirmation.  
6. I forgot my password, what do I do?
Contact the Help Desk at helpdesk@fernlab.org if you forget your password.  You will receive an email message with a temporary password that you must re-set before you can login.  The temporary password is good for five (5) days.  If you have not re-set your password within five days, you will need to contact the Help Desk again.
7. I am a FERN Laboratory Primary Contact – will a login automatically be generated for me?
Yes, the primary contacts for FERN member laboratories will be issued a login automatically.  All other laboratory personnel need to complete an access request document and obtain their Laboratory Director’s signature (see Question 4).  Any questions about FERN staff access should be directed to Kevin Vought.
8. I am a FERN NPO (or RCC) Staff person – will a login automatically be generated for me?
Yes, all current FERN staff will be issued a login automatically.  Any questions about FERN staff access should be directed to Kevin Vought.
9. How many laboratory staff people can register for a site login?  Is there a limit per laboratory?
There is no limit.  The number of laboratory staff people registered to login to the secure FERN web site is left up to the discretion of the laboratory director.  There is a minimum: at least one (1) person from each FERN member laboratory must have login access to the FERN web site for entering lab assessment data, but there isn’t a maximum number per laboratory.
10. How do I update my laboratory information?
If you have FERN Lab Data Manager access, you are able to add and change laboratory information within the FERN LabDIR assessment form.  After you login to the FERN web site, go to the LabDIR link in the gray menu bar and select the section you wish to review or edit.  This will take you to the data entry screens for your laboratory.  To edit laboratory contact information, click the [Edit] link on the My Laboratory tab.  All other data entry screens are presented in a survey format.  To make a change, simply select the correct answer or change the text in the text boxes. 
11. I cannot edit any of my laboratory’s information, how can I get the access rights to change this?
You must be given the correct level of access at the time of registration.  Only registered members with a “FERN Lab Data Manager” level of access can edit laboratory information, including contact information and information in the FERN LabDIR online assessment form.  If you need to change your level of access, you will need to submit a new Account Request Form with the FERN Lab Data Manager access level indicated (see Question #4).  There is no limit to the number of staff people per laboratory with FERN Lab Data Manager access level; number of staff with access and their level of access are under the control of the laboratory director. 
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