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Terminology
1. TMC Administrator – the TMC employee(s) who manage users, content, and other features of

the eManual and its related processes.

2. Business/Practice Administrator or Administrator (Admin) – the employee who is responsible
for completing/entering the practice or business-specific information into the eManual
(Administrative Fillable(s)). This is an edit/publish capability.

3. Staff – any other  employee who will use the Staff credentials provided to them by their
Administrator to log-in and view policies. This is a read-only capability.

4. ComplianceBridge – the software vendor who provides the TMC eManual platform and technical
support (e.g., page not loading/site down, forgot password issues, document not publishing, etc.)

5. eManual Portal – the read-only area (Module) where published policies are available for Staff to
view (read-only).

6. eManual Management – the area (Module) where the Administrator can publish completed
Administrative Fillable policies/documents (see below).

7. eManual policy/document – this is a policy/document that is one of the following:
a. A policy that does not require any practice/business-specific information (it is read-only or

“static”).
b. A policy that has a PDF or other document to download for use.

i. Guidance
ii. PDF forms (some are fillable)

8. Administrative Fillable(s) – these are customized policies/documents that require
practice/business-specific information. Certain fields are checkboxes and text boxes, but the
content provided by TMC is read only. The Administrator is responsible for completing these and
publishing them to the eManual portal for their Staff to access/view.

9. Category(ies) – Think of these as tabs in a binder. It is the system feature that supports the
structure (order) for the table of contents in each eManual. Each policy/document is published
under a category to ensure correct placement in the eManual.

10.Document ID – A secondary level of organization for policies/documents under each category.
Documents should be sorted by this field in the eManual Portal to ensure the correct/intended
order.

Terminology
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Order of Steps to Complete a New eManual
1. Business/Practice Administrator receives 2 automated Welcome emails from the system. If the

email/contact for the Staff log-in is not the same, the Staff Welcome email will go to the
email provided by you for that contact. Check junk/spam if not received.
• Welcome email #1: Business/Practice Administrator log-in
• Welcome email #2: Staff log-in (It is recommended to wait to provide this to the Staff until the

Administrative Fillables are completed and published).

2. Clicks on the link in the Welcome email to log-in for the first time and update temporary
password. The system will take them directly to the area to update the password.
• This must be done for their Administrator profile as well as the Staff profile.

3. Returns to the Business/Practice Administrator Welcome email and click on the link to view the
training tutorial and other resources.

4. Follows the process to complete and publish the Administrative Fillables for their
business/practice. Click here for resources/instructions.

5. Provides the Login Name, Password, and the eManual Portal link to Staff members so they can
view policies and download forms/PDFs.
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REMINDER
It is recommended for the Business/Practice Administrator to complete and publish all
Administrative Fillable policies (customized policies) with business/practice-specific information
prior to distributing the link to log into the eManual Portal with the Staff Login Name and
(permanent) Password to the Staff.

https://secure.compliancebridge.com/totalmed/portal/

Sample Welcome Email
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First Log-In Change Password
This must be done for the Business/Practice Admin account as well 

as the Staff account.

Business/Practice 
Administrator Tour
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Click the link to the eManual Portal 
(https://secure.compliancebridge.com/totalmed/portal/) and log-in. 

Business/Practice Administrator Tour

You will automatically see all eManuals for your business/practice after logging in. 
Business/Practice Administrators can choose whether to display the content “Open” 
or “Closed” using the Preferences section located at the bottom of menu on the left.

Business/Practice Administrator Tour
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Closed view

Click on the      to expand the contents.

Business/Practice Administrator Tour

Open view

Click on the      to collapse the section.

Business/Practice Administrator Tour
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Click on a policy Title to open.

Policies will open in 1 of 2 ways.

Business/Practice Administrator Tour

The most common way a Policy will open is in new browser tab as a read only view 
of the policy using Microsoft Word (you do not need to purchase a license for this).

Business/Practice Administrator Tour
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The other way a Policy will open is in a new browser tab with a link to download a PDF or other 
document. This is most common with certain forms and customized policies (Administrative Fillables).

https://get.adobe.com/reader/?no_ab=1
Free Adobe Acrobat Reader Download

Business/Practice Administrator Tour

When you’re finished, close the browser tab and return to the tab with the 
eManual table of contents. You can open another policy or Logout.

Business/Practice Administrator Tour
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Note
The       icon opens help from ComplianceBridge and is not intended for 

Business/Practice Administrators or Staff. 

Always refer to TMC’s training tutorial and resources found at the link in your Welcome email. 

Customizing Your eManual
Administrative Fillables

WHAT YOU WILL NEED:

1. Administrator access to your business/practice eManual(s)

2. Information about your business/practice to complete the policies.

3. Training tutorial and reference documents from Welcome email link.

4. A folder on your computer’s desktop to save PDFs (temporary).
5. Word document(s) to assist with completing the policy names and 

Document IDs during the publishing process. Example:
HIPAA CE - ADMINISTRATIVE FILLABLE POLICIES - COPY PASTE FOR ADMINS This 
document can be found and downloaded while logged in to the eManual Portal 
as the Administrator under “HE.09 HIPAA Reference” in the HIPAA Covered 
Entity eManual.

6. Time set aside to complete your customization. The initial customization takes 
time, but the ongoing upkeep is simple.
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Click the link to the eManual Portal 
(https://secure.compliancebridge.com/totalmed/portal/) and log-in. 

Customizing Your eManual
Administrative Fillables

Make sure the dropdown menu under “Documents” is set 
to “Administrative Fillable” on the left side of your screen.

Customizing Your eManual
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Click the Title of the policy you want to work on.

Customizing Your eManual

Complete the sections as they apply to your business/practice.
Click “Save”

Customizing Your eManual
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Next, click the “Submit”  button
Click “OK” to proceed

Customizing Your eManual

Click the “OK” button to confirm submission.

Customizing Your eManual
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You will be returned to the Administrative Fillable list.
Next to the policy you just submitted, you will see a magnifying glass in the “View Submitted” column.

Click on the magnifying glass to open your policy and click the link for the date you submitted. 
There can be multiple submissions if edits are made at a later date and re-submitted.

If this is a new/updated version of the same policy, click the most recent date listed.

Customizing Your eManual

A new browser tab will open, and you will see your completed policy.
Move to yhe next step.

Customizing Your eManual
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Customizing Your eManual

NEXT: Print/Save the policy as a PDF in a folder on your computer’s desktop.

Click here for instructions on how to print/save to PDF in the folder on your computer’s desktop

TIME SAVING TIP: 
Open the ADMINISTRATIVE FILLABLE POLICIES - COPY PASTE FOR ADMINS Word document to 

copy/paste the policy name as the PDF file name.
These Word documents are found in the “Resources” area of each eManual.

Time to Publish Your 
Customized Policy to Your 

eManual Portal!
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Time to Publish Your Customized Policy to the eManual Portal!
Close the browser tab after you print/save your policy as a PDF and return to the 
main eManual tab.

On the left side of the screen, click on “eManual Management”

Click on the eManual 
name where the policy 
belongs. Under “Group 
Name”

Note, you will click on 
the Group that ends 
in “A” to publish as an 
Admin.

On the left side of the screen, click on “New Document”

Then choose “eManual document” and click “Submit”

Publishing Your Customized Policy
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Copy/paste the policy’s Document Title, Document ID, and select 
the Category (section of the table of contents) and click “Save”

Use the applicable
“ADMINISTRATIVE FILLABLE 
POLICIES - COPY PASTE FOR 
ADMINS” Word document to help 
quickly and accurately complete 
these sections. Found in the 
“Resources” section of each 
eManual.

Click here for instructions

Publishing Your Customized Policy

Click the Title of the policy title to attach your PDF and finish publishing.

Publishing Your Customized Policy
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Click “Import” in the Document section (bottom) of the page.

Publishing Your Customized Policy

Choose the PDF from the desktop folder and click “Open” to upload it.
Then, click “Load”

A

B

Publishing Your Customized Policy
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Click “Ignore” when your document is attached.

You will see it here once it is attached.

Publishing Your Customized Policy

You do not need to attach any other 
documents, so click “Ignore” to proceed.

Then, click “Publish” in the top menu

Publishing Your Customized Policy
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Select the group ending in “S” (for Staff) and click “Select” 
then “Save”

Why? 
This is the read-only area
Staff users will access 
when they log into the 
eManual Portal. 

Publishing here ensures 
that the Staff can view the 
policies but limits their 
ability to edit/alter them.

11

Publishing Your Customized Policy

Click “Publish” at the bottom of the page!
Your customized policy is now available in the eManual Portal to all Staff! 

The “Publish” button will only
appear after you click “Save”

in the previous step.

12

Publishing Your Customized Policy
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View Your Customized Policy in 
the eManual Portal!

Click on “eManual Portal” in the left side menu and be sure 
the dropdown is set to “eManual”

See your policy in the table of contents!

Click the Title, then click to open the PDF
It will open in a new browser tab (based on your browser settings)

View Your Customized Policy in 
the eManual Portal!
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Close the browser tab when you are finished and return to the main 
eManual Portal/table of contents page.

View Your Customized Policy in 
the eManual Portal!

(Optional) Delete PDFs Saved in Desktop Folder

Once you’ve verified all of your customizable policies have been published, you may 

delete the PDFs saved in the desktop folder on your computer – this is optional, but it 

is not necessary to maintain the customized policy PDFs in both places.
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Forgot Your Password?

TMC no longer maintains, or resets forgotten passwords.

Forgot Your Password?
Click “Forgot your password?”

You will receive an email with instructions on how to reset your password. 
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Who To Contact

TMC
• Policy content questions.
• How to fill out your eManual.
• Billing, pricing, adding new or 

additional eManuals.

ComplianceBridge
• Log-in page will not load.
• Did not receive “Forgot Password”

email.
• Other technical/functionality issues.

eManual_Support@totalmedicalcompliance.com 

888.862.6742

support@compliancebridge.com

Appendix

How to print/save a PDF
• Google Chrome
• Microsoft Edge

Saving a File Resource
Managing Saved PDFs

Table of Contents

Table of Contents
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B

Customizing Your eManual

Google Chrome – Print to PDF and Save
Adobe PDF license not required

Next, print/save to PDF in the folder on your computer’s desktop.

You will be prompted to name the PDF file.
TIP: have the ADMINISTRATIVE FILLABLE POLICIES - COPY PASTE FOR ADMINS Word document open to 

copy/paste the policy name as the PDF file name.

A

B D

C

Return to instructions

Return to instructions
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HOW TO PRINT OR SAVE A PAGE AS A PDF IN MICROSOFT EDGE
Adobe PDF license not required

A

B

D
C

Microsoft Edge – Print to PDF and Save
Return to instructions

Create a New Folder – Desktop

Save your completed customized policies here.

Return to instructions
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Save a file in Windows - Microsoft Support

• Save these PDFs to a New Folder on your computer’s desktop.
• After you publish the PDFs as customized policies in your practice’s eManual – there is no requirement

to keep them on your computer.

Saving and Maintaining PDFs

OPEN THE APPLICABLE WORD DOCUMENT 
ENDING IN:

“ADMINISTRATIVE FILLABLE POLICIES - COPY 
PASTE FOR ADMINS” 

Customizing Your eManual

https://support.microsoft.com/en-us/office/save-back-up-and-recover-a-file-in-microsoft-office-a7f0a209-ad22-4212-bb53-6cd8e801a6fb
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