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Best Practices to be Set up for Success: 

1. Keep your User List up to date 
2. Update Service Availability  
3. Promptly respond to any outstanding requests in your Referral 

Status Queue  

 

Logging In 

 Login at the OpenBeds URL from your web browser: https://nm.openbeds.net/  
 Enter your username which is your work e-mail that you used to create your account. 
 Enter your password. This may be changed at Forgot Password on the login screen or Change 

Password link in the menu under your name at the top right. 
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Reviewing User Lists  

1. Under your name dropdown select ‘Manage Users’ to find your list of users: 

 

Editing Users: 

1. Log into OpenBeds with your credentials 
2. Navigate to your name dropdown at the top right side of the screen. 

a. Select ‘Manage Users’ 

 

a. Select ‘Review/Edit’ to whichever user you would like to edit.  
b. Select ‘Save’ after any edits  
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Add Users: 

Add Receiving Provider 

1. Log into OpenBeds with your credentials 
2. Navigate to your name dropdown at the top right side of the screen. 

a. Select ‘Service Administration’ 

 

3. Select the service the Receiving Provider should have access to. You do this simply by clicking 
the service name. 

 
 

4. Select ‘Add/Remove Receiving Provider from Service’ at the top of the ‘Manage Receiving 
Service Details’ page.  

          

5. Select ‘Add Receiving Provider from Service’ at the bottom of the page. 
6. Input Receiving Providers Information. Select ‘Submit’ 
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Add Receiving Administrators 

1. Log into OpenBeds with your credentials 
2. Navigate to your name dropdown at the top right side of the screen 

a. Select ‘Manage Users’ 

    
 

3. Select ‘Add Receiving Administrator’ 

 

4. An ‘Add Receiving Administrator’ form should populate. Please fill out all the necessary fields. 
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5. Select ‘Submit’  

 

Delete Users: 

1. Log into OpenBeds with your credentials 
2. Navigate to your name dropdown at the top right side of the screen. 

b. Select ‘Manage Users’ 

 

3. Select ‘Delete’ to whichever user you would like to delete.  

Restore a Deleted User: 

1. Log into OpenBeds with your credentials 
2. Navigate to your name dropdown at the top right side of the screen. 

a. Select ‘Manage Users’ 
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4. Select ‘View Deleted Users’ in the top right-hand corner. 
5. A list of deleted users will populate. Select ‘Restore’ next to the user you would like to restore.  

 

6. Direct your created Receiving Provider to login. 

 

IMPORTANT!  

Users stated as ‘Pending’ indicate that they have not yet signed into their newly created 
account. If a user is notated as being pending, please guide the user to perform the login 
instructions. 
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Updating Service Availability 

1. Log into OpenBeds with your credentials 
2. Navigate to ‘Update Service Availability’ 
3. Enter in all ‘Inpatient/Residential Beds’, ‘Next Available Appointments’, ‘Walk In Access’, and 

‘Comments’ 
4. Select ‘Submit’ 
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Setting Daily Reminders 

1. Log into OpenBeds with your credentials 
2. Navigate to ‘Update Service Availability’ 
3. Toggle ‘Receive Alerts’ to the right. 
4. Under ‘Select Notification Method’ enter ‘Email’ 
5. Under ‘Time(s) of Alert Notification’ select desired times (times are in 24-hour clock format) 
6. Under ‘Day(s) of the Week to Receive Alert Notification’ select days of week  
7. Select ‘Add Alert’ 
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Checking Referral Request Status Queue  

1. Log into OpenBeds with your credentials 
2. Navigate to ‘Referral Request Status  
3. If you have referrals in queue you will see them as show below: 

 

4. To respond to an open referral, select the arrow under ‘Messaging'  

 

  



OpenBeds User Guide 
 
 

 

 

5.  Under ‘Send Message’ you can publicly respond to the referring party to acknowledge the referral. 

6.  Under ‘Status’ you can “Accept or Decline’ and mark it as “Opened or Closed’ 

7.  Select Send  

 


