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Program Onboarding
● Go to https://hoagladder.staffgarden.com
● Registration
● Login

○ Forgot your password?

● Homepage
○ Buttons on homepage (Home, My Portfolio, Alert Center, My Profile, Edit, Link Button)

● Applying to Program
● Requirements

○ Walkthrough of the different requirements for the Clinical Ladder Program

● Checkups
● Application Statuses 

○ Explanation of the different statuses on an application

https://hoagladder.staffgarden.com/


Registration
● Go to URL: 

https://hoagladder.staffgarden.com
○ Do NOT type URL into google or any other 

search engine
○ You can tell it is the correct page because it 

will have Hoag’s logo and say at the top 
‘Welcome to the Hoag Clinical Ladder’

● Fill out the fields
○ The email address will become your User ID 

for future logins
○ You may register with your personal email 

address for direct notifications.
○ Create your password in the Password field

● Click ‘Get Started’ to finish registering

https://hoagladder.staffgarden.com


Login

● Login URL: https://hoagladder.staffgarden.com
● Enter in your User ID and password to log in

○ User ID is the email address associated with your account
○ Password is whatever you created for this account

● If the page is asking for your First name and Last name 
then you are on the wrong page
○ Click ‘I already have an account’ button to get to the correct page

https://hoagladder.staffgarden.com


Login:
Forgot your password?

If you forgot your password then 
you can make a new one.

1. Click ‘Forgot your 
password?’ button

2. Type in the email address 
associated with your 
account

3. Check your email (inbox and 
spam) for password reset 
email

4. Click ‘Reset your password’ 
button in email

5. Create your new password



Homepage
Home

Alert Center

My Profile

Edit Button

Link Button

My Portfolio



Home

This button takes you back to your homepage.

You can also use the Hoag logo button in the top left corner to navigate to 
homepage.



Alert Center
This button allows you to see a list 
of all notification system from the 
system to you.

You can click View Details to see 
the full communication.



My Profile

This allows you to edit different info 
related to your account.

Profile page lets you update your contact 
info (including email address/user ID).

Employee page lets you change info such 
as your department.

Password page lets you change your 
password.



Edit Button

This button is will allow you 
to edit information.



Link Button

This button will allow you to 
open up resources under the 
Helpful Links area on your 
homepage.



Click ‘Apply now’ button on homepage 
to apply to Hoag’s Clinical Ladder 
Program.

Please note that this apply button will 
only allow you to apply to the program 
during Hoag’s enrollment period.

Applying to Program



Applying to Program
Select type (new or renewal)

Select ladder level you are applying to.

*Please make sure you meet the 
eligibility requirements (aka 
prerequisites) listed for the level.



Applying to Program
Fill out all the fields provided (FTE field 
is optional). 

If the fields are already filled out 
because you are renewing then please 
check they are still correct.



Applying to Program
Once you get to the application page you 
are finished applying. The application’s 
status will be ‘Applied’.

From the moment you finish applying the 
application is visible to those that have 
access (Manager, Administrators, 
Champions).

You can click the min/max button to see 
more info about the application.



Applying to Program

Anytime you need to access your 
application login, go to your homepage, 
under TO BE DONE click the button next 
to your current program application.

This will take you to your current 
application page.

Information you add to your application 
is visible to those that have access to 
your current application.

The status of your application is visible 
from your homepage.



Requirements

The application page lists the program 
requirements based on the ladder level 
you selected for your application.

On this example image the 
requirements are:

● Clinical Ladder Meetings
● Hoag Committee/Council
● Communication
● Clinical Improvement Project
● Exemplar Activity Points (3)



Requirements

Requirements are filled out in different ways 
which this documents will cover.

Click on the name of the requirement to 
enter in additional notes and update the 
requirement status.

When you have completed the requirement 
update the status to ‘Completed’.

*Please note that this notes section is NOT 
how you complete the requirement. It just 
allows you to make additional notes related 
to that requirement.



Requirement: 
Clinical Ladder Meetings

The organizer(s) listed on Clinical Ladder 
Meetings are able to schedule meetings and 
take attendance in the system. When 
attendance is taken in the system the 
application will automatically update to 
reflect your attendance.

You can click on the ‘2021 Clinical Ladder 
Meeting’ button to see more info such as 
scheduled meetings and the organizer(s).

*Please note you are not able to take 
your own attendance.



Clinical Ladder Meetings

2021 Clinical Ladder Meeting 
page:

● Scheduled Meetings
○ Click on the Meeting name to 

view attendance. You can see if 
you’ve been marked attended or 
not.

● Members
○ List of all members

● Organizers
○ Organizers have access to 

schedule meetings, take 
attendance, and add more 
organizers.



Requirement: 
Hoag Committee/Council

● Step 1: Join a committee
○ You can do this from the Committee list on your homepage

● Step 2: Associate the committee with the requirement listed on application



Hoag Committee/Council:
Join a Committee

● Go to the Committee list (located on both 
homepage and application page)

● To join a committee click the button to the 
left of committee’s name

● Committees you’ve joined show up at the 
top of the list

● To unjoin a committee click button on left



Hoag Committee/Council:
Associate Committee to Requirement

Click on the name of the 
requirement.

Select a committee from 
the dropdown list. 
Please note this 
dropdown list only 
shows committees 
you’ve already joined.



Hoag Committee/Council

This is what it should look like when 
you’ve added your committee to the 
requirement.

You can click on the Committee name 
to see more info about that committee 
such as scheduled meetings, members, 
and organizer(s).

Attendance number will automatically 
update when an organizer marks you as 
attended in the system.



Requirement: 
Communication

Click on the plus + button to 
the right of the Communication 
requirement.

This will allow you to enter in 1 
communication. 

Repeat this process at least 12 
communications entered in by 
the end of the program year.



Communication

Enter in the date you did the 
communication.

Enter in notes regarding 
what you did for your UPC 
communication on 
committee/council work.

Each time you fill this out it 
will be added underneath the 
Communication 
requirement.



Requirement: 
Clinical Improvement Project

Click on the plus + button to the 
right of the Clinical Improvement 
Project requirement.

This will allow you to enter in 1 
project.

As you enter in and save your 
Project info it will populate under 
this requirement on your 
application.



Clinical Improvement Project

Fill out the fields. The fields with an 
asterisk* are required in order to 
save. Please note you can save and 
return to this page later. 

The blue ‘Next’ button at the 
bottom of the page will let you 
BOTH save this page AND go to the 
next page.



Clinical Improvement Project

The next page is for data 
tracking related to your 
Clinical Improvement 
Project.

Fill out the fields and click 
Save.

If you don’t know what you 
are tracking yet you are 
able to just click save and 
return to this page later to 
fill it out.



Clinical Improvement Project

To enter in the data you are collecting, 
first click on your project name.

Then go to the Evidence section on the 
right side of the page.

Click on an empty field and enter in your 
data point. It will save automatically 
after a few seconds (the field will change 
color temporarily after saving).

Refresh your page to see the graph 
automatically update with your data.



Clinical Improvement Project

Once your Project is created 
you will be taken to your 
Clinical Improvement Project 
page. This page displays all the 
info related to your project.

You can edit your project info 
by clicking the pencil icon in 
top right.

You can enter in data you are 
tracking.

You can upload documents 
related to your project.



Clinical Improvement Project

You can enter in additional 
Projects by scrolling down to 
the bottom of your Application 
page to the section titled  
“Clinical Improvement Project” 
and clicking the +Add button.

If you need to change the 
Project associated with your 
Clinical Improvement Project, 
then click on the requirement 
and select the project from the 
dropdown list.



Requirement: 
Exemplar Activity Points

Click on the plus + button to the right of the 
Exemplar Activity Points requirement.

Select an activity from those listed. You can 
use the search field to look for specific 
activities. For example if you type ‘education’ 
into the field it will show you all activities with 
the word ‘education’ in the title or description.

Repeat these steps until you have meet the 
minimum points required.



Exemplar Activity Points

For each activity you can update it’s 
status, enter in notes, or upload a file.

Status options:

● Added/Planned
● In Progress
● Completed

This information will show up beneath 
the activity on your application.

You can click on the name of an 
activity to edit this information.



Exemplar Activity Points

As you add activities the points 
listed on your application will 
update.

To manage your activities (edit 
and delete), scroll down to the 
bottom of the application page 
to the section titled “Activities”. 
The red trash can icon and red X 
button allow you to delete an 
activity. The pencil icon allows 
you to edit an activity.



Checkups
Once an application’s status is ‘Level 
(Approved)’ checkups become available. 
Currently checkups are requested quarterly.

Checkups are accessible from the homepage 
and application page.

Each checkup should be filled out prior to the 
date listed. This is the checkup’s due date.

The system will send a weekly reminder 
email if the person hasn’t filled it out by the 
due date.



Checkups

To fill out a checkup click on the pencil 
icon then fill out the My Progress and 
Owner Notes fields. Then click save.

Once both the owner (which means the 
owner of the application) and the 
manager have filled out their part of the 
Checkup the checkup is considered 
completed and the date updates to the 
date completed.

The next checkup becomes available 
when the previous checkup is completed 
OR the previous checkup is past due.



Application Statuses
● Applied

○ All applications start out with this status

● Level (Approved)
○ Manager approves you are meet prerequisites 

for the ladder level on your application

● Submitted for Approval
○ You can click the ‘Submit for Approval’ button
○ Signifies that you have completed filled out 

your application and are ready for final 
review/approval

○ Your application % will not be 100 yet (only at 
100% once final approval happens)

○ This status is typically applicable  near the 
end of the program year

● Completed (Approved)
○ Manager (and any other approvers listed) have 

provided final approval that you have completed 
all requirements of the program

○ This status will get application to 100% 
complete

● Rejected
○ Manager rejected your application
○ Typically signifies you do not meet ladder level 

prerequisites

● Withdrawn
○ Nurse is no longer participating in the program
○ This status is update by Ladder Administrators 

(or by StaffGarden team upon request)



Application Statuses: Applied

Applications start with 
the status ‘Applied’.



Application Statuses: Level (Approved)

Applications move to ‘Level 
(Approved)’ status when the 
manager listed on the application 
has provided this approval.

They are approving you meet the 
prerequisites for the ladder level 
you selected.

These prerequisites were listed 
when you selected the ladder level 
while applying to the program.



Application Statuses: Submitted for Approval

Applications move to the ‘Submitted for 
Approval’ status by the ladder nurse.

The Submit for Approval button is 
available at the top of the application page 
to the ladder nurse as soon as their 
application moves to the Level (Approved) 
status.

This button should be clicked when all the 
requirements listed on the application are 
filled out and completed.

*Please note the application’s %complete will 
not be 100% yet.



Application Statuses: Completed (Approved)

Applications move to the ‘Completed 
(Approved)’ status once all the 
Application Approvals listed have 
clicked thumbs up to approve.

Applications with the status ‘Level 
(Approved)’ or ‘Submitted for Approval’ 
status are able to receive this approval.



IT Support Questions?
The StaffGarden Team is here to help!

Phone: 800-671-3606
Email: support@staffgarden.com

Live Chat: Monday - Friday 8:30am to 5:30pm PST


