
Hello, Creighton Standardized Patients!  
 
Welcome to SPMS (Standardized Patient Management System). Here is a general guide to help 
you navigate. 
 

The website is:  https://spms.creighton.edu   
 

You can save this as a bookmarked page in your browser for easy access OR you can find the 
login link in every confirmation email you receive. You may also access this page from your 
cellphone! 
 

ONE: GETTING STARTED (LOGIN and HOMEPAGE) 

 

You will need to LOGIN to your account each time you want to use it.  

Enter your email address and password. Reminder: Always keep your password in a 
secure place. 
 

 
 
 

https://spms.creighton.edu/


Once you are logged in you will see the HOME page that looks like this. (Your name will be 

listed on the HOME page). This is the page that will take you wherever you need to go. 

 
 
You will see a column with many BLUE clickable options on the left-hand side of the page. We 
will get to those options, but first…  
 
Let’s create your profile.  
 
 

TWO: CREATE & UPDATE PROFILE 

 

Look at the middle of the HOME page. You should see a line in blue that says: Please 
remember to update your SP profile. 

 
Click on those words and you will be taken directly to the Edit page to complete your 
profile.  



 
Please make sure you fill out each line AND upload a photo. That way we can always have a 
name to go with the face. A complete and up to date profile helps CU staff find the projects that 
you are best suited for. If it is not complete or up to date, you may miss out on work. 
 
If anything changes about your history, e.g., you move to a new place or get a new tattoo, you 
can update it by following these instructions.  
 

Click on VIEW MY SP INFORMATION in the left-hand side of the page. 

This will take you to your PROFILE that has all information you already entered.  

 

 
Click the words EDIT MY SP INFORMATION in the left column. You can now make any 

changes. When you are done hit the SUBMIT button at the bottom of the screen. 

 

 
 



THREE: ADJUST YOUR SETTINGS 
 

On the HOME page, in the left column of options you will see VIEW MY SPMS 
ACCOUNT SETTINGS. Click that link to go to your settings page. 

 
 

You should see a checkmark next to the words RECEIVE EMAIL NOTIFICATIONS FOR 
INVITATIONS AND CONFIRMATIONS. If this box is not checked, then you will not receive 

email notifications of new invitations and confirmations, and you may miss out on work. 
 

You can also change your password on this page, but only if you remember your 
old one. Remember to SAVE any changes. If you forget your password, you must 
contact Jan or Kari to reset it. 
 
 
 
 
 



FOUR: INVITATIONS 
 

On the HOME page, look to the left column again and click VIEW MY INVITATIONS 
 

On the new page you will see both INVITATIONS and CONFIRMATIONS. (Clicking 

VIEW MY CONFIRMATIONS will also take you to this page.)  

 
 

 
 
 

The INVITATIONS section will list all the SP time slots that you are being offered. At the end 

of each row, you will see an ACCEPT and DECLINE option. Be sure to review all details before 

you ACCEPT or DECLINE. You can change your answer at any time before you are confirmed. 

 

If you select ACCEPT, the CU staff will be informed that you are available.  Just because you 

have “accepted” a job does not mean you are “selected.” You must wait for a 

CONFIRMATION. 

 

If you select DECLINE, the CU staff will be informed that you are not available. The invitation 

will drop off your list once the job is assigned, typically a few days. 
 

If your INVITATION disappears before you’ve accepted or declined, that means the job has 
been filled.  
 

You will also receive an email with the INVITATION, IF you checked the box in the SPMS 
SETTINGS. 

 

 



FIVE: CONFIRMATIONS 
 

In the left-hand column on the HOME page, click the words VIEW MY 
CONFIRMATIONS.  

 

A CONFIRMATION is the CU staff telling you that you have been selected for the case. 

(Congrats!) All your confirmed time slots will be listed here. 
 

 

 
 

 

The CONFIRMATION will show the start time, end time, role, location, case, and program for 

each time slot you are scheduled for.  
 

You will also receive an email with the CONFIRMATION, IF you checked the box on the 

SPMS SETTINGS. 

 
You will receive a separate email from CU staff with your case script. 

 
 

SIX: TIMESHEETS 
 

We will be able to track all SP working hours in the TIMESHEET feature of SPMS. 

On the HOME page, click VIEW MY TIMESHEET INFORMATION. Click NEW 
TIMESHEET on the left-hand side. 

 



 
 
At the end of every program you work, you will record your hours by following these 
instructions.  

• Select PROGRAM worked from the dropdown menu  

• Click START DATE AND TIME. Fill in appropriate information.  

• Click END DATE AND TIME. Fill in appropriate information.  

• Add NOTES, if there is anything unusual with your time that we should 

know.  

• Click SUBMIT to log your hours 

 
 
SEVEN: HELPFUL RESOURCES & CONTACT STAFF 

 

In the left column of the HOME page, click on HELPFUL RESOURCES. This page will 

provide links to resources like our website and contact info, and many other documents 
that will be relevant to your work as a Creighton SP. 
 

In the left column on every page of SPMS, you can click the link to the CONTACT STAFF 
feature. Simply type a message to Jan and Kari and hit SEND. 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 



EIGHT: LOG OFF 
 

Once you are done with your SPMS session, please return to the HOME page and click 

LOG OFF in the lower left-hand column, so your information stays secure. If you forget 

this step, please know that SPMS will automatically log you off after a few minutes of 
inactivity. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

For further clarification or to talk through any of these steps, please contact: 
 
Kari (KariGoforth@creighton.edu) 
Sarah Lynn (Sarah.Lynn.Brown.27@gmail.com)  
or Sara Decker (snsdecker@gmail.com)  
 
No question is too small! We want everyone to feel totally confident with this system.  

Thank you so much! 
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