THE VIRGINIA IMMUNIZATION INFORMATION
SYSTEM

How To Add And Edit Users in VIIS




Administrators have the
ability to add new user
accounts and edit existing
accounts in VIIS.
A few of the options
available include the ability
to:

* create new users

* disable or reactivate

existing users

* and reset passwords
Access these functions
through the Manage/Access
Account tab located above
your site name and org code
at the top of the homepage.

VIIS | home | manage access/account | _user manual | related links | logout | help desk_
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* This is the Manage/Access
page.

Here you will see a

in the
navigation bar on the left side
of the screen. In this menu, you
will see the options available to
you for adding new users to the
system or editing existing user
accounts.

We will begin by adding a new
user.

The simplest method is to
utilize the Add Multiple Users
option.

Welcome
Jeremy Bearemy
Logout

Applications
VIS

Manage My Account
Edit My User Account
Change My Password
My Training Status
Security Questions

Manage Access
Add User

A00 Mutiple

Edit User
List Organizations
Edit Organization

£ Vaccination Station
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Select Add Multiple Users to
quickly add a new user.

y VIRCGINIA
DEPARTMEMNT
OF HEALTH

To profect the health and promote the

well-being of all people in Vimginia,



Benefits of the Add Multiple Users option include:
» streamlined entry system for creating a new .
Add Multiple Users
account
* alist of all current and previous users for your
. Organization: Vaccination Station Refresh
Slte.
by clicking on the headers of each column, you are Sl ek BotweaT el Tsar yoiwant o and
now able to sort the list by name, username, role, Once you change application or organization, a new list starts. CIle the
on s, B T T T T |10
v ||| NEdErS tO
Status types in VIIS: sort the list
* Active: user account is currently able to access User List by column
VIIS through the associated organization.
| testName [ FistName | userName [ R || swwso ||
Squirrel Secret ssquirrel IR Schoal User Inactive
* Inactive: user account has been granted Pike Christopher cpike IR Typical User Inactive
access by the organization locked out by the Earter e PRaic IR School Adin IBSEie
X R Qctavius Otto ooctavius IR Administrator Inactive
SYStem fOI’ not |0gglng In fOI’ the paSt 60 dayS Mouse Danger dmouse IR Program Staff Inactive
Leonard McCay Imccoy IR Typical User Inactive
. - Data Exchange - ;
* Disabled: user account was manually locked Eag B I fgEy=or Typical User i
by an Administrator because the user does not Ant Adam aant IR Client Reports Only  Disabled
d | f . . XDoNotUse Jeramy Xjbexarxexmy IR Administrator Active
need access or lett organlzatlon. Pennyworth Alfred apennyworth IR VIIS Help Desk Active
Bearemy Jeremy Jbearemy IR Administrator Active
Barham Casey charh2 IR Administrator Active
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To enter a new user: Add Multiple Users
1. enter their legal name in the name
ﬁEIdS Organization: Vaccination Station
2. create a username using the first letter
of the user's first name and their full last Select Add between each user you want to add
name in a L owercase Letters Once you change application or orgamization, a new list starts.
. ' Add
3. Assign a temporary password of at least mm“
five characters. |Person |N|ce |nperson V Add |
. ) .
4. Assign the user’s security role from the | —
drop-down menu. User List IR Typical User
5. Clic Al ser I I T N
Adam aant IR Client Reports Only  Disabled
Security Roles Include: Barham Casey cbarh2 IR Administrator Active
IR SChOOl User: Iookup only roIe that aIIows Bearemy Jeremy jbearemy IR Administrator Active
o i ) . Data Exchange - .
the user to find and print patient records Graysmn Rt i Typical User i
WithOUt editing options Leonard McCoy Imccoy IR Typical User Inactive
. Mouse Danger dmouse IR Program Staff Inactive
IR Typlcal User: aHOWS users to IOOkUp Octavius Otto ooctavius IR Administrator Inactive
patients and edit or update their Parker Peter pparker IR School Admin Inactive
. . . . Pennyworth Alfred apennyworth IR VIIS Help Desk Active
immunization records in VIIS. Pike Christopher cpike IR Typical User Inactive
Squirrel Secret ssquirrel IR School User Inactive
XDoNotUse Jeramy xjbexarxexmy IR Administrator Active
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* Another way of adding a user is
the Add User option.

Virginia Immunization Information System

£ Vaccination Station

Welcome
Jeremy Bearemy
Logout
Applications
VIS

Copyright @ 1998 - 2020 State of Wisconsin. All rights reserved.

Manage My Account
Edit My User Account
Change My Password
My Training Status
Security Questions
User Agreement
Security Agreement

Select Add Users for a detailed
Add User
Add Multiple Users way to add a new user.

Edit User
List Organizations
Edit Organization
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* Here, you have the option to
add the user's contact

information. Virginia Immunization Information System it #
* On this screen, all fields that | : _ | 9]
are labeled in blue are \

| Edituser  Modify Access

a &
‘l

required fields.
* create a username consisting
the first letter of the user's

User Id 6532
* User First Name |Robert

|
* User Last Name | Bobererson |
|
|

first name and their PR User Middle Inital |
complete last name in Manage My Act * Usemame [rooberson I
b ONTITM New
lowercase letters. Sl e New Password | [ e
1 My Training Stat
s ASSIgn d tempora ry Sgcu?t:lggesﬁofs Street Address | |
H User Agreement Other Add
password with at least 5 e erpo f;ss | |
characters. P s |
't f dd th Aadvser ot '
* Don ’t orge.t toa € o Add Multiple Users State Zip | | - | |
users emall addreSS. ThlS IS Eg?gfgﬂi_zaﬁpns * Email |roberl.boberson@workemail_com |
necessary for password St e Phone Number | | | | | =
resets. Manage Training | Save | | Cancel |

Assign Training
Training Courses
Training Classes
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“* User Added, please proceed to Modify Access Tab. User does not have access until you do! **

= The Modify Access Tab is
User Id 6532 where you will assign the
* User First Name |Robert o
security role.

Once you are finished, click User Midde Initl |
save on the bottom, and Usemarme [rboberson

|
* User Last Name | Bobererson |
|
|

New Password | | Confirm New |

proceed to the modify N B |
access tab that now Other Address | |
appears at the top of the PO. Box | |

City | |

screen. State Zip| -]

* Email | robert boberson@workemail.com |

Phone Number| | | | | | Ext :
Save | Cancel
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Select the security role
that you wish to add.

You also have the
option to assign the
username to any other
sites that are in your
organization.

Once the appropriate

role has been selected,
click add

Edit User Modify Access I
* Choose the site or sites you want
to assign the user to here.

Add or remove applications and organizations to which this user has access.

User Robert Bobererson

L e | = S ==
VIS | accination Station

IR School User
IR Typical User

Current list of organizations and applications. Select user from this list to update their role or status. | Select
T R I IR

| Save || Cancel |
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Once you have finished ReitUser  Modify Access

aSSign [ ng the user to Add or remove applications and organizations to which this user has access.
your sites, click the save User Robert Bobererson

button.
I S I
VIS | Vaccination Station

** Update in progress, press Save to keep ™"

Current list of organizations and applications. Select user from this list to update their role or status.
o] B e - B S i 1
VIS Vaccination Station IR Typical User Active

Save | Cancel |
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£ Vaccination Station

s Copyright @ 1998 - 2020 State of Wisconsin. All rights reserved.
Jeremy Bearemy

Logout
Applications
VIS

Manage My Account
Edit My User Account
Change My Password
My Training Status
Security Questions
User Agreement
Security Agreement

Manage Access Select Edit User to reactivate or
Add User

Sk b8 dopic Lt disable an account or to reset a

List Organizations
Edit Organization p daSSwWo rd .
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e Select a status and Edit User - Search
click find to pull up all
users with that status.

* Orusethe Name

Application: VIS Find

:

Organization: Vaccination Station - VX333 Refresh

J

flelds to flnd a Status Active Inactive [ | Disabled [ |
SpeCIfIC user. Last Name | | First Name
* Now able to search UserName | |
fo r J u St | na Ctive To get a complete list of users, leave both fields blank and click the find button.
statuses Search Results
'  teme | rmtone | | vstone | Ongcose | _sown |
y Once you have Barham Casey cbharh2 VX333 Active
Iocated the account Bearemy Jeremy jbearemy VX333 Active
Bobererson Robert rboberson VX333 Active
you would like to Pennyworth Alfred apennyworth VX333 Active
edit, click on the Click the link in the
user’s last name. user’s name to select

the account.
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If the account is active and
only needs a password
reset, enter the new
password and click save.
To reactivate or disable the
account, click on the
Modify Access tab for
additional options.

“* User Added, please proceed to Modify Access Tab. User does not have access until you do! **

f taee | ety Aocess The Modify Access Tab is
User Id 6532 where you will change the
e status of the account.

User Middle Initial |

|
* User Last Name | Bobererson |
|
|

* Username | rboberson

Confirm New

New Password | | Password |

Street Address | |
Other Address | |
|
|

P.O. Box |
City |

w1

* Email | robert boberson@workemail.com |

Phone Number | | | | | | Ext :

| Save || Cancel |
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e TJoc h ange th e Edit User  Modify Access

status of the
accou nt, C“Ck the Add or remove applications and organizations to which this user has access.

SElect bOX next to User Robert Bobererson
the account
Status and then
click the Select

button. .
2. Then click
Current list of organizations and applications. Select user from this list to update their role or status. W th iS bUttOﬂ .
e e e e
VIS Vaccination Station IR Typical User Active 1 Check th iS
box.
| Save H Cancel ‘
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After selecting
the account, click
Active to
Reactivate the
account or
Disable to Disable
the account.
Click update to
secure the
changes made to
the account
status.

EditUser  Modify Access Select the appropriate
status to reactivate or
disable the user.

User RobertBobererson | Then click Update when

Add or remove applications and organizations to which this user has access.

finished.

I N R i
VIS Vaccination Station | IR Typical User v| ®adive O Disabled " Update
Current list of organizations and applications. Select user from this list to update their role or status.
] ) S
VIS Vaccination Station IR Typical User Active

| Save ‘ ‘ Cancel ‘
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« Don’t forget to reset the
password, if the user account
was Activated or Reactivated.

° After you h ave Edit User Modify Access

Updated the StatUS, Add or remove applications and organizations to which this user has access.

click save to keep the

tatus User Robert Bobererson
new s .
T —

° If the account was VIS | Vaccination Station V| | IR Typical User

reactivated, you will

need tO retu m tO the ** Update in progress, press Save to keep **

1 Current list of organizations and applications. Select user from this list to update their role or status. | Select
Edit User tab to reset | Setect |
the password. L R B < R = 23
VIS Vaccination Station IR Typical User Disabled
‘ Save ‘ ‘ Cancel |
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Questions?

For technical assistance please contact:
VIIS Helpdesk
Monday — Friday 8:30am — 5:00pm
Email: VIIS helpdesk@vdh.virginia.gov
Phone Number: (866) 375 —9795

For all training requests please contact:
Email: VIISinfo@vdh.virginia.gov

Additional training guides and resources can be found at:
https://www.vdh.virginia.gov/immunization/viis/viisregorgs/
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