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1
Overview

As stated in the hospital MOU's, each hospital has designated a person that is authorized to maintain the organizational information on the VHHA-MCI website.  This person must be logged in as an individual health-care provider to be the designated contact.

As an Organization Contact or Alternate you have the following permissions within your organization:

· Edit all organization information

· Add new user accounts

· Approve new user accounts

· Edit user accounts

· Delete user accounts

If you are the designated contact for your facility but do not have the “Edit Organizational Information” wording under the “My Account” heading in the black section of the screen, contact your Regional Hospital Coordinator to activate this access.
2
Logging into VHHA-MCI
2.1 
Membership Logon
Start your browser (e.g., Internet Explorer), then access the VHHA-MCI website (https://www.vhha-mci.org).  You may need to type the web address into your address field of your browser the first time you access the site.
* NOTE: You may not logon to VHHA-MCI until your account has been approved by the VHHA-MCI Administrator or your organization’s designated Organization Contact or Alternate Organization Contact.

· You may want to create a bookmark for this address so it will be easily available the next time.


· The VHHA-MCI.org login window will be displayed as shown.
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· On the left side of the menu screen under member login, enter your user name and password and select (click) go.
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* NOTE: If you are the designated contact for your facility but do not have the “Edit Organizational Information” wording under the “My Account” heading in the black section of the screen, contact your Regional Hospital Coordinator to activate this access.
3
Administration Edit Organization Information
3.1
Edit Organization information

· From the left navigation menu, under the heading Administration, place your cursor over the Edit Organization Information option and select (click). The Contact Information page for your organization will appear. The fields presented on this page are determined by the organization type. Your organization may vary from the examples used for reference.
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· Organization Contact Information. Click Continue to proceed. 
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· The Confirm Contact Information box will be displayed. Click Edit to make changes or Continue to accept.
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· Emergency Management Information 
This information applies to the location established by the hospital during major emergencies to coordinate response activities (i.e. Emergency Operations/Command Center).

· The Confirm Emergency Management Information box will be displayed. Click Edit to make changes or Continue to accept.

[image: image6.png]Edit Hospital Information

Confirm Emergency Management Information

Emergency Operations Center
EOC Telephone (111) 111-1111
EOC Fax (341) 111-1111

EOC E-mail Address  sennis@eox net
Hospital Emergency Department (Room)

ED Telephone (222) 222-2222
ED Fax (555) 555-5555
ED E-mail Address sennis@cox.net

Edit Cantinue >>







· Key Personnel Section
Use the scroll down arrow beside each position to pull up the list of available contacts then click on the appropriate name.  IMPORTANT: an individual must be registered on to the site as an associate of your organization to appear in these lists.  If an individual is missing, instruct them to see individual health care provider’s instructions above.  The key personnel currently being requested are the designated organizational contact, alternate designated organizational contact, emergency management coordinator, emergency management committee chairperson, senior management emergency management contact, regional hospital emergency management committee representatives, infection control officer and public information officer.

* NOTE: not all key personnel fields are shown in display below.
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· The Confirm Emergency Management Information box will be displayed. Click Edit to make changes or Continue to accept.
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· Alerting System Authorization


· Primary Hospital Contacts
These individuals are the primary contacts to receive state/regional alerts. They can also send messages to all listed hospital contacts on this page for this organization, other regional primary contacts, and the regional hospital coordination staff.

· Secondary Hospital Contacts
These individuals are key hospital emergency management response personnel. They would not normally receive state/regional alerts. They can send messages to all hospital contacts listed on this page, for this organization only.
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· The Alerting System Access Authorization box will be displayed. Click Edit to make changes or Continue to accept.
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· Emergency Operations Section Access Authorization
This section allows you to authorize individual access to the Emergency Operations section of the website. 


· If marked "None", a person cannot access any of the Emergency Operations section information. 
· If marked "Read", the person can view the "Region hospital information" section and messaging. 
· If marked "Read/Write", the person can view the information and insert information if it is not being provided by other sources.
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· The Alerting System Access Authorization box will be displayed. Click Edit to make changes or Continue to accept.
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· Delete Members in System
You may delete a user or users from the system. If this operation is not needed or does not apply, please click "Continue >>" to complete the form.
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· Organization Updated
Once completed you will be returned to the member home page
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4
Administration Membership Management
4.1
Display Members
· From the left navigation menu, under the heading Administration, place your cursor over the Membership Management option and select (click). The Members/Organizations Administration home page will appear as shown.
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· To view a member/user, highlight view members by placing your cursor over that option and select (click) view members.
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· A list of members will be displayed.  
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· If the member/user name you are seeking appears on the screen, you can place your cursor on the name and select (click) on the name to view the user’s account.  If the user name does not appear, you can use the search option at the top of the screen by entering the first and last name of the user and select (click) search. Once the member’s name is shown on screen, you can place your cursor on the name and select (click) on the name to view the user’s account.  
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4.3
Edit/Delete User Account  
· Select (click) member’s name from the list. (see:  Membership Management for more details.)
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· A detail page will be displayed showing the current information.
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· Select (click) Edit User Account Data to edit account information, select (click) Edit User Admin Data to change privileges or select (click) Delete User to remove member.
4.4
Create New Member
· To create a new member account return to:  The Members/Organizations Administration home page, highlight or select create member account under the member’s heading, by placing your cursor over that option and select (click) create member account.
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· Under the Hospital/Organization choose the appropriate hospital and continue to proceed. 
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The Account Information screen will appear, required fields will be displayed in beige (which include: User Name, Password, First Name, Last Name, Business Address, City, State, Zip Code, Business Telephone and E-mail Address.) The user name and password you select must each contain a minimum of 4 to a max of 8 letters or numbers or a combination of each. Click Continue to proceed.
















· The Confirm Account Information box will be displayed. Click Edit to make changes or Continue to accept.
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· Once completed you will be returned to the member home page.
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· * NOTE:  A user will not be logged in until the user account has been approved by Org Contact, Org Contact Alt, or Admin User. Region Admin does not have permission to approve a new user.

· Once account has been approved, the user will receive a confirmation email and will now be able to logon to VHHA-MCI.
5
Logout
5.1
Logout
· When you are ready to close, return to the VHHA-MCI main screen, select logout in the upper left corner of the navigation screen and click.
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