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1
Overview
A statewide hospital emergency management web page has been designed to provide information on current state and regional planning activities and resources to Virginia Health Care providers.  As part of this system, a database of hospital contacts is included to facilitate rapid distribution of urgent notices and information.  Also the ability to contact others in your discipline or professional organizations is provided through the Post Office section of the website.  It is important to note that the contact information being developed in this site will be used to support the state emergency notification system for hospital personnel in the near future.
2
Obtain Access to VHHA-MCI
2.1
Obtain Access
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.

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

· The VHHA-MCI.org home page will be displayed as shown.
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· On the right side of the menu screen under Healthcare Provider, (click) Click here.
2.2
Create New Account / Select Hospital/Organization 

The first step in creating a new user account is selecting your hospital, employer, or organization. If your hospital, employer, or organization is not listed you will need to add your organization – see 2.1.2 Add your Organization. Otherwise you may select your organization from the Hospital/Organization drop down list.
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2.1.1
Add your Account Information
· Account Information
Enter your personal account information here. You will use this information to log onto the VHHA-MCI web site application. 
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· Member Account Information Received
After adding your account information, you will receive a confirmation email to let you know VHHA-MCI has received your request. Once your request has been approved by a VHHA-MCI administrator, you will receive another e-mail and will now be able to logon to VHHA-MCI. 
· Organization Contact
The designated organization contact will receive your request to access the VHHA-MCI
2.1.2
Add your Organization


· Choose your type of organization

· Hospital

· Regional Healthcare Coordinating Center

· Public Health

· Alternate Treatment Centers Support Agencies/Organizations
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· Contact Information
The Contact Information Dialog will display. This information varies depending on your type of organization. You will need basic contact information such as contact name, organization address and phone, e-mail address. 
Fill in the information, required fields are displayed in beige and include: Medicare Number, Organization Region, Organization Name, Organization Address, City, State, Zip Code, Organization Main Telephone Number, Hospitals, RHCCs, and Alternate Treatment centers - Organizational Global Positioning System Coordinates (Lat & Long), Emergency 24 Hour Telephone Number. Click Continue when complete. As you enter information you will have the opportunity to confirm information before continuing.
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· Account Information
Enter your personal account information here. You will use this information to log onto the VHHA-MCI web site application. 

· Member Account Information Received
After adding your account information, you will receive a confirmation email to let you know VHHA-MCI has received your request. Once your request has been approved by a VHHA-MCI administrator you will receive another e-mail

3
Logging into VHHA-MCI
3.1 
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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4
Logout

4.1
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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