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1
Logging into VHHA-MCI
1.1 
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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2
Edit Account Information

2.1
Edit Account Information

· From the left navigation menu, under the heading My Account, place your cursor over the Edit account information option and select (click). The Select Hospital/Organization page will appear.
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· Under the Hospital/Organization choose the appropriate organization and continue to proceed. 
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· A page will be displayed allowing you to edit your account information. When finished, click Continue to proceed.
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User Name Password
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· The Confirm Account Information box will be displayed. Click Edit to make changes or Continue to accept.
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Confirm Account Information

Hospital/Organization  Eastern new Pet Hospital (Test)
Organization Region Eastern
User Name shannon
Password SAMPLE
Name SAMPLE SAMPLE
Job Title SAMPLE
Address 1234 Main 5t
Anywhere, Virginia 12345
Telephone (123) 456-7850
Business Fax A
Cell Phone A
Pager A
E-mail Address SAMPLE@SAMPLE COM
Job Categary Business/Finance
Professional Graups American Association of Patholagy (Va. Chapter)

American College of Emergency Medicine (va. Chapter)
American College of Healthcare Executives
American Public Health Association







· Once completed you will be returned to the member home page. However, if you have been designated a Primary or Secondary Alerting System Contact you will proceed to the Alerting System Contact page. See Section 2.2.
2.2
Alerting System Contact
HipLinkXS® is messaging sever software product that has been purchased by VHHA to provide alerting capabilities to the users of the VHHA-MCI.ORG system.  It provides real-time wireless text and voice messaging and paging capabilities. 
If you have been designated as a Primary or Secondary Alerting Contact you may add or update your contact information. Update information by editing your account information see Section 2.1. After confirming your account information you will proceed to the Alerting System Contact page.

Primary Alerting Contact

· Hospital: as a primary alerting user, you can use the alerting system (alerting.vhha-mci.org) to send text, wireless, e-mail, and voice alerts to other designated alerting receivers within your organization as well as with other primary alerting users, in other organizations within your region.

· Regional Healthcare Coordinating Center: as a primary alerting user and receiver for your organization.  As a primary alerting user, you can use the alerting system (alerting.vhha-mci.org) to send text, wireless, e-mail, and voice alerts to other all receivers within your region as well as with other RHCC primary alerting users, in other organizations within your region.


Secondary Alerting Contact

· Hospital: as a secondary alerting user and receiver for your organization.  As a secondary alerting user, you can use the alerting system (alerting.vhha-mci.org) to send text, wireless, e-mail, and voice alerts to other designated alerting receivers within your organization.

· Regional Healthcare Coordinating Center: as a secondary alerting user and receiver for your organization.  As a secondary alerting user, you can use the alerting system (alerting.vhha-mci.org) to send text, wireless, e-mail, and voice alerts to other designated alerting receivers within your region.

2.2.1
Add/Edit Alerting Contact Information
· From the left navigation menu, under the heading My Account, place your cursor over the Edit account information option and select (click). The Select Hospital/Organization page will appear.
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· Proceed to update your account information. After you confirm your personal account information you will proceed to the Alerting System Contact Page. Note, you will only be forwarded to the contact page if you have been designated as a Primary or Secondary Alerting contact by your organization’s administrator.

· A page will be displayed similar to the one below allowing you to edit your alerting information.
· When entering a cell, text, or pager number, select the carrier type for the wireless phone or pager you wish to be alerted. 

· Numbers must be 10 digit integers and may not contain special characters or formatting (i.e. 5401234567). 

· If you have a secondary wireless device that you wish to receive alerts at, fill out the Back-up Contact Method section below.

· The back up method may be a secondary wireless device or an e-mail other than the e-mail listed in your profile. 

· Your profile e-mail will always receive alerting messages. 
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Alerting System Contact Information

Designation: Secondary Contact
Vou have been designated 3s 3 secondary alerting user and recsiver for your organization. As a secondary
alerting user, you can use the alerting system (alerting.vhha-mei.org) to send text, wireless, e-mail, and vaice
alerts to other designated alerting receivers within your organization.

NOTES

« When entering a cell, text, or pager number, select the carrier type for the wireless phone or pager you
wish to be alerted.

o Numbers must be 10 digit integers and may not contain special characters or formatting (i.e.
5401234567),

o If you have a secondary wireless device that you wish to receive alerts at, fill out the Back-up Contact
Method section below

o The back up methad may be & secondary wireless device or an e-mail other than the e-mail listsd in
your profile.

o Your profile e-mai will always receive alerting messages.

Primary Contact Method (must text: i.e. cell, text, pager)

Cingular / Suncom ]

10 digit number or E-mail Carrier

Back-up Contact Method (initiated in case of failure above)

—Choose —

10 digit number or E-mail Carrier

Voice Contact Method

Phane number 10 digits only

E-mail Address (same as profile e-mail address)
SAMPLE@SAMPLE COM




·  When finished adding/updating your alerting contact information, 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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Confirm Alerting System Contact Information

Primary Contact Method

Back-up Contact Method
Vaice Contact Method

Number/E-mail: 1234567390
Carrier: Cingular / Suncom

Nane
Nane

Edit

Continue >>






· Once completed you will be returned to the member home page.
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This page has been developed to provide Virginia Healthcare Providers a source of valuable emergency
management information. In addition, the post office section faclitates the exchange of ideas within the
established regions and professional groups.

Because some sensitive information is contained within this site, please maintain the security of your access
codes.

If you have any comments or suggestions for improvements of this site, please contact the site administrator,





3
Logout

3.1
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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