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This Quick Reference Guide supplements the User Management module, focusing on Registry user

management. It outlines key points to support your understanding and practical application of adding
new users to the system and resetting passwords when needed.

Steps to Add New User

1. Loginto the Registry and click Administration on the left-side menu.

» DTT

p Scheduled Reports
m Job Queue

m Change Password
o Administration

p Campaigns

m Answers

2. Onthe Administration Main Menu page, under the User Management section, click the
Search / Add User link.

User Management
Search / Add User
Users Logged In
User Activity Tracking
Bad Login Report
Bulk User Update

3. Inthe Last Name field, type the new user’s last name.

4. Ensure ‘Do Not Limit’is selected for the Organization and Facility filters.

5. Click the Search button.

e This ensures that duplicate accounts are not added to the system.

Web User Search
Search/Add Web User - Search Required Before Adding

°User Name: | ‘

Last Name: [OLIVERSON |
Inactive: [An )
O Organization | —select-- -
@® Do Not Limit
o O Facility
@® Do Not Limit
O pin
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6. Verify that the user does not already exist in the search results.

7. Click the Add button.

Search Results
Located 0 records to display.
Show entries Search:| |
User Name & FirstName # LastName % Organization * Facility % Access Level % Inactive #
° No data available in table
Showing 0 to 0 of 0 entries - p
o Add
8. Typeinthe new user informationinto  |FEEE_GG——
the appropriate fields.
° User Name [TOLIVERSON |
e Please note that required fields Password (T e |
. . . Set Inactive ||
are highlighted in red. T —
Middle Name
9. After all of the new user information Laokams OL'VERSO'l“
. redentials
has been added, click the Save button. AEGess Ll | TEERVCRIE =]
Organization | 10004 - AFAMILY CARE CLINIC - |
Password: Provide a new password for Facility | AFAVILY -]
Street |1234 Chesterfield Road |
the user. City [Phoenix |
State | ARIZONA S
Expire this New Password: Forces the a o 85°2|9 1 |
. ounty | --select-- M
user to change their password upon first Work Phone et | ‘
Iogin Email |toliverson@somewhereonline.net |
. Comments |

Access Level: Select the appropriate
access level to define the new user’s
permissions.

Organization: Choose the user’s
organization.

Facility: Select the user’s facility (if
applicable).

Available Permissions: Typical
permissions are set by the user’s Access
Level. To select multiple permissions, hold
the CTRL key on your keyboard while
selecting them individually.

Keycloak Roles: Select all applicable
Keycloak (application) roles.

User Last Updated Date
User Last Updated By
User Created Date
User Created By
Permissions

Keycloak Roles

Available Permissions

Lot Number Manager Edit

Manage Reminder/Recall

Management Reports

Map Designer Access

Mass Immunizations

Master Patient Data Access l
MylR

MyIR Verifier
PHC-Hub Access

Access IWeb Provider Level Permissions

Add another user to this site : [ ]
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Steps to Reset User Password

1. Loginto the Registry and click Administration on the left-side menu.

p DTT
p Scheduled Reports
m Job Queue

m Change Password
o Administration

p Campaigns

m Answers

2. Onthe Administration Main Menu page, under the User Management section, click the
Search / Add User link.

User Management
Search / Add User
Users Logged In
User Activity Tracking
Bad Login Report
Bulk User Update

3. Inthe Last Name field, type the last name of the user whose password you are resetting.

4. Click the Search button.

Web User Search
Search/Add Web User - Search Required Before Adding

User Name: | ‘
° Last Name: [oLVERSON |

Inactive [An v

© Organization | —select— -
® Do Not Limit

O Facilty

® Do Not Limit

O e

Back [ ) Search

5. Under the Search Results, click on the row for the user whose password you are resetting.

Search Results
Located 1 records to display.

Show entries Search: | |
User Name & FirstName & Last Name # Organization * Facility 3 Access Level # Inactive $
JOLIVERSON JON OLIVERSON Registry Client
Showing 1 te 1 of 1 enfries - r
Add
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6. Scroll to the bottom of the Web User Maintenace page, and then click the Update button.

Back to Search | Add User as VaccinatUpdate
Current User Report

7. Inthe Password and Again fields, type in a new password for the user.

e Password Requirements: At least 14 characters, including one uppercase letter, one
special character, and one number.

o Expire this New Password: Select this option to force the user to change their password
upon thier next successful login.

User Name JOLIVERSON

.............. again - [seesessessseessrees
o Easaon ‘Expire this New Passvx‘for%: v| |
Set Inactive [ |
First Name JON |
Middle Name | |
Last Name [OLIVERSON \
Credentials :
Street |
City | |

8. After the user’s new password has been set, scroll to the bottom of the page, and then click

i e

the Update button.
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