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

3.	 In the 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.

•	 This ensures that duplicate accounts are not added to the system.
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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
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2.	 On the Administration Main Menu page, under the User Management section, click the 
Search / Add User link.
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6.	 Verify that the user does not already exist in the search results.

7.	 Click the Add button.

8.	 Type in the new user information into 
the appropriate fields.

•	 Please note that required fields 
are highlighted in red.

9.	 After all of the new user information 
has been added, click the Save button.

Password: Provide a new password for 
the user.

Expire this New Password: Forces the 
user to change their password upon first 
login.

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

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

4.	 Click the Search button.

5.	 Under the Search Results, click on the row for the user whose password you are resetting.
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Steps to Reset User Password
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2.	 On the Administration Main Menu page,  under the User Management section, click the 
Search / Add User link.
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6.	 Scroll to the bottom of the Web User Maintenace page, and then click the Update button.

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

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

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

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

VIIS - QRG
Add New User / Reset Password

8

7

6


