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Add a New User to Your Site

1. Start at the MCIR home
screen.

2. Select Site Users in the
Administration section box.
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Add a New User to Your Site

Site Information

3. Acurrent list of all site users
associated to your site is

Person || Rem /Rcl || VIM || Imp/Exp

|| Mysite ||

Site Preferences User Preferences Edit My Site Enroll in VFC View My Site List Go to Mew Site

Print Help

Home Exit

adn |[ mpts |[ oth

listed below your MCIR Users
Tab on the Site Information

Established: 03/04/1999

Details

screen.

Name* Test Provider Site Facility Type®

County® Mo County Affiliation

Program: FQHC RHC Neither Cert. Expires*

Site Number: 10000053214
Family Practice (Private) v
Site Disabled
12/31/2006 BB

MCIR Options
Clinical

4. Select Add New User at the
top of the name list.

Immunization Provider VIiM
Import/Export
Transfer Transport

Follow Up
Sickle Cell

VFC Program BMI

Contact Information MCIR Users Site Contacts

Business Hours Transfer Interfaces

User Name User ID

Add Mew User
Cat, Buddy,

not-registered

Role Name

Provider User ufl




Add a New User to Your Site

5. Type the user’s first name, last name and select SUBMIT.

, i} . e Print Help
Associate Users - Test Provider Site |
Home Exit
Person Rem/Rcl VIM Imp/Exp My Site Adm Rpts Oth
Site Users
First Name Gingerbread Last Name | Man
User Id

Use " * " for wildcard search Submit Cancel




Add a New User to Your Site

6. If the user you are trying to add is not listed or the user’s name did not populate
below, No results found, then select Add New User under Search Results.

- B . - Print Help
Associate Users - Test Provider Site _
Home Exit
Person || Rem/Rcl || viM || Imp/exp || mMysite || Adm || Rpts || oth
Site Users
First Name Gingerbread Last Name [Man
User Id
Use ' ™" for wildcard search Submit Cancel
Search Results
Add New User Click column heading for desired sorting preference. User count: 0
User Id * User Name Pin Agreement Status

No results found. Please check your supplied criferia and supply a wildcard character, if desired.




Add a New User to Your Site

Re-enter the user’s first
name, last name and the

new user’s email address.

Check the box before the
site administrator’s email
address.

Select SUBMIT to save.

) . Print Help
User Information
Home Exit
Person | | Rem/Rdl I | VIM ‘ l My Site ‘ Adm | Rpts | | Oth
Site Users
User Details:
First Name* Gingerbread Last Name* Man

Notification E-mail Recipients:

Please enter/check one or more E-mail addresses so registration instructions can be sent. The E-mail address

will not be saved.

To: gingerm7 3@healthcarecenter.com

¥ admin@healthcarecenter.com

All fields marked with * are mandatory

Submit Cancel




Add a New User to Your Site

10. If the user id is displayed proceed to the next slide
ASSOCIATE AN EXISTING USER TO YOUR PROVIDER SITE.

Associate Users - Print Help

Home Exit

_pPerson || Rem/Rel || vim || ympsexp || mysite || Adm
Site Users

First Name  Gingerbread Last Name Man

User Id
Use " * " for wildcard search Submit |  Cancel |
Search Results
Add New User Click column heading for desired sorting preference. User count:

User Id * User Name Pin Agreement Status
not-registered Gingerbread, Man 1140-54-13 Not Accepted Associate




The End.




