Instructions on how to provide your VSR with access to the member portal- provided by Christina Dameshghi_s/2/14

Providing access to staff and VSR for the member portal is a two-step process

-Add the VSR or staff member to my office(s) page
-Once the VSR or staff member is added, an email will be sent to them in order to register for the member portal

1. You will add the VSR or staff member by following the below instructions
-Log in to the member portal
-Hover over the Members tab and click on the first option My Office(s). It will open a page that displays all of your offices.

My Office(s)

My Profile

My Events
Member Lookup

My SpringBoards

-Select the office you would like to add your VSR and staff to, by clicking on the office number under Office ID
-Once you are inside the office detail, please scroll to the bottom of the page. Select the Personnel tab under the Office Information section of the page. This is where you will be
able to add staff; designate VSR’s and a VS Learning manager.

Office Information

Contact Information |Account History Communications

-In order to add staff you will select Add Staff. The next screen will appear with an option to Search Personnel. The explanation for this option is provided below. When adding
VSR’s or staff, you will bypass this and proceed to the Add new personnel button (shown below).

SEARCH PERSONNEL

Use the Search Personnel page to find an existing staff member in your practices to quickly assign them to multiple offices. Use the Search drop-down selector to pick a
search type, enter the eriteria in the field and click the Search button.
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-This will bring you to a blank form that should be completed with the VSR-staff information. The red coloration indicates that these are required fields.

T Indicates required fields
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-At the bottom of the page you will see 3 options displayed: Access to Portal, Office VSR and Manage VS Learning. This is the point where you will designate which access and
rights you would like your staff member to have. Once you’ve completed the form and have chosen the appropriate access, click “Add” at the bottom right-hand side of the
page. After you've added the staff member, you can return to the Personnel tab. You will see your VSR-staff displayed, with a “Y” or “N” to indicate who has which access.
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-If you need to make any edits, simply click the pencil shown under the Action section (shown above). VSR’s and staff can be deleted by clicking the red box X to the right of the
pencil, also found under the Action section.
-Lastly, please return to the office details page, under the Contact Information tab. You will need to designate the VSR Region on the Dr. Locator, as shown below.
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2. Once your staff has been added, the last step is that they will receive an email to the email address listed on the registration form for the member portal. Your staff will need to
complete any additional registration requirements, listed in the email.

Note:
. Please do not use the same email addresses for all staff members. The system does not allow us to create 2 accounts with the same email address. Email has to be
unique for every person added.
. If the staff member leaves, please delete them from the Personnel tab. Instructions on how to do so, are provided above. Please also notify us by using the contact

support button located at the top right corner on the portal, so that their member portal access can be permanently deleted.

For any questions or concerns, please call your Member Services manager at 281-312-1111 or email us by using the support button located on the top right corner of the site.



