Establishment Administrator
View and Approve User Requests for New Users
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View and Approve User Requests for New Users

Q Click User Management
Q Click Manage Requests
« Ifan enrollment request was submitted. it will appear on this page
Q Click Edit icon for the desired Requestor
* The Request Number page appears
Q Click the Edit icon for the desired user
O Review request
QO Make changes to the user profile, if necessary
* You can add or delete a role
* The new role is listed
Q Click Add a Role
Q Select Establishment Admini: role from cal
* You may add dates if the role is not considered the primary role
Q Click No
Q Click Save and go back
Q Click Approve, if the information is accurate and complete
* Notice that the requestor’s name no longer appears on the request page

Welcome to the Public Health Information System. In this demonstration, you will
learn how to view and approve user requests for new users. I’ll guide you through the
steps of accomplishing this task.
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Click on User Management

First, click User Management.



Welcome Daniel Test22 | Your Current Role is Establishment Administrator
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User Management
Manage Users

Manage Requests

View Report

PHIS Home | Build# v6.0.1

Click on Manage Requests

Next, click Manage Requests.

USDA ' it sates Department of Agicuture

== : 5 Publc Health
@ Food Safety and Inspection Service Information System

Home My Profile Help ContactUs Sign Out

er——— M ge Requests
User Management A

Manage Users RequestNumber:. |

If an enrollment request has been submitted, it will

appear on this page

View Report Email: ‘

| Find | | Reset

Submitted On Account Type \ Request Type

11/22/2016 6:20:57 PM ' Domestic Enroliment
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If an enrollment request has been submitted, it will appear on this page.
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L Request Number: . g
Memas e ‘ Click the “edit icon” for the

e — desived ser

View Report Email: ‘

el Manage Requests
User Management

| Find || Reset

Submitted On Account Type Request Type

11/22/2016 6:20:57 Domestic Enroliment

phistest16@gmail.com

PHIS Home | USDA.gov | Privacy Policy | Contact Us | Build#v6.0.1
FOIA | Accessibility Statement | Privacy Policy | Non-Dis: tion Statement | Information Quality | USA.gov | Whitehouse.gov

Click the edit icon for the desired user.
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e Request Number - 722 by Daniel Test22
User Management Al

r~Account

Manage Users

First Name: Daniel Request Type: New Account
Heenefeqies Middie Name:

| View Report Last Name: Test22
Email: phistest16@gmail.com
Job Title:
Work Phone: (111) 333555 TEST
User 3

Review the request

Establishment Number: M45346

Establishment Name:  Open Beef22, Inc.
Address: 8305 Hawthorne Way
Petaluma, CA - 94954

Review the request. You can scroll down to view the remainder of the record.



~Add/Edit Roles
Add a Role...

| Role From To

Pending requests appear in the Add/Edit Roles panel

~Feedback

Send Feedback to the Requestor

Vapprove X Reject

Pending requests appear in the Add/Edit Roles panel.

rAdd/Edit Roles:
Add a Role...

3

| Role | From

> [Primary role] R
Plant Management
ESTABLISHMENT] 1

ork area assigned

Make changes to the user profile, if necessary.
Additional roles can be added by clicking on
Add a role...

r~Feedback

Send Feedback to the Requestor

Vapprove (X Reject

Make changes to the user profile, if necessary. Additional roles can be added by
clicking on Add a Role.



~Add/Edit Roles
Add a Role...

Pending requests can be deleted by clicking on the
“trash can” icon

~Feedback

Send Feedback to the Requestor

Vapprove X Reject

Pending requests can be deleted by clicking on the trash can icon.

rAdd/Edit Roles:
Add a Role...

The primary role for the user is pending.
We will add an additional role

r~Feedback

Send Feedback to the Requestor

Vapprove (X Reject

The primary role for the user is pending. We will add an additional role as well.



rAdd/Edit Roles -
Add a Role...

fefiRolen ) Click Add a Role... from To
> [Primary role]
Plant Management
ESTABLIS Two

rFeedback

Send Feedback to the Requestor

Vaorove (% Reject

Click Add a Role.
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UserManagement  [A]

Manage Users * Role: — Select ~ =

‘ Select the Establishment

View Report (iSave|Save and Gn Back || Cancel| Administrator role
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Select the Establishment Administrator role.
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el Add a New Role
UserManagement (4]

Manage Users * Role: Establishment Administrator v

Effective From: ‘
View Report I Use the calendar icon to enter an

Expresame: 2] Effective From date of Nov 1

Primary Role? Yes ® No

Effective and Expration d: € ignored for Pruriaiy 1.

Save || Save and Go Back || Cancel
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Use the calendar icon to enter an “Effective From” date of November 1st.
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el Add a New Role
UserManagement  [A]

Manage Users * Role: Establishment Administrator v

Effective From: Miipor | . .
View Report R (12017 |} Dates can also be typed in directly.

Expires After: m In the Expires After field, enter
[ = 2/28/2018

Primary Role? Yes ® No
Effeciive and Expiration o ignored for Primary 1ue

Save || Save and Go Back || Cancel

PHIS Home | USDA.gov | Privacy Policy | Contact Us | Build#v6.0.1
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Dates can also be typed in directly. In the “Expires After” field, enter 2/28/2018.
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Establishment Administrator ¥

el Add a New Role
UserManagement (4]

Manage Users * Role:

e

View Report

Establishment Administrator ;

Effective From: I i1/1(2617

For Primary Role, click No
Expires After: 2/28/2018 F
Primary Role? ® No
and Expiration date nored for Pri

| Save || Save and Go Back || Cancel
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For primary role, click No for the establishment administrator role.
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el Add a New Role
UserManagement  [A]

Manage Users * Role:

(i

View Report

Establishment Administrator v

Eectverom:  [yia0r7 |

Click Save and Go Back

Expires After: 2/28/2018 B

Primary Role?

Yes ©® No
and Expiration dates

| Save || Save and Go Back || Cancel

PHIS Home | USDA.gov | Privacy Policy | Contact Us | Bu 0.1
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Click Save and Go Back.
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User Management Al

rAccount

| Manage Users

I First Name: Daniel Request Type: New Account
| Manage Requests Middie Name:

View Report Last Name: Test22
Email: phistesti6@gmail.com
Job Title:
Work Phone: (111) 333555 TEST
FUser 3

Scroll down

Establishment Number: M45346

Establishment Name:  Open Beef22, Inc.
Address: 8305 Hawthorne Way
Petaluma, CA - 94954

Scroll down to see the remainder of the record.

rAdd/Edit Roles: a
Add a Role...

| Role From To

[Primary role] bE
Plant Management
[ESTABLISHMENT] 1 work area assigned

Establishment Administrator 11/01/2017 02/28/2018 ,;
[ESTABLISHMEN £

The Establishment Administrator role has been
added

r~Feedback

Send Feedback to the Requestor

Vapprove (X Reject

The Establishment Administrator role has been added. This role will automatically
expire on the “To” date.



~Add/Edit Roles
Add a Role...

11/01/2017 282008 @ &

~Feedback

If the information is accurate and
complete, click Approve

Send Feedback to the Requestor

Yapprove (X Reject

If the information is accurate and complete, click Approve.

USDA United States Department of Agriculture
== : 5 Publc Health
@ Food Safety and Inspection Service Information System

" 2 | » | ”:v. ¥ g v_“‘r:". A ey 4 I B ¥ %]
i SR (RSO = S "N dad b i S
_Es(ab!ishmen( Administrator ¥ Home My Profile Help ContactUs Sign Out

s==8 Manage Requests
User Management [a

Man; sers. Request Number: ‘
RequestorName: [ Notice that the requestor’s name no longer appears on

Email: . the request page

End of exercise
| Find | | Reset

SubmittedOn | Account Type | Request Type
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Notice that the requestor’s name no longer appears on the request page, since the
request has been fulfilled.

This is the end of this exercise. You will now be returned to the introductory screen.
Thanks for your interest in the Public Health Information System.



