ViVa Visibility for Vaccines
QUICK REFERENCE: Vianaging Country Users

ViVa now enables a focal point in each country to become a country admin. The country admin can
add or remove users in the country in ViVa without contacting the ViVa Project team to request these
changes.

0 From the Location OverVieW Visibility for Vaccines unicef@ | @gsims R 9
page, click on the “Admin” tab.
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9 From the Admin page, click on

“Manage Users.” — w
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9 You will see all the users that Visibility for Vaccines  unicefé | @suss Tt (i
have been created for the
country and the date of their
last login. You can edit user
details or delete a user via the A .
“Edit” and “Delete” buttons. —

To export a list of all users in " ' :
Excel, click on the Excel icon in ] ’
the upper right-hand corner. S
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@ To add a new user, click on Visibiliy for Vaccines _unicef| @beszs s

“Create user.”
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9 A_ n_ew Wlndow _WI" ap_pear' Please Visibility for Vaccines unicefé® @ R
fill in the following options:
m [ —
e User name: This is the user’s email 7 o .
address, and also their login to ViVa. B

e First name S e

e Lastname | =

e Job title -

e Subscribe to mail alerts: You
can subscribe the user to receive
email alerts from ViVa on a daily,
weekly, or monthly basis.

o| o|[o [o] [

e Notification email: only use this if . —
the user wishes to receive
notifications on an account separate than the main email address provided above.

e Preferred Language: Select the language for the email alerts.
e Is locked: Tick this box only if you want to disable the user account temporarily.
Untick the box to reactivate the account.

e Available product categories: Select the products the user should have access to. This
step is very important, as the user will not be able to access the ViVa graphs if no
product category has been selected at this step. The user will only view the graphs
related to the product categories they have been granted access to.

Notification
email

Preferred en ~
language:
Is locked: O
Available l&‘fmg selected - I
product
categories COVID-19 Vaccine
Vaccines Routine
Country

Vaccines Supplementary
access:

Locations Q H .
access: Select the product categories you want the

Q : user have access to among the three
product categories: COVID-19 Vaccines,
Vaccines routine, Vaccines Supplementary.

World Health .
 Organization www. vivaplatform.org




6

Notification
email

Preferred
language:

Is locked:

Available
product
categories

Country
access:

Locations
access:

en ~
O
‘ COVID-19 Vaccine, Vaccines Routine, Vaccines Supplementary - ‘
COVID-19 Vaccine V4
Vaccines Routine @ v 4
‘ Vaccines Supplementary v ‘
Q Central REMT Read access v
Q East REMT Read access g

Locations Access: Select which stores the user should have access to, and what type
of access (read only / read & write).

Create user

Enler the account details of e user you would like 1o creale. The user wil receive an aulomalic nolficalion of their account creation. Please note ihal username must be a unique email address

User name (emaily

First name:

Last name:

Job title:

Subscribe to mail alerts:

Notiication email

Prefemed language:

s locked:

Availanle product categonies

Country access:

Locations access:

Nothing selected

Q Cote dIvoire Read acc -
9 Central Depot DCPEV wite sccess
Country adminisirator

Save | Backiolist

Click “Save.” The user will automatically receive an email from ViVa informing them of

their account

creation.

Create User

User name (emai):

Password

First name

Last name

Job title

Subscribe 1o mail alers

Ereferred language

Lockec

Enter the account details of Ihe user you would like lo create. The user will receive an automatic netification of their

Back 1o list

account creation. Please note thal usemame must be a unigue email address

usemame Is requirea

Password is required

@ Viva Country Read access
9 ne Store Read access
© warn Regional Store Read access
e ‘South Regional Slore Mo access
© tests No access

Please note that Country Admins are not able to create other Country Admins. If a
new staff needs to be given administrator access, please contact viva@unicef.org
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