Instructions for registering on the VHASS website 

(Virginia Healthcare Alerting & Status System)

www.vhha-mci.org
This statewide hospital and healthcare emergency management website has been designed to provide information on current state and regional planning activities and resources to Virginia healthcare providers. As part of this system, a database of contacts is included to facilitate rapid distribution of urgent notices and information. Also the ability to contact others within your region is provided through the Post Office section of the website. It is important to note that the contact information being developed within this website will be used to support the state emergency notification system for personnel. 

To register for access to this website, please follow these instructions: 
· Using your browser, go to www.vhha-mci.org 

· Move cursor to the top/right portion of the screen and click the “Register Now” button under the green heading of Healthcare Provider. 

· On the next screen (Select Your Organization) click the dropdown arrow to locate your organization’s name and then click Continue. 

· Please review the list slowly as your organization name could be listed differently than you are aware of.
· If you still do not see your organization’s name, click “Add Organization”

· Please know that information on the website is color coded:

· Information in manila is required

· Information in white is nice to have 

· When you get to the screen titled, “Account Information” this will allow you to provide the requested information for your personal membership account. (i.e.  creating your own username and password to log onto the website, your contact information)
· Proceed by clicking continue at the bottom of each page until you receive a message that your registration request has been submitted.  
· Please know that you will be notified by e-mail when your account has been approved. 

· NOTE: Please bookmark this website for future use and remember to store your username and password in a secure location.

Organizational Information: 
· Each organization designates 2 people (a primary and alternate) to maintain the organizational information on the website. 
· If you are the designated contact for your facility but do not have the “Organizational Information” wording under the “My Account” heading, contact your Regional Hospital Coordinator to activate this access. 
· Edit the information within each screen as appropriate and click “Continue” through the remaining screens until you get the message “Organization Updated”

· NOTE: On the “Key Personnel Section” page, use the drop down arrow beside each position to pull up the list of available contacts then click on the appropriate name.  IMPORTANT: an individual must be registered on the site as an approved member of your organization to appear in these lists. If an individual is missing, instruct them to register (see instructions above). The key personnel currently being requested are the:

· Designated Organizational Contact
· Alternate Designated Organizational Contact
· Emergency Management Coordinator
· Emergency Management Committee Chairperson
· Senior Management Emergency Management Contact
· Regional Hospital Emergency Management Committee Representative 
· Regional Hospital Emergency Management Committee Representative (Alt)
· Infection Control Officer 
· Public Information Officer
· Security Manager
· Facility Manager
· Chief Medical Officer 
If you need any assistance with completing the above tasks please contact your Regional Healthcare Coordinator or support@vhha-mci.org for assistance. 
