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Perform a User or Data Provider  
search using the Search All  
button. 
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Select your Facility Name from the Available Office Affiliations field and click the Add Arrow button to add your facility 
to the Office Affiliations Assigned to the user field. 

Click the Last Name or User Name link in the search 
results to display the user summary. 
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   Click the Update Offices/Roles/Business Functions link. 
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NOTE: This is the same process that is used to restore terminated user accounts with other current facility associations. 
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Display the User Summary to review and verify that all of the new user’s information is correct.  
 

Confirm the correct User Type is selected,  
and click the Add button. 
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Select the appropriate Role for the user and click 
the Add Arrow button. 
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The User Type is associated to the new Office 
Affiliation.  

 
 
 
 
 

Confirm that the Death checkbox is 
selected only for FD accounts. 

 

Click the Next button. 
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Your facility has been added to the 
Office Affiliations Assigned to User  
field. Click the Next button. 

 
 
 

Note: If you are the administrator for multiple  
facilities, you will only see the facility you  
selected at login. If the user or data provider  
requires access to your other facilities, after  
you create this account, log out and select the  
office link for the facility you need to add. Locate and open the data provider’s account. Click the Update Offices/Roles/Business 
Functions link and complete Steps #4 to #10 to add that facility to the data provider’s account. 
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The role is now assigned to the user. Click the Next 
button. 
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Do not make any changes to the Business  
Functions screen. Click the Finish button. 
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When finished, you should be able to locate the account 
information by performing a user search. If the account 
is for a licensed funeral director, you should be able to 
locate them through a data provider search. 
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