Adding a New User to your Agency
1. Click on Internal (Agency) Users in the left-hand menu bar.

2. Click on Users and search for the employee’s name. You should receive a message stating “No results were found”.

3. Click on Add Person.
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4. Enter the person’s Given (first) Name and Last Name. Click on Find Organization to associate them with the appropriate agency, and then choose a Relationship for them from the dropdown. (This will almost always be ‘Has Privilege’ unless you are creating another OAC user. Then you will use ‘Has Org Manager Privilege’.)
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5. Click Submit/Return when finished.

6. Add contact information for the user by clicking on the Add/Edit buttons next to Phone and eContact. (Enter the information into each field and hit Submit/Return to save the changes.)
[image: image3.png]Person Maintenance
crom

I

PN (0s, Loy

o D te—





7. Create a Login for the user by clicking on Add/Edit next to Login. (Note: If the user came from a different state agency, you will not be able to reuse their old login.) Choose the appropriate Login User Class from the dropdown (see attached matrix for options) and give them a generic password. Hit Submit/Return to save your changes.
8. Give the user a Role by clicking on Add/Edit next to Relations.
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9. Click on Privileges for the existing relationship under the Edit Relation header.
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10. Click the Go button next to Maintain Roles for this Person.
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11. Hit the Find button to see the available Roles that you can choose from.
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12. Click on the role that you would like to assign to the user. This will populate the Maintain Roles screen. 
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13. Now you should prompt ORPIN to send the user their login information. To do this, click on “Exit from ORPIN” in the menu bar. Then click on “ORPIN Home” and then choose “Login to ORPIN”. Instead of entering your login information, click on the “Forgot your username or password?” link.
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14. Enter the user’s email address and login username, and then click Submit. 
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ORPIN will send the user two emails- one containing their login username and the other containing a temporary password. When they log in with the temporary password, ORPIN will prompt them to create a new permanent password.
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