Changing a user’s primary location and/or email in Virtus:

If you have a user contact where they moved to another location, you can change that in Virtus by
following the steps below. Please note: You can only “give away” a user, but cannot move a user into
your organization.

1) After logging into Virtus, click on the Administration tab, seen in the screen below.
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2) Next on the left navigation bar, click on the User Search area. Your screen should refresh
similar to below:
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3) Make sure the checkmark to “Show Inactive Users” is checked, then enter in the last name of
the individual and click Go. You will see your results, similar to below (the image below has
greyed out the sensitive information about these members, as this is a “live data” view)
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Click on the person’s last name (as seen in the example below) and you will see more
information about that person. Please, DOUBLE CHECK that the email listed to the left of the
Email account info button, is correct. If it is not, please correct it, by entering in the userID in
the email and then clicking Save at the bottom of the screen.
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Next, directly below the Email area, verify that the user’s Primary location is correct. If it should
not be your location, you can click the arrow and “give them” to the correct parish. If you wish
to add a user to your location, contact the Office of Safe Environment.




Delaney, Anna
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User ID: [annawestover

Password: |+ .

Salutation: | - Please select- ¥

First Name: [apna
Middle Name:

Last Name: [Dglaney

Email: |5 na.Delaney@madiscndiocese.org Email account info

\Primary Location: | Madison - Diccese of Madison Chancery (Madison) v
Additional Locations: | Hazel Green (Sinsinawa ) - Saint Joseph Parish and School (Hazel Green) -

Hazel Green - Saint Francis de Sales Parish (Hazel Green)

Highland - Saints Anthony & Philip Parish (Highland)

Hollandale - Saint Isidore Parish (Hellandale)

Janesville - Nativity of Mary Parish and Scheol (Janesville)

Janesville - Saint John Vianney Parish and Schoal {Janesville)

Janesville - Saint Patrick Parish and School (Janesville)

Janesville - Saint William Parish and School (Janesville)

Title or Function: | Jefferson - Saint Francis of Assisi Parish and School (Jefferson)

Kieler - Immaculate Conception Parish and Holy Ghost School (Kieler)

Lake Mills - Saint Gabriel the Archangel Parish (Lake Mills)

Group: | Lancaster - Saint Clement Parish and School (Lancaster)

LaValle - Holy Family Parish (La Valle)

Lime Ridge - Saint Boniface Parish (Lime Ridge)

Supervisor or Manager?: | Lodi - Blessed Trinity Parish and School (Lodi)

Loreto - Saint Patnick Panish (Loreto)

Madison - Apostolate for Persons with Disabilities {Madison)

Madison - Blessed Sacrament Parish and School {Madison)

Roles:

External (diccese) ID:

Contact wi Minors?:

Profile:

Continuing Training: | Madisen - Catholic Multicultural Center (Madison)
Madison - Diocese of Madison Chancery (Madison)

Account status:

6) After selecting the new Primary Location click the Save icon at the bottom of the screen.



