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1. Accounts for Data Contributors  

1.1. Onboarding 
¶ After your organization joins Vivli as a member or Data Contributor, the Vivli team will begin 

your onboarding.  

¶ ¢ƘŜ ±ƛǾƭƛ ǘŜŀƳ ǿƛƭƭ ǎŜƴŘ ȅƻǳ ŀ ŘǊŀŦǘ ƳŜƳōŜǊΩǎ ǇŀƎŜ ǘƻ Ŧƛƭƭ ƻǳǘΦ  

¶ The Vivli team will provide you with metadata sheets to fill out as part of the onboarding 

process. Please see Section 2 Listing Studies ς Process and Options for more information. 

¶ The Vivli team will send you a copy of the member checklist which defines your data request 

review process and how your Organization should be set up on Vivli platform. 

¶ You will designate a person or persons within your organization to act as the Organization 

Administrator(s) on the Vivli platform. See Section 1.33 Data Contributor Organization Roles 

below for more informatiƻƴ ŀōƻǳǘ ǘƘŜ hǊƎŀƴƛȊŀǘƛƻƴ !ŘƳƛƴƛǎǘǊŀǘƻǊΩǎ ǊƻƭŜΦ The Organization 

Administrator will create a Vivli account on the platform. The Vivli team will send your 

designated Organization Administrator(s) an invitation to join the Vivli platform. 

¶ The Vivli team will also provide you training on how to review the data request, how to record 

the decision on the Vivli platform, and how to upload the data package for studies approved in 

the data request. 

¶ The Vivli team will also send you the Data Contributor guide. Please see Section 1.3.5 Accessing 

the Vivli Data Contributor Guide. 

1.2. Creating your Vivli account      
ω You can become a user by signing up for the Vivli platform. Please see section 2.0 of the User 

Quick Start Guide for the sign-up process.  

ω Before you create your account, please review our Browser and System Requirements. 

ω If you have any issues creating your account, contact support@vivli.org.  

ω Once you create your account, inform Vivli team so that they can you an invitations to add to 

your organization.   

ω During onboarding, Vivli Admin will assign you the roles based on your member checklist. 

ω After onboarding, if there are any changes to your team members or their roles, please inform 

the Vivli team at support@vivli.org so that they can update the member checklist and provide 

appropriate training for new team members. 

1.3. Vivli Dashboard for Organizational Administrators 
¶ Once you have been given privileges as Organizational Administrators to your Organization, and 

have logged in, you will be taken to your Vivli Dashboard.  

¶ On the dashboard, you may view the Organization that you are part of and your roles as part of 

your organization.  

¶ You may track Data Requests that require review and approval. 

¶ You may track Data Requests and/or Studies needing data package uploads that are awaiting 

your action.  

¶ You may also view the metrics for your organization. 

https://vivli.org/resources/resources/
https://vivli.org/resources/resources/
https://vivli.org/resources/browser-compatibility-system-requirments/
mailto:support@vivli.org
mailto:support@vivli.org
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1.3.1 How to Edit My Organization details 
Only the Organizational Administrator can invite other members of your organization to join Vivli and 

set up permissions for them.  

 From the Dashboard, you can navigate to My Organization using the My Organization tab, or the 

dropdown toolbar in the upper right-hand corner of the screen: 
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 You may edit the contact information and click Save (To make any changes to Organization policy 

please contact the Vivli team at support@vivli.org. 

 

 

  

mailto:support@vivli.org
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1.3.2 Adding Team Members  
 To add team members, ask them to become a user by signing up for the Vivli platform and guide 

them to section 2.0 of the User Quick Start Guide for the sign-up process.  

 Click on My Organizations on the left-hand side of the screen, or navigate to My Organizations 

using the dropdown toolbar in the upper right-hand corner of the screen: 

 

 
  

https://vivli.org/resources/resources/
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 To add team members from the Details page, click on the Members tab: 

 

 

 You can invite the team member to your Organization, by simply entering their email in the box, 

Invite Member with Rights:  
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 After entering their email address, check the box to the right of the email input, indicating their 

role(s) within the organization:  

  

 

¶ Note: You may skip this step if you do not want to assign the team member a role. This member 

will have the right to submit a data request, which is what all users have as a standard on the 

Vivli platform. !ŦǘŜǊ ŜƴǘŜǊƛƴƎ ǘƘŜ ǘŜŀƳ ƳŜƳōŜǊΩǎ ŜƳŀƛƭ and selecting their role, click Invite 

Member:  
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 After inviting the team member, the following confirmation pop-up should appear briefly in the 

bottom right-hand corner of your screen:  

 

 If the team ƳŜƳōŜǊ ƘŀǎƴΩǘ ǎƛƎƴŜŘ ǳǇ ŦƻǊ ŀ ±ƛǾƭƛ ŀŎŎƻǳƴǘΣ ǘƘŜƴ you will receive the following prompt: 

 

 The new team member will appear as a Pending Invite. You may also delete the invitation by 

clicking on Delete Invitation: 

  

 Guide the team member to Section 2.1 of the  User Quick Start Guide for accepting the email 

invitation.  

https://vivli.org/resources/resources/
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 Once the team member accepts the invitation, the team member's information and roles can be 

ƭƻŎŀǘŜŘ ǳƴŘŜǊ ǘƘŜ άhǊƎŀƴƛȊŀǘƛƻƴ aŜƳōŜǊǎέ ŦƛŜƭŘΦ  ¸ƻǳ Ƴŀȅ ǊŜƳƻǾŜ ǘƘŜƛǊ ǊƻƭŜǎ ŀǘ ŀƴȅ ǘƛƳŜ ōȅ ŎƭƛŎƪƛƴƎ 

on the Activate/Deactivate button: 

 

  

 To change the Organization Administrator rights for your team member, please contact the Vivli 

team at support@vivli.org  so that they can provide training to the new member, add them to the 

member checklist, and give them access to the platform. If you click the Activate/Deactivate button 

under the Org Admin, you will see the following message:  

 

 

 To deactivate a member from your organization, you may click on the Deactivate button under the 

άhǊƎ aŜƳōŜǊǎƘƛǇέ. To reactivate a member from your organization, you may click on the Activate 

mailto:support@vivli.org
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ōǳǘǘƻƴ ǳƴŘŜǊ ǘƘŜ άhǊƎ aŜƳōŜǊǎƘƛǇέ. If you Activate or Deactivate a team member, please inform 

the Vivli team so that they can update the member checklist: 

  

 

1.3.3 Data Contributor Organizational Roles  
ω A member of an Organization may be assigned multiple roles.  

ω Each role may have more than one member from your Organization associated with it.  

ω Additional persons from your organization may also join Vivli as users 

o Those persons can set up a Vivli account but initially will only be able to request studies.  

o Those accounts will also be listed under your Organizational Dashboard  

Please see the following table for an overview and description of these roles: 

Vivli Member Role Description Rights & Responsibilities 

Organizational 
Administrator(s) 

¶ Main institutional contact(s) 
for operations on the Vivli 
platform.  

¶ Responsible for recording 
decisions.  

 

¶ May add or deactivate your 
organization team members 

¶ Assign member roles except for 
Organizational Administrator 
rights (contact the Vivli team for 
this) 

¶ Update Organizational Page / 
Contact details 

¶ Responsible for keeping Vivli 
accounts up-to-date for the 
organization 

¶ View the data request(s) and 
record the decisions for an 
Organization 
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¶ Options are to approve a request, 
deny a request, or ask for 
revisions to the data request form. 

¶ Receive and respond to chat 
messages within the data request.  

¶ View the internal metrics of your 
Organization on the Dashboard 

¶ Access the Research environment 
and Report tabs on Dashboard 

Data Contributor(s) ¶ Responsible for uploading 
data packages for approved 
requests, after the Data 
Requestor signs a Data Use 
Agreement  

¶ Only able to Upload data packages 
for studies approved in a data 
request 

 

No Role Assigned ¶ May log on to the Vivli 
platform as a user, but only 
to create data requests 

¶ Will appear on your organizational 
members' dashboard 

¶ No administrative rights  

 

1.3.4 Active Platform Accounts 
2. As part of Vivli's security policy, for accounts to remain active on the platform, we need all users 

to log in every six months. This includes Steering Committee Members, Organizational 

Administrators, and any shared inboxes that members may use.  

3. For users who are part of an organization that is a member of Vivli, if those accounts are inactive 

for six months, the Vivli team will ƛƴŦƻǊƳ ǘƘŀǘ ƳŜƳōŜǊΩǎ Organizational Administrators and ask 

them to follow up. If a user wants to maintain their account, the Vivli policy is that the user 

needs to log on to the platform. Unfortunately, the Vivli team cannot accept notifications via 

email to keep these accounts active.  

4. If this is not done within 10 business days, the account will be de-activated. If a user wants their 

account re-activated, we can re-activate this account at any time by emailing support@vivli.org. 

 

1.3.5 Accessing the Vivli Data Contributor Guide 
1. Log on as an Organizational Administrator and open the My Organization page and click the 

άhǊƎŀƴƛȊŀǘƛƻƴ !ŘƳƛƴƛǎǘǊŀǘƻǊ wŜǎƻǳǊŎŜǎέΥ 

mailto:support@vivli.org
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2. Click the download button to view the updated version of the Data Contributor guide: 

 

  




























































































































































