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1. Accounts for Data Contributors

1.1.0nboarding
9 After your organization joins Vivli as a membebData Contributor, the Vivli team will begin
your onboarding.
T ¢KS +AQ@ftA GSIFIY ¢gAff aSyR @2dz I RNITFG YSYOSNRA
1 TheVivliteamwill provide youwith metadata sheets tdill out as part of the onboarding
processPlease se&ection? Listing Studieg Process and Optiorfer more information.
1 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
1 Youwill designate a personrgersons withinyour organization to act as the Organization
Administrator(s) on the Vivli platfornseeSection 1.33 Data Contributor Organization Roles
below for more informag y | 6 2dzi G KS h NABI y A [ ThdiOrganizatiorR YA y A & G NI
Administrator will create a Vivli account on the platforfine Vivli team will send your
designated Organization Administrafeyan invitation to join the Vivli platform.
1 TheVivli team willalsoprovideyoutraining on howto review the data request, how to record
the decision on the Vivli platfornand how to upload the data package for studies approved in
the data request.
1 The Vivli teanwill also send you the Data Contributor guide. PéeseeSection 1.3.5 Accessing
the Vivli Data Contributor Guide

1.2.Creating youWivli account

w You can become a user Ggning upfor the Vivli platform Please see section 2.0 of théser
Quick Start Guidtor the sigrup process

w Before you create your account, please review Burwser and System Requirements

w If you have any issues creating your account, corgapport@vivli.org

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

w During onboarding, Vivli Admin will assigruythe roles based on your member checklist

w After onboarding, if there are any changes to your team members or their roles, please inform
the Vivli teamat support@vivli.orgso that they can update the member checkésid provide
appropriate training for new team members

1.3.VivliDashboad for Organizational Administrators

1 Once you haveeen given privileges as Organizational Administratorgour Organization, and
havelogged in, you will be taken to your Vivli Dashboard.

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

1 You mayrack Data Requestbat require review and apmval.

1 You mayrack Data Requesend/or Studies needing data package uplettht are awaiting
your action

9 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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e 5N
[ & ]
| 10 Home About Members ~ News & Events Resources  Find Studies

QUICK STUDY LOOKUP v @) My DATAREQUESTS () DATAPROVIDER v

A Dashboard Welcome, Data Provider! Organization Memberships

This is your view of Vivli at a glance.

Here you can view your organizational memberships and roles, any * Org Admin 5
pending requests that require your approval, as well as any studies * IRP/Reviewer

awaiting Data Package upload from your organization. You can also + Data Contributor
generate metrics for data requests involving your organization's
studies.

If you have any questions, please contact Vivli Support.

Thanks!

Awaiting My Action

Data Requests Awaiting My Approval

Studies Awaiting Data Package Upload

No studies are awaiting upload

1.3.1How to EdiMy Organizatiomletails
Only theOrganizatiomal Administrator can invit®@ther members ofour organization to join Vivli and
set up permissions for #m.

1. Fromthe Dashboardyoucan navigate tdMy Organizationusing theMy Organization tab, or the
dropdown toolbar in the upper rightand corner of the screen:

wmay Home About Members News &Events Resources Find Studies
-

QUICK STUDY LOOKUP v @ MY DATA REQUESTS n SALLY SCIENTIST (DATA PROVIDER) v

Search

Vivli Member Dashboard

Research Environments

My Organization

ai
Details Shidies

Data Requests

My Organization

| Awaiting Upload

BASIC INFORMATION Edit My Profile

Change Password
Organization Name
Vivli Member

Log Out
Street (Number & Name) City State
9 winter street Watertown MA

zZIP Country
02356 USA

ORGANIZATION DETAILS

Type Domain

- Select an Option - gmail.com

Organization/Platform URL for Requesting Studies L7

BILLING DETAILS
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2. You may edit theontact information and clickave(To make any changes to Organization policy
please contacthe Vivli team atsupport@vivli.org

wey Home About Members News & Events  Resources Find Studies

QUICK STUDY LOOKUP v @ MY DATAREQUESTS n SALLY SCIENTIST (DATA PROVIDER) Vv

Vivli Member ' e

Details

s: My Organization

Organization Administrator Resource:

BASIC INFORMATION

Organization Name
Vivii Member

Street (Number & Name) City State
9 winter street Watertown MA

zIP Country
02356 USA

ORGANIZATION DETAILS

Type Domain

Industry gmail.com

Organization/Platform URL for Requesting Studies )


mailto:support@vivli.org
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1.3.2AddingTeamMembers
1. To add team memberssk them tabecome a user by signing up for the Vivli platform and guide
them to section 2.0 of theJser Quick Start Guider the sigrup process
2. Click onMy Organizatiors on the lefthand side of the screen, or navigateNly Organizations
using the dropdown toolbar in the uppeght-hand corner of the screen:

° .
wmay Home About Members ~ News & Events Resources  Find Studies
-
QUICK STUDY LOOKUP v @ IETTSNCMEIE () Ly SCIENTIST (DATA PROVIDER) v
. Search
Vivli Member S

Research Environments

My Organization

Details

Studies
Data Requests
F My Organization
S5 | Awaiting Upload
Edit My Profil
BASIC INFORMATION Rt
Change Password
Organization Name
Log Out
Vivii Member
Street (Number & Name) City State
9 winter street Watertown MA
ZIP Country
02356 USA
ORGANIZATION DETAILS
Type Domain

- Select an Option - gmail.com

Organization/Platform URL for Requesting Studies

BILLING DETAILS


https://vivli.org/resources/resources/
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3. To addteam members from the Details page, click on tilembers @ab:

ey Home  About Members News & Events ~ Resources Find Studies

auick stupy Lookur v @) MypaTaREQUESTS () SALLY SCIENTIST (DATAPROVIDER)

Vivli Member m[ Cancel |

Members

? My Organization
Organization Administrator Resources

INVITE MEMBER WITH RIGHTS
Email S
() Data Contributor

O Organization Administrator

0 PENDING INVITE(S)

ORGANIZATION MEMBERS
Name $ Org Admin Data Contributor Org Membership

Sally Scientist (Data Provider)
dataprovider.vivii@gmail.com

4. You caninvite theteam member to your Organizatioy simply entemgtheir email in the box,
Invite Member with Rights:

| T} Home About Members News & Events Resources Find Studies
QUICK STUDY LOOKUP v @ MY DATA REQUESTS n SALLY SCIENTIST (DATA PROVIDER) v
Vivli Member m Gancel
Members
Organizat . R

INVITE MEMBER WITH RIGHTS

- - (J) Data Contributor

z () Organization Administrator
Invite Member

0 PENDING INVITE(S)

ORGANIZATION MEMBERS
Name @ Org Admin Data Contributor Org Membership

Sally Scientist (Data Provider)

o : Deactivate Deactivate
dataprovider.vivli@gmail.com
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5. After entering their email address, check the box to the right of the email input, indicating their
role(s) within the organizéon:

a6 n 2 2
| 11} Home  About Members News & Events Resources  Find Studies

QUICK STUDY LOOKUP v @ MY DATA REQUESTS n SALLY SCIENTIST (DATA PROVIDER) v

Vivli Member m ==l

Members

E:T. My Organization
Organization Administrator Resources

INVITE MEMBER WITH RIGHTS

Email 5
e Data Contributor
org.vivli@gmail.com

[) Organization Administrator

0 PENDING INVITE(S)

ORGANIZATION MEMBERS

Name @ Org Admin Data Contributor Org Membership

Sally Scientist (Data Provider)

dataprovider.vivli@gmail.com

1 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 haast@sdard on the
Vivliplatform.! F G SNJ Sy G SNA y 3 (i Ked séléctiny theif SogicimMgea S Y I A f
Member:

& n
wey Home About Members News&Events Resources Find Studies

QUICK STUDY LOOKUP v @ MY DATA REQUESTS o SALLY SCIENTIST (DATA PROVIDER) Vv

V|V|| Member m { Cancel

Members

?fi My Organization

Organization Administrator Resources

INVITE MEMBER WITH RIGHTS

Email
e . " Data Contributor
org.vivli@gmail.com

" [*) Organization Administrator
Invite Member

0 PENDING INVITE(S)

ORGANIZATION MEMBERS
Name @ Org Admin Data Contributor Org Membership

Sally Scientist (Data Provider)

dataprovider.vivii@gmail.com

10
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6. After invitingthe teammember, the following confirmation pepp should appear brieflin the
bottom right-hand corner of your screen

org.vivii@gmail.com successfully invited.

v/

7. IftheteamY SYOSNJ Kl Ay Ql aA3ay SR ydawil N tHe followirdgprompt:F O O 2 dzy (i

@ Vivli

User org.vivli@gmail.com not found. Cannot invite user to be a member of organization Sample

8. The newteammember will appear as Bending Invite You may also delete the invitation by
clicking orDelete Invitation:

[
wmay Home  About

Members  News & Events ~ Resources Find Studies

QUICK STUDY LOOKUP v @ MY DATAREQUESTS n SALLY SCIENTIST (DATA PROVIDER) v

Vivli Member m

Members

El:h My Organization

Organization Administrator Resources
INVITE MEMBER WITH RIGHTS

|
Enyall Data Contributor

(*) Organization Administrator

1 PENDING INVITE(S)

org.vivli@gmail.com | Data Contributor Delete Invitation

ORGANIZATION MEMBERS

Name @ Org Admin Data Contributor Org Membership

Sally Scientist (Data Provider)
dataprovider.vivi@gmail.com

9. Guide the team member to Section 2.1tbé User Quick Start Guider accepting the email
invitation.

11
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10. Once the team member accepts the invitation, the team mertgiaformation and roles can be
f 20 GSR dzyRSNJ 4KS ahNBIFIYyATFiA2y aSYOSNRE FASERO®
on the Activate/Deactivatebutton:

ey Home About Members News&Events Resources Find Studies

QUICK STUDY LOOKUP v @ MY DATA REQUESTS n SALLY SCIENTIST (DATA PROVIDER) v

Vivli Member m Cancel

Members

&_:‘: My Organization
Organization Administrator Resources

INVITE MEMBER WITH RIGHTS

Email i
mai [J) Data Contributor

[} Organization Administrator

0 PENDING INVITE(S)

ORGANIZATION MEMBERS
Name @ Org Admin Data Contributor Org Membership
Sally Scientist (Data Provider)
Deactivate Activate Deactivate
dataprovider.vivii@gmail.com -

11. To change the Organization Administrator rights for your team member, please conga¢ivin
team atsupport@vivli.orgso that they can provide training to the new member, add them to the
member checklistand give them access to the platforthyou click the Activate/Deactivate button
under the Org Admin, you will see the following message:

& Vivli

QOrganization admins are not allowed to add or remove themselves as admins from an organization

%

12. To deactivate a member from your organization, you may click o#aetivate button under the
G h NB a S Y.or&dtikatelasmember from your organization, you may click oAttieate

12
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0dzi G2y dzy RSNJ { K Sf ydulAdtiEhte ar DaactiGadeEn fedntdéember, please inform
the Vivli team so that they can update the member checklist:

Home  About Members News & Events Resources  Find Studies

QUICK STUDY LOOKUP v @ MY DATA REQUESTS n SALLY SCIENTIST (DATA PROVIDER) v

V|V|| Member m ( Cancel

Members

gvf,.‘ My Organization
Organization Admini: Resource:

INVITE MEMBER WITH RIGHTS
Efial () Data Contributor

[CJ Organization Administrator

0 PENDING INVITE(S)

Name Org Admin Data Contributor Org Membership
Sally Scientist (Data Provider) :
D Activate eactive
dataprovider.vivii@gmail.com -

1.3.3DataContributor Organizational Roles
w Amember ofan Gganization may be assigned multiple roles.
w Eachrole may have more than onmember from yourOrganization associated with it.
w Additional persons from your organization may also join Vivli as users
0 Thosepersons can set up a Vivli account but initially will only be able to request studies.
0 Those accounts will also be listed under yougdhizational Dashboard

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

Vivli Member Role Description Rights & Responsibilities
Organizational 9 Main institutional contact(s) 1 May add or deactivate your
Administrator(s) for operations on the Vivli organization team members
platform. 9 Assign memberoles except for
1 Responsible for recording Organizational Administrator
decisions. rights (contact the Vivli team for
this)

I Update Organizational Page /
Contact details

1 Responsible for keeping Vivli
accounts ugo-date for the
organization

I View the data request(s) and
record thedecisions for an
Organization

13
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1 Options are to approve a request
deny a request, or ask for
revisions to the data request formr

1 Receive and respond to chat
messages within the data reques

I View the internal metrics of your
Organization on the Dashboard

1 Access the Research environmen
and Report tabs on Dashboard

Data Contributo(s) 1 Responsible for uploading 1 Only able to Upload data packag
data packages for approvec for studies approved in data
requests, after the Data request
Requestor signs a Data Use
Agreement

No Role Assigned i May log on to the Vivli 1 Will appear on your organizatione
platform as a user, but only members' dashboard
to create data requests 1 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 Wiflpse accounts are inactive
for six monthsthe Vivliteam wilk y F 2 N (i K lIOtgani¢aiofial Sdvilistratomnd ask
them to followup. If a user wants to maintain their accoutite Vivli policy is thathe user
needs to log on to the platformUnfortunately, tie Vivli team cannot accept notifications via
email to keep these accounts active.

4. If this is not done within 18usiness days, the account will be-aetivated. If a user wants their
account reactivated, we can r@ctivate this account at any timgy emailingsupport@vivli.org

1.3.5Accesmg theVivli Data Contributor Guide
1. Log on as an Organizational Administrator and open the My Organization page and click the
GhNBFYATFGA2Y T RYAYAAGNI 62N wS&a2dz2NDSa¢y
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Al
o - L :
wmay Home About Members News&Events Resources Find Studies

QUICK STUDY LOOKUP v @ MY DATAREQUESTS n SALLY SCIENTIST (DATA PROVIDER) Vv

Vivli Member ==

Details

g::: My Organization
Organization Admini )t Resource:

BASIC INFORMATION

Organization Name
Vivii Member

State
MA

Street (Number & Name) City
9 winter street Watertown

2P Country
02356 USA

ORGANIZATION DETAILS

Type Domain

Industry v gmail.com

Organization/Platform URL for Requesting Studies

2. Click the download button to view the updated version of the Data Contributor guide:
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