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HOW-TO: MANAGE USERS WITHIN MY
ORGANIZATION

FOR: Applicant

DESCRIPTION: The process for creating a new user, editing an existing user, or removing a user from your

organization.
DEFINITIONS:

e Organization Director: The individual responsible for the administrative; operational functions and
compliance with Standards, Applicable Law, and the Quality Management Plan; and serves as the point of
contact with FACT. The Organization Director is listed on the accreditation certificate and FACT’s list of
Accredited Organizations on the website. For Clinical Programs, this is the Clinical Program Director; for
independent collection and/or processing facilities, this is the Collection or Processing Facility Director (as
designated by the facility); and for Cord Blood Banks, this is the Cord Blood Bank Director. Only one
individual may be designated as the Organization Director in the Accreditation Portal for FACT purposes.

e Organization Co-Director: If an organization has Co-Directors, this individual is responsible for the
administrative and operational functions and compliance with Standards, Applicable Law, and the Quality
Management Plan. The Organization Co-Director is listed second on the accreditation certificate and

second on FACT’s list of Accredited Organizations on the website.
PREREQUISITES:

e To manage personnel, you must be the Organization Director, the Primary Contact, or an alternate contact
within your organization.
o Alternate contacts are included on all organizational email notifications and can manage
personnel.
e Your organization must have at least one active application (Eligibility, Compliance, Annual Report, or

Renewal Report).
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PROCESS:

1. From the My Applications homepage, select the Application link to access any application related to the

organization where personnel will be added or edited.

fac

My Applications My Applications

I} My Applications

My Tasks Current Applications

Help

FACT Demonstration Bone Marrow and Stem Cell Transplantation Program = TRAINING ORG
Compliance HCT Application - Add-on

DUE SUBMITTED INSPECTION

07/19/2023 10/08/2022 02/02/2023

COORDINATOR:
Suzanne Birnley

suzanne.bimley@factglobalorg

Adding New Staff

CYCLE NUMBER

\ Application >

Compliance Application Tile
2. Inthe left navigation pane, select Personnel.

Quick View >

a. Atthe top of the Organization Personnel section, select Add New User.

fack
Organization Personnel < seikion Persanhel
My Applications
My Tasks FACT Demonstration Bone Marrow and Stem Gell Transplantation Program - TRAINING ORG
Compliance HCT Application , 7.0 - Add-on

Help
. SUBMITTED INSPECTION ~ Q, ACCRED. DATE ACCRED. EXP.
% Application

Site Chacklist 10/08/2022 02/02/2023 04/07/2019 05/02/2029 Suzanne Birmlay

:

Personnel
Document Library
Organization Personnel

RF| Report

Application Add-On

suzanne bimley@lactglobal.org

——— P + addNewUser

Fred | 2

Pending Committee Review

Review ond update personnel: The Organization Directer, Primary Contact, and Alternate Contact hove permission o edit users, Users no longer at your

Irpation Eualaton organization may be removed by selecting the trash can under the Actions column in

Full Nome

Search Full Name

Rockhead Slate, MD

Rockheod Slate, MD

Pebbles Flintstone, PhD

Dot Warner, MD, MBA

Organization Role

arch Grganization Role
Processing Facility Director
Clinical Program Director
Pracessing Facility Director

Apheresis Quality Manager

Personnel List

Email Address

Search Email Addrass

sbimley+slate@gmail.com

sbimley+slate@gmail.com

shimley+pebbles@gmail.com

alisaforsythe+dot@gmail.com
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Complete the form.

All fields are required.

Select the checkbox to authorize

the user access to the portal.

Select Submit to create the user.
Once submitted, the user will
receive an email notification that

an account has been created.

Edit Existing Staff

fodt
In the personnel list,

lisations

locate the user to be
modified.
In the Actions column,

select the Edit icon.

Note: Your Organization’s
Director and Primary
Contact can only be
updated by a FACT Staff
member. Please contact
your FACT

Accreditation

Edit User

Pebbles, Flintstone

User Details

Coordinator for

assistance.

On the Edit User

form, select + Add to

Organization Assignments

Organization

assign the user to an

FACT Demonstration Bone Marrow and Stem Cell Transplantation Program - 1

additional role(s)
within your

Languages

organization.

English

SRS
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Create a new Organization User

User Details

* First Name * Last Name

First Name Last Name

User Email

* Email Address * Confirm Email Address

Email Address Confirm Email Address

* Organization Role

Please verify email address bafore proceeding. This user will have We authorize portal access t\ctk

5 : s A . -
access to your crganization's applications. following "email address

caneel

New User Form

Organization Personnel

Full Name Crganization Role Eraail Adciess cantogin \.\mm
Seartn Ul name

Ractheord Slate, WD i it T o
b Fintstone, Hh o

Dot warmer, 40, VA Apharesis Quaity Manager dlizasorsythe+cotmgmail com o

Personnel List — Actions Column

Last Name

Flintstone

Extension (if any) Mobile Fhone Number &

Credentials

PRD

Organization Assignment

Pracessing Facility Dirsctor

Which languages do you speak and/or read?

Edit User Form
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h. Select the red X to remove a user’s assignment within your organization.

Remove a Staff Member from an Organization

i. Inthe personnel list, locate the user to be removed from the organization.

In the Actions column, select the

fodk

Organization Persennel
My pplications

f— FacT 2 Frogram -
Compiians HCT Applicatin, 7.0 - Ad-or
Heip

> oATE
applleation

Emall aaaress cantogin

ot warner, MO, MBA Aphsrssis Quoiity tcnager

alisa forsythe= cotmgmailcom

Personnel List — Actions Column

Continue?

Continuing will remove this user’s assignment as a
Apheresis Quality Manager. If this is the only assignment for
this user, it will remove the user from this organization.
Would you like to proceed?

j. Select Yes.

pietglotbl

Delete icon. A confirmation prompt will display.

Pending Commiltse Revisw

| et New s

1 actions

g

Note: Deleting a user from an organization does NOT remove the user's account within the portal. It will

remove the user’s link to this organization and remove all access to the organization’s applications. You

may safely remove someone from your organization without impacting any other organizational

connections the user may have.
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