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STATE OF WISCONSIN 
DEPARTMENT OF HEALTH SERVICES 

Division of Public Health 
 

 
 

 

 

UPDATING RESOURCE/FACILITY DETAILS PAGE 
 
 Click on Setup 

 
 

 You will see two choices 

1. Resources 

2. Users 

 

 Click Resources 

1. You will see the following Screen: 

 

 Click Edit 

1. Your Facility’s home screen will open and you can edit the 

information 

2. Fill in or Edit the Information 

NOTE:  Please Refer to Facility Status Summary (Resource 

Details) Updates for Flexible Funding document for recommended 

format. 
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 Click Save. 

CREATING NEW USERS 

 Go back to “Setup” 

1.  Click Users 

2.  Click Create New User 

 

 You will see the following screen: 

 

 Fill in the following information: 

1. User name (use firstname.lastname format) 

2. Type an initial password, e.g. Password1 

3. Type full name of user – then type in Facility (Name of Facility 

should match the way it is in WI Trac – your home page) 

4. Type First Name 

5. Type Last Name 

6. Type in Organization 

7. Type in Contact Phone and Primary Email if available 
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 Choose the role for this user (it defaults to “View Only”) 

 

 Scroll down to the bottom of the page 

1. Views 

a. For View Only Role 

i. Check Associated With “ONLY” 

b. For ED User Role 

i. Check Associated With 

ii. Check Update Status 

iii. Check Run Reports 

c. For Hospital Admin Role 

i. Check Associated With 

ii. Check Update Status 

iii. Check Run Reports 

 

Note:  If for some reason you don’t want a particular user to 

be able to update status and run reports for your facility, leave 

these unchecked. 

 Click “Save” 

 

INACTIVATING USERS  

 Go back to “Setup” 

1. Click on Users 

2. Type in the User’s last name that you want to inactivate  

 

3. Click “Search” 

4. Check the box next to “This user is currently ACTIVE.  To 

deactivate this user, check this box”. 
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5. Click “Save” 

 

6. You will get a WARNING.  Click, “Yes, Deactivate this User”. 

 


