VIVE Knowledge Base — Admin Tools

Return to VIVE Knowledge Base
VIVE Admin Tools Reference Guide

VIVE is a customized client management system designed by NYC Aging. This system supports NYC
Aging contractors in managing their client interactions and reporting on services provided. This
reference guide provides instructions on creating, enrolling, disenrolling and the features of Admin
Tools.

Admin Tools is a common, core functionality within VIVE, which is described within this guide. There
is some functionality specific to Home Delivered Meal programs, such as administrating their drivers,
is not described here; only within their Program Guide.

You may have accessed this guide from the VIVE Knowledge Base or from a program specific
reference guide. At the beginning and end of this document is a link to return to the VIVE Knowledge
Base. You can also use your browser’s back button to return to the program reference guide.

This guide provides navigational and functional instructions. For assistance with program operations
or policy, please refer to your program officer or view NYC Aging’s Programs’ Standards.

In this guide you will learn:

e Accessing Admin Tools
e Viewing Users
o Searching for Users

e Creating a New User

e Editing a User

o Editing Basic Information
o Editing User Roles with Program Associations

e Inactivating a User from a Program Association

If you have any questions, please contact the VIVE Application Support Center by submitting a
ticket through the Ticketing Module under Program Tools.

Accessing Admin Tools

The core function of Administrative Tools is managing users. This is where users are viewed,
created, and edited.
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From Top Menu, click Admin Tools. The User Management tab will be displayed by default. This

page lists all the users within your program.

#& ClientSearch Referral Queue Program Tools Admin Tools

Reports

: David Dring ~

Program Users  All Users

Users (102)

First Name ~ Last Name ~ Email
Adrian Jones,

Anissa Cabrera

Anya Herasme

Logged in user is David Dring and working in Older Adult Center - BAY RIDGE - Life Long program.

sjones@aging nyc gov
acabrera@aging.nyc.gov

aherasme@aging.nyc.gov

New User

~ Mobile Phone ~

Viewing Users

There are two types of users within VIVE. The first are Program Users, those users who are
associated with your program. The second are all other users. These include every user within
VIVE. You have access to them should you ever need to associate them with your program.

Searching for Users

There is a search box on User Management page. Enter either in part of or a complete user name

to retrieve a list

User: Walli Peters

matching your search

Email address will be used as user name and must be registerad NYC.ID to be able to login.

criteria. Clicking on a
user’s name link e
displays the user’s Gender
details, including what
programs they are o
associated with. Fox Number

wall@abe.com

User Associations

Program Name | UserRole ~

NORC - ED ALLIANCE - Co-Op Village Frogram Admin

Middle Initial/Name
Date of Birth
]
Home Address
v Search Addresses. Q
New Address
Work Phone
*Email
wall@abe.com
User Title
Chief Program Officer v
=3
Status ~ | created Date Deactivation Date
Active 03/20/2025
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Creating a New User

New User

Step 1: From the Top Menu, click on Admin Tools.

Email address will be used as user name and must be registered NYC.ID to be able te login.

*First Name Middle Initial/Name

Step 2: From the User Management list view, select
the New button.

*Last Name Date of Birth

Step 3: From the New User pop-up, enter the fender Home Addiess
. . . ~-None— A Search Addresses... Q
required fields, such as Name, Phone #, Email and
User Role *Cell Phone Work Phone
. Fax Number *Email
NOTE: The Email Address must be the same
one associated with their NYC.ID. - User Role User Title
[ Program Admin A ] ~None— -

[~ rogamsarn |

Program Read-Only

There are four User Roles:

Program Staff

Program Supervisor

e Program Admin: has the ability to manage
users of associated programs.

e Program Read-Only: can view but not make any edits to select programs.
e Program Staff: the primary users of the system

e Program Supervisor: the people responsible for approving and finalizing staff activities. For
example, Program Supervisors approve, reject or close a client’s enroliment into a program.

Step 3: Once the

user’s information is et e i e et s
. *First Name Middle Initial/Name
saved, the user details
page appears to 'L:(z:ame Date of Birth .
associate the user Gender ome Address
with their program(s). oo “
There is no limit to the “;L:’:;;:
number Of programs a Fax Number *Email
wall@abe.com
user can be User it
aSSOCiated With_ all@abe c Chief Program Officer v
Associate Program | [ Cancel ‘m
NORC~ ED ALLIANCE - Co-Op Village Program Admin Active 03/20/2025 # Edit
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Editing a User

There are two primary edits to a user’s details: basic information and user roles with program
associations.

Editing Basic Information
Step 1: From the Top Menu, click on Admin Tools.
Step 2: From the User Management list view, click the user’s name link.

Step 3: From the user details page, edit information within any field. Select Save when finished.

Editing User Roles with Program Associations

A user can have different

User: Walli Peters

roles Wlth thelr dlfferent Em?\::itreNﬁE:;iibeuzedaxusernameandmnitheregiitemdNYCIDtubEab\Eto\Dgin R

program associations. o

For example, Walliis | = : .
associated with a NORC e e o

aS a Program Admin and Cell Phone \‘;’or&;Ph;ne
with the OAC as Program

Fax Number *Email

Staﬁ wall@abc com

Username User Title

Step 1 From the TOp wall@abc com Chief Program Officer v
. . Associate Program Cancel m
Menu, click on Admin | tovdteprgen || e
User Associations
TOO I S . Program Name v | User Role v | status ~ | Created Date Deactivation Date

NORC - ED ALLIANCE - Co-Op Village Program Admin Active 03/20/2025

Step 2: From the User
Management list view,
click the user’s name link.

Step 3: From the user details page, select the Edit User Association
button to manage program association details.

*Program

Step 4: Within the User Association pop-up, change
either User Role or Status. In this way, you Userfole

establish the user’s role for that particular program. Frogrem st
*Status

Active

NOTE: You may see a person is associated -
with other programs, but you can only edit | Concel |
those associations where you are a
Program Admin.
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Inactivating a User from a Program Association

While users are never deleted from the system, they are inactivated from a program. In this way, they
can be reactivated with another program later.

Step 1: From the Top Menu,
click on Admin Tools.

Step 2: From the User
Management list view, click the
user’s name link.

Step 3: From the user details
page, select the Edit button to
manage program association
details.

Step 4: Select the Status drop-

down to change the user’s status.

Then Save.

*Program

D Older Adult ¢

*User Role

Program Staff

*Status

User Association

[ Active

—~Mone--

' Active

nactive

Access Agsistance with VIVE and the VIVE Knowledge Base
e VIVE Knowledge Base contains reference guides, short videos and recorded trainings
e If you have any questions, please contact the VIVE Application Support Center by submitting

a ticket through the Ticketing Module under Program Tools.
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