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Diocese of Alexandria 

Local Safe Environment 

 Coordinator Guide 

 

Log in to your VIRTUS account at www.virtus.org to review the functionalities of the VIRTUS 

Platform. To inquire about your specific access, communicate with your Diocese. 

 
 
Ewa Torres 
Director - Human Resources & Safe Environment 
etorres@dmdiocese.org 
515-237-5085 
 
 
Sierra Freeman 
Human Resources Coordinator 
sfreeman@dmdiocese.org 
515-237-5097 

    
 

   VIRTUS Programs Office  
   Helpdesk: 888-847-8870 
   helpdesk@virtus.org 
 

Frequently Asked Questions:  

View and edit my own location(s) accounts for employees and volunteers who have registrations 

within VIRTUS Online? Pg. 2 

Review an account to view dates of background check clearances, acknowledged code of conduct, 

and training with the ability to assign online training? Pg. 4 

Assist a User to Access their Account? Pg. 6 

Master Report? Pg. 7 

Compliance Report? Pg. 9 

C/D Report? Pg. 10 

Renewal Report? Pg. 10 

Background Check Reports? Pg. 11   
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View and edit my own location(s) accounts for employees and volunteers who 

have registrations within VIRTUS Online: 

Click on the Administration tab from the tabs at the top of the page:  

 

a. New User Signups – indicates that the training has been completed and awaiting approval based 

on completed compliance requirements. 

b. Preregistered Users – indicates who has registered for an upcoming training session. 

c. Users – indicates the list of users within the coordinator’s location(s). 

d. User Search – search for an account 

 

If the user is listed within your location(s), you will have the ability to edit information within the General Tab, 

such as User ID, Name, Email, Location and Role, and then select Save or Save and Review.  
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Primary Location should be selected within the highlighted box. To update Location and Role, click on Add 

Role and Location and select Role, Location and Start Date (if unknown, put the date you enter the update or 

default) and Save. To inactivate a Role/Location when multiple locations exist, click on the red stop sign to 

inactivate. The green check signifies the primary role. To edit, Click on the designated Role, Location or Date. 

To fully inactivate, click on the Account status. The ability exists to add additional locations/roles to the user’s 

record by clicking on ‘Add Role and Location’.  

 

 

The abiliy exists to activate or inactivate accounts within your local users within the General Tab: 

 

 

 

 

If more than one location exists, the system will provide the following message to take action as needed: 
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Review an account to view dates of background check clearances, required 

documents, and training with the ability to assign online training:  

To review an account’s main profile page, first search for the user and click on the person’s name to open up 

the profile. Once a user is selected, an “active” user will have all of the following tabs associated within the 

account. 

 

 

Background Check information will appear with the Background Check Tab. A background check prompt 

feature is available if a user is in need of a background check. 

 

 

The Required Documents that are electronically acknowledged will appear within the Required Documents 

Tab, and the ability exists to Record a document for a user.  

 

The training information will appear within the Training Tab, and the ability exists to print the training certificate 

by clicking on the certificate icon.  
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To review a summary of the compliance  items, please click on the Summary Tab. The Compliance Status will 

indicate whether an account is in or out of compliance, which will indicate the out of compliance item(s). It also 

indicates upcoming expiration dates. 

 

 

If you see a CAUTION notification on a users account, please contact the Diocesan Safe Environment 

Coordinator for additional information. 
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Assist a User to Access their Account: 

Click on the Administration Tab and click on Users, User Search, or User Search to locate a user’s account: 

 

Check to be sure an email address exists, and then click ‘Email account info’ to send an email the user that will 

provide their User ID and the ability to recover one’s password: 

 

The User will be led to rest their password: 

 

As an administrator, you do have the ability to update the User ID and reset the password within the General 

Tab of the User’s account: 

 

 

 



7 
 

Master Report  

Reports available within the Administration Tab: 

 

Master Report combines all the most important details into one easy to read report: 

 

This report allows the ability to filter user requirements revealing only the most recent dates of completion. This 

report offers the flexibility of combining or listing requirements separately: 
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This report allows the ability to choose filters separately or combine into one column: 

 

The report can be run to screen, allowing the ability to drill into a user’s account. Or, export the report to a CSV 

file with the ability to save to Excel with the abilty to Save Report to rerun at any time: 
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Compliance Report  

Reports available within the Administration Tab: 

 

The Compliance Report provides a quick overview of who is in or out of compliance, per diocesan 

requirements. your location from the dropdown menu. You can add additional filters or just select “Run Report” 

to view: 

 

 

After running the report, those in compliance will have a green checkmark, and those not in compliance will 

have a red dash. For those not in compliance, the items they are missing will be indicated in the right hand 

column and are labeled “Needs Attention.” 

 

 

Can drill in directly to an account to view Summary Tab: 
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C/D Report 

Reports available within the Administration Tab: 

 

The C/D report assists in completing the Audit C/D report. It gathers and totals Role data for specific line items 

on the annual audit, such as training and background checks. It will report Role totals regarding the # of 

complete and # of not compete items for the audit period selected.  

 

 

Choose your report year, your location, and training and background check renewal parameters from the drop-

down menus. Select the Run button.  

 

 

This report allows the ability to drill into the numbers presented to see the details of the users not trained or not 

background checked: 

 

Renewal Report 

Renewal Report, when available, provides a snapshot view of users that have received notification of a needed 

compliance item to complete. 
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Background Check Reports 

To review current background check submissions, click on Background Checks and then click on Background 

Check Report by Date, Location, Status to review statuses of background checks within a date range: 

 

Filter by location, dates, and status to Get Report: 

 

The statuses will appear within the column, whether completed, pending or incomplete: 

 

The ability also exists to log directly into the User’s record by clicking on their name to review the Results: 

 


