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Third Party Registration Procedure

ADSD & Contract Providers

Purpose:
This document describes the procedure for a registering an ADSD 


client with the Voluntary Emergency Registry using the web based 


registration tool.  Clients with access to the Internet and a 



familiarity in using it,  should be encouraged to register 



themselves  if at all possible.  
Consent: 
Do not register a client without that client’s written 



permission.  You can document the client’s permission with 


either a signed paper  registration form, or a signed third party 


designee form. Both can be obtained on the ADSD website.
Overview:
The VER consists of a series of questions that document a client’s 


living situation and functional restrictions. Questions are arranged 


in a series of web pages called “steps.”  Most involve checking a box. 

There are also drop down menus to aid in navigating the form and 


answering the questions. There are no questions about a client’s 


diagnosis or other specific medical information beyond the type of 


medical equipment used or essential medications.   Questions 


marked with an asterisk must be answered to advance to the next 


step.  A registration is complete when the “Complete 
Registration” 

button is clicked at  
step 7 of the web form.
Paper VER:



As mentioned above,  there is a paper version of the VER 



registration. Do not use this in lieu of the web based 



form. The VER registration was designed to be completed online 


and the paper form was created only to assist those registrants 


without a reliable link to the Internet. The web registration creates 


an updatable record in an electronic data base that can be accessed 


by emergency responders; the paper form does not and so must be 


hand entered using the web form at some point.
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Accessing:
The VER can be accessed by clicking on the VER Logo at the bottom 

of ADSD’s Network of Care web site , ( http://multnomah.or. 


networkofcare.org/aging/home/index.cfm). The initial VER page 


contains a brief description of the registry and asks if the 



registration is being completed by the registrant or somebody else. 


This question is intended to alert VER staff that it will be necessary 


to obtain a consent form if  someone other than the registrant is 


completing the registration. Since ADSD staff and contractors will 


have obtained this consent prior to starting the 
registration process, 

click the MYSELF selection. There is also a question about whether 


the registration is for ALL EMERGENCIES or DISASTER ONLY.  


This question determines if the registration will be provided to 911 


for entry into the dispatch system for ambulances and other 



emergency responders.  “All Emergencies” registrations will be 


entered into 911,  “Disaster Only” will not.


After clicking on the continue button, all remaining questions are 


embedded in a web “frame” that encrypts the data so it can’t be 


intercepted while being entered.  No “lock” symbol will appear on 


the task bar  because the secure connection protecting the data is 


within the page and so invisible to the browser unless  the mouse 


cursor is positioned over the questions and the right mouse button 


clicked. Choosing the “properties” selection on the drop down will 


then display the encryption information.  Note: this information 


can be provided to clients concerned about security.
Step 2:
The remainder of this guide will only focus on those questions on 


each page or “step”  that may create confusion. On step 2, for 


example,  an e-mail address must be entered for the 



client to create a registration record that can be updated (the e-


mail address 
is the 
unique specifier for the record). If the client 


does not have an e-mail address, use a “dummy” address following


this basic formula:



Office abbreviation and date@a.org



For example, a client of Mid County ADS registered on 12/21/09 


would have this address:  mid122109@a.org. If an office registers 


more than one client a day, just add a number after the date:



mid1221091@a.org , mid1221092@a.org, mid1221093@a.org, etc.


You will know an address has been used when you click 



continue and a message pops up saying that e-mail address is in 


use. A list of office abbreviations is included at the end of this 


document.
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Step 4:
Note: all the questions on step 3 are check box and self 



explanatory. On step four there is a place to list medications. This is 

optional. If you want to use the drag and drop list, you must know 


the generic name of the medication. Otherwise,  just list the 



medications  in the “Additional Medical Information” text box. 


This is also the place to  enter any additional medical or care plan 


information.
Step 5:
This step has the emergency contact info. In order for ADS 



 to update the record, one of the two contacts must be the ADS 


VER coordinator (currently this is Michael Hardt, but you can 


check 
with the ADS Helpline to verify ). Enter the 




following  information to do this:



Name:


 Michael Hardt




Relationship:

 VER Cord



E-mail:

michael.hardt@co.multnomah.or.us



The rest of the fields for the ADS contact can be left blank. Once 


 a name in entered into the contact field, a drop down question will 


appear asking if the registrant wants this contact to be able to 


update the registration. Click yes before going to the next step.
Step 6:
This page has a list of community agencies the client maybe 



working with. ADSD is also listed, so check yes to this and then put 


the case managers name who is currently assigned to the client. 


This information will only be used internally, so if it changes, it 


wont affect the usefulness of the record. District Center staff should 


use the “other community providers box” to find the name of their 


agency. 

Step7:
This is the final page. Click on the “Complete Registration” button 


to actually create the registration record. 

Last word:
Don’t make this harder than it is. The  registry is intended to 



capture big stuff like major functional impairment, not the minutiae 

of a client’s medical condition. If you don’t know the answer to a 


question, leave it. Only the questions marked with a red asterisk 


have to be answered. If you feel the questions don’t get at  some 


essential fact about your client’s situation, use the text boxes in 


steps 2 and 4 to provide relevant detail.  It’s that Easy!
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The following are suggested abbreviations to use when creating a dummy e-mail address for registrants without access to the  Internet.  This is necessary because the registry software needs a unique e-mail address to create a registration record that can be accessed later for updates. The e-mail address doesn’t have to be real, as long as there is a real address entered for the emergency contact, in this case, the ADS VER coordinator. Please note that if the client has another emergency contact who has an e-mail address, this can be used instead; however, this contact will then need to take responsibility to update the record at least every six months. The examples provided below are based on registering a client on 01/01/2010.
OFFICE


SUGGESTED ABBREVIATION / E-MAIL

ADSD West


west: 
west(date)@a.org
ex: west010110@a.org

ADSD East


east:
east(date)@a.org
ex: east010110@a.org

ADSD Mid


mid:
mid(date)@a.org
ex: mid010110@a.org

ADSD N/NE


nne:
nne(date)@a.org
ex: nne010110@a.org

Neighborhood House

nhdc:
nhdc(date@a.org)
ex:nhdc010110@a.org

Friendly House


fhdc:
fhdc(date@a.org)
ex: fhdc010110@a.org

ImpactNW SE


idc:
idc(date@a.org)

ex: idc010110@a.org

Hollywood DC


hdc:
hdc(date@a.org)
ex: hdc010110@a.org

IRCO Mid DC


idc:
idc(date@a.org)

ex: idc010110@a.org
 

East Y DC


edc:
edc(date@a.org)
ex: edc010110@a.org

Urban League DC

udc:
udc(date@a.org)
ex: udc010110@a.org

Impact NW North

ndc:
ndc(date@a.org)
ex: ndc010110@a.org

What if a client has an e-mail address but can’t register themselves? 

Then use the client’s address rather than a “dummy e-mail.” 

What if a client doesn’t want ADS to be listed as an emergency contact?

The purpose of ADS being listed as an emergency contact is enable ADS staff to update registrations rather completely re-entering them every six months. If the client wants to do this or has someone who can do it for them, have them enter the initial registration themselves. This will make them familiar with the process and a better sense if they need help with it. 
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