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Logging In 
 Open an internet browser, type in https://www.ecri.org in the address bar and hit the Enter

key.
 Click Login on the screen shown below.

 After successful log in, you will see the ECRI home page and main navigation buttons on the top
menu.

 Enter your Email Address and Password (same as your membership Email Address and
Password) on the screen shown below and click Log In.
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 Click on “Memberships & services” menu to see the memberships and services you have access
to.

 You will see Client Access Manager under Resources section of the menu. Click Client Access
Manager link to go to CAM.
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My Orders 
When you arrive at CAM dashboard as an access manager, you will see the following items in your 
dashboard/home page. 

 My Orders
 My Notifications
 Outstanding Invitations
 Custom Invitations

My Order tab will display all the active orders to which you have access manager privileges. As an access 
manager, you will be able to perform the following actions for an order. 

 Send Membership Invitations
 Manage Users
 Manage Outstanding Invitations

Note: To go back to the dashboard from any screen or to refresh dashboard details, click the CAM logo 
at the top left corner of the screen. 

Send Membership Invitations 
As an access manager you can send email invitations to others in your organization, either to a specific 
ECRI membership or to all of the memberships subscribed by your facility. The person you are inviting 
will receive an email invitation to register with ECRI and create a user account and password to access 
their membership(s) through the ECRI website. If they already have registered with ECRI, the 
membership they are invited to will simply be added to their profile and will appear the next time they 
log into the ECRI website. 
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How to invite users? 
 Click the Order Number in the My Orders list to go to the order details screen.

 In the order details screen, the “Subscribing Accounts” section will display all the facilities
associated with this order. Click the facility name to view the details.
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 In the facility details screen, you will see  icon at the top right corner. Click this icon to 

invite users to all the memberships available to the facility. 

 If you want to invite users to a specific product/membership, click the corresponding  icon in 
the products list. 
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 You can also click the product name to go to the product details screen and click the
icon at the top right corner to invite users to that product.
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Invitation Wizard 
Once you click either  or  icon in the facility /product details screen, the Invitation wizard 
will popup. Follow the on screen instructions to send the invitations. 

 Step1 – verify the order, facility and membership details on this screen to make sure you are
inviting the users to the correct order. Click the next button to proceed.

 Step2 - Enter the user email addresses. Multiple email addresses should be entered in separate
lines.
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 If the invitations are sent successfully, it will appear in the Outstanding Invitations in the details
screen.

Manage Users 
As an access manager, you will be able to manage the profile details and membership access of other 
users in your organization.  

Manage User Access 
In the product details screen, the “Active Users” section will show you the list of users with active access 
to that product. Click the user name to view their details. 
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If you want to revoke the membership access of a user, click the Revoke User Access ( ) icon. A 
confirmation screen will popup. Click YES to continue., or Click NO to cancel the revoke. 

If you want to notify the user about the change in access, please check the “Notify User” check box. 

Manage User Profile 
In the user details screen, you will see the profile details and active access of the selected user. As an 
access manager, you will be able to edit the user profile. 
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 Click the icon at the top right corner of the screen to go to the edit screen. 

 Make desired changes to the profile and click the  icon at the top to save the 
changes. 

 Click  icon to discard the changes and go back to the User details screen. 
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Manage Outstanding Invitations 
As an access manager, you will be able to manage the outstanding invitations sent to the users in your 
organization. Access managers can either resend an outstanding invitation or delete it. The 
“Outstanding Invitation” section in the details screen will show you the outstanding invitations under 
the selected order or facility or product. You can expand/collapse the details of the invitation by clicking 
the corresponding  (Expand) /  (Collapse) icon. 

 To resend an invitation click the resend invitation  icon.

 To delete an invitation click the delete invitation icon.

 To resend all the outstanding invitations click the  icon at the top. 

Search 
ECRI Client Access Manager will allow you to search for items you have given privilege to manage. As an 
access manager you can search for orders, facilities and users associated with in your organization. You 
can use % as wild card character for these searches. 

 Order search – You can search for orders by order number.
 Facility search – you can search for facilities by facility name.
 User search –  You can search users by user email address or their last name.

You can perform the searches using the search box at the top of the screen. 
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Order Search 
 To search an order, select “Order” from Search By dropdown and enter the first 5 (at least)

characters of the order number in the search box and press Enter or click the  icon in the 
search box. 

 The search result will show the list of orders that matches your search criteria.
 You can click the order number to view the order details.



P a g e  | 14 

 From the order details screen, you can navigate to the facility/product/user details screen and
navigate back to the search result using the navigation link (bread crumbs) at the top of the
details screen.

Facility Search 
 To search a facility, select “Facility” from search by dropdown and enter the first 5 (at least)

characters of the facility name in the search box and press Enter or click the  icon in the
search box.

 The search result will show the list of orders for the facilities that matches your search criteria.
 You can click the order number to view the order details.
 In the order details screen, you can find the facilities in the “Subscribing Accounts” section. From

the order details screen, you can navigate to the facility/product/user details screen.
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User Search 
 To search a user, select “User” from Search By dropdown and  enter the first 5 (at least)

characters of the email address or last name in the search box and press Enter or click the
icon in the search box.

 The search result will show a list of user accounts that matches the search criteria.

 To view the user details, either click the user name or the user details icon.
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 In the User details screen, you will be able to manage the profile details and membership access
of the user. You can view the following details of the user.

o Edit Profile – Click the  icon  at the top of the screen to make the changes. 
o Active Access – List of all the membership access the user has been given. You can

revoke the user membership access by clicking the  icon.
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My Notifications 
As an access manager, you can setup notifications to receive outstanding invitation alerts. This tab will 
display the list of active notifications and allows you to manage existing notifications and setup new 
notification. 
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 To Setup Notification 

 Click   at the top right corner of the screen. New Notification popup screen will be 
displayed. 

 Select at least one or more facility from facilities dropdown.

 Select at least one or more membership from memberships dropdown.
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 Select a frequency from the frequency dropdown or select other and specify a valid frequency in
the “Specify other frequency” box.

 Once you have provided all the required information, “SAVE” button will be enabled. Click the
SAVE button to setup the notification(s).

To Edit Notification 
 To edit an existing notification, click the edit  icon next to the notification you would like to

edit.

 Make the desired changes to the notification details in the edit notification screen and click
SAVE.

To Delete Notification 
 To delete a notification, Click the corresponding red cross ( ).
 The notification will be deleted and a confirmation message will be displayed.
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Outstanding Invitations 
This tab will display the list of all outstanding invitations for your organization. As an access manager, 
you can manage these invitations. You can either resend an invitation or delete it.  

 Click the expand  icon to view the details of the invitation.

 To resend an invitation, Click the resend ( ) icon.
 To delete an invitation, Click the delete ( ) icon.
 To resend all the outstanding invitations, click the icon at the top right corner of 

the screen.
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Custom Invitations 
As access manager, you can create and manage custom invitation contents for membership invitations 
for your organization. This tab will display the existing custom invitation contents and allows you to 
Create, Edit and Enable/ Disable the invitation contents. 

New Custom Invitation Content 

 To create new custom invitation, click the icon at the top right corner of the tab. 
 A NEW CUSTOM INVITATION screen will popup.
 Select at least one facility from the facilities dropdown.
 Select at least one membership from memberships dropdown.
 Enter the email subject in the subject box.
 Enter your email message in the Message box.
 You can click the PREVIEW button to see how your invitation email message will look.
 After providing all the required details, click the SAVE button to save the custom invitation.
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Edit Custom Invitation Content 
 To edit an existing custom invitation, click the edit ( ) icon.
 Make the desired changes to the invitation and click the SAVE button to save the changes.

Enable/Disable Custom Invitation Content 
As long as the custom invitation content is active for a facility or a membership, CAM will send the 
customized invitation for the users under that facility or membership. If you don’t want to send the 
customized invitation, then you can disable it. 

Disable Invitation content 
Click the disable  icon next to the custom invitation content you would like to disable. Once it 
is disabled, CAM will send the default ECRI invitation message for that facility or membership. 
Enable Invitation content  
If an invitation content is disabled and you want to enable it, Click the enable  icon. Once it is 
enabled, CAM will send the customized invitation. 

Need Help? 
 Watch this tutorial to help get you started with inviting and managing your organization’s users.
 Contact the ECRI Institute helpdesk at helpdesk@ecri.org or +1 (610) 825 6000 ext. 5555 if you

have any questions or need assistance with the access manager functionality.




