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To login to Viewpoint as a manager you will require a manger Login Id and password. Once you have logged into Viewpoint as a manager you will have access to Management and Analysis functions.

	1. Open the Viewpoint Online Login Screen
To login to Viewpoint as a Manager open Internet Explorer and go to: https://www.vptol.co.uk. The Viewpoint Login Screen will load. Enter the login details in the boxes provided (Organisation, Login Id and Password) and click on the “Login” button. You should have been given login details by a colleague or Viewpoint contact. 
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Fig 1. The Viewpoint Online Login Screen



	2. Enter Personal Details

The first time you login you will be asked to confirm some personal details entered when the manager was created. You will be asked to confirm these details every 30 days. If you haven’t logged in to Viewpoint for more than 30 days you will also be asked to confirm these details.
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Fig 2. The “User Type” section of the “Create User” screen


	Also the first time you login you will be asked to create a new password for security reasons. Your new Password must be at least 6 characters and no more than 20 characters long. Even if you want to keep the same password, you must re-type it in the “Password” box and in the “Confirm” box. Click on the “Create” button to create your new password.
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Fig 3. The Create New Password Screen




	3. Terms And Conditions Of Use

Every time you login to Viewpoint as a manager, you will be asked to accept the “Terms And Conditions Of Use”. If you do not accept these terms and conditions by clicking on the “Accept” button, you will not be allowed to login to Viewpoint.
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Fig 4. The Terms and Conditions Screen



	4. Viewpoint Online Welcome Screen

If you have accepted the “Terms And Conditions Of Use” you will be logged in and see the “Welcome To Viewpoint Online” screen. You can now use Viewpoint Online Management and Analysis functions using the menu on the left hand side of the screen.
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Fig 5. The Viewpoint Online Welcome Screen
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