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STARTING 
POINT: 
DIOCESAN 
WEBSITE

• Visual of Homepage for Diocesan Website:  
www.vermontcatholic.org

• Navigate to Ministries Tab on Taskbar and Go to Protecting Our 
Children:  all information you need including links and 
documents related to Virtus and to Audit Reporting 
Requirements can be found here
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http://www.vermontcatholic.org/
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Protecting Our Children: Three Sections We’ll 
Focus on
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POLICIES

• Policies on Ethics and 
Integrity in Ministry

• Code of Conduct
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Education Programs
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Audit 
Information
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VIRTUS 
Login Page

• Existing Account

• I Need Login Help

• First Time Registrant

• Help Desk Phone Number:           
1-888-847-8870

• There is a 3-page document on 
the Diocesan website with 
instructions for this process

• Important reminder—annual 
requirement to complete training 
for all employees and volunteers
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NEW HOME TAB FEATURE
• Once a user has logged in, this is the new landing page

• 8 boxes, each with a unique purpose

• Ease of navigation
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KEY TABS A LOCAL SAFE ENVIRONMENT 
COORDINATOR WILL USE

• Administration Tab—for all your user research and report 
generation

• Educators Tab—for inputting information on youth training
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“Administration” tab to access User information 

• New User Signups – indicates that 
the online training has been 
completed, in progress, or assigned 
or in person training scheduled 
attendance.

• Users – indicates the list of users 
within the coordinators location(s)

• User Search – Ability to search the 
entire database within the Diocese 

to search for an individual.

Local Safe Environment

Guide

Administration Tab
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SEARCHING FOR USERS

• If you don’t see the person initially come up but you think they had an account before, click the box 
next to Show Inactive Users and run the search again.  

• Then you just need to make the person active again as a user which we’ll cover in a few minutes
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POTENTIAL 
DUPLICATE 
ACCOUNTS

• Example of text you will see if there is a potential 
duplicate account.  

• This is something to notify either the Office of 
Safe Environment Programs or the Office of 
Catholic Schools about.  Only an Administrator 
can research this and resolve this.
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Individual 
User 
Information

• Tabs of information
• General Information 

(shown here)

• Background Checks

• Training

• If you Edit any info, click 
Save or Process 
Registration at the 
bottom of the page.

• If you see the Caution 
box checked, there 
should be a note as to 
why.
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To update Location and Role, click on Add Role and Location and select Role, 
Location and Start Date and Save. To inactivate a Role/Location, 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. 

Local Safe Environment

Guide

Add/Update Role and Location

15Spring 2022



If an account is inactive and 
needs to be reactivated, click 
on the Account status to 
reactivate. If a user is no 
longer active within the 
Diocese, fully inactivate by 
clicking the Account status. 

If the user is associated with 
another location, click on the 
stop sign from the Roles to 
inactivate instead of the Account

status.

Local Safe Environment

Guide

Activate or Inactivate an Account
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Verify email is updated and correct, then select “Email account info,” 
and ask the individual to retrieve the message from their email account 
and proceed accordingly to recover their password.

Local Safe Environment 

Guide

User Password Recovery 
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Update Contact Information as needed.

Local Safe Environment

Guide

Update Contact Information
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Background Check dates will appear within the Background Check Tab. 
A background check prompt feature is available if a user is in need to 
submit a background check.

There is now a difference between Process for Schools and Process for 
those at Diocesan Offices or in Parishes.  School users will have 
Vermont record check results from VCIC entered for this check.

Local Safe Environment

Guide

Background Check Tab
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The Required Documents dates that are electronically acknowledged 
will appear within the Required Documents Tab, and the ability exists 
to Prompt a document for a user to log in and acknowledge.

The Code of Conduct must be completed annually, with training.  The 
Policies on Ethics and Integrity in Ministry are completed every five 
years with the background check.

Local Safe Environment

Guide

Required Document Tab
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The training information will appear within the Training Tab, and the 
ability exists to print the training certificate by clicking on the 
certificate icon. 

This is an Annual Requirement for all users in our Diocese.

Local Safe Environment

Guide

Training Tab
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To review a summary of the 
compliance  items, please click 
on the Summary Tab. 

If you see a CAUTION
notification on a user’s account, 
please contact the Diocesan
Safe Environment Coordinator 
for additional information.

Local Safe Environment 

Guide

Summary Tab
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There is limited need for you to have to assign training for users.  Once a 
user has completed their first training, if they remain active within our 
Diocese, their next training is automatically assigned near the anniversary 
date of their previous training.

If the user has not yet completed training already assigned, you should 
remind them of this requirement. 

If you do need to assign training, contact the Office of Safe Environment 
Programs to identify the best training to assign.

Local Safe Environment

Guide

Assign a Training Module
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Annual 
Training 

Reminder
• Training is required 
annually

• Virtus auto-generates an 
email to each active user 
with a reminder to 
complete an updated 
training lesson (see 
example)

• System gives user a few 
weeks to complete this

• Remind users that the 
email may have gone to 
their spam folder
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The New Master Report
– 2021 is essential for 
auditing compliance and 
combining all the most 
important details into 
one easy to read report. 

This report is accessible 
within the Quick Links.  

Local Safe Environment

Guide

New Master Report
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Local Safe Environment

Guide

New Master Report Fields

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

A list of User Fields are available to select 
when building the needed report. 
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Local Safe Environment

Guide

New Master Report Fields

This report also offers you the flexibility of combining or listing 
requirements separately. Choose filters to build the needed report, 
and the filters will remain checked until changed. 
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Local Safe Environment

Guide

New Master Report Fields

In addition to filtering locations and/or 
roles, the new master report can filter 
users who are currently active, active and 
pending, or reveal all users 
active and inactive for a 
location. This is very helpful 
as an end of year report for 
locations.
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Local Safe Environment

Guide

Master Report Results

Running the Master Report will provide the needed fields to view 
dates of compliance and assignments.   Plan to run such a report at 
least quarterly.
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NEW COMPLIANCE REPORT FOR COORDINATORS
TO PRINT FOR LOCATION(S) YOU ARE RESPONSIBLE FOR

• Report will identify those who are compliant, meaning training, background check and important 
documents have all been completed

• You can run a report of only those that are non-compliant and see what they are missing
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Local Safe Environment

Guide

Compliance Audit – Chart C/D (FYI Only)
No Longer Using Google Forms once accessed from Diocesan 
website.  The Diocese will be using C/D Report within VIRTUS 
that assists with:
• completing the Audit C/D report for Information on Adults 

within your parish/school community
• gathers and totals Role data for specific line items on the 

annual audit, specifically training and background checks
• report Role totals regarding the # of complete and # of not 

compete items for the audit period selected
• This is not something you will have to run.  We will run it 

from the Diocesan Offices.
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Rather than the Google Form used in the past for the Audit Report on Youth 
Programs, you will now record a few pieces of information in VIRTUS and 
the Diocese can run the reports it needs for the audit.

Record Children’s Program Training within the Educators Tab

• Click on Record training

• Click on ‘Add a new training record’

• Using the Drop Down Menus, choose your location and the training 
program used at your location

• Choose the Audit period

Educators Tab (NEW Access)

Record Children’s Program Training
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Creates a record with pertinent 
information related to the 
session taught for the audit period.

You can create multiple training records.

Training records are accessible 
within a Detailed Report.

Educators Tab

Record Children’s Program Training
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John Pfeifer

Manager of Safe Environment Programs

(802) 658-6110 ext. 1219

jpfeifer@vermontcatholic.org

Othella Brown-Clardy

Administrative Assistant

Human Resources & Safe Environments

(802) 658-6110 ext. 1218

obrown-clardy@vermontcatholic.org

Karen Maklad (for Catholic Schools only)

Administrative Assistant

Office of Catholic Schools

(802) 658-6110 ext. 1200

kmaklad@vermontcatholic.org

VIRTUS Helpdesk

(888) 847-8870

helpdesk@virtus.org

Contact Information
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