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Topics Covered 

 

ÅPaper vs. Paperless (pg. 3) 

ÅRequired Forms (pp. 4-7) 

ÅCreating a Digital ID (pp. 8-16) 

ÅSaving the Document (pg. 17) 

ÅSending the Document (pp. 18-19) 
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Paper vs. Paperless 

 

 

The ñpaperlessò 

WyIR Enrollment 

Process involves 

less parties and is 

faster than the 

standard WDH-IT 

Contract Process. 
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Required Forms 

ÅWyIR Provider Enrollment Agreement  

ïdefines contact information for 

Provider/Organization;  

ïcompleted by the ñresponsible authorityò for the 

Provider/Organization 

ÅWyIR Access Level Form- 

ïdefines which users need what type of access; 

ïcompleted by the WyIR Primary Contact, as defined 

on the WyIR Provider Enrollment Agreement 
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Required Forms 

The forms, along with other helpful information 

to users, are posted in two sites: 

 

1. The Immunization Unitôs WyIR webpage: 

 
http://www.health.wyo.gov/familyhealth/immunization/WyIR_2013.html 

 

2. Under the ñDocument Center,ò which is 

viewable after login to the WyIR. 
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Required Forms 

WyIR Provider Enrollment Agreement WyIR Access Level Form 

NOTE:  The digital ID only works with Adobe Reader ï for the latest FREE version, go to http://get.adobe.reader/ 
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Required Forms 

New to the 2013 WyIR Enrollment forms are definitions that appear for each field as 

the cursor is placed within the field ï see the example of the ñresponsible authorityò 

definition displayed belowé. 

A ñpop-upò message 

displays for each field 

when the cursor is placed 

within a field. 
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Creating a Digital ID 

As part of the ñpaperlessò enrollment process, 

two Digital IDôs need to be created by: 

 
ï The Responsible Authority for the Provider/Organization 

 

 AND 

 

ï The WyIR Primary Contact for the Provider/Organization 
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Creating a Digital ID 

ÅWhy is a Digital ID needed instead of a 

ñtraditionalò signature? 
ï If a traditional signature were involved, it would require the paper based 

enrollment process, which would result in undesired delays in 

responding to requests;  

ï It is required when submitting WyIR Forms per the approved WyIR 

Enrollment Process; and 

ï It is a legal process, as defined below: 

 
ELECTRONIC SIGNATURE AND EXECUTION  

Åñ[A]cceptance of this Agreement by electronic means constitutes a valid 

formation of a contract in accordance with the Wyoming Uniform Electronic 

Transactions Act (Wyo. Stat. § 40-21-101, et seq.) and that this Agreement has 

been properly executed.ò  
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Creating a Digital ID 

A Digital ID can be created by clicking within the Digital ID field, as 

they appear below: 

 Digital ID of Responsible Authority for Provider/Organization 

Digital ID of WyIR Primary Contact 
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Creating a Digital ID 

In order to create a Digital ID, the user simply clicks in the Digital 

ID field,  

 

 

 

 

 

 

And then a pop-up window appears, similar to what appears in the 

next slide: 

Click Here 
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Creating a Digital ID 

The user has an option to 

select from an existing digital 

ID or to create a new digital ID. 

 

In order to create a new digital 

ID, the user will need to: 

 

1. Select the ñA new digital ID 

I want to create nowò 

option, and then 

2. Click on the [Next] button.  

 

A pop-up window similar to 

what is displayed in the next 

slide will appear. 

1 

2 
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Creating a Digital ID 

Next, the user will 

need to: 

 

1. Select the 

ñNew PKCS#12 

Digital ID fileò 

option, and 

then  

2. Click on the 

[Next] button.   

 

A pop-up window 

will display similar 

to the following 

slide. 

1 

2 
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Creating a Digital ID 
Next, the user will need to: 

  

1. Enter the information for the 

following fields: 

a. Name,  

b. Organization Unit (e.g., 

Facility),  

c. Organizational Name 

(e.g., Organization), 

and  

d. Email address of the 

digital ñsigner,ò  

2. Leave the area below email 

address unchanged, and  

then 

3. Click upon the [Next] button;  

 

A pop-up window similar to the 

following slide will appear. 

1 

3 
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Creating a Digital ID 

Next, the user will need 

to:  

 

1. Create and confirm 

a password for the 

digital signature,  

2. Select the file 

location by clicking 

the [Browse] 

button, and then  

3. Click upon the 

[Finish] button.   

 

A pop-up window 

similar to the following 

slide will appear. 

1 

2 
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Creating a Digital ID 

Next, the user will need 

to: 

 

1. Enter the newly 

created password to 

ñsignò the document, 

and then  

2. Click upon the [Sign] 

button.  

 

A pop-up window similar 

to the following slide will 

appear, prompting the 

user to Save the 

document. 

1 

2 
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Saving the document 
Next, the user will 

need to: 

 

1. Select a 

location to 

save your 

document that 

is easily 

locatable, and 

then  

2. Click upon the 

[Save] button. 

 

 A pop-up window 

similar to the 

following slide will 

appear. 

 

1 

2 
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TIP:  a great place to save your documents so that they are easily found is the Desktop.  

At the ñSave Asò screen, 1. double-click on the desktop icon (circled), then 2. click ñSave.ò   


