








Personal Options Screen 
Establishing 
Data 

Personal Option data is established during your initial logon to REDI Virginia 
when you establish a Security Record.  

 
Accessing the 
Personal 
Options Screen 

From the Main Menu, click the Personal Options button in the left menu.  The 
View Personal Options screen appears. 

 
 

 
 
Change 
Remit 
Notification 
Choice 

To change the remit notification choice, click on the “Change Remit Notification 
Choice” button at the top of the page.   
 
Note:  If the "Remit Notification Choice" field reflects "Internet", you cannot 
change that option without assistance from the Department of Accounts. 

 
 
 

Continued on Next Page 
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Personal Options Screen, Continued 
Updating 
Your 
Personal 
Options 

Keep the data in the Personal Options screen updated.  The data can be changed 
at any time by accessing the Personal Options screen from the Main Menu, 
clicking the Edit Personal Options button, keying the correct data in the 
appropriate field(s), and clicking the Accept button. All available fields may not 
appear on the screen.  You must scroll on the screen to see all options that can be 
modified. 
 
If the "Remit Notification Choice" field reflects "Internet", you cannot change 
that option without assistance from the Department of Accounts. 

 

 
 
Keep Email 
Address 
Updated 

Please update your email address changes as soon as it changes to ensure 
you continually receive your email alerts. 
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Logoff 
How to Click the Log Off button on the left menu. 

   
Timing out If you do not logoff, and leave REDI Virginia idle too long, you may 

automatically be logged off.  Or when you eventually attempt to view a 
screen you may encounter the screen below.  If so, choose the Log On button 
and logon again.   
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