Managing Your Clinic —EpicCare Link ‘ ‘

Audience: EpicCare Link Site Administrators

All groups utilizing EpicCare Link are required to have a designated Site Administrator (SA). The My Groups
activity allows SAs to submit an electronic request for any new users, deactivate usersno longer part of the
group and verify records.

Request a New User in EpicCare Link

1. Log in by going here: https://ecl.houstonmethodist.org/EpicCareLink-PROD/common/epic login.asp

2. From the home page, select the My Groups icon. This option is only available to Site Administrators.

‘®

My Groups

i # Request New Account
2. Selectthe Account Requests tab and click

My Groups Account Requests

4% Account Requests

4 Request New Account

4. Choose the type of account you want to create. Research monitors are specifically those users that
monitor Houston Methodist research studies.

If you need to add users to an existing site...

& Request access for a new provider (MD, DO, PA, NP, Midwife, etc.)
Provider
’&; Request access for a new clinical staff member (clinic nurse, clinic manager, etc.)
Clinical Staff
& Request access for a user that does not fit into the other categories, for instance a biller, insurance auditor, regulatory agents, secretary, or
other non-clinician.
Non-Clinician
&
Request access for a new research monitor

Research Monitor

& Request access for a new post discharge care clinician

Post Discharge Care Clinician
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5. Enter the user's demographic information.

6. Inthe Usergroup field, select the user group to which the user should belong from the drop- down list.

Site Information

@ User group: [v]|

7. If necessary, enter a comment about your request and click ¥ Submit Request.

8. After your request has been processed, the new user will receive a login instructions email.

Deactivate a User

1. Log into EpicCare Link and select the My Groups icon.

‘®

My Groups

2. Goto the My Groups tab.

My Groups Account Requests Sitq

4 My Groups

-

Name I oain ID

3. Selectthe = nextto the user you wish to deactivate.

4. Entera comment indicating why you are deactivating the user and click Deactivate.
Deactivate x
User Group

HM LINK COMMUNITY PRACTICE - PATIENT

Comment

no longer employed

v
4 13

== Deactivate | X Cancel
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