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At least one Site Administrator, or Site Admin, is needed for each site (Type 2 NPI).
The Site Admin is responsible for ensuring appropriate access to the site's provider
and patient data and for managing the accounts of affiliated users.

Navigating to the Admin workspace »

From anywhere in the portal, select Admin in the navigation bar across the top of
the screen or select My Groups on the portal home screen.
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If you're not seeing these options, you're not designated as a Site
Administrator. Find your group'’s assigned Site Admin(s) by clicking My
Site Administrators in the Quick Links box on the portal home page. To
request Site Admin status for yourself, call our Tech Support team at
800.942.4765, option 5, then option 1.

Managing affiliated accounts

In the My Groups tab, you can see a list of all portal users affiliated to your site, as
well as their login ID, email and last time of login. You may also change the user’s
password or deactivate their account using the buttons on the end.
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By clicking on the user’'s name, you can enter their email address, address and
phone number. You can also change their email notification and portal In Basket
notification preferences.

Reviewing account requests and
requesting new affiliated accounts

In the Account Requests tab you can see all open account requests. (New account
requests for your site will automatically go to you for approval.) Approve or deny
these requests by double-clicking the request and selecting either Approve or Deny.

You can also create a new affiliated user account here by clicking the Request New
Account button and following the prompts. Once you've submitted the account
request, the user on whose behalf you requested the account will be sent an email
initiating identity verification.
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Name Status Request Date Email Phone Submitted By
ICuIIsﬂnr Test Pending 128024 test@badgerclinic com Epiccare Link, Site Adminisiratar

Kigveland. Rufus Pending 7130125 sudrina contreras@corswellhealt .. 616-464-9179 Epiccare Link. Site Administrator
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