e EpicCare Link

Site Administrator Training



 Site Administrators will be required to do
a Site Verification every 6 months on
June 15t and December 15t

* This ensures that all active users are still
current at your site.

Perform

e * If the site verification is not completed,
Slte the site will lose access to WellSpan
Care Link.

([ ([ ([
‘ 7 erlfl C athn  Sites may have up to three site
administrators and must have at least
one active site administrator at all times.

* These next steps will walk you through
performing a Site Verification.
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* Click Verify Now

Site verification is due. Please verify the lists of users, providers, and facilities are accurate.

Verfy Later
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* If a user is no longer
working at your site -click
No
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= Site Verification

BADGER SOUTH - PATIENT A~
Activa RITIE Laiggin 10 Pravidar Emiail wat Lagin
Mo Adanis, Randy (Mo Access) a5
E Mo Brice, Delmar [No Acoess) h{-H]
m Mo Bull, Pat [Me Acoess) Yes
ves BT George, Mary 243 Ma mgearged@badgermad org
m @ Knight, Patty 554321 Na 107872020 1218 PM
Mo Twaiin, Nina HTWAIN Yes 12/16/2016 1:45 PM
vas ™ Vue, iae 201238 Mo
vos 109 Wirangler, Rae 201239 Ma
Facllfties
Werified Facilily Nams Phane Fux Address
w
[y Fiadnar Minlnhhaskansd Anmans  SA6 SEE 1190 P AR e Anbin LB L D & T

Acknowledgement
| hereby acknowledge, atfirm, and agree thal the user, provider, and tacility infor mation stated here is tue, corect, and complets to the best of my knowledge and beliel and is furnished in good faith.

" Acknowladgs & verify
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My Groups My Facilities Account Requests Site Verification

% Site Verification

« Enter a comment to 3 No Adonis, Randy (No Access)
document your reason for
marking the user as no
longer active

(Mo Access)

No Bull, Pat (No Access)
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My Groups My Faci Account Requests

g g g KA =
% Site Verification R — I 7
No Adonis, Randy (No Access) Yes A
) |
Brice, Delmar (No Access) Yes
moved ~
(v
Tl No Bull, Pat (No Access) Yes

L]
» Click Acknowledge & — -
L]
Ve rlfy cl no| @ Knight, Patty 654321 No 10/8/202012:18 PM

ACEN No Twain, Nina NTWAIN Yes 12/16/2016 1:45 PM
Yes [l Vue, Rae 201238 No
Y No Wrangler, Rae 201239 No

Facilities

Verified Facility Name Phone Fax Address

Badger Neighborhood Communit.. 608-555-1111 3040 Wingra drive Madiso . # Edit

Acknowledgement

| hereby acknowledge, affirm, and agree that the user, provider, and facility information stated here is true, correct, and complete to the best of my knowledge and and is furnished in good faith.
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My Groups My Facilities Account Requests

% My Groups c @
L] L] L L
* The verification is :
Name Login ID Provider Email Last Login

I t d th f (No Access) Yes -
CO' I l p e e y a n e O rl I Ie r Bull, Pat (Mo Access) Yes -
I - I I I George, Mary 243 No mgeorge@badgermed.org | =

el I I p Oyee WI no Onger Knight, Patty 654321 No 10/8/2020 12:18 PM ¥
b I H t d @ Twain, Nina NTWAIN Yes 12/16/2016 1:45 PM R =
e I S e Vue, Rae 201238 No ] -
‘Wrangler, Rae 201239 No ¥ -
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My Groups My Facilities Account Requests

% My Groups il @
Name * Login ID Provider Email Last Login
(No Access) Yes -
Bull, Pat (No Access) Yes -
George, Mary 243 No mgeorge@badgermed.org L] -
Knight, Patty 654321 No 10/8/2020 12:18 PM ¥
aTwain, Nina NTWAIN Yes 12/16/2016 1:45 PM ﬁ- R -
Vue, Rae 201238 No L] =
« Should you need to

Wrangler, Rae 201239 No L] -

deactivat t

L] L] L]
time - click the red minus
icon, from the My Groups
, y Group
Logged in as: KNIGHT, PATTY Heaithy Planete Link, EpicCars@ Link, and Tapestry® Link ficensad from Epic Systems Corporation, ® 1979-2020 Epic Systems Corporation.
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M an age  Site Administrators are responsible for

completing the following administrative
U functions for their users:

Ser » Reset passwords
* Reset multi-factor authentication method

Accounts + Remove blocks for failed logins
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Reset Passwords
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Carelink W BE €®. by = “h L | % = 8 =

Home InBasket Patientlist ReferralSearch Schedules Catalog Patient | Admin Menu  Happy Together Link Log Out

K
e
(]

Welcome to WellSpan Care Link

e Y q b
WELLSPAN" Care Link % re EI.

—
HEALTH Select Patient Open Chart Review Place Order Happy Together Link

Happy Together Link

H - Access all of your Link accounts from one place without entering your login information again.
» Click Admin tab
IC N ta

Let's get you connected.

Begin Connecting Your Accounts

[ Unread Messages % Quick Links

No new messages Happy Together Link
Care Link Quick Start Guide
Care Link Event Notifications
Care Link Orders
Care Link Referrals
Care Link Post Acute Facility Quick Start Guide
Care Link Payer Quick Start Guide
Tapestry Link Quick Start Guide
Tapestry Link Claim Entry
Tapestry Link Claim Correction
Manage My Clinic
Care Link FAQs
Viewing ACP Documents in EpicCare Link
Extra Security Instructions
Post Acute Handoff

B LSS S
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Care Link 'ﬁ ] ‘lll I% E ..'lll l ¢ — {i) ,E:?:B

Home InBasket PatientList Referral Search Schedules Catalog Patient Admin Menu HappyTogeﬂlerljnk Log Out

My Groups Account Requests

% My Groups 10
(1) Set Initial Password
Set the initial password for these users and let them know they can log in with their User |D and initial password
The first time a user logs in they will be required to set their own password
*  Link, Taylor
(D There are too many names to show all of them. Click a letter to filter by name.
All Groups BCDEFGHIJKLMHOF‘(.'RSTUVWJ{VZ
N . Name * Login ID Provider Email Enrolled In 2FA Last Login
* Click the key icon to send . g
No No 7/23/2019 3:53 PM =
Yes No =
user a temporary . = :
No No =
aSSWO rd No No 117/2018 10:52 AM =
No No 7/23/2019 4:.07 PM -
Yes No —
No No SRR -
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them. Click a letter to filter by name.

] BCDEFGHI

Provider Email Enrolled In 2FA Last Logi
Yes Mo
Mo 71237201
Yes Change Password for APPLEBY, LEANNE
° Complete the flelds and :D ‘You cannot enter a blank password. D
L] D
CIle Acce pt = Last password change: 7/16/19 prr—
Mew Password Verify New Password
Mo | ) 1) 71237201

Yes

MNo Passwaord for EPICCARE LINK, SITE ADMINIS...
(!

Accept Cancel
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Change Password =]

* When logging in- the user oo,
will receive prompt to A
create a password of their
own
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Reset Multi-Factor
Authentication Method

HHHHHHHHHHHHHHHHHHHHH



Carelink W BE €®. by = “h L | % = 8 =

Home InBasket Patientlist ReferralSearch Schedules Catalog Patient | Admin Menu  Happy Together Link Log Out

K
e
(]

Welcome to WellSpan Care Link

e Y q b
WELLSPAN" Care Link % re EI.

—
HEALTH Select Patient Open Chart Review Place Order Happy Together Link

Happy Together Link

H - Access all of your Link accounts from one place without entering your login information again.
» Click Admin tab
IC N ta

Let's get you connected.

Begin Connecting Your Accounts

[ Unread Messages % Quick Links

No new messages Happy Together Link
Care Link Quick Start Guide
Care Link Event Notifications
Care Link Orders
Care Link Referrals
Care Link Post Acute Facility Quick Start Guide
Care Link Payer Quick Start Guide
Tapestry Link Quick Start Guide
Tapestry Link Claim Entry
Tapestry Link Claim Correction
Manage My Clinic
Care Link FAQs
Viewing ACP Documents in EpicCare Link
Extra Security Instructions
Post Acute Handoff

B LSS S
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)
Happy Tna_eﬂler Link

* Click the Two-factor
authentication button

U VWXY 7 Clear

DEFGHI JKLMNOPQRS

*FA Last Login -~
7125/2019 11:16 AM —
5126/2022 8:29 AM -
M InaE
4/16/2024 4:52 PM ¥ -
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Two-Factor Authentication Settings for b 4

@ You are about to reset Brenner, Corinne's two-factor authentication
seftings.

e Click Reset Is user enrolled?

Yes

Method:
SMS

Phone:

¥xx-xxx-0821

¥oy Reset| ¥ Cancel
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My Groups Account Requests

* You will see a pop-up that
you successfully reset B
two-factor authentication @ set Initial Password -

Set the initial password for these users and let them know they can log in with tk You have successfully reset two-factor
The first time a user logs in they will be required to set their own password. O

. Link, Taylor

“« My Groups

authentication for ™
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Remove Blocks for
Failed Logins
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Carelink W BE €®. by = “h L | % = 8 =

Home InBasket Patientlist ReferralSearch Schedules Catalog Patient | Admin Menu  Happy Together Link Log Out
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e
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Welcome to WellSpan Care Link

e Y q b
WELLSPAN" Care Link % re EI.

—
HEALTH Select Patient Open Chart Review Place Order Happy Together Link

Happy Together Link

H - Access all of your Link accounts from one place without entering your login information again.
» Click Admin tab
IC N ta

Let's get you connected.

Begin Connecting Your Accounts

[ Unread Messages % Quick Links

No new messages Happy Together Link
Care Link Quick Start Guide
Care Link Event Notifications
Care Link Orders
Care Link Referrals
Care Link Post Acute Facility Quick Start Guide
Care Link Payer Quick Start Guide
Tapestry Link Quick Start Guide
Tapestry Link Claim Entry
Tapestry Link Claim Correction
Manage My Clinic
Care Link FAQs
Viewing ACP Documents in EpicCare Link
Extra Security Instructions
Post Acute Handoff

B LSS S
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CareLink 1M B f{ ]} By = b B B ° = 65 G =%

Home InBasket PatientList Referral Search Schedules Catalog Patient Admin Menu HappyTuEemerUnk Log Out

My Groups Account Requests

% My Groups 10
(D Set Initial Password
Setthe | password for these users and let them know they can log in with their User ID and initial password
The first time a user logs in they will be required to set their own password
= Link. Taylor
(@ There are too many names to show all of them. Click a letter to filter by name.
All Groups BCDEFGH\JKLM\OPGRSTUVW}:YZ
Name - Login ID Provider Email Enrolled In 2FA Last Login
" "
* Click unlock icon . =
No No 712312019 3:53 PM ™ 7 —
Yes No =
No No 7231201917 v =
No No - | T -
Na No 1/17/2018 10:52 AM - T -
No No 712312019 4:07 PM T ¥ -
Yes No —
No No R -
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and let them know they can log in with their User ID and initial password.
2 required to set their own password.

aw all of them. Click a letter to filter by name.

- HBCDEFGHIJKLMNOPi

Jin 1D Provider Email Enrolled In 2FA Last Login
o — Yes No
- Mo No 712372019 3:53 PM
. - -
» Click Unblock
IC n OC - Unblock 723712019 12:51 PM
— @ Login block reasen: Inactive for too many days
S Do you want to unblock o a? 11712018 10:52 AM
o —— 712372019 4:07 PM
-
————
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Care Link ﬁ n -’1‘ I% D ‘.'||| z ﬁ E (i}

Home InBasket PatientList Referral Search Schedules Catalog Patient Admin Menu HappyToaeiheru‘nk

My Groups Account Requests

% My Groups P 7
(1) Set Initial Password
Set the initial password for thess users and lst them know they can login with tt_ yoy have successfully unblocked #
The first time a user logs in they will be required to set their own password (]
= Link, Taylor
(@ There are too many names to show all of them. Click a letter to filter by name.
All Groups BCDEFGHIJKLM‘\OP&RSTUVWXYZ
Name - Login ID Provider Email Enrolled In 2FA Last Login
[
* You will see a pop-up that . B
No No 7/23/2019 3:53 PM s ¥ -
Yes No =
you successfully - . R
to o P
unblocked the account . - i o TR
No No 7/23/2019 4:07 PM (L R -
Yes No —
a No No R -

« Unlock icon also goes
away

'WELLSPAN"®
HEALTH © WellSpan Health



HHHHHH

Submit a

New User
Request

These next steps will walk you through
how to create an account for a new user



Carelink W BE €®. by = “h L | % = 8 =

Home InBasket Patientlist ReferralSearch Schedules Catalog Patient | Admin Menu  Happy Together Link Log Out

K
e
(]

Welcome to WellSpan Care Link

e Y q b
WELLSPAN" Care Link % re EI.

—
HEALTH Select Patient Open Chart Review Place Order Happy Together Link

Happy Together Link

H - Access all of your Link accounts from one place without entering your login information again.
» Click Admin tab
IC N ta

Let's get you connected.

Begin Connecting Your Accounts

[ Unread Messages % Quick Links

No new messages Happy Together Link
Care Link Quick Start Guide
Care Link Event Notifications
Care Link Orders
Care Link Referrals
Care Link Post Acute Facility Quick Start Guide
Care Link Payer Quick Start Guide
Tapestry Link Quick Start Guide
Tapestry Link Claim Entry
Tapestry Link Claim Correction
Manage My Clinic
Care Link FAQs
Viewing ACP Documents in EpicCare Link
Extra Security Instructions
Post Acute Handoff

B LSS S
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Corelink W BE o b = ““« 2 ¥ () (C4 [Epic)

Home InBasket PatientList Referral Search Schedules Catalog Patient Admin HappyToEeﬂmru‘nk Log Out

My Groups Account Requests

K2
b
(]

“ My Groups

(D) Set Initial Password
Set the initial password for these users and let them know they can log in with their User |D and initial password
The first time a user logs in they will be required to set their own password
s Link, Taylor

(@ There are too many names to show all of them. Click a letter to filter by name.

All Groups BCDEFGH\JKLM‘\OPE.‘RSTUVWXYZ

Name Login ID Provider Email Enrolled In 2FA Last Login

* Click Account Requests - : PEE
tab " " — -

el

]
No No [N ] -
No No 1/17/2018 10:52 AM S ¥ =
No No 712312019 407 PM =" -
Yes Na =
No No " -
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Care Link /ﬂ\ 1!" % m ..'I" 1 *' Ci} G’ @fa

Home InBasket Patientlist Referral Search Schedules Catalog Patient Admin HappyTngeﬂleru‘nk Log Out

My Groups Account Requests

% Account Requests R 7]

Name Status - Request Date Email Phone Reference # -
Pending 8131122 tpatmo02@wellspan_org 28359
Pending 314724 tpatmore2@wellspan.org 58256
Record Generation Completed 912122 tpatmore2@wellspan.org 28463
x Record Generation Completed 117/23 tpatmore2@wellspan.org 34293
[ ] C I I C k Re q u eSt N eW Record Generation Completed 1/18/23 tpatmore2@wellspan.org 28465
Record Generation Completed 1/15/24 tpatmore2@wellspan.org 52035

-

I \ CCO u n t Record Generation Completed 1017124 tpatmore2@wellspan.org 52371
‘C|laeE

Requested RE LINK, SITE ADMINISTRATOR [LINKSITEADMIN]

New Account Request

Reference #: 28359

m Site Information

Link,TESTPOC
Site type: Birthing Center
Phone: 3

& User/Provider Information

Clinical Staff

TEST,LINK (Site administrator) = Pending
User |D: (Unspecified) E-mail: -

WELLSPAN*
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« The New Account
Request screen opens

* Click appropriate link for
user account being
requested

‘WELLSPAN"®
HEALTH

Care Link

A = @ el

B o £

Home InBasket PatientList Referral Search Schedules Catalog Patient Admin

My Groups Account Requests

% New Account Request

Request a new site

Choose a type of site to create:

Site
A new site to represent your workplace

Add a user to an existing site

Choose a type of user to create:

Provider
| Request access for a new provider

| Clinical Staff
Request access for a new clinical staff member. This should be used for clinical office staff. Do not use for
| SNFs, select Post Discharge Care Clinician.

Clinical Staff-View Only
Request access for a new clinical view-only user. This user type should be selected for a user that needs to
view clinical information only. This user can not place orders.

Plan Link Affiliate
Request access for a new PlanLink only user

Post Discharge Care Clinician
Request access for a new post discharge care clinician.This should be used for skilled nursing facility users.

| Study Monitor
Request access for a new research study monitor

| Release of Information User
Request access for a new release of informaticn user. This user type can only access ROI PDF files.

(3 CN-)

Happy Togeﬂ'ler Link Log Qut

X Cancel

© WellSpan Health



A = @9 by B o £ ()

Home InBasket PatientList ReferralSearch Schedules Catalog Patient Admin HappyTDEeﬂ’lerUnk

My Groups Account Requests

% New Account Request = Clinical Staff (7]

User Information

@ First name:

4. Middle name:

@ Last name:

@ work email:

Site Information
@ User group:

» Complete required fields

@ Work phone:

<

User Address: Address: ‘
City (or ZIP): | |
State: | v| zIP: |

County: | v|
Country: | v|

Associated Providers: List the providers this user works with

i, Provider name: | Add
Quest Behavioral Health Tapestry Link Access
@ Are you requesting access to Tapestry Link for purposes affiliated with Quest | v | | No |

Behavioral Health?

Other

Comments:

Logged in as: EPFICCARE LINK, SITE ADMINISTRATOR EpicCare® Link and Tapestry = Link licensed from Epic Systems Corporation, € 1979-2023 Epic Systems Corporation.  POIC

WELLSPAN*
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Other

Comments:

* When all fields have been
completed - click Submit Site Administrator

Req u eSt & site administrator is the person responsible for maintaining a site’s records. These responsibilities include verifying that
user accounts are current, deactivating the accounts of users who are no longer active at the site, and submitting
reguests to activate new user accounts, Every site must have at least one administrator,

[ make this user a site administrator

«" Submit Request X Cancel

EpicCare= Link and Tapestry2 Link licensed from Epic Systems

WELLSPAN"®
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Care Link ﬁ ] -!l I% E '.'Ill 1 #. = ‘:i} &

Home InBasket PatientList Referral Search Schedules Catalog Patient Admin Menu HappyToEeiheru‘nk Log Out

My Groups Account Requests

o
®

“ New Account Request = Confirmation
Reference #: 64440
Thank you for submitting your account request!

Please print this page as your account request confirmation. It can take up to 10 business days for our administrators to review your information. We may contact you if we have additional questions. In
the event that you still have not heard from us, the site administrator may message us at the email listed below and include your reference number in the email.

What To Do Next?
1. Once the account is approved the new user will receive an email and the site administrator will see a message in WellSpan Care Link that the account was created.
2. The site administrator will need to set the initial temporary password for the new user.
3. The site administrator will provide the new user with their username and temporary password.

L] L]
» At the confirmation screen e .
If you have questions, you can email wellspancarelink@wellspan.org or call the WellSpan Service Desk at 717-851-5555.
[ Quest Behavioral Health Tapestry Link users: please email questions to
CI I C k O K questtaplink@questbh.com
-

Sincerely,

WellSpan Care Link Team

'WELLSPAN"®
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Happy Together Link  Log Out

careLink 1 BA ]}
Home InBasket PatientList Referral Search Schedules Catalog Patient Admin

(ASels Account Requests

K
b4
®

“ Account Requests

Request New Accou

Name Status Request Date Email Phone Reference # -~
[ Pending 831122 28359
: Pending 3114724 56256
* € request Now nas rFendaing status | )
Record Generation Completed  9/2/22 28463
Record Generation Completed  1/17/23 34293
28465

Record Generation Completed  1/18/23

- After the administrator at WellSpan LoommmaE
approves the request and creates the

#fl Site Information

new account - the Pending status will
change to Record Generation

Clinical Staff
TEST.LINK (Site administrator) & Pending

CO I I l p I eted User ID: (Unspecified) €-mail: tpatmo02@wellspan.org

52035

EPICCARE LINK, SITE ADMINISTRATOR [LINKSITEADMIN]

'WELLSPAN"®
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 When a new account is
created for a user, the
user will receive an emaiil
indicating their account
set up is complete.

* The user should contact
their site admin to obtain
their username and
temporary password.

M

‘WELLSPAN"®
HEALTH

An account has been created for you to access WellSpan Care Link

Contact your site administrator to complete your login setup.

Need help? Contact the service desk by calling 717-851-5555.

If you are a Quest Behavioral Health Tapestry Link user, please emall questions to

questtaplink @questbh.com

© WellSpan Health



Your
EpicCare Link —
Site
Administrator
training is
complete

HHHHHH
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