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Job Aid 

EpicCare Link – On-Line New User Requests 
 

This job aid describes the process of requesting new users for EpicCare Link access. 

 Audience 

This job aid is designed for: 

 EpicCare Link Site Administrators 

 Try It Out 

1. Log into EpicCare Link 
- Click on My Groups 
- Click on Account Requests 
- Click on Request New 

Account 

You can also access this by 

clicking on  

 

 

 

2. The Account Requests Tab 
lists all account requests with 
status and reference #.  

 

3. Request New Account 
- Select request for user 

based on specific job type 
within your company 
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4. Complete All requirements 

marked with an and submit 
request. 

 
 
 

5. The Site Administer will 
receive a New Account 
Request Confirmation in their 
In Basket. 

 

6. On the Account Requests Tab, 
the Site Administrator can 
view details of a specific 
request. 
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7. After UC Health processes the 
new user request, you will see 
a notification labeled “Record 
Generation Completed.” This 
message will be available in 
your In Basket > My Messages 
> New Account Request 
folder.  

 

8. After you have notified your 
employee of their user 
information, you can select the 
In Basket message and “Done” 
to remove it from your In 
Basket. 

9. If a new user request cannot be 
processed, you will receive an 
In Basket message with the 
issue that needs to be resolved 
by you before further 
processing can occur.  

 

 

 
 

 
 

If you have any questions on this process, please call the Help Desk at 513-585-6972. 

 
 


