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Site Administrators are responsible for maintaining their practices ECU Health CareLink account to 
ensure all users who have access are still with their group.  It is best practice to have two Site 
Administrators per site.   
 
 

 

Site Verification  
Site Administrators are required to log into their CareLink account once every 90 days to complete a Site 
Verification.  An auto generated email is sent to Site Administrators when the Site Verification is due and 
it must be completed within 10-days.  If the Site Verification is not completed within the 10-day window, 
all user access will be suspended until completed.   

1. The auto generated email will to inform Site Administrators that a Site Verification is needed. 
 

 
 

2. When logging into CareLink when Site Verification is due, the Site Administrator will be prompted 
with the following message and should select Verify Now. 
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3. During the verification process, one of the two Site Administrators is responsible for verifying all 
users linked to the site to ensure those who have access are still with the clinic.   

a. To do this, the Site Administrator will select Yes or No in the Active Column by each user’s 
name.   

b. Once all users are reviewed, select Acknowledge & Verify. 

 

Account Resets & Deactivation  
Site Administrators can reset a user’s password, two-factor authentication setting, update email address, 
and unblock or deactivate a user all from one screen.   
 

1. To update any of this information, the Site Administrator will need to select the Admin icon from 
the homepage.  
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2. It should land on the My Groups tab where all users are listed. 
 

 
 
 
 

3. Find the user’s name and on the far right, there will be three icons listed.   
a. For password resets, select the Key button. 

 
 
 
 
 
 
 
 
 
 
 
 

b. For two-factor authentication resets, select the Key & Arrow button.  The user will receive 
an email notification that the two-factor authentication was reset and upon logging in, they 
will be prompted to re-enroll and select which method they wish to use. 
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c. To deactivate a user, select the Minus button. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

d. If a user has a lock in front of their name, they will also have an unlock symbol on the far 
right.  To unblock their account, select the Unlock button. 

 
 
 
 
 
 
 
 

 

 
 
 
e. To change a user’s email address, select their name in the My Group list. 
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New Account Requests  
Site Administrators are required to requests new accounts to team members and providers.  Account 
requests requested by anyone other than the Site Administrator will be rejected. 
 

1. Select the Account Requests tab and then Request New Account. 
 

 

 
 

2. Select the appropriate type of user account. 
 
 

 
 

 

NOTE: For users who need to submit referrals or radiology orders, please request Clinical Staff access.   
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3. Complete all required fields.   
a. For providers who do not need access but need to be linked to the site, please select the 

box under Basic Information. 
 

 
 
 

b. If a new user needs to have Site Administartor access, select the box at the end of the form 
prior to submitting. 
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4. Once account request has been submitted, a confirmation page will appear and the request will 
also be listed in the Account Requests section. 
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5. Once the account request has been processed, the Site Administrator that requested the account 
will receive the log in information via a Broadcast Message in CareLink. 
 

 
 

6. The site administrator can click on the blue hyperlink or “Go to Messages” button to be taken to 
the in-basket message.  

a. Within the message, select the blue hyperlink in the message “Set Temporary Password” 
to set-up the password for the new user.  
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7. Enter a temporary password and verify new password. Then enter your password and select 
Accept.  

 
 

8. Once the temporary password has been set, the Site Administrator must inform the user of their 
username and temporary password.  

 

 
 

9. When the user logs in for the first time, they will be prompted to create a new password.  
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New Account Request Email Notification  
To receive a notification email when a New Account Request has been completed, your Notification 
Preferences within the Setting section must be updated.  
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NOTE: For issues related to CareLink, contact the HelpDesk at 252-847-5111 or the Physician Outreach 
team at physicianoutreach@ecuhealth.org.  
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