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CareLink- Requesting New Site Creation/Adding Staff
Purpose:
This tip sheet provides step-by-step instructions for requesting LifeChart (Epic) CareLink access to create a new 
external site or add site administrators and staff to an existing CareLink site using the CareLink request portal.

Department/Specialty and Audience:
LifeChart (Epic) CareLink; intended for external providers, clinical staff, and non-clinical staff who are 
requesting new CareLink site creation or additional user access for their practice.

***It is recommended that you submit the request for site and site administrators first and after approval 
submit a second request for additional staff- If the initial request has errors and is denied then all 
information will need to be resubmitted. ***

Please note that if there is no current site administrator for your current CareLink site, please skip to the next 
section labeled “New Site Administrator for an Existing Practice.”

Try it out
1. Go to CareLink | Brown University Health. Fill out and submit the web form to request via the CareLink 

Portal link. *If this step is skipped, the request will be denied*.
2. After submitting web form, the user will be redirected to the CareLink homepage.
3. Click Request New Account. 

4. Choose “Request a new site.”

https://www.lifespan.org/lifespanlink
https://www.lifespan.org/lifespanlink-request
https://www.lifespan.org/lifespanlink-request
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5. Complete all requested information. (you will need the site NPI for this request). 

6. Click Next. You will need to add at least one site adminstrator.  A site administrator can be a provider, 
clinical or non-clinical staff member.  Choose the appropriate link.

7. Complete form in its entirety.

a. Click Here to download and print Site Administrator Attestation form.
b. Download, print, fill out, sign, scan and attach the form using ‘Add Files’
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Note: Electronic signatures are not accepted, your request will be denied if any 
documentation is uploaded with an e-signature

8. Check the box to show they are the Site Administrator. IMPORTANT 

9. Accept.

You will be launched into the Add User workflow. ***It is recommended that you submit the request for site 
and site administrators first and after approval submit a second request for additional staff- If the initial 
request has errors and is denied then all information will need to be resubmitted. ***

10. Each user will be added individually. You will need providers - NPI and License # to complete form. 
Accept.

a. Provider form

b. Clinical Staff/Non-Clinician form:
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11. Click Accept. Submit Request.

12. Once your request is processed and completed, CareLink team will notify you via email when the 
site/account(s) are created – along with temporary login credentials.





Accessibility Report





		Filename: 

		CareLink-New-User-and-Site-Request-External-Users-BUH-optimized.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 2



		Passed manually: 0



		Failed manually: 0



		Skipped: 2



		Passed: 28



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Needs manual check		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Needs manual check		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Skipped		Appropriate nesting










Back to Top



