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Accessing your organizations User List 
Click on [User Security] from the [DOING BUSINESS WITH WELLMARK] section. This will take you to the User List page. 

This page you can add a new user, modify an existing user, or access the Maintenance Guide. 

The list of users include user names, Ids, email addresses, roles that have been assigned and the status of the user.  
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Add New User: 
• Click on [ADD NEW USER] from User List page. 

• Fill out all required fields pertaining to new user  

o A red banner will display at top “PLEASE CORRECT THE FOLLOWING ERROR(S): {step missed} if any 

required field not filled in. 

• Click [CONTINUE] to go to next step 

• Click [CANCEL] to remove new user and go back to User List page. 
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Add New User – Step 2: Select User Roles 
A DSC can choose what roles a user should have.  Can select one to many roles. 

• Click [CONTINUE] to go to next step 

• Click [CANCEL] to remove new user and go back to User List page. 
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Add New User - Final Step: Review and Submit page: 
The DSC’s final step is to review what they have entered then: 

• Click [SUBMIT] to save. 

• Click [CANCEL] to remove new user and go back to User List page. 
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Add New User – Confirmation Message. 
After clicking [SUBMIT] on previous page, then user will receive the confirmation message below. 

Clicking [DONE] will close the modal and take user back to the User List page. 
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View New User list page: 
User will see New User added on list page in a “Pending” status. It will remain in a Pending status until new user 

completes their registration. 
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Example email new user receives: 
After a DSC sets up a new user, then the user will receive the following email. 
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New User Registration Page: 
When new user clicks on “complete your registration” from the email, they will be directed to the page below. 

User will fill out information and click [CONTINUE]. 
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EDIT User  
Click on name from list to edit user. 

 

 

View and Options from this page: 

• Edit User Information 

• Edit User Roles 

• Reset Password 

• Deactivate Account 
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Clicking on [EDIT] It will start with User Information (below is example of screen flow) 

• Click [CONTINUE] to go to next page which is the User Roles 

• Click [CANCEL] to return to list page and no changes made 
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Final page to see changes made 
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Click [SUBMIT] to save changes. 

 

[Success] message will display after [SUBMIT] 
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Manage Provider Access 
 

If DSC wants to [MANAGE PROVIDER ACCESS] they will see this modal window with 2 options. 

• Click [SAVE] to save the changes 

• Click [CANCEL] to discard and go back to list page. 
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RESET PASSWORD 
**NEW functionality as of 2024**  

If a user needs to have password reset, Click [RESET PASSWORD] 

A modal window will display. 

• Click [CONFIRM] to have email sent 

• Click [CANCEL] to back out to User Profile page. 
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After clicking [CONFIRM] will get this confirmation message: 

Click [DONE] to close the window and go back to User Profile page. 
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Viewing additional Roles 
In the [Roles] column when you see the user has more roles then what is showing, you can click on the “+” and it will 

display a pop up with all of the roles the individual has. 
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Pending User 
 

If a user is “pending”, DSC can click on user and would be able to: 

• RESEND INVITE (see below for images) 

• DELETE INVITE (see below for images) 
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Clicking [RESENT INVITE] following message will display: 
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Clicking [CONFIRM] will display another message confirming email invitation for registration was resent to. 
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If you want to [DELETE INVITE] you will receive this confirmation message: 

 

Clicking [CONFIRM] will display another message that confirms it has been deleted. 

 

 


