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Information Needed to Register: 
 
Physicians, Nurse Practitioners, Physician Assistants, and other Mid-level 
Practitioners: 

• NPI # 
• DEA # 
• DEA Expiration Date 
• State License 
• State License Expiration Date 
• Billing TIN #s 

 
 
Clinical Staff and/or Administrative Staff who do not have their own NPI #: 

• All NPI #s for facilities, and providers for which you are associated with 
• Billing TIN #s 
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How to Begin Registration: 
 
Prior to 10/1/2008, go to: http://www.sharedhealth.org 
 
Note:  Beginning 10/1/2008, you may go to: http://www.sharedhealth.com 
 
 
Step 1:  Click the Register link. 
 
 
 

 
 
 

Step 1:  Click 

Register link. 

http://www.sharedhealth.org/
http://www.sharedhealth.com/
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Step 2:  Click the Clinical User Registration link. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2:  Click the Clinical 
User Registration link. 
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Clinical User Registration: 
 
 
Step 1:  Click the Start Registration button. 
 

  

Step 1:  Click Start 
Registration button. 
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Scenario 1:  Prescribing Clinician is registering 
 
 
Step 1:  Click the radio button for the Treating Clinician 
 
Step 2:  Enter the NPI #.   
 
Note:  If the Clinician does not know their NPI #, they may click the Search for Your 
NPI button.  
 
Step 3:  Click the Search button. 
 
 

 
 

Step 1:  
Click 
Treating 
Clinicians 
radio 
button. 

Step 2:  Enter NPI #. 

Step 3:  Click Next 

button. 

Search for Your NPI #. 
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The Clinician information is pre-populated on the top portion of the Account Creation 
Form.  
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The middle section of the Account Creation Form has several areas that will need to 
be completed, such as:  

• Billing TIN # - Click (+) Add More link to add additional Billing TIN #s 
• Email Address 
• Date of Birth 
• SSN (Optional Field) 
• Choose if Prescribing or Non-Prescribing Clinician 
• State License Exp. Date 
• DEA # 
• DEA Extension (if applicable) 
• DEA Schedules 
• DEA Exp. Date 
• User ID 
• Password 

 
Note:  The asterisk (*) indicates a required field. 
 

 
 

Complete form. 
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Step 1:  Choose Security Question and Answer. 
 
Step 2:  Choose Secret Word. 
 
Step 3:  Click the Select Next button. 
 
Note:  The token question is the question that will allow you to reset your password 
yourself. The secret word is something you would provide the Tier One Support area 
if you needed for your password to be reset. 
 

 
 
 
 
 
 
 

Step 3:  Click Select 

Next button. 

Step 1:  Choose a 
Token Question 

and Answer. 

Step 2:  Select the 
secret word. 
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The next screen is the User Agreement. 
 
Step 4:  Click the I have read and accept button to proceed. 
 

 
 

 
 

Step 4:  Click I 
have read and 

accept button. 
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The NPI Association screen is where the User will enter all NPI #s they are 
associated with.  They should enter all NPI #s for all facilities and clinicians with 
whom they directly work, including their own NPI #.   
 
 
 

 
 

Enter additional NPI #s. 

Click the Finished 

button. 

Click on Enter NPI 
Associations button.  
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Entity Authority Selection: 
 
Clicking the NONE link underneath Entity Authority will generate the EA Profile  
pop-up box as shown below. 
 
 

 
 
What is an Entity Authority? 
An Entity Authority is the person within a facility, practice, or office that is designated 
to provide oversight and has authority over the implementation of the Shared Health 
Clinical Health Record®.  This person is typically someone who is an owner, partner, 
shareholder, etc., or does one of the following on behalf of the facility, practices, 
office, etc.: signs legal documents, signs checks, makes hiring decisions, etc.  The 
Entity Authority is responsible for monitoring all Shared Health® user activity within 
their facility, practice, or office, approving user access requests and assigning role 
based permissions.  The Entity Authority will receive all communications from 
Shared Health concerning the facilities, practices, or office’s use of the application.   
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The Prescribing Clinician registration is complete.   
 
You will need to contact Shared Health to have your User Role authenticated and 
upgraded.  Please call Tier One Support at (888) 283-6691 or your local Clinical 
Health Team Lead. 
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Scenario 2:  Clinical Staff and/or Administrative Staff register 
 
Note:  Clinical Staff who do not have their own NPI # and all Administrative Staff fall 
under this scenario.  
 
Step 1:  Click the Clinical and Administrative Staff radio button. 
 
Step 2:  Click the Next button. 
 
 

 
 

Step 2:  Click the 

Next button. 

Step 1:  Click the 
Clinical and 
Administrative Staff 
radio button. 
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Step 3:  Enter User Information on the Account Information Form.   
 
Note:  The asterisk (*) indicates a required field. 
 
Required fields are as follows: 

 First and Last Name 

 Gender 

 Practice Address 

 Practice City, State, and ZIP Code 

 Office Phone # 

 Office Fax  # 

 Billing Tax # - Click the (+) Add More link to add additional TIN #s 

 Valid Email Address 
 

 
 
 
 
 
 

Step 3: Enter 

Individual Information. 
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The lower section of the Account Information Form is shown below.  
 
Additional required fields are: 

 Verify Email Address 

 Date of Birth 

 Create User ID 

 Select Password 

 Verify Password 

 Choose Token Question  

 Choose Token Answer 

 Verify Token Answer 
 
Step 4:  Click the Select Next button. 
 

 
  

Step 4:  Click the Select Next 

button. 
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Upper section of User Agreement:  
 

 
 
 
Lower section of User Agreement:  
 
Step 5:  Click I have read and accept button. 
 

 

Step 5:  Click I have read 

and accept button. 
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The NPI Association screen launches:   
 
Step 6:  Enter NPI #. 
 
Step 7:  Click the Enter NPI Associations button. 
 
Note:  Continue adding all NPI #s with which you are associated by continuing to 
click the Enter NPI Associations button. 
 
Step 8: Click the Finished button. 
 

 
 
 

Step 7:  Click the Enter 

NPI Associations button. Step 6:  Enter NPI #. 

Step 8:  Click the 

Finished button. 
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The Clinical Staff and/or Administration Staff registration is complete; however, you 
will need to contact our Tier One Support at (888) 283-6691 and request the 
appropriate user role. 
 
Note:  You will not have access to the Clinical Health Record until the Entity 
Authority has approved access. 
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Scenario 3:  Entity Authority is registered 
 
Step 1:  Click the Entity Authority Administration Menu link. 
 
 
 
 

 
 

Step 1:  Click the Entity 
Authority Administration 

Menu link. 
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Step 2:  Click the Steps 1 to 3: Entity Authority Request link. 
 

 
 

Step 2:  Click the Steps 1 
to 3: Entity Authority 

Request link. 
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Step 3:  Check the Make Me EA checkbox. 
 
Step 4:  Click the Next button. 
 
 

 
 
 
  

Step 3:  Check Make Me 
EA checkbox. 

Step 4:  Click the 
Next button. 
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Step 5:  Click I have read and I accept checkbox after reviewing the Entity 
Authority Agreement. 
 
Step 6:  Click the Next button. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Step 5:  Click the 

checkbox. 
Click link to review Entity 
Authority Agreement. 

Step 6:  Click the 

Next button. 
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Note:  If you do not wish for your organization to have Add a Patient ability, keep the 
No radio button selected and click the Submit button as shown below. 
 
 
 

 
 
 
 
 
Note:  If you do want your organization to have “Add a Patient” ability, follow the 
steps on the following page.

No radio button is 

selected. 

Click the Submit 

button. 
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Note:  The steps below are for organizations wishing to have the Add a Patient 
ability within their organization. 
 
Step 7:  Click the Yes radio button under Allow “Add Patient” 
 
Step 8:  Click the Business Associate Agreement I have read and I accept 
checkbox. 
 
Note:  The User may click the Shared Health Business Associate Agreement link to 
view the entire Business Associate Agreement. 
 
Step 9:  Complete the following required fields: 

• Security Contact Name 
• Security Contact Phone # 
• Security Contact Title 
• Security Contact Email 

 
Step 10:  Click the Submit button.

 

Step 10:  Click the 

Submit button. 

Click Link to Review 
Business Associate 

Agreement. 

Step 7:  Click Yes 

radio button. 

Step 8:  Click I have read and I 
accept checkbox. 

Step 9:  Complete 

required fields. 
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The Entity Authority Registration is complete.   
 
The final step in the Entity Authority Registration is to enter the PIN Validation. 
 
The PIN Letter will be mailed to the Entity Authority. 
 
COT may have the PIN # where the registration process will continue and the PIN 
Letter will arrive later for the Entity Authority to keep on file.   
 
Step 11:  Click the PIN Validation link to continue and finalize the Entity Authority 
Registration. 
 

 
 
 
 
 
  

Step 11:  Click the PIN 
validation link. 
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Step 12:  Enter the PIN # into the PIN Validation field.  
 
Note:  If the PIN Letter was not received by the Entity Authority, the User may click 
the Resend PIN Letter link.  
 
Step 13:  Click the Submit button. 
 

 
 
  

Step 12:  Enter PIN #. 

Step 13:  Click the 
Submit button. 

Resend PIN 

Letter Link   
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The Approved Status is displayed below.  
 
 
 

Approved 

Status   
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User Management Console: 
 
Once the Entity Authority has completed their registration, they may access the User 
Management Console.  
 
The User Management Console contains pending user requests for an association 
with their NPI.  The Entity Authority may approve or reject access.  
 
Note:  The Entity Authority will have to approve access for all users under the NPI, 
including themselves. 
 
Step 1:  Click Approve or Reject radio button for all Users requesting to be 
associated with the Entity Authority’s NPI.  
 
Step 2:  Click the Submit button. 
 

 

Step 1:  Click Approve or 

Reject radio button.  
Step 2:  Click the 

Submit button. 
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The User Management Console is where the Entity Authority will remove a User’s 
access. 
 
Step 1:  Click the Remove checkbox. 
 
Step 2:  Select a Removal Reason. 
 
Step 3:  Click the Submit button. 
 
 

 
 
 
 
 
 
 

Step 3:  Click the 

Submit button.  

Step 2:  Select a 

Removal Reason. 

Step 1:  Check 
the Remove 
checkbox. 
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You will need to contact Shared Health to have your User Role authenticated and 
upgraded.  Please call Tier One Support at (888) 283-6691 or your local Clinical 
Health Team Lead. 
 
You will access the Clinical Health Record by clicking on the following link: 
 

 

Training Resources 
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Training resources are available to you 24/7/365.  Please access the CHR tutorial 
for an interactive training resource, or you may view the following User Guides: 

• CHR User Guide 
• ePrescribe User Guide 
• WellChild User Guide 


