
Mailing Address:: Healthix, 551 North Country Road, St. James, NY  11780   I  info@healthix.org  I  877·695·4749  I  healthix.org  

F.A.Q.s
How do I know which 
user provisioning form 
to use?1

If your organization is a hospital, with an emergency  
department, please choose the “has break the glass  
access” form.  If your organization is not a hospital, please 
choose the “does not have break the glass access” form.

Does Healthix charge a fee 
for each user account?2

No, Healthix does not charge for user accounts and encourages 
as many accounts as appropriate for each Participant. Sharing 
of Healthix user accounts is strictly prohibited.

I don’t have a work 
email address; can I use 
my personal email  
address? 

3
Yes, as long as the email address is unique and accessible 
only by you.  Please be sure to enter it accurately, as  
password reset requests are completed via email.

What is role-based  
provisioning? 6

Role-based provisioning ensures that each user has access to 
ONLY the data that they require to effectively support their role 
in the care of patients.  The level of access is determined by 
the user title selected on the form. Please review the column 
before submitting your form to be sure the appropriate level of 
access is shown. We ask that you use discretion when assigning 
user roles and have provided this sheet as guidance for your 
assistance.

AUTHORIZED USER MANAGER (AUM)

How will I know when  
the requested user account 
has been set up?4

After processing, each new user will receive a personalized 
email from the Healthix training team that contains a link to 
Litmos, our Learning Management System. The new user will 
need to complete their required training modules, which will 
then trigger a second email that contains the user’s account 
credentials.

Will a new user account 
automatically be set 
up to receive Clinical 
Alerts?

5
No, if the new user needs to be added to the Clinical Alert 
distribution list, please let your Account Manager know 
when submitting the form.  This functionality  
will be added after the user account has been activated 
(training is complete).

  
Visit: Healthix.org/AUM

Helpful FAQs to assist in provisioning and training your staff on Healthix

Can I use this form to  
request deactivation of 
an existing user  
account?

7
No, just click on Support and use the form to submit  
the user for deactivation (provide the name, email or  
username). Submit a ticket; the issue type will be “user  
account: deactivation request”. Please notify Healthix of 
any termination or role modification of a staff person  
within a reasonable time frame. Support Form >

Why do I need to provide 
my Mobile Number?8

Healthix uses an additional layer of security called Multi 
Factor Authentication (MFA) to confirm user identity and 
to keep Patient data safe. In order to log into the Healthix 
portal, a mobile number is required to recieve the 8 digit 
security token via SMS text message. 



3 Steps: To Add Users to Healthix

Healthix is fueled by a deep 
understanding of cybersecurity, 
compliance and risk. With  
HIPAA, HITRUST, and the  
Statewide Health Information 
Network of New York (SHIN-NY) 
to follow, we are investing in the 
people, processes, and  
technology needed to meet and 
exceed these requirements.

To Download the Provisioning 
Worksheet, Go To: 
Healthix.org/AUM
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Step 1: The Authorized User Manager  
              Designated by Your Organization 
              Views Training Video 
Step 2: Attest to Completing Training
Step 3: Submit Provisioning Worksheet
On this provisioning worksheet sheet, list the names, contact  
information and emails of your staff who will need Healthix  
access. Please confirm the current title/position of these  
employees and their required level of access. By completing this, 
you are attesting that all information provided is true and the ac-
cess level is deemed appropriate for the employees listed. 
 
If your organization has Break-the-Glass access,  
click here for worksheet >

If your organization Does Not Have Break-the-Glass access,  
click here for worksheet >

 
Please send the complete worksheet to your Account Manager. 
If you Do Not Know your Account Manager, use the  
Account Manager Look-up .

Healthix Provisioning Worksheet


