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STEPS TO SET UP YOUR SITE 

 
New account Requests. 

 
 

 
 

 
 
Once the practice and all the users are generated the Site Administrator will receive the 
following notification to complete setting up their account. Please Note your reference number. 
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Site admin set up account. Please have your reference number ready. Site Admin will be 
prompted to enter your User ID and Reference Number. After entering your User ID and 
Reference number you will be prompted to create your Password. Min 12 Character PW. 
 

 
 
Next you will be asked to create Security Questions and Set up Two Factor Authentication.  
 
Once you set up Two Factor Authentication you will receive a Reset Code.  
 
SAVE THIS CODE. This will be used to identify you, should you lose access to your email or other 
Two Factor authentication. 
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Once the Site Administrator has completed setting up their own account, they will be able to 
create temporary password for users in their account. 
 

 
Or 

 
 
To set up each user select the key: 
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 NOTE: Site Administrator must have their own PW ready. 
 Suggestion: Some sites have over 200 users. When setting up all your user’s temporary 

password, use a password that can be easily remembered. This password is one time use 
only. The users will need to change their password when they log in the first time. 

 

Site users will receive the following e-mail.  

 
 

 Prior to Oct 5th, the users will see  when they try to log in.  
 

 After Oct 5th, users will be able to complete their set up when MLH launch EPIC on Oct 5th. 
Select the link in the email to start completing the access. 

 
 


