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June 20, 2018

Thank you for joining the QHN Hot Topics session 

How Tos: 
• How to Submit a Request for a QHN New User
• How to Reset Your Password
• How to Set up Your Security Questions
• What to do if you forget your password?

Presented by: Sherri Corey, QHN Senior Clinical Advisor

Presentation will begin shortly. 
Please place your phone and computer microphone on mute during the presentation – thank you!
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How to Submit a Request 
for a QHN New User



©2018 Quality Health Network (QHN) – All rights reserved, QHN proprietary and confidential not for further redistribution. 

3

Go to the 
QHN website, 
qualityhealth
network.org.

Hover over 
the Forms 
tab, then click 
on Request 
QHN New 
User.

Request form 
will open. 
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Complete the required information. This request should be submitted by 
the Designated Organizational Contact only. (Note: email address must be an 
active and monitored account as their New User form will be directed to this email 
address).  Click Submit. 
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Once the form is submitted, the Designated Organizational Contact making 
the request will receive a reply email noting the request has been sent with 
a “case” number used for tracking purposes. 
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After the case 
number email is 
sent, the 
Designated 
Organizational 
Contact will 
receive this 
instructional 
email, explaining 
the DocuSign 
Process.

Subject: IMPORTANT – QHN User Application
Good morning (afternoon) <name>, 
QHN has received your request for us to establish a new User for your 
practice/organization/facility. Access to QHN’s system necessitates the completion of 
the QHN User Application form, which requires information and a signature from both 
the organization requesting the Users access AND the new User. 
The QHN User Application will be sent to you via DocuSign, once you have completed 
and signed the form it will automatically be forwarded to the new User. Please be sure 
you have provided us with a working and monitored email for the new User you are 
requesting access for. If this new User will need QHN to route Results (providers only), 
please note this in the “Other” field on the form. 
Once the User has completed and signed their section of the form, it automatically 
returns to QHN and sends you and the User a signed copy (PDF) via email, which you 
may file electronically or print. 
In an effort to better serve our customers, QHN uses the DocuSign electronic signature 
process. This allows our customers to sign forms electronically by simply following the 
DocuSign instructions and for QHN to expedite your request for the new Users system 
access. 
Please feel free to contact me personally at: cmorris@qualityhealthnetwork.org or call 
the QHN Customer Support Desk at: 970-248-0033 if you have any questions or 
concerns. 
We look forward to providing your new User with QHN services.
Thank you,
Sam or Cheryl  

Email to the Designated Organizational Contact 
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The New User 
will also receive 
an instructional 
email explaining 
the DocuSign 
Process.

Subject: IMPORTANT – QHN User Application 
Good morning (afternoon) <name>, 
QHN has received a request for you to access QHN’s electronic health information 
exchange (HIE). Access to QHN’s HIE requires the completion of the QHN User 
Application.  
In an effort to better serve our customers, QHN uses the DocuSign electronic signature 
process. This allows you to sign forms electronically by simply following the DocuSign 
instructions and for QHN to expedite your request for system access. 
You will soon be receiving the QHN User Application via DocuSign. Once the form is 
signed it automatically returns to QHN and sends you a signed copy (PDF) via email, 
which you may file electronically or print. 
Please feel free to contact me personally at: cmorris@qualityhealthnetwork.org or call 
the QHN Customer Support Desk at: 970-248-0033 if you have any questions or 
concerns. 
We look forward to providing you with QHN services.
Thank you,
Sam or Cheryl  

Email to the New User 
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Meanwhile, the 
QHN User 
Application is 
emailed directly 
to the Designated 
Organizational 
Contact utilizing 
DocuSign.

Click REVIEW 
DOCUMENT.
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On the next screen, click 
CONTINUE. (The form will be 
grayed out until you click 
CONTINUE.

Please NOTE: Those receiving DocuSign forms  are 
sent intermittent reminder emails. DocuSign 
forms expire in 30 days. 
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The Designated 
Organizational Contact 
will complete the fields 
on the QHN
New User Application. 
Note that if you are a 
provider, we will need 
your NPI and license 
number. Also be sure to:
1. Select Level of Access
2. Electronically sign 
3. Click FINISH.

The Application is then 
sent to the New User. 

Both the New User and 
the Designated 
Organizational Contact(s) 
are sent a copy via email.  

Note: QHN’s DocuSign emails are stamped 
with the QHN logo and sent by the 
Customer Support team: Cheryl Morris or 
Sam Childress

3

2

1
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After you click FINISH, 
you will see a “Log in 
to DocuSign” pop-up. 
Click “NO THANKS.”
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Then you will see the 
“You’re done!” 
screen.

After all recipients 
finish signing, you will 
receive an email with 
a link to the 
document.
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Next, the New User will 
receive this email. Click 
REVIEW DOCUMENT.
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On the next screen, the 
New User will click 
CONTINUE. (The form will 
be grayed out until you 
click CONTINUE.



©2018 Quality Health Network (QHN) – All rights reserved, QHN proprietary and confidential not for further redistribution. 

15

The Application will 
open and the New 
User will fill out the 
last 4 of their social, 
as well as their 
birthdate.
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Then the New User 
will click the Sign
button and click 
FINISH.
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Then the New User 
will see the “You’re 
Done Signing” pop-
up. Click CONTINUE.
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The new user will 
receive an email that 
says “your document 
has been completed.” 
You can then view the 
completed document, 
if you like.
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How to Reset Your Password
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If you forgot your QHN password you receive an error message:
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Click on Forgot Password. 
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A new screen opens and you are prompted to enter your Username.
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After you enter your Username, click Submit.
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A reset email is sent to email address QHN has on file. The reset email 
contains a link to reset your password.
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When you click the link a new screen will open, and you will be prompted to 
answer your security questions.
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Please note that security questions are CASE SENSITIVE.
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Enter your answers and click VERIFY.
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Follow the guidelines, enter a new password, and click CHANGE.
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Notice of a successful password change appears.
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You will be redirected back to the login page.
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If you are unable to reset your password, there are three ways to contact us:

Phone: 970-248-0033
Hours: M-F, 7:30 am - 5:00 pm
After hours messages are  returned next business day.

Customer Support Request
Available 24/7 at qualityhealthnetwork.org

Support Email: Support@qualityhealthnetwork.org
Hours: M-F, 7:30 am - 5:00 pm
After hours emails are returned next business day.
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To complete a Customer Support Request, go to qualityhealthnetwork.com 
and click on Customer Support Request.
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Fill out the form and click Submit.
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Questions?



©2018 Quality Health Network (QHN) – All rights reserved, QHN proprietary and confidential not for further redistribution. 

35

Contact Us:

Phone: 970-248-0033
Website: www.QualityHealthNetwork.org
Address: 744 Horizon Court, Suite 210 
Grand Junction, CO 81506

http://www.qualityhealthnetwork.org/

	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30
	Slide Number 31
	Slide Number 32
	Slide Number 33
	Slide Number 34
	Slide Number 35

