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User Administration Console v2.1

SCENARIO 1 — LARGE CORPORATE HEALTHCARE ORGANIZATION WITH MULTIPLE ENTITIES / DIFFERENT PROVIDER TYPES

Register 1 or 2 individuals from Corporate Structure (i.e. 
IT Security, Finance, Administration) as the Delegated 

Administrator (Del Admin) 
Register the same individual(s) as the Del Admin for 

every unique Provider ID belonging to the organization.

Local Admin #1
Hospital A UM/Case 
Management Dept.

Local Admin #2
Hospital A Business Office 

Local Admin #3
Hospital B UM/Case 
Management Dept.

Local Admin #4
Hospital B Business Office

Local Admin #5
Home Health Offices Case 

Management Dept.

Local Admin #6
Home Health Offices 

Business Office

Users Created and Managed by 
Local Admin #1

Users Created and Managed by 
Local Admin #2

Users Created and Managed by 
Local Admin #3

Users Created and Managed by 
Local Admin #4

Users Created and Managed by 
Local Admin #5

Users Created and Managed by 
Local Admin #6

Delegated Admin creates as many Local Administrators as necessary to fit the organization’s needs.

Key points for maximizing benefits of User Administration Console Version 2.1
1)  Minimize the number of Delegated Administrators to 1 or 2
2)  Evaluate your corporate organizational structure for possible strategies
3) Maintain the Delegated Administrator(s) at a high security level within the organization such as within the IT Department
4) For organizations with multiple unique provider ID numbers, use the same Delegated Administrators for all unique ID numbers
5)  Create multiple Local Administrators to address the needs of individual organizations/entities within the corporate structure or even within a single department
6)  Allow the Local Administrators to handle the day-to-day issues of managing individual users
7)  Allow Delegated Administrators to handle high-level security access (creating Locals)

The Del Admin might create Local 
Administrators for each unique facility 
(provider ID) within the organization. 

There is no limit to the number of Local 
Administrators that can be created.

A Local Administrator can only create users for the 
facility (provider ID) which was assigned to their profile 

by the Del Admin. A Local Administrator can have 
multiple facilities for which they are responsible. Local 
Administrators can not create Local Administrators.

Users can also be “shared” between Administrators (i.e. organization has Corporate UM/Case Management Department that covers all of the corporate facilities).
Refer to the Training Guide for instructions on the Acquire User function.



PAGE 2 OF 8©  2006-2010, Magellan of Montana. All Rights Reserved. Proprietary and Confidential PAGE 2 OF 8

User Administration Console v2.1

SCENARIO 2 — LARGE TEACHING ORGANIZATION (WITH OR WITHOUT MULTIPLE PROVIDER TYPE ENTITIES)

Register 1 or 2 individuals from Senior Administrative 
Level (i.e. IT Security, Finance, Administration) as the 

Delegated Administrators (Del Admin)
Register the same individual(s) as the Del Admin for 

every unique Provider ID belonging to the organization.

Local Admin #1
Hospital UM/Case 
Management Dept.

Local Admin #2
Hospital Business Office 

Local Admin #3
Satellite Hospital UM/Case 

Mgt. Dept.

Local Admin #4
Satellite Hospital Business 

Office

Local Admin #5
Ambulatory Surgery Center 

Case Mgt. Dept.

Local Admin #6
Ambulatory Care Center
Intermal Medicine Clinic

Users Created and Managed by 
Local Admin #1

Users Created and Managed by 
Local Admin #2

Users Created and Managed by 
Local Admin #3

Users Created and Managed by 
Local Admin #4

Users Created and Managed by 
Local Admin #5

Users Created and Managed by 
Local Admin #6

Delegated Admin creates as many Local Administrators as necessary to fit the organization’s needs.

Key points for maximizing benefits of User Administration Console Version 2.1
1)  Minimize the number of Delegated Administrators to 1 or 2
2)  Evaluate your corporate organizational structure for possible strategies
3)  Maintain the Delegated Administrator(s) at a high security level within the organization such as within the IT Department
4)  For organizations with multiple unique provider ID numbers, use the same Delegated Administrators for all unique ID numbers
5) Create multiple Local Administrators to address the needs of individual organizations/entities within the corporate structure or even within a single department
6)  Allow the Local Administrators to handle the day-to-day issues of managing individual users
7) Allow Delegated Administrators to handle high-level security access (creating Locals)

The Del Admin might create Local Administrators for each unique 
facility (provider ID) OR site of care within the organization.  There 

is no limit on the number of Local Administrators that can be 
created. Create the number necessary to meet the workflow 

processes of the teaching institution.

A Local Administrator can only create users for the 
facility (provider ID) which was assigned to their profile 

by the Del Admin. A Local Administrator can have 
multiple facilities for which they are responsible. Local 
Administrators can not create Local Administrators.

Users can also be “shared” between Administrators (i.e. organization has single UM/Case Management Department that works for all facilities/sites).
Refer to the Training Guide for instructions on the Acquire User function.
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User Administration Console v2.1

SCENARIO 3 — LARGE AMBULATORY CARE ORGANIZATION (WITH OR WITHOUT MULTIPLE PROVIDER TYPE ENTITIES)

Local Admin #1
Clinic Site #1

Senior Office Admin. 
Assist.

Local Admin #2
Clinic site #2

Senior Office Admin. 
Assist.

Local Admin #3
Clinic Site #3

Senior Office Admin. 
Assist.

Local Admin #4
Clinic Site #4

Senior Office Admin. 
Assist.

Local Admin #5
Corporate A/R or Business 

Office Manager

Local Admin #6
Ambulatory Care Center
IM Clinic Senior Admin. 

Assist.

Users Created and Managed by 
Local Admin #1

Users Created and Managed by 
Local Admin #2

Users Created and Managed by 
Local Admin #3

Users Created and Managed by 
Local Admin #4

Users Created and Managed by 
Local Admin #5

Users Created and Managed by 
Local Admin #6

Delegated Admin creates as many Local Administrators as necessary to fit the organization’s needs.

Key points for maximizing benefits of User Administration Console Version 2.1
1) Minimize the number of Delegated Administrators to 1 or 2
2)  Evaluate your corporate organizational structure for possible strategies
3) Maintain the Delegated Administrator(s) at a high security level within the organization such as within the IT Department
4) For organizations with multiple unique provider ID numbers, use the same Delegated Administrators for all unique ID numbers
5) Create multiple Local Administrators to address the needs of individual organizations/entities within the corporate structure or even within a single department
6)  Allow the Local Administrators to handle the day-to-day issues of managing individual users
7) Allow Delegated Administrators to handle high-level security access (creating Locals)

The Del Admin might create Local Administrators for each 
unique provider ID OR site of care within the organization. 

There is no limit on the number of Local Administrators that can 
be created.  Create the number necessary to meet the workflow 

processes of the teaching institution.

A Local Administrator can only create users for the 
facility (provider ID) which was assigned to their profile 

by the Del Admin. A Local Administrator can have 
multiple facilities for which they are responsible. Local 
Administrators can not create Local Administrators.

Users can also be “shared” between Administrators (i.e. organization has employees that are assigned to multiple work sites as needed).
Refer to the Training Guide for instructions on the Acquire User function.

Register Individual from Corporate/Senior Level (i.e. IT 
Security, Finance, Administration) as the

single Delegated Administrator (Del Admin)
Register as Del Admin for every unique Provider ID 

belonging to the organization



PAGE 4 OF 8©  2006-2010, Magellan of Montana. All Rights Reserved. Proprietary and Confidential PAGE 4 OF 8

User Administration Console v2.1

SCENARIO 4 — SINGLE UNIQUE PROVIDER (I.E. A LOCAL COMMUNITY HOSPITAL, AMBULATORY SURGERY CENTER)

Local Admin #1
Organization’s UM/Case 

Management Dept.

Local Admin #2
Organization’s Business 

Office

Delegated Admin creates as many Local Administrators as necessary to fit the organization’s needs.
Two (2) should be sufficient.

Key points for maximizing benefits of User Administration Console Version 2.1
1)  Minimize the number of Delegated Administrators — one should be sufficient for single entity
2) Evaluate your organizational structure for identification of possible Local Administrator needs
3)  Maintain the Delegated Administrator(s) at a high security level within the organization such as within the IT Department
4) Create multiple Local Administrators to address the needs of individual organizations/entities within the corporate structure or even within a single department
5)  Allow the Local Administrators to handle the day-to-day issues of managing individual users
6) Allow Delegated Administrators to handle high-level security access (creating Locals)

Users can also be “shared” between Administrators to fit the needs of the facility.
Refer to the Training Guide for instructions on the Acquire User function.

Register Individual from Administrative Level (i.e. IT 
Security, Finance, Administration) as the

single Delegated Administrator (Del Admin)

Users Created and Managed by 
Local Admin #2

Users Created and Managed by 
Local Admin #1
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User Administration Console v2.1

SCENARIO 5 — LARGE PHYSICIAN PRACTICE WITH MULTIPLE PHYSICIAN PROVIDERS & SPECIALTIES

Register Individual from Senior Level (i.e. Senior 
Business Office Admin.) as the

single Delegated Administrator (Del Admin)
Register as Del Admin - Suggest the Del Admin uses 
the Group Billing ID to register as Del Admin for every 
physician within the practice with a single ID number 

Local Admin #1
Internal Medicine 

Senior Front Office Staff

Local Admin #2
Nephrology

Senior Front Office Staff 

Local Admin #3
Neurology

Senior Front Office Staff

Local Admin #4
Cardiology

Senior Front Office Staff

Local Admin #5
A/R or Billing

Senior Business Office 
Staff

Local Admin #6
A/R or Billing

Senior Business Office 
Staff

Users Created and Managed by 
Local Admin #1

Users Created and Managed by 
Local Admin #2

Users Created and Managed by 
Local Admin #3

Users Created and Managed by 
Local Admin #4

Users Created and Managed by 
Local Admin #5

Users Created and Managed by 
Local Admin #6

Delegated Admin creates as many Local Administrators as necessary to fit the organization’s needs.

Key points for maximizing benefits of User Administration Console Version 2.1
1)  Minimize the number of Delegated Administrators to 1 or 2
2)  Evaluate your corporate organizational structure for possible strategies
3)  Maintain the Delegated Administrator(s) at a high security level within the organization such as within the IT Department
4)  For organizations with multiple unique provider ID numbers, use the same Delegated Administrators for all unique ID numbers
5) Create multiple Local Administrators to address the needs of individual organizations/entities within the corporate structure or even within a single department
6)  Allow the Local Administrators to handle the day-to-day issues of managing individual users
7) Allow Delegated Administrators to handle high-level security access (creating Locals)

The Del Admin might create Local Administrators for 
each specialty within the practice and for the Billing/
Accounts Receivable Office. There is no limit on the 
number of Local Administrators that can be created.

A Local Administrator can only create users for the 
facility (provider ID) which was assigned to their profile 

by the Del Admin. A Local Administrator can have 
multiple facilities for which they are responsible. Local 
Administrators can not create Local Administrators.

Users can also be “shared” between Administrators (i.e. while I work in the IM Section 90% of the time, 
there might be a need for me to view information in Edify under one of the Neurologists provider IDs).

Refer to the Training Guide for instructions on the Acquire User function.
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User Administration Console v2.1

SCENARIO 6 — LARGE OUTPATIENT THERAPY ORGANIZATION WITH MULTIPLE SITES/PRACTICES

Register Individual from Senior Level (i.e. Senior 
Business Office Admin.) as the

single Delegated Administrator (Del Admin)
Register as Del Admin for every unique Provider ID 

belonging to the organization

Local Admin #1
Therapy Site #1

Senior Front Office Staff

Local Admin #2
Therapy Site #2

Senior Front Office Staff 

Local Admin #3
Therapy Site #3

Senior Front Office Staff

Local Admin #4
Therapy Site #4

Senior Front Office Staff

Local Admin #5
A/R or Billing Section

Senior Business Office 
Staff

Local Admin #6
A/R or Billing Section

Senior Business Office 
Staff

Users Created and Managed by 
Local Admin #1

Users Created and Managed by 
Local Admin #2

Users Created and Managed by 
Local Admin #3

Users Created and Managed by 
Local Admin #4

Users Created and Managed by 
Local Admin #5

Users Created and Managed by 
Local Admin #6

Delegated Admin creates as many Local Administrators as necessary to fit the organization’s needs.

Key points for maximizing benefits of User Administration Console Version 2.1
1)  Minimize the number of Delegated Administrators to 1 or 2
2)  Evaluate your corporate organizational structure for possible strategies
3)  Maintain the Delegated Administrator(s) at a high security level within the organization such as within the IT Department
4)  Allow the Local Administrators to handle the day-to-day issues of managing individual users
5) Allow Delegated Administrators to handle high-level security access (creating Locals)

The Del Admin might create Local Administrators for each site within the 
practice and for a Central Billing/Accounts Receivable Office or two Local 

Administrators at each site. Remember — If a Local Administrator is to work 
on behalf of multiple therapy sites, the Del admin should include each 

Provider ID in the profile of each Local Administrator when they are created.

A Local Administrator can only create users for the 
physician’s Provider ID which was assigned to their 

profile by the Del Admin. A Local Administrator can have 
multiple providers for which they are responsible. Local 

Administrators can not create Local Administrators.

Users can also be “shared” between Administrators (i.e. while I work at Therapy Site #1 90% of the time, staffing needs might require me to cover other sites).
Refer to the Training Guide for instructions on the Acquire User function.
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User Administration Console v2.1

SCENARIO 7 — SMALL PHYSICIAN PRACTICE OR OTHER SINGLE ENTITY (THREE OPTIONS)

Register Individual as the single Delegated 
Administrator (Senior Office Employee)

Local Admin #1
Senior Clerk / Office 

Assistant

Local Admin #1
Senior Clerk / Office 

Assistant

Local Admin #2
Senior A/R Clerk

Users Created and Managed by 
Delegated Admin

Users Created and Managed by 
Local Admin #1

Users Created and Managed by 
Local Admin #2

Key points for maximizing benefits of User Administration Console Version 2.1
1) Select the option that best fits the office organization
2)  Remember, your Del Admin (might be your Office Manager) can always manage users when a Local is unavailable

Users can also be “shared” between 
Administrators even if they are not physically 

located in the same area.

Refer to the Training Guide for instructions on 
the Acquire User function.

Register Individual as the single Delegated 
Administrator (Senior Office Employee)

Register Individual as the single Delegated 
Administrator (Senior Office Employee)

Users Created and Managed by 
Local Admin #1

Option 1 Option 2 Option 3
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User Administration Console v2.1

SCENARIO 8 — SINGLE ENTITIES OR LARGE CORPORATE STRUCTURES

Local Admin #1
Organization’s UM/Case 

Management Dept.

Local Admin #2
Organization’s Business 

Office

Key points for maximizing benefits of User Administration Console Version 2.1
1) Minimize the number of Delegated Administrators — one should be sufficient for single entity
2) Evaluate your organizational structure for identification of possible Local Administrator needs
3) Maintain the Delegated Administrator(s) at a high security level within the organization such as within the IT Department
4) Create multiple Local Administrators to address the needs of individual organizations/entities within the corporate structure or even within a single department
5) Allow the Local Administrators to handle the day-to-day issues of managing individual users
6)  Allow Delegated Administrators to handle high-level security access (creating Locals)

Users can also be “shared” between Administrators to fit the needs of the facility.
Refer to the Training Guide for instructions on the Acquire User function.

Register 1 or 2 individuals that are at a high 
level of security within the organization, such as 
the IT Security officer, to act as the Delegated 

Administrator (Del Admin).

Users Created and Managed by 
Local Admin #2

Users Created and Managed by 
Local Admin #1

The Delegated Administrator creates as many Local Administrators as necessary to fit the organization’s 
needs. For large healthcare corporations, you might need at least one Local Administrator per facility or even 
several per unique facility based on department or workflow functions (i.e. UM, Billing, Case Management). A 

single entity might create Local Administrators at the department level.




