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Registration Process 
1.  Click the link in your email invitation. 

 
 

2.  Click the  button. 

 
 
3.  Fill out the registration form.   
 
Note that your password must be a minimum of eight characters and have at least two of the following: numeric, 
uppercase, special characters. 
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4.  Once completed, click the  button. 
 
5.  This message will appear in the bottom right of the web browser indicating that registration was successful. 

 
 

6.  Click on the  button. 

 
 

7.  You will be brought to this webpage. Type in User name and Password.  Click the  button. 
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8.  After clicking  for the first time, you will be presented with the portal’s Terms and Conditions (see screenshot 
on the following page). Please read this information, click the checkbox to indicate your acceptance, and then click the 

 button . 
 
Note:  If you have forgotten your password, you can reset it by clicking on the Forgot Password? link on the Patient 
Portal login page or you can contact your provider’s office.  They can also reset your portal password for you. 
 

 
 
 

9.  After clicking the   button, you will be at the portal’s main screen.  From here, you can create authorized users, 
see appointments, medication, access your medical history, or send secure messages to your provider. 
 

 
 
 
Extremely Important: Failure to confirm your email address may result in loss of your patient portal access.  
 
You will receive an email like this: 
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11. Click the link to confirm your email address.  
 

12. Enter your password, and then click the  button. 

 
 
 
13. You will go to the following screen acknowledging successful confirmation of email address.  

 
 
 
 
You will also receive an email verifying the email. 
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14. Click the  button to return to the patient portal logon screen. 
 
 
 

Medical History 
1.  To access your Medical History, click  in the black bar at the top of the screen. You will arrive at this screen: 
 

 
 

2.  To view your medical record, click the   button. A sample medical record is shown on the following page. 
 

If you want to send your medical record to another provider, click the   button and enter the secure email 
address where you would like to send the information. The email address must be one which uses the Direct protocol for 
transmission, otherwise your message will not be received by the provider (the email address must have the word “direct” 
in it after the @ sign). 
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Messaging 

1.  To send a secure message to your provider, click on  in the black bar at the top of the screen. Then click 

the   button. 



Premium Patient Portal Instructions 

pg. 7  

 
 
 
2.  Select a topic using the dropdown arrow at the right of the Topic: field.  

 
 
3.  Select your provider’s or practice administrator’s name using the dropdown arrow at the right of the To: field.  
Enter a subject and body of the message and then click Send.  
 
This is an example of an appointment request message: 

  
 
 
4.  After clicking send, you will receive a notification in the bottom right corner notifying you that the message was sent 
successfully.  
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5.  Your sent message will show under messages.  

 
 
6.  When your provider replies, you will receive an email alert to check the portal for the secure message: 

 
 
 
7.  You can click the link and review the response from your provider.  

 
 
8.  After reviewing the message, you may reply, delete, or go back to the main message window.  

Authorized Users 
If you want to authorize someone else to access your portal account, click on  in the black bar at the 

top, then click   to send them an invitation to register. 
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Profile 
You have the ability to enter and make changes to demographic data on file at your provider's office.   Click the Profile 
option at the top left.   

 
 

 

Current Information 
This will bring you to a list of fields that you can fill in to update your demographic information.  Note:  You will not be able 
to change your name.    
 
After entering or changing your current information, click save.  You will receive this message in the bottom right corner 
indicating that your profile was saved.   

 
 
A message will be sent to your provider notifying him/her that you requested changes to your patient profile and the 
provider will be able to review and save any/all changes on your record.  
 

 

Patient History 
Patient History will bring you to an area you can fill out for your provider to provide history of your current illness, past 
psychiatric and medical history, social and developmental history, and family history.   
 
1.  Start on the History of Present Illness tab by filling in all applicable areas.   
 

2.  Once you reach the bottom of the History of Present Illness tab, select  to save progress or click 
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 to go to the next tab.  The  button will bring you back to the previous tab. 
 

3.  After you have completed all tabs, the Family History tab will have a  button.   
 
4.  After being submitted, this message will show:  

 
 
 

Forms 
 
1. You may receive an email from your provider asking you to fill out a form (the form will be listed in the email – in this 
example, the form is called Depression Assessment and Goals). 

 
 
 

2. Sign into your patient portal and go to  from the black bar on the top. 
 
 
3. Find the form on the left side and click it.  
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4. Fill out the form as instructed.  
 
 
5. If a signature is required, click in the field (as shown below). 

 
 
 
6. Use your mouse to create your signature in the popup window.  

 
 
 

•  button will close the window.  

•  button will clear out the signature so you can try again. 

•  button will confirm the signature and add to the form.  
 
 

7. Once the form has been completed, click the  button on the bottom. If you start the form but need to finish it at a 

different time, click the  button. You will be able to return at any time to finish.  
 
 
 
 
You may be asked to download a form from the website.  
 

1. From the Forms page, go to  at the bottom of the left column.  
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After the file is uploaded, this message will appear on the bottom right notifying you that the upload is complete.  

 
 
 
The uploaded forms area will now show the uploaded document, date, and time that it was uploaded.  

 

 

Signature Forms 
 
1.  On the top of the menu bar, select Forms. 
 
2.  Click the Uploads/Downloads link.  
 
3.  Select the form that your provider requested to be signed.  Click Download. 

 
 
4.  When the 'Save As' Window pops up, you can either use the default name or change the file name.  It is suggested to 
save the document to your desktop so it can be easily be located.  Click Save. 
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5.  Open the document on your computer. If saved on your desktop, double click the icon to open.  

 
 
 
6.  Complete the form as needed/instructed by your provider. 
 
 
7.  Click File and then Save to save the document.   

 
 

8.  If you receive the confirm save alert, you can click  to overwrite the blank document or  to 
change the name and create a new file.  

 
 
 
9.  Once the file is saved, you will need to upload the form back to the portal.  Go back to the patient portal file web page 
(see steps 1 and 2).  There are two ways to upload the document.   
 
a.  Drag the icon from your computer's desktop to the Uploads forms box on the web page.  
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b.  The second way that the form can be uploaded: 

• Click within the Uploads form bar. 

 
 

• Find the file and click Open. 

 
 

• After the document has been uploaded, it is now ready to be signed.  Click the  button. 

 
 

• This window will pop up. 
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• Use your mouse to sign your name.  Click  if you want to sign again or  if you wish to sign 

later.  Once you are satisfied with your signature, click the  button.  

 
 

• After clicking the Authorize Signature button, this popup will show in the bottom right of the web page. 

 
 

• The document is now signed and is available for your provider. 
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