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What is the Patient Portal?

The Patient Portal is a web-based system that serves as a secure communication link between you and the clinic.
When you log in to the Portal with your private user name and password, you can see information that is pulled from
your electronic record at the clinic and displayed on the web page.

After logging in to Portal, you can:

Use the messaging feature to communicate with clinic staff.

View your health summary information.

Send health summary information update requests if you notice missing information.
View results of lab and other diagnostic tests.

View your upcoming scheduled appointments.

Request a referral or a medication refill.

Do o Do o o > D>

Print or save an electronic copy of your Health Summary using the standard Continuity of Care Record (CCR)
format.

NOTE: Some clinics do not use all of the features available with the Patient Portal. Check with your clinic
about which features are available for you to use.

Your clinic can set up their Portal to send you a Notification email whenever you receive a message in the Patient
Portal. This email only lets you know you have received a new message on the Portal and provides a link to access
the Portal.

If you do not have a login ac count forthe Por  tal ..

This clinic uses an Internet-based Patient Portal allowing its patients to receive clinic communications. Access to
most Portal functions requires a user name and password issued by the clinic, but you can access driving directions
to this clinic if needed.

If you are a new patient (i.e. you have never been seen by this clinic), or the clinic has not assigned you a user name
and password, call the clinic for information or print and complete the documents provided on
www.allaboutchildren.net.

You must sign a Portal Authorization form for each patient before the clinic can assign a user name and password.



The Patient Portal Home Page

When your clinic creates a Patient Portal account for you, a message will be sent to the email address you provided
to the clinic. The message will contain the URL (Internet address) for your clinic's Patient Portal. It will also contain a
user name and password, which you must use to log in to the Portal.

To access the clinic's Patient Portal:

1. Open aweb browser.

2. Type the clinic's Patient Portal URL in the address field of the browser.
3. Press the Enter key.

The Portal home should be displayed in your browser.

NOTE: Some clinics provide a link to the Portal on their website. If so, you can simply click the link to access the
Patient Portal.

When you access your clinic's Patient Portal, notice that there is a Menu Bar located on the left side of the home
page. From the Menu Bar, you can get directions to the clinic or log in to the Portal.

|Street Address

Il?,'rr;.v‘. State or Zipcode

Get Directions

Before you can access your personal information through the Portal, you must log in using the user name and
password provided in the email mentioned above, but you can get directions to the clinic before you log in.

Get Directions to the Clinic
This function opens a link to Yahoo! MapsE. You can print the resulting maps
1. Inthe Menu Bar of the Portal home page, type your address in the fields provided.

2. Click Get Directions.

and

dr



Log in to Portal

1 Click on the Login link in the Menu Bar. The Login window displays.

Menu Bar

Login
Appointment Request

Enter wour address here to get
directions to the clinic.

IEtrEEt Addrezsz

IC'rty. State or Zipcode
Get Directions

2. Enter your Portal user name and password in the fields provided.
3. Click the Login button.

After you log in, it is good practice to change your password and add a security question for your Portal account.
(Instructions for updating your Portal account password are included in this user guide.) Note that when you change
your Portal password, the system sends a message to the email account that you provided to the clinic. The
message is simply a notification of a change to your account and does not include any password information.



Introduction to the Portal Interface

Although your clinic's Portal may have a different appearance and may not include all the items shown here, the
general layout and functionality will be similar.
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Click on a navigation tab to access the information indicated by the label on the tab. Note that a number is displayed
next to the label on the Messages and Lab/Test Results tabs. This number tells you how many new (unread)
messages or test results you have.

The font size controls allow you to increase or decrease the size of the text in the Portal window.

When you log in to the Patient Portal, the Overview tab is selected by default. On the Overview tab, notice the
Actions pane and the My Information links. The Actions pane provides quick access to most Portal functions, and
you can click on the links in My Information to access the tab containing the information indicated.

Functions and information available on each tab are explained in subsequent parts of this documentation.



Communicating through the Portal

The Portal provides a convenient communication link between you and your clinic. For example, you might use Portal
to send a message to a particular staff member, request a referral, or request a medication refill.

Communications your clinic might send through the Portal include lab and test results, responses to requests you
submitted through the Portal, messages requesting information, or general announcements sent to all Portal patients.

You can view all communications from the clinic through your Portal Inbox on the Messages tab. Attachments
may be included with communications sent by the clinic.

Send Messages to Clinic Staff

If your clinic has enabled the messaging feature of Portal, you can use the Portal to send a new message to or
respond to a message sent by your clinic.

To send a new message to a clinic staff member:
1. On the main Portal screen, click the Messages tab.
2. Inthe Actions pane of the Messages tab, click the New Message link.

3. Inthe To field of the New Message window, click the down arrow and then click on the name of the person to
whom you want to send the message.

4. Inthe Subject field, type a few words to describe what the message is about.

5. Type the message in the space below the Subject field and click Send Message.

New Message

To:
|H5rt2. Duz ;I

Subject:

I_EEt rezuliz

When zhould | expect my test rezultz?

Send Mezzage

To reply to a message from clinic staff:
1. Click on the Title of the message to open the message.
2. Inthe Actions pane of the message, click Reply to Message.

3. Type your response in the space provided, then click Send Message.



Receive Your Lab or Test Results from the Clinic

When the clinic sends a message containing lab or test results through the Patient Portal, you may access the
message in several places.

When the message first arrives, it will be in My Recent Messages and My Recent Results on the Overview tab.

(TSl Mesaages (0) | LabiTest Resuits (0) ‘uuwn y | Medi I Appointments |

Welcome Pam Inez

Actions L My Recent Messages
7 New Message O Date Time From To Title
[] = @ 7142008  210PM  Wayne, John  Paminez Lab

ih Request Appointment =

O = § 7400 2:06PM Wayne, John  Pamlnez Test Message
[ My information L

B E My Messages

== My Recent Results

U WL Peurs i) Date Time From To Title

| My Health Summary O = § 7m4no08  210Pu Wayne, John  Pamlinez Lab

31 My Appointments [ Deiete Seiected |

On the Messages tab, the message will be included in the Inbox with all other messages.

Inbox

N Date Time From To Title

] = @ 7n4m008  2110PM Wayne, John  Paminez Lab

O] = B 7az008 206PM Wayne, John  Paminez Test Message

And on the Lab/Test Results tab, the message will be in My Test Results.

My Test Results
O Date Time From To Title
[ = § maroos  2:10PM Wayne, John  Paminez Lab

| Delete Selected |

NOTE: If you delete a message from any of these locations, the message will be deleted from all of the
locations.

The clinic may send test results as an attachment (a file attached to the message). Some attachments can be viewed
in the message window of Portal, but some may require a different program (such as a word processor) in order to
open them.



1. To view lab or test results, click on the Title of the message.

My Test Results

at

Time From To Title

== : G30Z2007 11:17 AN Tam, Simon River Tam (No Subject]

== 1§ &/21/2007 11:58 AM Tam, Simon River Tan{ our lab results |

i SZ212007 1137 AN Tam, Simen River Tam RE: Mew Current Prol
= ’:' B/212007 10:21 AM Tam, Simon  River Tam lab 1

2. The messages containing lab or test results may include message attachments. An attachment is indicated by
the "paperclip" icon appearing to the left of the message date. In this example, result data was sent as three
attachments. To view these results, click the title of the attachment.

From:
Cardio, Kevin

Attachments:
Patiert: Clumsy, Clara - Document: ABD Type & Screen (click to wiesn)

Disclaimer:

3. When you click the attachment title, results are displayed (unless the attachment is a file type that requires a
program that is not available on your computer and that cannot be displayed in the Portal). Shown here are
Chemistry lab results. Results displayed in red text indicate out of normal range for that result.

Patient: IZZAPANE, SHIRLEY DOB: 9/23:2000 Sex: Male Provider: ANDERSON, CATHY
Specimen: 18959699990 Requisition: 18959699990

Lab Receipt: 2/23/2003 12:00:00 AM Collection: 2/23/2003 12:00:00 AM Results: 2/23/2003 2:30:00 PM

Description Out-of-Range In-Range Units Expected
Hemuoglobin Alc 6.1 " 4557
Cholesterol, Total 172 myg/dL 100-199
Triglycerides 161 myg/dL 0-149
HDL Cholesterol 45 myg/dL 4059
LDL Cholesterol Calc 122 myg/dL 0499
Microalbum.,U,Random 8.3 mcygmL 0-30

After you open the message, you can print the message by clicking the printer icon in the toolbar of your browser, or
you can right-click on the message and select Print from the pop-up menu. You can also save the message to your
computer by clicking on the File menu and selecting Save As.



Request a Physician Referral

Some clinics allow patients to request physician referrals through the Patient Portal. If your clinic uses this feature,
and you choose to use the Portal to request a referral to a specialist, you will need to indicate the type of specialist
you need and the name of the specialist (if known) when you submit this request.

1. Onthe main Portal screen, click the Messages tab.

2. Inthe Actions pane of the Messages tab, click Request Referral.
The Referral Request form displays.

Referral Request
Reason for Referral
E
E
Specialist Name (if known)
Specialty
Insurance Company
Submit | Cancel
Ve attempt to check our messages threughout the day, however, please do not expect an immediate response to your request.

3. Type the reason you are requesting the referral and provide the name of the Specialist (if known).

4. To indicate the type of specialist desired, click the down arrow to the right of the Specialty field, and then select
a specialty from the dropdown list.

5. Provide the name of your Insurance Company in the field provided, and then click the Submit button to
send the request to your clinic.

NOTE: One staff member is assigned to receive all the referral requests submitted via the Portal, so there is no
option to select the person to whom the request will be sent.

Ask a Billing Question

If your clinic has enabled this Portal feature, you can submit billing questions through the Patient Portal.
1. On the main Portal screen, click the Messages tab.

2. Inthe Actions pane of the Messages tab, click Billing Question.

3. Type your question in the field provided, then click the Send button.

NOTE: One staff member is assigned to receive all Portal messages about Billing, so there is no option to select
the person to whom the message will be sent.

Submit a Portal Suggestion

If your clinic has enabled this Portal feature, you can give your clinic feedback on ways to improve their Patient
portal.



On the main Portal screen, click the Messages tab
In the Actions pane, click Portal Suggestion.

Type your suggestion in the field provided.

A

To submit to the clinic, click the Send button.

NOTE: One staff member is assigned to receive all Portal suggestions, so there is no option to select the person to

whom the suggestion will be sent.

Request a Medication Refill

Some clinics allow patients to use the Patient Portal to request a refill for an existing prescription. Refill requests sent

to the clinic via the Portal must be reviewed and approved by a clinic provider before they will be refilled.

1. Onthe main Portal screen, click the Medications tab.

2. Torequest a medication refill, click the check box to the left of each medication to be refilled, and then click

Request Refill (located in the Actions pane).

My Medications » Medications
| Current Medications Refill Qty Drug Physician Prescribed
[~ 0.00 Zantac " &/10/200%
| . PastMedications
- [~ 0.00 Demerol HCI X 8/10/2005
Actions 2 0.00 Phenergan ] 21072008
9 Request Refill [~ 0.00 Trazodone HCI . 8/10/2005
(J Add New Medication
@ [¢.0C Carafate ) 810/200¢
= 0.00 Toprol XL

3. When you click Request Refill, all medications you selected for refill appear in a Medication Refill Requests pane

and a notes field is provided for additional information, such as name and address of the pharmacy where you
would like the prescription to be filled. Although the clinic may have the original pharmacy information, it is a

good idea to confirm all information here, especially address and phone number to identify the specific branch of

the pharmacy.

Type any additional information concerning the refill in the notes field, and then click the Send Request button.

Actions

| - My Health Summary

Lo My Medications ;I

Medication Refill Requests

Medication Name: Phenergan _-_|

Quantity: 0.00 The notes will apply to all medication requests
Strength; <nones
Sig:

Send Reguest Cancel I

e aftempt to check o e3330es I € day, however, please do not expect an e

NOTE: One staff member is assigned to receive all the refill requests sent via the Portal, so there is no option to

select the person to whom the request will be sent.
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View Upcoming Scheduled Appointments

At some point before a scheduled appointment,y ou may receive a Portal message with @
Remi ndero as the message title.

» My Recent Messages

1 Date Time From To Title

= TH42008  319PM PORTAL Cote De Pablo | Appointment Reminder

Select ink above to confem,
reschedule, or cancel your appointment

|:| —_ TH 42008 11:22 AN Wayne, John Cote De Pablo RE: Referral Request

1. Click on the Title of the message to open it.

2. When you open the reminder, the appointment time, date, provider, and facility are also included in the message.

Appointment Reminder

From:
PORTAL

Attachments:
(Mo attachments)

Message:

Appeintment Reminder

Patient: De Pablo, Cote

Appointment Date Time: Jul 16 2008 8:15AM
Provider: Bowie, James

Medical Faciity: Lone Star Clinic

View Map

EESEETEE RS EESEEEESEETEEEEESEESEEEESEESEESEEEETEEEESTESTESEEEEEEEEESEESEEEEEE

NOTE: There may be some specific clinic notes and or instructions following this reminder box.
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Fill Out Medical History (Message Alert)

For certain types of appointments, your doctor may request that you fill out a medical history questionnaire. If so, an
alert will be displayed on the Overview tab in Portal

— 1/ 1/

7 o
O ] Messages (0) 'L Lab/Test Results (0) lfﬂedﬂlSummaty i Medications ‘_1 |

Welcome Leroy Jethro Gibbs

Message Alert 5 My Recent Messages

Fill Out Medical History O Date Time
(Appointment Date: 07/15/2008)
] == /282008  9:42 AM

1. Click on the red Fill Out Medical History link.
My Instant Medical History displays as shown below.

2. Read the information, and then click Next.
A series of questions will be displayed. The questions will vary, depending on the visit reason for your

scheduled appointment.

3. Read each question, and then click one of the answer buttons to go to the next question. Notice that there
are buttons below the question pane that allow you to skip the question or go back to the previous question.
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