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To Log In to the Patient Portal
1) For a New patient
Click on New to Our Practice: Register Now

Patient Demographics
Enter in the demographic information and click on “save” located at
the bottom of the page

2

Patient History
The next screen is the Patient History Screen
Enter in the following information and then click on save to continue to
the next screen

Family and Social History
This screen requires you to fill in your Family and Social history
information .Once your done you can proceed to the next screen by
clicking on save
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Allergies and Meds
If you have any allergies or are currently on any kind of medication
you can fill in that information in this screen and then click on save.

Click here to log out
Once you’re done filling in all screens, the information will be sent to
the doctors office .They will then verify your information and will then
email you a user name and password for you to log into the patient
portal.
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2) Already a User
Enter in your user name and password that was provided to you via
email

The very first time you log in, the system will prompt you to change
your password
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My Account
Here you can view your account details
Change password
To change your password click on change password
Logout
To log out of the patient portal click on log out

Request an appt
To request an appointment click on ”Request A Appt” and in the
following screen enter in your preferred physician, choice of time you
would want to schedule the appointment for and the reason of visit.
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To request a medication refill
Select your medication from the drop down list
Enter in your pharmacy name, phone number and if you wish any
additional notes.

Request Orders
To request a Lab /Radiology test enter in the name of the test and
from the drop down list select the type of test you wish to request.
Click on submit to send the information to the doctors office
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Inbox
To view messages in your Inbox click on “message type”.

Send a Message
To send a message to the doctors office select “Select a Message”
Enter in the subject and a brief message and then click on submit.
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3) Already a patient
If you are an existing patient but do not have your username and
password click on the following link

This screen requires you to fill in all the information
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An email will be sent to you with your username and password.
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Accessing the patient portal from Doctors partner

Front Desk Menu
To access the patient portal you can click on patient portal workbench
or patient portal
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Patient Portal
Here you have the option of viewing each screen individually

Patient Portal Workbench
The workbench gives you access to all the above menus. From this
screen you can view the following information by clicking on the text
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New Patient:
This screen gives you a list of all new patients who requested for their
portal ID

To view the patient Demographic information click on the patient name
To import the patient demographic information click on the Import
check box and then click on submit. This will send a portal id to the
patient and will save the demographic information in doctor’s partner.

To deny a request click on cancel this will send an email to the patient
denying the request.
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Existing Patient Request:
This screen gives a list of all existing patients who requested for their
portal ID
To send a portal id click on the send id check box and then click on
submit.
If you wish to deny the request click on delete.
Submit will send the information to the email provided by the patient.
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Patient Appointment Request
This screen lists the patients who have requested for an appointment.
To view the appointment details click on the patient name

Here you can view the requested appointment date, Reason of visit
and also preview your appointment schedule to check for any available
slots.

Select the allotted appointment date and enter in the start and end
time and then click on “Ok”.
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Patient Medication Refill Request
You can view Patient medication refill requests from this screen.
To notify the Doctor of a medication refill click on the drop down list
and select the Doctor you wish to notify.
Then click on select and then click on submit to send the information.

The person you chose from this drop down will receive a mail
notification in doctorspartner regarding a medication refill for the
patient.
To view the message the doctor will have to click on the message icon
on the top left of your doctorspartner screen

He/She can now refill the medication from his inbox by clicking on the
refill medication link.
16

Patient Lab Order Request
To process a lab order request you will first have to match the order
name with the lab/radiology name from the drop down list. Now select
the person you wish to notify by selecting the name from the drop
down list. Select the select check box and then click on submit.
The notified person will now receive a message in their doctorspartner
message box.

Internal Messages
To view the message click on the message “Subject”.
To send the message to the desired person in your office select the
name from the drop down list, click on the select box and then click on
“submit”.

The notified person can respond to the patient’s message my clicking
on reply.
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Patient portal Imported Report
This report will give you the list of patients within a given date range
to whom you had sent the portal id.
To send the portal id again click on “ID Send”.
To exit from this screen click on “Close”.
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Other ways to enter and send patient portal Login Information:
If you have a new/existing patient or if a patient has forgotten their
username and password you can enter in the patient email address in
the patient information screen, save this information and then click on
“Send Portal ID”.
The patient will now receive an email with the portal login information.
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