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Health Tab 

On the Health tab of the Patient Portal, there are two sections: My Records and My Medications. 
Instructions for using each section are provided below. 

(Note that the My Medications section will be displayed only if your provider allows medication refill 
requests to be submitted through the Patient Portal.) 

My Records 

When you click the Health Tab, the My Records section will display a list of the health records that have 
been sent to your Patient Portal.  The records will be listed by date, as shown in the example below.  

 

If no records are listed, click the green “Request Health Record” text located at the top of the Health tab. 
A copy of the most current health information in your chart will then be sent from the clinic to your Patient 
Portal.  (It might take a few minutes for the health record to be transmitted to the Portal - light gray 
ellipses will be displayed in place of the “Request Health Record” text while the request is processing.) 

Save or Send a Health Record 

 If you want to save an HTML version of one of your health records to your computer, click the Save 
Information button. 

 If you want to save an XML version of a health record to your computer, click the Save File button. 

 If you want to send a health record to someone via email, click the Send Information button. 

Display Your Health Record 

To display a health record, click the View Information button. The health record will be displayed on the 
Health tab, as shown in the example below. 

 

 Before each section of the record, there will be a gray title bar containing the name of the section. In 
the example above, you can see the title bars for the Allergies section and the Assessment section. 
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 To quickly find a particular section of the health record, click the Collapse All button located at the top 
of the record and then use the Expand button in a section header to display that section. 

 

 To choose the sections that you want to see each time you view your health record, click View 
Preferences. If there is a check in the check box next to a section title, that section will always be 
displayed when you view your health record. To hide a section, remove the check mark. (Click the 
check box to remove a check mark - click again to add it back.) You can also move sections up or 
down using the arrows to the right of the section title. Be sure to click the Save Preferences button. 

 

Search for a Health Record from a Specific Date 

You can use the date range buttons at the top of the Health Tab to search for a record within a specific 
time frame. 

 

My Medications 

In the My Medications section you can see a list of your medications, and you can request refills. To 
request a refill, click the check box next to the medication and then click the Request Refills button.  
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Messages Tab 

Click the Messages tab to view a list of all the messages that you have sent or received. 

 

View or Reply to a Message 

 To view the contents of a message, click the message. 

 

 Clicking the Reply button will display a field in which you can type a response to the message. 
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Create a New Message 

If you want to send a new message to your doctor or to clinic staff, click the SEND MSG button to display 
fields in which you can select the recipients and type a subject and a message. 

 

(You can add recipients by clicking the drop-down button and then selecting a recipient.) 

 

Family Tab 

If you log in to your Patient Portal and click the Family tab, you will see your name at the top of the tab, 
and there will be a check mark to the right of your name. 

 

You may also see a family member’s name, with a SWITCH button to the right of their name. If you see a 
family member’s name, that means they have granted you access to their Portal. (Instructions for granting 
access are provided in the Account Tab section of this document.) 
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My Profile 

 In the My Profile section of the Account tab, you can change your Portal username and password, 
your contact information, and your preferred language, location, and time zone. 

 You can also stop the clinic from sending any more messages or health information to your Portal by 
removing the check from the ‘Send protected health information to my patient portal’ check box. (Click 
the check box to remove the check; click again if you want to add it back.) 

 

 When you make changes, be sure to scroll to the bottom and click the SAVE button. 

Family Access 

The Family Access section of the Account tab allows you to give family members access to your Patient 
Portal. There are two ways to provide access to your Patient Portal: You can create a new user, or you 
can grant access to someone who already has a Patient Portal account with the clinic where you have 
your Patient Portal account. Both options are explained below. 

 If you create a new user account for someone, you must give that person the link to the Patient 
Portal login page, along with the username and password for the account that you created for them. 
When the person enters the username and password in the login page for the Patient Portal, your 
Portal will be displayed, and they will be able to see all of your health records and messages. 

To create a new user account, type the person’s first name, last name, username, and password in 
the applicable fields. If you want the account to be disabled after a certain amount of time, enter an 
expiration date (this is optional).  Click the CREATE USER button to finish creating the account. 

 

 You can grant access to someone only if that person already has a Patient Portal account with the 
same clinic where you have your Patient Portal account.  When you grant access to someone, they 
will be able to access your Portal information from within their Portal. 
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To grant access to someone, you must get the username and password for their Portal account, enter 
their username and password into the GRANT AN EXISTING USER ACCESS section of the Account 
tab on your Patient Portal, and click the GRANT ACCESS button. 

 

The next time they log in to their Portal, they will see your name on the Family tab in their Portal - and 
if they click the SWITCH button next to your name, your health records and messages will be shown 
on the Health and Messages tabs in their Portal. (See the Family Tab section of this document for 
more information.) 

Log Out of the Portal 

To log out of your Patient Portal, click the LOG OUT link located under your name in the upper left corner 
of the Patient Portal. 

 


