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This document gives you complete instructions on how to use the IMS CarePortal™ 

website, which you can use to communicate with your provider, fill out forms, and 

access your health records. 

In IMS CarePortal, you can access the end-user license agreement (EULA) and 

privacy policy pages that contain the legal agreement and the terms of usage 

between Meditab and the user of the account.  

On the following locations, click Terms of Use to view the EULA page, or click 

Privacy Policy to view the privacy policy page: 

• Care Portal Registration page. 

• Form Authentication page. 

• Set Password page. 

• On the lower portion of any page or pane in your IMS CarePortal account. 

If you click Terms of Use on various pages, the EULA page opens. 
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Figure 1 On the Care Portal Registration page, click Terms of Use to 
open the EULA page, or click Privacy Policy to open the privacy policy 
page. 

 

 

Figure 2 On the Form Authentication page, click Terms of Use to open 
the EULA page, or click Privacy Policy to open the privacy policy page. 
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Figure 3 On the Set Password page, click Terms of Use to open the 
EULA page, or click Privacy Policy to open the privacy policy page. 

 

 

Figure 4 On the lower portion of any page or pane in your IMS 
CarePortal account, click Terms of Use to open the EULA page, or click 
Privacy Policy to open the privacy policy page. 
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Figure 5 The EULA page 

If you click Privacy Policy on various pages, the privacy policy page opens. 

 

Figure 6 The privacy policy page 
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The date on the EULA page and the privacy policy page is when the content was last 

updated. 

You can directly register and have your sign-in credentials in IMS CarePortal. 

To register to IMS CarePortal, follow these steps: 

1. On the IMS CarePortal sign-in page, click Register. 

 

Figure 7 On the IMS CarePortal sign-in page, click 
Register to register to the portal. 

2. On the Identity Verification page, enter your first name, last name, date of birth, 

postal code, and chart number in the corresponding boxes. 
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Figure 8 On the Identity Verification page, enter the applicable information to 
verify your identity. 

3. Click Submit. 

4. On the Care Portal Registration page, enter your preferred username and 

password, confirm your password, and then select the I agree to the Terms of 

Use (last updated date) and Privacy Policy (last updated date) check box. 

5. Click Register.  

 
Figure 9 On the Care Portal Registration page, enter the applicable 
information, and then click Register to register to the portal. 
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If your provider already created your username in IMS, your username automatically 

appears in the Username box of the Care Portal Registration page.  

You can no longer change your username in the Profile module of IMS CarePortal if you 

entered your username on Care Portal Registration. 

Your password must have a minimum of 8 and a maximum of 25 characters.  It must also 

not be the same as your username. It must have one numeric value and one special 

character. The special characters that you can use are !, @, #, @, %, ^, &, *, ?, (, ), _, ~, -, 

+, and =. 

If your provider already entered your email address on the Patient Master screen of IMS, 

your email address automatically appears in the Email box of Care Portal Registration. 

If your provider has not entered your email address on the Patient Master screen of IMS, 

the Email box of Care Portal Registration does not appear. 

After you click Register, you will receive a confirmation message in your email. 

6. When the Security Questions page opens, select three security questions from 

the First Question, Second Question, and Third Question lists, and then enter 

your answers to your selected questions in the corresponding Answer boxes. 

 

Figure 10 Enter the 

applicable 
information on the 
Security Questions 
page to set up your 
security questions. 
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You can add a hint to your security question in Hint. 

7. Click Submit. 

If you do not enter your security questions and close the Security Questions page, the 

Security Questions page opens after you sign in to your account. 

Aside from directly registering and having your sign-in credentials in IMS 

CarePortal, you can also sign in to your account by clicking the verification link that 

was sent to your email. 

To sign in to IMS CarePortal, follow these steps: 

1. Click the verification link. 

 
Figure 11 To verify your identity, click the verification link that was sent to your 
email to open the IMS CarePortal verification page. 

2. On the Activate Account page, enter the applicable information, and then click 

Submit. 
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Figure 12 On the Activate Account page, enter the applicable information, and then 
click Submit to proceed to the Set Password page.  

3. On the Set Password page, enter the password that you want in New Password, 

re-enter it in Confirm Password, and then select the I agree to the Terms of Use 

(last updated date) and Private Policy (last updated date) check box. 

4. Click Submit. 

 
Figure 13 On the Set Password page, enter the applicable information, select the 
agreement check box, and then click Submit to proceed to the Security Questions 

page.  

5. On the Security Questions page, select three security questions from the First 

Question, Second Question, and Third Question lists, and then enter your 

answers to your selected questions in the corresponding Answer boxes. 
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Figure 14 Enter the applicable information on the Security Questions page to 
set up your security questions. 

You can add a hint to your security question in Hint. 

6. Click Submit. 

7. Enter your username and password on the sign-in page, and then click Login. 
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Figure 15 Enter your username and password on the IMS CarePortal 
sign-in page, and then click Login to sign in to your account. 

For an existing user who has not reviewed the EULA page and has not set up his or 

her security questions, the EULA page immediately opens after he or she signs in 

to his or her account. When the existing user clicks Accept on the EULA page, the 

Security Questions page opens. To review the privacy policy of IMS CarePortal, click 

Privacy Policy on the lower-left corner of the EULA page. 
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Figure 16 On the EULA page, review the content, and then click Accept to 
proceed to the IMS CarePortal home screen.  

Also, when a provider sends a portal form link to a patient who is an existing user, 

but the patient has not accessed his or her account yet, the system opens the 

Form Authentication page, and then the Security Questions page opens after the 

patient fills out the Form Authentication page. 

When an existing user whose password does not use the system’s password 

requirements signs in to his or her account, the system requires him or her to 

change his or her password using the password requirements. 

You can request your provider’s office to resend your sign-in credentials in case 

you forget them.   

Retrieve a username. If you cannot recall your username, follow these steps: 

1. On the IMS CarePortal sign-in page, click Forgot Username?. 



 

 

 

 

15 | I M S  C a r e P o r t a l ™  

 

 

Figure 17 Click Forgot Username? on the IMS CarePortal 
sign-in page to retrieve your username. 

2. Enter the applicable information, and then click Submit.  

 
Figure 18 On the Forgot Username? page, enter the applicable information to 
confirm your identity, and then click Submit. 

3. When the message “Your request for Username is in process, You will receive 

email soon.” appears, click Ok. 

You will receive an email when your provider’s office has processed your request. 

The email contains the username that you can use to sign in to the portal. 

On the Forgot Username? page, you can also view the video on how to retrieve the 

username that was provided to you. 

Retrieve a password. If you cannot recall your password, follow these steps:  

1. On the IMS CarePortal sign-in page, click Forgot Password?. 
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Figure 19 On the IMS CarePortal sign-in page, click Forgot 
Password? to retrieve your forgotten password. 

2. When the Forgot Password page opens, enter your username in Username, and 

then click Submit. 

 
Figure 20 When the Forgot Password? page opens, enter your username in 
Username, and then click Submit. 

You will receive an email after your clinic has processed your request. The email contains 

the verification link. 

On the Forgot Password? page, you can also view the video on how to retrieve the 

password that was provided to you. 

3. In the email that was sent by your clinic, click the link. 
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Figure 21 Click the link to open the Account Verification page. 

4. When the Account Verification page opens, enter your date of birth and zip 

code, and then answer the security question. 

 
Figure 22 Enter the applicable information on the Account Verification page to 
open the Set Password page. 

The security question that appears on the Account Verification page is selected by the 

system randomly. If you wish to answer another security question, click Change Question. 

If you wish to view the hint that you provided, click Hint. 

5. On the Set Password page, enter your preferred password, confirm it, and then 

click Submit. 
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Figure 23 On the Set Password page, enter your preferred password, confirm it, 
and then click Submit to reset your password. 

In IMS CarePortal, the system implements the Completely Automated Public Turing 

Test to Tell Computers and Humans Apart (CAPTCHA) feature. CAPTCHA is an 

additional security feature that protects your account. 

The CAPTCHA feature appears after several failed attempts of signing in to your 

IMS CarePortal account.  

 

Figure 24 The CAPTCHA feature on the IMS CarePortal 
sign-in page 
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When the CAPTCHA feature appears, select the I’m not a robot check box, do the 

required steps in the verification window of CAPTCHA, and then click Verify. 

 

Figure 25 The verification window of the 
CAPTCHA feature 

The CAPTCHA feature also appears on the Forgot Username? and Forgot Password? 

pages. 

In IMS CarePortal, you may fill out forms that are relevant to your scheduled 

appointment. To enter the details, follow these steps: 

1. In the email that was sent by the clinic, click the link to open the IMS CarePortal 

verification page. 

To access your IMS CarePortal forms, sign in to IMS CarePortal, and then click Forms on 

the upper-right portion of the IMS CarePortal home page. If you access your forms in this 

manner, you no longer have to go through the verification process. Click a form title on 

the Patient Forms page to open that form.  
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Figure 26 In the email that you receive from your provider, click the link to open 
the form. 

2. On the IMS CarePortal verification page, enter your date of birth and zip code, 

answer the security question, and then click Submit. 

 
Figure 27 On the Form Authentication page, enter your date of birth and zip code, 
answer the security question, and then click Submit to open the form that your 
provider sent. 

3. Enter the applicable information in the form pages, and then click Next Page. 

 
Figure 28 In the form pages, fill in the applicable information, and then click Next 
Page to fill out the entire form. 
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4. Use the following navigation tools in the form: 

• Previous Page or Next Page. Click the Previous Page symbol  or the Next Page 

symbol  to go from one page to another. 

• Page list. To go directly to a specific page, select an option from the Page list.  

• First Page or Last Page. Click the First Page symbol  to go directly to the first 

page or the Last Page symbol  to go directly to the last page.  

You can monitor your progress using the progress bar on the upper-right corner of each 

page. 

• Select Language. Select a language that you prefer from the Select Language list. 

 
Figure 29 The Select Language list 

5. In the Forms to be Signed page, press and hold the left mouse button, and then 

drag the pointer to enter your signature in the Patient Signature box.  

6. Click Submit. 
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Figure 30 The Forms to be Signed page  

When you sign a form and click Submit, the next form that requires to be signed 

automatically opens. After signing the last required form, the next page of the IMS 

CarePortal form opens. 

You can click the Reset Signature symbol  to reset the Patient Signature box and 

change your signature. 

Your provider recommends that you sign all forms in the Forms to be Signed page before 

proceeding to the next page. 

7. On the demographic page of the form, enter the applicable information, and 

then do the following: 

• Search. Click the Search symbol  to open the list of entries for a selected field. 
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This symbol appears in the Referral Provider field and Pharmacy box of the 

portal form. 

• Reset. Click the Reset symbol  to clear the entries of a field.  

This symbol appears in the Referral Provider field and Pharmacy box of the 

portal form. 

 
Figure 31 The Search and Reset symbols 

8. On the Insurance page of the form, enter the applicable information, and then 

click Save. 

When you enter your insurance information and select a sponsor for your insurance from 

the Relation list, the system opens the Insured By section. 
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Figure 32 The Insured By section on the Insurance page of the form 

When you save the insurance information and either the date of birth or the sex of the 

insurance sponsor is not in the Insured By section, the “Below Detail(s) of the Insured By 

if not entered, might result in rejection of claims. Would you like to add?” message 

appears. 

 

Figure 33 The message that appears 
after you save the insurance 
request. 

9. On the Allergy page of the form, click No Known Allergy if you do not have a 

recorded allergy.  
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Figure 34 The Allergy page of the form 

When you click No Known Allergy, the system automatically proceeds to the next page of 

the form. 

You are required to fill out the Allergy page of the form. If you do not indicate the 

applicable information on the page, the “Please add at least one allergy or if you do not 

have any allergy or do not know your current allergy, please select No ‘Known Allergy’.” 

message appears. 

10. On the Medication page of the form, click No Current Medication if you do not 

have a recorded medication. 

 
Figure 35 The Medication page of the form 
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When you click No Current Medication, the system automatically proceeds to the next 

page of the form. 

You are required to fill out the Medication page of the form. If you do not indicate the 

applicable information on the page, the “Please add at least one medication or if you do 

not have any medication or do not know your current medication, please select ‘No 

Known Medication’.” message appears. 

11. On the last page of the form, click Finish.  

 
Figure 36 On the last page of the form, click Finish to fill out the form. 

12. On the Other Forms to be Filled page, do either of the following: 

• Click Go Back and Review Form to go back to the previous form and edit the 

details as necessary.  

• Click the form title in the Form column to access the selected form. 
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You do not have to reverify your identity to open another form from the Other Forms to 

be Filled page. 

13. On the thank-you page, click Logout.  

 
Figure 37 On the thank-you page, click Logout to close the form. 

If you open the form using the link sent to your email after you signed out from 

IMS CarePortal, you will be asked to go through the verification process again. 

For existing users who have not signed in to their account and accessed the form 

using the link that was sent to their email, the Form Authentication page opens 

where they can enter their date of birth and zip code.  

On the Form Authentication page, select the I agree to the Terms of Use (last 

update date) and Privacy Policy (last updated date) check box, and then click Submit 

to open the Care Portal Registration page. 
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Figure 38 The Form Authentication page with the agreement check box 

On the Care Portal Registration page, you can do either of the following: 

• Enter your preferred username and password, confirm your password, and 

then click Register to register to the portal and open the form. 

If you register to the portal, the Security Questions page opens before the form. 

• Click Skip Registration to directly open the form without registering to the 

portal.  

 
Figure 39 The Care Portal Registration page  
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If you do not have a portal account, the Care Portal Registration page opens before the form. 

After you sign in, the IMS CarePortal home page opens. This page has three major 

sections: the navigation bar, the menu bar, and the dashboard. 

 
Figure 40 The IMS CarePortal home page 

When an inactive user signs in to his or her account, the “Your account is inactive. Your 

access is limited to Read only” message appears in the uppermost section of the IMS 

CarePortal home page. 
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Figure 41 The message that appears in the uppermost section of the IMS 
CarePortal home page when an inactive user signs in to his or her account. 

On the navigation bar, you can find the following: 

• Notifications. Click the Notifications symbol  to open the Notifications list and 

view your notifications for new and updated records.  

From the Notifications list, click a notification to view your new or updated 

record in the IMS CarePortal module of the selected notification. 

 

Figure 42 The Notifications list 

The system highlights the unread notifications in the Notifications list. 

To open the Notifications pane, click See All. 
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• Forms. Click Forms to open the Patient Forms page where all the forms that you 

need to fill out are listed. 

For more information about how to open and fill out forms, see IMS CarePortal 

Forms. 

 
Figure 43 On the Patient Forms page, click a form title in the Forms column to 
open it. 

• Patient. Click Patient Name to see the following options: 

o Forms To Be Filled. Click Forms To Be Filled to open the Patient Forms page 

where all the forms that you need to fill out are listed. 

o About Clinic. Click About Clinic to read the history, mission, and other details 

of your provider’s office. 
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Figure 44 The About Us page 

o Contact Clinic. Click Contact Clinic to view the contact details of your 

provider’s office.  

o SMS/Email Subscription. Click SMS/Email Subscription to manage your 

notification and reminder subscriptions. For more information about how to 

manage your notification and reminder subscriptions, see Notifications. 

o Help. Click Help to view the user guide and the training videos related to the 

portal. 

o Activity Log(s). Click Activity Log(s) to monitor the activities that you perform 

in IMS CarePortal. 
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Figure 45 The Activity Log(s) pane 

You can filter the information that you want to view using the applicable 

criteria in the Activity Log(s) pane. 

• Logout. Click Logout to sign out from your account.  

Below the navigation bar, you can find the following: 

• Select Language. Click Select Language to select your preferred language that 

will be used in the portal. 

• Default font size. Click the Default font size symbol  to set the fonts in the 

portal to their default sizes. 

• Decrease font size. Click the Decrease font size symbol  to decrease the size 

of fonts in the portal. 

• Increase font size. Click the Increase font size symbol  to increase the size of 

fonts in the portal. 



 

 

 

 

34 | I M S  C a r e P o r t a l ™  

 
Figure 46 You can use the options below the navigation bar to perform additional 
functions in the portal. 

The dashboard contains the overview of the different modules—health records, 

documents, appointments, and messages—in your account. 

Each module in the dashboard displays the three most recent information or 

records from your provider. 

For more information about the modules, see Patient Information. 

The menu bar displays the modules that contain patient information. The different 

modules are the following: 

• Home. When you are on another page, click Home to go back to the home 

page.  

• Appointments. Click Appointments to access the following options:  

o Request. Click Request to schedule an appointment with your provider. 

o Future/Past. Click Future/Past to view your past and future appointments. 
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• Health Record. Click Health Record to access the following options: 

o Documents. Click Documents to access the page where you can view, 

download, and transmit your documents. 

o Careplan. Click Careplan to access the page where you can view the different 

care plans that your provider prepared for you. 

o Labs. Click Labs to access the page where you can view the laboratory tests 

ordered by your provider for you and the test results if already available.   

o Prescriptions. Click Prescriptions to access the page where you can view the 

prescription details from your provider and request for a drug refill. 

o Prior Authorizations. Click Prior Authorizations to access the page where you 

can view the details of the prior authorizations for your prescriptions. Prior 

Authorization (PA) is the process of obtaining a preapproval from the payer 

of a prescription. The electronic form of PA is called ePA. 

o Immunization. Click Immunization to access the page where you can view 

your immunization details from your provider. 

• Billing. Click Billing to see the following options:  

o Pay Bill. Click Pay Bill to access the page where you can settle your balance 

with your provider. 

o Payment History. Click Payment History to view the details of your previous 

payments. 

o Billing Receipts. Click Billing Receipts to access the page where you can view 

or download your billing receipts. 
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o Billing Statements. Click Billing Statement to access the details of your billing 

statements. 

o Quotations. Click Quotations to view quotes for clinical procedures. 

• Vital Signs. Click Vital Signs to view your recorded vital signs or add some 

updates. 

• Messages. Click Messages to view the list of messages from your provider or 

send your provider a message. 

• Profile. Click Profile to edit, view, and update your account information. 

• Insurance. Click Insurance to access the page where you can view and update 

your insurance details.  

You can also add a new insurance to your record. 

• Contacts. Click Contacts to view your contact details or add contact details of 

other people. 

• Photos. Click Photos to access the page where you can view and upload relevant 

photos. 

• Facesheet. Click Facesheet to access the overview of your healthcare 

information. 

• Blue Button Download Health Record. Click Blue Button Download Health Record 

to view, download, and send your health record. 

When you view your healthcare information in the different modules on the menu 

bar, you can sort the information in ascending or descending order by clicking the 

arrow symbols beside the column header.  
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Figure 47 The healthcare information in ascending order 

 
Figure 48 The healthcare information in descending order 

You can subscribe or unsubscribe to an email or SMS notification in IMS CarePortal. 

Notifications are categorized into modules. You can also view your notifications in 

the Notifications pane. 
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To manage your notification subscriptions, follow these steps: 

1. On the IMS CarePortal navigation bar, click Patient Name, and then click 

SMS/Email Subscription. 

2. In the Manage SMS/Email Notification Subscription pane, do any of the 

following: 

• To view the description of a module, point to the information symbol  of a 

module in the List column. 

 

 

Figure 49 In the List column, point to 
the information symbol of a module 
to view the description of the 
module. 

• To receive a reminder or notification of a selected module through email, select 

the check box beside the selected reminder or notification in the Email column. 

• To receive a reminder or notification of a selected module through SMS, select 

the check box beside the selected reminder or notification in the SMS column. 

• To stop receiving a reminder or notification of a selected module through 

email, clear the check box beside the selected reminder or notification in the 

Email column. 

• To stop receiving a reminder or notification of a selected module through SMS, 

clear the check box beside the selected reminder or notification in the SMS 

column. 
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• To receive reminders and notifications of all modules through email and SMS, 

click Subscribe to All. 

• To stop receiving reminders and notifications of all modules through email and 

SMS, click Unsubscribe from All. 

 
Figure 50 Manage your notification subscriptions in the Manage Email/SMS 
Notification Subscription pane. 

3. Click Save. 

You can also unsubscribe from your notification subscriptions in IMS Patient App 

and in the link that you receive through SMS or email. 

To view a notification, follow these steps: 

1. On the navigation bar of IMS CarePortal, click the Notifications symbol . 

2. From the Notifications list, click See All. 
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3. In the Notifications pane, click the notification that you want to view. 

 
Figure 51 The Notifications pane 

When you click a notification, the system opens the module of the selected notification. 

You can access different modules for your patient information in IMS CarePortal 

using the dashboard and menu bar.  

You can view a summary of your scheduled appointments in Future Appointments 

of the dashboard.  
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To view your past and future appointments, click Show all in the Past Appointments 

and Future Appointments panes. 

 
Figure 52 The Future Appointments pane 

View appointments. To view a list of your past and future appointments, do 

either of the following steps: 

• On the menu bar, click Appointments, and then click Future/Past.  

• On the dashboard, click Show all in the Future Appointments pane. 

 
Figure 53 The Future Appointments and Past Appointments panes 
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Your appointments can have the following statuses: 

• Confirmed  

• Unconfirmed  

• Cancelled By Provider  

• Cancelled By Me   

• Cancel request Pending  

• Missed  

If you want to cancel a future appointment, click the cancel appointment symbol  in the 

rightmost column of the appointment. Instructions on how to contact your provider’s office 

regarding cancellations will appear. The cancellation request still has to be approved by the 

provider’s office. 

Request an appointment. To send an appointment request, follow these 

steps: 

1. On the menu bar, click Appointments, and then click Request. 

2. In Request an Appointment, fill out the following boxes: 

• Office. In Office, enter the name of the office that you want. 

• Provider. Select a provider from the Provider list. 

• Phone. Enter your phone number in Phone.  

• Email. Enter your email address in Email. 
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• Reason. Enter the reason for the appointment in Reason. 

• Preferable Date. In the Preferable Date pane, enter your preferred date range in 

From and To. To open the Available Slots window and check the provider’s 

availability, click Check Availability. 

• Preferable Time. In the Preferable Time pane, enter your preferred time frame 

in From and To.  

3. Click Request an Appointment. 

 
Figure 54 In Request an Appointment, enter the applicable appointment 
information, and then click Request an Appointment to request appointment. 
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4. When the “Your request for an appointment has been sent successfully.” 

message appears, click Ok.  

In Request of the Appointments module, you can do either of the following: 

• Click Update Requested Appointment to update your request. 

• Click Cancel Requested Appointment to cancel your appointment request. 

 
Figure 55 In Request of the Appointments, click either Update Requested 
Appointment or Cancel Requested Appointment to update or cancel an 
appointment request. 

Request for a televisit. You can request for a televisit appointment in IMS 

CarePortal. You can use this option if you are unable to physically meet your 

provider. 

To request for a televisit in IMS CarePortal, follow these steps: 

1. On the menu bar, click Appointments, and then click Request. 

2. In the Request an Appointment pane, select the Televisit check box, and then 

enter the applicable appointment information. 
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Figure 56 The Televisit check box 

3. In the lower-right pane, click Request an Appointment. 

4. When the confirmation message appears, click OK. 

In the confirmation message, the details may vary. 

Pay the copay amount to start a televisit. Before you can start a televisit, 

it is necessary to pay the copay amount at any time before the scheduled 

appointment. When you try to start a televisit, the system prompts you to pay the 

applicable copay. 

Before the appointment, you can also pay the copay amount through the 

Appointment module in IMS CarePortal.  

To pay the copay amount to start a televisit, follow these steps: 

1. In the Today’s Televisit pane, click Start Visit. 

The Today’s Televisit pane appears in Home of IMS CarePortal. 

Today’s Televisit appears only if you have an upcoming televisit. 
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2. In Televisit Payment, enter the applicable payment information. 

 
Figure 57 In Televisit Payment, enter the applicable payment information to pay 
for the televisit. 

3. Click Pay Now. 

Pay the copay amount prior to the televisit. In IMS CarePortal, you can 

also pay the copay amount of a televisit ahead of time. 

In the Future Appointments pane, you can review your future televisit 

appointments and verify the copay amount that you need to pay.  

In Future Appointments, the Televisit symbol  indicates that the future 

appointment is a televisit. 
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To pay the copay amount prior to the televisit, follow these steps: 

1. On the menu bar, click Appointments, and then click Future/Past. 

2. In the leftmost column of Future Appointments, click the Pay $amount. 

 
Figure 58 The Future Appointments section 

3. In Credit Card/ACH Payment, enter the applicable payment information. 

 
Figure 59 In Credit Card/ACH Payment, enter the applicable payment 
information to pay for the televisit. 
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4. Click Pay Now. 

Start a televisit. If you have a televisit appointment, you can start a televisit 

and open the video platform from your IMS CarePortal account. 

To start a televisit from IMS CarePortal, follow these steps: 

1. In the Today’s Televisits pane, verify your appointment information. 

2. Click Start Visit. 

 
Figure 60 In Today’s Televisits, click Start Visit to open the video platform for 
the televisit. 

3. On the video platform, wait for the provider to join the televisit session. 

 
Figure 61 On the video platform, wait for the provider to join the televisit 
session to begin the appointment. 
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You are checked in when both you and the provider join the televisit. 

In the Health Record module, you can view, download, or transmit your documents 

in Documents. You can also view your healthcare information in Careplan, Labs, 

Prescription, and Immunization. 

Access a document. To access a document in Documents, follow these steps: 

1. On the menu bar, click Health Record, and then click Documents.  

2. In Documents, enter your search criteria in the following:  

• Visit From Date and To Date. In Visit From Date and To Date, enter the date 

range of the document’s visit date.  

• Category. From the Category list, select the type of document that you want to 

search.  

• Upload From and To. In Upload From and To, enter the date range of the 

document’s upload date.  

• Description. In Description, enter the document’s keyword. 

3. Click Search. 
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Figure 62 In Documents, enter your search criteria, and then click Search to 
retrieve a particular document. 

4. Click the View symbol  to open a document.  

You can see the number of unread documents beside Documents. 

 
Figure 63 Documents displays the number of unread documents. 

Download a document. To download a document, do any of the following: 

• To download a document, click the download symbol  in the View/Download 

column of the document that you want to download. 

• To download multiple documents, select the check box of the documents that 

you want to download, and then click Download. 
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Transmit a document. To transmit a document to your provider, follow these 

steps:  

1. In the leftmost column, select the check box for the document that you want to 

transmit. 

2. In the Transmit section, do either of the following: 

• Select Direct Address to transmit your health record to the direct address of the 

provider, and then enter the applicable information. 

• Select Email to transmit your health record to the email address of the provider, 

and then enter the applicable information. 

3. Click Send Health Record. 

 
Figure 64 Select the check box in the leftmost column, and then enter the 
applicable information in the Transmit section to transmit the selected 
document. 

You can view your most recent documents in Documents on the dashboard. 
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Figure 65 Documents on the dashboard  

In Documents on the dashboard, you can find the following: 

• View. Click the View symbol  to open a document.  

• Download. Click the Download symbol  to download a document. 

• Show All. Click Show All to view the list of all documents in the Documents 

module. 

Access Careplan. A care plan contains specific clinical instructions. It also 

contains the detailed description of your ailment and details about the treatment 

methods that best fit your circumstance.  

To view a care plan, follow these steps: 

1. On the menu bar, click Health Record, and then click Careplan.  

2. In Careplan, enter the range of the care plan’s creation date in From and To, 

and then click Search. 
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3. When the search results appear, click the View symbol  or the Download 

symbol  in the View/Download column of a care plan to view or download 

the care plan. 

 
Figure 66 Click the View symbol in Careplan to open the Care Plan Detail page. 

4. Review the care plan in Careplan Detail. 

 
Figure 67 The Careplan Detail window 

To print the care plan, press Ctrl+P. 
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Access Labs. Labs in the Health Record module shows you the list of all the 

laboratory tests ordered or received by the provider for you. 

To view a laboratory order on Labs, follow these steps: 

1. On the menu bar, click Health Record, and then click Labs. 

2. In the Labs pane, enter your search criteria in the following boxes: 

• Lab Test. From the Lab Test list, select the laboratory test that you want to view.  

• Order From Date and To Date. In Order From Date and To Date, enter the date 

range of the laboratory order’s creation.  

• Status. From the Status list, select the status of the order. 

 
Figure 68 In Labs, specify your search criteria, and then click Search to retrieve 
the laboratory order record that you want to view.  

3. Click Search. 

 
Figure 69 The Labs pane  

. 
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4. Do either of the following: 

• Click the View full note symbol  to view the full note of a selected laboratory 

test. 

• If results are already available, click the Result symbol  to view them. 

You can view the most recent laboratory orders and results in Labs on the 

dashboard. 

 
Figure 70 Labs on the dashboard 

You can find the following features in Labs: 

• View full test symbol . Click the View full test symbol to view the details of a 

laboratory test. 

• Result symbol . If laboratory test results are available, click the Result symbol 

to open a selected result. 

• Show All. Click Show All to view the list of all laboratory orders in Labs on the 

Health Record module.  

View a prescription. To view a prescription, follow these steps: 

1. On the menu bar, click Health Record, and then click Prescriptions. 
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2. In the Prescriptions pane, enter your search criteria in the following: 

• Drug. Enter the name of the drug in Drug.  

• From Date and To Date. In From Date and To Date, enter the range of the drug’s 

refill date.  

• Refill Status. Select the status of the drug from the Refill Status list. 

3. Click Search. 

 

Figure 71 Enter your search criteria in Prescriptions, and then click Search 
to view the prescription that you want. 

To view the details of a drug’s prior authorization, click the Prior Authorization symbol  

of a drug. 

To cancel a refill request, click the Cancel Refill Request symbol  of the refill request 

that you want to cancel, and then click Ok when you see the message that indicates that 

the request was cancelled. 

To edit a refill request, click the Edit Refill Request symbol  of the refill request that you 

want to edit. 

To view the note of a prescription’s status, click the View Status Note symbol  of a 

prescription. 
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Request for a refill. To request a refill for a drug, follow these steps: 

1. In the Refill Request pane, enter the details of the refill request in the following 

criteria: 

• Drug. Select a drug from the Drug list. 

When you select a drug from the Drug list, the name of the pharmacy automatically 

appears in the Pharmacy box based on where your provider last prescribed the drug or 

where you last requested a refill. 

When both options are applicable, the system prioritizes the name of the pharmacy 

where you last requested a refill. 

When you add a default pharmacy in the Profile module, the default pharmacy appears in 

the Pharmacy box instead. For more information about how to add a default pharmacy, 

see Set a default pharmacy in “Profile”. 

When none of the options are applicable, the system does not enter any option in the 

Pharmacy box. 

• Refill. Enter the number of refills for the drug in the Refill box. 

• Pharmacy. Enter the name of the pharmacy in the Pharmacy box.  

Click the Search symbol  to open the Pharmacy window and select a 

pharmacy. Click the Reset symbol  to reset the Pharmacy box. 

In the Pharmacy window, (D) appears on the left side of the default pharmacy, and (P) 

appears on the left side of the preferred pharmacy. 
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Figure 72 In the Pharmacy window, (D) appears on the left side of the default 
pharmacy, and (P) appears on the left side of the preferred pharmacy. 

2. Click Send Refill Request. 

 
Figure 73 In the Refill Request pane, enter the applicable information, and then 
click Send Refill Request to request a refill for the selected drug. 

3. When you see the message that states that the refill request was sent, click Ok.  
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Pending for Approval is the default status for the refill request.  

You can view the most recent prescriptions in Prescriptions on the dashboard. 

 

Figure 74 Prescriptions on the 
dashboard 

In the Prescriptions pane, click the Drug Education symbol  to get more details 

about the corresponding drug. Details include NDC, patient and drug education, 

and drug side effects. 

In the Drug Education pane, click the following to access more functionalities: 

• Click Ind./Contra Ind. to view a selected drug’s indication or contraindication 

details. 

• Click Back to Home to return to the dashboard. 
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Figure 75 Drug Education in Prescriptions on the dashboard 

View prior authorizations. To view your prior authorizations, follow these 

steps: 

1. On the menu bar, click Health Record, and then click Prior Authorizations. 

2. In the Prior Authorizations pane, enter your search criteria in the following: 

• Created Date From and Created Date To. In Created Date From and Created Date 

To, enter the range of the prior authorization’s creation date. 

• Drug. In the Drug box, enter the specified drug of the prior authorization. 

• Status. From the Status list, select the status of the prior authorization. 

• Outcome. From the Outcome list, select the outcome of the prior authorization. 

3. Click Search. 
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Figure 76 In Prior Authorizations, enter your search criteria, and then click Search 
to view a specific prior authorization. 

You can see the following in the Prior Authorizations pane: 

• View PBM Details. Click the View PBM Details symbol  to view the details of 

the pharmacy benefit manager (PBM). 

• Prospective. The Prospective symbol  indicates that a provider performed the 

ePA check. 

• Retrospective. The Retrospective symbol  indicates that a pharmacy initiated 

the ePA check. 

You can view the most recent prior authorizations in Prior Authorizations on the 

dashboard. Click Show All to open the Prior Authorizations pane. 
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Figure 77 Prior Authorizations on the dashboard 

View the prior authorization of a prescription. To view the prior 

authorization of a prescription, follow these steps: 

1. On the menu bar, click Home. 

2. In the Prescriptions pane, click the Prior Authorization symbol  of a 

prescription. 

 
Figure 78 In Prescriptions, click the Prior Authorization symbol of a prescription to 
open its prior authorization details. 

3. Review the prior authorization details of the selected prescription. 

 



 

 

 

 

63 | I M S  C a r e P o r t a l ™  

 
Figure 79 The prior authorization details of a prescription 

In Prior Authorizations, you can view the status and outcome of a drug and payer for the 

selected prior authorization. You can also view the effective and expiration dates, if the 

payer of the drug indicates them. 

View immunization details. To view your immunization record, follow these 

steps: 

1. On the menu bar, click Health Record, and then click Immunization. 

2. In the Immunization pane, enter your search criteria in the following: 

• Given From Date and To Date. In Given From Date and To Date, enter the range 

of the immunization’s creation date.  

• Status. From the Status list, select the status of the immunization that you want 

to view. 

3. Click Search. 
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Figure 80 In Immunization, enter your search criteria, and then click Search to 
view the immunization that you want. 

To print your immunization details, click Print Immunization. 

View and download visit note and signed forms. In Visit Note / Signed 

Forms, you can view and download your visit note forms and signed forms in PDF 

format.  

To view and download your forms, follow these steps: 

1. On the menu bar, click Health Record, and then click Visit Note / Signed Forms. 

2. In Visit Note / Signed Forms, enter your search criteria in following boxes: 

• Visit From Date and To Date. In Visit From Date and To Date, enter the date 

range of the visit when the forms were signed or created. 

• Upload From Date and To Date. In Upload From Date and To Date, enter the 

date range when the forms were uploaded to IMS CarePortal. 

• Description. In Description, enter an applicable keyword.  

3. Click Search. 

4. In the View/Download column, click the View symbol  to view the form, or 

click the Download symbol  to download the form. 
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The View and Download symbols are blue if the forms are not yet viewed and 

downloaded. The symbols become white after you view and download the forms.  

 
Figure 81 In the Visit Note/Signed Forms column, click the View symbol to view 
the applicable forms or click the Download symbol to download the applicable 
forms. 

 

OpenEdge is integrated in IMS CarePortal to offer you enhanced features including 

Card On File and bills payment using credit card and ACH. 

Pay via credit card. To pay via credit card, follow these steps: 

1. On the menu bar, click Billing, and then click Pay Bill. 
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Figure 82 On the menu bar, click Billing, and then click Pay Bill. 

2. In the Amount box of the Payment Details section, type the amount that you 

want to pay. 

3. In the Payment Method section, click Credit Card. 

You can also click the Save your card check box to save the credit card 

information and use it for future transactions. 

4. Click Proceed to Pay. 
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Figure 83 In the Credit Card/ACH Payment pane, enter the necessary information, 
and then click Proceed to Pay. 

5. On the following page of Credit Card/ACH Payment, enter the necessary credit 

card information, and then click Pay Amount. 

 
Figure 84 On the following page of Credit Card/ACH Payment, enter the necessary 
credit card information, and then click Pay Amount. 
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6. When the Payment Response pane opens, click OK. 

 
Figure 85 The Payment Response pane of IMS CarePortal that shows a successful 
confirmation 

 
Figure 86 The Payment Response pane of IMS CarePortal that shows a failed 
confirmation 
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Pay via saved credit card. To pay via saved credit card, follow these steps: 

1. On the menu bar, click Billing, and then click Pay Bill. 

2. In the Amount box of the Payment Details section, type the amount that you 

want to pay. 

3. In the Saved Credit Cards section, click the credit card that you want to use. 

 
Figure 87 The Saved Credit Cards section showing the saved credit cards 

The Saved Credit Cards section appears if you have saved one or more credit cards in IMS 

CarePortal. 

When you save a credit card in IMS CarePortal, the saved card appears in IMS Patient 

App and IMS OnArrival. 

4. Click Proceed to Pay. 

5. When the Password Verification window opens, reenter your password, and 

then click Submit. 



 

 

 

 

70 | I M S  C a r e P o r t a l ™  

 
Figure 88 The Password Verification window 

6. In the Payment Response pane, click OK. 

Pay via ACH. To pay via ACH, follow these steps: 

1. On the menu bar, click Billing, and then click Pay Bill. 

2. In the Amount box of the Payment Details section, type the amount that you 

want to pay. 

3. In the Payment Method section, click ACH, and then click Proceed to Pay. 

 
Figure 89 In the Credit Card/ACH Payment pane, enter the necessary information, 
and then click Proceed to Pay. 
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4. In the ACH Information section on the following page, enter the necessary ACH 

information, and then click Pay Amount. 

 
Figure 90 In the ACH Information section on the following page, enter the 
necessary ACH information, and then click Pay Amount. 

5. In the Payment Response pane, click OK. 

View Payment History. To view your payment history, follow these steps: 

1. On the menu bar, click Billing, and then click Payment History. 

2. In the Payment History pane, enter your search criteria in the following: 

• Receipt Date From and Receipt Date To. In Receipt Date From and Receipt Date 

To, enter the date range of the payment that you want to view.  

• Status. In Status, enter the status of the payment that you want to view. 

3. Click Search. 
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Figure 91 Enter your search criteria in Payment History, and then click Search to 

view the payment details that you want. 

View and download a billing receipt. To view and download a billing 

receipt, follow these steps: 

1. On the menu bar, click Billing, and then click Billing Receipts. 

2. In From Date and To Date of the Billing Receipts pane, enter the date range of 

the receipt that you want to view or download, and then click Search. 

 
Figure 92 Enter your search criteria in Billing Receipts, and then click Search to 
display the billing receipt that you want to download or view. 

3. When search results appear, do either of the following: 

• Click the Download symbol  to download a billing receipt. 
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• Click the View symbol  to view a billing receipt. 

View and download a billing statement. To view and download a billing 

statement, follow these steps: 

1. On the menu bar, click Billing, and then click Billing Statement. 

2. In From Date and To Date of the Billing Statements pane, enter the date range 

of the billing statement that you want to view or download, and then click 

Search. 

 
Figure 93 Enter your search criteria in Billing Statements, and then click Search to 
display the billing statement that you want to download or view. 

3. When search results appear, do either of the following: 

• Click Download to download a billing receipt. 

• Click View to view a billing receipt. 

The upper part of Billing Statements also displays the following: 

• Pt. Balance. Patient Balance displays your total accumulated balance. This 

information is also on the IMS CarePortal home page. You can point to Pt. 

Balance, and then click Pay Now to pay your balance. 
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Figure 94 The patient balance is displayed in the upper-left portion of the IMS 
CarePortal home page. 

• Last Statement Balance. Last Statement Balance shows the balance amount 

from your most recent statement. To pay your balance, click Pay Now. 

• View Last Statement. Click View Last Statement to see a detailed view of your 

most recent statement. 

• Last Payment. Last Payment shows you the amount that you paid on your most 

recent payment. 

• View Payment History. Click View Payment History to see a detailed view of your 

payment history. 

 
Figure 95 The details displayed in the upper part of Billing Statements 
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View and pay a quotation. In Quotations, you can view and pay for a 

procedure quote that was sent by your provider. 

1. On the menu bar, click Billing, and then click Quotations. 

 
Figure 96 Click Quotations in the Billing module to view the list of quotations. 

2. In Quotations, click the View symbol  in the first column to open a detailed 

view of the quotation. 

3. In Quotations, click Pay Now in the last column of the quotation that you want 

to pay. 

4. Enter the applicable payment information, and then click Pay Now. 

 
Figure 97 To complete a payment, enter the applicable payment information of 
the quotation on the quote payment page, and then click Pay Now. 
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5. When the message indicating the success of the transaction appears, click Ok. 

Add a credit card. To add a credit card, follow these steps: 

1. On the menu bar, click Billing, and then click Saved Cards. 

 
Figure 98 On the menu bar, click Billing, and then click Saved Cards. 

2. In the Saved Cards pane, click Add New Card. 

3. In the Add New Card window, select the I agree to the Terms and Conditions 

check box, and then click Continue. 
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Figure 99 In the Add New Card window select the I agree to the Terms and 
Conditions check box, and then click Continue. 

4. Enter the necessary credit card information, and then click Save. 

 
Figure 100 In the following window of Add New Card, enter the necessary credit 
card information, and then click Save. 

5. When the “Card Added Successfully” message appears, click OK. 
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Figure 101 When the “Card Added Successfully” message appears in Saved Cards, 
click OK. 

Remove a credit card. To remove a credit card, follow these steps 

1. On the menu bar, click Billing, and then click Saved Cards. 

2. In the Saved Cards pane, click the Delete symbol  to remove the credit card. 

3. When the “Do you want to delete this card?” message appears, click OK. 

You can view your recorded vital signs in the Vital Signs module.   

View Vital Signs. To view details of your vital signs, follow these steps: 

1. On the menu bar, click Vital Signs, and then click View.   

2. In Vital Signs, enter the applicable date range in From Date and To Date. 

3. Click Search. 
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Figure 102 In Vital Signs, enter the applicable date range in From Date and To 
Date, and then click Search to view the recorded vital signs. 

Click the View More symbol  for the applicable date to view more details. 

 
Figure 103 The section that shows additional details when you click 
the View More symbol 

Add Vital Signs. To add details of your vital signs, follow these steps: 

1. On the menu bar, click Vital Signs, and then click Add. 

You can also add new vital signs in View of the Vital Signs module by clicking the Add Vital 

Sign button. 

2. In the Add Vital Signs pane, enter the applicable information. 

3. Click Save to add new vital signs. 
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Figure 104 In Add Vital Signs, enter the applicable information, and then 
click Save to add new vital signs. 

Generate a graph for vital signs. To generate a graph for the recorded vital 

signs, follow these steps: 

1. On the menu bar, click Vital Signs, and then click Graphs. 

2. In the Graph for Vital Signs pane, enter the applicable information in the 

following filter criteria: 

• Style. Select the style of the graph from the Style list. 

• Vital Sign. Select the recorded vital signs from the Vital Sign list. 

• No. of visits. Select a particular number of visits for the recorded vital signs from 

the No. of visits list. 
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Figure 105 In the Graph for Vital Signs pane, enter the applicable information to 
filter the graph that you want to generate. 

3. Click Search. 

 
Figure 106 In the Graph for Vital Signs pane, click Search to generate the graph. 

You can only generate the vital signs that are imported in IMS. You cannot 

generate pending vital signs. 

Click the maximize symbol  to maximize the graph. If the graph is maximized, click the 

minimize symbol  to minimize the graph. 
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With the Messages module, you can send messages to or view messages from your 

provider’s office.  

Read a message. To open and read a message in Messages, follow these steps: 

1. On the menu bar, click Messages, and then click View.  

2. In the Messages pane, click the Sent tab or the Received tab, depending on 

what type of message that you want to view.  

The Messages pane opens the Received tab by default. 

 
Figure 107 To view a message in Messages, click the Sent or Received tab. 

3. Filter the messages using the following criteria: 

• Keyword. In Keyword, enter the applicable keyword. 
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• From Date and To Date. In From Date and To Date, indicate the date range that 

covers the date when the message was sent or received. 

4. On the results list, click the message symbol in the leftmost column. 

A message can be Unread , Read , or Private Message .  

You can see the number of unread messages beside Messages. 

 

Figure 108 The Messages 
module displays the number of 
unread messages. 

Compose a new message. To compose and send a new message, follow 

these steps:  

1. On the menu bar, click Messages, and then click Compose.  

2. In the Compose a Message pane, enter the name of the recipient of your 

message in To, type your message in Message, and then click Send. 

It is necessary to type your message in the Message box. The To box is optional. 

You can send a private message to your provider if your message is confidential. If you 

want your message to be private, select the Is Private? check box. 

3. Click Ok when the “Your message has been sent successfully. We will call you 

back, if required.” message appears. 
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Figure 109 In Compose a Message, enter the applicable information, and then 
click Send to send your message. 

You can also view your most recent messages in Messages on the dashboard. 

 
Figure 110 Messages on the dashboard 

In Messages on the dashboard, do either of the following: 

• Click Compose to compose and send a message to the provider.  

• Click Show All to view your messages in the Messages module.  
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You can view your account information in the View pane of the Profile module. You 

can also change your password and username and edit your profile. 

Update demographic information. To update your demographic 

information, follow these steps: 

1. On the menu bar, click Profile, and then click Edit Profile. 

2. In the Edit Profile pane, enter the applicable information. 

3. Click Save. 

 
Figure 111 To edit your profile, make changes in Edit Profile, and then click Save. 

4. When the “Your request for editing personal detail has been sent successfully.” 

message appears, click OK. 

You can add your PHI reference link in the PHI Reference link box of the Edit Profile 

pane. Enter the link in the PHI Reference link box, and then click Verify so that the 

system verifies the link that you entered. 
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Change password. To change your password, follow these steps: 

1. On the menu bar, click Profile, and then click View. 

2. In the Profile pane, click Change Password. 

3. When the Change Password pane appears, enter the applicable information in 

the following boxes: 

• Old Password. Type your current password in Old Password. 

• New Password. Type your new password in New Password.  

Your password must have a minimum of 8 and a maximum of 25 characters. It 

must have one numeric value and one special character. It must also not be the 

same as your username. 

• Confirm New Password. Type the new password again in Confirm New 

Password. 

 
Figure 112 Enter the applicable information in Change Password to change your 
password. 
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4. Click Submit. 

5. When the “Your Password has been changed Successfully.” message appears, 

click OK. 

Change username. To change your username, follow these steps: 

1. On the menu bar, click Profile, and then click View. 

2. In the Profile pane, click Change Username. 

3. When the Change Username pane appears, enter the applicable information in 

the following boxes: 

• Current Username. Type your current username in Current Username. 

• Password. Type your current password in Password. 

• New Username. Type your new username in New Username. 

• Confirm New Username. Type the new username again in Confirm New 

Username. 

 
Figure 113 Enter the details in Change Username to change your username. 

4. Click Submit. 
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5. When you receive a message that states that your username has been changed, 

click OK. 

You can change your username once only. 

If you created your username by registering to the portal, you can no longer change your 

username in the Profile module. 

Edit security questions. To edit your security questions, follow these steps: 

1. On the menu bar, click Profile, and then click View. 

2. In the Profile pane, click Edit Security Question. 

3. When the Password Check pane opens, enter your password, and then click 

Submit. 

 
Figure 114 In the Password Check pane, enter your password, and then click 
Submit to open Security Questions. 

4. Make the necessary changes in the Security Questions pane, and then click 

Submit. 
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Figure 115 In the Security Questions pane, make the necessary changes, and then 
click Submit to save your changes. 

After you edit your security questions, the system automatically sends a confirmation to 

your email that you have changed your security questions. 

Set a default pharmacy. To set a default pharmacy, follow these steps: 

1. On the menu bar, click Profile, and then click Edit. 

2. In Pharmacy of the Edit Profile pane, click the Select Default Pharmacy symbol 

. 

3. In the leftmost column of the Default Pharmacy window, select the check box 

for the applicable default pharmacy. 

You can select only one default pharmacy. 
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Figure 116 In the leftmost column of the Default Pharmacy window, select the 
check box for the applicable default pharmacy. 

4. Click Select. 

 
Figure 117 In the Default Pharmacy window, click Select to confirm your selection. 
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5. When the “Do you want to add previous pharmacy to patient’s preferred 

pharmacy” message appears, click Yes. 

 

Figure 118 When the “Do you want to add 
previous pharmacy to patient’s preferred 
pharmacy” message appears, click Yes to 
proceed. 

The message appears only if you set a default pharmacy previously. Otherwise, the 

message does not appear, and the Default Pharmacy window closes after you click Select. 

The selected pharmacy appears in the Pharmacy box of the Edit Profile pane. 

 
Figure 119 The Pharmacy box in the Edit Profile pane 

Add a preferred pharmacy. To add a preferred pharmacy, follow these 

steps: 

1. On the menu bar, click Profile, and then click Edit. 
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2. In Pharmacy of the Edit Profile pane, click the Selected preferred pharmacy(s) 

symbol . 

3. In the leftmost column of the Preferred Pharmacy window, select the check box 

for the applicable preferred pharmacy. 

You can select one or more preferred pharmacy. The current default pharmacy is no 

longer included in the list. 

 
Figure 120 In the leftmost column of the Preferred Pharmacy window, select the 

check box for the applicable preferred pharmacy. 
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4. Click Save. 

The selected pharmacies appear when you point to the Selected preferred 

pharmacy(s) symbol  in the Edit Profile pane. 

 
Figure 121 The selected pharmacies appear when you point to the Selected 
preferred pharmacy(s) symbol in the Edit Profile pane 

If you click the Selected preferred pharmacy(s) symbol  again to open the 

Preferred Pharmacy window and set another preferred pharmacy, the existing 

preferred pharmacies appear at the top of the list. 
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Figure 122 In the Preferred Pharmacy window, the existing preferred pharmacies 
appear at the top of the list. 

You can view and edit your insurance details in the Insurance module. You can view 

the list of your insurances by clicking View in the Insurance module. You can also 

add a new insurance.  

Add an insurance. To add an insurance, follow these steps: 

1. On the menu bar, click Insurance, and then click Add.  

2. In the Add New Insurance Request pane, enter the applicable information, and 

then click Save. 
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Figure 123 To add a new insurance, enter applicable information in Add New 
Insurance Request, and then click Save. 

3. When the “Your request for save insurance detail has been sent successfully.” 

message appears, click Ok. 

Edit an insurance. To edit an insurance, follow these steps: 

1. On the menu bar, click Insurance, and then click View. 

2. In the Insurance pane, click the Edit Insurance symbol  of the selected 

insurance. 

 
Figure 124 To edit an insurance, click the Edit Insurance symbol in Insurance. 
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3. Make the necessary changes in the Update Insurance Request pane, and then 

click Save. 

 
Figure 125 Make changes in Update Insurance Request to edit an insurance. 

4. When the “Your request for save insurance detail has been sent successfully.” 

message appears, click Ok. 

When you update or add an insurance request, and then you select a sponsor for 

your insurance from the Relation list, the system opens the Insured By section. 
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Figure 126 The Insured By section 

When you save the insurance request and you enter neither one nor both of the 

date of birth or the sex of the insurance sponsor in the Insured By section, the 

“Below Detail(s) of the Insured By if not entered, might result in rejection of claims. 

Would you like to add?” message appears.  

Do any of the following:  

• Click OK to enter the name of the insurance sponsor, and then save the 

insurance request.  

• Click Cancel to close the message, and then save the insurance request. 
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Figure 127 The message that appears 
after you save the insurance request 

You can view and add contact details in the Contacts module.  

View contacts. To view your existing contacts, click View in the Contacts 

module. 

 
Figure 128 The Contacts pane 
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The star symbol  indicates that the entry is a new contact, and it still requires your 

provider’s approval. 

Add a new contact. To add a new contact, follow these steps: 

1. On the menu bar, click Contacts, and then click Add. 

You can also add a new contact by clicking Add New Contact in View of the Contacts 

module. 

2. In Add New Contact, enter the applicable contact information, and then click 

Save. 

 
Figure 129 In Add New Contact page, enter the applicable contact information, 
and then click Save to add a new contact. 
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3. When the “Your request for save insurance detail has been sent successfully.” 

message appears, click Ok. 

You can view the photos uploaded by the clinic or upload your own photos in the 

Photos module. 

View photos. To view your photos, follow these steps: 

1. On the menu bar, click Photos. 

2. Do either of the following: 

• Click the Patient Photos tab to view photos that your provider uploaded for you. 

• Click the Pending Photos tab to view photos that you uploaded. 

 
Figure 130 To view your photos, click either Patient Photos or Pending Photos in 
Photos. 

3. Click the photo that you want to view. 
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Add a new photo. To add a new photo, follow these steps: 

1. On the menu bar, click Photos. 

2. Click Upload. 

3. Select a photo that you want to upload from your computer.  

Uploaded photos are considered pending until approved and saved by the provider’s office. 

You can view your uploaded photos in the Pending Photos tab in the Photos module. 

Capture a photo. If you have a web camera in your computer, you can capture 

a photo and add it in the Pending Photos tab. To capture a photo, follow these 

steps: 

1. On the menu bar, click Photos. 

2. In the Photos pane, click Capture. 

 
Figure 131 In the Photos pane, click Capture to open your web camera. 

3. When your web camera opens, click Shoot to capture the image. 
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Figure 132 Click Shoot to capture 
the image. 

4. Do either of the following: 

• Click Upload to upload the captured image. 

• Click Back to discard the captured image, and then capture a new one. 

 

Figure 133 You can click Upload to 
upload the captured image, or click 
Back to discard the captured image, 
and then capture a new one. 

Captured photos are considered pending until approved and saved by the provider’s office. 

You can view your captured photos in the Pending Photos tab of the Photos module. 
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Add a note to an uploaded photo. You can also add a note to your 

uploaded photo. To add a note to your uploaded photo, follow these steps: 

1. To view the photo that you uploaded in Photos, click the Pending Photos tab.  

2. Click the add note symbol  to add a note for your uploaded photo. 

3. In Add Note, type your note, and then click Save. 

 

Figure 134 In Add Note, enter 
your note, and then click Save. 

The add note symbol changes to the view note symbol  if the photo has a note. Click the 

view note symbol  to view the note of an uploaded photo.  

You can also find the following buttons in Pending Photos: 

• Deselect All. Click Deselect All to clear the selection of all photos in Pending 

Photos. 

• Select All. Click Select All to select all photos in Pending Photos. 

• Delete. Click Delete to delete selected photos in Pending Photos. 
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You can view the overview of your healthcare information in the Facesheet 

module. 

You can view the following information in Facesheet: 

• Patient demographics  

• Insurances 

• Cases 

• Contacts 

• Prescriptions 

 
Figure 135 The Face Sheet pane 
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You can do the following in Facesheet: 

• To print your face sheet, click Print FaceSheet. 

• To view a specific case in Face Sheet, click Case(s), and then select the case that 

you want to access.  

• To expand a section in Face Sheet, click the expand symbol . 

 
Figure 136 Click the expand symbol to maximize the section.  

• To collapse an expanded section in Face Sheet, click the collapse symbol . 



 

 

 

 

106 | I M S  C a r e P o r t a l ™  

 
Figure 137 Click the collapse symbol to collapse the section. 

You can view, download, and send your health record using the Blue Button 

functionality. To access Blue Button, click BLUE BUTTON DOWNLOAD HEALTH 

RECORD in the IMS CarePortal menu bar. 
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Figure 138 When you click BLUE BUTTON DOWNLOAD HEALTH RECORD in the IMS 
CarePortal menu bar, the system opens the Health Record pane. 

In the Health Record pane, select the applicable dates of the data that you want to 

access in From Date and To Date, and then do any of the following: 

• View your health record. Click the View your health record symbol  to view 

your heath record. 

• Download your health record (Human Readable Format). Click the Download 

your health record (Human Readable Format) symbol  to download your 

health record in a human-readable format. 

• Download your health record. Click the Download your health record symbol 

 to download your heath record. 

Transmit your health record. You can transmit your health record either to 

the direct address or the email address of the provider. 
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To transmit your health record, follow these steps: 

1. In the Transmit section of the Health Record pane, select any of the following: 

• Direct Address. Select Direct Address to transmit your health record to the 

direct address of the provider. 

• Email. Select Email to transmit your health record to the email address of the 

provider. 

 
Figure 139 The Transmit section of the Health Record pane 

2. Do either of the following: 

• After you select Direct Address, enter the direct address of the provider in the 

Direct Address of the Provider box. 

 
Figure 140 The option that appears when you select Direct Address in the 
Transmit section 
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• After you select Email, enter the email address of the provider in the Recipient 

Email Address box. 

 
Figure 141 The options that appear when you select Email in the Transmit 
section 

You can also add a note in the Add a note box. 

3. Click Send Health Record. 


