
Patient Portal Training and FAQs –  

Getting Started: Setting Up Your Patient Portal 

When you first become a patient, you will receive a welcome email with instructions to access the Patient Portal. 

To log in for the first time: 

1. Open the email you received from our office or request a new email from the front office. 

2. Copy the temporary password provided. 

3. Use the email address where the message was sent as your username. 

4. Log in and create a new password. 

 



 

Navigating the Patient Portal 

Viewing Visit Notes 

• Select the Records tab from your dashboard to view provider visit notes and related documents. 

 

 



Viewing Balances and Charges 

From your dashboard, go to Billing. Select Make a Payment to view balances, charges, and 
payment activity. 

 

 

 

 

 

 

 

 

 

 

 

 

Setting Up a Credit Card for Co-Pays 

1. Navigate to Billing. 
2. Click Make a Payment. 
3. Enter your credit card or payment details. 

4. You may choose to save your payment method. 
5. From this screen, you can also set up recurring payments if applicable. 

 

 



Enter your method of payment. 

From here, you can set up reoccurring payments  

 



 

Paying by Check (Bank Account) 

1. Go to Billing → Make a Payment. 
2. Enter your routing number and account number. 
3. Confirm the payment details and select Pay. 

 

 



 

 



 

 

 

 

 

 

 

 



Viewing Appointments and Schedules 

• Access your upcoming and past appointments from the Appointments section. 
• You can:  

o View scheduled visits 

o Print appointment details 

o Add appointments to your personal calendar 

 

Scheduling or Rescheduling Appointments 

• From the scheduling section, you can:  
o Request new appointments 

o Request changes to existing appointments 

o Print appointment confirmations 

o Add appointments to your calendar 

 

If you need assistance at any point, please contact our front desk for support. We're happy to help you 
navigate the Patient Portal and ensure you have access to everything you need. 



Completing Forms 

• Required forms can be found within the portal. 
• Some forms, such as medical history, must be completed periodically to ensure your records 

remain accurate. 

 

 

 

 

 



Messaging the Office or Your Therapist 

• Messaging therapists:  

o Therapists must initiate the conversation first. 

o Once a therapist sends you a message, you will be able to reply directly within the portal. 

To contact the front desk staff, select Message the Office. If you would like your therapist to 
contact you, you can ask the front desk staff to have your therapist reach out. 

 

 

 

 


