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Welcome to Your Patient Portal

From your portal, you can review and update your medical information, send secure messages to your
practice, and review personal health documents like lab results and clinical summaries of recent office
visits. We hope you find the information in this User Guide helpful.

Home page features

The Home page is the gateway to your portal. From your Home page, you can:

l View appointments you have scheduled in the next two weeks, and register in advance to save
time at the office

l Update your medical information and send it to your provider’s office.

l View a list of your portal activity for documents and labs.

l Upload documents and URLs for your provider.

l Generate a summary of your patient information to print or share with another provider.

l Send non-urgent messages to your provider's office.

l Review documents and lab results sent to the portal from your provider.
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If you're using the Patient Portal on a mobile phone, see Saving the Patient Portal on
your phone and Uploading photos to the Patient Portal.

Upcoming appointments

In the Upcoming Appointments area of the Home page, your next two appointments with your pro-
vider display. If necessary, use the gray scroll bar to navigate up and down to view the details of
these two appointments.

Registering for your next appointment

If your provider’s office wants you to register for certain types of upcoming appointments, follow
the steps below:
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1. Select Register Now . The Registration Summary page opens.

2. Scroll down to Reason for Visit and select Update .

3. On the Reason for Visit page, select an option under Prior Problems, Symptoms, or select
Other and enter another reason in the window that opens.

4. Select OK .
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5. Select any of the other areas to update your information. See Updating your information.

6. When you finish any updates, select Return to Summary .

7. Select Submit Update .

8. Register Now no longer displays beside your appointment.

To print a summary of your medical information, use Print Summary to send the
information to your printer.

Updating your information

Use Update Medical Info on the Home page to view or change your personal
health information.

When the Medical Information Summary page opens, select Update beside the area
you want to view or change.
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When you open an area to update, you can return to the Medical Information Summary

page by selecting Return to Summary .

Updating demographics

In the Demographics area, you can only update the pharmacy information.

Please contact your physician's office to change any other demographics information.
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1. In the Primary Pharmacy field, enter the name or first few letters of the pharmacy, and then

select Open . If a name exists, the list in the Pharmacy window populates.

Pharmacies displaying eRx accept electronic prescriptions from your phys-
ician.

2. Click on a physician or pharmacy, and then click Select . Your selection displays on
the Demographics page. 
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To update at a later date, select Edit .

3. Do one of the following:
l Select Return to Summary , and then either select another area to update or

select Submit Update .
l Select an area at the top of the window to update that information.

Troubleshooting your pharmacy search

If you can't find your pharmacy or physician in the search, a message displays. Select Help .

A text window opens populated with a question regarding your search. You can add to that ques-

tion, or leave it as is, and then select Save to send the message to your provider’s
office.
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Updating allergies

It is very important for your doctor to know as much as possible about any allergies
you have.

1. To add any allergies, select Open to expand the list of common allergies, and then
do one of the following:

l Select an item from the list of common allergies in the Add an Allergy area on the
right.

l Enter a minimum of three letters in the search field to find an allergy not in the list of
allergies, and then select it.

2. In the window that opens, select the date the allergy started. Use the gray scroll bar to move
up and down on the page.

l Select the month and year your allergy started. If you don't know the month, just select
the year.
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If you select unknown, that displays on the Allergies page instead of a date

l Select the allergy reaction(s) from the list of common reactions, or use the Other
Reaction field to enter a reaction not in the list. You can enter as many reactions as
necessary.

Page 12 | Copyright 2024, AmerisourceBergen All Rights Reserved. Patient Portal User Guide 03/11/2024.

Duplication of this document’s intellectual content and methodologies, properties, or any portion therein, by any means, is prohibited. This document is subject to change.



3. Select Done . The allergy information displays on the Allergies page. Use Update

to make changes, or Remove to delete it from your chart.

4. Repeat the above steps until you finish adding all allergies.

5. Do one of the following:

l Select Return to Summary , and then either select another area to update or

select Submit Update .
l Select an area at the top of the window to update that information.

Updating medications

Remember to list all medications you're taking, including non-prescription med-
ications such as vitamins and other supplements.

If you already have a prescription on file with this doctor’s office, they display under Medications
from this office.
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1. To add any medications, select Open to expand the list of common medications, and
then do one of the following:

l Select an item from the list of common medications in the Add a Medication area on
the right.

l Enter a minimum of three letters in the search field to find a medication not in the list of
medications, and then select it.

2. In the window that opens, select any additional details about your medication. Use the gray
scroll bar to move up and down on the page.

l Select how you take the medication, such as Oral Tablet, Oral Powder, and so on.
When you select how you take it, additional options may display for you to select the
strength.

l Select how often you take the medication. By default, the system automatically selects
Daily and displays Taken daily - as directed.

l Select the month and year you started taking the medication. If you don't know the
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month, just select the year.

3. Select Done . The medication information displays under Other medications on the

Medications page. Use Update to make changes, or Remove to
delete it from your chart.

4. Repeat the above steps until you finish adding all medications.

5. Do one of the following:

l Select Return to Summary , and then either select another area to update or

select Submit Update .
l Select an area at the top of the window to update that information.

Updating procedures
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Be sure to include past surgeries and other procedures in your portal information.

1. To add any procedures, select Open to expand the list of common procedures, and
then do one of the following:

l Select an item from the list of common procedures in the Add a Procedure area on
the right.

l Enter a minimum of three letters in the search field to find a procedure not in the list of
procedures, and then select it.

2. In the window that opens, select the date you had the procedure done.

l Select the month and year you had the procedure done. If you don't know the month,
just select the year.
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If you select unknown, that displays on the Procedures page instead of a
date

3. Select Done . The procedure information displays on the Procedures page. Use

Update to make changes, or Remove to delete it from your chart.
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4. Repeat the above steps until you finish adding all procedures.

5. Do one of the following:

l Select Return to Summary , and then either select another area to update or

select Submit Update .
l Select an area at the top of the window to update that information.

Updating medical conditions

Knowing all your existing medical conditions is very important for your doctor.

1. To add any medical conditions, select Open to expand the list of common medical
conditions, and then do one of the following:

l Select an item from the list of common medical conditions in the Add a Condition area
on the right.

l Enter a minimum of three letters in the search field to find a medical condition not in
the list of conditions, and then select it.

2. In the window that opens, select the medical condition's diagnosis date.

l Select the month and year the medical condition was diagnosed. If you don't know the
month, just select the year.
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If you select unknown, that displays on the Conditions page instead of a
date

3. Select Done . The medical condition information displays on the Conditions page.

Use Update to make changes, or Remove to delete it from your
chart.

4. Repeat the above steps until you finish adding all medical conditions.

5. Do one of the following:

l Select Return to Summary , and then either select another area to update or

select Submit Update .
l Select an area at the top of the window to update that information.
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Updating family conditions

Use this area to enter information about your family’s history of medical conditions.

1. To add any family conditions, select Open to expand the list of common family con-
ditions, and then do one of the following:

l Select an item from the list of common family conditions in the area on the right.

l Enter a minimum of three letters in the search field to find a family condition not in the
list of conditions, and then select it.

2. In the window that opens, select the family member(s) with the condition.

3. Select Done . The family condition information displays on the Family Conditions

page. Use Update to make changes, or Remove to delete it from
your chart.

4. Repeat the above steps until you finish adding all family conditions.

5. Do one of the following:

l Select Return to Summary , and then either select another area to update or
select Submit Update
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.
l Select an area at the top of the window to update that information.

Updating social history

This is the last of the update pages and contains eight (8) areas of information to complete.

l Marital Status - Select your marital status. You can only pick one option.

l Smoking - Select your smoking status. When you select Used to Smoke, Smoke Every
Day, or Smoke Sometimes, a new window opens with additional options:

o Used to Smoke - Select when you stopped smoking, in days, weeks, months, or
years, select the number of packs you used to smoke per day, and then select Done

.
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o Smoke Every Day or Smoke Sometimes - Select when you started smoking, in days,
weeks, months, or years, select the number of packs you smoke per day, and then

select Done .
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If you select Remove in either window, the window closes without
saving your selections and clears the Smoking status option you selected.

l Smokeless Tobacco - Select if you use smokeless tobacco or not.

l Alcohol - Select your alcohol use. When you select Used to Drink or Currently Drink, a new
window opens with additional options:

o Used To Drink - Select when you stopped drinking, in days, weeks, months, or years,

select the number of alcoholic drinks you had per day, and then select Done .

o Currently Drink - Select the number of alcoholic drinks you have per day, rate your
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drinking as Social, Light, Moderate, or Excessive, and then select Done .

l Recreational Drugs - Select if you use recreational drugs or not.

l Caffeine - Select how much caffeine you have on a daily basis.

l Current or Former Occupation - Use the text box to enter your current or former occu-
pation.

l Blood Transfusion - Select if you ever had a blood transfusion or not.

Do one of the following:

l Select Return to Summary , and then either select another area to update or select

Submit Update .
l Select an area at the top of the window to update that information
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Reviewing and printing the summary

To print a summary of your medical information, use Print Summary to send the
information to your printer.

Viewing activity history for documents and labs

You can see the history of when you viewed documents and lab results by selecting Activity History

from the Home page.

In the window that opens, use the gray scroll bar to move up and down in the list, or enter a date

range at the bottom of the window and select Search to narrow down the list.
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Uploading documents

You can upload documents to the Patient Portal to share with your provider:

1. Select Upload Documents .
2. Select one of the following:

l Use File Upload to upload a .pdf file.
l Use URL Link Upload to link to a specific url. For example, you may have a URL to
access a radiology image at the hospital and want to share that with your provider.

3. Click the arrow beside Please select a Document Type and select the type of document to
upload.

4. Do one of the following:

l If uploading a file, select Choose File to locate and select the file, and

then select Add .

The file displays in the list below, and a message displays that the document was saved
successfully.
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If uploading a picture, select New Document.

l If adding a URL, you can also add an optional narrative and select Add .

5. The Patient Portal uploads the selected document/URL and sends it to your physician.

6. To remove a document from the Patient Portal, select Remove and confirm that you want
to remove the document. The system alerts you that the document will be removed from
Patient Portal.
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Since clicking Add immediately saves the document to your chart in the pro-
vider's office, you must contact your provider’s office to permanently remove the
document.

7. Select Done at the bottom of the Upload My Documents window.

Generating an Electronic Summary

Generate a summary of your patient information to print or share with another provider.

1. Select Generate Summary .

2. Use the filters to filter the summary by a specific date or a date range.

3. Select Generate . When the generated file is ready, the following message displays.

4. Select OK .
5. Locate the document under Summary Documents, and then click on it to view it.
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6. In the Summary Documents window, you can select to Download, Transmit, or Print the doc-
ument.

7. When you finish, select Done .

Downloading the CCDA

The document summary you generate is in a Consolidated Clinical Data Architecture (CCDA)
format. CCDA files are standard XML files that contain structured and unstructured patient data
and are used to support health information exchange with other EHR systems.

To download the CCDA:

1. Select Download .

2. In the window that opens, select the format to download. If you're not sure, select HTML.
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3. Locate the file in your Downloads folder on your computer.

Transmitting the CCDA

Your provider’s office may have a feature that allows you to transmit the CCDA Documents to
other physicians in your Urologist’s network, such as your Referring Physician. To send the
CCDA to another physician:

1. Select Transmit .

2. Typically, you should send your medical information via the secure Direct email (Direct
email is a unique email address for sending protected health information via the internet).
Select Send Direct Email, and then scroll through the list to find a provider.

If the provider's Direct email isn't in the list, enter the email address you have in
the text box below the Send Unsecure Email option.
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3. Select Send . A message displays if the email was sent successfully.

Printing the CCDA

To print the CCDA:

1. Select Print .

2. In the Print window that opens, select your printer, and then select Print.

Sending and receiving secure messages

Viewing and replying to messages

You can securely exchange messages with your provider’s office from the portal.

All messages display on the Home page. Unread messages display Unread .
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1. Click a message to open it.

2.  Select Reply to send another message, or select to return to the Home page.

To print the message, select Print . In the Print window that opens,
select your printer, and then select Print.

Creating and Sending New Messages

To send a new message to your provider’s office:

1. Select New Message above the messages on the Home page.

2. In the New Message window, make the following selections:

l Click the drop-down list under Select your Provider to select the provider name for
the message.

l Select if this is a Message for Office, an Appointment Request, a Refill Request, or
a request for an E-Visit.
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l Enter the message in the text field.

3. When you finish, select Send .

Your message displays in the list. When the office responds, Unread will display on that
message.

Viewing documents and lab results

From the Home page, you can view Documents and Lab Results your provider’s office sent you for
review. It’s a good idea to review these documents in a timely manner.
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1. Select the document to view.

You can also select to display all documents and lab results, and select
a specific document to view.

2. In the Documents and Lab Results window that opens, use the gray scroll bar to move up and
down on the page.
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3. To download or print, do one of the following:

l
To download the document, select .

In the window that opens, select the format to download. If you're not sure, select HTML.

Locate the file in your Downloads folder on your computer.

l
To print the document, select .

In the Print window that opens, select your printer, and then select Print.
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4. Select Done when you finish reviewing the document.

Saving the Patient Portal on your phone

Android

Chrome

1. After opening the Patient Portal in the Chrome browser, tap the 3 dots in the top right of
your screen.

2. Tap Add to Home screen.
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3. In the window that opens, you can edit the name, and then tap Add.

An icon displays on your home screen.

Edge

1. After opening the Patient Portal in the Edge browser, tap the menu icon at the bottom of
the screen.
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2. Swipe left to get to the 2nd screen, and tap Add to phone.

3. In the window that opens, you can edit the name, and then tap Add.

4. Tap Add to home screen.
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An icon displays on your home screen.

Firefox

1. After opening the Patient Portal in the Firefox browser, tap the 3 dots in the top right of
your screen.

2. Tap Add to Home screen.
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3. In the window that opens, you can edit the name, and then tap Add.

An icon displays on your home screen.

iPhone

Chrome

1. After opening the Patient Portal in the Chrome browser, tap the 3 dots in the bottom right
of your screen.
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2. Scroll down the list and tap on Add to Bookmarks.

3. When you open Chrome at another time, if Chrome doesn't default to the Portal, tap the
three dots in the bottom right of your screen, and then tap Bookmarks.

4. Tap on Mobile Bookmarks.
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5. Tap the Portal bookmark to open the Patient Portal.

Edge

1. After opening the Patient Portal in the Edge browser, tap the menu icon at the bottom of
the screen.

2. Tap Add to favorites.

3. When you open Edge at another time, if Edge doesn't default to the Portal, tap the menu
icon at the bottom of the screen and tap on Favorites.

4. Tap on Mobile Favorites.
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5. Tap on the Portal bookmark.

Firefox

1. After opening the Patient Portal in the Firefox browser, Firefox automatically adds an icon
to the home screen.

2. To pin it to the home screen, tap the menu icon at the bottom of the screen.

3. Tap Add to Shortcuts.
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4. Firefox pins the shortcut to the home screen so it will always display there.

Safari

1. After opening the Patient Portal in the Safari browser, tap the share icon.

2. Tap on Options.

3. Tap Add to Home Screen.
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4. You can edit the name, and then tap Add.

5. An icon displays on your home screen.

Uploading photos to the Patient Portal from your phone

To upload a photo from your phone:

1. From the Home screen of the Patient Portal, tap Upload Documents .

2. Tap Please select a Document Type, and then tab on New Document.
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If you don't see New Document, contact your practice so they can enable that
option.

3. Tab Choose File, and then select if you want to upload a photo or file, or take a new photo.

4. Tap Add . The uploaded document displays at the bottom of the screen.
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5. Tap Done .
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