Patient Portal Guide

*All names used in this tutorial are test patients, no privacy laws have been breached*

-This is what the email that was sent to you looks like:

COMMUNITY FAMILY CARE, LLC

Heather, manage your health online. Anytime.
Anywhere.

Your Patient Portal makes it easy for you to manage your health
information online. Create an account in just a few minutes.

Create My Account

e Your Patient Portal lets you:
« See your test results, appointments, and health records
« Book appointments
« View and pay your bills

-Click the blue “Create My Account” button above, and then you will be brought to the screen
below:

‘#athenahealth

Create your new password

We use athenahealth to make it easier for you to log
in to your online accounts with participating
healthcare providers and applications. To get
started. set your password below.

Email address

Password
|
Be between 8 and 20 characters
Have at least 1 uppercase letter
Have at least 1 lowercase letter
Have at least 1 number or symbol
Confirm password
l l

By clicking Save and Continue. you agree to
the Terms of Use and Privacy Policy.

Save and Continue



-Go ahead and create your desired password that meets the requirements of the system, then
press the blue “Save and Continue” button:

#athenahealth

Create your new password

We use athenahealth to make it easier for you to log
in to your online accounts with participating
healthcare providers and applications. To get
started, set your password below.

Email address
Password

escccsccsce L4

n Al requirements met

Confirm password

Gessaansaes o e

By clicking Save and Continue. you agree to
the Terms of Use and Privacy Policy.

Save and Continue

-You will then be brought to this screen:

#athenahealth

°

Text me with my security code
(+1 XXX-XXX-5270)

Send code

Cannot verify? Reset your account

Sign out



-Press the gray “Send code” button; this will text a security code to your mobile phone that will be
from a “74454” number and should say “****** js your athenahealth verification code”. Enter that 6-
digit code in the screen as shown below, then click the blue “Verify” button.

#athenahealth

=

Text me with my security code
(+1 XXX-XXX-5270)

Enter the code we just
sent you

Cannot verify? Reset your account

Sign out

-You will then be brought to the screen below. Go ahead and click the box next to the statement that
states “l accept the Terms and Conditions” and then click the blue “Continue” button:

©),

COMMUNITY FAMILY CARE

Terms and Conditions

Please review the updated Terms and Conditions.

COMMUNITY FAMILY CARE,LLC

Patient Portal Terms and Conditions

These terms and di a binding agr between you and
COMMUNITY FAMILY CARE, LLC ("we," "us," or "our")

The Patient Portal 1s an Internet service that allows our patients to: communicate
with us; access their health records; request or reschedule appointments; view and
update personal request : receive test results; read
patient educational material; view statements; pay bills; and access related
services and content.

[ 1accept the Terms and Conditions



-You will be redirected to the main Patient Portal screen at this time:

&),

COMMUNITY FAMILY CARE

4= Dial 911 in the case of a medical emergency

Welcome to the COMMUNITY FAMILY CARE, LLC Patient Portal

Make a One-Time Payment Sign In to Your Portal

Enter your statement code to get started Log in with ¥ athenahealth

Create an Account

Where can | find my code?

By clicking Make a Payment, you represent Forgot password?
that you are authorized to address the
patient's billing matters. We use athenahealth to help you access your

heaith information for different doctors’ offices

Make a Payvment with just one email and password.

-Click the blue “Log in with athenaHealth” button above, then enter your username and password
that was just created, and press the blue “Login” button below (You also have the option to have
your device remember your login information by clicking the box next to “Remember me” and/or if
you’ve forgotten your password, you can click the blue “Forgot password?” link at the bottom) :

#athenahealth

Enter your email and password to log in to

COMMUNITY FAMILY
CARE, LLC

Email address

miketest123@gmail.com ‘

Password

Remember me

Forgot password?



reereettreeeeenneeneeenneeneeeenee.@Nd then you will be brought to the Home page, as shown below:

[Z) Messages MT | Mike v

A Home
@ Good afternoon, Mike!

[ Appointments

B Billing & Payments Appointments

D myHealth B Need toschedule anew appointment? m

& TestResults

Messages

[J Have a question for your provider?

@ Callo11ifyou are experiencing a medical emergency.

Provider
- Choose a recipient - v
Subject
- Choose a subject - v
Message

Enter your message here. A member of our staff will reply.




The Home page

From this screen, you are able to check your messages to and from your provider:

Q [Z) Messages MT | Mike v

A Home
@ Good afternoon, Mike!
B Billin Appointments

D My Heith B4 Need to schedule anew appointment? [ schedueNow |

Messages

[J Have a question for your provider?

@ callon1ifyou are experiencing a medical emergency.

Provider

- Choose a recipient - v
Subject

- Choose a subject - v
Message

Enter your message here. A member of our staff will reply.

«

« »

Upon clicking on “Messages”, you will see this screen:

Q‘V) B3 Messages MT | Mike v

([ Home Messages Inbox  ComposeMessage  SentMessages  Archived Messages

Dial 911 in the case of a medical emergency.

) Send us a message and we will respond within 2 business days. All messages are confidential
B Billing & Payments
Note: Please use this tool for health-related inguiries only. All messages are included in your patient record

® Compose Message Contact Preferences
My Health

»
Test Resul
& TestResu No messages to display.

0-00f0

Compose Message

#athenahealth @ ;Prefieres espaiiol? Privacy Policy FAQ ~ Website Privacy  Accessibility Statement

This is where all the messages between you and your provider will live. You are able to compose and
send a message to your provider 2 ways; either Click the blue rectangle that says “Compose
Message”, or go to the top of the screen and click “Compose Message”:



(R Home

B Appointments
B Billing & Payments
@ MyHealth

& TestResults

«

Messages |nbo:/pq:esemssage SentMessages  Archived Messages

Dial 911 in the case of a medical egpéfgency.

Note: Please use thitogffor health-rblated inquiries only. All messages are included in your patient record

Send us a message Za vjfsphd vithin 2 business days. All messages are confidential

Compose Message

Ntlodlsphy.

Compose Message

Vsathenahealth

¢Prefieres espaiiol?

Privacy Policy ~ FAQ

You can see just the messages you have sent by clicking on “Sent Messages”:

B Messages

Contact Preferences

e —

ious | 0-0 of 0 | Next | Last

Website Privacy  Accessibility Statement

MT | Mike v

() Home

B Appointments

B Billing & Payments
Q@ My Health

& TestResults

«

Messages  inbox

Dial 911 in the case of a medical emergency.

Compose Message

S

essages  Archived Mes:

Send us a message and we will respond within 2 business days. All message are confidential.

Note: Please use this tool for lated inquiri

Compose Message

No messages to display.

Compose Message

Vsathenahealth

only. All

luded in your patient record

¢Prefieres espaiol?

Privacy Policy ~ FAQ

B Messages

Contact Preferences
[searchiesags — [=

Previous | 0-0 of 0 | Next | Last

Website Privacy ~ Accessibility Statement

You can view “Archived Messages” by clicking on that appropriate link. Archived messages are
messages you would like to save (not delete), but do not want them cluttering up your inbox.

If you look to the top right corner of the page, you will see your initials and your name:

MT | Mike v




A Home

B Appointments
B Billing & Payments
@ MyHealth

A TestResults

@ Good afternoon, Mike!

Appointments
[ Need to schedule a new appointment?
Messages

[J Have a question for your provider?

@ calion1 ifyou are experiencing a medical emergency.

Provider

- Choose a recipient - ¥
Subject

- Choose a subject - b4
Message

Enter your message here. Amember of our staff will reply.

If you click on this, you will then see this:

[Z) Messages

MT = Mike v

A Home

[ Appointments
B Billing & Payments
Q@ My Health

& TestResults

«

@ Good afternoon, Mike!

Appointments
[ Need toschedule a new appointment?
Messages

[J Have a question for your provider?

@ Caliont ifyou are experiencing a medical emergency.

Provider

- Choose a recipient - v
Subject

- Choose a subject - v
Message

Enter your message here. A member of our staff wil reply.

[Z] Messages

LogOut

You are able to get back to the Home screen, from any other screen, by clicking “My Profile”.

If you click “Notification Settings”, this will take you to this screen:

My Profile

Notification Settings




(Q [Z] Messages MT | Mike v/

H
(@) Home My Profile Contact Information  Notification Settings ~ Insurance  Family Access

=] indicate your nofification pref below. These notification preferences only apply to automated messages from our office. Our staff may contact you via phone if an urgent matter requires your attention

Include text messaging as a contact option

 silingé.payment DL e L

I have read and agree to the Terms and Conditions. Message frequency may vary. Message and data rates may apply.

My Health e
St Health Notifications
We will noify you when your [ab result Your disclosed via email o
& TestResults Email Phone Text Message
Required

Prescription Notifications

We wil send y . and coupons
Text Message
Appointment Reminders
We will contact you to remind you about scheduled appointments.
Email Phone Text Message
Required
Updates and Announcements
We wilnotty o ntment weather events, and other important announcemens.
Email Phone Text Message
Required
Billing
« We will contact you when new biling statements are available. You can view your biling statements and pay outstanding balances on your secure Patient Portal. If necessary, we will nofify you if a balance is past due. %
»

You are able to customize the notification settings for receiving automated messages from our
office on this page. You can also scroll to the bottom of the page click the box next to “Go paperless
and receive your statements online” if you so choose to do so.

[Z) Messages MT | Mike v
o i —
Required
() Home
Prescription Notifications
[ Appointments We wh send your updates, and coupons
Text Message
B Billing & Payments
Appointment Reminders
@ My Health you'to remind ment;
Email Phone Text Message
Required
& TestResults
Updates and Announcements
We tify tment weather events, and other important announcements.
Email Phone Text Message
Required
Billing
will you when ne avallable. You can view your statements and pay outstanding balances on your secure Patient Portal. If necessary, we will notify you if a balance is past due.
Email Phone Text Message
Required
Paperless statements are a simple way to reduce your environmental impact
By checking the box below, you consent and agree to receive electronic notices and disclosures as described in the eCommunications Disclosure Agreement
/| Go paperless and receive your statements online
—
o
@ :Prefieres espaiiol? Privacy Policy FAQ  Website Privacy  Accessibility Statement

V#athenahealth




Q [Z) Messgdbs

My Profile

A Home Notification Settings
@ Good afternoon, Mike! LogOut
B Appointments
B Billing & Payments Appointments
@ My Health [ Need to schedule a new appointment? m
& TestResults
Messages
[J Have a question for your provider?
@ cation1 ifyou are experiencing a medical emergency.
Provider
- Choose a recipient - v
Subject
- Choose a subject - v
Message
Enter your message here. A member of our staff will reply.
«

To log out of your patient portal, you can simply click “Log Out” as shown above.
Back to the Home page:

Q [E) Messages MT | Mike v

A Home
@ Good afternoon, Mike!

B Appointments

B Billing & Payments Appointments.

@ MyHealth B Needto schedule anew appointment? m

& TestResults

Messages

[J Have a question for your provider?

@ Catio11 if you are experiencing a medical emergency.

Provider

- Choose a recipient - v

Subject

- Choose a subject - v

Message

Enter your message here. Amember of our staff will reply.

«

« »

You can schedule your own appointment, online, by clicking on the “Schedule Now” button in the
blue rectangle, as circled above. You will then see this screen:

10



Q.

(R Home

+ Ifthis is a medical emergency, please dial 911

[ Appointments

Need to schedule a new appointment?

B Billing & Payments

@ My Health Recommended Appointments (0)

& TestResults gr
@O

Nice going!

‘sathenahealth

(@) Schedule a new visit online, or call us ifyou need help.

It looks like you are staying up to date on your wellness visits.

;Prefieres espafiol?

Privacy Policy

MT | Mike v

[Z) Messages

-

FAQ  Website Privacy  Accessibility Statement

Click on “Find Appointments” in the blue rectangle to schedule your desired appointment time and

day. You will then be taken to this screen:

< Bt

Search

Reason for visit
- Select - v

What reason should | choose?

January 2024 >

Su Mo Tu We Th Fr Sa

14 15 16 17 18 19 20

21 22 23 24 25 26 27

28 29 30 31

+days with available appointments

Filters Clear Filters

Select

Select

¥

Schedule the care you need

Select “Search” options to view availability and schedule your appointment.
If this is an emergency, call 911

MT | Mike

You can then select the “Reason for Visit” by pressing the arrow to the right, for the drop-down

window:

11



< Exit

Search

Reason for visit

~Select
‘Adult Annual Wellness Visit
Follow-Up

Medicare Annual Wellness Visit
Problem

Problem - Telehealth
Sick Visit

Sports Physical

T ¥ v W w 13

14 15 16 17 18 19 20

22 23 24 25 26 20

+days with available appointments

Filters Clear Filters

MT | Mike

Schedule the care you need

Select “Search” options to view availability and schedule your appointment.
I this is an emergency, call 911

You will then see various options for types of appointments you would like to make, click the one
that is most applicable to your situation. In this example, | will click “Sick Visit”. You will then see

this screen, if you choose a day that the office is open:

< Exit

Search

MT | Mike

Appointments for Tuesday, January 16"

Please choose a start time for your appointment. Start times do not reflect length of appointment.

< o COMMUNITY FAMILY CARE, LLC (EST) 1828 VETERANS MEMORIAL DR, ABBEVILLE, LA 70510-3142
Reason for visit

Sick Visit v

EATHER MAYARD, MSN, APRN, FNP-C

What reason should | choose?
3:00 PM

2:30PM

1:00 PM 1:30PM 2:00 PM

January 2024 >
—_— 11:30AM

u Mo Tu We Th Fr Sa

11:00 AM

10:30AM

10:00 AM

9:30AM

9:00 AM

3:30PM 4:00 PM

1 2 3 4 5 &6
11913
1 1511 18 19 20
s -
3 &

21 @2) @23 24 @25 @8 27

('8
1 Can't find what you're looking for?

Discover other providers from LA - COMMUNITY FAMILY CARE, LLC

28 29 30 31

 days with available appointments

Filters Clear Filters

HEATHER MAYARD, MSN, AP.

COMMUNITY FAMILY CARE, LLC

.

On this screen, you can toggle between the days, months, and years, to find your desired
appointment. You can click on the desired time slot that is open to select your desired time.

picking the desired time slot, you will be taken to this screen:

ter

12



< Exit

MT | Mike

Review Appointment

Patient Information

o MikeTest
Y o——
Phone

Email

_—

‘sathenahealth

reviewed, click the blue re

You will then see this screen:

Need to update any of your information? Visit your portal profile
or contact your provider to make changes.

On this screen, you can review your upcoming appointment and add any additio
think your provider should know about, by typin i

Appointment Details

A

Day and Time
Tuesday, January 16, 2024 - 9:00 AM (EST)

HEATHER MAYARD, MSN, APRN, FNP-C

Location
1828 VETERANS MEMORIAL DR
ABBEVILLE, LA 70510-3142

Reason for Visit
Sick Visit

Insurance
No insurance on file

Additional Notes
None

Additional notes 0

Back Schedule Appointment

[~
.

iPrefieres espafiol? Privacy Policy FAQ ~ Website Privacy  Accessibility Statement

tes that you
Additional Notes

Appointment Scheduled

Patient Information

o
[

et B
Phone
G

Email

[

Appointment Details

&

Day and Time
Monday, January 22,2024 - 10:30 AM (EST)

HEATHER MAYARD, MSN, APRN, FNP-C

Location
1828 VETERANS MEMORIAL DR
ABBEVILLE, LA 70510-3142

Reason for Visit
Sick Visit

Insurance
No insurance on file

Additional Notes
Add notes here
Start over Add to calendar h

13



You can then choose to “Start over”, which will bring you back to this screen:

() Hor + If this is a medical emergency, please dial 911

W Appointments

ey s
W A ntment? i ARoh

B Biling & o - el

sathenaheaith @ prefieres espariol? PrivacyPolicy  FAQ  Website Privacy  Accessibllity Statement

You can also choose to “Add to calendar”, (click the drop-down arrow within the blue “Add to
calendar” button to select which calendar for the appointment to be added to):

Add to calendar N7

iCal
Google Calendar

Outlook

Depending on which calendar you choose, you may be redirected to a login screen for that calendar
application, you can then login, and manually add the appointment into the appropriate slot. After
adding your appointment to your calendar application, you can then “x” out of the calendar app
screen you are in and return to this screen:

©)]
Appointment Scheduled
Patient Information Appointment Details
Phone Day and Time
Monday, January 22,2024 - 10:30 AM (EST)
Email Location

1828 VETERANS MEMORIAL DR
ABBEVILLE, LA 70510-3142

Reason for Visit
SickVisit

Insurance
Noinsurance on fle

Additional Notes
Add notes here

14



You may choose to just go back to the Home page at this time. To do so, you can either click the “x”
at the top right of the page, or click the blue “exit” button with arrow at the top left of the page. This
will bring you back to the Home page, nhow showing your upcoming appointment:

Q E] Messages MT  Mike v

‘ Home

@ Good afternoon, Mike!

B Appointments.

@ Billing & Payments Appointments
@ My Heath Monday, January 22, 2024 11:30 AM
L i Sick Visit with HEATHER MAYARD, MSN, APRN, FNP-C
est Results
() 1828VETERANSMEMORIALDR  J) (337)385-2522

@ Please remember to bring your current insurance information and your method of payment to your appointment. We accept cash, checks, Mastercard, and Visa for payments and
copays.

Manage appointment

B Need to schedule a new appointment? Schedule Now

Messages

[J Have a question for your provider?

« © call o1 ifyou are experiencing amedical emergency.

If you click on the white box that says “Manage appointment”, you will have the option to either
“Check-In”, “Cancel” or “Reschedule”.

Monday, January 22, 2024 9:00 AM

New Patient with HEATHER MAYARD, MSN, APRN, FNP-C

@ 1828 VETERANS MEMORIAL DR J (337) 385-2522

@ Pleaseremember to bring your current insurance information and your method of payment to your appointment. We accept cash, checks, Mastercard, and Visa for payments and copays.

X Cancel B Reschedule

15




If you click “Check-In”, you may be brought to the login screen again and will enter your login

information or will just be brought to the following screen:

Hello Heather!
Let's complete check-in.

Visit Confirmed
Monday, January 22, 2024 at 9:00 AM EST
New Patient with HEATHER MAYARD, MSN, APRN, FNP-C

@ 1828 VETERANS MEMORIAL DR Abbeville, LA 70510

J (337) 385-2522

3 next steps

Patient Info
Add contact info and demographics.

Needs Review

Insurance
Make sure your current insurance information is up to date.

'S

Needs Review

-~ Medications
= Make sure your current medications are up to date.

Needs Review

16



Go ahead and follow the 3 next steps, by clicking on each box and entering the requested
information. You will be confirming Patient Info and then will click “Confirm & Submit”. You will then
be brought to the insurance screen, where your insurance cards (all of them, back and front) will be
uploaded to the system for the office to verify eligibility prior to set appointment (this is a necessary
step prior to being seen by the provider). That insurance screen looks like this:

< Back to Menu

Insurance

Insurance Pending

The doctor’s office will check the eligibility of this insurance, and if you want to make updates to it, please call the doctor’s office.

(® Add Insurance Confirm & Submit

Click “Add insurance” and you will then see this screen:

< Back to Insurance

Add Insurance

Please capture both the front and back of your insurance card.

Front of Card Back of Card

® ®

I have a single picture showing the front and back of the insurance.

Cancel

17



Take a picture of your insurance cards before you try to upload them. At this time, you would click
anywhere in the box that says “Front of Card”, then follow the directions, then proceeding to follow
the same process for the “Back of Card” OR you can toggle the button below these boxes that says
“l have a single picture showing the front and back of the insurance” to submit one, single
picture/image, by clicking anywhere in the box above the toggle button and words:

< Back to Insurance

Add Insurance

Please capture both the front and back of your insurance card.

®

@ I have a single picture showing the front and back of the insurance.

Cancel

Follow your specific phone/device/desktop’s instructions to upload a picture. You will then see this:

o have a single picture showing the front and back of the insurance.

Click the blue “Add” box, you will then see:

18



TR UAITY M Y A [

Insurance

- [

Click the blue “Confirm & Submit” button. You can keep up to two insurance policies here, if you
have more than two (a tertiary policy), let the office know by calling 337-385-2522. You will then go
click on the Medications box and enter all prescription and over-the-counter medications, including
vitamins/supplements/nasal sprays/oxygen/topical ointments, etc. Upon completing this, click the
blue “Confirm & Submit” button. You will then see that you are all checked-in for your upcoming
appointment:

Thanks, you're all set!

We look forward to seeing you at your appointment time.

@ If your appointment is for an in-person visit, please notify the front desk when you arrive at the office. Your
provider may have additional questions for you the day of your appointment.

Visit Confirmed

r Monday, January 22,2024 at 9:00 AM EST
New Patient with HEATHER MAYARD, MSN, APRN, FNP-C

© 1828 VETERANS MEMORIAL DR Abbeville, LA 70510
J (337) 385-2522

3 completed steps

&. Patient Info
! A
L 2

Add contact info and demographics.

>
Complete
ra v Insurance
== Youhave submitted yourinsurance information. >
Complete
¢ Medications
3 Thank you for checking your current medications. N

Complete

19



You now Logout of your account, then log back in as shown below, or go to https://29955-
1.portal.athenahealth.com to continue to e-sign your forms, etc, if you have a TELEHEALTH
appointment.

E;

You have successfully logged out

If you did not finish your check-in tasks, you can use the same link to log back in and finish prior to your
appointment.

Need to log in to the patient portal?

Log in with “#athenahealth

Once logged in at Home page again, click on My Health on the left of the screen:

20



@

COMMUNITY FAMILY CARE

‘ Home
B Appointments

B Billing & Payments Appoint

@ My Health <

-A Test Results |

Your screen will now look like this:

My Health HealthSummary  CareSummaries  Medications  HealthRecords  TobaccoHistory ~ FormsandDocuments  LeamingMaterials  Health Reminders

Your health information is shown below.

o Want to download your full health record? Go to Health Records.

Conditions -* Allergies
No information to display. No information to display.

> Vaccinations
No information to display.

Message your practice with questions about your health record.

Now find “Forms and Documents” at the top of the page, and click on those words:

Referrals
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My Health Health Summary Care Summaries Medications Health Records Tobz

Online Forms, if available, allow you to complete and submit forms to your practice online.
Printable Forms are available to download and complete either by hand or by electronic signature.

Printable Forms

@ Adobe Reader version 10.1.2 or later is required to view printable forms. There is a known problem with version 10.1.1.
Download Adobe Reader for free

@ New Patient Forms-Telehealth

@ Health History Questionnaire

@ Opioid Patient Counseling Guide

To update your patient registration, go to My Profile / Contact

Click on the blue “New Patient Forms-Telehealth”:

My Health Health Summary Care Summaries Medications Health Records Tobacco History Fo

Click here to review your document so that you may sign it
Signature of Patient

[0 I have read and understand the terms in the above document and agree to the eCommunie 1S agreement

Name:” Date:” [01/19/2024
If you are signing this on behalf of another patient, fill out the fields below:

Patient's toyou: |- Select - v|

Reason if patient is unable to sign:

You may then review the documents by clicking on the blue “here” button and/or check the box next
to “I have read and under............. ”. Type your name, today’s date (which is usually autopopulated),
click the “Select” drop down arrow box and select your relationship to the patient, fillin the
“Reason if patient is unable to sign, if appropriate, if not, type in NA, then click the blue “Submit”
button.
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