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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: 

 

-Click the blue “Create My Account” button above, and then you will be brought to the screen 
below: 
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-Go ahead and create your desired password that meets the requirements of the system, then 
press the blue “Save and Continue” button:  

 

-You will then be brought to this screen:  
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-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 “****** is your athenahealth verification code”. Enter that 6-
digit code in the screen as shown below, then click the blue “Verify” button. 

 

-You will then be brought to the screen below. Go ahead and click the box next to the statement that 
states “I accept the Terms and Conditions” and then click the blue “Continue” button: 
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-You will be redirected to the main Patient Portal screen at this time: 

 

-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) :  
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………………………………..and then you will be brought to the Home page, as shown below: 
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The Home page 
From this screen, you are able to check your messages to and from your provider: 

 

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

 

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

 

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

 

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: 
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You are able to customize the notification settings for receiving automated messages from our 
oƯice 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. 

 



 

10 
 

 

To log out of your patient portal, you can simply click “Log Out” as shown above.  

Back to the Home page: 

 

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: 
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Click on “Find Appointments” in the blue rectangle to schedule your desired appointment time and 
day. You will then be taken to this screen: 

 

You can then select the “Reason for Visit” by pressing the arrow to the right, for the drop-down 
window: 
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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, I will click “Sick Visit”. You will then see 
this screen, if you choose a day that the oƯice is open: 

 

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



 

13 
 

 

On this screen, you can review your upcoming appointment and add any additional notes that you 
think your provider should know about, by typing them into the box under “Additional Notes”. Once 
reviewed, click the blue rectangle box that says, “Schedule Appointment”: 

 

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

 

 

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): 

 

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: 
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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, now showing your upcoming appointment: 

 

 

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

 

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

 

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

 

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

 

Once logged in at Home page again, click on My Health on the left of the screen: 
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Your screen will now look like this: 

 

Now find “Forms and Documents” at the top of the page, and click on those words: 
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Click on the blue “New Patient Forms-Telehealth”: 

 

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, fill in the 
“Reason if patient is unable to sign, if appropriate, if not, type in NA, then click the blue “Submit” 
button.  


