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CHAPTER 1

Features of NextGen Patient Portal

NextGen® Patient Portal provides you with a fast, reliable, and easy-to-use method to communicate
with your medical service provider through a convenient, safe, and secure environment. You can:

> Enroll with multiple practices

> Request, book (real-time) and/or cancel appointments
> Request medication renewals

> Send and receive secure messages to and from your provider
> Complete, submit, and review online forms

> Complete, submit, and view Interactive Medical Forms
> Request Personal Health Record (PHR)

> View the chart with health record details

> Receive and review documents

> Receive and review patient education material

> Update account information

> View statements online

> Make payments online

Note: If your practice has customized NextGen Patient Portal, some of the features listed and
described throughout this document may not be available on your NextGen Patient Portal account.

Web Browser Requirements

NextGen Patient Portal works best with the following:
> Microsoft® Internet Explorer® 11.0 or later

> Mozilla® Firefox® 54.0 or later

> Google Chrome™ 59.0 browser or later

> Opera™

> Safari 9.1 or later

> 128-bit Secure Sockets Layer (SSL) encryption

The latest versions of internet browsers, support 128-bit SSL encryption (which is a way of making
information secure). To determine if your browser supports 128-bit encryption, click Help on your
browser's menu bar, and then select About. If not, visit the respective company website and upgrade
your web browsers.
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Internet Security Considerations for NextGen Patient Portal

Here are few suggestions to help protect your privacy and keep your information secure:

> Select a password that is easy to remember but difficult for others to guess. Passwords are case
sensitive, must be between 8 and 50 characters, and can include numbers and special characters.

> Never save user names and passwords for any websites on the internet. Saving a password can be
useful, but can put your personal information at risk. If possible, you should disable the save
password option so no one else can log on to your account.

> For a public or shared computer, it is important that you always log off completely by clicking the
Log Out option. Logging off makes it impossible for any other person (using the same computer)
to view the contents of your account. Wherever possible, delete the web browser's cache and
cookies. The cache maintains a copy of web pages that have been viewed recently.

> Keep your computer antivirus program up-to-date and make use of a firewall.

> Do not leave your computer unattended while logged on to NextGen Patient Portal. If you have to
leave your computer unattended, log off from all programs and close all the open windows that
may display sensitive information. You are automatically logged off if there is no online activity
for 20 minutes.

Caution: To comply with the Health Insurance Portability and Accountability Act (HIPAA) and the
Certification Commission for Healthcare Information Technology (CCHIT®) requirements for
security of patients’ medical information, NextGen Healthcare strongly recommends that any and all
instances of patients’ Protected Health Information (PHI) that are stored on portable media devices be
encrypted using the Advanced Encryption Standard (AES) — 128-bit or higher.

Email Notifications

You will receive an email notification in the following cases:

> When you receive any correspondence from the practice, such as appointments, documents,
statements, medications, messages, templates, interactive medical forms, personal health record.

> When your practice locks or unlocks your accounts.

Note: Spam blocking software used by email providers such as AOL® and NetZero can block
legitimate emails. To ensure that you are receiving NextGen Patient Portal emails, add PatientPortal-
noreply@Nextgen.com to your contact list, address list, or Do Not Block list. If you are using your
own spam filtering software, make sure you are not filtering out email from PatientPortal-
noreply@Nextgen.com.
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CHAPTER 2

Enroll in NextGen Patient Portal

You can enroll in NextGen Patient Portal in any of the following ways:

b

Token-based enrollment: If your practice initiates the enrollment and provides you with a token,
use the token to complete enrollment. For more information about token-based enrollment, see the
Enroll in NextGen Patient Portal with a Token (on page 9) section.

Automatic enrollment: If your practice provides you with a temporary user name and password,
log on to NextGen Patient Portal with the credentials and activate your portal account. For more
information about auto enrollment, see the Enroll in NextGen Patient Portal with Temporary
Username and Password (on page 12) section.

Patient-initiated enrollment: If your practice provides you with the portal website link or instructs
you to enroll by using the patient portal link on the practice website use the link to enroll yourself.
For more information about enrolling in NextGen Patient Portal by yourself, see the Self-enroll
with NextGen Patient Portal (see "Enroll in NextGen Patient Portal by Yourself" on page 15)
section. After you send the enrollment request, your practice will approve your NextGen Patient
Portal account.

Enroll in NextGen Patient Portal with a Token

Ensure that you have received a token number from your practice. You must provide your email
address and date of birth to enroll. If you have not provided an email address to the practice, you can
provide the patient’s last name.

1 Access NextGen Patient Portal.
Already a member? I am new here
Please note that the username and password fields are case
sensitive and the password must contain at least one number.
*®* Have you been provided an enrollment
Username
token?
|Usemame |
Password:
|Passw0rd | ® Do you have a temporary username and
' ) Need help with your username and password? password?
2 Click I Am New Here.
11/03/2017 Confidential - Proprietary Information — For Use By Authorized Company Clients Only. Do Not Distribute. Page 9 of 97



Chapter 2 Enroll in NextGen Patient Portal

3 Read the terms and conditions, and then click | Accept.

New to Patient Portal?

This is your first step to the enrollment process.
Please select the aption that applies to you and provide the required information.

L L was given an enroliment token

Olhavea temporany usemame and password

.I_ FRAUD WARNING

4 Click I was given an enrollment token.

New to Patient Portal?

This is your first step to the enrollment process.
Please select the option that applies to you and provide the required information.

ral .
I was given an enrollment token

What is security token?

* Date of birth (m m/dd/yywj:l:l

* Email address:l

[] I do not have an email address

Olhavea temporary username and password

Any person who knowingly with the intent to defraud any medical agency by concealing and filing false information
for medical care or treatment may be found to have committed a fraudulent act which is a crime and may be subject

FRAUD WARNING

to criminal and civil penalties.

5 Enter the token number, and your date of birth.
6 Enter your email address in Email Address.

Note: If you do not have an email address click | do not have an email address, and then enter your
last name.

7 Click Next.

Under Create your username, type a user name.

(o]

Create enrollment credentials

Create your username

Enter a username you want to use when you login. Asterisk (*) denotes required field.

Username must be between & and 50 characters which
may be a combination of letters, numbers and special
characters and is case sensitive.
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9 Under Create your password, do the following:
a) Type a password.
b) Re-type the password to confirm it.

Create your password

Enter a password you want to use when you login. Asterisk (¥) denotes required field.

* Password:

Password must be between 8 and 50 characters with no
spaces, must include at least one numeric digit, is case
sensitive, and can be a combination of letters and special
characters.

* Retype password: ‘ ‘

10 Under Create your login security authorization, do the following:
a) Select a security question.
b) Type a security answer.
c) Re-type the security answer.

Create your login security authorization

Choose a login security question and enter your answer. This question will be used as part of the login authorization
process. You will be prompted to enter the answer for your selected question when you try to login to your account.
Asterisk (¥) denotes required field.

* Select a question: | v

11 Under Create your password recovery credentials, do the following:
a) Type arecovery question.
b) Type an answer for the recovery question.
c) Re-type an answer for the recovery question.
Make a note of enrollment credentials details for future login or recovery.

Create your password recovery credentials

Create a forgotten password guestion and enter the answer. This question will be used in the password reset process.
You will be prompted to enter the answer for this question in case you need to reset your password in the future.
Asterisk (*) denotes required field.

* Create a question: |

* Enter your answer: | ‘

* Retype your answer: | ‘

1\ FRAUD WARNING

Any person who knowingly with the intent to defraud any medical agency by concealing and filing false
information for medical care or treatment may be found to have committed a fraudulent act which is a
crime and may be subject to criminal and civil penalties.

suanr | cance.

12 Click Submit.
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Enroll in NextGen Patient Portal with Temporary
Username and Password

If your practice has provided you with a temporary user name, password, and answer for the security
guestion then you can log on to NextGen Patient Portal and activate your account.

1 Access NextGen Patient Portal.
Already a member? I am new here

Please note that the username and password fields are case
sensitive and the password must contain at least one number.

® Have you been provided an enrollment

Username
token?
|Usemame |
Password:
* Do you have a temporary username and

Password

i ?
7 ) Need help with your username and password? password?

2 Click I Am New Here.
3 Read the terms and conditions, and then click | Accept.

New to Patient Portal?

This is your first step to the enrollment process.

Please select the option that applies to you and provide the required information.

Olwas given an enrollment token

OThavea temporary username and password

(4 FRAUD WARNING
Any person who knowingly with the intent to defraud any medical agency by concealing and filing false information

for medical care or tfreatment may be found to have committed a fraudulent act which is a crime and may be subject
to criminal and civil penalties.

4  Click | have a temporary username and password.
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5 Type the temporary Username and Password received from practice, and then click Next.

New to Patient Portal?

This is your first step to the enrollment process.
Please select the option that applies to you and provide the required information.

1 was given an enealiment token

®)] have a temporary usermame and password

o |

* Password:

& rrAUD waRNING

6 Type the answer for your security question received from practice, and then click Submit.

Answer Your Security Question

!\ FRAUD WARNING

Any person who knowingly with the intent to defraud any medical agency by concealing
and filing false information for medical care or treatment may be found to have committed
a fraudulent act which is a crime and may be subject to criminal and civil penalties.

What is your favorite color? |

7 Under Create your username type a user name.

Create enrollment credentials

Create your username
Enter a username you want to use when you login. Asterisk (*) denotes required field.

Username must be between 6 and 50 characters which
may be a combination of letters, numbers and special
characters and is case sensitive.

8 Under Create your password, do the following:
a) Type a password.
b) Re-type the password to confirm it.

Create your password

Enter a password you want 1o use when you login, Asterisk (*) denotes required fied,

Password must be between 8 and 50 characters with no
spaces, must include at least one numenc digit, is case
sensitive, and can be a combination of letters and spacial

characters.
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9 Under Create your login security authorization, do the following:
a) Select a security question.
b) Type a security answer.
c) Re-type the security answer.

Create your login security authorization

Choose a login security question and enter your answer. This question will be used as part of the login authorization
process. You will be prompted to enter the answer for your selected question when you try to login to your account.
Asterisk (¥) denotes required field.

* Select a question: | W

* Enter your answer: | |

* Retype your answer: | |

10 Under Create your password recovery credentials, do the following:
a) Type arecovery question.
b) Type an answer for the recovery question.
c) Re-type an answer for the recovery question.
Make a note of enrollment credentials details for future login or recovery.

Create your password recovery credentials

Create a forgotten password guestion and enter the answer. This question will be used in the password reset process.
You will be prompted to enter the answer for this question in case you need to reset your password in the future.
Asterisk (*) denotes required field.

* Create a question: |

* Enter your answer: | |

* Retype your answer: | |

1, FRAUD WARNING
Any person who knowingly with the intent to defraud any medical agency by concealing and filing false
information for medical care or treatment may be found to have committed a fraudulent act which is a
crime and may be subject to criminal and civil penalties.

11 Click Submit.
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Enroll in NextGen Patient Portal by Yourself

If your practice provides you with a portal website enrollment link and asks you to enroll yourself,
you can use the link to self-enroll in NextGen Patient Portal by yourself.

1 Access NextGen Patient Portal.

2 Read the terms and conditions, select | have read and agreed to the Terms and Conditions, and then
click Continue.

3 Under Your Practice & Information tab, if you have an existing NextGen Patient Portal account,
type your user name and password.

YOUR PRACTICE & INFORMATION
I have a Patient Portal Account
* Username * Password
Usemame ‘ ‘Password | m

?) Need help with your username and password?

If you do not have an account, do the following:

a) Under Select Your Medical Practice, select your practice from Practice.

b) Under Enter your information, enter your information such as name, address, phone number,
date of birth, and email address.

c) Click Next.

Don’t Have an Account? Simply Fill Out the Fields Below

1)Select Your Medical Practice

Practice:

2) Enter your information

* First Name: Middle Name: * Last Name:
* Address:
Address 2:
Address 3:
* City: * ZIP/Postal Code: Country: * State:
United Stales | v
* Phone number (123-456-7890) Phone Extension:

* Date of Birth (mm/dd/yyyy)

MM/DDAYYYY |

* Email Address: * Confirm Email Address:
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4 Under Insurance Information, enter the following details (these details are optional):
a) Your health insurance information
b) Your health insurance claim mailing address

1) Enter Your Health Insurance Information (Optional)

[1am self-insured

Insurance/Payer name:

Policy number:

Group number:

Group name:

2) Enter Your Health Insurance Claim Mailing Address (Optional)

Address:

City: State: Z1P/Postal Code:

|| M |

Country:
[United States |

Phone number:

5 Click Next.

6 Under Create Username and Password enter the following details:
a) Type a user name.
b) Type a password.

c) Retype the password to confirm it.

% FRAUD WARNING

Any ¢

1) Create Username and Password
Create o username and password you want (o use when you log in. Asterisk (*) denates required field.

“ Username:

Usemame must be between 6-30 characters which may
be a combmation of letters, numbers and specel
characters and is case sensitive.

“ Password:
Password must be between 8-50 characters with no
spaces, must inchede a1 least one numenc digil, 1s case

sensitive, and can be a combmatron of letters and special
characters

* Retype Password: |
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7 Under Create Security Question, do the following:

a)
b)

c)

Select a security question.
Type a security answer.
Re-type the security answer.

2) Create Security Question

Choose a login security question and enter your answer. This question will be used as part of the login authorization process. You will be prompted
to enter the answer for your selected question when you try to login to your account. Asterisk (*) denotes required field.

* Select a Question: ‘ A

* Answer: ‘ |

* Retype Answer: ‘ |

8 Under Create Password Recovery Credentials, do the following:
a) Type a recovery question.
b) Type an answer for the recovery question.
c) Re-type an answer for the recovery question

3) Create Password Recovery Credentials

Create a forgotten password question and enter the answer. This question will be used in the password reset process. You will be prompted to
enter the answer for this question in case you need to reset your password in the future. Asterisk (*) denotes required field.

* Create a Question: |

* Enter your answer: | ‘

* Retype Answer: | ‘

9 Perform any one of the following:
a) To schedule an appointment, click Schedule an Appointment. For more information about

schedule and appointment, see the Schedule an Appointment (see "Your Appointments” on
page 42) section.

b) To complete enrollment, click Complete Enrollment.

m SCHEDULE AN APPOINTMENT | COMPLETE ENROLLMENT m

A confirmation message for enrollment appears.

Message from Practice

Thank you!

Your request(s) have been sent to the practice and is
currently pending for approval. You will receive an
email once it has been approved.

11/03/2017
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CHAPTER 3

NextGen Patient Portal Web Account
Access

After you have successfully enrolled (see "Enroll in NextGen Patient Portal” on page 9) in NextGen
Patient Portal, you can access your NextGen Patient Portal account.

Change NextGen Patient Portal Language

NextGen Patient Portal provides multi-language support. The website displays in English by default.

You can change your preferred language before or after you logon.
o+ MEATSE
Patientpq |

Welcome to Patient Portal, your medical home on the Web. With Patient Partal, you can connect with your doctor throwgh a convenbent, safe, and secure
ENVITONMEnt,

> To change the language before you log on, from the list on the top-right corner of the page, select
the language.

User Guide | Site Map | Get Acrobat Reader | Privacy Policy | Having Trouble? English v

> To change the language after you log on, from the list on the bottom-right corner of the page,
select the language.

Log On to your NextGen Patient Portal Account

1 Access the NextGen Patient Portal website.
§ NEXTGEN"

l:m) i I HEALTH
tientp .+- l
aleMporta
Engish |
Welcome to Patient Partal, your medical home on the Wek, With Patient Portal, you can connect with your doctor through 8 cormvenient, safe, and secue
emironment.

Already @ member! 1 om new here

Fliense node that the usemame ond pamswond fieids ore cose
seritive and bhe parunrd mutt eaninia af leart ane number.

* Have you been provided an enroliment
Usarname
token?
Usermame
Paswword
paceword * Do you have a temporary usemmame and
£ Need help with your usemame and password? password?
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2 Enter your User Name and Password, and then click Log In. Both the user name and password are
case sensitive.

Answer Your Security Question

i FRAUD WARNING

What is your mothers maiden name? |

3 Enter the requested security information, and then click Submit.

Practice Name

Receive only electronic statements

Ppnandevl Ppnandevl

&

l DECIDE LATER

The practice in which you are currently enrolled can provides you with an option to receive only
electronic statements. If you are enrolled to receive only electronic statements, click Go Paperless.
Otherwise click Decide Later. You can register your preference later. For more information about
enabling this notification, see the Manage Statement Notifications (on page 89) section.

Your Home page displays your account name on the top left.

.’ NEXTGEN"
Batientba el cnaii o apn s o W s
S oo dueiman [searc] P,

t Partal Dashasard ]
] ek [T——r— [ Vimaming Apcinmest: Sehodie an Apponiner| | B Reminders
i Ramuits '% Mechc sticem

> Your Home page contains the following information:
> Practice information

The most recent message from your Inbox

Upcoming appointments

Reminders

Recent lab results and medications

WV NN
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Log Off from NextGen Patient Portal Account

To logout from your NextGen Patient Portal account, click the Log Out link at the top of the page.

NEXTGEN"

HEALTHCARE

PATIENT EDUCATION v SETTINGS v

N :
® .

Pat 'e nt PO i'ta l HOME MAIL v SCHEDURE v MY CHART v STATEMENTS RENEW MEDICATIONS
Walcoma s B - 10 Last logged in: 4/20/2017. 10:58 AM  Patient Education | m Log Out

~

(Patient Partal Dashbaard)

NextGen Patient Portal Session Time Out

If NextGen Patient Portal does not detect any activity for more than 20 minutes, it automatically logs

you off. Before logging you off, the portal prompts you to extend the session. Click Continue to

extend the session.

Your session will expire in one minute. Please press
continue to extend the session.

CONTINUE

Recommendation: NextGen Healthcare recommends you to log off before exiting the NextGen P
Portal website, it will help you to secure your health information.

atient
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Locked Accounts

You cannot access your NextGen Patient Portal account:

> If you type incorrect logon details four times consecutively, the portal locks your account. After
your second and third failed attempts to logon, NextGen Patient Portal displays the following alert
message.

e NEXTGEN
Patientp,,+4

Welcome to Patient Portal, your medical home on the Web. With Patient Portal, you can connect with your doctor throwgh a convenient, safe, and secure
environment.

(1) Account will be kocked for 20 minutes after 4 fafled login attempts. Please remember that usernams and password are case senaltive

Already o member? I am new here

Plazse note that the uzen

* Have you been provided an enrollment

token?

* Do you have a temporary usemname and

T Herd el mnth o usermane seel parsisond? password?

sur Brivpcy Bolicy for mare infarmation

Your account will be automatically unlocked only after 20 minutes.

> If the practice locks your account, you will receive an email stating that you need to contact the
practice to unlock your account. During this time, you will not be able to access any mail or
perform any tasks (except for the Research Center). When the practice unlocks the account, you
will receive another email stating that the account has been unlocked.

Change the User

The Patients list on the top right displays the name of the logged in user. If your account is associated
with multiple accounts, the patients list also displays a list of the persons or dependents whose

accounts you manage. You can select the name of a person or dependent from this list to view their
records.

11/03/2017 Confidential - Proprietary Information — For Use By Authorized Company Clients Only. Do Not Distribute. Page 21 of 97



Chapter 3 NextGen Patient Portal Web Account Access

Recovering Log On Detalls

You can reset your password using:

> Your user name and forgot password answer
> Your demographic information

> Your reset token and email address

Note: You can reset your username or password yourself only if you have provided the practice with
your email address for the NextGen Patient Portal account during enroliment. When you submit a
password/username reset request, a notification containing the username or password reset link is sent
to your registered email account. If you have not provided your email address during enrollment, you
must contact your practice to have your password/username reset.

Recover your NextGen Patient Portal User Name

1 Go to the NextGen Patient Portal website logon page.
2 Click Need help with your username and password.

Forgot your Login information?

I'm having problems signing in.

OTI forgot my Username
OT forgot my Password
OTI have my password reset token

O1ldo net remember any of my login credentials

&5 rRAUD WARNING

Any person who ki 7 with the intent to defraud any medical agency b
e found to have committed

and may be subject to criminal and civil penalties.

sncealing and filing false
audulent act which is a crime

3 Click I forgot my Username.
4 Type the requested information as provided to the practice during enroliment.

Forgot your Login information?

I'm having problems signing in.

®1 forgot my Usemame

* Email address:

* Diate of Wirth tmmyddiyyyy):

dh  FRAUD WARNING
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5 Click Submit.
A message appears notifying you that an email containing your user-name has been successfully
sent to your email.

6 Open the email to view your username.

Reset your NextGen Patient Portal Password

1 Go to the NextGen Patient Portal website logon page.
2 Click Need help with your username and password.

Forgot your Laogin information?

I'm having problems signing in.

O1 forgot my Username
OTI forgot my Password
OT have my password reset token

OI do not remember any of my login credentials

CANCEL

=';I‘> FRAUD WARNING

Any person whe knowingly with the intent to defraud any medical agency by concealing and filing false
information for medical care or treatment may be found to have committed a fraudulent act which is a crime
and may be subject to criminal and civil penalties.

3 Click | forgot my Password.
4 Type your username.

Forgot your Login information?

I'm having problems signing in.

O1I forgot my Username
®1 forgot my Password

Please enter your information below so that we can locate your account.

* Username:

OT have my password reset token

Ol do not remember any of my login credentials

&2h FRAUD WARNING
Any person who knowingly with the intent to defraud any medical agency by concealing and filing false
information for medical care or treatment may be found to have committed a fraudulent act which is a crime
and may be subject to criminal and civil penalties.

5 Click Submit.
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6 Type the answer for the security question, and then click Submit.

A message appears notifying you that an email containing your password reset link has been sent.

Reset your credentials

To reset your credentials, answer your forgotten password security question. An email will be sent containing a URL for

you to reset your password. The forgotten password security answer is not case sensitive.

SUBMIT CANCEL

44 FRAUD WARNING

/ concealing and filing false

r treatment m,

¥
and may be subjes nal and civil penalties.

7 Open the email you received, and then click the Forgot Password Link.
8 Enter the following information under the following:

a) Reset your password

b) Reset your logon security authorization

c) Reset your password recovery credentials

Reset login credentials

A4 FRAUD WARNING

| agency by concealing and fi
committed a fraudulent act whi

Any persan whi
information for m
aime and may be

Username:

Reset your password
Enter a password you want to use when you login. Asterisk (*) denotes required field.

Password must be between 8-50 characters with no
spaces, must include at least one numeric digit, is case
sensitive, and can be a combination of letters and special
characters.

Reset your login security authorization

Choose a login security question and enter your answer. This guestion will be used as part of the login authorization
process. You will be prompted to enter the answer for your selected guestion when you try to login to your account.

Asterisk (*) denctes required field.

which is a crime

* Select a question: ‘ Please choose a security question.

N

Reset your password recovery credentials

Create a forgotten password question and enter the answer. This guestion will be used in the password reset process.
You will be prompted to enter the answer for this question in case you need to reset your password in the future,

Asterisk (*] denetes required field.

* Create a question: ‘

B I

suanar | canca |
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9 Click Submit.

A message appears notifying you that an email containing your password has been sent.
Message from webpage ﬂ

I: Your password has been reset. Please login to the website,

10 Click OK to continue. The Login page appears.
11 Log on using your username and the new password.

Reset Your Password with a Reset Token

1 Go to the NextGen Patient Portal website logon page.

2 Click Need help with your username and password, and then select | have my password reset
token.

Forgot your Login information?

I'm having problems signing in.

O1 forgot my Username
O1 forgot my Password

OT have my password reset token

O1 do not remember any of my login credentials

CANCEL

% rrAUD WARNING

3 Enter the requested information.

Forgot your Login information?

I'm having problems signing in.
QI forgot my Username

OTI forgot my Password

[®l1 have my password reset token

Please enter your information below so that we can locate your account. Your password reset token
should have been provided by your practice.

O1 do not remember any of my login credentials

&4 FRAUD WARNING

efraud any medical agency by concealing and filing false
be found to have committed a fraudulent act which is a crime

Any person who

are or treatment
minal and civi pe
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4 Click Submit.

A message appears notifying you that an email containing your reset password link has been sent.

5 Open the email you received and click the Forgot Password Link.

6 In the Enter password reset token field, enter the same reset token as the one you used in step 4,

and then click Submit.
7 Enter the following information under the following:
a) Reset your password
b) Reset your logon security authorization
c) Reset your password recovery credentials

Reset login credentials

1\ FRAUD WARNING

agency by concealing and filing false
committed a fraudulent act which is a

Any person who knowi
information
crime and may be s

Username:

Reset your password
Enter a password you want to use when you login. Asterisk [*) denotes required fieid.

Password must be between 8-50 characters with no
spaces, must include at least one numeric digit, is case
sensitive, and can be a combination of letters and spedial
characters.

]

Reset your login security authorization

Choose a login security question and enter your answer. This question will be used as part of the login authorization
process. You will be prompted to enter the answer for your selected guestion when you try to login to your account.
Asterisk (*) denctes required field.

* Select a question: | Please choose a security question. v

B —

Reset your password recovery credentials

Create a forgotten password question and enter the answer. This question will be used in the password reset process.
You will be prompted to enter the answer for this question in case you need to reset your passwerd in the future,
Asterisk (¥) denctes required field.

* Create a question: |

S ]

svenar | cancer |
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8 Click Submit.

A message appears notifying you that an email containing your password has been sent.
Message from webpage g

l: Your password has been reset. Please login to the website,

9 Click OK to continue. The Login page appears.
10 Log on using your username and the new password.

Reset your Password without Using Log On Credentials

1 Go to the NextGen Patient Portal website logon page.

Forgot your Login information?

I'm having problems signing in.

OT forgot my Usermname
C1forgot my Password
OT have my password reset token

C1Ido not remember any of my login credentials

CANCEL

-!_ FRAUD WARNING

efraud any medical agency by concealing and filing false
be found to have committed a fraudulent act which is a crime

2 Click | do not remember any of my login credentials.
3 Enter the requested information.

Forgot your Login information?

I'm having problems signing in.
Ol forgot my Username

Q1 forgot my Password
Q1 have my password reset token

@I do not remember any of my login credentials

Please enter your information below so that we can locate your account.

*Dateof Birth (mm/ddpyyyy: [ ]
* Zip/Postal code: l:l l:l

&) FRAUD WARNING

Any person who knowin
nformation for medical care
and may be subject to criminal and civil penalties

with the intent to d

ud any medical agency by concealing and filing false
ound to have committed a fraudulent act which is a crime

4 Click Submit.
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5 Open the email you received, and then click the link to reset your credentials.
6 Enter the following information under the following:

a) Reset your password

b) Reset your logon security authorization

c) Reset your password recovery credentials

Reset login credentials

4\ FRAUD WARNING

agency by concealing and filing false
committed a fraudulent act which is a

Any person who
nformation
aime and may be s

knowi with the intent to defraud any

Usermname:

Reset your password
Enter a password you want to use when you login. Asterisk (*) denotes reguired field.

Password must be between 8-50 characters with no
spaces, must include at least one numeric digit, is case
sensitive, and can be a combination of letters and special
characters.

e[ ]

Reset your login security authorization

Choose a login security question and enter your answer. This question will be used as part of the login authorization
process. You will be prompted to enter the answer for your selected guestion when you try to login to your account.
Asterisk (*) denctes required field.

* Select a question: | Please choose a security question. v

B I

Reset your password recovery credentials

Create 3 forgotten password question and enter the answer. This question will be used in the password reset process.
You will be prompted to enter the answer for this question in case you need to reset your passwerd in the future,
Asterisk (*) denctes required field.

* Create a question: |

et

suonr | cance

7 Click Submit.

A message appears notifying you that an email containing your password has been sent.
Message from webpage ﬁ

L Your password has been reset. Please login to the website,

8 Click OK to continue. The Login page appears.
9 Log on using your username and the new password.
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CHAPTER 4

Your Mail

You can send messages, view messages, or reply to messages sent by your practice. You can also
perform the following:

> View documents sent by your practice

> View appointments

> View medications

> Make payments

> Complete and submit online forms

> Complete and submit Interactive Medical History forms
> Access Personal Health Record

> Access communications regarding appointments

View Your Messages

You can view inbox messages, documents, forms, PHR, and interactive forms sent from your practice.
On the NextGen Patient Portal home page, click the Mail tab, and then select Inbox.
atient NEXTGEN
Patient R i | (T e | et | e
Welcome Lot logged In: 3/23/2017, 11'54 AM Patient Education m Log Dut

Practice: [All ~| To:lma ~| Type:[ a2 ~]

Trpe Te From Subect Practice Recchved™
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From the Inbox, you can:

>

View your appointments from inbox: For more information about view your appointments
from inbox, see the View Your Appointments from Inbox (on page 30) section.

View attached documents: For more information about view attached documents, see the View
Attached Documents (on page 31) section.

Access statement from inbox: For more information about access statement from inbox, see
the Access Statement from Inbox (see "Access Statements from Inbox™ on page 32) section.
View medications: For more information about view medications, see the View Medications
(on page 33) section.

View messages: For more information about view messages, see the View Messages (on page
34) section.

Reply to messages: For more information about replying to messages, see the Reply to
Messages (on page 35) section.

Submit a form: For more information about submit a form, see the Submit a Form (on page
35) section.

Submit an interactive medical form: For more information about submit an interactive medical
form, see the Submit an Interactive Medical Form (on page 37) section.

View Personal Health Records: For more information about view Personal Health Records,
see the View Personal Health Records (PHR) (on page 38) section.

Delete inbox items: For more information about delete inbox items, see the Delete Inbox Items
(on page 39) section.

Print inbox items: For more information about print inbox items, see the Print Inbox Items (on
page 39) section.

View Your Appointments from Inbox

You can view your appointments, and respond to pending appointment requests, if required. Pending
appointments are those appointments that need to be accepted by you. Booked appointments are
appointments which are accepted by you or an appointment scheduled with your practice.

1 Onthe NextGen Patient Portal home page, click Mail tab, and then click Inbox.

, .
: NEXTGEN
- " HEALTHCARE
Patl e nt HOME MAIL v SCHEDULE v MY CHART v STATEMENTS RENEW MEDICATIONS PATIENT EDUCATION v SETTINGS v
Welcome Last logged in: 4/4/2017, 2:48 PM  Patient Education |:| m Log Out

Practice: [ All V| Ta:[Al /| Type: [Appointments v

] Type To From Subject Practice Received™

1l e N % s CHY 5
B EH@E
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2 From the Type list, select Appointments, and then click an appointment communication.

F"atient"

Welcome

MAL v SCHEDAULE + MY CHART v STATEMENTS

RENEW MEDICATIONS

Last logged In: 4/4/2017, 248 PM  Patient Education |

O Baskiminbon | 23 accept 23 Reply O Recall At Request | X arnows | o Print

This appeintment request is awaiting your response
Date prastice responded:
Proposed appointment date:

Proposed provider:
Proposed location:

Message from practice:

Uriginal Appointmen] Reguest
Patient Hame:

Date sent b practice:
Requested provider:
Requested ctegary:
Bt o o
Appintment privrity:

15t preferred:
2nd preferred:
Reasan for appointment:

3 Depending on the type of appointment, you can:
a) Accept an appointment.
b) Reply to an appointment request with a reason.
c) Recall an appointment request.
d) Print an appointment.
e) Export your booked appointment to a Calendar.

PATIENT EDUCATION v

NEXTGEN'

SETTINGS v

Log Out

f) Remove an appointment. (Removing an appointment is not the same as cancelling your

appointment in the practice scheduled appointment list).

View Attached Documents

You can view documents shared by your practice. To view attached documents you require Adobe®
Acrobat® Reader. If you do not have it installed, you can download and install it from the Adobe

website https://get.adobe.com/reader/.

1 On the NextGen Patient Portal home page, click Mail, and then click Inbox.

Patient oo

Welcome

 searcH |

Last logged in: 3/21/2017, $:19 AM Patient [ducction

Practios | Al v| To:[An ~| Types| Doxumenis w

Type To From Sutpect

NEXTGEN'

Log Owt

11/03/2017

Confidential — Proprietary Information — For Use By Authorized Company Clients Only. Do Not Distribute.

Page 31 of 97


https://get.adobe.com/reader/

Chapter 4 Your Mail

2 From the Type list, select Documents, and then click a document communication. If you are not

able to view your document, click on this link to download the attached document and open it with
Adobe Reader.

R NEXTGEN'
. . HEALTHCARE
Pat I e nt D T = HOME MAIL w SCHEDULE w MY CHART v STATEMENTS RENEW MEDICATIONS PATIENT FDUCATION v SETTINGS v
orta
I Ldl
Weleame Last togged In: 3/31/2017, 1:18PM  Patient Education | I} SEARCH Log Out

Q fak ok | & Pont |

Fach browser has Its own settings t control haw POFs open from a web page. I you do not sor your docament open below, you can try to elick on this link to download the donment to your computes and open i fram
£ Adobe Reader.

NEXTGEN t

HEALTHCARE

Drug Allergy in Children: Care Instructions
Your Care Instructions

& g Mgy B0 whan S Imeming EISAS SSRTARCT S5 ASTARG i & mASein ThA SHITAS &% MIATGLS AASan Veur S sy R
+ Siin prodiems. such as hives or a rasn,
+ Sasaiing o ving g, mncen, anes thimar,
» Troutle braathing
+ SEly DAL NAUEHS. VIMING. OF ST

& reahan can ringe o mid 10 4 thrassanng
Atee yorus chile his i owion b o mediine, he o he ey By be sBegic 1o Thit medving and e then Ste it

D lbarigos Bt et tre e ap wichy offiects e chusg ietmrmctior, Sicw aflvcts are Bl reastiors b & rovcicion. They v ot usudlly vavienss. Drug Irfariecsson sew whwe b G e drugs de ot get
ieng in your SASTS By, Sama pecris Ml CoARAE Bt Wi Sh DAL

[ P cace in & lony part of your chilf's treatmant and wtety. lis tce 10 =aice 40 GO 10 A1 Apnant=acer, and call jour A i s cRE 4 hinving pniemE 11 AN B 5o Ak 1 ko o
BT S THST reshs and beep 3 5 f T meditines your chid .

The comments entered by your practice appear on Document Comments. You can view your

practice comment in the Document Comments window, if you are viewing the document for the
first time.

Access Statements from Inbox

You can view statements sent by your practice from your inbox.
1 Onthe NextGen Patient Portal home page, click Mail, and then select Inbox.
et NEXTGEN"

HEALTHCARE
RENEW MEDICATIONS PATIENT EDUCATION v SETTINGS v

® gy
Pat]e rlt P'ﬁ rta { HOME MAIL v SCHEDURE v MY CHART v STATEMENTS

Weltoma = —a = Lest logged In: 4/5/2017. 2:43 PM  Patient Education | Il SEARCH

Log Out

Practice: | All | To: Al

Type Ta From Subject Practice Received ™

0w
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2 From the Type list, select Statements, and then click a statement communication.
W i NEXTGEN"
Patie nt FJ L‘J Ia"l: 3 l HOME MARL v SCHEDULE w MY CHART w STATEMENTS. REMEW MECHCATIONS PATRENT EDUCATION v SETTINGS w
Welcome R — Lost logged in: 4/5/2017, 243 PM _ Patient Education | m Log Dut

ﬁ Statements

Practice Name | w]  Patient Name R R T I VIEW STATEMENT

| . a of M1I/2017 B5441 AM

= Return to Balances = View Online Payments.

Last Seatement Balance: m

PRINT STATEMENT STATEMENT DATE
V13T

ADORESIEE. REMIT T
- - -——
T PATILNT
DATE PATIENT DESCRIFTION OF JERVICE AMOUNT BALARCE BALANCE
| ACCOUNT HUER ( CURRENT ] S4DAYE J OATE l HoaYE [ 12 BAYE l TETAL ACTOUNT BALAMCE

MESSAGE: EASE PAY
HIS AMOLNT: J

3 From the statements details page, do any of the following:

> Click View Statement to view statement.
> Click Pay Now to make a payment.

For more information about statements see the Statements section.

View Medications

You can view your medications sent by the practice from your inbox.

1 On NextGen Patient Portal home page, click Mail, and then click Inbox.

e " . ’ -

® F NEXTGEN

- HEALTHECARE
Pa.t I e nt P r} [ t- 3 l HOME MAIL v SCHEDULE v MY CHART v STATEMENTS RENEW MEDICATIONS PATIENT EDUCATION v SETTINGS v

Wi La
Welcome o o Last logged in: 4/8/2017, 5:21 PM  Patient Education | i | m Log Out
Practice: [All | To:[Al | Type: [Medicabons ~|
| Type o From Subject Practice Receed™
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2 From the Type list, select Medications, and then click a medication communication.
o NEXTGEN"

Patleﬂt PArt -1 HOME ML SCHEDULE v MY CHART w STATEMENTS RENEW MEDICATIONS. PATIENT EDUCATION
Welcome Last logged in: 4/6/2017. 5:21 PM  Potient Education m

) mcxtoibey | 7 Bemowe | b pons
Thia Medication Renewal is Compiete

Fatient Name:
Plusmacy:

Reequest sent:
Reason for request:
Response receiveds
Response from practice:

Medicationds) Requested

Status. Prescription Dose Route Description

For more information about medication see the Renew Medication (see "Your Medications™ on

page 69) section.

View Messages

You can view your Messages from your practice from your inbox. You can also view your PHR from

My Chart.

1

On the NextGen Patient Portal home page, click Mail, and then click Inbox.

HEEN NEXTGEN'
Patient DArt 1 HOME MAL CHEDULE w MY CHART » STATEMENTS PATIENT EDUCATH :

SCHEDU! H AEMEW MEDICATIONS  PATIENT EDUCATION w  SETTINGS v
Welcome Last togged in: 6/7/2017, 112 PM Paticnt Education m Log Dut
Practice: | All * | To:| Al
Type To From Subgject Practice Received™

From the Type list, select Messages, and then click a message communication.
' NEXTGEN"

i . HEALTHCARE
Pat I e nt [ )= 4 oML MAL v SCHIDUALE » MY CHART » STATEMINTS RENEW MIDICATIONS PATIDNT EDUCATION v SETTINGS
Welcome Last logged in: /7/2017, 1:12 PM Patient Education m Log Out

O Gaskreinke | o3 ey | 7 Bemone | o punt

Forms - Message
Frosn:
Ta:
Recaived:
Agtachments
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Reply to Messages

You can respond to messages sent by practice based on your practice configurations for patient portal.
If the provider has marked the message as do-not-reply, you cannot reply to message

1 On NextGen Patient Portal home page, click Mail, and then click Inbox.

s " . s v
, NEXTGEN
A ; MEALTHCARE
Pat I e nt - N3 HOME MAIL » ICHEDULE v MY CHART v STATEMENTS RENEW MEDICATIONS PATIENT EDUCATION v SETTINGS v
Weleome Last logged in: 4/5/2017, 8:50 AM  Patient Education m Log Qut
Practicez| All | Ta: E.ﬂll | Type: |Messages e
Type To From Subjest Practice Received™

) feon Leerd

| - Unresd message | ) - lead message ) - Appointment response @ - Madication respanse
_; - Document ‘J - Templete to be completed Ty - MM form &2 be completed w - Statement to be paid - Personal Health Record

2 From the Type list, select Messages, and then click a communication containing message.

- .
@ ) NEXTGEN
. : MEALTHCARE
Pat e Flt Parta HOME MAR v SCHEDUILE MY CHART STATEMENTS RENEW MEDICATIONS  PATIENTEDUCATION +  SETTINGS v
Walcoma Last lngged in: 4/5/2017. 8:50 AM  Putient Education ] m Lo Chut

€D fack e b | 43 Bepty | 7 Bemove | 4 Prins

Report Status - Message
Fran:

To:
Recelved:

3 From the message details, you can:

> Click Reply to reply to a message.
> Click Remove, to remove a message
> Click Print, to print a message.

Submit a Form

If your practice has sent you forms, you can complete and submit them online.

1 Onthe NextGen Patient Portal home page, click Mail, and then click Inbox.
' NEXTGEN-"

HEALTHCARE

Pa-ti e nt PaAart- HOME MALL v SHHEDULE v MY CHART v STATEMENTS RENEW MECICATIONS FATIENT EDUCATION v SETTINGS v

Welcome Last logged in: 4/3/2017, 3:34 PM  Potient Education | m Leg Out
Practice: [All ] Tos[AN ] Type:[Templates_ v
Type Ta From Subject Practice Received™
“
|
]
|
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2 From the Type list, select Templates, and then click a communication containing template or
templates.

e NEXTGEN’
Pa.tlent ,‘-’,;Il tal HOME ML v SCHEDULE v >

MY CHART » STATEMENTS RENSW MEDICATIONS  PATIENT EDUCATION v | SETTINGS v
Welcome Last logged in: 4/3/2017, X34 PM  Patient Education m Leg Out
Haw enling formsat
O mackroinben | O provous € tiex | il Subenit Comptensa Fors | <3 o

P Felions b can s sren, it by and €

replete the bollvnrg Forrms that hare been 36 b you Trom your practice. B you hive ary quesbions or congeins phene contict your practce.

Phease click the Bt button 10 begin Filing cut your on-ing medscal forms

Specisl Intructions from your practice:

3 Read the instruction, and provide the required information on the template.
Click Next if form contains more than one page.

w NEXTGEN
Patl e nt HOME MAIL v SCHEDULE v

MY CHART v STATEMENTS RENEW MEDICATIONS PATIENT EDUCATION v SETTINGS v

Welcome Last logged in: 4/3/2017, 3:34 PM  Patient Education [ | m Log Out

Initial Set (Page 1 of 1)

Q@ Backtolnbox | () Previous € Next | [l Submit Completed Forms | < Brint |

Demographics

catene| ) S —
sates | | e ]
\ |
caysay | =] |
Home Phone: | | work Phone: [ =

Sex Maritsl Ststus: [ | Blood Type:

Emergency Contact Information

Last Name: | ] Fst | ] me ] Reigionsnip: [ ]
i | L —
| e e—

oo | [o—] I w—

4 To submit a completed form, click Submit Completed Forms.

.

. . NEXTGEN
Patle nt F or - r.;.:_ | HOME MAL v SCHEDULE v MY CHART v STATEMENTS

RENEW MECICATIONS  PATIENT EDUCATION v | SETTINGS v
Weleome Last lsgged in: 4/3/2017, 3:34 PM  Patient Education Bl SEARCH Log Out
Initial Set

Q) Back oty | D Provows ) tiext | el Subesit Comgieted Forms | ¢ Prnt

Thank o for saking the time £ omplete these crling foems. Your complesed forms have been sibmitted to your peactice for review.
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Submit an Interactive Medical Form

Interactive Medical History forms are questionnaires designed to record medical history and
diagnostic information prior to your visit.

If your practice sends you interactive medical forms, you can complete and submit them online.

1 Onthe NextGen Patient Portal home page, click Mail, and then click Inbox.

5> T NEXTGEN
Pat I e nt : 1 HOME MASL v SCHEDULE + MY CHART w STATEMENTS RENEW MEDICATIONS PATIENT EDUCATION « SETTINGS v
Welcome Last logged in: 4/3/2017, 3:34 PM  Patient Education SEARCH Log Dut
Practice: [ All ] Ta:[an w| Type: [Intoractve Modical Forms W
Type To From Subject Practice Received ™
L)
| DELETE |
2 From the Type list, select Interactive Medical Form, and then click communication containing
IMH.
- NEXTGEN-
Pat I e nt el HOME MAIL v SCHEDULE v STATEMENTS RENEW MEDICATIONS PATIENT EDUCATION v SETTINGS v
Weleoms Last logged in: 4/11/2017, 7:56 PM Patient Education bl m Lo Chust
Please answer the following interactive questions o
Q) Dot | [l Sae | prim

ivin

t
Have you recently felt that you were il or unwell?

ot at all

Mo moee than wutul

Rather more then usual

Wusch mare than usual

[ < BACK | NExT » J§f SKIP QUESTION |

3 From interactive medical form, you can:

> Click Next, to proceed to the next question. Click Back, to return to the previous question.
Click Skip Question, to skip the question.

> Click Save, to save your answers for the current page.

2 NEXTGEN

Patl g nt E 211 B | HOME MALL v SOREDULE w MY CHART v STATEMENTS RENEW MEDICATIONS. | PATIENT EDUCATION v | SETTINGS v

Welcome Lost logged in: 4/3/2017. 3:34 PM  Patient Educatian m Log Out

Floaso Roview the Answers

Q sacksalobon | submt | S Coer | () B

4 Review your information and perform any one of the following:

> Click Start Over, to go back and start from the first question.
> Click Submit, to send the completed form to the practice.
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View Personal Health Records (PHR)

You can view your PHR by your practice from your inbox. You can also view your PHR from My

Chart.
1 Onthe NextGen Patient Portal home page, click Mail, and then click Inbox.
N NEXTGEN®
Pat I e nt a HOME MAL v SCHEDULE » MY CHART STATEMENTS RENFW MEDICATIONS PATIENT EDUCATION + ﬁﬂ'!'[‘-(’i% v
Welcome Last logged In: 4/3/2017. 9:14 AM  Patient Education m Log Out
Practice: [ All | To:[an | Type: [ e ~
m] Type To From Subject Practl Recelved™

]

O &

2 From the Type list, select Personal Health Record, and then click a PHR communication.
2 NEXTGEN-

Patlent ortal HOME MAL v LLH.ESNE

SCHEDULE MY CHAKT ¥ STATEMENTS RENEW MEDECATIONS PATIENT EDUCATION SETTINGS W

Welcome Last logged in: 5/19/2017, 1:28 PM Patient Education

]

Chart revision date Each br

browser has its own settings to control how PDFs open from a web page. B you do not see your document open belen

| 22002009 Chart 2/20/2017

Y12/2016

Most recent PHR update appears on the top of the message list.
3 From the PHR message page, you can:

> Click Download My Data, to download and save the chart.
Click Save CCDA, to save the medical chart in your local drive.
Click Send, to send the chart to another provider.

Click Go back to my chart, to go back to your chart.

Click Who has viewed my chart, to find viewers for your chart.

WON NN
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Delete Inbox ltems

You can delete inbox items from your inbox.

1 On the NextGen Patient Portal home page, click Mail, and then select Inbox.
2 Perform one of the following actions:
> To delete individual items, select the check box next to an item you want to delete.

. , NEXTGEN’
. . HEALTHCARE
Pa.t I e nt [ T HOME MAIL v SCHEDULE v MY CHART v STATEMENTS RENEW MEDICATIONS PATIENT EDUCATION v SETTINGS v
Welcome Last logged in: 4/13/2017, 10:38 AM Patient Education [ | e Log Out
Practice: [ All ~| To :[Al ™| Type:[Al ~|
O Type To From Subject Practice Received™
[
%)
|
O %
[} DELETE
> To delete all items, select the check box before Type on the top or the check box before Delete.
- 2 NEXTGEN’
- X HEALTHCARE
Pa.t I e nt } HOME MAIL v SCHEDULE v MY CHART v STATEMENTS RENEW MEDICATIONS PATIENT EDUCATION v SETTINGS v
Welcome John Doe! Last logged in: 4/13/2017, 10:38 AM Patient Education | | m Log Out
Practice: Al v| To:[Al v| Type:[All ~|
Type To From Subject Practice Received™
2]
]
|
(]
DELETE

3 Click Delete and then click OK.

Print Inbox ltems

You can print your inbox items after opening them from your inbox. To print PHRs and documents,
you must first save them as PDF files and then print them.

1 Onthe NextGen Patient Portal home page, click Mail, and then click Inbox.
2 Open a message.

@ Back to Inbox | H Save | -.j Ml

3 Click Print.
4 Select a printer, and then click Print.
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Send Messages

You can send messages to your practice.
1 Onthe NextGen Patient Portal home page, click Mail, and then select Compose Message. Red

asterisk indicates the required information.

Compose Message

1) Select Practice and Patient

*Practice:

Note: By default the last selected practice will appear in the Practice field.

2 Under Select Practice and Patient, from the Practice list select a practice to which you want to
send the message if you are enrolled to multiple practice.

2) Select Message Category and Recipient
Please select the appropriate message category and recipient from the drop down lists below. Asterisk (*} denotes required field.

*Category: |Please make a selection. Vl
“To: IP ease make a selection ﬂ
* Subject:
* Message:

cal Services (91
swered within 2

|-

3 Inthe Select Message Category and Recipient section:
a) From the Category list, select the type of message you want to send.

b) From the To list, select the recipient of the message.
c) In Subject, type the subject of the message.

d) in Message, type your message.
4 Click Submit. A confirmation message appears for your sent message.

11/03/2017
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View Sent Iltems

You can view all your sent messages.
1 On the NextGen Patient Portal home page, click Mail, and then click Sent Items.

g N NEXTGEN"
Pat I e nt ::. ) ¥ .' HOME MAlL v SCHEDULE v MY CHART v STATEMENTS RENEW MEDICATIONS PATIENT EDU ETTIN
Welcome Last logged in: 4/3/2017, 3:34 PM  Potient Education m Lug Ot
Practice: [ All | From :[Al | Type: A w
Type Te From Sutrject Practice Semt™
al
al
'..J
[ DELETE |
2 From the sent item, you can:
> Filter the messages.
> Sort the messages in ascending or descending order.
> View the messages in the next page or select the page number.
> To open a messages click an item from sent items.
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CHAPTER 5

Your Appointments

This section provides information about using the Schedule tab to schedule and view appointments.

Request Appointments

Depending on how your practice schedules and books appointment requests received from NextGen
Patient Portal, you can:
> Submit an appointment request by selecting a preferred date and time and wait for a response

from the practice.
> Book an appointment yourself, by searching online for an available appointment schedule date

and time.

Create an Appointment Request
1 On the NextGen Patient Portal home page, click Schedule, and then click Request Appointment.
2 Under Select Your Medical Practice, select a practice.

Appointment Request

1. ENTER REQUEST

1) Select Your Medical Practice
Please select the medical practice for that appointment,

“Practice:

3 Under Select Provider and Location, do the following:

> From Select provider/group, select the provider or group for your appointment.
> From Select category, select type of appointment you want to schedule.

2) Select Provider and Location
Please select your provider, the appropriate appointment category and desired location from the drop dawn lists below. Asterisk (*) denotes required field,

*Select provider/group: | hd |

“Select [ v

“Select location: | Vl Address

> From Select location, select office or facility location where you want to schedule the
appointment.

2) Select Provider and Location
Please select your provider, the appropriate appointment category and desired location from the drop dewn lists below, Asterisk *) denotes required field

“Select provider/group: | v

“Select category: | v

Hours of operation: Mon: 5:00 AM - 3:30 PM
Tue: 6:00 AM - 9:30 PM
Wed: 5:00 AM - 9:30 PM
Thu: 6:00 AM - 9:30 PM
Fri: 6:00 AM - 9:30 PM
Sat: £:00 AM - 9:30 PM
Sun: 6:00 AM - 9:30 PM
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> To view the address of the selected location, click the Address link.

If required, use the Click to show a map of the address link to view the location on a map. The map
opens in a new window.

Location Address Information X

Address information for this location

]

Click to

FEE
T T
S,

address,

4 Submit the request and wait for a response.

Submit the Request

If you have selected a category that allows you only to submit a request for appointment, you can send
a request with your preferred date and time. You must wait for a response from the practice. You must
then reply to the response to confirm the appointment or suggest another time.

1 Create an Appointment Request (see "Request Appointments" on page 42).
2 Under Submit Request, enter or select the following information:

> Enter the reason for the appointment in Reason for appointment.

> From Priority, select the level of urgency (Low, Normal or High).

> From Make appointment for, select the time frame for your appointment.

> In Start date and End date, select the start date and end date when you would like to schedule
the appointment.

> From Preferred date/time, select a time within the hours of operation, and then select a
corresponding check box for the day when you would like to schedule the appointment.

> From Alternate date/time, if available, select an alternate date and time when you would like to
schedule the appointment. You can also select a corresponding check box for the day when
you would like to schedule the appointment.

3) Submit Request
Please fill in all required fields and click the Submit button to submit your request.

“Reason for appointment: |

*Make appointment for: | This Week v

*Preferred date/time: V| v

Mon MTue Mwed MThy Wi 5at Msun
Alternate date/time: | vt v

[vion [Clue Clwed Cthe Kl [sat Clsun

|, "Disclaimer: If this is 3 true medical emergency please contact your Emergency Medical Services (911), or cal
= your nearest hospital or medical practice. Email and appointment request will be answered within 24 hours.

3 Click Submit. A message indicating that your appointment request has been successfully
submitted displays.

When the practice responds to your request, you will receive an email notifying you to log on to
your account to review the appointment request response.

4 Open the request response to view if the appointment was booked or is pending.

5 If the suggested time is not suitable, you must either cancel or reschedule the appointment, and
then create a new request.
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Book an Appointment Online

Based on your practice’s portal preferences, you can book an appointment online.

1 Create an Appointment Request.
2 Under Search Appointment, enter or select the following information:
> Enter the reason for the appointment in Reason for appointment.
> From Priority, select the level of urgency.
> From Make appointment for, select the time frame for your appointment, such as next week or
next month.
> In Start date and End date, select the start date and end date when you would like to schedule
the appointment.
> In Preferred date/time, select a time within the hours of operation, and then select a
corresponding check box for the day when you would like to schedule the appointment.

3 ) Search Appointment
Your provider has real time booking enabled for the selected category and location. Please fill in all required fields and click the £

*Reason for appointment: |

“Pricrity:
ppoi for: | This Week v

*Start date: End date:
[04r0i2017 |EH [o4rer2017 |EH

“Preferred date/time: [9:30 AM V|0 [5:30PM V|

“Make

M Mon MTue MlWed MThy BIFi #8at [sun

1, “Disclaimer: If this is a true medical emergency please contact your Emergency Medical Services (911), or call
22 your nearest hospital or medical practice. Email and appointment request will be answered within 24 hours.

SEARCH

3 Click Search. Select an appointment from the list.

Appointment Request

1. ENTER REQUEST 2. SELECT APPOINTMENT

Results will show the first few available appointments. If you do not agree with any of the dates and times please click on the

Please click on the corresponding radio button next to the appointment date and time you prefer, Appointment selection sho
? . . -
=4 This is an Real Time Appointment...!

Provider/Group Location Date

Load more >>

BOOK APPOINTMENT

Note: If there are no appointments available for the date and time you selected, either select a
different date and time and search again, or click Submit Request to have the practice respond.
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3 ) Search Appointment
Your provider has real time booking enabled for the selected category and location. Please fill in all required fields and click the .

"Reason for appointment: ‘

"
“Make i for: hd

*Start date: End date:
[o4r102017 |E  [oarter2017 |

“Preferred date/time: [7.15 a1 V|10 [1200PM V|

MIMon M Tue Mwed MThu MIFri M sat Msun

/1 “Disclaimer: If this is a true medical emergency please contact your Emergency Medical Services {911), or call
== your nearest hospital or medical practice. Email and appointment request will be answered within 24 hours.

SEARCH
SUBMIT REQUEST
4 To view more available appointments, click Load more. To go back to view more available
appointment, click Back to first available.

5 Select an appointment, click Book Appointment.

Appointment Request

Results will show the first few available appointments. If you do not agree with any of the dates and times please click on the

Please click on the corresponding radio button next to the appointment date and time you prefer, Appointment selection she
? N - N
=4 This is an Real Time Appointment...!

Provider/Group Location Date

Back to first available Load more >>

BOOK APPOINTMENT

6 Click Make another appointment, to make another appointment.

Appointment Request

Your appointment is booked
You can find all of your appointments by clicking on the My Appaintments link.
(%) Make another appointment B print for your records

Patient:
Date: s - sew e
Provider:

Location:

Phone number:
Type:
Instructions:

7 Click Print for your records, to take a print of booked appointment.
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Accept a Pending Appointment Request

When you send an appointment request, the practice can book the appointment or reply with an
available schedule. A pending appointment request appears in your Inbox when the practice replies to
your appointment request with a scheduled time. When you receive a pending appointment request

from a practice you must accept the request to schedule the appointment.

1 Open the pending appointment from the Inbox.

2 Click Accept. A message notifies that your appointment response has been successfully

submitted.

@ Back to Inbos | (‘E Accept g Reply ?E Recall Appt. Request | 7< Remove | & Print |

This appointment request is awaiting your response

Date practice responded:
Proposed appointment date:
Proposed provider:

Proposed location:

Message from practice:

Original Appointment Request
Patient Name:

Date sent to practice:
Requested provider:
Requested category:
Requested location:
Appointment priority:

1st preferred:

2nd preferred:

Reason for appointment:

Reply to a Pending Appointment Request

You can send a reply to a pending appointment request if required.

1 From Mail, click Sent ltems and open the pending appointment.

Welcome Last logged in: 4/10/2017, 10:32 AM  Patient Education |:| SEARCH

€ Backtolnbox | T8 Accept 8 Reply 8 Recall Appt Request | X Remove | § print |

This appointment request is awaiting your response

Date practice responded:
Proposed appointment date:
Proposed provider:
Proposed location:

Message from practice:

Original Appointment Request
Patient Name:

Date sent to practice:
Requested provider:
Requested category:
Requested location:
Appointment priority:

1st preferred:

2nd preferred:

Reason for appointment:
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2
3

Click Reply.

In Reason for new appointment, enter the reason to change the appointment.

Q mazipioney | o send

* Remcon for ew appointment:

4 Click Send. A message notifies that your appointment reply has been successfully submitted.

Cancel an Appointment Request

You can cancel a pending appointment request.

1 From Malil, click Sent Items, and then open a pending appointment.

2 Click Recall Appt. Request.
@ Back to Sent [tems | % Accept % Recall Appt. Request | x Remove | ¥ Print |
This appeintment request is pending
Patient Name:
Date sent to practice:
Requested provider:
Requested category:
Requested location:
Appointment priority:
1st preferred:
2nd preferred:
Reason for appointment:
3 Click OK.
( Message from webpage [&r
l ’ Cancel
The pending appointment request is canceled.
11/03/2017 Confidential - Proprietary Information — For Use By Authorized Company Clients Only. Do Not Distribute.

Page 47 of 97



Chapter 5 Your Appointments

Reschedule a Booked Appointment

You can reschedule a booked appointment before the appointment date.
1 From Schedule, click My Appointments, and then open a booked appointment.
2 Click Reschedule This Appointment.

@ Back | K Remove | j Print |§» Export to Calendar

This appeintment is booked

Patient:
Date:
Provider:

Location:

Phone number:
Type:

Instructions:

Twould like to:
Cancel This Appointment
Reschedule This Appointment

3 You can also click Reschedule for the appointment in the Upcoming Appointments section in the
Home page dashboard.

Twould like to:
Cancel This Appointment

Reschedule This Appointment

Reason: [Please select a reason V|m

Note: The Reschedule This Appointment link is not available when reasons to reschedule are not
set up by the practice. Contact the practice to reschedule the appointment.

Select a Reason, and then click Submit. The selected appointment's status is set to Cancelled.
4 You can now start a new appointment request.

Cancel a Booked Appointment

If needed, you cancel an appointment that was booked using your NextGen Patient Portal account.
1 From the Schedule tab, click My Appointments, and then open a booked appointment.

2 Click Cancel This Appointment.

@ Back | )( Remove | ¢ Print |§,¢ Export to Calendar

This appointment is booked
Patient:
Date:
Provider:

Location:

Phone number:
Type:
Instructions:

Iwould like to:
Cancel This Appointment
Reschedule This Appointment
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3 From the Reason list, select a reason, and then click Submit.

I would like to:
Cancel This Appointment

Reason: | Please select a reason v m

Reschedule This Appointment

Note: The Cancel This Appointment link will not be available when reasons to cancel are not set up
at the practice. Contact the practice to cancel the appointment.

The selected appointment's status is set to Cancelled. You can also click Cancel for the
appointment in the Upcoming Appointments section in the Home page dashboard.

Delete a Pending Appointment Request

You can remove a pending appointment request that is redundant or elapsed.

1 From Mail, click Inbox, and then open a pending appointment.

2

3

Click Remove.

Click OK.

€ Backtolnbox | ¥ Accept e Reply | X Remove | & Print |

This appeintment request is awaiting your response

Date practice responded:
Proposed appointment date:
Proposed provider:
Proposed location:

Message from practice:

Original Appointment Request
Patient Name:

Date sent to practice:
Requested provider:
Requested category:
Requested location:
Appointment priority:

1st preferred:

2nd preferred:

Reason for appointment:

Message from webpage PS

| Are you sure you want to delete this message?

[ ok || conced |

Note: The removal of an appointment is the removal of the item from your Inbox. It does not
notify the practice and it therefore is not a cancel, reschedule, or remove off the practice

appointment list.

The pending appointment request is removed from the patient account.

11/03/2017
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Viewing Appointments

The My Appointments page displays a list of all the booked and canceled appointments. You access
the My Appointments page from the Mail tab or by clicking Upcoming Appointments on the Home
page. You can open and print, cancel, reschedule, or delete appointments.

Export an Appointment

You can export booked appointments as .ics files and import them into any calendar or scheduling
application that supports the .ics format. For example, Apple® Calendar or Microsoft® Outlook®. This
helps you view your appointment details on any device that has a calendar application, without
opening your NextGen Patient Portal account.

Note: You can export and save only the future appointments in the .ics format.

1 From Schedule, select My Appointments.
2 From the list of booked appointments, click an appointment to export.

N*

NE >_<.T(';; t

Patientp,, o T ——m
Welcome Last lagged dn: 5/17/2017. 548 PM Patient Education m

My Aggerintmpnts

3 Click Export to Calendar.

@ Back | K Remove | =J Print | = Export to Calendar

This appointment is booked
Patient:
Date:
Provider:

Location:

Phone number:
Type:

Instructions:

Iwould like to:
Cancel This Appointment

Reschedule This Appointment

4 The appointment is saved as a .ics file. When prompted, you can open it directly or save it to your
device.
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CHAPTER 6

Your Personal Health Records

You can view your clinical data or request a PHR that contains your medical history from your
practice.

1 On the NextGen Patient Portal home page, click My Chart, and then click View My Chart.
Patient z ; e i R = NF SIGEN

2 Click a chart item on the left to view the details.

The following table provides a description of the various sections of a patient's chart.

Chart Item Displays...

Visits The provider name, encounter type, medications from the latest visits

Allergies Names of the substances the patient is allergic to, reaction, severity, and status of the
known allergies recorded at the practice

Medications Medication names, instructions, dosage, effective date, status, and comments of the
medication prescribed at the practice

Conditions Names of conditions, effective dates, last related visit, and status of the health
condition

Results Test names, practice name, collection date, and lab results.

Click the Details link or the row to view the lab result details.

Vitals The date vital signs were taken, vital signs, and measure results of all vitals recorded
at the practice

Immunizations Immunization names, date, comments, and status of the immunization ordered at the
practice

Procedures The date and name of the procedure performed at the practice

Medical Equipment | The medical description, devices, universal device identifier, and start date for any
medical equipment used by practice

Insurance The name, insurance type, covered party Id, and payer group Id of your health
insurance

Social History The type, description, quantity, and date captured of any social habits

Family History The names of the family members along with diagnosis, age at onset, and status of
family’s medical history

Advanced The advance healthcare directives, results, and effective date recorded at the practice

Directives

Instructions The instructions entered by the providers at the practice
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Chart Iltem Displays...
Referral Reason NA

Plan Of Treatment The date, type, action, and status of the plan of care recorded at the practice

Goals The date, type, action and status recorded for goals

Demographic Info Patient name, date of birth (DOB), gender, ethnicity, and preferred language entered
at the practice

Functional Status The functional status recorded at the practice

3 Click Download and send my chart to save your chart as a PDF. For more information about
downloading and sending your chart details, see the topic, Download My Chart as PDF (see
"Download Personal Health Records as PDFs" on page 52).

4 Click Who has viewed my chart to view the activity log of a patient chart. For more information
about viewing your chart activity log, see the topic Who Viewed My Chart (see "See Who
Viewed Your Chart" on page 58).

Save Your Personal Health Records

A Patient Health Record (PHR) is a document that contains information from your chart. It can
include allergies, medications, conditions, lab results, vital signs, immunizations, procedures,
insurance, social history, family history, advanced directives, instructions, referral reasons, plan of
care, demographic info and functional status. You must have Adobe® Acrobat® Reader installed to
open and view the file on your computer. You can save and download your PHR as a PDF or C-CDA
document.

Download Personal Health Records as PDFs

To view the file, you must have Adobe® Acrobat® Reader installed.

1 From My Chart, click View My Chart.
2 Click Download and send my chart.
3 From Chart revision date, select the visit date.
4  Click Download My Data O
' NEXTGEN

ﬁ‘atient; T e

- S p—— [ seanch | owna

Chart revision date e b s s e e el i s e s g T e o e s . 11 il s e bt

[ ey ma————y
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5 Click Save and select a folder location.
6 Click Save.

Download PHRs as C-CDA (XML) Documents

A C-CDA (Consolidated Clinical Document Architecture) document is similar to a PHR, but it uses a
healthcare industry standard to organize information and it is formatted in XML. You can take this
file to other practices or healthcare entities and they can import the information from this file into
their system.

1 From My Chart, click View My Chart.

2 Click Download and send my chart.

3 From Chart revision date, select the visit date.
4 Click Save CCDA.

o NEXTGEN
Patientp+4| S e i i i

e T — it [Scarc |
b - =

Chart revision date fach bewmner haa P s acitiage fn st bow 1T 1 opon from o wek page. il yos ¢o nt 500 your donum et spos bebew. click Thewnioed Wy Do’ sutisn oo

Chart 10,/12/2016

I QLUETT

Costinuity of Cans Bocussent (cca)

5 Click Save and select a folder location.
6 Click Save.

Request Your Personal Health Record

You can request a PHR from a practice. When you receive your PHR, you can view it and save it to a
storage device such as a CD, smart card, or USB flash drive.

1 From My Chart, click Request Health Record.

Note: If you are a care manager, the Patient appears in Select Practice and Patient. To request the
PHR on behalf of a dependent, select the name of the dependent from the Patient list. To request
the PHR for yourself, select Self from the Patient list.

2 If you are enrolled in multiple practices, select the Practice to which the request is to be sent.
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3 From Chart Date, select the chart date range from the following options:

All: to request full PHR or consolidated PHR.

Last 30 Days: to request PHR for last 30 days.

Last 60 Days: to request PHR for last 60 days.

This Year: to request PHR for current year.
Previous Year: to request PHR for previous year.
Custom: to request PHR between from and to date.

WON N N NN

Request Personal Health Record

1) Select Practice and Patient

Please select the medical practice and the person on which behalf the request will be sent to the practice.

*Practice: A

2) Select Chart Date

Please select the chart range on which behalf the request will be sent to the practice.

* Chart Date:
g, This disclaimer message will be presented to users in Portal's Personal Health Record Madule.

4 Click Submit.

A message appears notifying you that your Personal Health Record request has been successfully
submitted.

Send Your PHR

You can send your PHR to any provider or healthcare entity using their DIRECT address (a DIRECT
address is not the same as a regular email address). You can contact your provider for the DIRECT
address or perform a search to obtain it. You can:

> Search for a provider and send the PHR.
> Send your PHR to a provider using the DIRECT address
> Send the PHR to a third-party using their email address.
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Search for a Provider and Send Your PHR to the Provider
You can search for the provider and send the PHR.

1 From Send Chart, click | want to search for my provider.

®

Patientp, +

| .J 1
JI LCLL

Welcome Last logged in: 5/19/2017, 11:32 AM

( )

Chart revision date

Send Chart 5/30/2016

/2042017
Please select the method that you want to send the chart
10742000 I want to search for my provider
I 5/30/2016 I have provider's direct address
5/16/2016
I want to send it to someone else

2 Search for your provider in any of the following ways:

> Search by Provider
> Search by Organization

Chart revision date

Back to Send My Chart 5/30/2016 > I want to search for my provider
2/20/2017

10/12/2016 Search by Provider Search by Organization

I 5/30/2016 Last name, first name:

5/16/2016 ‘ |

Specialty:

City: State:
| | v

Zip:

SEARCH

3 From the search results, select the provider to whom you want to send the PHR, and then click
Send My Chart.

B — [— dadress oy saate = thene
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Send Your PHR to a DIRECT Address

Ensure that you have the DIRECT address of the provider.
1 From My Chart, click View My Chart.

2 Click Download and send my chart.

3 From Chart revision date, select the date.

4  Click Send.

5 Click I have provider's direct address.
Patientp,+-
Welcome Last logged in: 5/18/2017, 11:32 AM
( )

Chart revision date

Send Chart 5/30/2016

2/20/2017
Please select the method that you want to send the chart
LOFE 2014 1 want to search for my provider
I 5/30/2016 1 have provider's direct address
5/16/2016
1 want to send it to someone else

6 In Provider’s DIRECT Address, enter the provider’s DIRECT address, and then click Send My
Chart.

Chart revision date

Back to Send My Chart

> I have provider's direct address
22002007

»What ress?

10/12/2018
* Provider's DIRECT Address:
| 5/30/2016 )

SEND MY CHART
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Send Your PHR Using an e-mail Address

1 From Send Chart, click | want to send it to someone else.

Welcome

Last logged in: 5/18/2017, 11:32 AM

(

)

Chart revision date

/20/2017

10/12/2016
I 5/30/2016

5/16/2016

2 Type the following details:
a) Recipient's e-mail addresses.
b) Your message.

Send Chart 5/30/2016

Please select the method that you want to send the chart

I want to search for my provider
I have provider's direct address

I want to send it to someone else

¢) Your password and re-type your password.

Chart revision date

I 2/20/2017
10/12/2016
5/30/2016

5/16/2016

3 Click Send My Chart.

Back to Send My Chart 2/20/2017 > I want to send it to someone else

* Enter email address(es):

Multiple email addresses must be separated by commas.

Subject:

Message:

Maximurm allowed 250 characters.

The password entered will be used to password protect the chart file attached to
the email. You must communicate to the recipient separately.It will NOT be included
in the email.

* Password:

» Use 8 or more characters
% Must include at least one numeric digit

* Retype Password:

SEND MY CHART

A message appears notifying that your request has been successfully submitted.
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See Who Viewed Your Chart

You can view activity log such as logged in username, clinical history for, event description, and
event date for your NextGen Patient Portal account.
1 From My Chart, click View My Chart.

2 Click Who has viewed my chart.
e NEXTGEN"

- - 5 HEALTHCARE
Patl e nt -_ TS HOME MaL v SCHEDULE v MY CHART v STATEMENTS RENEW MEDICATIONS PATIENT EDUCATION v SETTINGS v
Welcome Last logged In: 5/19/2017, 1:28 PM Patient Education m Log Out

[ ] ot s piactce [ B | Choost 8 peven [ 7]
o d3erd 1| Go back to my char
Lagged in Uername Clinical Hitery Fer Fuent Do ription Furnt Dt %
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CHAPTER 7

Your Statements

You can view your statements or make payments against the statements from the Statements tab.

View Statements

You can opt to receive electronic statements that can be accessed from the NextGen Patient Portal.
The Statements page displays your or your dependent balances, if any.

Also, you can view the following details:

> Last statement: Your last statements.

> Statement history: Your statement history.

> Online payments: You can view online payment details and you can make online payment from
the statement home page, the account balance page, or the view statement page.

> Real time account balance: If your practice has opted, real-time account balance allows you to
receive your updated statement whenever you make a payment. This allows you to make multiple
partial payments, if required.

View your Last Statement

1 Onyour NextGen Patient Portal home page, click Statements.

. rd -
. NEXTGEN
3 HEALTHCARE
Pa.t I e nt HOME MAIL v SCHEDULE v MY CHART v STATEMENTS RENEW MEDICATIONS PATIENT EDUCATION v SETTINGS v
Welcome Last logged in: 4/24/2017, 10:18 AMPatient Education | | m Log Out
Statements
D . Ple " 9
Expand
Lollapse
as of 4/24/2017 6:27:13 AM
® View Last Statement ¥ View Statement History # View Online Payments

11/03/2017 Confidential - Proprietary Information — For Use By Authorized Company Clients Only. Do Not Distribute. Page 59 of 97



Chapter 7 Your Statements

2 Click View Last Statement.

K3 statements

Practice fame | patient Name | statement Date | 1011201807 33 A ¥ m

| a5 of 10/11/2016 7:23:59 AM

= Return to Balances = View Online Payments

Last Statement Ealance:

[ s | e | easarseas | e | 2 [
3 To view your statement history based on filters, select from the following options:
> If you are enrolled to more than one practice, select the relevant practice.
> If you are a care manager, select the patient name.
> If you want to view statement for a specific date, select the date.
4 Click View Statement.
5 To return to statement page, click the Return to Balances link.
6 To print the statement, click Print Statement.
View your Statement History
1 Onyour NextGen Patient Portal home page, click Statements.
ae % NEXTGEN"
Welcome Lost logged in: 4/24/2017, 10:18 AMPatient Fducation | | [odasesl Log out

K statements

**Disclaimer: Refunds cannot be issued from this site. Piease contact your practice if you have any questions conceming refunds.

as of 4/24/2017 6:27:13 AM
= View Last Statement ® View Statement History ¥ View Online Payments

Last Statement Balance:

Current Patiert Bajance:

Patient Payments Pending:
Remaining Patient Balance Due:

“Disclaimer: Payments made oniine may not be reflected in the current occount balance for severol days.
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2 Click View Statement History.

. ) N E)(T(} E.N'
Patlentl:)o l—ta[ HOME MAL v

SCHEDULE v MY CHART v STATEMENTS RENEW MEDICATIONS PATIENT EDUCATION v SETTINGS v

Welcome Last logged in: "atient Education [ | [EdU{e] Log Out

K3 statements

**Disclaimer: Refunds cannot be issued from this site. Please contoct your practice if you have ony questions concerning refunds.

Practiceome | %) patent ame | 2SN rerr o2l VIEW STATEMENT

as of 4/24/2017 7:31:05 AM

¥ Return to Balances ® View Online Payments

Last Statement Balance:

Current Patient Balance:

Eatient Payments Panding:
Remaining Patient Balance Due:

*Disclaimer; Payments made online may not be refiected in the current account balance for several days. PAY NOW

3 To view your statement history based on filters, select from the following options:

> If you are enrolled to more than one practice, select the relevant practice.

> If you are a care manager and you are managing the dependent account, select the relevant
patient.

> If you want to view statement for a specific date, select the date.
4  Click View Statement.

5 To return to statement page, click Return to Balances.

View your Online Payments
1 Onyour NextGen Patient Portal home page, click Statement.

i : NEXTGEN’
Patientpo:[al HOME MAIL v SCHEDULE v

MY CHART v STATEMENTS RENEW MEDICATIONS PATIENT EDUCATION ¥ SETTINGS v

Welcome Last logged in: 4/24/2017, 10:18 AMPatient Education |:| m Log Out

KN statements

**Discloimer: Refunds cannot be issued from this site. Please contatt your practice if you have any questions conceming refunds.

Expand

Collapse

| as of 4/24/2017 6:27:13 AM
= View Last Statement ® View Statement History ¥ View Online Payments

Last Statement Balance:

Current Patient Balance:

Patient Payments Pending:
Remaining Patient Balance Due:

**Disclaimer: Payments made oniine may not be reflected in the current account balance for severol days.
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2 Click View Online Payments.

Welcome Last logged in: Patient Education

3 Online Payment Histary

( Patient Portal Team Practicel

Recent Online Payments

Payment Date Amount Submitted Amount Processed Status.
Online Payment History Sherw Mare | Last 3 montha
No Payments Availatle

3 From the online details, view the following information:
> Payment Date: date and time the payment was made
Amount Submitted: amount of submitted payment
Amount Processed: amount that was processed by the credit card vendor

Status: status of the payment
View Details: payment receipt details

WON NN

Make Payments

* Return T Balances

Log Qut

* Return To Statements

If your practice has enabled the online payment feature, you can make payments through the NextGen
Patient Portal for the statements you receive. Refunds are not issued on the portal. Contact your

practice for any refund related queries.

1 On NextGen Patient Portal, click Statements.

Patient [ HOME MAIL v SCHEDULE v

NEXTGEN’

HEALTHCARE

RENEW MEDICATIONS PATIENT EDUCATION v SETTINGS v
Welcome Last logged in: 4/24/2017, 10:18 AMPatient Education | | 3 i{er] Log Out
Statements
DI <. Pleg np—
Expand
Collapse
as of 4/24/2017 6:27:13 AM
¥ View Last Statement ¥ View Statement History ¥ View Online Payments
Last Statement Balance:
Current Patient Balance:
Patient Payments Pending:
Remaining Patient Balance Due:
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2 Click Pay Now.

Make a Payment

Please select a payment method and then fill in all required information. The billing address selected must match the billir
by MNextGen Patient Portal. Asterisk (*) denotes required figld.

“Payment amount: () pay Total Due: USD $228.00
®/ Pay Other Amount: USD $
All amounts in U.S. Dollars.

*Payment Type: | Select payment type M
*Cardholder’s first name:
*Cardholder's last name:
Select a billing address: | Enter a different billing address. v
*Address line 1:
Address line 2:
*City:

*State: v

*Zip:

aper copy has also been mailed to you. If you pay this

Note: Based on your practice configuration, you can make payment using InstaMed or TransFirst
payment gateway.

3 From Payment amount, select one from the following:

> To pay your total due, click Pay Total Due.
> To pay partial amount, click Pay Other Amount and enter the amount.

4 From Payment Type, select the preferred payment method, and then perform any of the
followings:

> If you have selected Visa, MasterCard, Amex, or Discover, enter the following information:
> Credit Card Number
> Expiration Date

Card Number

Expiration Date

MM/YY

InstaMed

> Click Submit.

11/03/2017 Confidential - Proprietary Information — For Use By Authorized Company Clients Only. Do Not Distribute. Page 63 of 97



Chapter 7 Your Statements

> If you have selected eCheck Payments, type the following information:
> Routing number

Note: The bank routing number is the nine digit number located on the lower left of your check
between the |: |: symbols. The bank account number is located to the right of the routing number
and can be up to 17 digits long. There is no specific number of characters for a bank account
number. Do not include the check number in either the account or routing numbers.

> Account number
> Re-type account number
> Bank account type (Checking or Savings)

Note: Since each practice has its own payment rules, some of the payment methods may not be
available.

*Routing number: What is the routing number?

*Account number:

*Re-type account number:

“Bank account type: ® Chacking

Savings

5 In Cardholder's first name, type the card-holder first name.
6 In Cardholder's last name, type the card-holder last name.

By default, the system displays the logged in user’s first and last name in the Cardholder’s name
fields.

7 Type your billing address details in Select a billing address with the following details:
a) Address lines
b) City
c) State
d) Zip
8 Click Submit.

After successfully processing your payment, the system displays your payment receipt, places a
copy of the payment in the Sent Items folder and sends an email to notify you that your payment
was delivered to practice.

Note: It may take 24 to 48 hours for this transaction to be posted and appear on your statement.
9 Click Print this receipt.
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CHAPTER 8

Your Lab Results

You can view your lab and radiology results from the NextGen Patient Portal.

Viewing Lab Results on the Home Page

You can view your results from the Results section on the home page.
NEXTGE N

HEALTHCARE

Patientp,, -+ S i i e i | B s e R s

Weltome =sece . bamm Last logged in: 11/1/2017. 11:40 AM Patient Education m Log Out

(Patient Portal Dashboard)

PRACTICES

View Profile Page

[ b Compase an Lmad [ Upcoming Appointments Schedule an Appointment| | ST Reminders

g Resuns @ Medications

Patiens Test Panet Mame & Orderest iy & Pestormed date & et & Mestication Name & Dasage & Peracrins 0y &

Sorting Lab Results in the Results Section

You can sort your lab results in ascending or descending order by clicking a column header in the
Results section. Additionally, you can also click the arrow next to each column header to sort the
information in the section.

Icon | Description

= This is the default icon for each column header. When you click this icon, the information is
sorted in ascending order.

" This icon indicates that the information is sorted in ascending order. When you click this icon,
the information is sorted in descending order.

- This icon indicates that the information is sorted in descending order. When you click this icon,
the information is sorted in ascending order.
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Lab Results Not Available Within My Chart

The Lab Results section on the Home page appears differently if aggregation of PHRs fails for a
patient. A new section called Results: Not Available Within My Chart appears, providing a direct link
(View Document) to the PHR document that contains the selected lab results.

The following information appears in Results: Not Available Within My Chart:

> Patient Name
> Name of the practice that ordered the tests
> Date the patient received the result on the portal

View Lab Results Details from My Chart

The My Chart page provides the consolidated information from all PHRs. The Results section on the
My Chart page provides all consolidated lab results.
1 On the NextGen Patient Portal home page, click My Chart, and then click View My Chart.

T Visits B Results

Test Hame Practice Callection Date

- vitals

\Q’ Results

2 On the My chart page, click Results, and then click Details.

Visits
Resu\ts

Allergies Test Name Practice Collection Date

Medications ‘

Component: Standard Range: Your Values: Comments:

Conditions ‘

@ Results Component: Standard Range: Your Values: Comments:

l Vitals

You can view your consolidated lab results details.
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View Lab Results

You can open a PHR in the Download and Send My PHR page, and then view the results in PDF.

1 Onthe NextGen Patient Portal home page, click My Chart, and then click View My Chart.
2 On the My chart page, click Download and send my chart.

. s = NI
" . NEXTGEN
. HMEALTHCARE
Patl e nt [ J{'} I "l = | | HOME MAL v SCHEDULE v MY CHART w STATEMENTS RENEW MEDICATIONS PATIENT EDUCATION v SETTINGS v
Ul Lal
Welcome Last logged in: Patient Education m Log Out
{ 1 Chaose a practice ¥ Choose s pasient | Sl ¥
Dowrkad & ¥ o d my cha
Visits E Results
Alergies Test Hame Practice Collection Date
Medications Bt
Details w
Conditions
il

=
-’@] Results
g s
i Vitals

3 Select chart revision date on the left, and then click the Blue Button Download My Data.

®

R NEXTGEN"
- : HEALTHCARE
Pat' e nt Po I'+ = I HOME MAIL v SCHEDULE v MY CHART v STATEMENTS REMEW MEDICATIONS PATIENT EDUCATION v SETTINGS v
J1 Ll
Welcome Last logged In: 5/23/2017, 8:02 PM Patient Education m Log Dt
| ] Chouse a practice Y| Choose & patent h

Go back to my chart | Wha has viewed my chart?

Chart revision date Each broveser hu its own settings to control how PDFs open lrom a web page. I you du ol see your docsment spen befav, clics “Download My Data’ button below,

Bireriosd | Save CC0M  Send
Chart 10/12/2016 O
I 10/12/2016

4  Click Save and select a location.
5 Click Save. Open the saved file and view the result in PDF.
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View Radiology Results

You can view your Radiology results from the from the Lab results section on the My Chart page. If
the practice has sent you images pertaining to your radiology results, you can view these images in the

Inbox as a document.

1 On the NextGen Patient Portal home page, click Mail tab, and then click Inbox.

.’ _ NEXTGEN'
Patlent P orta l HoME MAL ¥ SCHETUAE v MY CHART v STATEMENTS AENEWMEDICATIONS  PATENT EDUCATION ¥ :mm;s-
Welcome wie Suw Last logged in: 3/21/2017, 5:19 AM Patient [ducction | m Log Owt
Pracsics | Al ~| Toi[Ar | Types [ Do v
Tyee Te From Sutpect Practice Recetved™
i |
a _— . i P ——— - -
)
i |
] — - - - —
 DELETE
2 From the Type list, select Documents.
3 Click the message to view the radiology image.
O okt ks =
] Each browser has its own settings to control how PDFs open from a web page. If you do not see your document open below, you can try to click on thiz link to downboad the decament to your computer and open it from Adobe

Reader.
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CHAPTER 9

Your Medications

The medications prescribed at the practice display in your NextGen Patient Portal account. You can
send a request to your practice to renew your medications online.

Viewing Medications on the Home Page

The Medications section on the home page lists all your medications.

I5at ient;

Welcome Sespessl &

[Patient Portal Dashboard]

NEXTGEN"
HEALTHCARE
HOML MAL v SCHIDULE v MY CHART ~ STATIMENTS RENDW MIDICATIONS PATIINT [CUCATICN v SITTINGS ~

Lost togged in: 11/1/2017. 11:40 AM Patient Educatian m Lag Out

PACTICTS

lg Fesus

View Prafile Page

Compose an Lesd ™ Upcoming Appalntments Schedule an Appointment| | S5 Reminders

Te#t Pane Hame Dvddeed by ¥ Perfurmed date § Patiom ¥ Mexdivation B ame ¥ D E Prrseribes By ¥

Sorting Medications in the Medications Section

You can sort your prescribed medications in ascending or descending order by clicking a column
header in the Medications section. Additionally, you can also click the arrow next to each column
header to sort the information in the section.

Icon Description
= This is the default icon for each column header. When you click this icon, the information is
sorted in ascending order.
" This icon indicates that the information is sorted in ascending order. When you click this
icon, the information is sorted in descending order.
- This icon indicates that the information is sorted in descending order. When you click this
icon, the information is sorted in ascending order.
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Renew Medications

NextGen Patient Portal provides an easy method of requesting medication renewals. You must allow
at least 24 hours to receive a response.
1 Onthe NextGen Patient Portal home page, and then select Renew Medication.
Or, From the NextGen Patient Portal home page, under Medications, click Refill.
2 On the Renew Medications form, under Select Your Medical Practice perform the following tasks:
a) From Practice, select the practice to renew your medication.
b) From Patient, select any one of the following:
> Self: to request medication renewal on your own behalf

> Dependent name: to request medication renewal on behalf of a dependent, select the name
of the dependent

1) Select Your Medical Practice
Select the medical practice that prescribed the medication you wish to renew,

*Practice: | A |

*Patient: | v/

Note: If you are a care manager, the Patient list is displayed in the Select Your Medical Practice
section.

3 Under Select Medications, a list of medications available for renewal appears.

2) Select Medications
Select the medication you wish fo renew,
You currently have no medications selected for renewal, dick the Select different medications link to choose the medication(s).

© Select different medications Print Medications

4 To select different medication, click Select different medications.

2) Select Medications
Select the medication you wish fo renew,

Selected Medication(s):

© Select different medications Print Medications

Check the box next to all medication(s) you would like to have renewed and click the submit button. If you do not see your medication(s)
isted, please contact your practice using the secure messaging functiconality.
O Display any inactive medications that may be available for renewal.

Prescription

Name Dose Description Start Date  Stop Date

@ -Indicates an inactive medication due to it being expired. This is where the end date of the SELECT m

medication is pricr to today’s date,
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5 To view inactive medications, select Display any inactive medications that may be available for
renewal.

2) Select Medications
Select the medication you wish to renew.

Selected Medication(s):

© Select different medications Print Medications

Check the box next to all medication(s) you would like to have renewed and click the submit button. If you de not see your medication(s)
isted, please contact your practice using the secure messaging functicnality.

i} Display any inactive medications that may be available for renewal,

Prescription Name  Dose Description Start Date  Stop Date

O

@ -Indicates an inactive medication due to it being expired. This is where the end date of the SELECT m

medication is prior to today’s date,

6 Select medication that you want to renew, and then click Select.
7 If you select inactive medications, select Yes, | would like to request the above inactive medication.

O Yes, [ would like to request the above inactive medication

Note: If you are not selecting Yes, | would like to request the above inactive medication when
renewing inactive medications, a warning message appears, click Submit.

8 Under Select Pharmacy, you can view your preferred pharmacy.

3) Select Pharmacy
Select the pharmocy you wish to handle the refill.

Selected Pharmacy:
Pharmacy Mame:
Address:

Phone Number:

Fax Number:

© select different pharmacy

9 If no pharmacy is listed, or you want to select another pharmacy, click Select different pharmacy.

© Select different pharmacy

Pharmacy search: |en:er <pharmacy> or <address> or <zip code> m m

Note: If you want to add new pharmacy, see Add a new Pharmacy (on page 73).
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10 To search all available pharmacies, click Search.

To locate a pharmacy, enter the search criteria (pharmacy name, address, city, state, or zip code),
and then click Search.

If your preferned pharmacy is not displayed, please click on the Add New button to add your pharmacy.

J - Indicates a pharmacy that can be medified
Search Results (4 record returned)

Pharmacy Name Address Phone Number

b

4

<

<

[ set as your NextGen Patient Portal preferred pharmacy SELECT m

If required, click the Map ‘& icon next to the pharmacy's phone number to view the location in a
new window.

11 Click the pharmacy's name to select it.
12 To set the default pharmacy, select Set as your NextGen Patient Portal preferred pharmacy.
13 Click Select.
14 Under Submit Renewal, perform the following:
a) Select the Reason for renewal.
b) Select the Provider to whom you are sending the medication renewal.
c) In Comments enter the reason for the prescription renewal.

4) Submit Renewal
Select Reason and Provider for this medication refill

*Reason: | W |
*Send to: | W |
Comments:

Maximum length: 500 characters

a true medical emergency please contact yo

al practice. Email and appointment
15 Click Submit.

A message appears notifying you that your medication renewal request has been successfully
submitted.

Note: If you do not select Yes, | would like to request the above inactive medication when renewing
inactive medications, a warning message appears, click Submit.

l *Disclaimer: If

== your nearest n

=}
3

=1

RL
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Add a New Pharmacy

You can add a new pharmacy if the pharmacy you want to use does not appear in the pharmacies list.
1 Under Select Pharmacy, click Select different pharmacy.

© Select different pharmacy

Pharmacy search: |enter <pharmacy> or <address> or <zip code> ‘ m m

2 Click Add New.

© Select different pharmacy

* Pharmacy name: | |

* Address: | |

| |
* Zip/Postal code: l:H:I

Phone number: |{_) o |

Fax number: |{_) -

3 Enter the pharmacy details, and then click Save.

Note: A red asterisk next to a field name indicates a required entry.

The pharmacy that was just added appears at the top of the list. A Modify Pharmacy & icon
displays before the pharmacy’s name.

Search Results (24 record returned)

Pharmacy Name Address Phone Number n
® = D
o) 2
@] 4
O o
(@] o
(@] >

[ setas your NextGen Patient Portal preferred pharmacy SELECT m

4 To change the pharmacy information, click the pharmacy’s name and modify the details.
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CHAPTER 10

Health Education Materials

You can get heath education material from the Patient Education tab. The patient education provides
you access to Healthwise® Health Information Knowledgebase, which is an online health
encyclopedia. You can access educational materials on a variety of patient education, symptom
checker, medications, and health decision tools.

Note: Information from this website does not replace the advice of a doctor. Healthwise disclaims any
warranty or liability for your use of this information. Your use of this information means that you
agree to the Terms of Use. Healthwise is a Utilization Review Accreditation Commission (URAC)
accredited health website content provider. Click the following link to find out how this information
was developed to help you make better health decisions:
(https://www.healthwise.net/nextgen/Content/StdDocument.aspx?DOCHWID=support-
abouthw#support-abouthw-editorial).

NEXTGEN

HEALTHGARE

Pat I e nt HOME MAIL v SCHEDULE v MY CHART v STATEMENTS RENEW MEDICATIONS PATIENT EDUCATION v SETTINGS ¥

Welcome Last logged in: 4/21/2017, 1:32 PM Log Out

Enter search term. ‘m

Make better health decisions

Check Your gk,
Symptoms [/ ||

1\
Find out whattodo || it
P dl | I
¥ \\ A ‘ |
S

Interactive Tools > Health Topics > Learning Centers >

Browse health information

Healthwise® Knowledgebase

+ Symptom Checker » Health Decision Tools = Topics AZ

* Medications * Medical Tests - Spanish Knowledgebase Decision tools about:

This information does not replace the advice of a doctor. Healthwise, Incorporated, disclaims any warranty or iability for your use of this information. Your use of this
information means that you agree fo the Terms of Use and Privacy Policy. Leam how we develop our confent

_
healttiwise-

ry o

Healthwise is a URAC accredited health web site content provider. To leam more about Healthwise, visit Healthwise. org.

© 1985-2017 Healthwise, Incorporated Healthwise, Healthwise for every health decision, and the Healthwise logo are trademarks of Healthwise, Incorporated.
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Search for Health Education Topics

You can search for health educational topics that cover a variety of health topics.

1 On the NextGen Patient Portal home page, click Patient Education, and then select Patient
Education.

2 You can perform the following tasks:

> Search health topics: The search feature enables you to research health topics. If you received
a Healthwise Patient Instruction handout at the office, you can enter the code number at the
bottom of the page in the Search field to view that topic or other related topics.

> Access interactive tools: The interactive tools in the Healthwise Knowledgebase provide you
with tailored health information just by answering a few questions about your health. You can
assess your risk for a heart attack, learn what contributes to stress, or even calculate the
calories you burn during a particular activity. Links to these interactive tools appear
throughout relevant topics and in the Health Tools section of topics.

> View health topics: With more than 8,000 topics on health conditions, medical tests and
procedures, medications, and everyday health and wellness issues, the Healthwise
Knowledgebase helps you become informed about your health to enhance partnerships with
your doctors for better health decisions.

> Access learning centers: Use this feature to learn about medical conditions, how the body
works, and other health-related topics.

Use the Symptom Checker

You can check your symptoms by using the interactive tool that enables you to pick an area of the
body, select your symptoms, and view related topics.

1 Onthe NextGen Patient Portal home page, click Patient Education, and then select Symptom
Checker.
2 You can type the symptom and find the symptom related problems.
o NEASTE EN
Patie nt d T HOME MAL v SCMECULE v MY CHART v STATIMINTS RINDW MIDICATIONS FATINT [OUCATION + s\!“:\:-s v

Welcome Last logged in: 4/Z1/2017, 1:32 P Log dut

Who has the problem?

i

tormaton dosa n HGESCH A ASH O St HAABIALA InSsated it laire Aty ATy f BbiEty 45 yoor ua 0F Tl nfrmason Yaur ke of B
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Read about Your Medication

You can get information about medications and take wise health decision.

1 Onthe NextGen Patient Portal home page, click Patient Education, and then click Medications.

2 Type the medication search term, and then click Search.

Patientpq 14 Sesl Sl e e s

Wekame La bogoed in: 42172017, 140 PH

Smart Decisions: Know Your Options

Decizsions About Medicines

Each D

Leamn the facts
+ What i e rame of e medicne. and why $0 you need €7

+ Pow long does & taks fo work?

+ Hiow long wi you need to taka if?

Ask about costs.

+ I @ genasc dorm of the medeine avadabie and appmprane for you?

Health Decision Tools

NEXTGEN

oh PATINTIOUGATION ¥ SITTMGE v

Decksions About
Medicines

You can search for related problems and you can get details. It helps you to make decision about your

medicines and also duration of intake.

1 Onthe NextGen Patient Portal home page, click Patient Education, and then select Health Decision

Tools.
2 Type your problem, and then click Search.

a .
Patientp 14 e B s R e

[ Fo bt o &F7LOET 111 A

Smart Decisions: Know Your Options

Toplc Overview

Each Decition Pont s esgeed 1z gude you troogh 3 key heaih decision. Decision Ponts combne medeal infimuson wih
awi

kim0 Bra Fapnes wih o Coe they recene asd the ness
Paath

G Pt

o i s Costs v et et o A o

HERTRER

MIDICATONS | PATHNTEDUGATION % | SITINGS v
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CHAPTER 11

Settings

You can change your account settings, account information, manage user grants, and add additional

practices to your NextGen Patient Portal account.

Account Settings

You can change your user name, password, security questions, forgot password question, and un-
enroll from patient portal through account settings in your NextGen Patient Portal account.

Change your Username

1 Onthe NextGen Patient Portal home page, click Settings, and then select Account Settings.

Account Settings

2 Under Username, click Edit.

Uszername Edit
Your Userame
Password Edit
Your Password
Security Question Edit
To identify you as the account owner
Fargot Password Question Edit
To request a password reset
Un-enroll from Patient Portal Edit
Delete your Patient Portal account
Username Hide
Your Username Jjohndoe

Username must be between 6-50 characters which may be a combination of letters, numbers and special characters

and is case sensitive,

* New |

* Retype username: |

For security reasons, please provide your current password to confirm your identity

* Current p
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3 Under Username, do the following:

a) In New username, type your new user name.
b) In Retype username, re-type your new user name.
c) In Current password, type your current password.
Click Submit.

A message appears notifying you that your user name has been changed. Refresh the page to view
your new user name.

Change your Password

1 On the NextGen Patient Portal home page, click Settings, and then select Account Settings.

Account Settings

Username it

Your Username

Password it

Your Password

Security Question Edit

To identify you as the account owner

Forgot Password Question Edit

To request a password reset

Un-enroll from Patient Portal Edit

Delete your Patient Portal account

2 Under Password, click Edit.

Your Password
Password must be between 8-50 characters with no spaces, must include at least one numeric digit, is case sensitive,
and can be combination of letters and spedial characters.

* New p rd:

For security reasons, please provide your current password to confirm your identity

| —

* Current p

3 Under the Password details, do the following:
a) In New password, type your new password.
b) In Retype password, re-type the new password.
c) In Current password, type your current password.
4 Click Submit.

A message appears notifying you that password was updated. The next time you log on to the
NextGen Patient Portal, you must use your new password.
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Change your Security Question

1 Onthe NextGen Patient Portal home page, click Settings, and then select Account Settings.

Account Settings

Username Edit
Your Usemame
Password Edit
Your Password
Security Question Edit
To identify you as the account owner
Forgot Password Question Edit
To request a password reset
Un-enroll from Patient Portal Edit
Delete your Patient Portal account
2 Under Security Question, click Edit.
Security Question Hide
To identify you as the account owner What is your mothers maiden name?

Current question: What is your mothers maiden name?

* New question: | v

e E—
R B

For security reasons, please provide your current passwoerd to confirm your identity.

3 From the Security Question details, do the following:
a) From the New question list, select a new question.
b) In New answer, type an answer.
c) In Retype answer, re-type the answer.
d) In Current password, type your current password.
4 Click Submit.
A message appears notifying you that your security question was updated.
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Change your Forgotten Password Question
1 Onthe NextGen Patient portal home page, click Settings, and then select Account Settings.

Account Settings

m
=

Username

Your Userame

m
=

Password i

Your Password

rm
=

Security Question Lait

Te identify you as the account owner

m
=

Forgot Password Question Edit

To request a password reset

m
=

Un-enroll from Patient Portal Edit

Delete your Patient Portal account

2 From Forgot Password Question, click Edit.

Forgot Password Question Hide

To request a password reset color?

Current Question: color?

* New i | |

q

* Retype question: | |

* New | |

* Retype answer: | |

For security reasons, please provide your current passwoerd to confirm your identity.

SUBMIT

3 Under Forgot Password Question, do the following:
a) In New question, type a new question.
b) In Retype question, re-type the new question.
c) In New answer, type an answer for the new question.
d) In Retype answer, re-type the answer.
e) In Current password, enter your current password.
4 Click Submit.
The message appears notifying you that your forgotten password question has been updated.
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Cancel your NextGen Patient Portal Enroliment

You can cancel your NextGen Patient enrollment at any time.
1 Onthe NextGen Patient Portal home page, click Settings, and then select Account Settings.

Account Settings

Username Edit

Your Userame

Password Edit

Your Password

Security Question Edit

To identify you as the account owner

Forgot Password Question Edit

To request a password reset

Un-enroll from Patient Portal Edit

Delete your Patient Portal account

2 From Un-enroll from Patient Portal, click Edit.
From Reason, select a reason for un-enrolling from NextGen Patient Portal.
4 Click the Un-enroll button.

w

s
=N
i

Un-enrcll from Patient Portal

Delete your Patient Portal account

Reason: | Not satisfied v| m

5 Click OK.

Message from webpage ﬂ

'@ Are you sure you want to delete your Patient Portal account?

[ oK ] l Cancel

6 Click OK to un-enroll your NextGen Patient Portal account.
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My Information

The My Information page displays your personal information such as your first and last name, date of
birth, address, email address, and mobile numbers that you provide while visiting the practice.

To add or update any personal information, contact your practice. You can choose your preferred
method of receiving the notifications.

Note: Depending on the practice configurations, this page may allow you to edit the information on
this page. If the edit option is available, you can edit your name, date of birth, mobile phone number,
and the email addresses.

1 On the NextGen Patient Portal home page, click Settings, and then select My Information.
2 Under Preferred Notification Method, click Change Method.

My Information

)\, This data is view only, with exception of Preferred Notification Methods. If you see any changes that are needed, please contact one of your practices

NextGen Medical Enterprise

My Practices: Collapse
Disclaimer
Name Phone Number(s)
Date of Birth
Address(es) Preferred Notification Method
Email Receive Emails Format
Yes HTML Change Method
Mobile Phone Receive Text Carrier
Messages
No None Expand

3 Select Receive notifications at this e-mail address to receive notifications to your registered email
address.

Address{es) Preferred Notification Method

Email Receive Emails Format

Yes HTML id

i

* E-mail
address:

MReceive notifications at this e-mail
address

UPDATE

Mobile Phone Receive Text Carrier
Messages

No None Expand
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From the Format list, select HTML or Plain Text to set the email notification format.
Click Update.
To receive notifications via SMS, click Change Method.

Select Receive text message notifications at this mobile number to receive notifications on your
registered number.

~N o o A~

Address(es) Preferred Notification Method

Email Receive Emails Format
Yes HTML Change Method

Mobile Phone Receive Text Carrier
Messages

No None Collapse

Type: Mobile

M1 Receive text message notifications at
this mobile number

" Select Please select a mobile carrier ™
Provider:

8 From the Select Provider list, select a network provider, and then click Update.

User Grants

The practice can set up relationships and assign care managers for dependents. As a care manager,
you will have full or partial access of another user's account (dependent). If you are a dependent, you
can allow another user to have full or partial access to your account. For example, a husband can grant
his wife permissions to schedule appointments or a patient can allow his/her mother to renew
medications. On NextGen Patient Portal, you can view the accounts of your dependents, such as child
or a parent.

Practices can define a care manager relationship at the time of enrollment or at the request of the
patient. Practices can also designate a health care provider to act on behalf of the patient. As a
dependent, you can manage the rights and permissions provided to the care manager at any time on
your NextGen Patient Portal account. Care manager and dependent relationships can be terminated at
any time by the care manager, the dependent or the practice.

Care manager and dependent relationships can be terminated at any time by the dependent, or the
practice. The dependent can terminate the relationship by corresponding with the practice and the
practice then terminates, or the dependent can remove all access from the care manager on the site.

11/03/2017 Confidential — Proprietary Information — For Use By Authorized Company Clients Only. Do Not Distribute. Page 83 of 97



Chapter 11 Settings

Manage Care Manager Grants

If your account has a care manager, you can provide the rights to view or complete selected
information (such as appointments and medications) on your behalf.

You can also set an expiration date for the rights, or remove a care manager from your account.

1 Onthe NextGen Patient Portal home page, click Settings, and then select Manage User Grants.

Manage User Grants

o Manages My Account?

o
&

Accounts I Manage

2 Under Who Manages My Account, click Edit next to the person.

Manage User Grants

Who Manages My Account?

Practice: Expiration Date:

O Allow to have full access on my account.
Module

s
H

Send/Complete

IMH

&

Medications

&

Messages

3]

Templates

Personal Health Record

&

Statements

3|

Appointments

J & K K[ /- g g
&

]

Documents

Access expires: () ]

@ Never expires

susmr  cancer | peLere |

If a person managing your account has full access, all module will be unavailable on Manage User
Grants.

3 Toassign Care Manager access to individual modules, perform the following:

> Clear Allow full access to my account.

> To give view permission, for a particular module, select View.

> To give permission to complete or send a module on Manage User Grants, select
Send/Complete column next to Module name.

4 To set a user grant date for your account:
a) Click Access expires.
b) Click Calendar = and select the date.

If you do not want the rights for selected person managing your account to expire, click Never
expires.

5 To remove a care manager from your account:
a) Click Delete. A confirmation message appears.
b) Click OK.
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Manage Dependent Accounts

If configured by the practice, a care manager can view, send, or complete selected information, such
as appointments and medications, on behalf the patient (dependent).

As a care manager, you can only view information based on the user rights that are provided to you.
Only the patient (dependent) or the practice can provide or modify the access rights.

1 On the NextGen Patient Portal home page, click Settings, and then select Manage User Grants.
2 Under Account | Manage, click Edit to view their rights and permissions.

Manage User Grants

Whao Manages My Account?

Mo one else is managing your account.

Accounts I Manage

T
(=N
D

Practice: Expiration Date:

Full Access:
Module View  Send/Complete

Appointments
Documents

IMH

Medications

Messages

Templates

Personal Health Record

Statements

3 Click Delete.
Note: This action does not delete the user, but only the access permissions to the account.

A confirmation message appears.
4  Click OK.
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Manage Practices

You can add additional practices to your NextGen Patient Portal account. You can also un-enroll from
a practice.

Enroll to Practices in the same Enterprise

You can enroll in multiple practices within the same enterprise when you log on to your NextGen
Patient Portal account.
1 Log on to your NextGen Patient Portal account.
2 Select a new practice name.
i T NEXTGEN’
Patientp,
Add new practices
Your practice has created a patient portal enrollment for you. Would you like to add these practices into your account?

Practice Name vl Add Practice

o

ADD SELECTED PRACTICE(S) | DECIDE LATER DECLINE PENDING ENROLLMENT

3 Click Add Selected Practice(s). The selected practices are added to your account and you can view
your practice on the Home page and Manage Practices page.

You can perform the following additional actions:

> Click Decide Later to complete enrollment.
> Click Decline Pending Enrollment if you do not want to enroll in a practice.

Note: If you decline enrollment the first time, you must request the practice to provide a security
token to enroll again.

Confirm Pending Enroliment Requests

If you chose to add practices for same enterprises later, you can confirm pending enrollment request.

1 Onthe NextGen Patient Portal home page, click Settings, and then select Manage Practices.

Manage your practices

You are currently enrolled in the following practices :

Un-enroll me from this practice

You have pending enrollment records from the following practices :

Add this practice to my account
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2 Click Add this practice to my account.

Manage your practices

You are currently enrolled in the following practices :

Un-enroll me from this practice

You have pending enrollment records from the following practices :
Hide

After activating this practice you will be able to communicate with this practice. Please click on Complete Enrollment
button to add this practice to your account.

COMPLETE ENROLLMENT | DECLINE PENDING ENROLLMENT

3 Click Complete Enrollment.

Note: Click Decline Pending Enroliment if you do not want to enroll to a practice(s). If you
decline enrollment, you must request the practice to provide a security token to enroll again.

Enroll in another Practice

After completing your enrollment process with your practice, you can add another practice without
performing the enrollment process. You do not need to use the link provided in the enroliment
notification email sent by the new practice instead, use the following procedure.

Note: The patient should inform the new practice that they already have a NPP account.

1 Onthe NextGen Patient Portal home page, click Settings, and then select Manage Practices.

Manage your practices

You are currently enrolled in the following practices:

Un-enroll me from this practice

You have pending enrollment records from the following practices :

Add this practice to my account

Enroll in an additional practice:

Please enter your security token, date of birth and your email address. Once security token, date of birth and email
address have been validated, you will be able to create your Patient Portal account. Asterisk (*) denotes required field.

*Enter security token: | |

‘What is security token?

* Enter date of birth: [MM/DD/YYYY

*Enter email address: |

[] Ido not have an email address
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2 Enter the token number, and your date of birth.
3 Enter your email address in Email Address.

Note: If you do not have an email address click | do not have an email address, and then enter your
last name.

4 Click Submit.
A confirmation message appears.

5 Click OK to continue.

Un-enroll from the NextGen Patient Portal

You can un-enroll from the NextGen Patient Portal at any time.
1 Onthe NextGen Patient Portal home page, click Settings, and then select Manage Practices.

Manage your practices

You are currently enrolled in the following practices :

Un-enroll me from this practice

2 Under You are currently enrolled in the following practices, click Un-enroll me from this practice.

Manage your practices

You are currently enrolled in the following practices :

Hide
De-activating your last practice will delete your portal account permanently. Cnece the de-activation process has
completed you will not be able to communicate with your practice via the Patient Portal. To re-activate your Patient
Portal account, you will need to contact your practice and start the enrollment process over in order to resume
communication with your practice.

Reason: | Not satisfied V| UN-ENROLL

3 From Reason, select an applicable reason for un-enrolling from the practice.
4 Click Un-enroll.

A confirmation message appears.
5 Click OK to remove your NextGen Patient Portal account.
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Manage Statement Notifications

Based on your practice, you can receive only electronic statements through NextGen Patient Portal.

If you want to receive both electronic and paper statements, do not select the option.
1 Onthe NextGen Patient portal home page, click Settings, and then select Statement Notifications.

Pa.t I e nt HOME MAIL v SCHEDULE v

Welcome Last logged in: 4/26/2017, 4:05 PM  Patient Education

Go Paperless!

You can choose to receive your statements online. By checking the option(s) below you can elect to
T receive an electronic version of your statement from your practice. Leave the option(s) below unchecked if
you wish to receive both electronic and paper statements,

Practice Name Receive only electronic statements E

2 Perform one of the followings:
> Select Receive only electronic statements to receive only online statements for all practices that

provide this service.
> Clear Receive only electronic statements to receive both electronic and paper statements for all

practices.
For multiple practices that provide this service and if you want to select different options for each
practice, select or clear the corresponding practice as needed.

3 Click Submit.
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CHAPTER 12

Troubleshooting

Use this troubleshooting section when you need answers to common problems that you may
encounter.

Locked Accounts

The portal locks your account after four unsuccessful log on attempts. After your second and third
failed attempts to log on, a message appears notifying you that your account will be locked for 20
minutes after 4 unsuccessful attempts.

You cannot access your NextGen Patient Portal account once your account is locked. You can click
Need help with your username and password to recover your logon details from your NextGen Patient
Portal logon page. Your account will be automatically unlocked only after 20 minutes.

If the practice locks your account, you will receive an email stating that you need to contact the
practice to unlock your account. During this time, you will not be able to access any mail or perform
any tasks. Only the practice can unlock your account. You will receive another email stating that the
account has been unlocked.

View Dependent Accounts

If your account is associated with dependent accounts, the user list appears with a list of the persons
or dependents whose accounts you manage on the top right. You can select the name of a person or
dependent from this list to view their records.

Recover My NextGen Patient Portal User Name

You can recover NextGen Patient Portal User name with the following steps:

1 Go to the NextGen Patient Portal website logon page.

Click Need help with your username and password.

Click | forgot my Username.

Type the requested information as provided to the practice during enroliment.
Click Submit.

A message appears notifying you that an email containing your user-name has been successfully
sent.

6 Open the email to view your user-name.

ga ~ WON
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Recover My NextGen Patient Portal Password

You can recover your NextGen Patient Portal password with the following steps:

oo O~ WDN P

\l

10
11

Go to the NextGen Patient Portal website logon page.

Click Need help with your username and password.

Click | forgot my Password.

Type your user-name.

Click Submit.

Type the answer for the security question, and then click Submit.

A message appears notifying you that an email containing your password reset link has been sent.
Open the email you received, and then click the Forgot Password Link.

Enter the following information under the following:

a) Reset your password

b) Reset your logon security authorization

c) Reset your password recovery credentials

Click Submit.

A message appears notifying you that an email containing your password has been sent.
Click OK to continue. The Login page appears.

Log on using your user-name and the new password.

Reset My Password with a Reset Token

You can reset your password with a reset token with the following steps:

1
2

3
4

9
10

Go to the NextGen Patient Portal website logon page.

Click Need help with your username and password, and then select | have my password reset
token.

Enter the requested information.

Click Submit.

A message appears notifying you that an email containing your reset password link has been sent.
Open the email you received and click the Forgot Password Link.

In the Enter password reset token field, enter the same reset token as the one you used in step 4,
and then click Submit.

Enter the following information under the following:

a) Reset your password

b) Reset your logon security authorization

c) Reset your password recovery credentials

Click Submit.

A message appears notifying you that an email containing your password has been sent.
Click OK to continue. The Login page appears.

Log on using your user-name and the new password.

11/03/2017
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Recover My NextGen Patient Portal Account

You can recover your NextGen Patient Portal account with the following steps:

O 01Tk WDN P

Go to the NextGen Patient Portal website logon page.

Click | do not remember any of my login credentials.

Enter the requested information.

Click Submit.

Open the email you received, and then click the link to reset your credentials.
Enter the following information under the following:

a) Reset your password

b) Reset your logon security authorization

c) Reset your password recovery credentials

Click Submit.

A message appears notifying you that an email containing your password has been sent.

Click OK to continue. The Login page appears.
Log on using your user-name and the new password.
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CHAPTER 13

NextGen Patient Portal Mobile

The NextGen Patient Portal mobile website is similar in functionality and provides most features that
are available on the NextGen Patient Portal desktop website.

Supported Devices

For the mobile website, mobile devices running on Android™ 4.0 or higher, or Apple iOS 7.1 or
higher are supported. A warning message appears, if the device is not compliant with the NextGen
Patient Portal Mobile’s security policies.

Supported Browsers

For mobile websites, the following browsers are supported:
> Microsoft Internet Explorer 9 and 10

> Android

> Apple Safari®

> Mozilla Firefox

> Google Chrome browser

System Requirements

To view PDF documents sent from the practice, you need the Adobe® Acrobat® Reader. You can
download the latest version of the Adobe Acrobat Reader from the Adobe website:
(http://get.adobe.com/reader/)

Note: Depending on your operating system and Adobe Acrobat Reader settings, you may be prompted
to download the PDF documents to view them. In some cases, the browser settings or pop-up blocker
applications can prevent documents from opening. You must also enable cookies and JavaScript in the
browser for smooth functioning. Refer to the appropriate operating system, Adobe Acrobat Reader,
browser, or pop-up blocker documentation for more information.
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Access NextGen Patient Portal Mobile

The NextGen Patient Portal mobile website is accessible, if you are enrolled in the NextGen Patient
Portal.

You do not have to download any mobile application to access the NextGen Patient Portal. On your
mobile device, either open your enrollment email and tap the Patient Portal link, or enter the link in
your mobile browser to access the NextGen Patient Portal mobile site.

A link at the bottom of the NextGen Patient Portal desktop website is available to the Log In page to
take you to the mobile site and vice versa.

NextGen Patient Portal Mobile Home Page

The NextGen Patient Portal mobile home page works similar to the NextGen Patient Portal desktop
website’s home page. Additionally, a calendar is available to view the appointments for the day.

L — er
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Navigate NextGen Patient Portal Mobile

Use the following options to navigate the NextGen Patient Portal Mobile:

>
>
>

Tap the menu at the bottom of the page.

Tap menu E on the top-left corner, and then tap a menu item.

Tap back +Ito return to the previous page.

Tap left <orright ~ to display the previous and next view.

Tap down or up to expand or collapse a section.

Tap down v orup —_ to expand or collapse a list.

Tap the compose message [ button to send an email to the practice.

Tap the book appointment 24 button to book an appointment with the practice.
Tap the send chart = button to send your PHR.

Tap the renew medication button to renew your medication.

11/03/2017
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