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CHAPTER 1

Introduction

This chapter provides an overview of the NextGen® Patient Portal Web site and its requirements and
other related information.

To better define products offered by NextGen Healthcare to our clients, NextMD has been rebranded
as NextGen® Patient Portal. The rebranding process will span over a number of NextGen releases
through a series of continued enhancements to this product. Some of the references and screen shots,
both within the product and those depicted in this manual may refer to either NextMD or Patient
Portal.

About This Guide

The NextGen Patient Portal Patient User Guide explains how to use the features and functions found
on the NextGen Patient Portal Web site. It is intended for patients enrolled to use the NextGen Patient
Portal Web site.

Assumptions

This guide assumes that you have a basic understanding of computers and computer terminology and
the Internet.
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Chapter 1 Introduction

Overview

The NextGen Patient Portal is a consumer-oriented healthcare Web site that provides you with a fast,
reliable, and an easy-to-use method of communicating with your medical service provider. With
NextGen Patient Portal, you can connect with your doctor through a convenient, safe, and secure
environment to:

)

>

>

>

Request, book and/or cancel appointments

Receive and review documents

View online statements

Make online payments

Request medication renewals

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

Complete, submit and view Instant Medical History forms
Request Personal Health Records (PHRs)

Update account information

Sign up with multiple practices

Note: Because practices can customize NextGen Patient Portal to meet their requirements, some of the

features listed above and described throughout this document may not be available from your

NextGen Patient Portal account.

Web Browser Requirements

NextGen Patient Portal works best with Microsoft® Internet Explorer 6.0 and higher or Mozilla

Firefox® 2.0 and higher versions with 128-bit Secure Sockets Layer (SSL) encryption.

Most browsers which are currently available support the 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 the About option. If your browser does not support 128-bit
encryption, please visit the respective company Web site that provides upgrades to your browser
software.

Page 10 of 94
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Internet Security

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

>

Choose a password that is easy for you to remember but difficult for others to guess. Passwords
are case sensitive, must be between 6 and 20 characters and can include numbers and characters

Some Web browsers prompt you to save user names and passwords for various sites on the
Internet. This feature can be useful, but can put your personal information at risk. If possible, you
should disable this option so no one can log in as you.

If you use a public or shared computer, it's important that you always sign out completely at the
end of each session by clicking the Logout link at the top-right corner of the NextGen Patient
Portal Web site. Logging out shall make it impossible for any other person (using the same
system) who is trying 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.

Because computers are vulnerable to viruses or online attacks that seek to intercept sensitive
information provided through the Internet, your computer should have an up-to-date anti-virus
program and make use of a firewall.

You should not leave your system unattended while logged in. If you have to leave your system
unattended, log out of all programs and close all windows that might display sensitive
information. NextGen Patient Portal automatically logs you out if there has been no online
activity for 20 minutes.

Email Notifications

Anytime the practice sends emails, responds to requests, or uploads documents or forms to your
NextGen Patient Portal account, an email notification is sent to your email address. Email
notifications are also sent if your practice locks or unlocks your account.

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 NextMD.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 NextMD.com.

07/16/2012
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CHAPTER 2

NextGen Patient Portal Enrollment

The enrollment process is a means of signing up for your NextGen Patient Portal account which
provides access to your personal and medical information on the NextGen Patient Portal Web site.

Enrolling in NextGen Patient Portal

You must first contact your practice to enroll in NextGen Patient Portal and provide them with your
name, address, phone number, and email address. In turn, the practice will send you an email that
contains a link to their NextGen Patient Portal Web site.

At the office, the practice provides you with an eight-digit token number to access your NextGen
Patient Portal account, which is valid for 30 days. If you have not enrolled in NextGen Patient Portal
within this period, contact your practice to obtain a new token number.

Note: If you already have a NextGen Patient Portal account and are enrolling in another practice, log
in to your existing NextGen Patient Portal account and click the Manage Practices link under the My
Account tab.

Note: If you already have a NextGen Patient Portal account and trying to enroll with the reset
password provided by the practice, you shall be redirected to the Password Reset page of the NextGen
Patient Portal site.

To enroll in NextGen Patient Portal:

1 Open the "Welcome to NextGen Patient Portal!" email sent from the practice and click the Click
here to go to NextGen Patient Portal link.
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Your Internet browser opens and displays the terms and conditions for using the NextGen Patient

Portal Web site.

Terms and Conditions

PRIVACY
Please review our Privacy Policy, which also governs your visit to NextGen®
Patient Portal (formerly known as NextMD®), to understand our practices.

|m| »

ELECTRONIC COMMUNICATIONS

When you visit NextGen® Patient Portal or send e-mails to us. you are
communicating with us electronically. You consent to receive communications
from us electronically. We will communicate with you by e-mail or by posting
notices on this site. You agree that all agreements. notices. disclosures and
other communications that we provide vou electronically satisfy any legal
requirements that such communications be in writing.

COPYRIGHT AND TRADEMARKS 5
NextGen® Patient Portal is the registered trademark of NextGen Healthcare

Information Systems. Inc. and the website contains our copyrighted and

protected material Some material in the website is from copyrighted sources

of the respective copyright claimants. Users of this material are solely

responsible for compliance with anv copvright restrictions and are referred to

[ | Accept ] [ | Do Not Accept ] I Print I

AR al e T iy R i iy AT e i R B R i o e

2 Read the terms and conditions and click | Accept to begin the enroliment process.

Note: Clicking | Do Not Accept directs you to the My Health Login page.

The Submit your Enrollment Validation form displays.

Submit your enroliment validation

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

Please enter your security token and your email address. Your enroliment token is an eight digit number provided

by your practice. Once security token and email address have been validated, you will be able to create your

MextGen Patient Portal account. If you have not received an enroliment notification email, please contact your

practice. Asterisk (*) denotes required field.

* Enter security token:

?) What is security token?

* Enter email address:

AT e A i T T e i i o e g e

3 Enter your security token number (without dashes) and your email address in the fields provided
and then click Submit.

The Create enrollment credential form displays.

4 In the Create your username and password section, type the user name and password you will use
to log in to NextGen Patient Portal and then retype your password in the fields provided
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Create enroliment credentials

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 reatment may be found to have committed a fraudulent act which is a crime
and may be subject to criminal and civil penalties.

o

Enter a user name and password you wantto use when you login to NextGen Patient Portal. Asterisk (%)
denotes required field

* User name:
Username must be between 6 — 20 characters and is
case sensitive.

* Password:
Password must be between & — 20 characters and

contain atleast one number and is case sensitive
Password Strength:

* Retype password:

o ol et P AR At R, L g o PR R e s apintetn

All fields are required. User names and passwords are case sensitive and must between 6 and 20
characters. Passwords must contain at least one number.

As you type your password, a password strength indicator displays. Use mixed-case letters,
numbers, and punctuation characters to increase the password strength.

5 Inthe Create your login security information authorization section, select a security question and
then enter and retype your answer in the fields provided. The question and answer is part of your
login procedure to access the NextGen Patient Portal.

T Y L P APRIEEL Y S

Choose alogin 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: =

* Enter your answer:

* Retype your answer:

B VWP I S P SpSE S P

6 In the Create your password reset option section, enter a question and answer that you will use to
reset your password and then and then retype your answer in the fields provided.

o imn L pi T s T S, .

©

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.

- e R e e e

* Create a question:
* Enter your answer:

* Retype your answer:

| BT i s i B i i g i b B e e B S

7  Click Submit to complete the enrollment process and start using your NextGen Patient Portal
account.
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Page 16 of 94

Your NextGen Patient Portal Account page displays. It consists of two main elements: a
navigation pane (on the left) and a contents pane (on the right).

NEXTGE N*

Patient Portal
Home <]
Wy Practices Haorme Intox

Sent [tems

| Logout
hiy Appointments | My Appointments | My Medical Record _» Research Centet
y Medical Record
_ MextGen Medical Practice Collapse  Appointment Reminders (0 tems) Expand
Alerts (0 lterns) Expand
g Welcome to NexdD 11 D contact
= Information
St s hitp:ffvesrsr.nextaen.com

infog@nextaen.com
| cormpose Message

| You have (1) new items, click here to view
@ Pay Staternents

D Renew Medication
7 rRequest Appointment
[ Request Health Record

[-s Research Center

My Account

Account Settings

My Infarmation
Manage User Grants
Manage Practices

Statement Matifications

s NI, WP

i s Mo S WIStV SN AP SR W

Tip: For easier access next time, add the NextGen Patient Portal Web site to your Favorites list.
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CHAPTER 3

NextGen Patient Portal Web Account
Access

After you have successfully enrolled in NextGen Patient Portal, you can access your NextGen Patient
Portal account.

Logging In to Your NextGen Patient Portal Account

To log in to your NextGen Patient Portal account:
1 Access the NextGen Patient Portal Web site.
The My Health Login form displays.

My Health Login
User Name:
Password:
User name and password are case sensitive.

Don't remember your user name or password?
Make sure you are receiving MextMD emails.

Have an Enroliment Token?
Click here to complete your enraliment

s BT B e it g g b TN L i s oo,

2 Enter your User Name and Password in the fields provided and click Log In. Both user name and
password are case sensitive.

Note: If you fail to log in to your NextGen Patient Portal account after four times with an incorrect
password, the system locks your account. However, the system automatically unlocks your
account after 20 minutes.
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The Answer your security question form displays.

Answer Your Security Question g

FRAUD WARHNING

Le Y 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?

ETI L ,.ra-n.-—m‘m‘-m-«‘\_’_—m-.m-m\,_w

3 Enter the requested security information and then click Submit.

> If a practice in which you are currently enrolled decides to provide you an option to only
receive online versions of your statement, the Go Paperless! form displays.

Go Paperless!

%y You can choose to receive your statements online. By checking the option(s) below you can elect to
7 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
John Doe
NextGen Medical Practice -Test

o )

R T Y e T it O

> To only receive online versions of your statement, click Go Paperless. Otherwise, click Decide
Later.
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Your NextGen Patient Portal Account page displays. It consists of two main elements: a
navigation pane (on the left) and a contents pane (on the right). Your “logged in” name appears in
the upper right corner along with the last logged in time.

NEXXTGEN*®

Patient Portal
My Practices Home Inbox Sent ltems 0LIN John Smith, Last logged in: 173002012 1:45:52 AM | Logout
My Appointments | My Appaintments | My Medical Record |- Research Center

My Medical Record

_ MextGen Medical Practice Collapse Appointment Reminders {0 ltems) Expand

Alerts {0 lterns) Expand
Einbox wiglcome to MextvD 1 9 contact
Information

@Sent liems hitpifwwi. nexten.com

_|Compose Meszage J'mu have (4} new items, click here to view

* Fay Staterments

@ Renew Medication

[ Request Appointrnent
[2| Reguest Health Recard

E% Research Center

My Account

Account Settings
hdy Information
Manage User Grants

Manage Practices

Statem otifications I T T Sy S SN N e S

Contents Pane

The NextGen Patient Portal Web site contains a Contents pane on the right side that enables you to

access all the pages in the NextGen Patient Portal Web site using the tabs and links located at the top
of each page.

Home Sent ltems My Account Loggedin as: Jane Doe | Logout

. Research Center
| My Appointments =

Watertown Medical Center Expand Appointment Reminders (2 ltems) Collapse
MextGen Medical Practice (5 New) Collapse  g/16/2011  3:45PM  with James White for John Doe

61712011 9:45 AM  with Marcus Cheek for John Doe
Welcome to NextGen Patient Portal

Contact Information See All
http:/www.nextgen.com
info@nextaen.com Alerts (1 ltems) Collapse
| You have (5) new items, click here to view 6/9/2011 General Recall Letter NextGen Medical Practice
See All

b s, B AL L S L M\ﬂ‘-u&.—-ﬂ\r—-—m-‘«_». i gl e ARy,

The tabs are organized into the following categories:
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Home

By default, this tab is displayed when you successfully log on to the NextGen Patient Portal Web site.
It displays a link to new items in the Inbox, contact information alerts, and appointment reminders for
each of the practices in which you are enrolled. You can also click links to view your appointments
and medical health record.

Inbox

Select this tab to view all the items (messages, documents, statements, etc.) that you received from
your practice(s).

In addition, you can click the links to send messages to your practice(s), view statement, make
payments online, generate Personal Health Records, request and book appointments, and view patient
education material.

Sent ltems

Select this tab to view all the items (messages, documents, statements, etc.) that you sent to your
practice(s).

In addition, you can click the links to send messages to your practice(s), view statement, make
payments online, generate Personal Health Records, request and book appointments, and view patient
education material.

My Account

Select this tab to manage your NextGen Patient Portal account information. You can click links to
update your account information, update your personal information (name, address, email, etc.),
change the rights other accounts have to your NextGen Patient Portal account and enroll in additional
practices.
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Practice Headers

When you receive new messages or items from a practice, they appear under the practice header along
with the practice's contact information. The header also includes the practice name and the number of
new items in Inbox. If you are enrolled in multiple practices, a header for each practice and any
corresponding information displays. You can show or hide this information as needed by clicking the
Expand and Collapse links that appear next to the practice name.

NextGen Medical Practice (5 New) Expand
MextGen Medical Practice (5 New) Collapse

Welcome to NextGen Patient Portal ﬂ
Contact Information

hitp:/fwww.nextgen. com
info@@nextgen.com

| You have (5) new items, click here to view

Navigation Pane

The NextGen Patient Portal Web site contains a navigation pane on the left side that enables you to
access all the pages on the Web site.

e — G [

My Praclices

My Appointments

R inbox
@ Sentlterns

C—

| Compose Message
¥ Pay Statements

@ Renew Medication
;‘:ijequestAppoimment
¢ Research Center

Account Settings

My Information
Manage User Grants
Manage Practices

Statement Notifications
i E Y PR

The links are grouped by functionality into the following categories:

Home

Enables you to access alerts and appointment reminders for each of the practices where you are
enrolled. You can also click links to view your appointments and medical health record.
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Mail
Enables you to view all messages and items received from practices, and view all messages and items
that you sent to practices.

Tasks

Enables you to compose messages, pay statements, request appointments, renew medications, and
request personal health records and research medical topics.

My Account

Enables you to set up and manage NextGen Patient Portal account information, personal information,
change the rights other accounts have to your NextGen Patient Portal account and enroll in additional
practices using the security token provided by those practices.

Showing/Hiding the Navigation Pane

Because of the dual Web navigation controls, you can choose to hide the Navigation pane to simplify
the interface.

In the top-right corner of the on the Navigation pane there is a double arrow icon that enables you to
show or hide the Navigation pane. By default, the Navigation pane displays.

Icon | Function
5] Click this icon to show the Navigation pane

[« Click this icon to hide the Navigation pane
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Locked Accounts

You cannot access your NextGen Patient Portal account:

> If you fail to log in to your NextGen Patient Portal account with four continuous failed attempts
(with an incorrect password), the system locks your account. However, the system automatically
unlocks your account after 20 minutes.

> If the practice locks your account, you receive an email stating that you need to contact the
practice to unlock your account. When the practice unlocks the account, you receive another
email stating that the account has been unlocked. If you try to log on to your NextGen Patient
Portal account when your account is locked, you cannot access any of the mails or tasks (except
for Research Center).
(ﬁ—\me.MmMmmﬂmwﬁmm

Home Jane Smith, Last loooged in: 102302012 8:52:47 A | Logout

_» REesearch Center

R Practice Caollapse

ﬁ Contact Information
Mo contact information has heen
pravided far this practice.

Welcome to MexthiD 1

| You have no new items

, Youraccessto Rx Practice has been locked by the practice.

B T P T T T T VP .

mev

> If you cannot remember your user name and/or password, click the Don't remember your user
name or password? and follow the instructions.

B i W e
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Logging Out of Your NextGen Patient Portal
Account

To log out of your NextGen Patient Portal account, click the Logout link at the top-right corner of the
page.

{chgec‘. inas: John Doe | Logout
&

If NextGen Patient Portal Web site does not detect any activity for more than 20 minutes, the system
automatically logs you out.

Recommendation: NextGen recommends that you log out before exiting the NextGen Patient Portal
Web site. Logging out of the Web site properly shall provide better security for you, as well as your
medical records.

User Name and Password Recovery

If you cannot log on your NextGen Patient Portal account site because you forgot your user name
and/or password, click the Don't remember your user name or password? link to:

> Reset your password (see "Resetting Your Password" on page 24)

> Recover a forgotten user name (see "Recovering Your User Name" on page 27)

Note: If you have already registered on the NextGen Patient Portal site and try to use the token in the
Enroll Patient (see "Enrolling in NextGen Patient Portal” on page 13) page to register, the following
message displays and on clicking Continue, you shall be redirected to Password Reset page in the
NextGen Patient Portal site.

The security token you are using was issued by medical practice to enable a password reset process.
Please continue to reset your account's credentials or cancel the operation and log in to your account.

Resetting Your Password

To reset a forgotten password:

1 Access the NextGen Patient Portal Web site.
The My Health Login page displays.

2  Click the Don't remember your user name or password? link.
The Forgot your password? form displays.
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Forgot your password?

1 FRAUD WARHNING
42 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

Resetyour password in just a few steps. First, in order to identify you as a NextGen Patient Portal
user, please enter your username. Asterisk (%) denotes required field

* User name:

Forgot user name?

B Ty NP Sy S PR U R —————

3 Enter your User name and click Submit.

Note: If you cannot remember your user name, click the Forgot user name? link and follow the
instructions (see "Recovering Your User Name" on page 27) to obtain it.

A message displays, notifying you that an email has been sent with a link to reset your password.

| = |

Message from webpage

An email has been sent to you with a URL to reset your password.
' % Pleaselogin to your email and click on the link to reset your password.

4 Click OK to continue.
In your email application, open the Password Reset email and click the Forgot Password link.

The Reset login credentials form opens and displays your user name.
Reset login credentials
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
Username: johndoe
Enter a password you want to use when you login to NextGen Patient Portal. Asterisk (*) denotes required field
* Password:
Password must be between 6 — 20 characters and
contain atleast one number and is case sensitive
Password Strength:
* Retype password:
el g A S el AL _ﬁ’,‘o--u-cx.. g [ TR SN
6 In the Reset your password section, enter then retype your new password in the fields provided.

All fields are required. Passwords are case sensitive, must between 6 and 20 characters and

contain at least one number.
As you type your password, a password strength indicator displays. Use mixed-case letters,
numbers, and punctuation characters to increase the password strength.
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7 Scroll to the Reset your login security authorization section.

R, ey e oo

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: =]

* Enter your answer:

* Retype your answer:

et A A e | P Prtan | it o gra. P e 2

8 Select a security question and then enter and retype your answer in the fields provided. The
question and answer is part of your login procedure to access the NextGen Patient Portal.

9 Scroll to the Reset your password recovery credentials section.

10 Enter a question and answer and then retype your answer in the fields provided to enable to you to
reset your password.

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 your answer:

et WAt A gt st o e st A I st ity i B

11 Click Submit.

A message displays indicating that your password has been reset.
Message from webpage Iﬁ

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

12 Click OK to continue.
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The My Health Login page displays.

User Name:

Password:

User name and password are case sensitive
Log In

Don't remember your USer name or password?
Make sure you are receiving NextiD emails.

Have an Enroliment Token?
Click here to complete your enroliment

SIPEIFIIRFEE S e S, ol AR g,y e,

13 Log in using your user name and the new password.

Recovering Your User Name

To recover your user name:

1 Access the NextGen Patient Portal Web site.
The My Health Login page displays.

2 Click the Don't remember your user name or password? link.
The Forgot your password? form displays.

Forgot your password?

FRAUD WARNING

A 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

A i i &

Resetyour password in just a few steps. First, in order to identify you as a NextMD user, please
enter your username. Asterisk (*) denotes required field.

* User name:

Forgot user name?

i, b b G N bl i o mrg I S B ik P N g

3 Click the Forgot user name? link.
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The Forgot your user name? form displays.

Forgot your user name? i

FRAUD WARHNING

e 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 actwhich is a crime and may be subject to criminal and civil

penalties. {

To refrieve your user name, enter the email address you used to enrall into NextMD. We will E
email your username to you in a few minutes. Asterisk (%) denotes required field. {
* E-mail address: a

1

_j

e B W @B et e NSOV S Sy
4 Enter your email address in the field provided and click Submit.

A message displays notifying you that an email has been sent to your email address with your user
name.

Message from webpage

An email has been sent to you with a URL to reset your passwaord.
£ l . Please login to your email and click on the link to reset your password.

Click OK to continue.
Access the NextGen Patient Portal Web site to log in.
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CHAPTER 4

Home

The Home page is the first page displayed when you successfully log into the NextGen Patient Portal
Web site. It displays contact information, alerts, and appointment reminders for the practices where
you are enrolled. You can click links to view new items, view your appointments, and view and
export your most recent personal health record.

Note: If your NextGen Patient Portal Web account is locked by the practice, the appointment
reminders for the corresponding practice is NOT displayed.

Alerts and Appointment Reminders

Your practice can send you alerts and appointment reminders that appear on the Home page.

-

Logged in as: John Doe | Logout

it e,

|z Research Center

Expand Appointment Reminders (2 ltems) Collapse
Collapse | g16/2011  3:45FM  with James White for John Doe

e,

>

‘Contact Information

6M7/2011  945AM  with Marcus Cheek for John Doe
Mw See All

Anextgen com
A Alerts (1 Items)

I
5
S
Y

Collapse
6/9/2011 General Recall Letter NextGen Medical Practice
See All

SNV,

A R e okt AT b gk g I e BB b AR A el g .

Note: If your NextGen Patient Portal Web account is locked by the practice, the appointment
reminders for the corresponding practice is NOT displayed.
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Appointments scheduled within the next seven days appear in the Appointment Reminders section.
Click on a reminder to view the details. Click See All to view all appointments (see "Appointments"

on page 52).

€ Back | X Delete | 5§ Print

This appointment is booked.

Patient: Doe, John
Appointment date: 616/2011 3:45 PM
Appointment provider: White, James Henry

Appointment location: Morth Side Office
234 Northside Drive
Atlanta
GA30324

Location phone: (404) 289-3493
Appointment type: Colonoscopy

1 would like to:
Cancel This Appointment

Reschedule This Appointment j

€ Back | X Delete | 5§ Print

It i A AT il A P PO O I T nt b o

Event notices or events (such as yearly exams or upcoming lab tests) appear in the Alerts section.
Click on an alert to view the details. Click See All to view all documents in the Inbox (see "Accessing

Inbox items" on page 33).

Dear John Doe,

Based on our records, it is time for your annual check up.
Please call our office at 215 555-1234 to schedule an appointment.

Sincerely,
NextGen Medical Practice.

You can show or hide the Appointment Reminders and/or Alerts sections as needed by clicking the
corresponding Expand and Collapse links that appear next to each header.
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My Appointments

Use the My Appointments feature to review current and past appointments for either yourself and/or
any dependents.
To use the My Appointments feature:
1 From either the Home page or navigation pane, click the My Appointments link.
A list of upcoming appointments displays by default.

My Appointments

1 \f{}mu must cancel your scheduled appointment, we require that you contact us by 10:00 AM. one working day in
“=2 advance.

[ Include past appointments  Practice: |All [=] Patient Al [~]
Status Patient Provider Practice Location Dates
=] @_ﬁj Booked Doe, John Cortez, Albert T NextGen Medical Practice Main Office 6/22/2011 9:00 AM
B
Ty e g A N e B e g g A it s

To refine the number of items displayed, use the Practice and Patient drop-down lists.
To view previous appointments, check the Include past appointments check box.

Click a column name (Status, Patient, Provider, etc.) to sort the list in ascending or descending
order.

To navigate to other pages, click the page number (if available) at the bottom right of the page.
Click an appointment to view the details.

To delete appointments from the list:

> Select either the check box next to each appointment you want to remove or the select check
box next to the Delete button to remove all items.

> Click Delete.

A confirmation message displays.
Message from webpage ﬁ

[9! Are you sure you want to delete the selected item(s)?

> Click OK to delete the item.
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My Medical Record

A Personal Health Record (PHR) is an electronic summary of your health and medical history
(allergies, medications, family history, etc.) that you can request from a practice. When you receive
your PHR, you can view it and save to it to a storage device such as a CD, smart card, or USB flash

drive.

To view and export your most recent personal health record:

1 From either the Home page or navigation pane, click the My Medical Record link.

The Request Personal Health form displays.

If you have not requested a health record before, you can submit a request (see "Tasks" on page
47). Otherwise, the form displays the clinical history from your last request.

View Personal Health Record
Select Patient: Jane Doe-MextGen Medical Practice v
Clinical History As Of Thu 6/23/2011 2:22:15 PM GMT - Jane Doe-NextGen Medical Practice -Test

Medications Medication Instructions Dosage Start Date Status ~ Comments
Alerts LISINOPRIL take 1 tablet by oral route every day 10.0000 MG Jun-23-2011 Active
Problems
Procedures
Results
Encounters
Immunizations
Payer
FamilyHistory
SocialHistory
VitalSigns
AdvancedDirectives

e g A o B B ihteent , m L aiB I e e

2 If needed, select a person/practice from the Select Patient list.

3 Select a category in the left pane (problems, family history, etc.) to view additional information.

Page 32 of 94

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

07/16/2012



NextGen Patient Portal User Guide, Version 5.7

CHAPTER 5

Mall

This chapter explains how to use the Inbox page which displays all incoming items and the Sent Items
page which displays all outgoing items.

Inbox

The Inbox displays all incoming items from all practices in which you are enrolled including those of
guardians. You can access incoming messages, documents, templates, and interactive forms. From the
Inbox, you can also click links at the top of the page to:

)

)

>

Compose messages

View and/or pay statements
Generate Personal Health Records
Renew medications

Request appointments

View health topics

Accessing Inbox items

To access Inbox items:

1 From your Home page, click the You have new items, click here to view link.

2 The number of new items appears in parenthesis.

3 You can also select the Inbox tab or click the Inbox link on the navigation pane.

07/16/2012
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4 By default all items from all practices for you and any people you are managing displays. New
items appear in bold type. The total number of items in your Inbox appears on the bottom left of

the page.
Practice: Al [+] To: AN [=] Type: Al [+] Having Trouble?
= Type To From Subject Practice Received ™~
] = Pending Appt John Doe  Smith, Robert Migraine Headache NextGen Medical Practice 6/30/2011
] J Templates  John Doe NextGen Medical Practice Family History NextGen Medical Practice 6/30/2011
| 3 Personal Hea .John Doe NextGen Medical Practice  Personal Health Record 08 NextGen Medical Practice 6/29/2011
] | & Messages John Doe Smith, Robert RE: Lipid Panel NextGen Medical Practice 612312011
] '@ Statements John Doe NextGen Medical Practice  Statement for 06/26/2011  NextGen Medical Practice 6/26/12011
= ‘a Statements John Doe Watertown Medical Center Statement for 06/20/2011  Watertown Medical Centel 6/20/2011
[} Delete
6 items Page |1 E| of 1
Icon Legend Collapse
| -Unread message | ) -Read message [ - Appointmentresponse @ - Medication response
) - Document J -Template to be completed 7§ - IMH form to be completed &5 - Statementto be paid |#+] - Personal Health Record
N g PP Y ,___,A‘,..-M._,)

5 To refine the number of items displayed in the Inbox, use the Practice, To, and Type filters located

at the top of the Inbox.

You can also click a type (messages, documents, etc.) from the navigation pane to display just

those items.

6 Click a column name (Type, To, From, etc.) to sort the list in ascending or descending order.

7 To navigate to other pages, select the page number from the drop-down list or click the Previous

or Next links on the bottom right of the page.
8 Click an item in the list to open it.

Page 34 of 94 Confidential — Proprietary Information — For Use By Authorized NextGen Healthcare Clients Only. Do Not Distribute.

07/16/2012



NextGen Patient Portal User Guide, Version 5.7

Replying to Messages

NextGen Patient Portal enables you to receive messages, such as appointment reminders, referrals,

etc. from your practice and to send back a response.

To reply to a message:
1 Access your Inbox (see "Accessing Inbox items™ on page 33).
2 Select Messages from the Types list.

A list of messages display.

Practice: |All =] To:la [+] Type: Messages [=] Having Trouble?
|} Type To From Subject Practice Received™
] | Messages  .JohnDoe NextGen Admin Insurance Information NextGen Medical Practice 6/30/2011
= =] Messages JohnDoe MNextGen Admin MNew Office Hours MextGen Medical Practice 6/30/2011
= ] 4 Messages JohnDoe Smith, Robert RE: Lipid Panel MextGen Medical Practice 6i23/2011
B
3itemns Page 1E| of 1
Icon Legend Collapse
4] -Unread message = - Read message j - Appointment response @ - Medication response
J - Document J -Template to be completed 7§ - IMH form to be completed ‘& - Statement to be paid i7| - Personal Health Record

i i P B g - e e s e P B At i i B s
Unread messages appear in bold type.
3 Click a message to open it.

The message opens in a new window.

€3 Backtoinbox | 4 Renly | X Delete | < Print
RE: Lipid Panel - Message
From: NextGen Admin
To: John Doe
Received: Thu 6/23/2011 6:21:01 PM GMT i

Attachments: _;] 987654321 -LipidPanel

Here are your lab results

MextGen Medical Practice

(404) 927-3489

— Qriginal message —

From: John Doe i
To: Smith, Robert L
Subject Lipid Panel

Sent 6/23/2011 12:58:38 PM GMT 4
Can you please send me my Lipid Panel results form June 20th

Thank you.

John Doe [

[P e s o e B e s R _A_-.“)M‘M"‘.\,_’_‘u_‘r'.‘

E

e s

r

4 To view any attachments (requires Adobe Acrobat Reader), click the appropriate link in the

Attachments section.
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The attachment opens in a new window.

@ NextGen Patient Portal - Your Medical Home on the Web - Windaws Internet Explorer =SHACE X

Lab Test Results

University Medical Center, Dept. of Pathology 06/20/2011, 16:13
123 University Way, Atianta, GA

m

Patient Name: Doe, John D.0.B. : 10/10/1980
Patient ID No.: 987654321 307/M

Ordering MD: Smith, Robert DO
Physician Copy for Dr: Smith

Specimen|s) Collected: 6/20/11, 14:30 Lab Acct No. - 223456

Specimen: Serum Dste Reported: 06/20/2011, 16:40
Comments: Specimen is non-fasting; sl. hemolysis
Test Name Patient's Results Ref. Range Units
BMP
Na L124 136-145 mEqg/L
R N e TR 8 ksl et

5 To enter a response, click Reply.

The message displays space above the original contents to enter your reply.
€9 BackioInbox | 4 Send | < Print

To: NextGen Admin
Sent on behalf of: Johnny Doe

Subject: Re: RE: (Read receipt) RE: Lipid Panel

* Message:

Original Message

From: NextGen Admin
Sent Fri 7/1/2011 1:06:56 PM GMT

To: Johnny Doe
Subject: RE: (Read receipt) RE: Lipid Panel

— Original message —

From: Johnny Doe

To: MextGen Admin

Subject: (Read receipt) RE: Lipid Panel

Sent 6200201 39:07 PM GMT
.,....-n-\h‘.-m....ﬂ\ ey "-_.Jj\\-_,__m A i e paalp S rsnnlh i O b BB gy L A e

6 Type in your reply and click Send.

A message displays indicating that your message was sent. To print out the message, click the
Print button.

7 Close the window to return to your account.

Viewing Documents

In order to view documents sent from your practice, you must use the Adobe® Acrobat™ Reader
application. If you do not have it installed in your system, you can download it from the Adobe Web
site (http://get.adobe.com/reader/).

To view a document:

1 Access your Inbox (see "Accessing Inbox items" on page 33).

2 Select Documents from the Types list.
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A list of document displays.

}

Practice: All - To: Al - Type: Documents - Having Trouble?
= Type To From Subject Practice Received™
|} _;] Documents JohnDoe  NexiGen Medical Practice Glaucoma Check NextGen Medical Pr  6/23/2011

= _:] 2} Documents JohnDoe  NextGen Medical Practice Test Results NextGen Medical Pr  6/23/2011

B
2items Page 1 ™ of 1
Icon Legend Collapse

| -Unread message [ ] - Read message j - Appointment response @ - Medication response
_:] - Document J -Template to be completed § -IMH form to be completed 'é% - Statement to be paid i_| - Personal Health Record
B e TP e e T R ep oy B e T e T

Unread documents appear in bold type.

3 To view comments sent from the practice regarding the document click the Balloon = icon.
Document Comments =
Here are your lab results
MNextGen Medical Practice
4 Click a document to view it.
Notes: Depending on your operating system, computer settings, and Adobe Acrobat Reader
settings, you may be prompted to download the file before viewing it. In some cases, Web
browser settings or pop-up blocker applications can prevent documents from opening. Refer to the
appropriate operating system, Adobe Acrobat Reader, browser or pop-up blocker documentation
for more information.
& MextGen Patient Portal - Your Medical Home on the Web - Windows Internet Explorer = | B
Lab Test Results
University Medical Center, Dept. of Pathalogy 06/20/2011, 16:13 =
123 University Way, Atlanta, GA
Patient Name: Dee, John D.0.B. : 10/10/1980
Patient ID No_- 987654321 307/M
Ordering MD: Smith, Robert DO
Physician Copy for Dr: Smith
Specimen(s) Collected: 6/20/11, 14:30 Lab Acct No. : 223456
Specimen: Serum Date Reported: 06/20/2011, 16:40
Comments: Specimen is non-fasting; sl. hemalysis
Test Name Patient's Results Ref. Range Units
BMP
" Na L124 136-145 mEg/L
R RPN ST R e e e P e st
Note: If the document has been recalled by the practice staff, you can see a message indicating that
the document has been recalled by practice staff and actual contents are not displayed. The
message displayed depends on the configuration done in File Maintenance > Online Practice
Settings window.
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Viewing Personal Health Records

When you receive a personal health record in your Inbox, you can view it, print it, or save it.

To view your personal health record:
1 Access your Inbox (see "Accessing Inbox items" on page 33).
2 Select Personal Health Records from the Types list.

A list of personal health records displays.

]

Practice: All - To: All - Type: Personal Health Record  ~ Having Trouble?
[} Type To From Subject Practice Received™
=] _j Personal Healt John Doe NextGen Medical Practice  Personal Health Rec  NextGen Medical Pr 6/23/2011

o A Personal Healt Jane Doe  NextGen Medical Practice  Personal Health Rec  NextGen Medical Pr 6/23/2011

:

2items

Page 1 = of 1
Icon Legend Collapse
| -Unread message | -Read message 3 - Appointment response @ - Medication response
) - Document j -Template to be completed § - IMH form to be completed &5 - Statement to be paid || - Personal Health Record

B ™ T e e S — L T Y Sy P e S W= T

Unread records appear in bold type.

3 Click a record to view it.

e AT T e e e T M T e
i select Patient: John A. Smith-NextGen Medical Practice - }?
{

é Clinical History As Of Tue 9/27/2011 6:56:22 AM GMT - John A. Smith-NextGen Medical Practice %
i Medications Condition Effective Dates Condition Status {
{ Allergies < 24 completed weeks of gestat Unknown Unknown $
% Problems %
¢ Procedures 3
¢ Resuts :
2 Encounters }
! \mmunizations 5
= |
Family Histo 3

} Social History %
Vital Signs %

} Advanced Directives ’}
S |
3

e o R S R S N Y

4 Select a category (such as problems or procedures) on the left to view additional information.

5 To save the record as a PDF file (requires Adobe Acrobat Reader to view):
> Click Save.
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The File Download dialog box displays.

File Download

ﬁi{-\.

o

9
\
A -

Do you want to open or save this file?

Name: ...ord_7772839ASCC646EDA2B67CB6381DB75C. pdf
Type: Adobe Acrobat Document, 25.4KB
From: ng490.nextgen.com

QOpen ] [ Save ] I Cancel ]

While files from the Intemet can be useful, some files can potertially
ham your computer. If you do not trust the source, do not open or
save this file. What's the risk?

> Click Save.

Note: you can also click Open to view the record and then print it

The Save As dialog box displays.

ek 0%
Savein | @ Desktop [v] €] k| ® [E-
Y BM\; Documents
¢ :a j My Computer
My Recent HM\;’ Metwork Places
Documents
—
[
Desktop
My Documents
My Computer
Fie name |7772833ascCB6EDAZBETCRE3RIDETEC o v | [ Save |
My Network | Saveastype: | Adobe Acrobat Document [v] [ canca |

> If needed, select a location, enter a filename and click Save.
6 To print the record:

> Click Print.
> Select a printer.

The Print dialog box displays.

Tom
General |

Select Printer
{23 Midmark Document Converter 24 WebEx Document L¢
- “PIHOS-35
[( ] m I [ )]
Status:  Ready [ Print to file
Location: QA Dept
Commert: [192.168.20.85] - QA Department
Page Range
@A MNumber of copies: |1 [3]

L

> Click Print.
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Submitting a Template

On occasion you may receive practice-specific templates (forms) that you can complete and submit
online using your NextGen Patient Portal account.

To submit a template:
1 Access your Inbox (see "Accessing Inbox items™ on page 33),

2 Select Templates from the Types list.

Practice: Al |Z| To: All E| Type: Templates E| Having Trouble? ‘
o
[l Type To From Subject Practice Received™ 3
= J Templates  .Jane Doe NextGen Medical Practice Family History NextGen Medical Practice 62312011 | 4
=
1items Page [1[+] of 1
Icon Legend Collapse
| -Unread message | - Read message [ - Appointment response @ - Medication response
1 - Document J - Template to be completed % - IMH form to be completed &% - Statement to be paid |4 - Personal Health Record :
e I i o e sy g e e A el \r-’—-\,«,,_ﬁbmf__g

Unread templates appear in bold type.
3 Click a template to open it.
The template opens in a new window.

Family History

@ Backionbox | © Mext | [ | 4 Print

Please follow the on-screen instructions and complete the following forms that have been sent to you from your
practice If you have any questions or concerns please contact your practice

Please click the Next button to begin filling out your on-line medical forms.

Special Instructions from your practice:

None
@ Backionbox | © Mext | [ | & Print
Al b 07 N ok AP G A s A Pty g bt b A WA e gt A

The first page of the form includes instructions for completing it.

4 Read the instructions and click the Next button.
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The next page of the template displays.

Family History (Page 1 of 1)
@ Backto Inbox | @ Previous @ | H Submit Completed Forms | =§ Print
Demographics
Last Name: | | First: ‘ | M l:‘ Soc. Sec. # l:l
Adaress: | sitnaste: [ |
| |
City/State/Zip: | | | | | | Raca'l |Z|
HomePhone: [ | workpnone: [ | ex[ | Ethnicy: | =]
Sex: l:E Marital Status: l:l Blood Type: EE Language: | |z|
Emergency Contact Information
LastName'l | Flrst" | ML l:‘ Relationship: I:E
. Addﬁéi.L. R Phone: et
UV & S T . .L.-.,.Lmuaﬁa‘._-» \l_-nx“r.-*ﬂ,..\\‘

Fill out the template as instructed.
To print out the displayed page of the template, click the Print button.

To proceed to the next page, click the Next button. To go back to the previous page, click the
Previous button.

After you have completed the template, click the Submit Completed Forms button.
A message indicating that your information has been submitted to your practice for review

Click the Close button to return to the list of templates.

Your copy of the submitted form moves to Sent Items.

Submitting an Interactive Medical Form

Occasionally, you may receive interactive medical forms that you can complete and submit online
using your NextGen Patient Portal account. These decisions-based questionnaires are primarily
designed to gather medical history and diagnostic information prior to your visit.

To submit an interactive medical form:

1 Access your Inbox (see "Accessing Inbox items™ on page 33).

2 Select Interactive Medical Forms from the Types list.

A list of interactive medical forms displays.

Practice: |All [+] To: A [=]  Type: Interactive Medical Forms [~ | Having Trouble?

I:| Type To From Subject Practice Received ™

I:| ¥ IMH Jane Doe Thomas Martin Adult {(18-65) Exam NextGen Medical Practice 612312011

o

1items Page 1E| of 1
Icon Legend Collapse

| -Unread message ~ -Read message j - Appointment response @ - Medication response
_J - Document J -Template to be completed § - IMH form to be completed ¥ - Statementto be paid |74| - Personal Health Record

T e T N
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The Unread forms appear in bold font face.
3 Click a form to open it.

The form opens in a new window.

Please answer the following interactive questions
€ Backtoinbox | [ save | & Erint

NextGen Medical Practice

Adult (18-65) Exam Questionnaire R —

Issrant Memcan Hisrosy

Are you a new patient?

@ Yes

@ No

[ nNexta | [ skipQuestion
€9 BacktoInbox | [ Save | 5 Print
R o TP T TV o,

4 Answer the question as instructed. If the question is not applicable, click the Skip Question button.
To print out the displayed page of the template, click the Print button.

To proceed to the next question, click the Next button. To return to the previous question, click the
Back button.

7 To save your answers and return to the list of forms, click the Save and Close button.
When you reach the end of the form, as summary displays.

Please review the answers }

@ Back to Inbox | H Submit | (™ Reset Answers | 5§ Print

—=j=

NextGen Medical Practice + IMH

Adult (18-65) Exam Questionnaire b —_—
Insrant Mepcar Hisrosy

Are you a new patient? No [=]

s this the first ime that you are seeking a general medical assessment from this health care (N0 [+]

professional?

At your lastvisit, did you last see the same health care provider for this problem that you are Yes El

consulting at this visit?

How long ago were you 1ast seen by a health care provider? Bstween 3 and 6 months [=]

What action do you think should happen after your visit today? Continue as I am doing [=]

Do you have any skin problems like rashes, dry spots, itching, sores, hives, or changes in a No El

mole?

Da you have any problems seeing or has your eyesight changed? No [=]

Do you have any problems with your ears, nose, mouth, or throat such as hearing loss, sinus ~ [No [+]
problems, or sore throat?

Have you had persistent hoarseness for more than two weeks? No IZ|
Have you altered your activities because you are short of breath? No =]

el AR g A sl A, s, AN s P TN s, A e b R
8 Review your answers and either:
> Click Start Over to get back and start from the first question

> Click Print to print out your answers
> Click Back to Inbox to go back to Inbox page.

e T e e o PR SR

your natural parents.

TP, fvi'§

@ Back ta Inbax | Lﬂ Submit | % Start Over | =4 Print
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9

10

Once you have completed your form, click the Submit button to send the form to the practice.

A message indicating that your information has been submitted to your practice for review
displays.

Click Back to Inbox to return to the mail box page.
Your copy of the submitted form moves to Sent Items.

Deleting Inbox Items

To delete one or more items from the Inbox:

1

Access your Inbox (see "Accessing Inbox items" on page 33).
By default all items from all practices for you and any people you are managing displays.

To refine the number of items displayed, use the Practice, To, and Type filters located at the top of
the Inbox.

You can also click a type (messages, documents, etc.) from the navigation pane to display just
those items.

Click a column name (Type, To, From, etc.) to sort the list in ascending or descending order.

To navigate to other pages, select the page number from the list or click the Previous or Next links
on the bottom right of the page.

Either select the check box next to each item you want to remove or select the check box next to
the Delete button to remove all items.

Click Delete.
A confirmation message displays.

Windows Internet Explorer
‘_?/ Are you sure you want to delete the selected item(s)?

Click OK to delete the item.

07/16/2012
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Sent Items

The Sent Items page displays all messages and items you sent to all practices. From the Sent Items

page, you can also click links at the top of the page to:
> Compose messages

> View and/or pay statements

> Generate Personal Health Records

> Renew medications

> Request appointments

> Research health topics

Accessing Sent Items

To access sent items:

1 Either select the Sent Items tab or click the Sent Items link on the navigation pane.

By default all sent items from all practices for you and any people you are managing displays. The
total number of items appears on the bottom left of the page.

9items

Icon Legend

—aA

Subject

Personal Health Record
9:43

Adult (18-65) Exam

Follow up

Practice: |All [=] From: A [=] Type:|al
] Type To From

[} &d Personal Hez MexiGen Medical Practice  Jane Doe

[} LR Medications  Smith, Robert Jane Doe

= P IMH Martin, Thomas Jane Doe

=} ﬁ Appointments Jane Doe

o

[=] Having Trouble?

Practice

NextGen Medical Practic:
MextGen Medical Practici
NexiGen Medical Practic
NextGen Medical Practic:

Sent~
62312011
6/23/2011
612312011
6/22/2011

Page 1E of 1

] - Sentmessage Q - Requested appointment 75 - Cancelled appmmment@ - Requested medication
& |-Completed template 7 - Completed IMH form &b - Statement payment 2| - Requested Personal Health Record

Collapse

gl B T S Ty PR SWR S IS NPS

2 To refine the number of sent items displayed, use the Practice, To, and Type filters located above

the list of sent items.

You can also click a type (messages, documents, etc.) from the navigation pane to display just

those items.

Click a column name (Type, To, From, etc.) to sort the list in ascending or descending order.

To navigate to other pages, select the page number from the list or click the Previous or Next links

on the bottom right of the page.

5 Click an item in the list to open it.
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Deleting Sent Items

To delete one or more sent item:

1

Select the Sent Items tab or click the Sent Items link on the navigation pane.

By default all sent items from all practices for you and any people you are managing displays. The
total number of items appears on the bottom left of the page.

To refine the number of items displayed, use the Practice, To, and Type filters located above the
list of sent items.

You can also click a type (messages, documents, etc.) from the navigation pane to display just
those items.

Click a column name (Type, To, From, etc.) to sort the list in ascending or descending order.

To navigate to other pages, select the page number from the list or click the Previous or Next links
on the bottom right of the page.

Either select the check box next to each item you want to remove or select the check box next to
the Delete button to remove all items.

Click Delete.
A confirmation message displays.

Windows Internet Explorer

‘_?/ Are you sure you want to delete the selected item(s)?

Click OK to delete the item.
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CHAPTER 6

Tasks

This chapter explains how to compose messages, view statements, make payments, request health
records, request appointments, renew medications, and use the research center.

Composing Messages

Use the following procedure to send a message to your practice. A red asterisk next to a field name
indicates a required entry.

To compose a message:

1

From the Inbox tab, Sent Items tab or the navigation pane, click the Compose Message link.
The Compose Message form displays.

Compose Message i

“Practice: MNextGen Medical Practice -Test

*Send on behalf of: | Self

st BNt AT AN s AN oy b B gttt
If you are enrolled in multiple practices, select the Practice where the message is to be sent.

If you are managing other people's accounts, select the Patient on whose behalf you are making
the request.

Scroll to the Select Practice and Patient section and complete as follows:

[ pie e AT LN S B e e NSRS LRSS

Please select the appropriate message category and recipient from the drop down lists below
Asterisk (%) denotes required field

*Category: Please make a selection

i

*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.

> Select the type of message you are sending from the Category list.
Note: Categories are specific to each practice and may vary based on your selection.

07/16/2012
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> Select the recipient of the message from the To list.
> Type the Subject of the message in the corresponding field.
> Type your Message in the corresponding field.

5 Click Submit.
A message indicating that your message has been successfully sent displays.

Viewing Statements

To view a statement:
1 From the Inbox tab or the navigation pane, click the View Statements link.

If your practice accepts electronic payments through the NextGen Patient Portal Web site, click
the Pay Statements link.

The current amount due and a list of your statements displays.

Statements
NextGen Medical Practice Collapse
ADDRESSEE: REMIT TO:
Doe, John NextGen Medical Practice
123 Elm Street 234 Main Street
Aflanta, GA 30301 Atlanta, GA 30324
Amount due: Statement date: 6/28/2011
$925.00 Total account balance: $1,000.00
Make a Payment
Statement Date View Statement
@ 9/29/20M1 Latest Statement Click to view this staternent
@ 9/25/20M1 Click to view this statement

e T T dr gt g aan s P e AT Wt e

2 To view a statement for a particular date, click the corresponding click to view this statement link.

@ Back \\%/ Make a Payment | X Delete | § Print
STATEMENT DATE
6/29/20M
ADDRESSEE: REMIT TO: J
Doe, John NextGen Medical Practice -Test
456 Maple Avenue 234 Main
Harsham, PA 19044 Atlanta, GA 30324
INSUR PATIENT
DATE DESCRIPTION OF SERVICE AMOUNT | BALANCE | BALANCE
05/27/11  ENCOUNTER FOR JOHN WITH CORTEZ, ALBERT T 50.00 50.00 50.00
05/2711 91299 - Gastroenterology procedure NEC 50.00 50.00 $115.00
bt nFESMTER IO |t et o TG PR S

To print the statement, click Print
To return to the statement list, click Close.

If your practice accepts electronic payments, click Make a Payment (see "Making Payments™ on
page 49).
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Making Payments

Note: Some practices may not accept electronic payments through the NextGen Patient Portal Web

site.

To make payments:

1 From the Inbox tab, Sent Items tab or the navigation pane, click the Pay Statements link.

Your latest statement summaries display.

Statements

Watertown Medical Center x

ADDRESSEE: REMIT TO:

Doe, John Watertown Medical Center
6474 Third Avenue 4455 East Side Drive

Morcross, GA 30003 Atlanta, GA 30324

Amount due: Statement date: 6/29/2011
$115.00 Total account balance: §115.00

Make a Payment

Statement Date View Statement
& 629201 Latest Statement Click to view this statement
& 620201 Click to view this statement

R T e

2 To view a statement for a specific date, click the corresponding click to view this statement link.
Otherwise proceed to the next step to make a payment.

The selected detailed statement displays.

€9 Back | & Make a Payment | X Delete | =§ Print
E
STATEMENT DATE
6/29/20M
ADDRESSEE: REMIT TO: j
Doe, John NextGen Medical Practice -Test
456 Maple Avenue 234 Main ‘
Harsham, PA 19044 Atlanta, GA 30324
4
INSUR PATIENT i
DATE DESCRIPTION OF SERVICE AMOUNT | BALANCE | BALANCE
05/27/11  ENCOUNTER FOR JOHN WITH CORTEZ, ALBERTT 50.00 50.00 50.00
05/27/11 91299 - Gastroenterology procedure NEC $0.00 $0.00 $115.00
Ll n JENCOUNTERTOTAL i s st o, 000 00053500

3 Click Make a Payment.

07/16/2012

Confidential — Proprietary Information — For Use By Authorized NextGen Healthcare Clients Only. Do Not Distribute. Page 49 of 94



Chapter 6 Tasks

The Make a Payment form displays

Please select a payment method and then fillin all required information. The billing address selected must match
the billing address for the payment method selected. Your credit card information is not saved or stored by NextGen
Patient Portal. Asterisk (*) denotes required field.

*Payment Method: AM—’-EKT =
@ E 4 3 4

]
3
*Cardholder's first name: John i
*Cardholder's last name: Doe
“Credit card number: - - -
*Expiration date: 01 E‘ 2011 Iz‘
*CVV2: What is the CWW27?
*Payment amount: @ pay Total Due: USD $115.00

_! Pay Other Amount: USD $
All amounts in U.S. Dollars.

Select a billing address: £474 Third Avenue, Norcross, GA 30003 [=]

This is an electronic copy of your statement. A paper copy has also been mailed to you. If you pay this
= statement online, please disregard the paper copy.

e Bt i e At s b At B g | e e g e i

4 Select a Payment Method (Visa, MasterCard, American Express, Discover, or eCHECK).

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

5 By default, the system displays the logged in user’s first and last name in the Cardholder’s name
fields. If this name is different than the name that appears on your credit card or account, update
the first and last name fields accordingly.

6 For Credit Card Payments, enter or select the following information:
> Credit Card Number

> Expiration Date
> CVV2

Note: The CVV2 code is a three- or four-digit number used to authenticate account details and
protect against fraud. On most credit cards, this number appears on the back of your card above
your signature. If the security code is missing or illegible, please call your bank or credit card
company for assistance.

For eCHECK Payments, enter or select the following information:
> Routing number

> Account number

> Bank account type (Checking or Savings)

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.
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7 Choose either Pay Total Due or Pay Other Amount
When choosing Pay Other Amount, enter the payment amount.
All amounts displayed are in US dollars.

8 If the Billing Address is different than the one displayed, select Enter a different billing address and
then enter the information in the fields below (all fields are required).

9 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.

Payment Submitted

1 This is an electronic copy of your statement. A paper copy has also been mailed to you.
= Ifyou pay this statement online, please disregard the paper copy

sy Prrint this receipt

Your payment for $310.00 has been successfully submitted.
It may take 24 to 48 hours for this transaction to be posted and appear on your statement. A copy of this payment
receipt has been saved to your Sent ltems

Doe, John NextGen Medical Practice
456 Maple Avenue 234 Main Street
Aflanta, GA 30342 Aflanta, GA 30324

Payment Receipt

Payment Date/Time: 8/25/2011 10:25:00 AM

Amount: $115.00

Payment Method: Visa

Card holder's name: John Doe

Credit card number: 0000006001111

Confirmation Code: 99CF75

Transaction ID: C5E31265B9A04E23B26D29E5D3ABDBDY

ey G A e ARSI B b sl Rt B AR W e

Note: It may take 24 to 48 hours for this transaction to be posted and appear on your statement.

10 To print your payment receipt, click the Print this receipt link.
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Requesting Personal Health Records

The following procedure describes how to request a Personal Health Record (PHR) from a practice.
When you receive your PHR, you can view it and save to it to a storage device such as a CD, smart
card, or USB flash drive.

To request a personal health record:
1 From the Inbox tab, Sent Items tab or the navigation pane, click the Personal Health Record link.

The Request Personal Health Record form displays.

Request Health Record

Flease select the medical praciice and the person on which behalf the request will be seni fo the practice.

*Practice: | MexiGen Medical Practice E‘
*Patient: | Self =]

If you believe the information contained in your personal health record is
= inaccurate, please contact our office.

B S i s g g TN R o P B A At My, e
2 If you are enrolled in multiple practices, select the Practice where the message is to be sent.
3 If you are managing other people's accounts, select the Patient on whose behalf you are making

the request.
4 Click Submit.

A message that your request has been successfully submitted displays. When the health record is
sent to you, it shows up as a new item in your Inbox.

5 Click on the record to view it or go to your Home page and select the My Medical Record link.

The active medications are displayed on the top part of the page and they are listed in the reverse
chronological order (with the most recent items at the top).
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Appointments

Depending on how your practice processes appointments, you can complete an appointment request,
submit it and wait for a response from the practice or schedule your own appointments.

Starting an Appointment Request

Use the following procedure to begin an appointment request. Depending on how your practice
processes appointments, After completing this section you can either submit the request and wait for a
response or book your own appointment. These options are determined by your practice. A red
asterisk next to a field name indicates a required entry.

To start an appointment request:

1 From either the Inbox tab, Sent Items tab or the navigation pane, click the Request Appointment
link.

The Appointment Request form displays.

Appointment Request ;

Please select the medical practice for that appointment.

“Practice: NextGen Medical Practice [=]
*Patient:  Self |Z|
A s e SVIBNF NSV s ab S NV e SN T

2 If you are enrolled in multiple practices, select the Practice from the corresponding list.

3 If you are managing other people's accounts, select the Patient on whose behalf you are making
the request.

S PR T
o Cm e i ot e - ot e i rem o

Please select your provider, the appropriate appointment category and desired location from the drop down lists below.
Asterisk (*) denotes reguired field.

4 Scroll to the Select Provider and Location section and complete as follows:

TN e

*Select providerigroup: | Please select a provider. [=]
*Select category: | Please select 3 category (=]
“Select location: | Please select a location. E‘ Address
ottt At i R e et B A, A g e s A

> Select the provider or group who you want to see for your appointment.

> Select the category or type of appointment you want to schedule, such as consultation or
follow-up. Categories are specific to each practice, so the categories in the list vary by
practice.

> Select the office or facility location where you want to schedule the appointment.
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The hours of operations display when you select a location.

Please select vour provider. the appropriate appointment category and desired location from the drop down lists below:
Asterisk (*) denotes required field.

*Select providerigroup: | Smith, Robert DO E‘
*Select category: |Follow-up Exam E‘
*Select location: | Main Office [=] Address

Hours of operation: Mon: 800 AM - 5:00 PN
Tue: 8:00 AM - 5:00 PM
Wed: 8:00 AM - 5:00 PM
Thu: 8:00 AM - 5:00 PM
Fri: 8:00 AM - 5:00 PM

ot B sy et TN b, P i ot NI i g ptmsen st b gt

> To view the address information for the selected location, click the Address link.

Location Address Information x

Address information for this location

795 Horsham Road
Horsham, PA 19044
Phone Numbe
Fax Number: (215

> If needed, click the Map = icon to view the address information for a selected location in a new
window.

Y

Address: ®

795 Horsham Rd
Horsham, PA 19044

Get directions - Search nearby
Save to My Maps - Send

%

5 Depending on how your practice process appointments, either submit (see "Submitting an
Appointment Request" on page 54) the request and wait for a response from the practice or book
(see "Booking an Appointment Request"” on page 55) your own appointment.
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Submitting an Appointment Request

Submitting an appointment request does not guarantee an actual appointment with your physician. It
must be confirmed by the medical practice before it is considered a booked appointment. Allow at
least 24 hours to receive a response. If needed, you can then request a change or cancel the request.

To submit an appointment request:

1 Complete Sections 1 and 2 of the Appointment Request form. (see "Starting an Appointment
Request"” on page 53)

2 Scroll to the 3) Submit Request section.

- I e o T T T el

- ¥
Please fill in all required fields and click the Submit butfon to submit your request.
*Reason for appointment:
*Priority: Mormal [=] }
*Make appointment for: This Week Iz‘
*Preferred date/time: E to E‘

¥IMon ¥|Tue [¥IWed ¥ Thu [¥IFri
Alternate date/time: E ta E‘
YImon ¥ Tue [¥Iwed M Thu [IFri
1., “Disclaimer: Ifthis is a true medical emergency please contact your Emergency Medical Services (811),

= or call your nearest hospital or medical practice. Email and appointment request will be answered within
24 hours

Submit

Lty gt -ty -y, g

3 Enter or select the following information:

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

> Priority: Choose the level of urgency (Low, Normal, or High).

> Make appointment for: Choose the time frame for your appointment, such as next week or next
month.

> Preferred date/time: Choose a time within the hours of operation (displayed beneath the
selected location) and then check a corresponding box for the day when you would like to
schedule the appointment.

> Alternate date/time: If available, choose an alternate day and time when you would like to
schedule the appointment if the preferred time is not available and then check a corresponding
box for the day when you would like to schedule the appointment.

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

5 When the practice responds to your request, it sends an email notifying you to log on to your
account to review the appointment request response.

6 Open the request response to see if the appointment was booked or is pending (see "Responding
to an Appointment Request" on page 57).

7 If the suggested time is not suitable, you need to either cancel (see "Cancelling a Booked
Appointment™ on page 61) or reschedule (see "Rescheduling a Booked Appointment” on page 60)
the appointment and then create a new request.
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Booking an Appointment Request

Use the following procedure to interactively book your own appointments (if allowed by your

practice).

To book an appointment request:

1 Complete Sections 1 and 2 of the Appointment Request form (see "Starting an Appointment

Request™ on page 53).

2 Scroll to the 3) Submit Request section.

i S i IR P

Your provider has real time booking enabled for the selected category and location. Please fill in all reguired felds
and click the Search button to continue to the next step.

*Reason for appointment:

“Priority: | Normal [=]
*Make appointment for: | This Week |Z|
“Start date: End date:
091122011 [ ooe2011
*Preferred date/time: |Z| to E‘

Mmon FTue ¥lwed MThu FIFn

|, *Disclaimer Ifthis is a true medical emergency please contact your Emergency Medical Senvices (911),
=3 or call your nearest hospital or medical practice. Email and appointment request will be answered within
24 hours

P,

3 Enter or select the following information:

Reason for appointment: Enter the reason for the appointment.
Priority: Choose the level of urgency (Low, Normal, or High).

>
>
>

NextGen Patient Portal displays the first five available appointments

Make appointment for: Choose the time frame for your appointment, such as this week, next

week, or next month.

Preferred date/time: Choose a time within the hours of operation (displayed beneath the
selected location) and then check a corresponding box for the day when you would like to

schedule the appointment.
4  Click Search.

/e

Appointment Request

1. ENTER 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
‘enter request link to return to the search screen where you can adjust your search criteria. Please click on the coresponding
radio button next to the date and time you prefer. Appointment selection should be made as soon as possible to ensure availability.

pmtinime - P
e s i e s P

Provider/iGroup Location Date
~  Robert 8mith DO 795 Horsham Road Horsham PA 19044 9/15/2011 11:30 AM,
~ Rober Smith DO 795 Horsham Road Horsham PA 19044 9/16i2011 8:30 AM
~  Robert Smith DO 795 Horsham Read Horsham PA 19044 9116/2011 845 AM
©  Robert Smith DO 795 Horsham Road Horsham PA 18044 9/16/2011 9:00 AM.
= Robert Smith DO 795 Horsham Road Horsham PA 19044 9/16i2011 9:15 AM

Mext available ==

Book Appointment
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5 Select an appointment from the list.

If the appointments listed are not suitable, click the Next available link. Click the Back to first
available link to view the orlglnal Ilst

P T e AT T e e

Provider/Group

Robert Smith DO
Rabert Smith DO
Robert Smith DO
Robert Smith DO
Robert Smith DO

Back to first available

-
7

Location
795 Horsham Road Horsham PA 19044
795 Horsham Road Horsham PA 19044
795 Horsham Road Harsham PA 19044
795 Horsham Road Horsham PA 19044
795 Horsham Road Horsham PA 19044

Book Appointment

Date
9ME/2011 9:30 A M.
9162011 11:00 AM
9M6/2011 11215 A M.
9MG62011 11:30 A M.
91972011 9:30 AM.

MNext available ==

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 practlce respond

s

RN

[ Search H Submit Request ]

There is no a.la\lahle appnmtmenttlme slots returned fnrynur sean:h Please ad]ustynur search cr\terla
and try again or send this request to your doctor using the “Submit Request” button.

T L NI

o At

6 Once you have selected an appointment, click Book Appointment.
The details of the appointment display.

7

Appeintment Request

You can find all of your appointments in My Appointments page.

(4) Make another appointment (=l Print for vour records

Patient: Doe, John
Appointment date: 9/15/2011 11:30:00 AM
Appointment provider:  Robert Smith, DO
Appointment location: Main Office
795 Horsham Road
Horsham
PA, 19044
Location phone: (215) 795-0101
Appointment fype: ECG
Appointment Instructions:
T T T T P O e SR E e T

If needed, you can click the corresponding links to make another appointment or print the

appointment details.
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Responding to an Appointment Request

When you receive a pending appointment from a practice, it means that further action is required on
your part to complete the request.

To respond to a pending appointment request:

1 From the Inbox tab, open a pending appointment.

The Appointment Request form displays.

€ Backtoinbox | % Accept @3 New @ Cancel Aoot Request | X Delete | (=§ Print

This appointment request is awaiting your response

Date practice responded:  Wed 8/10/2011 2:06:39 AM GMT
Proposed appointment date: Your selected appointment datefime is not available. Please contact your practice.
Proposed Provider: Smith, Robert

it by Mosse g i

L

Proposed Location: Main Office ]

795 Horsham Road 4

Horsham PA, 19044

(215) 795-0101
Message from practice:
No appointments available until the specified date

4

Patient Name: John Doe

Date sent to practice: Wed 6/22/2011 12:52:07 PM GNT
Requested provider: Smith, Robert

Requested category: EPM Int

Requested location: Main Office

Appointment priority: Mormal

1st preferred: Mon, Tue, Wed, Thu or Fri from 8:00 AM to 5:00 PM
2nd preferred:

Reason for appointment:

Migraines

€D Backtoinbox | %H Accent ‘# New ©F Cancel Avot Request | X Delete | < Print

2 To accept the appointment:
> Click Accept.
A message that your appointment response has been successfully submitted displays.
3 Torequest a new appointment:
> Click New.
The Request New Appointment form displays:
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) Backto Inbox | ¢ Send |

* Reason for new "
appointment:

*Disclaimer: Ifthis is a true medical emergency please contact your Emergency Medical Senvices (911),

= or call your nearest hospital or medical practice. Email and appointment request will be answered
within 24 hours.

€ Backto Inbox | @ Send |

> Enter the reason for the new appointment and click Send.
A message that your appointment response has been successfully submitted displays.
> Click the Request Appointment link to submit a new request.
4 To cancel the appointment:
> Click Cancel Appt Request.
A confirmation message displays.

Windows Internet Explorer

“2) Are you sure you wank ko cancel this appointment?

> Click OK.
5 To delete the appointment:
> Click Delete.
A confirmation message displays.
Windows Internet Explarer

\:.T') Are you sure you want to delete this message?

> Click OK.
6 To print out the appointment:
> Click Print.
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)

A new window containing your request details opens followed by the Print dialog box.

‘< Print
General | Options
Select Printer
_:‘_"My Printer
< T ):
Status:  Ready [ Print ta file
Location
Comment: Find Printer.
Page Range
@ al Number of copiss: |1 [
O Pages: 1

Enter either a single page number or a single
page range. For example, 512

L

If needed, select a printer and click Print.

7 To exit the Appointment Response form, click the Back to Inbox button.
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Rescheduling a Booked Appointment

If you have privileges, you can reschedule a booked appointment.

To reschedule a booked appointment:
1 Click the My Appointments link and open a booked appointment.

The Appointment Detail form displays.

(9 Back | < Delete | § Print

This appointment is booked.

Patient: Doe, Jane
Appointment date: 9/15i2011 11:30 AM
Appointment provider: Cortez, Albert T

Appointment location: Main Office
234 Central
Aflanta
GA30324

Location phone: (404) 927-3459
Appointment fype: ECG

I would like to:

Cancel This Appointment

Reschedule This Appointment

{9 Back | < Delete | < Print

2 Click Rescheduled Appointment.

A drop down list of reasons to reschedule displays.
I .I.;\;(:u.\d I;l:e to ST h 4
Cancel This Appointment

Reschedule This Appointment

Please select a reason
) Back | X Delete | 5§ Print

B e S

3 Select a Reason and click Submit.

The My Appointment page opens; the selected appointment's status is now set to Cancel.
4 You can now start a new appointment request (see "Starting an Appointment Request™ on page

53).
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Cancelling a Booked Appointment

If needed, you cancel an appointment that was booked using your NextGen Patient Portal account.

To cancel an appointment:
1 From either the Inbox or, the My Appointments link, open a booked appointment.

The Appointment Detail form displays.
{9 Back | < Delete | = Print

-
This appointment is bocked. S
Patient: Doe, Jane z

Appointment date: 9/15/2011 11:30 AM
Appointment provider: Corlez, Albert T

Appointment location: Main Office
234 Central
Atlanta
GA30324

Location phone: (404)927-3489
Appointment type: ECG

I would like to:

Cancel This Appointment
Reschedule This Appointment

{9 Back | < Delete | 4 Print

2 Click Cancel Appointment.
A drop down list of reasons to cancel displays.

o o =T N e T T T e e T e e Lt
1 would like to:
Cancel This Appointment

Please select a reason |Z|

Reschedule This Appointment

) Back | X Delete | 5§ Print

3 Select a Reason and click Submit.
The My Appointment page opens; the selected appointment's status is now set to “Cancel” status.

Renewing Medications

The NextGen Patient Portal provides an easy method of requesting medication renewals. Allow at
least 24 hours for a response.

To renew your medication(s):

1 Select your medical practice (see "Selecting Your Medical Practice" on page 62).
2 Select your medication(s) (see "Renewing Medications™ on page 62).

3 Select your pharmacy (see "Selecting Your Pharmacy" on page 65).

4 Submit your renewal request (see "Submitting Your Request™ on page 67).
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Selecting Your Medical Practice

To begin the medication renewal process, you must first select your medical practice and if needed,

on whose behalf you are making the request.

To select your medical practice:

1 From the Inbox tab, Sent Items tab or the navigation pane, click the Renew Medications link.
The Renew Medications form displays.

2 Scroll to the Select Your Medical Practice section.

Renew Medications

Select the medical practice that prescribed the medication you wish fo renew.

*Practice: MextGen Medical Practice hd

“Patient: Self hd

A e e b o b et A A i e e A ol g 1 B

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

3 If you are enrolled in multiple practices, select the Practice you want to renew your medication
from the corresponding list.

4 If you are managing other people's accounts, select the Patient on whose behalf you are making
the request.

5 You can now select your medication(s) (see "Renewing Medications" on page 62).

Selecting Your Medication

The second step is renewing your medication is to select your medication.

To select your medication:

1 After selecting your practice (see "Selecting Your Medical Practice” on page 62), scroll to the
Select Medications section.

A list of medications available for renewal display.

I LR TOPR £ PRt

e = e ot PRV i B ST T ot

Select the medical practice that prescribed the medication you wish fo renew.

Selected Medication(s):
TYLENOL (ACETAMINOPHEN) 12 * 325MG TABLET /412009 - 8/5/2009

© Select different medications

B s T T T S i T

2 If no prescriptions are listed, or you want to choose another medication, click the Select different
medications link.
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A list of alternative display.

T W s e S T T i T T T ma T M e ———
Select the medical practice that prescribed the medication you wish to renew.
Selected Medication(s):
TYLENOL {ACETAMINOPHEN) 12 = 325MG TABLET 5/4/2011 - 8/5/2011
© Select different 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) listed, please contact your practice using the secure messaging functionality.
& Display any inactive medications that may be available for renewal.
Prescription Name Dose Description Start Date  Stop Date i
LISINOPRIL . : dan
LISINOPRIL 10MG take 1 tablet by oral route every day 6/16/2011 716i2011 |
-Indicates an inactive medication due to it being expired. This is where the end date of
the medication is prior to today's date.

g B eI sy B ey s e B o @I it e s g

3 Todisplay inactive medications that may be available for renewal, select the corresponding check
box.

N P e Ty STt T e

PRI S e R T

Select the medical practice that prescribed the medication you wish to renew
Selected Medication(s):

TYLENOL (ACETAMINOPHEN) 12 * 325MG TABLET 5/4/2011 - 8/5/2011

© Select diferent 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) listed, please contact your practice using the secure messaging functionality

Display any inactive medications that may be available for renewal

Prescription Name Dose Description Start Date  Stop Date
LISINOPRIL i e

0 LISINOPRIL 10MG take 1 tablet by oral route every day 662011 THME2011
TYLENOL take 1 tablet (326MG) by Intra-arterial route every

a ACETAMINOPHEN 325116 4 hours a5 nesded 8142011 9/512011

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

the medication is prior to today's date

PR s SR R WL ST o i o SN SRR L B PP oL o —
If you do not see your medication(s) listed, contact your practice.
Select the check box next to all medication(s) you want to renew.

5 Select the Yes, | would like to request the above inactive medication check box to confirm.

Note: If the Yes, | would like to request the above inactive medication check box is not selected

when renewing inactive medications, the following warning message displays when you try to
click Submit:

g You have selected some inactive medication for renewal. Please acknowledge the selection by checking the checkbox
{ above.

&
Bt |

6 To make any changes repeat Steps 1 through 4.
Click the Select button.

You can now select your pharmacy (see "Selecting Your Pharmacy" on page 65).
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Selecting Your Pharmacy

The next step is renewing your medication is to select your pharmacy if one does not display or is
different than the one displayed.

To select a pharmacy:

1 After selecting your medication, scroll down to the Select Pharmacy section.

2

Your preferred pharmacy displays.

= = e T T T e

T R o i = T e
Select the pharmacy you wish to handle the refill
Selected Pharmacy:
Pharmacy Name: Colonial Drug Service J

Address: 12929 Olive Blvd
Atlanta, GA 30033

Phone Number: (404) 962-1085

Fax Number: (404) 320-2983
4

°SB\EE‘IU\ﬂE[EmQhBFmaC’f
e i U T ,‘1_“_,’4—“\'._..’“'-‘-4-»-\\“’-1

If no pharmacy is listed, or you want to choose another pharmacy, click the Select different
pharmacy link.

A search form displays.

= e e ettt
@ Select different harmacy

Pharmacy search: enter =pharmacy= or <address=> or <zip code>

. " - e, . . g e,
B S T A ¥ L L Y UP S P

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

To return a list of all available pharmacies, leave the Pharmacy search field blank and just click
Search.

07/16/2012
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The top 100 pharmacies that meet the search criteria display.

S i T e T e m e g et = s T T s e T Tt e
© Select different pharmacy
Pharmacy search: enter <pharmacy= or <address> or <zip code> | I Search I [ Add New

If your preferred pharmacy is not displayed, please click on the Add Mew button to add your pharmacy.
@ - Indicates a pharmacy that can be modified

Search Results - (44 record returned)

i e @
commasewe  IESE -
Copy OfWagreens Egg:é::':”;ﬂ é:dnfﬁ'mm (215)644-5644 >
CVS - Fairburn E\ﬁgﬁt;agzgonoﬁsg (404)992-2099 7>
CVS - Willow Grove ig?ﬂ”g{‘gﬂﬂf\”faﬁgﬁd (215)657-1485 1
VS Phamacy# 1068 172 NASSAU STREET 9919999998 @

PRINCETON, NJ 08542
16 EAST AFTON AVE, CRAMER CENTER

CVS Pharmacy # 1947 YARDLEY, PA 19067

(215)493-2703 &

[ Setas your NexiGen Patint Portal preferred pharmacy

e b g i e e apeiie s o g B e g S g b by, i 8t

4 If needed, click the Map = icon next to the pharmacy's phone number to view a map of the
selected location in a new window.

5 - )
£ .. G
3 Camoll 8%

_g Heights w

* H
Collier Park Collier
[10E] Heights. Dale Craek
Park
— Harwell
{20, an & {ieights Park b4
o=
Collier an
Flezs Oakeliff =
o w
Wistena
Gardens 'y L104] Westha
Adamsville

5 Click the button next the pharmacy's name to select it.
If the pharmacy you want to use does not appear, click Add New (at the top of the form).
The Add New Pharmacy form displays.

e e i st e e L et TS

R
© Select different pharmacy
* Pharmacy name:

* Address:

PRPPAE S,

* City:
*State: [+]
* ZipiPostal code: -
Phone number: (___}__ -

Fax number: {__ ) -

Save Cancel

. - At e s s -
kel A BIIE  mre m ae pi e A It b, gt i s | b g sy AR i e

7 Enter the requested information and click Save.
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Note: A red asterisk next to a field name indicates a required entry.

The pharmacy that was just added displays at the top of the list. A Modify Pharmacy = icon
appears next to the entry.

e st YRt it e T e O - e e

T e il -
© Select different pharmacy

Pharmacy search: enter <pharmacy= or <address= or =zip code= Search Add New

-~ e e

If your preferred pharmacy is not displayed, please click on the Add Mew button to add your pharmacy
E - Indicates a pharmacy that can be modified
Search Results - (45 record returned)

Pharmacy Name Address Phone Number

m.| »

&1 Rite Ald #776 132:{:"‘:;:?‘;" E;"d‘ (404) 1222555 ¢ 3
At ks A ‘_,J\ s g R ‘-‘q...n.\‘_r--—\_r_-\\fﬂ--..d‘-‘-\u“_‘_‘.‘r——m— —

8 To change information about the pharmacy you just created, click it.

9 To set the selected pharmacy as your preferred NextGen Patient Portal pharmacy that displays
each time you renew medications for the selected practice, select the corresponding check box.

10 You can now submit your renewal request (see "Submitting Your Request”" on page 67).

Submitting Your Request

1 In the Submit Renewal section:

> Select the Reason (which appears in the Subject field of your request) for the renewal.
> Select the Person to whom you are sending the medication renewal
> Enter the reason for the prescription renewal in the Comments field.

=% - = e T e

4) Submit Renewal
Please select reason and provider for this medication refill request

*Reason: Please make a selection hd

*Comments:

2 Click Submit to complete the process.
A message that your medication renewal request has been successfully submitted displays.

Note: If the Yes, | would like to request the above inactive medication check box is not selected
when renewing inactive medications, the following warning message displays when you try to

click Submit:
g You have selected some inactive medication for renewal. Please acknowledge the selection by checking the checkbox {
above. {
{ 3
)
= gl oy e = oo oot o "

07/16/2012 Confidential — Proprietary Information — For Use By Authorized NextGen Healthcare Clients Only. Do Not Distribute. Page 67 of 94



Chapter 6 Tasks

Research Center

Use the Research Center link to view the Healthwise® Health Information Knowledgebase, an online
health encyclopedia.

To access the Healthwise® Knowledgebase:

1 From the navigation pane or the upper right of any tabbed page (Home, Inbox, etc.), click the
Research Center link.

The Healthwise Knowledgebase Home page displays.
Home

Make better health decisions

Check your
symptoms

Browse health information
Healthwise® Knowledgebase HEATH TUER STE

Topics A-Z
A|B|C|D E|F||GH|I]|K/|L|M N |O/P Q|R|S T U|V W)X Y|Z (0-9)

Quick Links Wedica
* Medications * Medical Tests » Health Decision Toals Medications l

e s BT TL IR A 8 S a0 i, toturnarrn B it GIQUDE, g 8 kg iy st e SRR TP SN, , )

2 From this page you can:
> Perform a Search: The search function 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.

e e T v P PP L T P P

(,é"% Where can you learn more?

Go to Healthwise Knowledgebase
Ente the search box to learn more about "A Healthy Heart: After Your Visit".

R SR R e Rt N Bnin s i g I e an s gt aBP st ittt bt
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While the Patient Instruction handout covers high level topics and provides clear instructions
(such as "What to do after your visit for Heart Disease™), the Knowledgebase provides
additional detail about the condition and covers other relevant topics to educate you.

Home Cl_:_[)_?_s‘) w
Search Topics

We found 3 results for FO75

Coronary Artery Disease

Includes causes and symptoms of heart disease. Looks at cholesteral, hypertension, and risk of heart attack. Covers diet,
physical activity, and treatment with medicines, angioplasty, and bypass surgery. Includes how to help prevent heart
disease.

Heart Disease: Exercising for a Healthy Heart

Covers importance of exercising regularly when you have coronary artery disease. Guides you through steps of starting =
icomplete exercise program that includes serobic exercise, strength training, and stretching. Explains how to set goals you
ican reach.

Heart Failure: Eating Less Salt
Tells how to limit sodium (salt) to prevent fluid buildup in congestive heart failure. Gives tips on low sodium diet and
reading food labels. Explains how to watch fluids. Includes tips for eating out.

S ‘r‘.«.‘\.ﬁ‘,#\n Y Tl o PP S PRI S B i e SV o N

In the case of FO75 to address "A Healthy Heart: After Your Visit," the Knowledgebase
addresses what Heart Disease is, how to treat it, lifestyle changes to improve the condition,
classes of medicines to be taken, procedures that can be performed, etc.

> Use 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.

> Check Your Symptoms: This interactive tool enables you to pick an area of the body, select
your symptoms, and view related topics.

> Access Decision Tools: Decision Points are designed to guide you through key health decisions
(such as surgeries, medical tests, medicines, and health issues), combining medical
information with your personal values to make a health decision right for you.

> Browse Health Information: This option allows you to search for topics and content
alphabetically by entering the first letter of the topic or condition. A list of relevant topics
displays if you are unsure of the exact topic name.

> Use Quick Links: The Quick Links option provides short cuts to information on medications,
medical tests, health decision tools, and the symptom checker and support groups. It also
provides a link to a Spanish Health Guide.

Information from this Web site 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 URAC accredited health web site content provider.
How this information was developed
(https://www.healthwise.net/nextgen/Content/StdDocument.aspx?DOCHWID=support-
abouthwisupport-abouthw-editorial) to help you make better health decisions.
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CHAPTER 7

My Account

This chapter provides instructions on how to update information in your NextGen Patient Portal
account, manage user grants, and add additional practices to your account.

Account Settings

This section describes how to use the functions that appear under My Account to change your user
name, password, security question and forgotten password question.

Changing Your User Name
You can change your user name that was provided while you registered in NextGen Patient Portal
when required.
To change your user name:
1 From either the My Account tab or the navigation pane, click the Account Settings link.
The Account Settings page displays.

Account Settings 3
User Name Edit
Your User Name

johndoe
Password Edit
Your Password
xxxxxxxx
Security Question Edit
To identify you as the account owner
‘Whatis your favorite color?
Forgot Password Question Edit
Torequest a password reset
What is my mother's maiden name?
Un-enroll from Patient Portal Expand
Delete your Patient Portal account

B i  al SIS S~ S LV TPV S NP L sy _am-

2 Inthe User Name section, click the Edit link.
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The User Name section expands.

B T
User Name Hide

Your User Name

* New user name:
* Retype user name:

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

* Current password:

o m.‘.—..ﬂ_ T .“’.ﬂ‘ W*M*”w“-w‘r\kw""m—““

3 Enter your new user name and then retype it in the fields provided.
All fields are required. User names are case sensitive and must be between 6 and 20 characters.
Enter your current password in the field provided.

5 Click Submit.

A message that your user name has been updated displays. Refresh the screen to view your new
user name.

Changing Your Password

You can change your password used to log on the NextGen Patient Portal Web site that was provided
while you registered in NextGen Patient Portal when required.

To change your password:

1 From either the My Account tab or the navigation pane, click the Account Settings link.

The Account Settings page displays.

Account Settings 3
User Name Edit
Your User Name
johndoe
Password Edit

Your Password

xxxxxxxx

Security Question Edit

To identify you as the account owner
‘Whatis your favorite color?

Forgot Password Question Edit

Torequest a password reset
What is my mother's maiden name?

Un-enroll from Patient Portal Expand

Delete your Patient Portal account
B i  al SIS S~ S LV TPV S NP L sy _am-

2 In the Password section, click the Edit link.
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The Password section expands.

e T e N R
Password Hide 3

Your Pagsword
* New password: !

Password Strength:
* Retype password:

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

* Current password:

N e R SR

3 Enter your new password and then retype it in the fields provided.

All fields are required. Passwords are case sensitive, must between 6 and 20 characters and
contain at least one number

As you type your password, a password strength indicator displays. Use mixed-case alphabets,
numbers, and punctuation characters to increase the password strength.

Enter your current password in the field provided.
5 Click Submit.
A message that your password has been updated displays.
The next time you log in to the NextGen Patient Portal, use your new password.

Changing Your Security Question
You can change your security question that was provided while you registered in NextGen Patient
Portal when required.
To change your security question:
1 From either the My Account tab or the navigation pane, click the Account Settings link.
The Account Settings page displays.

Account Settings

A eyl ity Mg A

User Name Edit
Your User Name
johndoe
Password Edit
Your Password
gggggggg
Security Question Edit

To identify you as the account owner
What is your favorite color?

Forgot Password Question Edit

Torequesta password reset
What is my mother's maiden name?

Un-enroll from Patient Portal Expand

Delete your Patient Portal account
e N i it U

2 In the Security Question section, click the Edit link.
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The Security Question section expands and displays your current security question.

e - - < ap—_— e -

Security Question

[T

ide

To identify you as the account owner

Current question: What is your favorite color?

* New question: -

* New answer.
* Retype answer:

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

* Current password:

A b b s e B o P AN me e QP par ki, g e s

3 Select a new question from the list.

Enter and confirm your new answer in the fields provided.

Note: All fields are required.

Enter your current password in the field provided.
Click Submit.
A message that your security question has been updated displays.

Changing Your Forgotten Password Question
You can change your forgotten password question that was provided while you registered in NextGen
Patient Portal when required.
To change your forgotten password question:
1 From either the My Account tab or the navigation pane, click the Account Settings link.
The Account Settings page displays.

Account Settings 3
User Name Edit
Your User Name
johndoe
Password Edit

Your Password

ssssssss

Security Question dit

To identify you as the account owner
What s your favorite color?

Forgot Password Question Edit

To request a password reset
What is my mother's maiden name?

Un-enroll from Patient Portal Expand
Delete your Patient Portal account
A PP

2 In the Forgot Password Question section, click the Edit link.
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The Forgot Password sect

: - _ e et et =

ion expands and displays your current question.

Forgot Password Question Hide

Torequest a password reset

Current Question: What is my mother's maiden name?
* New guestion:

* Retype guestion:
* New answer:

* Retype answer:

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

* Current password:

B . TS . e
e et A et g -t ey, g i e A o et

MWMMW:'

3 Enter and confirm a new question to help you remember your password in the fields provided.
4 Enter and confirm a new answer to your new question in the fields provided.
5 Click Submit.

The message that your forgotten password question has been updated displays.

Un-enrolling from the NextGen Patient Portal
You can un-enroll from the NextGen Patient Portal when required.

To un-enroll from the NextGen Patient Portal:

1 From either the My Account tab or the navigation pane, click the Account Settings link.

Note: You van also un-enroll from the Manage Practices (see "Un-enrolling from the NextGen
Patient Portal" on page 87) tab.

The Account Settings page displays.

Account Settings

User Name di

Your User Name

|!TI
Y e e T L

johndoe
Password Edit

Your Password

ssssssss

Security Question dit

To identify you as the account owner
What is your favorite color?

Forgot Password Question Edit

Torequesta password reset
What is my mother's maiden name?

Un-enroll from Patient Portal Expand

Delete your Patient Portal account
e N i it U

2 Inthe Un-enroll from NextGen Patient Portal section, click the Expand link.
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A form to un- enroII from NextGen Patlent Portal dlsplays

T i e T TN S e e e s e R L

Un-enroll from Patient Portal Hide

Delete your Patent Foral sceount
Reason: Not satisfied! -
crpa g bt A o P AR gt e st R SANN | P A
3 Select the Reason you are un-enrolling from the corresponding list.
Click Un-enroll.

A confirmation message displays.

Message from webpage

\el Are you sure you want delete your Patient Portal account?
L

I aK Cancel

5 Click OK to delete your NextGen Patient Portal account.
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My Information

You can update your name, address, email, and phone at any time. However, updates to your personal
contact information are not sent electronically. You must contact the practice by sending a secure
message or calling your practice directly.

Updating Your Name and Date of Birth

Use the following procedure to update your name and/or date of birth.

Note: The information listed here is used by the NextGen Patient Portal Web site only. The changes
are not sent to the practice.

To update your name and date of birth:
1 From either the My Account tab or the navigation pane, click the My Information link.
Information about your account displays.

My Infermation

The information on this screen is used by the portal only. The changes are not sent to the practice.

m
=

2=
=3
=3

John Jay, Doe 10/10/1980
Addresses

123 Elm Street, Atlanta GA 30301
E-mail Address

g A et Al o b s o IR ik AN st s }

m
=3

3=
=
=

m
=3

3=
=
=

m
=3

jjdoe123@email.com
Phone
(404) 555-3455

2 Next to your user name and birth date, click the Edit link.

Your name and date of birth fields display.

=
=
o

John Jay, Doe 10/10/1980

Firstname: John
Middle namefinitial: Jay

Lastname: Doe

Date of birth: 40710971980 =
A, gt A S MR bt o P I | ey bt g A AL s et

3 Make the changes as needed.
4 If needed, click the Calendar & icon to select a date.
5 Click Update.
A message that your information has been updated displays.
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Managing Your Addresses

Use the following procedure to add, change, or delete your mailing addresses.

Note: The information listed here is used by the NextGen Patient Portal Web site only. The changes

are not sent to the practice.

To manage your mailing addresses:
1 From either the My Account tab or the navigation pane, click the My Information link.

Information about your account displays.

My Information

The information on this screen is used by the portal only. The changes are not sent to the practice.

M
=1
T R VL

John Jay, Doe 10/10i1980

g
=3
=3

Addresses
123 Elm Street, Atlanta GA 30301

m
=]

3=
=3
=3

E-mail Address

m
=]

jjdoe123@email.com

3=
=3
=3

Phone
(404) 555-3455

m
=]

B L LI T LS nprrspeenpramper it It s b s e

2 Scroll down to the Addresses section.

3 Toadd anew address:
> Click the Add link.
A blank address form displays.

Addresses Add

* Address 1:

Address 2:

*City:
*State: -

*Zip code:

e
e BTN T i I it e et M g I
> Enter the requested information (field names with red asterisks are required).
> Click Add.

A message that your address has been added displays.

4 To update an address:
> Click the Edit link next to the address you want to change.
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Information about the selected address displays.

[ T TR I LI i em

e

=
=3
=3

Addresses 3
123 Elm Street, Atlanta GA 30301

=
=
5

* Address 1: 123 Elm Street
Address 2

*Cl

ity: Atlanta
“State: Georgia -
*Zip code: 30301

*Type: Home -

N T ekt = vt A s NI SAAR AL ey A

> Make your changes as needed (field names with red asterisks are required).
> Click Update.

A message that your address has been updated displays.
5 To delete a mailing address:

> Click the Edit link next to the address you want to change.
Information about the selected address displays.
> Click Delete.
A confirmation message displays.
e ===

.9| Are you sure to delete selected address(es)?

> Click OK.
A message that your address has been deleted displays.
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Managing Your E-mail Addresses

Use the following procedure to add, change, or delete your e-mail addresses.

Note: The information listed here is used by the NextGen Patient Portal Web site only. The changes

are not sent to the practice.

To manage your e-mail addresses:

1 From either the My Account tab or the navigation pane, click the My Information link.

The information about your account displays.

My Information

John Jay, Doe 10/10i1980

Addresses
123 Elm Street, Atlanta GA 30301

E-mail Address
jjdoe123@email.com

Phone
(404) 555-3455

2 Scroll to the E-mail Address section.

3 To add another e-mail address:
> Click the Add link.
A blank e-mail address form displays.

E-mail Address

“E-mail Address

Format: E-mail HTML ~

> Enter the new E-mail address in the field provided.

> From the Format list, select how the e-mail appears on your screen:

The information on this screen is used by the portal only. The changes are not sent to the practice.

T e e ST e T L e e T

D Receive notifications at this e-mail address

B L LI T LS nprrspeenpramper it It s b s e

e P s

Add
jjdoe123@email.com Edit
B R P R Y i,

> E-mail HTML: Displays text formatting, bullets, numbers, pictures, etc.

> E-mail Text: Displays only un-formatted text

T R VL

|
|
j

> Text Message: Displays abbreviated messages (approximately 200 characters) for mobile

devices

> Check the Receive notifications at this e-mail address box if you want NextGen Patient Portal

to send notifications to this e-mail address.
> Click Add.

A message displays that your e-mail has been added.
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4 To update an e-mail address:
> Click the Edit link next to the e-mail you want to change.
Information about the selected e-mail dlsplays

e e ey = o T R TP,

E
o <
e

E-mail Address
jidoe123@email.net

=
=
o

*E-mail Address jjdoe123@email.net
Format: E-mail HTML ~

D Receive notifications at this e-mail address

i e e, p— e et A v it AT B g et g,

> Make your changes as needed (field names with red asterisks are required).
> Click Update.

A message displays that your e-mail has been updated displays.
5 To delete an e-mail address:
> Click the Edit link next to the e-mail you want to change.
Information about the selected e-mail displays
> Click Delete.
A confirmation message displays.

Message from webpage

|0I Are you sure to delete selected address(es)?

OK Cancel

> Click OK.
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Managing Your Phone Numbers

Use the following procedure to add, change, or delete your phone numbers.

Note: The information listed here is used by the NextGen Patient Portal Web site only. The changes

are not sent to the practice.

To manage your phone numbers:
1 From either the My Account tab or the navigation pane, click the My Information link.

Information about your account displays.

My Information

The information on this screen is used by the portal only. The changes are not sent to the practice.

M
=1
T R VL

John Jay, Doe 10/10i1980

g
=3
=3

Addresses
123 Elm Street, Atlanta GA 30301

m
=]

3=
=3
=3

E-mail Address

m
=]

jjdoe123@email.com

3=
=3
=3

Phone
(404) 555-3455

m
=]

B L LI T LS nprrspeenpramper it It s b s e

2 Scroll to the Phone section.

3 To add another phone number:
> Click the Add link.

A blank phone number form displays.
,J'Pzn;ne = L SO AT e e o LS Py e e -’;i‘;.mva w.}
“Phone Number (__)_ -
Extension:
Type: Home -

A i g o B A b g B iy v s o P NI ot
> Enter the requested information (field names with red asterisks are required).
> Click Add.
A message that your phone number has been added displays.
4 To update a phone number:
> Click the Edit link next to the phone number you want to change.
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g g d T T g e

Information about the selected phone number displays.

e e T e e e

=
=

Phone

*Phone Number (404) 555-3455
Extension:

Type: Home -

Update | Delete
et s s ST IR N i e e A s e et s

> Make your changes as needed (field names with red asterisks are required).
> Click Update.
A message that your phone number has been updated displays.

5 To delete a phone number:
> Click the Edit link next to the phone number you want to change.
The information about the selected phone displays.
> Click Delete.

A confirmation message displays.
Message from webpage &J

[9] Areyou sure to delete this phone number?

[ ox || conce |

A message that your phone number has been deleted displays.

Managing User Grants

With NextGen Patient Portal your practice(s) can set up relationships that allow you (care manager) to
have full or partial access to another user's account (dependent) or 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.

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. You can set
up a care manager or manage your own rights and permissions any time you access 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.
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Managing Care Manager Accounts

If configured by the practice, a person can be delegated to view or complete selected information
(such as appointments and medications) on your behalf. You can change the information you want to
manage, configure an expiration date when a person can no longer manage your account or remove a
care manager from your account.

To manage people managing your account:
1 From either the My Account tab or the navigation pane, click the Manage User Grants link.

The Manage User Grants page opens and displays a list of people associated with your account.

Manage User Grants

Who Manages My Account?

m
=

JohnDoe - NextGen Medical Practice

Accounts | Manage

Mary Doe - NextGen Medical Practice Edit

At T kB e A LAy RS by PN o gt b it TS g

2 In the Who Manages My Account section, click Edit link next to the person to view their rights and

permissions.
Manage User Grants
Who Manages My Account?
John Doe - NextGen Medical Practice Hide
Practice: NextGen Medical Practice Expiration Date:
Allow full access on my account Why are the check boxes disabled?
Module View Send/Complete

Appointments f
Documents 1
Statements
Medications
Messages
Templates
Instant Medical History E
FHR

) [

ACCESS expires: (- i
@ Never expires
[ Submit ] I Cancel J I Delete J
eI | A 1, A s RO | | AT i s s A i TN . el i

If the person managing your account is allowed full access, all module check boxes
(Appointments, Documents, etc.) are disabled.

3 Tosetindividual view and access rights:

> Clear the Allow full access to my account check box.

> In the View column, select the check box next to each module that to enable the person
managing your account to view related information. For example, open and read documents.

> In Send/Complete column, select the check box next to each module that to enable the person
managing your account to perform a related action. For example, make and confirm
appointment requests.

4 To set an expiration date when the selected person can no longer manage your account:

Page 84 of 94 Confidential — Proprietary Information — For Use By Authorized NextGen Healthcare Clients Only. Do Not Distribute. 07/16/2012



NextGen Patient Portal User Guide, Version 5.7

> Click the button next to "Access expires."
> Click the Calendar i icon to select the date.

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

5 Toremove a care manager from your account:
Note: This action does not delete the user, but only the access permissions to the account.

> Click Delete.

A confirmation message displays.
Message from webpage ==

|9] Are you sure to delete this grant?

> Click OK.

Managing Dependent Accounts

If configured by the practice, you can act as a care manager and either view and/or send and complete
selected information (such as appointments and medications) on behalf of another person (such as a
son or daughter). If needed, you can remove yourself as a manager.

To remove a dependent from your account:
1 From either the My Account tab or the navigation pane, click the Manage User Grants link.

The Manage User Grants page opens and displays a list of people associated with your account.

Manage User Grants

Who Manages My Account?

m
=]

JohnDoe - NextGen Medical Practice

Accounts | Manage

Mary Doe - NextGen Medical Practice Edit

e T A BA R i A LAy S by e g e b ot TS g

2 Inthe Account | Manage section, click Edit link next to the person to view their rights and
permissions.

3 Click Delete.

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

A confirmation message displays.

Message from webpage @

|0'| Are you sure to delete this grant?

4  Click OK.
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Managing Practices

The Managing Practices feature enables you to add additional practices to your NextGen Patient

Portal account as well as un-enroll.

Enrolling in Another Practice

After completing your enrollment process with your initial practice, you can contact other practices to

set up enrollment.

Important! Do not use the link provided in the enrollment notification email sent by an additional
practice; use the following procedure instead.

To set up an account with another practice:

1 From either the My Account tab or navigation pane, click the Manage Practices link.

An enrollment form displays and list the practices where you are currently enrolled.

MextGen Medical Practice

Enroll to the additional practice :

denotes required field.

B

Enter new practice enroliment information

*Enter security token: -

}

You are currently enrolled in the following practices :

Un-enroll me from this practice

Please enter your security token and your email address. Your enrollment token is an eight digit number
provided by your practice. Once security token and email address have been validated, you will be enrolled in
your practice. If you have not received an enroliment notification email, please contact your practice. Asterisk (%)

What is security token?

*Enter email address:

b e AT A R A N B ene it etk

2 Enter the Security Token number (without dashes) provided by the additional practice and your
email address in the fields provided (both fields are required).

3 Click Submit.

Upon successful enroliment a confirmation message displays.

Message from webpage

==

b

You have successfully enrolled in the new practice.

4  Click OK to continue.

The added practice appears on the Enter new practice enrollment information form.
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Un-enrolling from the NextGen Patient Portal

You can un-enroll from the NextGen Patient Portal at any time.

To un-enroll from the NextGen Patient Portal:
1 From either the My Account tab or navigation pane, click the Manage Practices link.

Note: You van also un-enroll from the Account Settings (see "Un-enrolling from the NextGen
Patient Portal" on page 75) tab.

An enrollment form displays and list the practices where you are currently enrolled.

Enter new practice enroliment information

Enroll to the additional practice :

Please enter your security token and your email address. Your enrollment token is an eight digit number
provided by your practice. Once security token and email address have been validated, you will be enrolled in
your practice. If you have not received an enroliment notification email, please contact your practice. Asterisk (%)
denotes required field.

“Enter security token: _ - -

What is security token?

*Enter email address:

e g GBSl e B A AN R | i s

You are currently enrolled in the following practices :
NextGen Medical Practice Un-enroll me from this practice

2 Click the Un-enroll me from this practice link.
A form to un-enroll from NextGen Patient Portal displays.

Enter new practice enrollment infermation
You are currently enrolled in the following practices :
‘Watertown Medical Center Un-enroll me from this practice

Reason: Mot satisfied! -

I b R, b Ay ity et s I e (A ARt

3 Select the Reason you are un-enrolling from the corresponding list.
4 Click Un-enroll.

A confirmation message displays.
Message from webpage @

[9] Are you sure you want delete your Patient Portal account?
L =

5 Click OK to delete your NextGen Patient Portal account.
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Managing Statement Notifications

If enabled by your practice, you can choose to receive your statements online through the NextGen
Patient Portal only or to receive both electronic and paper statements.

To manage your statement notifications:

1 From either the My Account tab or navigation pane, click the Statement Notifications link.

The Go Paperless! form displays.

Go Paperless!

w4 You can choose to receive your statements online. By checking the option(s) below you can elect to
w7 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
John Doe

Watertown Medical Center

NextGen Medical Practice

Practices that did not enable Paperless Statements option

N o . S
T e s b e P S bl S o g ot 3 S S

2 If you want to receive online statements only for all practices that provide this service, select the
Receive only electronic statements check box.

If you want to receive both electronic and paper statements for all practices that provide this
service, clear the Receive only electronic statements check box.

If you are enrolled in multiple practices that provide this service and want to select different
options for each practice, select or clear the corresponding check box as needed.

3 Click Submit.
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APPENDIX A

Reporting Problems

When you face any issues or problems with the NextGen Patient Portal Web site, you can report them
in the Submit an Issue form.

To report a problem using the NextGen Patient Portal Web site:

1 Atthe bottom of any NextGen Patient Portal page, click the Experiencing problems with this
website? link.

The Submit an Issue form opens displaying the name and email address of the logged in user.

Submit an Issue

' If you are having problems logging into the NextMD website, please contact your practice regarding §
L& Y vour NextMD legin information. If your practice is unable to assistyou, then they will contact NextGen j

to either retrieve or reset your MextMD login information.”

Please complete this form if you are having an issue with the NexthD website. A NextGen representative
will respond within 24 to 48 hours during normal business hours

“First name: John
*Last name: Doe
“E-mail Address: Johndee1234@gmail.com
*Issue: v
“Practice name: | Watertown Medical Center
Subject:
;

A e s A A LGNS ey il
If needed, update the details in First Name, Last Name, and Email Address.
Select the type of problem you are having from the Issue list.

If needed, select the Practice.

Type in a summary of the problem in the Subject field.

Enter the details of the problem in the Description field.

Click Send.

NextGen Healthcare Information Systems will reply to your email between 24 and 48 hours
during normal business.

N o o~ WwN

Notes: If you are having trouble logging in to NextGen Patient Portal, contact your practice.
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APPENDIX B

Frequently Asked Questions

If you are experiencing problems with NextGen Patient Portal here are some frequently asked
questions with the answers that can help you. You can also view this information on your screen, by
clicking the Having Trouble? link on the navigation bar.

Q. Whydon't|see all my appointments in the Inbox?

A. Only appointments made directly through the NextGen Patient Portal Web site is
displayed. It does not show any appointments that were over the phone or at the
practice location.

©

Why can't | open any documents from my doctor?

A. Many NextGen Patient Portal documents are sent as PDF (Portable Document
Format) files and require Adobe Acrobat Reader to view them. Click the
following link to download: Adobe Acrobat Reader
(http://get.adobe.com/reader/)for free.

Q. Ihave Adobe Acrobat installed and | still can't open any documents
from my doctor - Why?

A. JavaScript is needed to display the messages and it may not be enabled on your
browser.

In Internet Explorer:
Select Internet Options from the Tools menu

Select the Security tab and then click Custom Level button.
Scroll down to the Active scripting option and set it to Enable.
Click OK.

When prompted, click Yes to confirm the changes.

Click OK.

Press the F5 key on your keyboard to reload the page.

N o o B~ 0N P

In Firefox:
Select Internet Options from the Tools menu.

Select the Content tab and then select the Enable JavaScript check box.
Click OK.
Press the F5 key on your keyboard to reload the page.

A W N P
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In Opera:

1

a b~ W N

Select Preferences from the Tools menu.

Select the Advanced tab and then click the Content option.
Select the Enable JavaScript check box.

Click OK.

Press the F5 key on your keyboard to reload the page.

Q. Whydo I get an error trying to open or download a document from
my doctor when using Internet Explorer?

A. When trying to open or download a document, you receive an error such as:

"Internet Explorer cannot download 50PPM from NextMD.com."
"Internet Explorer was not able to open the internet site."
or

"The requested site is either unavailable or cannot be found. Please try again."

In these cases, there could be issues with your Internet Explorer security settings.

To resolve these issues:

1

N o o~ W0DN

©

In Internet Explorer, select Internet Options from the Tools menu.

The Internet Options dialog box displays.

Click the Advanced tab.

Scroll down to the Security section.

Clear the Do not save encrypted pages to disk check box.

Click OK.

Close all Internet Explorer windows.

Restart Internet Explorer and then try to open or download the file again.

Can | view my account in Spanish?

A. Click the En espafiol link at the bottom of the page to display your account in
Spanish.

Click the In English link at the bottom of the page to return to English.
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