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Chapter 1  Introduction

My MergePortal provides patients with secure web-based access to their health records,
including lab results, medications, recorded drug allergies, etc. My MergePortal is typically
installed on a database or communication server.

NOTE: If the main Merge RIS Application Server is unavailable, patients will not be able
to access My MergePortal.

NOTE: Some of the features described in this guide may not be available in earlier
versions of the software.

About this Guide

This section describes various conventions and visual cues that are used throughout this
guide.

NOTE: Cross-references that appear in blue text are hyperlinks.

Screen Captures

This guide uses screen captures to help illustrate various steps and procedures. The screen
captures are used as examples only and may differ somewhat from what you see on your
monitor.
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Introduction

MY MERGEPORTAL USER'’S GUIDE

Drive Letter Conventions

When referring to drive letters, we make the assumptions listed below. If your drive letters are
different, then use yours instead.

« Hard Drive = C:
e Floppy Drive = A;
e CD Drive = D:

The examples provided throughout this guide assume the application is installed under the
default path.

Notes, Cautions, and Warnings

NOTE: Note messages are used to indicate information which may be helpful or of
special interest to you.

CAUTION: Caution messages indicate procedures which, if not observed, could
result in aloss of data or damage to the equipment. Do not proceed
beyond a CAUTION message until the indicated conditions are fully
understood and met.

WARNING: Warning messages indicate procedures or practices which, if not
observed, could result in personal injury. Do not proceed beyond a
WARNING message until all of the indicated conditions are fully
understood and met.
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Chapter 2 Using My MergePortal

This section describes the features available to patients in My MergePortal.
Topics covered include:

e« ‘“Patient Login” on page 8

¢ “Demographics” on page 9

e« ‘“Patient and Visit Summary” on page 24

¢ “My Messages” on page 28

¢ “Reminders” on page 30

¢ “Education Documents” on page 31

« “Bill Pay” on page 33

e “Audit Trail” on page 34

e “Settings” on page 36
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Using My MergePortal MY MERGEPORTAL USER'’S GUIDE

Patient Login

To log in

1. Navigate to the portal address. The Portal Login page opens.

My MergePortal My MergePortal

Login to Connect2Care® 3
Please enter your user name and password n? Click Here!

vser Nore R -+ I [T

Forgot Password?

~

2. Type your User Name (email address) and Password.

3. Click Log On. The portal home page opens.

Welcome rajat test

Choose Patient TR G EA HOME LOGOUT HELP

=m B = B B 9
o= ool e Sl el =

My MergePortal

Patient: test, rajat

Welcome To Patient Portal Application®

Welcome Message to Patient

F  Demographics U, Summary 5  Reminders

-

Each of the staff features can be accessed from three different areas:
¢ the main icon
¢ the top menuicon

* the left menu icon
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MY MERGEPORTAL USER'’S GUIDE Using My MergePortal

NOTE: The first time you log in, the User Details tab on the Settings page opens.

%, SETTINGS
T T KEEET
.

Current Email (User Name) : craig.invine @mergs com

User Display Name : rajat test

Secret Question | In what cily did you meet your v

Secret Answer : [Miami |

HECDEDOE

Select a Secret Question from the drop-down list and type an answer in the
Secret Answer field. Click Save Changes and the portal home page opens.

Demographics

The Demographics feature of My MergePortal allows patients and patient authorized
representatives to view and edit patient demographics.

Choose Patient NG CINEA HOME Welcome rajat test

=B o=

= Y e
My MergePortal" Demographics  Summary  MyMemssess  Aeminders EduoabonDocs il Pay

Patient: test, rajat

Welcome To Patient Portal Application®

Welcome Message to Patient

fig Demographics D, Summary B My Messages 5  Reminders

EEEDEOED]

-

From the Demographics feature, users can perform the following:

* View and manage patient information such as name and address. See “ Patient
Information” on page 10.

¢ View and manage insurance plans. See “Insurance Plans” on page 11.
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Using My MergePortal MY MERGEPORTAL USER’S GUIDE

* View exams (and view the report of the exam if it is available). See “Exams” on page 13.

¢ View and manage appointments. See “Appointments” on page 14.

* View and manage medications, and submit refill requests. See “Medications” on

page 15.

* View and manage allergies and drug reactions. See “Allergies” on page 18.

« View and manage patient conditions. See “Conditions” on page 20.

¢ View and manage patient and family health history details. See “Health History” on

page 21.

¢ Download and upload template forms. See “Forms” on page 23.

Patient Information

To view and edit patient information

1. Navigate to the Demographics feature. The Demographics tab opens.

2=/ DEMOGRAPHICS

Gender

[oomo |[Lirsvrance | Gams | _Medesions | Alewis || Deanoss | tiest tisory | forms |
]

Last Name* healthcare

Infarmation will be collected during your next

wisit

! Basic Information “Required

= L
B Date of Bt /012001 E —
Demographics and Vitals

. L

Rae [ ] | v
o] ity v Msees v

Contact Information

R T —
Moz Wewn
Gy ebiern
O —

2. View and edit the patient information as required.

3. Click Save when finished.

Weight

Height

Blood Pressure
Smoking

0.0 lbs
Ofeet Oinches

Country | United States T
S

Email ! craig.irvine@merge.com
Contact Adminstrator to change email

Save

innovative imagin
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MY MERGEPORTAL USER'’S GUIDE Using My MergePortal

Insurance Plans

To manage insurance plans

1. Navigate to the Demographics feature and click the Insurance tab to view the plans
associated with the patient. The Insurance tab opens.

2= DEMOGRAPHICS

Hedesiors [esth sty

e (TR N MU T A [ fETET—

|
5 Display
ENE = R N T N
BLUE CROSS BLUE SHEILD BCBS 789 Stepfather Dawn Blue Active DeActivate
E BLUE CROSS BLUE SHEILD BCBS 0000000 Self Beth Test Active DeActivate
AETNA AETNA 877 Self Beth Test Active DeActivate

o}

B RN 1 O 1-3of3items

Add

2. Use the Display drop-down list to filter the list by Active, Inactive, or All plans associated
with this account.

3. Do one of the following:
¢ Click Activate or Deactivate to activate or deactivate a plan for the patient’s account.
e Click the plan link to open an existing plan.

¢ Click Add to open the Add Insurance page.

“ Add Insurance

Add a new Plan *reguired
Plan* l— [Ch

Address Information

Address1 l— Address2 li City li
State l— Country li Zip Code li
Phone l—

Plan Information

poiymos || wowme | | memsemo
R e
Satwe Ace v samdme | | eowe
Deductible ,—| Coinsurance ,—| Co-pay ’—‘
* A t ¥

‘ Save H Cancel

™
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Using My MergePortal MY MERGEPORTAL USER’S GUIDE

4. Click Search to search for insurance carriers.

Search Insurance [x] ‘
Plan |aetna ‘ ‘ search ‘
Insurances

AETNA Testing Validation WASHINGTON DC 20036

AETNA P.O. BOX 14089 LEXINGTON Ky 40512

AETNA CT PO BOX 981106 EL PASO AL 79998

AETNA PO Box 11679 DAYTONA BEACH FL 32114

AETNA P.O. BOX 14089 LEXINGTON KY 40512

CEEN | B 1 - 5 of 10 items

5. Select a plan. You are returned to the Add Insurance page.

6. Enter the details in the Plan Information section (any field with a red asterisk (*) is
required). When you are finished, click Save.

™
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MY MERGEPORTAL USER'’S GUIDE Using My MergePortal

Exams

To manage patient exams

1. Navigate to the Demographics feature and click the Exams tab to view a list of patient
exams completed by your practice (as well as any reports that may be associated with
those exams). The Exams tab opens.

+=| DEMOGRAPHICS

e e | toeernce | e ] weticeors || o ] Digrosie | ][ et tory Y] forme |
o S P P S P S [ [
E CHEST 2 VIEWS 05/14/2014 07:00 AM DAYTONA BEACH Hari, Haran Scheduled

CHEST 2 VIEWS 02/13/2014 01:00 PM DAYTONA BEACH Testguru, Balaguru Test Arrived

P .o 1-2of 2items

&

New Appointment Request  Show Appointment Requests

2. If areportis available for an exam, click View Report in the Report column to open the
patient’s report for that visit (sample report below).

<<Logol>>

NAME: ABRAHAM, ABE DATE: 01/15/2013
ID: 156 DOB: 08/27/1930

REFERRING PHYSICIAN: JOHN DOE
234 ANY STREET

DAYTONA BEACH FL
CC PHYSICIAN:

CLINICAL INFORMATION: test report

Office Visit, CT SINUS W CONTRAST . CT ABDOMEN WIO CONTRAST
FINDINGS:

IMPRESSION:

Administrator Administrator
Electronically approved by:
Ds
01/15/2013

™
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Using My MergePortal MY MERGEPORTAL USER’S GUIDE

Appointments

To add a new appointment

1. Click New Appointment Request. The Add Appointment Request page opens.

Add Appointment Request X

Add Appointment Request “ueued

Provider TestTest v Location B2l Location v
ey e, 0
Date* Time *
Reason *
| SendRequest || Cancel |

2. Complete the appointment request.
3. Click Send Request to send the request to the provider.

To edit an appointment

1. To send a request for an appointment change, the click the corresponding Change Appt
icon. The Change Appointment Request dialog opens.

| Change Appointment Request @:

Change Appointment Request “neauied

Provider Test, Dawn2 Mid Location DAYTONA BEACH Date of Service 07/31/2014 09:00 AM
Appointment Appointment ®
Date* Time*
Comments*
| Send Request .| | Cancel |
NOTE: The practice decides the time-span of how close to the day of the appointment it

can be rescheduled. This icon will only appear next to those appointments that fall
within that time period, and are in a Scheduled status.

2. Enter the required information (the desired new appointment date and time, and

comments).

3. Click Send Request. The request is sent to the provider for this new appointment.

™
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MY MERGEPORTAL USER'’S GUIDE Using My MergePortal

To view appointment requests

1. You can view appointment requests by clicking the Show Appointment Requests link.
The Appointment Requests list is displayed.

Hew 2ppointment Request  Hie dpgeintment Bagyests

B L T T S (T S
Test, Dawal 07725/ 2004 10:30:00 A8 Q7/ZLI 04 02:23:00 PM new Schedaled

Test, Dawal 07/30/2004 10:00:00 A8 O7/2213014 02:17:00 P L] Respanded

Test, Dawal 07730/2004 09:30:00 A0 WRFZL/AM4 OF:18:00 Pah Lt Canceled

Test, Dawal 0773172084 09:30:00 AM 0712272014 02:12:00 P change Rescheduled

Teat, Dawnl O7/24/2004 G8:30:00 A O7/0R/2014 12:13:00 P st Received
“nl!iibll?lﬂ 7y 1- 5ol 127 itess

2. Click Hide Appointment Requests to hide the list.

Medications

To manage medications

1. Navigate to the Demographics feature and click the Medications tab to display a list of
medications, including the Medication Name, Start Date, Quantity, Days Of Supply,
Number of Refills, and Electronic Order (Yes/No).

Choose Patient LEESCICISNNM

Welcome rajat test

My MergePortal

+=| DEMOGRAPHICS

&
naproxen 500 mg oral tablet  06/01/2015 0 15 1 o B
o)
taminophen 325 mg oral
SCCLAMIMOPRER SO MESLR  0sq1/2015 2 14 2 No =
tablet
E « «H- - 1-2of 2 items
ﬂ [ Add ] | Print | Show Refill Requests

2. Do one of the following:
¢ Click Add to add a medication. See “To add a medication” on page 16.

* Click the name of a medication to edit the medication. See “To edit a medication” on
page 17.

e Click Print to open a print preview page from which you can print the medications list.
¢ Click Show Refill Requests. See “To view and submit refill requests” on page 17.

¢ Click a trash can icon located to the right to remove the corresponding medication.

innovative imagingl“




Using My MergePortal MY MERGEPORTAL USER’S GUIDE

To add a medication

1. Inthe Medications tab. click Add. The Add Medications dialog opens.

Add Medications [x]

Add a medication required

Name * Search Quantity * :
payssupply = Refills = | |

Comment

Save | ‘ Cancel

2. Click Search to search for the medication. The Search Medication dialog opens. Type a
search term and click Search. A list of matches is displayed.

su'rﬂl Medication

Name nap search

{G) esomeprazole- (G) esomeprazele-naproxen 20 mg-375 mg oral
naproxen-esemegrazols
naproxen delayed release tablet

(G} esomeprazole: (G} esomeprazole-naproxen 20 mg-500 mg oral

napraxen-esamaprazale

naproxen delayed release tablet

(5) 0.012% ophthalmic gel (s) 0.012% ophthalmlc gel forming
ophthalmic forming solution solution

G) naphazoli aphazoling 0,012% ophthalmic

(G naphazoline naphazoline ophihalmic {63 naphazeline.0.012% ophthaimic salution
ophthalmic solution

(6] naphazaling naphazoline 0.0129% with glycorin (G naphazaling 0.012% with glycorin ophthalmic
ophthalmic wphthalmic solution solution

« «fllz 3456 78 9 n 1 - 5 of 42 iteme

3. Click the medication and then complete the remaining fields in the Add Medication dialog.

Add a medication required

Name © (G) naphazoline 0.012% Search Quantity ~
Days supply - Refills -

Comment

Save H Cancel

4. Click Save. The medication is added to the list.

™
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MY MERGEPORTAL USER'’S GUIDE Using My MergePortal

To edit a medication

1. Inthe Medications tab, click the name of the medication that you want to edit. The Edit
Medication dialog opens.

{ Edit Medication E]J

Edit a medication -requiced

Name * |naproxen 500 mg oral tablet

Days supply * Refils +
Start Date 06/01/2015 Quantity *
2 per day
Comment
i
Save ‘ { Cancel

2. Edit the values as required and click Save.

To view and submit refill requests

1. Inthe Medications tab, click Show Refill Requests. The Refill Requests are displayed.

LI + B3 1- 100f 25items

dextromethorphan-pseudoephedring 7.5 my-15 myg/5 ml oral tiquid Test Prescriber  Denied 00/
dextromethorphan-pseudoephedrng 7.5 mg-13 mg/5 mL oral liquid Test Prescriber  Pending Approvdl  08/20/2014
scetaminophen-pieudospheddne 500 mg-3 mg ord tablet Smith Joaes Pending Approvd  04/01/2014
dextromethomhan-pseudoephadrine 7.5 mg-15 mg/3 mi oral tiquid Test Presciber  Pending Approval  04/01/2014
dextromethorphan-pseudosphedsine 7.5 mg-15 mg/5 mi. oral tiquid Test Prescriber  Pending Approvd  04/01/2014
dextromethomphan-pseudoephedring 7.5 mg-13 mg/3 mi oral tiquid Test Prescriber  Pending Approvel  4/01/1014
dentromathomphan-pssudospheddng 7.5 mp-15 mg/5 mil ceal liquid Test Presciber  Pending Approvdl  04/0172014
dextromethorphan-pseudoephedring 7.5 mg-15 mg/5 mi oral liquid Test Presciber  Pending Approval  (4/01/2014
dextromathorphan-pseudoepheddne 1.5 mg-15 mg/5 ml oral liquid Test Presober  Pending Approvdl  04/001/2014
dextromethorphan-pseudoephedsine 7.5 me-15 mg/5 mi oral tiquid Test Prescriber  Pending Approval  04/01/2014

™
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Using My MergePortal MY MERGEPORTAL USER’S GUIDE

2. You can request a refill by clicking Ry . The New Refill Request page opens.
New Refill Request

Provider : test providerd

hen-aspirin buffered 250 mg-250 mg
+ oral tablet

R, | ChangePhamacy |
— Request for generic medicine

Notes :

(Max 150 characters)

Swve || cance

3. Optionally change the pharmacy by clicking Change Pharmacy. You can then search for
and select the pharmacy that you want to use for this refill.

4. Optionally request a generic medicine or enter notes and click Save. The refill request is
sent to the provider.

Allergies

To view and print a patient’s list of allergies

1. Navigate to the Demographics feature and click the Allergies tab to display a list of
allergies, reactions, and allergy types.

Choose Patient RESCICINM HOME LoGouT Welcome rajat test

4] o) - o) <,

My MergePortal" Demographics  Summary  MyMemage: Reminders EducatinDoc  BilPay  AwdicTral  Sewings

Patient: test, rajat

+=| DEMOGRAPHICS

Lt

Add ] [ Print

E [ T ) KR e T ST

E3

E morphine 1 mg/ml injectable solution Rash Drug [
0] enicillin G benzathine 600,000 units/mL intramuscular suspension Drug T
chlorpheniramine-pseudoephedrine 2 mg-30 me/5 mL oral syruj Drug o
E o > 1-30of 3items

2. Do one of the following:
¢ Click Add to add a new allergy.
¢ Click Print to open a print preview page from which you can print the allergies list.

¢ Click a trash can icon located to the right to remove the corresponding medication.

innovative imagingl"
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To add an allergy

1. Inthe Allergies tab, click Add. The Add Allergy dialog opens.

| Add attergy x|

Add a allergy *Required

Allergy Type = Drug  DrugClass  Other

Drug Name* | Search

Generic Name I

Severity Minor

Reaction

Save Cancel

2. Select the Allergy Type and then click Search to search for the Drug Name

3. Select the cause of the allergy from the search results and complete the rest of the fields
in the Add Allergy dialog.

4. Click Save.

To edit an allergy

1. Inthe Allergies tab, click the name of the allergy that you want to edit. The Edit an Allergy
dialog opens.

{ Edit Allergy EI‘

Edit a Allergy “Required

Allergy Type Drug
Drug Name * penicillin G benzathine 600,000 units/mL intramuscular su

Severity Moderate ¥ |

Reaction

Save Cancel

2. Edit the fields as required and click Save.

™
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Conditions

To view conditions

1. Navigate to the Demographics feature and click the Conditions tab to view a list of patient
conditions and the date of the diagnosis.

oy ey test rajat v HOME LOGOUT

‘Welcome rajat test
= m B = B B
My Mergeportal Deme MyMeseges  Reminders EduostionDocs  BilPay  AuditTrsil

Patient: test, rajat

+z DEMOGRAPHICS

N N K N RN R T

E Whooping Cough /12014 [ ]
Symptom, apaes 03/11/2014 [

Epilepty, generaized conwisive 08/26/2014 e

E Migrsine 08/21/2014 e

«~<H - - 1-40f 4items

B =

2. Do one of the following:

e Click Print to open a print preview page from which you can print the conditions list.

¢ Click a trash can icon located to the right to remove the corresponding condition.

™
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Health History

To manage a patient’s health history

1. Navigate to the Demographics feature and click the Health History tab to view your health
history, which includes a history code, description and relationships.

choose Patient [ CE IS HOME LOGOUT HELP

Welcome rajat test
b <] B - : : o,
My Mergeportal" D.-FE'DH e u-%-«- Eduaztion Docx uE?:, .n.uqk]?un Secting:

Patient: test, rajat

2= DEMOGRAPHICS

[ T I R TN T R T
&
moncons  fowewe e |
Heartburn (finding) Heartburn (finding) Self -1
E Low back pain Low back pain Self =1
Migraine Migraine Self &
a w < H - 1-3of items
[ Add ] ] Print |

The Patient subtab displays your history and the Family subtab displays your family’s
history.

2. Do one of the following:
¢ Click Add to add a health history record.

Click Print to open a print preview page from which you can print the condition history
list.

Click a trash can icon located to the right to remove the corresponding condition.

innovative imagingl“
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To add a health history record

1. Click Add in either the Patient or Family subtabs. The Add Health History dialog opens.

i Add Health History =

Add Health History s
History Code * ‘Search

Relationship self

Description *

Add Muitipie | Save | Cancel ]

2. Do one of the following:
¢ Click Search to search for and select the appropriate history code.

¢ Click Add Multiple to view a list of history codes, from which you can select two or
more. Click Save.

3. Ifrecording a history entry for yourself, the Relationship field is set as Self. If recording a
history entry for a family member, identify the relationship of the family member from the
Relationship drop-down list.

4. The Description field entered automatically using the description from the History Code.

5. Click Save. The Add Health History dialog closes and the Patient Health History list
displays the new history entry.

™
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Forms

To download and upload forms

1. Navigate to the Demographics feature and click the Forms tab to display a list of available
forms.

Choose Patient KNG CIENEA HOME LoGout Welcome rajat test
. =y .
m D o= B 5

My Mergeportal" Demographics  Summary  MyMemages Reminders EducatinDoo  BillPay  AwditTrsl  Seings

Patient: test, rajat

= DEMOGRAPHICS

lul

N T T I R T KT

B8

E Template Forms

Form Name Description Document Type

Test Direct Project Overview Health Form Download

E New test to test Other Form Download

Pain Mgt Checklist Pain Management Checklist form Other Form Download

E « <H- > 1-3of Jitems

Upload Patient Form

2. Click Download for one of the listed forms to download it. When the download completes,

open the download from either your browser natification or navigate to your downloads
folder and open.

3. Edit the form as required. Save and close the form.

4. To upload the completed form, click Upload Patient Form. The Upload Form dialog
opens.

| Upload Form x I

Upload Form
File Name * ‘ Form Type |Diabetic Form v ‘

Description upload Form * | Choose File | No file chosen

| Upload H Cancel |

5. Type the File Name and Description and select a Form Type. Click Choose File to
navigate to and select the file that you want to upload.

6. Click Upload. A confirmation appears upon successful upload, and the Upload Form
dialog closes.

innovative imagingl"
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Patient and Visit Summary
The Summary feature of My MergePortal allows patients and patient authorized
representatives to view, download, print, and transmit patient and patient visit summaries.

Choose Patient RESACEIA HOME LOGOUT

= D = B B 5

Welcome rajat test

2] 7 T C
My MergePortal Demographi  Sumnmar MyMemsge:  Reminder: EduationDows  BilPay  Auwdit Trail  Settings

Patient: test, rajat

Welcome To Patient Portal Application®

Welcome Message to Patient

Fe  Demographics D, Summary B My Messages 2 Reminders

innovative imagingl"




MY MERGEPORTAL USER'’S GUIDE Using My MergePortal

To view the patient and/or patient visit summary

1. Navigate to the Summary feature, the Summary page opens.

SUMMARY

pant summary | i summary_ |
.

r Can View Consolidated Health Summary CCDA(P: ummary) or Visit Health Summary CCDA(Visit Summg

in ction.

o

°.

2. Click the summary tab you want to open: Patient Summary or Visit Summary.

7 SUMMARY

| patent Summary || Visit Summary_ ] Download | [ Transmit

Ambulatory Summary

CE

N o o oo o000 R

Information not available
Con 1110011 2.16.840.1.113883.19
- USA
June 3, 2015, 08:55:35, EST

92Mv|xIXtXrL 9dlh 2.16.840.1.113883.19
Performer (primary

care provider)

A

325 BILL FRANCE BLVD
DAYTONA BEACH, FL 32114

NA of DAYTONA BEACH

Contact info 325 BILL FRANCE BLVD
DAYTONA BEACH, FL 32114

Table of Contents

« Alleraies. Adverse Reactions. Alerts M
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3. Do one of the following:

« Inthe Patient Summary tab, scroll to the Table of Contents section to quickly navigate
to different sections of the summary.

7., SUMMARY

VD
DAYTONA BEACH, FL 32114
Tel: 386555121

Table of Contents

of Aligrgi o ng. Al

Drug Allergy acetaminophen 325 mg Active | rashes
cral tablet

Othar EggPlant Active | NA

Cther Latex Active || NA

Brug Class penicillin Active || Na

Allargy

¢ Inthe Visit Summary tab, select one of the visit Summaries to view. The selected Visit
Summary opens.

]mm (Downioad| [Prnt] [Transmit]
Office Visits
BL0011 0130 B4 J0KRLDOE DAYTONA BEACH Annual Exam

OIS/ 000 0100 Py 1084, DOE DAYTONA BEACH Annual Exam

S20151200] 05:40 PM JOHN.DOE DAYTONA BEACH Annual Exam
1RA01 /200 05:00 i 1089, D0E DAYTONA BEACH Annual Exam

Your CED contains anty Sections you saved, Click hare to Change your Clinical Visit Settings

[Potimt  JEEEETE
[Owteof rth____ [EVCEETRTIRRE T sex [
Wehte

‘ Chinical Summary: Consolidated CDA
e

T sper of Lot

To select which sections are displayed in the Visit Summary, see “To select visit
summary sections” on page 38.

™
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To download a summary

1. Click Download from the summary tab you want to download. The Download dialog
opens.

rl
I Download Health Record x ‘

Why do I need to enter a password?
Password (min 8 chars):

Confirm Password:

Download

2. Type your password in both fields and click Download. A ZIP file is created containing
three files: a CCD XML document, a CCD XSL Stylesheet, and a TXT file.

The ZIP file can be unzipped using '7 zip'. You are prompted to type the password
specified during download to unzip the files.

To print a summary

1. Click Print from the summary tab you want to print. The print preview and set up options
are displayed.

2. Select the printer settings and print the summary.
To transmit a summary

1. Click Transmit from the summary tab you want to transmit. The Transmit Your Health
Record dialog opens.

r Transmit Your Health Record x ‘

To Clinical Summary<direct-clinical-summary@ttt.transper... "

Attachment | Clinical Document View

Message

p

Cancel || Send

2. Select the appropriate recipient from the To drop-down list.

3. Next to Attachment, click View to display a preview of the summary that will be sent to
the recipient.

4. Type a Message to the recipient.
5. Click Send. The summary is transmitted to the selected recipient.

6. A message is displayed indicating if the summary has been sent successfully or not.
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My Messages

The My Messages feature of My MergePortal allows patients and patient authorized
representatives to send and receive emails from and to My MergePortal staff users.

Choose Patient NI CLNN LOGOUT

Welcome rajat test
= =m B = B B 9
My MergePortal MyMesme | Remies EhustonDox  BlPey  AwitTrsd  Settims

Patient: test, rajat

Welcome To Patient Portal Application®

Welcome Message to Patient

g Demographics Summary B My Messages

BEEDEDE

To view My Messages

1. Navigate to My Messages. The My Messages page opens and displays a list of messages
sent from staff users. Unread emails appear in bold.

) MY MESSAGES

Messages
Inbaxid unread)
Sent Dats T From T Subject T Messape T
115/2014 4:7%:46 PM Joski, dvin test s
115120148 4:37:30 P Joshd,Avie
121312013 $:04:32 P Joski vk oSt message q
1132013 40644 PMA Juski A CALL 1:06 4:06 East CALL1:06 4:06 East
1201312013 33545 PM Joshd, Anin 12:39 california 3:3% East 12:39 call 33:39 East
127412013 5:58:37 A Joshi,Avin FECTEST on 12042013 On Wednesday, December 04...
FELI2013 10:14:09 AML Joshi,Avin TEST ID HOT NAME %:56 TEST ID HOT NAME %:56
10/20/2013 11:03:0 AM. Joshi,Avin Re On Wednesday, November 20...
A1E72013 15317 P Joshi,dvin Rizmi reply to etrans Lakit 134...
/117203 45Tl A Joshi,dvin inbound.in inbound.in
CIRY 1 [ 1- 10 of 11 items
Srpate Archived Messares Sent Meisaes
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2. Click the Sent Messages link on the My Messages page to view sent messages.

») MY MESSAGES

Meszages
Sent Messages
Sent Date T Ts T Subject T Message T
BI320TS 92805 A SCMEDULER GENERAL Appaintment Please call the office ta...
1 ANE FTEH AN ADMM Portal Appaintment Appainiment scheduled for...
o n »ow 126 2items
lnbox

3. Click a message line item to view the message. The Message Details dialog opens where
you can reply to, archive, or close the message.

From greg etrans

; Sent Date 12/6/2013 11:19:42 AM
Subject Appointment Message
Message
Please call the office to schedule a visit.

[Reply | [Archive] [Ciose |

To create a new message

1. Click the Create link at the bottom of the My Messages page. The Create Message dialog
opens.

T Select Recipient...

Subject
Massage

2. Select a staff user recipient from the To drop-down list.
3. Type a message Subject.
4. Type a Message to the recipient.

5. Click Send to send the message to the specified recipient.

NOTE: You can look at archived messages by clicking the Archive Messages link.

™
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Reminders

The Reminders feature of My MergePortal allows you to view a list of health reminders.

Choose Patient RESACEI HOME LOGOUT

Welcome rajat test

=m B = B B 9
My MergePortal Demographics  Summary  MyMemages Reminders ElwationDocs  BilPay  AwlitTral  Settings

Patient: test, rajat

Welcome To Patient Portal Application®

Welcome Message to Patient

Fe  Demographics D, Summary B My Messages 2 Reminders

EEcDEREa

-

To view reminders

1. Navigate to the Reminders feature. The Health Reminders page opens displaying a list of
reminders.

Choase Patient RESCICLINN HOME LoGouT Welcome rajat test

My MergePortal = . - ol 5?,,. -“*3?“'
Patient: test, rajac
i REMINDERS
B
E Health Reminders
Reminder Name  Reminder Description Next Reminder Date + Comments
Visit the Doctor  You have appointment with Doctor 06/12/2014 Visting a doctor regulardy is a good habit.
E Check Bp rem Check Bp for patient 08/11/2014 The normal bp should be maintained as 120/80.
Check Bp rem Check Bp for patient 08/24/2014 The normal bp should be maintained as 120/80.
E Collect reports Go to hospital and check reports 09/06/2013 After collecting reports you need to vist again.
Check Bp rem Check Bp for patient 121172013 The normal bp should be maintained as 120/80.
LB n L 1-5of Sitems

2. For information on disabling reminder emails, see “To enable or disable reminder
emails” on page 38.
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Education Documents

The Education Documents feature of My MergePortal allows patients to view documents that
could be informative in the categories of Exams, Medications, Conditions, and Labs.

Choase Patient B SCI I HOME Welcome rajat test

=m B o=

= i 7 :
My MergePortal = AASS TR St S

Patient: test, rajat

Welcome To Patient Portal Application®

Welcome Message to Patient

& Demographics Summary B My Messages

Reminders

sEcDEoEa

-

To view documents

1. Navigate to the Education Docs feature. The Education Docs page opens and defaults to
the Exam tab.

Choose Patient LG LN HOME LOGOUT Welcome rajat test
= o= B o= B 5
My MergePortal " Demographics  Summary My Memages  Reminders EduostionDoos  Bill Pay AuditTrail  Settings

Patient: test, rajat

s EDUCATION DOCS

oo [ ttuston | condtons ] s |
. _____________________________________________

Exams

Lab Education http://en.wikipedia.org/wiki/Cerebrospinal _fluid View 04/01/2014

BEEDEIOSEE

2. Click a document type tab from the following available tabs:

Exam — enables you to view education documents. Document information includes

Document Name, Document Title, a link to the doc source and the date the document
was provided to the patient.
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¢ Medication — enables you to view documents pertaining to past medications. This
information includes the Document Name, Document Title, a link to the doc source
and the date the document was provided for the patient. You can click the link in the
source column to view the document in a new browser tab.

e Conditions — Enables you to view documents pertaining to past conditions. This
information includes the Document Name, Document Title, a link to the doc source
and the date the document was provided for the patient. You can click the link in the
source column to view the document in a new browser tab.

e Labs —Enables you to view documents pertaining to past lab procedures. This
information includes the Document Name, Document Title, a link to the doc source
and the date the document was provided for the patient. You can click the link in the
source column to view the document in a new browser tab.

3. Click a View link from the Source column to view the corresponding document.

™
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MY MERGEPORTAL USER'’S GUIDE Using My MergePortal

Bill Pay

The Bill Pay feature of My MergePortal enables you to make payments and view payment
history.

Choose Patient NG LM LoGOUT Welcome rajat test

<] T B g %

My MergePortal m?,m Swumiy  MpNemme: Remiden GhosinDom | BRPey | Adiied  Setem

Patient: test, rajat

Welcome To Patient Portal Application®

Welcome Message to Patient

Fe  Demographics D, Summary B My Messages 2 Reminders

EEiDEosEE

-

To enter payment information

1. Navigate to the Bill Pay feature. The Bill Pay page opens.

pury ey test, rajat v | HOME LOGOUT Welcome rajat test

= m B = B B
My MergaPo,-ta| = ry MpMeome Remides EiwssonDom  BilPay  AwieTrad
Patient: test, rajat
£ BILL PAY
Bill Pay
E Credit/Debit Card Information Billing Information
- 50.0
E Amount * Address:
S — ey 1
E Card Type * Address Line 17 Address Line 2
« I
6] Card Holder Name * ity * 1 State L+
« I in*
Card Number * zip L1 Country United State ¥
Note: Allow up to 7 business days for your account details to be updated.
ﬂ Expiration Date * ]
Make Payment
Card Identification No.* ||
Payment History
Date T Credit/Debit Card Type T Card Number T Amount T Status hd
« <@~ No items to display

2. Enter payment information in the Bill Pay section. The billing information is automatically
populated with information associated with the patient.
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3. Click Make Payment.

4. View your payment history and payment status in the Payment History section.

Audit Trall

The Audit Trail feature of My MergePortal allows patients to view a report of all of the portal
actions they have taken during a specific date range.

Choase Patient B SCI I HOME Welcome rajat test

= D =

2] ’ o, C
My MergePortal Demograptics  Summary  MyMemse:  Reminde: CwatonDom  BilPzy 2

Patient: test, rajat

Welcome To Patient Portal Application®

Welcome Message to Patient

& Demographics Summary B My Messages

EEEDEOsEE
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To view the audit log

1. Navigate to the Audit Trail feature. The Audit Trail page opens.

Choose Patient RESCTCINNNA

HOME LOGOUT

Welcome rajat test

E U m B = B 9
My MergePortal" Demagraphics  Summary  WMyMemage  Reminders EduosbonDoc:  BilPay  AwlitTral  Serings

Patient: test, rajat

Z¢;) AUDIT TRAIL

)
! From Date: 6372015 To Date: 532015 ActionType:
E
o 1o+ o —
E PatientD | \cerName < Patient Name ¢ Log Date - Action Name = Action Description s
User craig.irvine@merge.com viewed
B 140 craig.irvine@merge.com test, rajat 6/3/2015 10:02:58 AW Accessed Education Documents of patient: test,
rajat
1440 craigirvine@merge.com  test, rajat 6/3/2015 10:02:52 AM Accessed Patient with User Hame:

‘craig.irvine@merge.com’, Logged In.
User craig.invine@merze.com viewed

1440 craigirvine@merge.com  test, rajat 6/3/2015 9:47:48 AM Accessed Education Documents of patient: test,
rajat
140 craigirine@merze.com  test, rajat 6/3/2015 9:47:4d AM Accessed Patient with User Name:

‘craig.irvine@merge.com’, Logged In.
User craig.irvine@merge.com viewed

1440 craig.irvine@merge.com test, rajat 6/3/2015 9:33:31 AM. Accessed Health Reminder Information of patient:
test, rajat

1440 craig.irvine@merge.com test, rajat 6/3/2015 9:25:09 AM Accessed Viewed Patient Messages

1440 craig.irvine@merge.com test, rajat 6/3/2015 9:29:07 AM. Accessed Viewed Patient Messages

1440 «craig.irvine@merge.com test, rajat 6/3/2015 9:29:02 AM Accessed Viewed Patient Messages

1440 craiginine@merge.com test, rajat 6/3/2015 %:28:43 Al Accessed ST T A T TR U

sent messages of patient : test, rajat
User craig.irvine@merge.com viewed set
1440 craig.irvine@merge.com test, rajat 6/3/2015 9:28:43 AM Accessed message for patient : test, rajat

messageld 939

I Showing 1t 10 of 42 entries First Previous 1 2 |3 |4 5| Mext |Last I

2. The From and To dates default to the current date. Adjust the dates as required.
3. If desired, type an ActionType to narrow the search results.

4. Click Search. The list is updated.

NOTE: The User Name field indicates the user name of the person who took the action.
The Patient Name field indicates the patient related to the action that was taken.
The values in these fields will only be different if a patient-authorized
representative took action in the portal on behalf of a patient.
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Settings

In the Settings feature of My MergePortal you can:
change your password, see “To change your password” on page 37.
edit security questions, see “To change your secret question” on page 37.

select which Visit Summary sections to display, see “To select visit summary sections”
on page 38.

* enable/disable reminder emails, see “To enable or disable reminder emails” on
page 38.

Choose Patient REESCICINEA HOME LOGOUT

B 59

Welcome rajat test

2] B y B
MyMergePortal — ie=m=  Reminde: EdustoDoz  BilPay  Awitirsl  Sethngs

Patient: test, rajat

Welcome To Patient Portal Application®

Welcome Message to Patient

Fg Demographics Iy Summary S My Messages o) Reminders

EEooEosn
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To change your password

1. Navigate to the Settings feature and click the Change Password tab. The Change
Password tab opens.

SETTINGS

Use the form below to change your password.
New are i to be a minil of 8 ch in length.

Current password :,—|
Newpassword s |
Confirm new password :’—|

A

EEEDE0EH

2. Type your Current password. Then type your New password and Confirm new
password.

3. Click Change Password. The password change is saved.
To change your secret question

1. Navigate to the Settings feature and click the User Details tab. The User Details tab

opens.
%, SETTINGS

o QR oo rmvrs | v o, [ vt suneary st [ Remvaer s |
|

B Current Email (User Name) : craig-irvine@merge.com

E User Display Name : rajat test

0] Secret Question : \ In what city did you meet your spouse/significant v |

- o

4 Secret Answer : Miami |

B

2. Select a Secret Question from the drop-down list.
3. Type the Secret Answer to the security question.

4. Click Save Changes. The secret question and answer change is saved.

™
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To select visit summary sections

1. You caninclude or exclude sections of the Visit Summary. Navigate to the Settings feature
and click the Visit Summary Settings tab. The Visit Summary Settings tab opens.

), SETTINGS

Change pseword_J|_Use DlsJ|_vsisurrar s ||_Reminr St

Visit Summary Settings
Please Select atleast ane section for saving Your Visit Settings
¥ ALLERGIES, ADVERSE REACTIONS, ALERTS
' CHIEF COMPLAINT
# ENCOUNTERS
# IMMUNIZATIONS
# INSTRUCTIONS
# MEDICATIONS
' MEDICATIONS ADMINISTERED DURING VISIT
# PLAN OF CARE
¥ PROBLEMS
# PROCEDURES
' RESULTS
' SOCIAL HISTORY
# VITAL SIGNS

BEELDEIOEE

2. Select or deselect the sections you want to include or exclude in the visit summary.

3. Click Save.
To enable or disable reminder emails

1. Navigate to the Settings feature and click the Reminder Settings tab. The Reminder
Settings tab opens.

%, SETTINGS
_Chonoe possvord | e osais | Vit summarySeings | eeninier s |
. _____________________________________________________________________

By Disabling Reminders you will not receive email reminder

| Disable Reminders

HELDEOEE

2. Select or deselect the Disable Reminders option. When selected, Disable Reminders
prevents reminder emails from being sent to the email address associated to the account.
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