
Intuit Patient Portal Guide 
 
Logging in to the Patient Portal 

Logging in to the Patient Portal requires you to enter your unique user ID and password. Your login 

credentials guarantee that your communications with your doctor, nurse, biller, and other healthcare 

professionals will be secure and confidential. You can log in using most standard browsers, including 

Internet Explorer, Firefox, Chrome, and Safari. 

1. On the practice's welcome page, click the Patient Portal link. Your secure My Patient Page 

displays in a web browser window.  

2. Next, do one of the following actions: 

 If you already have an account, enter your User ID and password and click the Login button. 

Your user ID is not case sensitive and may be your email address. Note: If you see the 

message "The information provided did not match our records," you may have forgotten to 

verify your new portal account. Go to your email, click the link in the verification message 

from us, and then try logging in with your portal user ID and password. 

 If you do not already have a Patient Portal account with this practice or with any other practice 

that participates in the HealthKey Network, click the create an account link. 

 If you have forgotten your user ID, password, or need to have the practice resend your 

verification email, click the link Can't access your account? 

All practices that participate in the HealthKey Network allow you to use the same user ID and 

password for all your Patient Portal accounts. 

What is a HealthKey account? 

The first time you register online with a doctor’s Patient Portal, you create a secure HealthKey 

account. HealthKey stores your name, address, insurance information, user ID, and password. You 

only need to enter and update this information once! If you register with another doctor’s Patient 

Portal, HealthKey automatically enters this information. To protect your privacy, HealthKey does not 

store your medical information. 

Your HealthKey account is secured by Intuit Health, which provides website hosting for your doctor’s 

Patient Portal and for all other practices that participate in the HealthKey network. 

Changing Your Profile 

Changing your profile information helps to keep your patient portal account up-to-date. 

1. On your home page, click the My Account link.  

2. On the Profile tab, change any of the information that needs to be updated. Required 

information is marked by a red asterisk.  

3. If you would like to upload a photograph of yourself, click the Browse button. Select the 

picture from your local drive and click Open. You can use any of these picture formats: jpg, 

gif, and tiff. The next time you check in for an appointment, the front desk person will confirm 

that your photograph is a reasonable likeness of you.  

4. After making your changes, click the Update Profile button or click the Cancel button to 

cancel your changes.  

 

 



Viewing Your Inbox Messages  

Viewing your messages on a regular basis helps keep you up-to-date with communications between 

you and the practice. Your messages may include lab results, responses to your appointment 

requests, and other healthcare-related messages. You will receive an email notification directing you 

to this page each time the practice sends you information. 

You can quickly identify the type of message we send by its icon:  

Ask a Doctor question  Lab Results  

Appointment Request   

Prescription Renewal    

1. On your patient portal home page, go to your Inbox using one of these methods:  

 Click the message subject under the My Messages heading (the three most recent unread 

messages display here). This opens the message directly. Go to step 3.  

 Click the Inbox link under the My Messages heading. This takes you to the Inbox.  

 Click the My Messages link in the side or top menu on the page, if one is provided. This 

takes you to the Inbox.  

2. Click anywhere in the message to open it. Note: Messages you haven't viewed yet display in 

bold font.  

3. For some messages, our practice will allow you to send a reply. To reply, do the following:  

a. Click the Reply button.  

b. Enter your message text.  

c. If you would like to send an attachment with your message, click the Browse button to go to 

the location of the file on your computer, select the file, then click OK. The attachment's file 

name will display at the bottom of your reply.  

d. Click the Send button.  

4. To save and/or print the message as an Acrobat PDF document, click the View as PDF 

button. The message will display in a separate web browser window as a PDF document that 

you can save to your computer.  

5. Click Close to return to your Inbox.  

6. To view your reply, click the Sent tab, and open the message. Notice that the entire message 

"thread" (all the messages between you and the practice) displays.  

7. To view messages that the practice sent to other family members, click the [yourname] 

Messages link to the right of the Trash tab. If you are the owner of a family account, you 

can look at other family member's messages or everyone's messages. Note: This feature is 

available only if our practice offers the family account feature.  

8. To send a new message to the practice, do the following:  

 . Click the New button that displays under the Inbox tab.  

a. Select a message type, for example, "Appointment Request" or "Online Bill Pay." You will be 

directed to the appropriate start page for the feature.  

9. To delete a message, use one of the following methods:  

 Select the message check box on the Inbox tab, and then click the Delete button. Note: You 

can delete all the messages that display on a page by selecting the check box to the left of the 

table heading Type and clicking Delete.  

 Open the message, and then click the Delete button.  

Note: To return a copy of the deleted message to the Inbox, on the Trash tab, select the 

message check box, and then click the Undelete button. 



Viewing Sent Messages 

Viewing sent messages allows you to keep track of all your replies to messages sent to you by the 

practice. 

1. On your patient portal home page,  

 Clicking the Sent Messages link OR  

 If you are already in the Inbox, click the Sent tab. If no messages are listed, "No Records 

Found" displays.  

2. Click anywhere in the row to open the sent message.  

3. Click the View as PDF link to format the full text of a message as a PDF document for 

printing or saving to your computer. The message opens in a new browser window as an 

Adobe Acrobat PDF document that you can save to your computer.  

4. Click Close to return to the list of sent messages or Delete to send the message to the Trash.  

Viewing Deleted Messages 

Viewing deleted messages periodically helps prevent the loss of messages you may have mistakenly 

deleted. Intuit Health automatically removes deleted messages from the Trash tab after they've been 

there for 30 days. 

1. On your patient portal home page,  

 Click the Inbox link beside the My Messages heading OR  

 Click the My Messages link in the side or top menu on the page (if a link displays here) OR  

 If you are already in the Inbox, click the Trash tab, and go to step 3.  

2. Click the Trash tab to view the messages you deleted in the last 30 days. If no messages are 

listed, "No Records Found" displays.  

3. To delete either an Inbox or a Sent message,  

 Click the check box to the left of the message, and then click the Delete button (it's next to 

the New button) OR  

 Open the message, and then click the Delete button.  

4. To view your deleted message, click the Trash tab.  

5. To undelete a message in the Trash, click the check box to the left of the message, and then 

click the Undelete button (it's next to the New button). The message will return to the Inbox 

or Sent messages, depending on where it was when you deleted it.  

Creating a Personal Health Record (Not Used by BTFP) 

Creating your Personal Health Record is an important first step towards owning and managing all of 

your healthcare information. The Personal Health Record is your single most secure and complete 

resource for information about your medications, doctor visits, illnesses, vital signs, and much more. 

The practices recommends you update your health record periodically, for example, each time you 

visit the doctor, begin a new medication, or receive lab results. 

Depending on how the practice has set up this feature, you create your Personal Health Record either 

in the Patient Portal using the PHR Step-By-Step too or in the Intuit Health Personal Health Record, 

which you access from the Patient Portal, as described below.  

1. On your patient portal home page,  

 Click the Personal Health Record icon OR  

 Click the View link beside the Personal Health Record icon OR  

 Click the Personal Health Record link in the side or top menu, if one is provided.  



2. If you are directed to the Patient Portal page that displays the question "What do you want to 

do today?" go to the next step in this help topic. If instead you are redirected to the Intuit 

Health Personal Health Record, do the following:  

a. Accept the Terms of Service (one time only).  

b. Click the Sharing tab at the top of the Personal Health Record home page.  

c. Complete your registration information. For instructions on how to use the Intuit Health 

Personal Health Record, click the Help link at the top of any health record page.  

3. On the Patient Portal Personal Health Record page, review the descriptive information about 

the health record.  

4. Go to the next step (step 5) if you are creating a new health record, or go to step 6 if you are 

updating a health record that you have previously started or completed.  

5. To start a new health record, click the Create PHR step-by-step link under the New Users 

heading. The page is directed to the first page of the health record, "My Information." A gray 

bar at the top of the form tracks your progress, and a green square indicates which page you 

are working on as you progress.  

 . Review the information that you provided during the online registration process. You may add, 

delete, or update any field as long as there is valid information in all of the required fields.  

a. Click the NEXT>> button to navigate to the next page in the form. If you need to return to a 

previous page, click the <<PREV button.  

b. Continue to fill out each page of the form, and then navigate to the next page. Depending on 

the page contents, you may add multiple items to lists, such as your current medications, 

click multiple check boxes to indicate your family's health history, and type comments in your 

health diary, if desired. Click the Save [contents] or Add [contents] button to save or add 

your information on each page, as appropriate.  

c. Click the Edit or Delete button to modify or delete the information on a page, as appropriate.  

d. Click the Printable Version link to save and print a wallet card that displays a summary of 

your health information, if desired.  

e. Select the sections that you would like to display on the health record Summary View, or click 

the Select All Sections button, and then click the View PHR Summary button. Click the 

Printable Version button to save and print a page-sized copy of the health record summary, 

if desired.  

f. On the last page, click the Notify button to let your doctor know that you have completed a 

health record, even if you have not finished adding information to every section.  

g. Click the NEXT>> button to return to the Personal Health Record page.  

6. To update an existing health record, select a section link under the Returning Users heading. 

Each section page displays an overview of the pages on which you can add or edit the current 

health record information for that section.  

7. From an overview page, you can navigate the health record using the strategy that is most 

appropriate for you:  

 To update the contents on a specific page in a section, click an Add/Edit link. For example, 

click Update My Health Information > Add/Edit to navigate to the My Immunizations 

page.  

 To navigate to the first page of a section, click the Use Step-By-Step to enter information 

link at the top of an overview page. From here, click the NEXT>> button to navigate to each 

subsequent page.  

 To navigate to the next section of the health record, click the Skip to [section name] 

button.  

 Follow the instructions for completing a health record that are described above for new users. 

Note: At any time, you may exit the health record by clicking the My Patient Page link on the menu bar. However, before you 
exit, be sure that you have saved the added or updated information on each page. This will ensure that your personal health 

record reflects the most up-to-date information. 


