PEACE THERAPY CLIENT PORTAL INSTRUTIONS:

The Theranest Client Portal is a HIPAA-compliant portal that you can use to send
messages or documents straight to your provider as well as self-schedule

appointments at your convenience.

All telehealth appointments are conducted via Theranest's Client Portal so you will
be unable to meet with your provider virtually until your account has been

activated.
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CLIENT PORTAL REGISTRATION

The Client Portal invite will be sent to the email address you have on file with your
therapist with the subject: Peace Therapy, LLC has invited you to Join the
Client Portal

1. Locate the Invite email and click Join Client Portal button.

inyi oin the Client Portal ( Summarize this email

) 4\ Reply €\ Replyall > Forward &

Hello Guest

Peace Therapy, LLC has invited you to create an account inthe Client Portal.
By creating a free Client Partal account, you will have access to your account
details from virtually amywhere.

Get started today — it takes less than 1 minute!

Just register your account and create a password using the link below.

After you create an account, you can access it any time from
page for the future!

' Join Client Portal

2. Create Password (must be 6 or more characters) and click Sign Up.

The account will be created for the client receiving services and will include their
First and Last name as well as the email that the Therapist has on file

Peace Therapy, LLC

Client Portal Sign Up

Enter your information below to create a client
portal account. If you are a parent or guardian
creating an account for a minor, please enter their
information.

Client First Name
Client Preferred Name
Client Last Name
Email

Password

SHOW

T



ACCOUNT SHARING AND SWITCHING BETWEEN ACCOUNTS

If you have multiple family members who receive services at Peace Therapy, they
will all be accessible within the same client portal through whichever client account
was set up first.

Changing Accounts on a Computer or PC

1. Login to your Client Portal Account.

2. Click the account name in the top right corner.

B FORMS . $ INSURANCE & BILLING & APPOINTMENTS CALENDAR B DOCUMENTS INBO

To save time before your first session, please fill out intake forms

& Appointments

Show ‘ All Ilm Kept ‘Appointments

. .
3. Click Change Profile.
B FORMS . $ INSURANCE & BILLING. B APPOINTMENTS CALENDAR B DOCUMENTS 4 INBOX GUEST v o

4 Change Profile >

2 Profile

To save time before your first session, please fill out intake forms ‘

E Appointments £E Demographic Info r

# Signature

Show All Kept | Appointments © Log Out

No appointments to show.

4. Select the Client Profile you want to access. You will now be viewing the
Client Portal as the other client and will be able to complete paperwork,
message your provider, or schedule appointments.

B FORMS - $ INSURANCE & BILLING & APPOINTMENTS CALENDAR B DOCUMENTS 4 INBOX GUEST v o

< Back

To save time before your first session, please fill out intake forms

—
v Guest User
& Appointments t‘

Show All Kept ‘ Appointments

No appointments to show.



Changing Accounts on a Phone or Mobile Device
1. Login to your Client Portal Account.

2. Click the three dashes at the top right to open the menu and select the
drop-down arrow next to the account name.

#  peacetherapyllc.mytheranest.com ()

=]

& rorvs [l)

$ INSURANCE & BILLING
# APPOINTMENTS
GALENDAR

B DOCUMENTS

& INBOX

GUEST «

%% Change Profile >

3. Click Change Profile and scroll down to see the Client Profile you want to
access. You will now be viewing the Client Portal as that other Client and will
be able to complete paperwork, message your provider, or schedule
appointments.

#  peacetherapyllc.mytheranest.com (T

B

#+  peacetherapyllc.mytheranest.com  (fy

=]

&rorvs [l

3 INSURANCE & BILLING

B DOCUMENTS

i APPOINTMENTS

GUEST =
CALENDAR

< Back
B poGUMENTS
= INBOX v Guest User

Guest 2

o

GUEST «

48 Change Profile >
~—




CREATING NEW APPOINTMENT REQUESTS
1. Login to your Client Portal.

2. Click Appointments in the top navigation.

3. Click New Appointment button.

Ei FORMS . $ INSURANCE & BILLING = APPOINTMENTS ) CALENDAR

To save time before your first session, pleas{yfill out intake forms

E Appointments 0—>
Show All Kept Appointments

Date/Time Therapist Service Location Status Actions

09/22/2022, 08:30 AM - 09:30 AM Main Admin  Family psychotherapy (without the patient present) Primary Location X Cancel

4. The appointment pop-up window will open. Select the following:

2= Hello Guest!

m Let's get started.

© Select Provider

Select who you'd like to schedule an Appointment with.

©® Select Forum

Select how you'd like to see your provider.

In-person v

© Select Service

Based on the selected Provider, select the Service for this Appointment.

Type ahead or select from the available services list...

o Provider - who you would like to schedule an appointment with
o Forum - select in-person or telehealth

o Service - based on the selected provider, select the service for the
appointment

o Availability - see available times based on the selected provider's
schedule.



5. Double-click and drag in any available space on the calendar to select the
date & fime for the appointment.

NOTE: Unavailable times are greyed out on the calendar.

6. Click Save.
7. Click Submit New Appointment.
8. Click View My Appointments fo see the new appointment.

You will receive an email notification that the Appointment is waiting for your
Therapists’ confirmation.

NOTE: Click the Manage Appointment button to make changes to your Appointment
Request.



RESCHEDULING APPOINTMENTS
1. Click the Appointments tab.

2. Click Reschedule for the appointment.

Ei FORMS . $ INSURANCE & BILLING 5} CALENDAR

To save me Delone your first Sassion, please TN Intakea forms

B8 Appointments

Show Al Kept  Appointments

Date/Time Service ation Actions

05/26/2023, 02:00 PM - 03:00 PM CST Individual and Language Speach Tharapy Primary Location ) X Cancel
05/26/2023, 12:00 PM - 01:00 PM CST Individual and Language Speach Therapy Primary Location ) Aeschy 8 M Cancel
06/25/2023, 05:00 PM - 06200 PM CST Individual and Language Speach Tharapy Primary Location

3. The Reschedule Appointment page opens.

4. Double-click on the appointment to open the appointment window.

EBForvS[]  SINSURANCE&BILLING & APPOINTMENTS CALENDAR

O Reschedule Appointment (-—9

Drag-and-drop or double-click the appointment to reschedule it.

Day Week Et?gl Today <4 >
HE
Mon, 19 Sep — Sun, 25 Sep
Men, September 19 Tue, September 20 Wed, September 21 Thu, September 22 Fri, September 23
07:00 AM
08:00 AM
09:00 AM - 10:00 AM
09:00 AM

Main Admin

Individual and Language
Speech Therapy

5. Make desired changes to the Date/Time and click Save.



09:00 AM - 10:00 AM Individual and Language Speech Therapy

Provider

Main Admin

Service

Individual and Language Speech Therapy

Location

Notes

Time

| 10:00 AM VH September VH 23 VH 2022 V| - ‘ 11:00 AM VH September VH 23 VH 2022 v

é Cancel

CANCELLING APPOINTMENTS

NOTE: Per the Financial Responsibility form completed as part of our office’s
intake paperwork, appointments are specifically held for the client and it is
important that you provide a 24-hour notice if you intend to cancel or not attend.
We fully understand that life happens and unpredictability is inevitable, however
we request that if you have something come up and are unable to hold your
appointment, you must contact the provider or office at least 24-hours in advanced
to inform us of this change or you will be charged a cancellation fee as this affects
the provider and takes appointment slots away from other clients.

1. Click the Appointments tab.

2. Click Cancel for the appointment.

B FORMS . $ INSURANCE & BILLING = APPOINTMENTS ) CALENDAR

& Appointments 1

Show  All Upcoming Kept  Appointments

Date/Time Therapist Service Location Status Actions
09/23/2022, 10:00 AM - 11:00 AM Main Admin  Individual and Language Speech Therapy Primary Location % Cancel

09/23/2022, 12:00 PM - 01:00 PM Main Admin Individual and Language Speech Therapy Primary Location * Cancel



3. A pop-up window opens to confirm appointment cancellation. Click Cancel
Appointment.

Confirm appointment cancellation h

Are you sure you want to cancel this appointment?

Don't Cancel Cancel Appointment

CLIENT PORTAL MESSAGING

The secure messaging feature is for Clients and Therapists to communicate in a
secure and HIPAA-compliant way. You can view and access messages at anytime by
clicking Inbox from in the top navigation menu.

« Unread Messages - Bold messages are unread. You can see how many
messages are unread on the left and right sides of the page.

Bj FORMS . $ INSURANCE & BILLING = APPOINTMENTS [¥1 CALENDAR

£4 Inbox

Sent
. test message =
To: test user 1 test Today [

Email Notifications - The software automatically emails clients when any new Client
Portal message that has not been read within 15 minutes of the original submission.



REPLY TO A MESSAGE

1. You can reply to any message from the Inbox or Sent page.
& Inbox

Inbox 0
Sent \
test user 2 Today

test without cc
Trash

2. Open the message and click Reply. A new message window will display below
for your reply. You can see any contact who has been copied on the message.

to Test Client2 Today

Cc'd Me

reply test \

3. Enter a message and click Send. You can see any contact who has been
copied on the message.

To

Ce contact test @

Message

Hi H2 H3 B I T
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COMPOSE A MESSAGE

You can compose a new message to any of your assigned providers from the Inbox,
Sent, or Trash, by clicking on the Compose button.

1. Click Compose.
2. Enter message information.

3. Click Send.
£4 Compose o—)

Inbox 0 To
t

Ce » contact test

n
Trash Subject

e Message

Se

TRASH

Each message will remain in the trash for 15 days before it is permanently deleted

from your account. You can move messages from the trash back to the Inbox to
avoid permanent deletion.

1. Move Message to Trash

o Click the trash can on the right of the message OR select multiple
checkboxes to the left of the messages and then click Move to Trash

at the top. You will receive an alert that this message has been moved
to the trash.

£ Inbox

Inbox 1

Sent / \
i s Today i
Trash test reply

test user 2



2. Permanently Delete a Message
o Click the Trash link to see messages you have moved to trash.

o Select one or multiple messages and then click the Permanently
Delete button.

IMPORTANT: Permanently deleted messages are not retrievable.

£4 Trash
Inbox 0 q Attention! Please note! Once a message is moved to Trash it will be permanently deleted after 15 days.
Sent
Trash é i R

é “|  testuser 2 tes"'r;;.;' Today

MOVE TO INBOX FROM THE TRASH

Go to Trash and locate the appropriate message. Select one or multiple messages
and click Move to Inbox button at the top.

£ Trash
Inbox 0 Attention! Please note! Once a message is moved to Trash it will be permanently deleted after 15 days.
Sent
Trash é ) K

# v testuser 2 b 'r;;; R Today

11
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COMPLETING PAPERWORK

IMPORTANT: Each form has a one-hour time limit to complete before you will be
logged out due to inactivity. If you need more time or need to finish the form at a
different time, click the Next button to save your information.

1. When your provider sends paperwork to complete, click Forms in top header.

2. Click Complete Forms.

Bj FORMS . $ INSURANCE & BILLING & APPOINTMENTS E4 INBOX

B Forms 1

Show u Pending Completed Forms

Shared Form(s) Date Sent Date Completed Status Actions

Informed Consent for Psychotherapy, Notice of

01/06/2021 04:22 PM - (£
Privacy Practices, Standard Intake Questionnaire T—

3. Scroll down to read and complete Form. If there are required fields, you will
not be able Yo move to the next form until you have completed them.

4. Use Save & Back and Save & Next buttons o move back and forth between
Forms. This will save your progress in case you need to exit and finish at
another time.

5. The progress bar is displayed at top.

Complete Intake Forms
To save time before your next session, fill out the intake forms below. Clicking Next saves your data. To avoid losing your data, do not close your

browser until finished.

Bj Notice of Privacy Practices

THIS NOTICE DESCRIBES HO! INFORMATION MAY BE USED AND DISCL ‘OU CAN GET ACCESS TO THIS
INFORMATION. PLEA IT CAREFULLY.
LAY PLEDGE HEGARDING HEALTH INFORMATION:

| understand that health information about you and your health care is personal. | am committed to protecting health information about you. | create a
record of the care and services you receive from me. | need this record to provide you with quality care and to comply with certain legal requirements.
This notice applies to all of the records of your care generated by this mental health care practice. This notice will tell you about the ways in which |
may use and disclose health information about you. | also describe your rights to the health information | keep about you, and describe certain
obligations | have regarding the use and disclosure of your health information. | am required by law to:

- Make sure that protected health information (“PHI") that identifies you is kept private.
- Give you this notice of my legal duties and privacy practices with respect to health information.
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On the last page, review all Forms and make any necessary changes.

Scroll to the bottom and add your Signature via mouse or keyboard.

& N o

Click Save Signature button.
9. Click Sign & Submit.

IMPORTANT: Saving your Signature and Submitting are two separate steps. You
must complete both to complete your Intake Forms.

Draw Signature

: , A Saved Signature
Draw your signature using mouse, pen or finger

If you are under the age of consent, a parent or legal guardian signature can be used. By clicking "Save
Signature”, you acknowledge that this is a legal representation of your signature.

By signing this | acknowledge that I've read, fully understand and gifee to all information contained here.

IF YOU HAVE ANY FURTHER QUESTIONS, PLEASE REACH OUT TO YOUR
THERAPIST VIA THE CLIENT PORTAL OR SEND AN EMAIL TO OUR
OFFICE MANAGER SKYLER AT SKYLER1@PEACETHERAPY.NET

Peace Therapy, LLC. 180 N. Bridge Street
10461 Ben C Pratt 6 Mile Cypress Parkway, Unit 504 Suite B
Fort Myers, Florida 33966 Labelle, Florida 33935

239-986-9662
Skyler1@peacetherapy.net
Peacetherapy.net
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