
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. 

 

 

 

 

 

 

 

 

 

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 
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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. 

 

 

 

 

 

3. Click Change Profile. 

 

 

 

 

 

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. 
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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. 

 

 

 

 

 

 

 

 

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. 
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CREATING NEW APPOINTMENT REQUESTS  

1. Login to your Client Portal.  

2. Click Appointments in the top navigation. 

3. Click New Appointment button. 

 
  

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

 

 

 

 

 

 

 

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. 
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5. Double-click and drag in any available space on the calendar to select the 
date & time 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 to 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. 
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RESCHEDULING APPOINTMENTS  

1. Click the Appointments tab. 

2. Click Reschedule for the appointment. 

 

3. The Reschedule Appointment page opens. 

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

 

 

5. Make desired changes to the Date/Time and click Save.  
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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. 
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3. A pop-up window opens to confirm appointment cancellation. Click 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. 

  

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. 
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REPLY TO A MESSAGE 

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

 
  

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. 

 
  

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

 

 

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. 
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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. 

  

 

  

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. 
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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. 

 
  

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

4. Use Save & Back and Save & Next buttons to 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. 
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6. On the last page, review all Forms and make any necessary changes. 

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

8. 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. 

 

 

 

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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