Patient Portal User Instructions
1. Once an FCA staff member activates your Patient Portal account, you will receive an email with your User ID and Temporary
Password. Make a note of these, or print your email message; you must enter these exactly as they appear (upper- or
lowercase). This email also highlights some of the features of Patient Portal, and the internet link to our Patient Portal. You
may click this link, or visit our clinic website at www.familycareassociates.com and choose “Patient Portal” from the left
menu.

Patient Portal Link
User ID shows here
Password

2. Once you’ve made note of, or printed your email, click the “Login URL” link (note- you may have to hold the Ctrl key on your keyboard
while you click on the link). This will open the Patient Portal login screen.
3. Enter your exact User ID (User Name) and Password and click “Login.” If you ever forget these credentials, or have issues logging in,
click the “Can’t access your account?” link and get help retrieving either your User Name, Password, or both. This log in screen also has
important information for setting up Portal on-the-go! Download the free Healow app and enter Family Care Associates’ practice code
“ICCDAA.” Follow in-app instructions for setup and linking your Portal accounts (family members). Step-by-step set-up instructions are
included in this document.

4. When you log in for the first time, you must validate your identity. You are only required to answer one of the questions in order to
authenticate yourself. Click “Submit.” This is an added layer of security for first-time users

5. Now, you must set up your permanent password and security question (used to help retrieve your password if needed). Create a
password that is easily remembered, but not too easy that it can be guessed. Try to use a combination of upper- and lowercase letters,
numbers, and/or characters. Enter the “New Password” (a security feature will show you whether your password is considered weak
normal, or strong). Clicking the “eye” icon (not shown) will allow you to see what you’ve typed. Once you’ve created your new
password, re-type it in the “Confirm New Password” field.
6. Choose a default security question, or create your own. Make sure the answer to your question is easily remembered. Try to keep your
answer short. Once these are completed, click “Submit.”

7. Congratulations! You have now successfully accessed your personal Patient Portal account! Your Portal “Dashboard” or home screen
uses “tiles” to give you an overview of your upcoming appointments, messages, medical records, latest statement, current medication,
and latest lab results. Use these tiles as shortcuts, or navigate using the links on the left panel:

Expand for
Welcome message

“Tiles”

Left panel navigation, see below

Click to return to the main screen (shown above)

Click to view and/or print lab/diagnostic results
View a listing of appointments, click individual appointment to see the visit summary
View printable record of health problems, allergies, history, medications, etc.
Condensed version of the link above, easily view allergies, vitals, medications, and immunizations

View and make changes to demographics

View statements and make payments (note: the posted balance does not
reflect payments made between statement cycles)
Review electronic payment history
If you share your Personal Health Record, click here to review sent history/status
If you use Healow, click here to show what devices it is installed on, and retrieve your PIN

View your message inbox (similar to email). Create messages, view sent and deleted messages
View and request a refill of your current medications
Request labs (choose from default options or comment in the “Message”)
Same functionality as composing a message from your inbox, quick link to send a message

View scheduled upcoming appointments
Request a new appointment (non-urgent)
View listing of past appointments, use “Visit Summary” link for appointment details

Not yet used

Health status alerts/reminders if applicable

To Create a New Message:
•

Option 1
1. Click “Create a message” from the home screen (Dashboard) “Messages” tile:

2. Enter the Subject, address the message to a specific provider or staff (optional), and type
your message in the “Message” section. Click Submit to send.

•

Option 2
1. From the “Messages” band on the left menu (see right), click
“Ask the Practice” and follow instructions in Option 1, #2 above.

•

Option 3
1. From the “Messages” band (see below), open your Inbox. Click
“Compose” and follow instructions in Option 1, #2 above.

To View Lab Results:
•

Option 1
1. Click on the test hyperlink in the “Latest Lab Results” tile on the home screen (Dashboard) to
view a recent, individual test.
2. Or, choose “View all my labs” in the lower right corner and click the test to view results:

•

Option 2
1. From the “Medical Records” band click “Lab/Diagnostic Report”
(see right). Follow instructions from Option 1, #2 above.

To Request a New Lab:
•

Option 1
1. Click “request new lab” from the bottom left of the
“Latest Lab Results” tile on the home screen (see below):

•

Option 2
1. Click “Lab/Diagnostic Report” under the “Medical Records” band. Click “request new lab.”

•

Option 3
1. Choose “Lab Request” from the “Messages” band on the left menu:

2. The “New Lab Request” window opens.
 Select the lab(s) being requested from the list, or include in the message section
Note: you can make multiple selections by holding the Ctrl key and clicking the labs


Enter any notes or messages (ie, best appointment time, etc). Click Submit.

To Pay Your Bill Online:
1. Open your statement by clicking “See statement details” on the “Latest Statement” tile on
the home screen:

Or, click “Latest Statement” from the “My Account” section of the
left menu:
2. Once the statement opens, review the details and choose
“Pay Bill” located at the bottom of the screen:

3. The “eClinicalWorks ePayment Gateway” window will open,
(see next page):
 Name/Address information is pre-populated.


Enter the credit/debit card number , CVV
(three-digit security code on the back of the card),
and the expiration date



Pay the full amount of the bill (again, pre-populated), or
delete and re-enter the payment amount of your choice



Click “Make Payment” and choose “OK” to confirm

4. Review and/or print the receipt. Payment history is available by clicking “Transaction Logs”
on the “My Account” band.
***IMPORTANT NOTE! Portal does not yet update balances once payments are made. The balance
shown is the amount of the latest statement ONLY and updates only as new statements are sent. Please
be certain of the amount due before making your payment. Thank you!

To View and Request an Appointment:
1. View an upcoming appointment on the home screen, “Upcoming Appointment” tile. You
may also request a new appointment by clicking “New Appointment” on this tile:

2. View details of the appointment, by clicking the link on the tile, or by clicking “Upcoming
Appointments” from the “Appointments” band on the left menu. You may also request to
reschedule or cancel your appointment from this screen:

3. Request a new appointment by clicking “New Appointment” from the home screen tile (see
above), or by choosing the same option from the “Appointments” band on the left menu
(see above). The “New Appointment Request” window opens. Complete the fields, leave
any relevant messages, and click “Submit”:

4. FCA scheduling staff receives your request and creates the appointment and sends a
confirmation message via Portal. If the request conflicts with scheduling availability, staff
will send questions or alternate suggestions via Portal message.

To Request Medication Refills:
1. Click “request refill” from the “Current Medication” tile on the home screen, or by choosing
“Refill Request” from the “Messages” band on the left menu:

2. The “Current Medication” window opens. Click the box next to the medication needing
refilled and click “Refill Request.”

3. The “Refill Request” window opens. The “Pharmacy” field is pre-populated with the primary
pharmacy on file in the chart. If a different pharmacy is preferred, clear the field and begin
typing the new pharmacy name, city, state, or ZIP. Choose from the populated list and avoid
any options that are not complete. IMPORTANT NOTE- when changing from the default

pharmacy, always include the name of the new, preferred pharmacy in the “Message”
section.
4. In the “Message” section, provide an answer for the number of refills request for each
medication. Scroll to the end of the message and provide the best contact phone number. In
the “Comments” section, leave any specific notes and provide the preferred pharmacy
name, address, and phone number if different from the default. Click “Submit.”

5. FCA refill staff receives the request, reviews, and sends to the requested pharmacy. Please
allow 48 hours for medication refills.

To Download and Activate Healow (mobile app):
1. On your mobile smartphone, open either the App Store (Iphone) or Google Play (Android).
Note: directions are provided based on an Android system.
2. Search and select “healow.” Click “Install” and “Accept.” Once installation complete, click
“Open.”
3. Click “Get Started” followed by “Find my Doctor.”
4. Choose the third icon and enter practice code “ICCDAA.”
5. When Family Care Associates is found, click to begin account set-up
6. Log in with your Portal user name and password, choose relationship “myself”
7. Set up an easy-to-remember four-digit PIN. Re-enter to confirm
8. Review the in-app tutorials
9. To link other accounts, click the down-arrow next to the name at the top of the screen.
Choose “Link Another Account.”
10. Follow steps 4 and 5 above. Log in with the Portal user name and password of the individual
you are linking. Set the relationship status appropriately.
11. Swipe the screen to the left to access each linked account
12. Use the Settings icon (upper right) to manage each account
13. NOTE: if you have trouble linking/logging in to accounts, try logging into to Portal from a
desktop first. It may prompt you to change a password, or give additional information. If
“status inactive” error, contact our office.

2

3

4

6

5

6

7

9

11

12

Miscellaneous Information:
1. Use the “Practice Details” menu (located on the far right) for information on Family Care
Associates’ medical providers, working hours, directions, and policies. NOTE: press the “Ctrl”
key on the keyboard while clicking the link provided. This will open a separate tab for our
clinic website.

2. Click “Dashboard” on the left menu, or the home icon in the upper right to return to the
home page from any screen:

3. Each section of the left menu can be expanded or collapsed using the arrows to the right of
each section. To easily collapse all sections, use “Collapse all” at the top of the menu (see
image above).
4. Each patient has an individual Portal page. Families may choose to set up a single password
for each account, but each individual must keep the unique user name. Portal information
and correspondence is directly linked to the medical record so requires each patient account
to be unique.
 To easily manage several accounts, download the FREE Healow app to any
smartphone and link all family members under one easy-to-manage group
account (see instructions above).
5. Patients are encouraged to keep log in credentials private. However, many find it helpful to
share with a trusted family member or caregiver who helps manage his or her health care.
These individuals may log in and utilize Patient Portal on the patient’s behalf.
6. We strongly encourage all patients to set up and actively use their Patient Portal. With its
many functionalities, Portal opens communication between you and our providers and
staff without the need for a phone call or visit to the office. Manage your refills, request
routine appointments, or review your latest lab results all at your convenience! And,
because Portal securely stores your personal health records, use your mobile device to
easily log in and share information during a visit to a specialist or hospital.

