GETTING STARTED GUIDE

The Client Portal

with ¥simplepractice

The SimplePractice Client Portal is a secure and SECTIONS:
easy way for you to communicate with your 1. How do I log in?
clinician, request appointments, sign documents, 2. Troubleshooting
and even pay your appointment fees. 3. Documents and forms
H o W D o I L o G I N 2 dject Welcome from Greater Hartford Wellness
The first time that you log in to the Client Portal, =~ = HiJamie
click the link found in the welcome email you Welcome to Greater Hartford Wellness and thank you for making an appointment on
rece iV e d fr om G H W Thursday, July 11th at 9:00 am (EDT) with Kathleen Wawrzyniak Webb. Our office is

located at 40 Avon Meadow Lane 2nd Floor, Avon, CT 06001-3753.

Before our meeting, please use the link below to access the client portal and

Clicking the link will open a new tab in your R A Tormes e
browser where you'll automatically get logged in.

If you have any issues accessing the paperwork, please email our office manager,
Sophie for assi sophie@g hartf com

The deadline to complete this paperwork is 24 hours prior to your appointment date.
If you are not able to complete these forms by the deadline, we will ask you to arrive
15 minutes early to complete the forms in person prior to your appointment.

Greater Hartford Wellness TO LOG BACKIIN:

1. Go to GHW's Client Portal button (on website)
_ + select “access Client Portal”
I'M AN EXISTING CLIENT . . . .
e 2. Click the I'm an Existing Client

Tip: Bookmark page

ENTER T I—m » i A WAL7A TR ‘

for easy future logins.
3. Enter the email address associated with 4. Check your inbox to find the sign-in email (note
your account. Click Email Me a Link. that the email link is valid for 24 hours and can

only be used to sign in once)

®

Enter your email address and we'll send you a o
password-free link to sign in
Your instant sign in link is
% Email address on the way
If an account for hitesh@simplepractice.com exist,

you'll receive an email with the link.

The link expires in 24 hours and can only be
used once.



5' ClICK the Sign In |Ink from the emall to aUtomatlca”y Subject: Sign in to your client portal - MM/DD/YYYY, HH:MM:SS AM/PM (<TimeZone>)
log into your Client Portal. It expires after 24 hours and
can only be used to log in one time.

Important: You must use the .

most recent Sign In link in your Hans's the ik yourscentiyrequssted

inbox. If you requested a Sign In T s ot e s v
link multiple times, make sure to

click on the newest link. m

This one-time link will instantly sign you in until X AM/PM (PDT) on MM/DD/YYYY.

MANAGING MULTIPLE PROFILES

If you're seeing your provider individually and for couple appointments, or if you have minor client(s)
that you're responsible for, you may have multiple client portal profiles. If that's the case, you'll see
multiple icons upon signing in to the client portal. Simply select the profile that you want to manage.

Which profile would you like to manage?

Hitesh Solanki Chris Burmah Philip Martelly Josh Thompson
Brandon Barrier Jimmy Noid TJ Alan

TROUBLESHOOTING SIGN-IN ISSUES

1. Make sure that you're entering the 2. Check the spam/junk folder and any other folders
correct email address and double-check in your inbox for an email from no-

the spelling. Click request a new link if reply@simplepractice.com.

you want to re-enter your email address. Add this address as a contact to make sure you get

these emails in the future.



DOCUMENTS AND FORMS

The first time you log into the Client Portal, you'll see a welcome message from your
clinician. After you click Get Started, you'll begin completing forms for your clinician.

BY CLICKING ON THE CHECKBOX BELOW | AM AGREEING THAT | HAVE READ, UNDERSTOOD AND
AGREE TO THE ITEMS CONTAINED IN THIS DOCUMENT,

Sign here

By adding your sgnature, you e
€Sigrng thvs form

Some documents can be signed electronically by
clicking Sign here at the bottom of the page.

BY CLICKING ON THE CHECKBOX BELOW | AM AGREEING THAT | HAVE READ, UNDERSTOOD AND
AGREE TO THE ITEMS CONTAINED IN THIS DOCUMENT.

Qb foes

Signed by Isabella Jones
Client
March 1, 2021 1:34 PM

Submit & Continue

Once signed, click Submit & Continue to
move to the next document.

After signing some documents, you may be asked to fill out your contact details,
demographics, credit card, and insurance information.

APPOINTMENTS DOCUMENTS  BILUING & PAYMENTS

Contact information
Autosaved at 1:45 AM on 08/10/2021

General info

rformation to understand who you are

First name

Hitesh

REQUEST APPOINTMENT

To view documents that your clinician has shared with you, view the Documents tab.

Olive Branch Clinic

APPOINTMENTS DOCUMENTS BRLLING & PAYMENTS

Documents

Needs to be completed

B Questionairre

& Credit Card Information

‘.. SIGN OUT

REQUEST APPOINTMENT




At the bottom of the Documents tab, you will be able to upload files to share with your
clinician, including pdf, jpg, png, mp3, m4a, or csv files. You can click to view these at any time.

My uploads

Choose file or drag and drop file

Optional description text area

In the Billing tab, you will be able to view invoices, any outstanding balances, your on-file
payment methods, and more.

Total Balance $0

BILLING DOCUMENTS PAYMENT METHODS PAYMENT HISTORY

Select the Payment Methods tab to add or replace the card on file, as well as to pay off any
outstanding balance.

BILLING DOCUMENTS PAYMENT METHODS PAYMENT HISTORY

Cards on File (0) + New Card

DETAILS -@LT CARD @

Scroll to the bottom of the Billing tab to find your newly uploaded superbills (also called
“Insurance Reimbursement Statements”).

Insurance Reimbursement Statements (0) v

Congratulations!

’ You're now ready to start using your Client Portal.




