
HOW TO: Patient Portal Setup & New Patient Paperwork 

1. An email from InSync Administrator will be sent to the patient and patient’s representative.

Please find the New Patient Forms and complete when received.
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2. Enter the Date of Birth and Mobile phone number. 

3. Read through the Terms and Conditions and click I AGREE.
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4. You will be prompted to enter a new password and re-enter it again. It must have at

least 8 characters, including 1 upper case letter, 1 number, and 1 special character.

5. Please read through the Warning and click OK.
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6. Inside the Patient Portal, this is the Home Screen. You can view your balance, upcoming

appointments, messages, and education materials. You can also update your  
demographics, including medications and allergies.

7. To access the New Patient Paperwork, please click on Forms / Documents on the left hand

side, and click on the blue link for New Patient Packet.

8. If you try to Submit the form without all the required information, the required fields will be

outlined in red. The Signature is captured inside the box to the left of the blue pen.



HOW TO: Patient Portal Setup & New Patient Paperwork 

9. Signatures can either be drawn on the screen under the Manual tab or typed in under the Type

tab.




