Client
Portal
Guide
An instructional guide to assist
clients in navigating the new InSync
Online Client Portal

Thank
You
We at H3 - Hope, Healing, and Health Inc would like to
thank you as our valued client.
During this stressful time — that we are all collectively
experiencing, we thank you for your willingness + openness
in transitioning with us to our virtual counseling space.
As we continue to show up powerfully within the lives of our
clients we ask for your patience, continual openness, and
agility — as we begin to transition to a new electronic
health record.
InSync Healthcare Systems has created a platform that we
will be able to use to: communicate with you with greater
efficiency, simplify the billing process, equip you with the
tools to view documentation from your clinician with ease
and much more!
This guide will give you the opportunity to learn more about
the features included within InSync and how to navigate
them with ease.
We look forward to continually serving you as a valued
member of our community.
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Sign Up

“

Step One:
To initiate the sign up process, your practitioner will send you an email that will
arrive from the sender, “InSync Administrator” with the following message:
H3 - Hope Healing & Health, Inc. would like to welcome you to their
patient portal. Below you will be able to find your activation link to this
portal. The patient portal has many different user friendly
functionalities that proved interconnectivity with you and H3 - Hope
Healing & Health, Inc.

Step Two:
You will click the link in the email to activate your login, once you do as such
you will be guided to the page shown below.
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Sign Up
Step Three:
Once you are at the login screen, you will provide the following information:
• Username
• Date of Birth
• Mobile Number
• OTP (One Time Password)
• NOTE: This OTP will be emailed to you along with the introductory sign up
email
Step Four:
Once you have filled in the above requirements, you will be led to the
patient portal and your login has been successful.
NOTE: This portal will contain confidential information — do not
share you login credentials with anyone.
Take a look below to view the page you will be navigated to once you
successfully complete your login.
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Completing
Required
Forms
Once you create your login, there will be required forms for you to
complete: HIPAA, Consent, and Policies + Missed Appointment Policy +
Telehealth Consent Coronavirus Specific.

Step One:
Navigate to the menu bar on the left hand side of the screen and click on
the link for “Forms / Documents”.
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Completing
Required
Forms
Step Two:
Once you are within the “Forms / Documents” tab, you will be able to view
the documents that your practitioner/front desk has sent over to you.
Initially, there will only be three documents within this list (HIPAA
Consent and Policies + Missed Appointment Policies + Telehealth
Consent Coronavirus Specific).

Step Three:
Once here, click on each of these three items and complete the form online.
When you are completed, ensure that you select, “Submit” so the practice is
notified that you have completed this documentation.

View the next page for
an example of form
completion noted in
Step Three
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Completing
Required
Forms
Step Three Cont’d:
Take a look below to view an example of an open form that you will need to
complete and submit.

Step Four:
The last document that you need to complete is “History”. Clicking on this
link in the menu bar, you will be led to the “Integrative Wellness
Assessment”. This will provide us with history as well as other descriptive
information about you.
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Navigating
the Home
Page
Home / Dashboard
My Profile
Forms / Documents
Assessment Tools
History
Medications
Allergies
Billing
Request an appointment
Messages
Refill a Medication
Education Material
Upcoming Appointments
Account Summary

Homepage where you will be able to view the
functionalities of the Portal
Patient demographics
Required patient forms to be completed
Assessments that your practitioner will send over to
you for completion
Integrative Wellness Assessment
List of current prescribed medications
List of reported allergies
Billing details (Statement, Ledger, Receipts
Send a message to your practitioner to request an
appointment
Correspondence from H3
Request a medication refill
View psychoeducational documents sent to you
List of upcoming visits
Summary of charges
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Messaging
With InSync, you are now able to communicate more seamlessly with H3 —
with an internal messaging system that goes directly to our portal.
Step One:
From your home page, click on the “Messaging” tab.

Step Two:
Once you click on the “Messaging” tab, you will have the opportunity
to view messages sent directly to you as well as send messages out to
our front desk group as well as our biller to be able to obtain answers
to pertinent questions.
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Making
Payments
Step One:
From the client dashboard, click on “epay now”. Note that you will need to
enter the amount you would like to pay, prior.

Step Two:
Once you click here, this dialogue box will appear. To enter your
payment information, click “Pay”.
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Making
Payments
Step Three:
Once you navigate to this
screen enter the required
information to complete
payment.
Prior to clicking “Submit” —
check the two boxes below in
order to save your card and
agree to payment.
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Appointment
Request
Step One:
Navigate to your dashboard home page and click on the link for “Appointment
Request”.

Step Two:
Once here, you will be able to view your practitioner's availability and
request an appointment. Once you submit this, you will receive a message
notification once your practitioner approves or denies your request.
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Questions?
InSync is a platform that will continually update
based on user experience and as new features
become available, they will be communicated to
you via email from our team — to keep you
abreast of new features.
If you happen to have further questions or clarity
about contents of this guide feel free to contact
us directly at support@h3well.com or give us a
call at (586) 335 - 2006
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