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Logging In and Navigating the Patient
Portal

1 Navigate to https://phoenixfl.org/

https://continuity.consulting/
https://phoenixfl.org/
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2 Click "Patient Portal Login"

3 Enter your e-mail address in the "Username" field and your temporary password,
then click "Sign in"
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4 When you log in for the first time, you will be prompted update your password.
The place to do so is highlighted in yellow. Enter your preferred password here
and again in the "Confirm Password" field to verify it.

5 Click "Save"
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6 The login pop-up screen will appear again. Enter your e-mail address as your
username and your newly created password to verify both and to log back into the
portal after your password update.
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7 Once you have entered your e-mail address and updated password, you will be
automatically taken to the dashboard screen. This screen will show your
upcoming appointments.

8 To view documents that require your attention, first click on the menu icon in the
upper right corner of the screen.
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9 Click on the "To Do List" icon on the left side of the screen. Then click "To Do List"

10 To review and/or sign a documents like Intake Documentation, Consents,
Releases of Information, Treatment Plans, and more click the squiggly icon to the
left of the document you want to review.
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11 When the document appears, you can review it as needed and when you are
ready, click "Sign Document" in the upper right corner of the screen.

12 A new screen will pop-up. This screen will allow you to sign the document. Make
sure that your name is entered in the "Full Name of Signee" field.
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13 Enter your signature in the "Signature" box on the right side of this screen. If you
are using a touch screen device, you can user your finger to write your signature.
If you are accessing the portal for a computer which has a mouse you can click
and hold down the click button and then write your signature with your mouse in
this area.

14 When you are finished, click "Save Signature"



9

15 You can see previously completed documents in the "Documents" area of the
portal. You can also view any Files/Attachments share with you by your provider in
this area as well. Begin by clicking the Menu icon in the upper right of the screen.

16 Click "Documents"
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17 Click "Completed Documents"

18 Click the "Click to view" document icon to the left of document you'd like to view.
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19 To view Billing information, click the menu icon in the upper right of the screen.

20 Click "Billing" to see billing related information and to make payments.
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21 To make a payment, click "Pay by Credit Card"

22 Enter your debit/credit card information
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23 Enter the amount you wish to pay

24 Click "Process Payment"
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25 To switch between any other portal accounts linked to your account begin by
clicking the person icon in the upper right of the screen.

26 Click "Account Settings"
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27 If you have multiple Patient Portal accounts linked to your e-mail address, use the
"Linked Accounts" dropdown to navigate between accounts.

28 When you are finished, click "Sign Out" at the top of the screen. This will log you
out of the portal and makes sure that no one else you are sharing a device with
can access your confidential information.
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29 Click "Sign Out"


