
Portal Access Instructions for Patients – Computer Access 
 

1. Look in your email inbox for a message from  outpatienttherapynoreply@pennmedicine.upenn.edu 
that looks like the message below. Click the hyperlink, ‘Create Your Password’, to take you to the portal 
login page. 

 
 

2. Log in using your email address and the temporary password provided in the welcome email 

 
 

3. You will be prompted to confirm your date of birth then create your own password to be used for 
future logins. 
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4. When viewing the home screen, navigate to and select “Profile” located on the left side of the screen.  

 
 

5. Verify your information in the “Personal Info” tab. Under the “Contacts Info” tab, you can add a 
Referring Doctor, Primary Care Physician, Patient Employer (specifically for Worker’s Compensation) or 
an Emergency Contact. Select “Insurance Info” and verify that the insurance information is accurate. 
Click “Save and Return to Dashboard”. 

 
 

6. Navigate to and select “Records” located on the left side of the screen 
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7. Select “Medical History” 

 
 

8. At the bottom of the screen, select the case you are currently being seen for therapy from the drop-
down menu. 

 
 

9. Click “Add Medical History” 

 
 

10. When completing the medical history form for the first time, all required tabs will be highlighted in 
yellow. Every tab must be completed, even if the appropriate response is "No”. For future updates, all 
mandatory fields will be identified by bold text and an asterisk (*). 
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11.  Once all required fields have been completed, select on the “Complete” tab and click “Complete and 
Submit”. 

 
 

12. Next, select “Patient Forms,” located underneath “medical history” in the “records” tab. All forms that 
are not green need to be completed.  

 
 

13. Fill out the assigned forms and select “I have completed and accepted” to save the form. 

 
 

 


