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Patient Dashboard:

*DASHBOARD Menu

  2.    Appointments

3.     Billing

4.    Messages
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Request, Print, 
Add to Calendar

Make a Payment, 
Add Credit Card  

on File

Communicate with 
our office

Complete unsigned 
patient forms & 

medical history 48 hrs 
BEFORE first 
appointment
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1. Check Notifications. 

Any in Yellow Need Immediate Attention

2. Select the                       button next to the item 

to complete 

3. As you complete the item, Notifications will 

go away.

Patient Dashboard:
How to Complete New 
Patient Info

Dashboard tab: Notifications

Complete missing or 
unsigned patient forms 

& medical history 
BEFORE 

first appointment

Notifications:

48 hrs 
Before
Appt



1. Click                 button on Notification that 
says “You have some Unsigned Patient 
Forms.”

2. Unsigned Forms window will pop up.  

3. Review Forms or Complete with 
requested information & Select “I’ve read 
and accept this form” for each subsequent 
form.

Patient Dashboard:
How to Complete 
Signature Forms 

*Notifications: Unsigned Forms

*
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1. After final form has been acknowledged,
             Add YOUR Electronic Signature on File

IMPORTANT: This should be YOUR name as 
the signer and Authorized 
Representative/Parent/Legal Guardian of the 
child.  This Should NOT be the child’s name. 
Children cannot sign consent forms. 

2. Click the Finish & Save button

Patient Dashboard:
How to Complete 
Signature Forms 

*Notifications: Unsigned Forms

*
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Before you begin:
Important: 

● This History Form is comprehensive. 

● Set aside 5-15 minutes of uninterrupted time to 

complete it. Depending on complexity of your 

child’s condition it could take less or more time. 

● A Computer with Chrome browser provides 

the best experience, but you can complete it on 

a tablet or smartphone 

Patient Dashboard: 
How to Complete 
Pediatric Medical History

*Records tab: Medical History Subtab

*



Reminders while completing: 
Important:

● Click through and Complete ALL 6 
Tabs and 7 Sub-tabs under the 
Developmental History Tab. 

● This MUST be complete at least 48 
hours BEFORE your Scheduled 
Evaluation Appointment. 

● Incomplete History may require us to 
reschedule your Evaluation to a later 
date. 

Patient Dashboard: 
How to Complete 
Pediatric Medical History

Complete ALL Tabs BEFORE selecting 

Save and Close History Button



1. Select Add Pediatric History button

2. This will open up the Pediatric History Form

Patient Dashboard: 
How to Complete 
Pediatric Medical History

*Records tab: Medical History Subtab

*
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Pediatric History: Tabs 1-3

Pregnancy/Delivery Following Birth Medications/Allergies



Pediatric History: Tabs 4-6 (subtab 1) 

Tests/Procedures Medical Conditions Developmental History 
Motor-Play



Pediatric History: Sub Tabs 2-4

Developmental History
Speech-Language

Developmental History
Feeding

Developmental History
Sensory/Social-Emotional



Pediatric History: Sub Tabs 4-7

Developmental History
Therapy/School History

Developmental History
Equipment

Developmental History
Home Environment

Last Step



1. Review Your Child’s Personal Information
 for Correctness. 

2. If incorrect, Message Us with correction.

3. Patient phone numbers should be blank 
because our patients are minors and do 
not receive calls or texts from our office. 

4. All contact updates will be done on 
Contact Info tab for the Authorized 
Representative: Adult Caregiver/Parent.

Patient Dashboard:
How to Complete 
Profile 

*Profile Tab: Personal Info Sub Tab

*



Patient Dashboard: 
How to Review & 
Update Contact Info

*Profile Tab: Contact Info Subtab
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1. Review Registered Contacts.

2. Message the office to update any contact 
information for Registered Contacts

3. Review and add/update:
a. Referring Doctor
b. Primary Care Physician
c. Emergency Contact
d. Any Additional Contacts

4. Once Added, select SAVE and Return to 
Dashboard button
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Patient Dashboard:
How to Add Other 
Contacts

Profile Tab: Contact Info Subtab

1

2b1. Add additional contact persons here. 

2. Add anyone who may bring your child to 
therapy other than you. 
a. Include address
b. Include cell phone
c. Include email address
d. Mark as Authorize Representative
e. Emergency Contact 

3. Once added all additional contacts, 
select SAVE button.
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Patient Dashboard:
How to Add & Update 
Insurance Info

*Profile Tab: Insurance Info Subtab
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1. Review your Primary & 
Secondary Insurance 
Information by clicking the tabs

2. Message the office to update 
insurance info 

3. Upload front & back of 
insurance card for all 
insurance policies that cover 
your child

1  

*



1. Select Upload Insurance Card button

2. Secure Message will open

3. Select Upload button

4. Browse to select Card image

5. Select Category dropdown

a.  “Insurance Card Front”

6.  Select Add Another Upload button

7. Browse to select Card image

8. Select Category dropdown

a.  “Insurance Card Back”

9. Select Send Message button

Your card will be sent directly to your 

child’s patient chart! 

Patient Dashboard:
How to Upload Card

Profile Tab: Insurance Info Subtab
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1. Select Open Secure Message and Upload 
Documents button

2. Secure Message will open

3. Select Upload button

4. Browse to select a document

5. Select Category dropdown

6. Select Send Message button

Your document will be sent directly to your 

child’s patient chart! 

Your document will be sent directly to your 

child’s patient chart in documents! 

Patient Dashboard:
How to 
Upload Documents 

*Records Tab: Upload Documents Subtab
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Thank you! 
Please reach out to us with any questions!

828-670-8056

www.carolinapeds.com


