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Patient Portal Guide

1 From your email, where you are going to request Portal registration

https://scribehow.com
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2 Fill in all required information and click on Request Access

3 Check email for an invite then Click "Continue to Portal"
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4 Create a password then click "Register"

5 Bring you to Main screen then you can chose a tab like Messages- to get the link
for the Spruce App.
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6 Forms- this will show you all completed forms or new forms needed to be filled
out. You will also get an email when we first send these out. Click "complete form"
to fill out.

7 Journals "screeners"- This will show any pending or completed screeners. You will
also get an email when we first send these out.
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8 Click "Submit New Entry" to fill out pending journals.

9 Invoice will contain all invoices, you will be able to click on invoice to pay them or
print out a PDF once paid. Superbill should be located here but if you don't see it
please let us know and we will resend it if needed.



6

10 Signature Requests will be found here for any documents that require your
signature but may be missing when we received documents or provider is
requesting a signature for any documentation/agreement.

11 Shared Documents will hold any documents that have been requested or we are
sharing letter through here for any reason.



7

12 Here is where all card or banking information can be seen.

13 Need to update your Credit card on File. Click "Add New Credit Card"
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14 Enter in new card information and hit confirm.

15 All you Prescriptions will located here once our providers have entered them into
our system. This also show Book option for appointment, click "book" to go to our
appointment calendar.
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16 Find your provider and click on them

17 Chose the type of appointment needed, Click "Book Now"
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18 Find the date to see available times

19 Click on the time that you would like



11

20 Verify information and Click "Continue"

21 Click the "I have read and agree to the
Terms of Service." field.
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22 Click "Confirm Request"

23 To see all your Appointments Click "Appointments"
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24 Look at your appointments, they will state "waiting confirmation" or "confirmed"

25 Click "Actions Toggle Dropdown" to confirm, reschedule or cancel appointment.
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26 When caneling appointment please provide a reason then Click the "Yes, cancel
this appointment".

27 Click "Go back" or "Book New Appointment"


