
 

MANAGING STATEMENTS ON PATIENT PORTAL 
 

 

 
 

   

 You will receive an email notification that they have a new statement to view on the portal. 

 You will be brought to the Statements tab the first time they login after the statement has been 

sent to your account. 

 This displays an overview of your current amount due and the last payment date made 

 The statement date that appears on the portal is the date the statement was sent to the portal (not 

the date it was created). 

 The most recent statement will display at the top of the list. 

 You can click the PDF icon to view statement in PDF format 

  

 
  

You can designate your preference for how to receive your statements by clicking Statement Delivery 

Options. 

 

 This will default to Yes. 

 If you do not want to receive paper statements, you should set this to No. 

 You will still receive a statement on the portal, regardless of how this is set. 
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 You simply needs to click Make Payment when ready. 

 When you make your first payment you will need to enter your credit card information. Your name 

and address defaults with information from your info screen. You have the ability change the billing 

name and address. The amount will also default with the Amount Due. 

 

  

 In the credit card prompt, there is a check box to save the credit card on file for future use. If this is 

selected, then the card info will be saved. This information is stored by Easy Pay, which is PCI-

compliant for secure credit card handling. 

 When you have saved your card info and make any subsequent payments, then the previously used 

credit card will appear as the saved payment method with the option to change it. 

 You would then enter the amount to pay and click Submit Payment and confirm the payment. 

 An email confirmation of the payment will be sent to your email address. 

 If you try making another payment before the previous payment has been posted in the office, 

then you will get a message: Payment Pending - You have a pending payment already made at the 

office. Are you sure you want to continue? This will help prevent you from overpaying. 


