
Portal-Enabled   Patient   Signature   Instructions   
  

This   guide   will   take   you   through   the   steps   to   download,   complete,   upload   and   sign   a   
form   on   the   Patient   Portal.   If   you   experience   difficulty   with   any   of   these   steps,   please   
contact   your   provider   for   assistance.     
    
1.   Access   the   Patient   portal   using   this   link:    https://patientonlineportal.com/   

  
    
  

2.    On   the   menu   bar,   select   Forms.   

  
  
  
  
  
  
  

https://patientonlineportal.com/


3.   Click   on   the   Uploads/Downloads   option.   

  
    
  

4.    Click   ‘Download’   to   save   the   form   to   your   local   device   to   complete. 

  
  
  

5.    When   the   'Save   As'   Window   pops   up,   you   can   either   use   the   default   name   or   change   
the   file   name.   It   is   suggested   to   save   the   document   to   your   desktop   so   it   can   be   easily  
located.   Click   Save.   

  



6.    Open   the   form   on   your   computer.   If   saved   on   your   desktop,   double   click   the   icon   to  
open.   

    
  
  

7.    Complete   the   form   as   needed/instructed   by   your   provider.   

    



8.    Right   click   on   the   form   and   select   ‘Save   as’.   

    
    
    
9.    If   you   receive   the   Confirm   Save   As   alert,   you   can   click   ‘Yes’   to   overwrite   the   blank   
version   of   the   form   or   ‘No’   to   change   the   name   and   create   a   new   file.   

  
  

You   can   also   choose   to   give   your   form   an   easy   to   recognize   name   when   saving.   

  



10.    Once   the   form   is   saved,   you   will   need   to   upload   it   to   the   patient   portal.    Go   back   to   
the   Patient   Portal   web   page   (see   steps   1   and   2).   
    
      a.    Drag   the   icon   from   your   computer's   desktop   to   the   Uploads   form   box   on   the   web   
page.   

  

    
    
      b.    The   second   way   that   the   form   can   be   uploaded:   
    
        -   Click   within   the   Upload   Form   bar.     

  
    
        -   Find   the   file   and   click   Open.   

  
    
  
  
  
  
  
  
  



11.    You   will   get   a   notification   that   the   form   has   been   uploaded   successfully.   

  
    
  

12.    After   the   form   has   been   uploaded,   it   is   now   ready   to   be   signed.   Click   the   Sign   
button.   

  
  
    
13.    This   window   will   pop   up   to   allow   you   to   sign.   

    



14.    Use   your   mouse   to   sign   your   name.   Click   ‘Clear   Signature’   if   you   want   to   sign   again   
or   ‘Cancel’   if   you   wish   to   sign   later.    Once   you   are   satisfied   with   your   signature,   click   the   
‘Authorize   Signature’   button.   

    
    
  

15.    After   clicking   the   Authorize   Signature   button,   this   popup   will   show   in   the   bottom   
right   of   the   web   page.   

  
  
  

The   document   is   now   signed   and   is   available   for   your   provider   to   view.   
  
  


