
1 
 

 

 

 

 

 

 

 

NEW PATIENT 

HANDBOOK 
 

Click on the  
bookmarks 
to be taken 

to the 
desired page. 



2 
 

INDEX 

 

Completing New Patient Registration Forms 

Requesting access to the Patient Portal                                                        

Information stored in your Patient Portal account                                          

Requesting an account                                                                                  

Forgot your password?                                                                                  

Patient Portal options                                                                                     

Requesting a NON-EMERGENCY appointment                                                

Sending a NON-EMERGENCY message                                                          

Making changes to your name, contact information, and medications          

Submitting forms and records                                                                           

Accessing the resource library                                                                         

Logging out of the Portal and managing your account                                             

Preparing for your appointment                                                                   

Completing and submitting your PHQ-9 and GAD-7 forms                                  

Paying your coinsurance or copayment                                                           

Logging in to Doxy.me                                                                                       

Requesting records 

  



3 
 

COMPLETING NEW PATIENT REGISTRATION FORMS 

 

It is very important that you submit the New Patient Registration 

Forms at least 24 hours prior to your appointment. If we do not 

receive them by then, your appointment will have to be rescheduled 

to a later date. 

 

Go to the website www.doctoremick.com 

Locate the FORMS tab.  

Select the box that looks like this:   

 

Complete all required forms, and the optional forms as appropriate.  

When you are finished, click Submit. 

 

  

http://www.doctoremick.com/
https://doctoremick.com/forms/
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REQUESTING ACCESS TO THE PATIENT PORTAL 

 

Information stored in your Patient Portal account 

For security purposes, your actual records are not stored in the Portal. The 

only information that is stored within the system is your name, user name, 

and email address. Security tracking logs can also determine when you 

logged into and out of the system, and what pages of the website you 

accessed while logged in.  

Requesting an account 

Go to the website www.doctor.emick.com 

Select the PATIENT PORTAL LOGIN tab. This is what you should see:  

 

 

 

 

http://www.doctor.emick.com/
https://doctoremick.com/login/
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Select  Signup Now. This is what you should see: 

 

 

 

Remember to read and accept the terms and conditions and then click:  

 

 

 

 

https://doctoremick.com/register/
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If you successfully requested an account, you will receive an email that 

looks like this:  

 

 

 

This email does not mean you have been approved to use the Patient 

Portal. For security purposes, your request must be manually approved, so 

be sure to allow time for Dr. Emick to review and approve it. Once it is 

approved, you will receive an email that looks like this: 
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FORGOT YOUR PASSWORD? 

 

Dr. Emick does not know or store your password! Go to the PATIENT 

PORTAL LOGIN tab on the website. Select Lost your password? 

 

 

You should see this: 

 

https://doctoremick.com/login/
https://doctoremick.com/login/
https://doctoremick.com/password-reset/
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Enter your user name or email address and then click Reset password. 

 

If you have successfully requested a password reset, you will see this: 

 

You should receive an email with a link to reset your password that looks 

like this: 
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Click on the link. You should see this: 

 

Fill in the information and then click Reset password.  

 

You should see this: 
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PATIENT PORTAL OPTIONS 

 

Once you have access to the Portal you can do the following: 

 

Requesting a NON-EMERGENCY appointment 

Select the box that looks like this:  

 

Select Standard appointment 

 

Click Continue 

 

Click on your preferred date. You should see this: 

 

Select an available appointment time. 
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Reserve the appointment. For security purposes, the program will ask for 

your name, email address and credit card information. Dr. Emick does not 

store your credit card information! It is stored by SQUARE in a HIPAA-

compliant manner.  Remember to read and approve the cancellation and 

privacy policies.  

 

 

Select Book appointment.  
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When your appointment request is received, you will receive an email that 

looks like this:  

 

 

Once your appointment is approved, you will receive an email that looks 

like this:  
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Or a text message that looks like this (or both): 

 

 

Sending a NON-EMERGENCY message 

Select the box that looks like this: 

 

Complete the form. When you are finished, click Submit.  

 

You will then be returned to the Patient Portal. 
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Making changes to your name, contact information, and medications 

Select the box that looks like this: 

 

Complete the form. When you are finished, click Submit.  

 

You will then be returned to the Patient Portal. 

In the case of name changes, please also submit the supporting legal 

documents. 

 

Accessing the resource library 

Locate the box that looks like this: 

 

Click on Access the Resource Library 

 

 

https://doctoremick.com/patient-resource-library/
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Logging out of the Portal and managing your account 

To log out, change your password or email address, or delete your 

account, select the box that looks like this: 

 

You will see this: 

 

 

  



16 
 

PREPARING FOR YOUR APPOINTMENT 

 

Completing and submitting your PHQ-9 and GAD-7 forms 

Before each of your scheduled appointments, complete and submit the 

PHQ-9 and GAD-7 forms by selecting the box that looks like this: 

 

Select an option for each question. When you are finished, click Submit. 

 

 You will then be returned to the Patient Portal. 

 

Paying your coinsurance or copayment 

Select the box that looks like this: 

 

You should see a list of options that looks something like this: 
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Select your specific insurance plan option. A window should open in a 

separate tab or window in your browser. You should see this: 

 

 

 

G PAY via Square is fully HIPAA-compliant. Fill in the requested 

information and select Pay. You should see this: 

 

Click out of the browser tab or window 
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Logging in to Doxy.me for your appointment 

Select the box that looks like this: 

 

You should see this: 

 

 

Enter your name and select Check In. 

To be sure your camera and microphone are working, click on the pre-call 

Test button and follow the instructions:  
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Once you’ve completed this step, feel free to watch the reef video while you 

wait for your appointment to begin by clicking the arrow in the center of the 

box that looks like this: 

 

If Dr. Emick is running more than five minutes behind, she will send you a 

message via the messages box in the lower right corner of your screen. 

You can choose to reply by typing your message in your message screen. 

It looks like this: 
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REQUESTING RECORDS 

 

Go to the website, www.doctoremick.com 

Locate the FORMS tab.  

Select the box that looks like this and complete the form. 

 

When you are finished, click Submit. 

 

 

http://www.doctoremick.com/
https://doctoremick.com/forms/
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