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1. Introduction 
This document provides a Direct account user, documentation on the community portal features available 
to them. 
 

2. System Overview 
- The community portal is a web-based application for receiving and authoring Direct messages 

within HISPDirect.  The portal also allows viewing of transitions of care documents. 
- All of these functions are available via the REST API 
- Only authorized users will have access to these administrative functions 
- All functions are available after authorized login into the portal by user 

 

3. Account Management Services 
The community portal allows a user to: 

1. Set their time zone 
2. Act as a delegate, 
3. Change their password. 

 
 

3.1 Setting their Time Zone 
 
Description Provide ability for the user to set their timezone.  Message times displayed in 

the portal will be adjusted to this timezone. 
 

Menu Community Portal  / Account / Info 
Operation  
 • Navigate to the account / info page.   

• Choose the desired time zone. 
• Select “Set Timezone” 
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3.2 Act as a Delegate 

Description Provide capability to act as a delegate for another user.  This allows the user to 
read and author messages on behalf of another HISPDirect user.  Delegate 
roles must be authorized by an administrator in the administrative portal for 
this function to be available 

Menu Community Portal  / Account / Info 
Operation  
 • Navigate to the account / info page.   

• Choose the desired role. 
• Select “Change Role” 

 

 

 

3.3 Change Password 

Description Allows a user who has logged into the community portal, to change their 
password.  Note: they must know their existing password 
 

Menu Community Portal  / Account / Info 
Operation  
 • Navigate to the account / info page.   

• Scroll down to “Password” section 
• Enter current password, the new password, and a confirmation 
• Select “Change Password” 
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4. Document Viewing Services 
Community Portal users are Direct account users.  When a transition of care document is sent to a user’s 
Direct account, the document is available for viewing, downloading or forwarding on to other Direct 
accounts 
 
The community portal allows a user to: 

1. List Health Documents: a list of all documents received 
2. View Health Document: view a document within the portal 
3. Download Health Document: download the document 
4. Forward Health Document: send a Direct message with the document 
5. Refresh Document List: refresh the list of documents 

 

4.1 List Health Documents 

Description Lists all the health documents sent to this user that haven’t been deleted.  
Provides easy sorting and searching for particular documents. 
 

Menu Medical Records  / Documents / List 
Operation  
 • Navigate to the Documents / List page.   

• All table elements are searchable by typing in the search field.   
• Each column is sortable by clicking on the up or down arrows in the 

column headers. 
• Actions column has buttons which allow user to  “view”, “download” 

or “send” the document 
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4.2 View Health Document 

Description View a document in the document list. 
 

Menu Medical Records  / Documents / List -> View Button 
Operation  
 • Navigate to the Documents / List page.   

• Select the “view” button, in the actions column of the document you 
want to view. 

• A page with the health document will appear 
• The document can be printed by selecting the “print” button with the 

printer icon on the top right of the page. 
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4.3 Download Health Document 
 
Description Download a document in the document list. 

 
Menu Medical Records  / Documents / List -> Download Button 
Operation  
 • Navigate to the Documents / List page.   

• Select the “download” button, in the actions column of the document 
you want to download. 

• A dialog will appear with a choice of file formats: 
o Choose machine readable format to download the XML, or 
o Choose human readable format to download in HTML 

• Click the “download” button 
• The file will download from the browser to your computer 
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4.4 Forward Health Document 

Description Forward a document in the document list to another Direct address 
 

Menu Medical Records  / Documents / List -> Send Button 
Operation  
 • Navigate to the Documents / List page.   

• Select the “send” button, in the actions column of the document you 
want to forward. 

• A dialog will appear asking for the recipient, the subject and an 
message to provide 

• NOTE: a list of recipients can be provided by including commas 
between Direct addresses 

• Click on the “Send” button, to forward the document to the recipients 
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4.5 Refresh Document List 

Description The portal creates a list of all documents upon login.  Hitting “refresh” will 
include any new documents received since login, or remove any documents 
that have been deleted. 
 

Menu Medical Records  / Documents / Refresh 
Operation  
 • Navigate to the Documents / Refresh menu item.   

• Portal will refresh the list, and return to the list view 
 
 

5. Messaging Services 
Community Portal can send and receive any kind of Direct message – including those without an 
attached datafile.  When a message is sent to a user’s Direct account, the message is available for 
viewing, replying or forwarding.  Attachement files can be downloaded as well. 
 
The community portal allows a user to: 

1. List Messages: a list of all messages received 
2. View Message: view a message within the portal 
3. Compose Message: create a new message 
4. Reply-to or Forward Message: respond to a message 
5. Delete Message: delete a Direct message 
6. Refresh Message List: refresh the list of messages 
7. List User Activity: auditable list of user’s activities 

 

5.1 List Messages 

Description Lists all the messages sent to this user that haven’t been deleted.  Provides 
easy sorting and searching for particular documents. 
 

Menu Messaging / Messages / List 
Operation  
 • Navigate to the Messages / List page.   

• All table elements are searchable by typing in the search field.   
• Each column is sortable by clicking on the up or down arrows in the 

column headers. 
• Actions column has buttons which allow user to  “view”, or “delete” 

the message 
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5.2 View Message 

Description Display the message and any attached files. 
 

Menu Messaging / Messages / View 
Operation  
 • View the message content and attachments.   

• Attachments are listed with links to download the attachments.   
• “Reply To” and “Forward” buttons on top right allow messaging. 
• “Delete” button on top right will delete the message 

 

 

 

5.3 Compose Message 

Description Compose a new message and optionally attach a document. 
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Menu Messaging / Messages / List -> Compose 
Operation  
 • Go to the messages list.   

• Select “Compose” in the top banner 
• Fill out information in dialog for recipients, subject, body and any 

attachments 
• Select the send button 

 

 

 

5.4 Reply-to or Forward Message 

Description Reply-to or Forward an existing message. 
 

Menu Messaging / Messages / View 
Operation  
 • View the message content and attachments.   

• Select button for “Reply To” or “Forward”  
• Fill out information in dialog for recipients, subject, body and any 

attachments 
• Select the send button 
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5.5 Delete Message 

Description Delete an existing message. 
 

Menu Messaging / Messages / View  
Operation  
 • Select “delete” button from either the message list or message view 

pages.   
• Confirm that you want to delete the message. 
• Click the “Delete” button 
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5.6 Refresh Message List 

Description The portal creates a list of all messages upon login.  Hitting “refresh” will 
include any new messages received since login, or remove any messages that 
have been deleted. 
 

Menu Messaging / Messages / Refresh 
Operation  
 • Navigate to the Messages / Refresh menu item.   

• Portal will refresh the list, and return to the list view 
 
 

5.7 List User Activity 

Description The portal creates an audit trail of all significant user activities.  This includes 
any access, download or sending of PHI, as well as other activities. 
 

Menu Messaging / Messages / Activity 
Operation  
 • Navigate to the Messages / Activity menu item.   

• All table elements are searchable by typing in the search field.   
• Each column is sortable by clicking on the up or down arrows in the 

column headers. 
 

 


