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How to provide access to 
the Patient Portal. 
In order to give access 
to a patients’ PHCR, 
preparers must have a 
signed “Authorization 
for Disclosure of LaPOST 
Information” on file.

NOTE: It is Important to 
note that the preparer/
physician will need to 
communicate to the 
patient that there can 
only be one email account 
associated with the patient 
portal. The patient must 
decide who that access 
will be given to either 
patient or their PHCR.
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This tipsheet is to show you how to give a patient access to the Patient Portal 
for the LaPOST Registry Advanced Care Planning (ACP) Dashboard.

Steps to Follow

The LaPOST Registry features a patient portal which will allow an authorized user in the patient’s 
care team to send an invitation to the patient and/or authorized PHCR to view their ACP 
dashboard.

Patients will only be able to view their current and prior LaPOST documents in the portal. 
Patients will not be able to modify any forms. They will have the option to report a problem or 
submit a request to have a document voided if there is an error on the form or their wishes have 
changed.
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The preparer will then 
enter the patient/PHCR 
email and select “Enable”. 
This will create an 
account verification and 
confirmation code.
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Once a LaPOST form has been completed in the registry, the preparer will login to the 
patient’s ACP dashboard and select “Document Access” in the left-hand corner under 
patient demographic. 
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When a preparer invites a patient, there are two methods to provide information about 
access verification:

•	 Email: The email that auto-completes the verification and sends to terms of use (which 
you described)

•	 Print out: A print out can be shared with the patient (as it appears in the ACP 
Dashboard) by the clinician after sending invite. If the patient does not use the email 
invite, but instead decides to complete the activation flow via the paper instructions, 
they will be prompted to enter the email address and the 6-digit code, before getting 
prompted with the terms of use.

NOTE: There can only be one email associated with the patient portal. If a patient wishes to 
provide access to another user, they will first need to notify their provider and the provider 
will then confirm that the proper forms are completed for PHCRs. The provider will then 
select “Action” under the document access tab and select “Re-send” to deactivate the 
current email address and add the new email address. 
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