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Getting Started with TOL Secure Messaging

1. Registering for a new Secure Messaging account is easy. Simply go to
tolsecuremessaging.com and select “Register Here”. If you have previously
registered for an account and forgot your username or password, just click on
“Start Recovery” and you'll be taken through a series of questions to recover
your information. If you have any trouble with the registration or sign-in process,
call Secure Messaging Support at 866-309-4138

Looking for the RelayHealth Portal Login? You're in the right
place!

Welcome to Your Healthcare Portal
A secure portal for patients and healthcare teams to collaborate and share information

SECURE MESSAGING USERNAME
username
SECURE MESSAGING PASSWORD

password &

Remember my username

OR DS LOGON/CAC SIGN IN &
SIGNIN &

By signing in, you agree to the DoD Consent stated below. /

Don't have a Secure Messaging account? |Register here

Forgot your Secure Messaging username or password?
Start Recovery

Privacy Act Statement

2. Click register as a “Patient”. Once you have completed the patient information,
your account set-up will be complete. Proceed to the next section to connect to
your provider.

ENGLISH | ESPANOL

S Register as a

PATIENT

STAFF

PROVIDER




Search for and Connect to your Provider/Care Team

There are several ways you can connect to your provider in TOL Secure Messaging. In
some cases, your clinic will send you an invitation from your assigned provider or facility.
In that situation, simply click on the email invitation link then either register if you are
new to TOL Secure Messaging or sign in if you have an existing TOL Secure Messaging
account.

If you wish to find your provider in TOL Secure Messaging, follow the steps below.

1. Afterlogging into TOL Secure Messaging, click on the “Providers” tab on the top
of the screen

PATIENT L_, SECURE
PORTAL N MESSAGING Home Messages Health Records Education Account More Patlent Apps
HEALTH RECORDS MESSAGES
Lab results, medications and more Message your Providers or Care Team

2. You will see all current providers that you are connected to (if any). If you have a
dependent child, their name and connected providers will be available in the
dropdown under your name. To add a new provider or facility, click on *Add
Provider or Facility...”

PATIENT, L SECURE
PORTAL N ASSACING Home Messages Health Records Providers Education Account More Patlent Apps Log out, Beadle
& Beadie Russell v 4 Add Family Member
Beadie Russell's Providers ¥ | + 2dd Provider or Facility for Beadie Russell
Provider or Facllity status ) Privacy Preferences
Eric (Test Account) Macneer MD Approved Public - Public Remove
Dema-Joint Base Pacific West-PC-Demo




3. Now (1) type the provider's Provider/Facility name into the search field then (2)
type the local zip code and (3) click Search. If aresult is found, you can then
“Select” the provider or facility.

Note: If you are unable to find your provider or facility, they may be "private”. This
means that the clinic may prefer to invite you to connect upon your next clinic visit.
Inquire with your care team about this option.

Add Provider or Facility for Beadie Russell

At least one field is required. Enter the full or partial name or ZIP code for your Provider. If your Facility allows connecting
directly with the Facility, you may enter the Facility name.

Your Provider or Focility may not have registered for Change Healthcare yet, or may have decided to be listed as Private,
and will therefore not show up in the search results. If you cannot locate your Provider or Facility in the search, please reach
out to them directly for additional infermation.

Search for Provider or Facility

kaling

1.

Zip Code

20889 *—__.__'_ 2.

Searches within 50 miles of this Zip Code

Advanced Search » 3_

SEARCH CANCEL

Your search found 1 results

Name and Specialty Address
Kaling, Mindy, MD Demo-Joint Base Pacific West-PC-Demo SELECT
Obstetrics & Gynecology 8901 Rockville Pike -

Bathesda, MD 20889




4. Once you have selected a provider or facility, a message will go to the clinic
letting them know that you have requested a connection. At this point your
request will remain in a “pending” state until you are approved by the clinic.

Note: You will not be able to send a message to your care team until you have been

approved by your clinic. If you need to contact the clinic before being approved, call
them instead.,

© A request to add Kaling, Mindy, MD to Your Providers has been sent and you will be notified once the request is accepted.

Beadie Russell's Providers

+ Add Provider or Facility for Bea
Provider or Facllity

status @ Privacy Preferences
Mindy Kaling MD Public - Public Remove
Demo-Joint Base Pacific West-PC-Demo
Eric (Test Account) Macneer MD Approved Public - Public Remove
Demo-joint Base Pacific West-PC-Demo




Add a Dependent Account

Within TOL Secure Messaging, the primary account holder can add additional
dependent children to the account. If proper permission is given by the clinic, adult
dependents can also be added. Dependent accounts are most common in situations
where a parent wishes to communicate with their child’s pediatrician on behalf of the
child. Although it varies by state, most children under the age of 18 can be added as
dependents. Upon the age of adulthood, the dependent account will be removed
from the primary account and granted an account of their own.

1. Afterlogging into TOL Secure Messaging, click on the “Provider” tab on the top
of the screen.

PATIENT L_, SECURE
Mm\ AESSAGING Home Messages Health Records Education Account More Patlent Apps
HEALTH RECORDS MESSAGES
Lab results, medications and more Message your Providers or Care Team
2. Select *Add Family Member”
& Beadie Russell » |4 Add Family Member

Beadie Russell's Providers \

Provider or Faclllty Status ) Privacy Preferences

Eric (Test Account) Macneer MD Approved Public - Public

Demo-joint Base Pacific West-PC-Demao




3. You will now be asked to confirm that you are a legally authorized patient
representative. If you are not, click “Cancel”. If you are, click “Yes, | Confirm”.

Patient Authorized Representative Acknowledgment x

Change Healthcare allows you, as a Patient Authorized Representative ("PAR™) described in our
Privacy Policy and Terms of Use, to access and act on behalf of another patient only if you are
legally allowed and authorized to do so. Change Healthcare will remowve your status as a PAR if
the patient requests us to.

By clicking "Yes, | Confirm® you confirm that you are:
1. legally allowed by law, our Privacy Pelicy, and our Terms of Use and
2. guthorized by the patient to access, collect, use, disclose hisfher health information
and act on his/her behalf.

N YES, | CONFIRM m

4. Complete the family members information page and click “Save”. At this point
the family member has been added to the primary account. To search for and
add a provider for your family member, follow the steps in the Search for and
Connect to your Provider/Care Team chapter.




Remove a Provider

When you either PCS to a new location and/or change to a new provider, you should
remove the connection with your former provider.

1. Afterlogging into TOL Secure Messaging, click on the “Provider” tab on the

top of the screen.

F'ATIENT\L_,. SECURE
E'Eiﬁ"é“h!— MESSAGING Home Messages Health Records Providers Education Account More Patlent Apps

HEALTH RECORDS MESSAGES
Lab results, medications and more Message your Providers or Care Team

2. Here you will see all current providers that you are connected to. To remove
your connection to your former provider, simply click “Remove”.

& Beadie Russell ~ < Add Family Member

Beadie Russell's Providers

=+ Add Provider or Facility for Beadie Russell
Provider or Facllity Status Privacy Preferences
Eric (Test Account) Macneer MD Approved Public - Public -
Demo-Joint Base Pacific West-PC-Demao

Mindy Kaling MD

Approved Public - Public _b
Demo-Joint Base Pacific West-PC-Demo




3. You will now receive a confirmation box. To confirm the removal, click *Yes,
Remove this Provider”. At this point, your connection will be removed,
however, all historic messages between you and the provider/care team will
be retained for you to access if necessary.

Are You Sure You Want to Remove this Provider? X

You have requested deactivation of the messaging relationship between Beadle Russell and Mindy
Kaling MD 3t Demo-joint Base Paclflc West-PC-Demo.

If you deactivate this relationship, you will not be able to communicate with this provider using this
service.

Flease note that as there are other relationships to Demo-joint Base Paclfic West-PC-Demo, Mindy
Kallng MD may still access the record.

Yes, Remove this Provider Cancel




Send a Message to your Provider or Care Team

Once you have been approved to connect to your provider or care team, you can
now compose and send a message.

Note: Although there are 7 types of messages available, some clinics may not have all message
types enabled. Most messages will be reviewed, or triaged, by a care team member. Often
these care team members will respond on behalf of your provider. In some cases, you may be
connected to the “clinic provider” or "proxy” provider. This is more common when
communicating with an ancillary clinic or a specialty clinic.

1. To send a message to your provider or care team, click on “Messages”.

PATIENT L SECURE
PORTA & MESSAGING Home Messages Health Records Providers Education Account More Patient Apps

TRICARE® Onling

™~

HEALTH RECORDS MESSAGES

Lab results, medications and more Message your Providers or Care Team
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2. Torequest an appointment, click directly on the “Appointments” icon. For a
more detailed symptom specific message, click on “webVisit”. For all other
message options, click on “Compose”

/ Date - All Patients -

RE: webVisit: Back Problems Mow 26
MacDill Pharmacy Provider, MD f Demao-Joint Base Pacific
£ COMPOSE West-PC-Demo
| Can you tell me more about this complaint?
= Appointments Attached paperwork Oct 4
& bVisit® r Steve Sanchez for MacDill Pharmacy Provider MD / Dermo-
yn WeDVIsItE

Joint Base Pacific West-PC-Demo

please see attached

3. After clicking “Compose”, select yourself as a patient, then select your provider.

You'll now be prompted to acknowledge that the secure message you are
about to send is a non-urgent message. Should you have an emergency, dial
911 or visit your nearest emergency room. Click “Yes, | understand”.

Important Note

This form of communlication Is not Intended for emergency or same-day requests.
This form of communication is intended for routine, non-urgent requests. It is not intended for

emergency or same-day requests. [f thls Is an emergency, please procead to the nearest
emergency room or call 911. [T this is a same-day request, please call your Provider's office.

Yes, | understand

11



4. Chose the type of message you want to send from the subject dropdown. In the
example below, “Message Your Provider/Care Team” will be selected.

Note: If you wish to select “"Prescriptions” in order to request a renewal or ask a general
message concerning a medication you are taking, you must FIRST add the medication to
your Health Record under the Medications & Allergies section. Go to Adding Medications

to your Health Record chapter to learn more.

A Send New Message x
Patient: Beadie Russell ¥
Provider: Eric (Test Account) Macneer MD at Demo-Joint Base Pacific West-PC-Demo ¥

Subject: - Select Subject - v

H - Select Subject -

Frescriptions
Lab Results
Referrals

Message Office Staff
Billing Questions
Update Address or Insurance Info

12



5. Compose your subject and message. To add a document or photo to the
message, click on the paperclip icon located in the top right corner of the New
Message screen. When the message is complete, click “Send”.

Note: Attachments must be 5MB or less. Multiple attachments can be sent per message.
Acceptable document types include: .jpg, .xls, .doc, .pdf and others. Attachments can
only be sent on new messages for the following message types: webVisit Message
Your Provider/Care Team and Message Office Staff. If you do not see a paperclip
icon, this indicates that your clinic has not enabled attachments. Let them know so that

they can enable this function.

A Send New Message @ | x

Patient: Beadie Russell r

Provider:  Eric (Test Account) Macneer MD at Demo-Joint Base Pacific West-PC-Demo ¥

Subject:| Bug Bite

From Your Provider: You can book appointments with your provider at
https://www_tricareonline.com/ 24nhrs a day/7 days a week!

Dr. Macneer,

| seem to have run into some insect that left a nasty welt. I've attached a picture of it to this
message. Please let me know if there is something | can pick up from the pharmacy or if | need
to come in for a face 1o face visit...

Save as draft




6. Once the message has been sent, you'll see a confirmation message letting you
know that the message has been sent and to expect a response from the office
in one business day.

Message Sent

Your message has been delivered to Erle (Test Account) Macneer MD at Demo-jolnt Base Paclfic
West-PC-Demo.

Office policy is to respond to messages within 1 day of routine office hours after message delivery.
You will be notified by email when your provider replies to your message.

In certain cases another medical staff member from your Provider's office may respond to this
meassage.

Close

14



Web Visit

A webVisit is a detailed set of questions created by physicians, to simulate exam room
interviews. The webVisit allows you to give detailed information pertaining to symptoms
or concerns. You can proactively send your provider or your dependent’s provider, a
webVisit or they can send one to you if they would like to know more details from an
earlier correspondence. Not all providers have webVisits enabled. To enable them,
contact your provider's office. To begin a webVisit, follow the instructions below.

1. Afterlogging into Secure Messaging, click Messages then webVisit

™

HEALTH RECORDS MESSAGES
Lob results, medications and more Message your Providers or Care Team
[ COMPOSE
B2 Appointments (
& webVisit®

2. A 'pop-up box will now appear. You will now be asked to select the patient’s
name (your name or your dependent’s name) as well as the related provider.
Then select “Next”.

webVisit®
Address Your Message

Select a Patient Beadie Russell ¥

Select a Provider | Eric Macneer MD at Demo-Joint Base Pacific West-PC-Demo ¥
Providers thot do not accept this type of message will not display in this menu.

Important: If you are messaging on behalf of a child or other dependent, make sure their name is selected above to ensure

proper handling of your message. /

15




day questions or requests.

3. You are now reminded that the webVisit is not infended for emergency or same-

Important Note

day requests.

situation.

«

This form is not intended for emergency or same-day questions or requests. Please call the doctor's office for same

4. Now click on all Clinical Interviews to select the webVisit most pertaining to your

j.-"lew All webVisit Clinical Interviews '.

Complete one of the following webVisit interviews to collect important details regarding your condition.

A-As

Abnormal Penile Discharge
Acne

Adult Acne

Allergies

Anticoagulation Treatment
(Warfarin/Coumadin)
Anxiety Disorder

Arthritis

Asthma

At-B

Athlete's Foot

Back Problems

Bites and Scratches

Blood in Urine

Bowel Problems

Breathing Problems

Burns

Symptoms and Conditions

Symptoms and Conditions

Select the Symptom or Condition that applies

C-Co

Chronic Pain

Cold Sores

Colds

Congestive Heart Failure
Constipation

COPD (emphysema)
Coronary Artery Disease
Coughing

Co-D

COVID-19

Cystic Fibrosis {Adult)
Depression

Depressive Disorder
Digbetes

Diarrhea

Dizziness

Drug/Alcohol Problems

Other Reason for Messaging Provider

E

Ear Problems
Elbow Injury

Elbow Problems
Enlarged Prostate
Erectile Dysfunction
Eye Injury

Eye Problems

F-G

Fatigue

Fever

Finger Injury

Foot and Ankle Injury
GERD/Peptic Ulcer Disegse

H-Hi

Hair Loss

Hand and Wrist Injury
Hay Fever

Headache
Headaches/Migraines
Heartburn

High Blood Pressure
High Cholesterol

Hip-J

Hip/Upper Leg Injury
Hypertension

Infertility Treatment

Influenza (Seasonal and HIN1)
Insect Stings and Bites
Irritable Bowel Syndrome

Jock Itch

Next >»

16




5. After confirming demographic information, and accepting the $0 fee terms, you
may begin responding to questions.

Introduction to webVisit®

Patient Name Eesadis Russell

* Fees for This Service
Your doctor's practice does not chnrgi}or webVisits.

There is no copay requirement for this service.
® What to Expect

You will be asked a series of specific questions which your doctor requires to provide you with the best possible
response.

Office policy is to respond within 1 day of routine office hours.

Additional Note from Doctor
If you have any pictures or related paperwork, please attach them to this message by clicking on the paperclip icon

above.

Please accept these fee terms by clicking | Accept below. E

17



6. You will now begin the interview. Each question must be responded to, otherwise

you can't proceed to the next page.

Interview - COVID-19

NOT FOR EMERGENCIES.
A webVisit is not for use for medical emergencies or urgent situations. If you think you or your family member may have
a medical emergency, call your doctor or 211 immediately.

If you have any of the following symptoms at this time you may need urgent medical attention, call your
provider right away:

| shortness of breath or trouble breathing- unable to speak full sentences

=

Can't swallow saliva

) Chest pain

! New instances of dizziness, confusion, or seizures

Fever that is 104.0 degrees F (40.0 degrees C) or higher

| Coughing up blood- more than about 1 teaspocn
O

Signs of low blood pressure- feeling cold, pale, clammy skin, light-headed, too weak to stand
O

Nene of the above

To help me understand your current medical problem and symptoms, please complete the following
questionnaire. In a few words, please describe your condition and how | can help you teday:

How long have you been having symptoms?
' 1-3 days
) 4-7 days
More than 1 week
Since your symptoms began, have they been
getting better every day
) getting better and then got worse
' about the same every day
) getting worse every day
On a scale of 1 to 10 with 10 being the worst, please rank the severity of your symptoms
'

=TT B~ S R ]

10
Do you have any of the following symptoms, please select all that apply.
) Fever
Ll Nausea
) Muscle aches and pains
-l Chest pain or pressure
| Fatigue
! Headache
) sore throat
| Difficulty swallowing
I Cough
-l Shortness of breath or difficulty breathing
1 chills
) Repeated shaking with chills
=) New loss of taste or smell

Il Other (please describe):

"l None of the above ‘/
NEXT >> CANCEL THIS INTERVIEW

18



7. After you answer all the questions, you will be provided the opportunity to review
the interview responses and make any edits if necessary.

8. Next you will have the choice of updating the Personal Health Record of the
webVisit patient. Then click Finish.

9. Before you click Send, you also have the option of attaching any relevant files
such as a photograph, PDF, Word or Excel file. Last, click Send.

webVisit®

Message from Beadie Russell to Eric Macneer MD at Demo-Joint Base Pacific West-PC-Demo v

webVisit® - Clinical Interview

If you want a clinician to provide medical advice to you online instead of making an office appeintment, please complete o
webVisit® by clicking a link below.

To complete your webwisit please click on the Send button.

+CoVID-19

]
/

CANCEL SEND

10. The message has been sent and you can expect a response typically in one
business day.

=

Message Sent

four message has been delivered to John Giovale MD at Demo-Joint Base Pacific West-PC-Demo.

Office policy is to respond to messages within 1 day of routine office hours after message delivery.
You will be notified by emnail when your provider replies to your message.

In certain cases ancther medical staff member from your Provider's office may respond to this

message.
CLOSE




Respond to a Message from your Provider or Care Team

When your provider or care team member sends you a message, you'll receive an
email alert letting you know that there is a message waiting for you. In some cases, the
message may be a general reminder to all patients belonging to a clinic.

1. Afterlogging into TOL Secure Messaging, click on either the Messages section at
the top of the screen or on the large envelope icon in the middle right part of
the screen. There are 3 new messages in the example below.

Home Messages Health Records Providers Education Account More Patlent Apps
HEALTH RECORDS MESSAGES
Lab results, medications and more Message your Providers or Care Team




2. By default, you will see the most recent message sent by your provider or care
team. All other new messages will have a blue dot next to the message subject.
To reply to the message, click on the left arrow icon above the message. If you
simply wish to archive the message, click on the archive box next to the reply
icon.

Note: Depending on the message, you may not always see a reply icon. In this event,
the clinic does not require a reply from you. If you wish to begin a new message,
compose it from the beginning by following the directions in the Send a Message to your
Provider/Care Team chapter.

Date = All Patiﬂg/' o = ISearch by subject @

AR SIS R 16 minutes ag0 [ & [ from: karen Les 2/23/2018 5:38:16 PM
Karen Lee for Eric (Test Account) Macneer MD / Demo-joint
Base Pacific West-PC-Demo For: Eric (Test Account) Macneer MD at Demo-Joint Base Pacific West-PC-Demo
Hi Beadie, Can you tell me about more about your back pain? To: Beadie Russell
See attached Web Visit. . .
Web Visit: Back Pain
& NewRX | 18 minutes ago
Mindy Kaling, MD / Demo-Joint Base Pacific Hi Beadie,
West-PC-Demo
Beadle, You have a new medication ready for you and the Can you tell me about more about your back pain? See attached Welb Visit.

pharmacy. Please come by to pick up. Back Problems

| ® Medication Informatlorl 21 minutes ago
Steve Sanchez for Eric (Test Account) Macneer
MD / Demo-Joint Base Pacific West-PC-Demo

MESSAGE THREAD Expand all

Beadle, Please see attached... 1 Message

21



3. Compose your message and click “Send”

From: Karen Lee 2/23/2018 5:38:16 PM
For: Eric (Test Account) Macneer MD at Demo-joint Base Pacific West-PC-Demao

To: Beadie Russell

Subject: | RE: Web Visit: Back Pain

Thank you!

| have filled out the web visit. You should see that in another message.

4. Once the message has been sent, you'll receive an acknowledgment that the
message has been delivered.

Message Sent

Thank you. Your message has been delivered to: Karen Lee

Emergency Services
If you are having a medical emergency or medical condition requiring urgent attention, please contact your local emergency services immediately.

Close

22



Adding Medications to your Secure Messaging Health Record

In order to compose a prescription renewal request, or just a general message about a
prescription, you must FIRST add your current list of medications to the Secure

Messaging Health Record.

1. From the Secure Messaging Home page, click HEALTH RECORDS

PORTAL ' MESSAGING

PATIENT, | . sECURE HOME

MESSAGES HEALTH RECORDS PROVIDERS EDUCATION ACCOUNT MORE APPS

HEALTH RECORDS

MESSAGES

Lab results, medications and more Message your Providers or Care Team

2. Select Medications & Allergies

Clinical Data

«

Medications & Allergies

Problems & Procedures
Results

Vitals

Family & Social History
Immunizations
Documents

Blood Glucose

Actions
Update Personal Information

Manage Family Members

More Options

Manage and review additional
health record information

23



3.

4.

In the Medications section, click ¥ A0

& Beadie Russell = =4 PRINT HEALTH RECORDS

Medications ¥ Current medications only + ADD
Drug * Directions Last Modified Date &  Status & Source $

Aspirin Adult Low 1% PRN Oct 24, 2017 Taking Patienit B

Strength (Aspirin)
Oral Tablet Chewable 81 MG

SynthroidiLevothyroxine once a day Apr 19, 2019 Taking Patient [ ~ |
Sodiumy)

Oral Tablet 137 MCG

Type the name of your medication along with other details then click “Save”.
Add Medication

* Requiredinformation

Patient

Beadie Russell

Medication=

Lipitor

Strength / Form

Cral Tablet 20 MG v

Directions

Cnce a Day

Currently Taking

® Yes (O Mo

Start Date

081572018

Show more

SAVE

24



5. The new medication will now be added to your medication list. At this point you

can now message your provider to ask a question about the medication and/or
ask for a renewal.

Medications

Cral Tablet 137 MCG

¥/ Current medications only + ADD
Drug “ Directions Last Modified Date > Status 5 Source 5
Aspirin Adult Low 1% PRN Oct 24, 2017 Taking Patient B
StrengthiAspirin)
Cral Tablet Chewable &1 MG
Lipitor(Atorvastatin Caicium)  Once a Day Dec 1é. 2019 Taking Patient [ - |
(Oral Tablet 20 MG
Synthroid (Levothyroxine once a day Apr 19, 2019 Taking Patient B
Sodiurm)
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