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Clinical Portal Quick Reference Guide – Logging In

Go to hiea.nc.gov or nchealthconnex.gov

Click on “Clinical Portal Login” at the top of the page.

http://www.nchealthconnex.gov/
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Clinical Portal Quick Reference Guide – Logging In

You will see the login screen for the NC 

HealthConnex Clinical Portal. 

Enter your username and password. 

Note that the Domain field should show 

“%HS_Default.”

***Note: You will not  be prompted to 

create a challenge question and 

answer upon your first login. Please 

take the time to create one in the 

Profile  tab  found in the user menu in 

the upper right corner.

https://portal.nchealthconnex.net/csp/healthshare/hsredirect/NCHIE.HS.UI.ChallengeResponse.cls?OriginalURL=https%3A//portal.nchealthconnex.net/csp/healthshare/hsaccess/NCHIE.HS.UI.PatientSearch.cls%3FCacheLogout%3Dend
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Clinical Portal Quick Reference Guide – Logging In

Upon successful login, 

you will see the 

disclaimer that we do 

not accept 42 CFR Part 

two data or 

psychotherapy notes 

into NC HealthConnex.

Click “Agree” to 

proceed.
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This menu displays links to various screens depending on your role: 

• PAA Tools: This view is only available to those with a PAA role. If you 

only have a PAA role, this is the only menu item you will see.

If you have the PAA role and the Clinical role, you will see additional options:

• Search/Chartbook: This link takes you to the Patient Search screen.

• Messages: This link takes you to your inbox if enrolled in Direct 

Secure Message (DSM) Webmail through the NC HIEA.

• NC*Notify: If enrolled, this link will allow you to access a dashboard-

like view of patient activity through event notifications.

• CSRS (Controlled Substance Reporting System) Report: This link 

allows you to access CSRS Reports within the clinical viewer. You 

must be a prescribing provider and enrolled in this service to see this 

option.

Clinical Portal Quick Reference Guide – User Interface

Left Global Menu - Displays at the top left of the screen upon logging in to the Clinical Portal and on certain screens.
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Clinical Portal Quick Reference Guide – Patient Search

Below is the patient search screen. You can search by MRN or patient demographics.
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Clinical Portal Quick Reference Guide – Patient Search

Once you search for a patient, you will see this screen. 

You must click “Declare Patient Relationship” to indicate 

the reason you are viewing that patient’s record.
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Clinical Portal Quick Reference Guide – Declare Relationship

***Note:  If you do not declare a relationship, you cannot  open the 

record.
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Clinical Portal Quick Reference Guide – Patient Search

Select the reason you are breaking the seal/accessing the patient information from the drop-down menu.
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Clinical Portal Quick Reference Guide – Patient Search

Once you have declared the relationship, the MPI (Master 

Patient Index number) will turn blue, indicating it is a 

clickable link to open the patient’s chartbook. 

In some cases, the carat to the left of the MPI field can be 

clicked to expand and see multiple MRNs (Medical 

Resource Numbers) for a patient.
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Clinical Portal Quick Reference Guide – Chartbook

Now you can see the patient’s information. The landing screen is the summary which shows the most 

recent documents. 
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Clinical Portal Quick Reference Guide – Chartbook

Each section is now searchable, allowing you to get the information you need more quickly.
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Clinical Portal Quick Reference Guide – Chartbook

Search results will appear with a yellow highlight. 



14

Clinical Portal – How to find PCP for messaging
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Clinical Portal – How to find PCP for messaging
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Clinical Portal – How to find PCP for messaging
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• Messages: This link takes you to your inbox if enrolled 

in Direct Secure Message (DSM) Webmail through the 

NC HIEA.

• Click on the button to bring up the DSM inbox. 

Clinical Portal – DSM (Used to message PCPs)

Left Global Menu - Displays at the top left of the screen upon logging in to the Clinical Portal and on certain screens.
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DSM – Sending a message

To send a message , click “Compose”. 
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DSM – Send a message.

You will then be able to search for providers by last and first name or NPI. Then click “Search 

User/Clinician”. 
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DSM

Click on the user you want to send a message to.
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DSM

You can now put in a subject or add an attachment (like a care plan) to send to the provider along 

with your message in “Note”. 

Type your Subject Here 

Type your message to the provider Here.

Add attachments like notes, or care plans, Here. 
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DSM When you’re done, click “Send”
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DSM – Medication Reconciliation

Second, click on “Patient Reports”. 
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DSM – Medication Reconciliation (Using DSM for medication reconciliation) 

Second, click on “Patient Reports”. 
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DSM – Medication Reconciliation

Make sure “View as” is set to “PDF”, and “Report” is set to “Patient Summary Report Expanded”. 
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DSM – Medication Reconciliation

Scroll to medications or use the search feature. 
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DSM – Medication Reconciliation

You can print(or print to PDF for med reconciliation) the pages you need or download the entire 

patient summary. 
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DSM – Medication Reconciliation
Select the pages you need for the medications and print or print to PDF. 
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DSM – Medication Reconciliation

Attach the Medication PDF report to a DSM message to the PCP by searching in the “To” box or clicking 

“Send to PCP” (warning this could be inaccurate as it is based on data sent to the system).  
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Clinical Portal Quick Reference Guide – Print Patient Records

To print, click on 

the horizontal 

ellipses (meatball 

menu) on the 

right of the 

screen.



31

Clinical Portal Quick Reference Guide – Print Patient Records

Then click on “Patient Reports”.



32

Clinical Portal Quick Reference Guide – Print Patient Records

Make sure “View As” is set to “Patient Summary (PDF)” and that “Report” is set to either “Expanded” (for 

full chart view) or “Pharmacy” (for pharmacy dispense information). 
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Clinical Portal Quick Reference Guide – Print Patient Records

You can use the magnifying glass icon to search the PDF for specific information such as medications 

or vaccinations.
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Clinical Portal Quick Reference Guide – Print Patient Records

Click the printer icon to print the chosen record.
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Select which 

pages you want 

to print and click 

the “print” 

button.

Clinical Portal Quick Reference Guide – Print Patient Records
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Clinical Portal – How to find PCP for messaging: Demographics 
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Clinical Portal – How to find PCP for messaging: Encounters
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Clinical Portal – How to find PCP for messaging: Appointments
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Thank You!

For more information visit,

www.nchealthconnex.gov

Tel: 919-754-6912

E-mail: hiea@nc.gov 
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