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Welcome to MyDirectives for Clinicians! We are excited to walk you through 

the platform and quickly get you to work with your patients and their loved 

ones to document medical goals, treatment priorities, and patient 

preferences for care. 
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Introduction 

The MyDirectives for Clinicians™ User Guide was created to answer frequently asked questions and 

present instructions to help you understand how to operate work on the platform. As always, if you have 

additional questions, please don’t hesitate to reach out to one of our account and project managers. 

They’ll be happy to help. 

What We’ll Cover  

In case you’re new to the platform, here’s how MyDirectives for Clinicians makes hard conversations easy.  

MyDC is a responsive web application that can be run on any device with no major integration. If you have 

Internet access and a smart device, you can create or upload ACP documents and portable medical 

orders, update those documents, and manage ACP conversations remotely.  

Once complete documents are uploaded into the ADVault Exchange™ a cloud-based registry and 

repository where the patient’s advance care planning records are stored and easily accessible anytime 

and anywhere the information is required in the healthcare ecosystem.  

Depending on the license your organization purchased and the access you’ve been given, you’ll have 

access to one or more of the following modules: 

• Digital Advance Care Planning to: 

− Capture patient goals and care preferences with an intuitive Q&A format 

− Auto-populate state-based and branded ACP forms 

• Portable Medical Orders to: 

− Populate industry standard POLST, MOLST, MOST, and TPOPP forms electronically  

− Auto-queue staff compiled documents for licensed physician approval 

• Document Uploads to: 

− Scan pre-existing ACP documents and portable medical orders with device camera  

− Send images to the ADVault Exchange for storage, sharing, and healthcare provider access 

• Patient Videos to: 

− Record video of patient wishes to provide greater clarity  

− Include background information on key decisions regarding location of care, life sustaining 

treatment, CPR, and healthcare agent or proxy 

With MyDirectives for Clinicians creating, uploading, and recording patient wishes has never been more 

practical or mobile.
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User Guide Setup 

Each topic includes a screen shot for a given set of actions. Captions above the image are used to 

reference the screen shots in instructions. 

Processes that include multiple steps are presented in numbered lists. 

Circles on the screen shots correspond to the numbered list to aid in finding the specific selection. 

Bold words indicate the messages on buttons you’ll use to complete an activity. 
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New Facilitator Account Setup 
The first thing you’ll do is get your account setup.  

New Facilitator Account Verification 
Your company’s program administrator will set up an account for you and send you an email like the one 

in Figure 1.  

1. Once you receive the email click the Confirm box which will redirect you to a registration page to 

create your login credentials and confirm your MyDirectives for Clinicians account.  

If you do not receive your login information or this email, please contact your company administrator.  

1 

Figure 1. New Facilitator Email Verification 
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Facilitator Platform Access 
You’ll access the MyDirectives for Clinicians Homepage (login page), as shown in Figure 2, via the email 

from your administrator or the URL directly at MyDirectives for Clinicians.  

1. You should have received login credentials from your company administrator. If so, click Login to enter 

those credentials. If you forget your username, please refer to the initial email you received.  

2. If your account has not been created by your company administrator, please select Create an 

Account on the MyDirectives for Clinicians Homepage and follow the instruction in the 

MyDirectives for Clinicians Account Profile section. Your account will be pending until approved by 

company administrator. 

 

  

1 2 

Figure 2. MyDirectives for Clinicians Homepage 

https://mydc.mydirectives.com/#/
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Facilitator Account Login 
To login to your facilitator account, you’ll enter the MyDirectives for Clinicians credentials that you created 

in the registration process or those that were provided to you by your company administrator into the 

fields shown in Figure 3.  

1. Enter your login credentials: 

a. Username  

b. Enter your password  

2. Click Submit button. 

 

 

 

  

a 

b

2

Figure 3. MyDirectives for Clinicians Login Page 
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Password Reset 
To reset your password, click the Forgot Password? link below the Password on the MyDirectives for 

Clinicians Homepage shown in Figure 3. You’ll be redirected to the Change Password page presented 

in Figure 4. 

Follow the steps to reset your MyDirectives for Clinician’s password: 

1. Enter the Username you use to log into the MyDirectives for Clinicians portal. 

2. Click Email button. 

An email will be sent to you with instructions on how to reset your password. Please follow those directions 

to reset your password and access your account. 

  

1 

2

Figure 4. Reset Password Page 
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MyDirectives for Clinicians Facilitator Account Profile 
The first time you login to your account using the credentials provided by your company administrator, 

you’ll be asked to fill in the fields shown in Figure 5 in the Create a New Account form. 

1. Complete all required Provider Contact Information fields by entering your: 

− First Name 

− Last Name 

− Work Email 

− Username  

− Mobile Number 

− Provider Type 

− License #  

− Organization ID 

2. Click the Next button to complete your registration and to continue to the approval pending page. 

3. Or select the Cancel button to return to the Login page in Figure 3. 

 

  

1 

23

Figure 5. Account Profile Page 
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If you’ve selected the Create an Account option on the MyDirectives for Clinicians Homepage, shown 

in Figure 2, the first time you access the portal, an approval pending message will be displayed as shown 

in Figure 6.  

When you hit the Next button on the Create a New Account page in Figure 5, your account will be 

placed in pending status until your company administrator has approved your access. An email will be 

sent to you notifying you as to whether you’ve been approved or denied access to the MyDirectives for 

Clinicians platform. 

1. Click Home to return to the login page while you await account approval. 

 

 

  

1 

Figure 6. Account Approval Pending Message 
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New Patient Search and Account Creation 
Each time you sit down with a new patient, you’ll want to search the ADVault Exchange database to see if 

they already have a MyDirectives account.  

1. To do so you’ll want to enter the following required information into the Patient Search fields as shown 

in Figure 7. 

a. First Name 

b. Last Name 

c. Date of Birth  

2. Select patient Gender from dropdown. 

3. Click Search button to populate possible accounts that match the search information. 

4. If a patient is found, select the tile with the patient’s name to open the patient account and you’ll be 

taken to the Patient’s Dashboard. 

5. If no patient matches the Patient Search information you entered, you can choose one of three 

options at the bottom of the page:  

a. Select Invite New Patient to send an invitation to your patient to create their MyDirectives 

account. 

a b 

c
2

5

3

4

Figure 7. Patient Search Page 
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b. Or you can select Create a New Patient and follow the steps to assist your patient in creating 

their account 

c. Lastly, you may select New Search to try again from the beginning. 

Select Patient from Recent Patient Activity  
1. As you build your portfolio of patients, they will be listed on one of the tabs displayed in Figure 8. 

a. Recent Activity: Patient’s you have already begun to assist in preparing advance care planning 

or portable medical order documents. 

b. Recent Invitations: Patients that you have invited to create an account and the current account 

status. 

 

  

a b 

Figure 8. Patient Search Portfolio of Patients 
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New Patient Account Creation 
1. If your patient does not appear under Patient Search results, the patient does not exist in the 

ADVault Exchange registry and repository as shown in Figure 9, and you’ll need to create an account 

for them. 

2. Press the Create New Patient button and input required new patient account details displayed in 

Figure 9. 

3. For advance searches, select more… under the required fields. Select less... to return to the regular 

required search fields. 

 

  

1 2 

3 

Figure 9. No Results - Create New Account 
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You must complete all required fields on the Add Patient Account form shown in Figure 10 to add a new 

patient into the MyDirectives database.  

1. The fields required to complete the Add Patient Account form include: 

a. First name 

b. Last name 

c. DOB 

d. Gender 

e. Username (the username is autogenerated but can be changed) 

f. Address1 

g. City, State, Zip Code, and Country 

2. Click the Add button to create a new patient account and you’ll be taken to the Patient Dashboard 

to begin populated the patient’s record.  

 

  

1 

2 

Figure 10. Add Patient Account Form 
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Invite New Patient 
You have the option to invite new patients to create their own MyDirectives account by selecting Invite 

New Patient from the options in Figure 9. 

1. Complete the required fields displayed in the Invite Patient form shown Figure 11 to allow your 

patient to create an account including: 

a. First name 

b. Last name 

c. DOB 

d. Email 

e. Gender 

f. Username (the username is autogenerated, but allowed to change) 

g. Address1 

h. City, State, Zip Code, and Country 

2. Select Send Invitation button to forward the new account creation invitation to your patient. 

 

1 

2 

Figure 11. Invite Patient to Create Account 
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An email invitation will be sent to the patient instructing them how to create their account. The patient 

can click on the link in their email that will take them to the MyDirectives for Clinicians portal where they 

can create their account.  The email will link their account to your facilitator profile so you’ll easily be able 

to pull up their account in future sessions. 

Once they create their account, you’ll be able to conduct a New Patient Search just like you would if you 

assisted with their account setup. You’ll find them listed on the Recent Invitations tab. Now you’ll be 

able to assist your patient complete their advance care planning, upload existing documents, designate a 

Healthcare Agent, and other MyDirectives for Clinicians activities. 
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Patient Dashboard 
The Patient Dashboard, shown in Figure 12, provides tiles that will help you navigate and manage your 

patient’s information.. A description of the activities and information contained in each tile follows. 

Digital Advance Care Plan 

Create a digital advance care plan to capture medical goals, treatment priorities, and patient preferences. 

Document Upload 

Upload and manage the patient’s existing advance care planning documents and portable medical orders. 

Name a Healthcare Agent 

Add a primary and alternate Healthcare agent(s) for the patient and designate their access to the patient’s 

documents. 

Record a New Video 

Record videos of the patient or the healthcare agent. These video files can be uploaded or recorded from 

your device. 

Contacts 

Add additional important contacts to the patient’s record and designate the access to the patient’s 

documents. 

 

1. You can access the Patient Dashboard from any page in their account by clicking on the Tile icon 

located in the “black” customer navigation bar next to the Sign link. 

1 

2 

Figure 12. Patient Dashboard 
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2. The Patient Dashboard can also be accessed via the Burger Menu (3 white bars) at the top right of 

the “blue” logo header bar. 

Create Patient’s Digital Advance Care Plan 
Access the patients “in-process” or “completed” advance care planning documents by clicking on the 

Digital Advance Care Plan tile (Figure 13). From there you’ll be guided through the steps to create the 

ACP for your patient as detailed in Create or Update Patient’s ACP. 

 

Advance Care Plan Status 
1. Note the Digital Advance Care Plan Tile will show you the status of the patients advance care 

planning documentation. The possible statuses for the patients ACP include: 

a. No status shown: The ACP has not been started 

b. Complete: The ACP has been completed and signed 

c. Not Complete: The ACP is incomplete and is not signed 

d. Not Signed: The ACP is complete but has not been signed 

 

 

Figure 13. Patient Dashboard - Digital Advance Care Plan 

1 
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Create or Update Patients Digital ACP 
If you, or the patient, have previously completed advance care planning on MyDirectives.com or in the 

MyDirectives for Clinician portal, then those choices will appear in the Digital Advance Care Plan. 

If the patient does not have an existing plan with MyDirectives, then you can complete the intuitive guided 

questionnaire to complete an advance are plan. 

You’ll work in each of the Digital Advance Care Plan Tiles shown in Figure 14 to document all the 

patient’s decisions. Any required questions must be completed before you and the patient can sign the 

ACP.  Once completed, the Digital Advance Care Plan will be stored in the ADVault Exchange cloud-based 

storage for easy access by all healthcare providers. 

Questions will auto-save, so you do not have to click Save for the question to update. If you make any 

changes to the signed ACP, then you and the patient must re-sign the ACP. 

An overview of the questions and information covered in each area follows. 

 

 

 

Figure 14. Digital Advance Care Planning Navigation Tiles 
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My Advance Care Goals Questions 
Each question in this section requires a minimum of one response to complete. Some questions will 

require a follow up selection based on the patient’s response. 

What Is Important to You? 

1. The What is important to you? form (Figure 15) requires at least one tile be moved into the 

rectangular box to every question in order to complete. 

a. You may drag the tiles corresponding to the patient’s answer to the rectangular box area to record 

their selection.  

b. Once in the rectangular box, responses can be prioritized by the patient’s preferences by dragging 

the answer tile up or down. 

 

1 

a 

b 

Figure 15. What is Important to You? Questions 
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Patient Is Not of Sound Mind 

If the Patient is No Longer of Sound Mind, how do they want their care handled? Please select one of 

the answers provided in Figure 16 by clicking on the corresponding circle. 

 

Religion, Faith, and Spirituality 

The patient can provide information to the care team about the role Religion, Faith, and Spirituality 

play in the their life in Figure 17. Please select Yes or No by clicking on the corresponding circle. 

Answering Yes will open a section to allow for the patient to expand on their answer and provide more 

detail as to their wishes. 

 

 

 

Figure 16. Patient is Not of Sound Mind Question 

Figure 17. Religion, Faith, and Spirituality Question 
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Suffering Significant Pain 

Please select one of the answers regarding the Suffering Significant Pain question shown in Figure 18 

by clicking on the corresponding Yes or No circle. 

 

My Preferences in Specific Circumstances Questions 
Each question in the My Preferences section requires a minimum of one response to complete. Some 

questions will require a follow up selection based on the initial response to the question. 

Terminal Illness 

The patient will answer the question that pertains to Terminal Illness illustrated in Figure 19. Please select 

one of the answers by clicking on the corresponding circle: 

1. If the patient chooses to stop all life sustaining treatments, you’ll click the first option.  

2. If the patient is requesting life sustaining treatments, additional information is required to 

complete the question. 

a. Select the For option and the patient will determine the period and you’ll enter that information 

by adding the number the patient stated then select from the dropdown menu choose either 

day(s), week(s), month(s), or year(s). 

b. The patient may want the life sustaining treatments indefinitely which can be designated by 

selecting the Indefinitely circle box. 

3. The patient may want the Healthcare Agent to determine the time to stop life sustaining efforts which 

can be selected by clicking the Until my healthcare agent decides circle box. 

4. The patient can choose Neither if the patient is not satisfied with the options. 

Figure 18. Suffering Significant Pain Question 
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If the patient wants all life sustaining treatments stopped, additional information listed in Figure 20 

is required to complete the question.  

1. The patient can select: 

a. No, I don’t want additional nutrition and hydration 

b. Yes, I do want additional nutrition and hydration 

c. I don’t know if I want nutrition and hydration. I would like to talk with my doctor or someone else 

before I make that decision. 

 

1 

2 

P

4

3

a 

P
b 

P

Figure 19. Terminal Illness Questions 

1 

Figure 20. Want All Life Sustaining Treatments Stopped Questions 
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Brain Injury 

How the patient wants to be treated in the event of a severe and irreversible Brain Injury following life 

sustaining treatments is defined in the questions provide in . Please select one of the answers by clicking 

on the corresponding circle: 

1. Select the For option and the patient will determine the period and you’ll enter that information by 

adding the number the patient stated then select from the dropdown menu choose either day(s), 

week(s), month(s), or year(s) 

2. If the patient wants the life sustaining treatments to continue for an unspecified period chose the 

Indefinitely circle box. 

3. The patient may choose to have their Healthcare Agent determine the time to stop life sustaining 

efforts by clicking the Until my healthcare decides circle box 

4. Should the patient not be satisfied with these choices, then select the Neither option. 

 

If the patient wants all life sustaining treatments stopped, the additional information shown in Figure 22 

is required to complete the question.  

1. The patient can select: 

a. No, I don’t want additional nutrition and hydration. 

1 

2 

 

3

3 

4 

 

Figure 21.  Brain Injury Questions 
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b. Yes, I do want additional nutrition and hydration. 

c. I don’t know if I want artificial nutrition and hydration. I would like to talk with my doctor or 

someone else before I make that decision. 

 

CPR 

Here you’ll guide the patient through their thoughts on Cardiopulmonary Resuscitation (CPR). Please 

select one of the answers shown in Figure 23 by clicking on the corresponding circle. 

If your patient would like to provide additional thoughts, click on I have additional thoughts on this... 

and a text box like the one in Figure 24 will be displayed, and you may add their thoughts. 

Figure 22. Artificial Nutrition After Life Sustaining Treatment 

Figure 23. Thoughts on CPR Questions 

Figure 24. Additional Thoughts on CPR 



MyDirectives for Clinicians User Guide 
 

 
 

April 2022  22 

My End-of-Life Preferences Questions 
Capture patient thoughts on their end-of-life preference in the following questions. 

Where To Spend Final Days 

The patient can select where they choose to spend their last days as shown in Figure 25. 

Please select one of the answers by clicking on the corresponding circle: 

1. The At home option will add an additional option that must be selected: 

a. The patient can select the option to have hospice care if available  

2. In the hospital selection adds an option: 

a. The patient can request a consultation with a Supportive & Palliative Care Team, if 

possible 

3. In a hospice facility 

4. Select I am not sure. If the patient is not ready to answer this question. 

 

 

1 

2 

 

3

3 

Figure 25. Where to Spend Final Days 

4 

 

Figure 26. I'm Not Sure Where to Spend Final Days 
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If your patient would like to provide additional thoughts, click on I have additional thoughts on this... 

and a text box like the one in Figure 27 will be displayed where you may share their thoughts. 

 

Tissue Donation 

You’ll be able to guide the patient through the set of questions found in Figure 28 regarding Tissue 

Donation. 

Please select one of the answers by clicking on the corresponding circle: 

1. If the patient selects to donate my organs, then the patient will need to make one of the following 

decisions shown in Figure 29: 

a. All organs 

b. The patient can list which organs they wish to donate in the text box that appears when this 

option’s selected 

 

1 

Figure 28. Organ Donation Questions 

Figure 27.  Additional Thoughts on Where to Spend Final Days 
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If the patient would like to provide additional thoughts, click on I have additional thoughts on this... 

and a text box like the one in Figure 30 will be displayed for your patient to share their thoughts. 

 

  

a 

b 

Figure 29. Thoughts on Organ Donation 

Figure 30. Additional Thoughts on Organ Donation 
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Thoughts On Autopsy 

You’ll be able to guide the patient through their thoughts regarding an Autopsy as shown in Figure 31. 

1. Please select one of the answers by clicking on the corresponding circle. 

 

If your patient would like to provide additional thoughts, click on I have additional thoughts on this... 

and a text box like the one in Figure 32 will be displayed where you may add their thoughts. 

 

  

1 

Figure 31. Thoughts on Autopsy Questions 

Figure 32. Additional Thoughts on Autopsy 
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My Thoughts Questions 
Capture patient thoughts on what makes their life enjoyable and share any important information that 

may be of value to their family, friends, caregivers, and medical team in the following questions. 

My Likes / Joys 

In the text box show in Figure 33, the patient can share the things that bring them joy. These are the 

patient’s wishes and are not required to complete the ACP. 

 

My Dislikes / Fears 

In the text box shown in Figure 34, the patient can describe their fears and things they don’t like. These 

are the patient’s wishes and are not required to complete the ACP. 

 

  

Figure 33. My Thoughts on Likes and Joys 

Figure 34. My Thoughts on Dislikes and Fears 
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How to Care for Me 

In the text box shown in Figure 35, the patient can describe how they would like to be cared for by 

providers. These are the patient’s wishes and are not required to complete the ACP. 

 

My Religion 

1. In the text box shown in Figure 36, patient may record any specific religious rituals, dietary issues, or 

other observations that would be important to know about the patient. 

2. Patient also has an option to list their religion. 

 

  

Figure 35. My Thoughts on How to Care for Me 

1 2 

 

Figure 36. My Thoughts on My Religion 
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My Unfinished Business 

In the text box as shown in Figure 37, the patient may describe any unfinished business needs that need 

to be addressed. 

 

If I Were to Pass Away 

In the text box shown in Figure 38, the patient can share any funeral or burial plans and express any 

wishes that they would like their care team, family, and friends to follow. 

 

  

Figure 37. My Thoughts on Unfinished Business 

Figure 38. My Thoughts on If I Were to Pass Away 
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Laughter 

In the text box shown in Figure 39, the patient can let everyone know what makes them laugh. 

 

Messages to People That Matter to Me 

In the text box shown in Figure 40, patient can share any other information they think is important to 

them. 

 

  

Figure 39. My Thoughts on Laughter 

Figure 40. My Thoughts on Message to People That Matter to Me 
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Information People May Need to Know 

In the text box shown in Figure 41, patients may record any directions on important documents that may 

be helpful for others to know. 

 

  

Figure 41. My Thoughts on Information People May Need to Know 
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Sign Advance Care Plan 
You and the patient can sign the ACP once you have completed all required fields in the Digital ACP. 

How You Know the ACP is Ready to be Signed 
You’ll know the document is ready to be signed when you see the documents need to be signed is 

listed in the Digital Advance Care Plan tile as shown in Figure 42. You’ll click on the tile to launch the 

signature module. 

 

Sign the ACP 
Once you have a completed ACP and you have clicked on the Sign link, a document signature form like 

the one shown in Figure 43 will appear. 

1. If the patient is not present or not able to sign the ACP, you’ll click the Box next to the patient’s name 

located above the patient signature. Checking this box allows the patient to give you verbal consent 

to digitally execute the ACP. You’ll sign your name on the facilitator line. 

2. If the patient is present and able to sign, then the patient and you’ll both sign and click Submit. 

3. If the signature is not acceptable, click on the Clear button to clear the signature and sign again.  

Figure 42. ACP To Be Signed 
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4. You’ll click Submit to fully execute the signature of the patient’s Digital ACP. 

 

  

1 

2 

 

3

3 

4 

 

3

3 

2 

 

Figure 43. ACP Signature Page 
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Confirmation the ACP is Signed 

You’ll see a message like the one in Figure 44 Confirming the ACP is signed after you and the patient 

have fully executed the form. You can add witnesses to the patients ACP once the ACP is fully executed. 

Add a Witnesses to the Patient’s ACP 
Once you receive a confirmation that the ACP is signed as shown in Figure 44 you’ll see the Witness 

button is now on and you can add a witness to the patient’s ACP.  

1. Click on the Add Witness button to add one or more witnesses to the patients ACP. 

 

  

Figure 44. ACP Signed Confirmation and Add Witness 

1 
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Witness to ACP  

Click the Add Witness button to open the Witness form shown in Figure 45. You’ll be able to add one or 

more witnesses to the patient’s Digital ACP.  

1. If the patient witness is present, you’ll have the witness read the declaration, sign, and enter their 

information in the data fields. 

Then you’ll receive a confirmation message on 

the screen that verifies the witness has been 

added to the patient’s ACP when complete. 

Remote Witness to ACP 

Add a Remote Witness if the witness is not 

present at the time the ACP is signed by the 

patient. A witness can be added up to 24 hours 

after patient signature completion. 

2. You’ll click on the check box next to Remote 

Witness. By clicking on the remote witness, 

you’ll confirm the remote witness declares 

the patient signed, or had another sign on 

the patient’s behalf, using electronic audio-

visual means.  

a. You’ll add a witness audio or visual 

recording 

b. You’ll enter the remote witness 

information in the data fields. 

c. You’ll click the Submit button to add the 

witness to the patients ACP. 

d. You can add additional witnesses to the 

patients ACP by clicking the Add Witness 

button 

3. You’ll click the Submit button after the 

witness has signed and entered their 

information in the fields and you have 

verified all fields are complete. 

  

Figure 45. Witness Signature Page 
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Confirmation The Witness was Added to the ACP 

You’ll receive a Witness Added Confirmation Message like the one in Figure 46 that the witness 

signature was added to the patient’s ACP. 

If the ACP is changed then all witness signatures are removed from the Patient’s ACP. The patient’s 

witness(es) must sign the patient’s ACP again. 

 

Incomplete ACP Pop-Up Message 

You’ll see the ACP Incomplete pop-up warning message shown in Figure 47 if you attempt to sign the 

ACP before all the required questions are answered. 

 

  

Figure 46. Witness Added Confirmation Message 

Figure 47. ACP Incomplete Pop-Up Message 
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Document Upload 
You’ll have access and manage the patient’s existing documents and upload, download, view, or delete 

patient documents from the Document Upload tile shown in Figure 48.  

 

 

  

Figure 48. Document Upload Selection 
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Patient Document List 
On the Document List page shown in Figure 49, you can manage the patient’s current documents. The 

uADD, aka Advance Care Plan (ACP) is the Digital ACP created in the MyDirectives for Clinicians platform. 

 

 

1. The HIPAA form is autogenerated when the patient’s account is created. The other documents on the 

page may be uploaded to the patient’s account. 

2. All documents can be viewed and downloaded from this page. Any documents that were uploaded to 

the patient’s account can be viewed, downloaded, deleted, or replaced. The Trash, Edit, View, and 

Download icons next to each of the documents will allow you to manage the patient’s documents. 

3. Click the Upload New Document button to add a new document to the patient’s record. 

4. Click the Refresh List button to update the documents if changes have been made during the time 

you’re on the Document List page. 

  

Figure 49. Patient Documents Page 
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Upload Documents 
Click the Upload New Document button shown in Figure 49 to add a new document to the patient’s 

record. 

1. You’ll complete the required fields displayed in Figure 50 to summarize the type of document that will 

be uploaded into patient’s record. 

a. What do you want to call this document? You’ll enter the document name that will appear in 

the Document List page. 

b. What type of document is this? You’ll have a collection of document types that are approved 

by your organization available in the dropdown window. 

c. When was this document created? You’ll enter the date the document was created and not 

the current date. You’re not allowed to enter future dates in the field. 

d. Select a File. You’ll click on the paperclip icon to open your computer browser and select the 

file you’d like to upload 

2. When you have completed the required fields and are ready to upload the file, click the Upload button 

and a preview of document will be displayed as shown in Figure 51 below. 
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Figure 50. Document Upload Description 
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Document Upload Preview 
Once you have clicked the Upload button, you’ll see a preview of your document like the one found in 

Figure 51. This preview allows you can verify the document to be uploaded is the intended one prior to 

uploading the document.  

1. If the document is multi page, you can click the Arrows to verify each page. 

2. Once the document is verified, you’ll click the Upload button to add the document to the patient’s 

record.  

In the future you’ll have access to uploaded documents from the patient’s Document List under the 

Document Upload tile. 
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Figure 51. Uploaded Document View and Confirmation 
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Healthcare Agent 
Select the Name a Healthcare Agent tile from the Patient Dashboard displayed in Figure 52 to add 

the patient’s healthcare agent to their record. You can also add an alternate healthcare agent if the patient 

wants more than one person to speak on their behalf. 

 

 

 

  

Figure 52. Name a Healthcare Agent Tile 
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Name or Update Your Primary Healthcare Agent 
1. Enter the patient’s healthcare agent information in the required fields shown in Figure 53 which 

include: 

a. First Name 

b. Last Name 

c. Email and/ or phone. You’ll need to add the HCA’s email address for them to be notified of their 

assignment. 

2. Please note that the “Notify this person that you have chosen him or her to be your healthcare 

agent” is automatically selected. Unless you uncheck the box, the application will electronically 

notify the named healthcare agent. We strongly recommend that this person is notified that 

they were chosen to make decisions on behalf of your patient.  

If you elect to notify the 

healthcare agent, an email is sent 

to the agent requesting the 

healthcare agent go online, 

respond to the request, and give 

consent to act as the patient’s 

healthcare agent.  
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Figure 53. Name Your Healthcare Agent 
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Contacts 
You’ll be able to add additional friends, family, and healthcare contact information to the patient’s record 

by selecting the Contacts tile on the Patient Dashboard as shown in Figure 54. 

 

  
Figure 54. Add Additional Contacts Tile 
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Add New Contacts 
Enter the required information shown the Contacts form in Figure 55 to add additional important 

contacts. 

1. The required fields include:  

a. First name 

b. Last name 

c. Email and/or Mobile phone 

2. Select: 

a. Save and Finish to add a new contact 

b. Save and Add Another to for additional contacts 

c. Skip to move to the contact’s main page 
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Figure 55. Add Additional Contact Page 
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Manage Patient Contacts 
1. Select the Trashcan icon to remove any contact from the patient’s record or click the Pencil icon to 

update the contact’s information. 

Changes made to contacts will not require the ACP to be signed again. 

Note the Contacts page clearly identifies who is designated as the Primary HCA and Alternative HCA. 

 

 

  

1 

Figure 56. Manage Patient Contacts 
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Record Patient Video 
You can record a video of the patient or for the patient’s healthcare agent by clicking the Record a New 

Video tile on the Patient Dashboard as shown in Figure 57. The video is created from your device using 

your camera and microphone. Each video is saved to the patient’s record and can be accessed from the 

Patient Summary page. 

 

 

  

Figure 57. Record a New Video Tile 
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Record A Patient Video Setup 
1. To select who will record each video tap either the Patient or the Healthcare Agent button on the 

Record a Video setup page shown in Figure 58. 

2. Tap one of the tiles to designate which type of video you would like to record from the Video 

Selection tiles. 
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Figure 58. Record a Video Set-Up Page 
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How to Record A Video 
1. Select the Start button on the screen shown in Figure 59 to begin recording the video. The device 

screen will display what the camera is pointed towards and start recording. Press Pause button if the 

patient or healthcare agent is not ready. Click Resume button when you’re ready to continue 

recording. 

2. Once the recording is finished, click Stop Recording button. Click Save Recording button to save 

the recording file to the Patient’s Summary page, or if the patient would like to start over, select 

Cancel to delete and start recording again. 

3. Existing video files can be uploaded by clicking the Upload a Video File Instead button. Select the 

video file from your device. 
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Figure 59. Record a Video Page 
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Record Video for Healthcare Agent Setup 
1. Click the Healthcare Agent button on the Record a Video setup page as shown in Figure 60. 

2. Select a healthcare agent from the dropdown menu.  

3. Tap one of the tiles to designate which type of video you would like to record from the Video 

Selection tile.  

 

Figure 60. Record a Video Healthcare Agent Setup 
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Patient Summary 
The Patient Summary as shown in Figure 61 provides you and your patient with an overview of their 

account. Click on the desired subject tiles to navigate the patient’s record.  

 

 

Figure 61. Patient Summary 


