
Heritage Health Center’s Patient Portal

Instructions for Registration and Portal Navigation

*Please note that though we are “Heritage Health Center,” the Portal uses “Powell Health Care 
Coalition.” These two entities are the same thing.

Register a Portal Account: 
Choose one of two ways

A. Register through an invite from Heritage 
Health Center:

1. Provide email to Heritage Health Center 
in-person or call (307) 764-4107.

2. Request the Front Desk to send a Portal 
invite be emailed to you. 

3. When you receive the invite, click 
“Register” to complete the registration 
process.

4. Enter the required information in the next 
window: 

• First name
• Last name
• Date of Birth
• Gender
• a working Email
• Phone number and type of number

5. Make sure you complete the Captcha Window 
certifying you are not a computer before you click 
“Continue.”
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6. You will be asked to Verify your Identity to 
make sure no one else is using your 
information to create an account. 

Choose to be texted or called and click 
the “Send Code” button to receive a 
temporary passcode.

7. Enter the Temporary Passcode into the 
window to activate your account.

8. You will be asked to create your password 
and enter it twice.

Check the box for “I have read and accepted the 
Terms and Conditions and Privacy 
Policy.”

Click “Continue.” 

9. Now you are ready to Log-in to your Portal Account!

OR

B. Register directly through the Portal website:

1. Go to the AthenaHealth Portal Registration website at: 
https://11747.portal.athenahealth.com/ 

2. Click on the blue “Sign up today” link in the Registration 
window.

3. Follow Steps 3 through 7 in the above directions for Option A. 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How to Access Portal Account

*Please note that though we are “Heritage Health Center,” the Portal uses “Powell Health Care 
Coalition.” These two entities are the same thing.

1. Go to https://11747.portal.athenahealth.com/, and sign-in to 
your account by entering your email and password. 

2. Click “Sign In” when done.

3. On the next window, you may receive a “Pop-
up” Notice to that looks like this:

You can sign-up to receive text notices from 
Athena regarding certain patient information 
by entering the phone where you would like 
to texts to be sent.

4. After the Pop-Up Window, 
your Home Page of your 
Portal will look like this.

You can choose from the menu 
options listed on the left side: 
Appointments, 
Messages, Billing, My Health 
Tasks and Tools, or update My 
Profile Page.

You can also set-up your 
security questions as an extra 
security measure for your 
account access.

Or you can “View Details” on 
your Health History.
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How to Schedule Appointments through the Portal

*Please note that though we are “Heritage Health Center,” the Portal uses “Powell Health Care 
Coalition.” These two entities are the same thing.

1. Log-In to your Patient Portal Account through https://11747.portal.athenahealth.com/.

2. Click “Appointments” on the menu on the 
left of your screen.

3. Select a reason for the appointment and then click 
“Find Appointments.”

4. Select your preferred appointment day.

Select your Preferences for the Provider, 
Location, and Times.

If the search yields no options the “Send a 
Request” to the clinic for an appointment.
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5. To “Send a Request,” select a Provider 
preference if you have one, a location and 
preference for time.

If you have a particular day when you would 

like it, please enter that into the Comment Box 
area, and any other information that will help 
staff reschedule the appointment.

6. Once an appointment has been scheduled for you, 
you will receive a confirmation of that appointment 
through your email that is attached to your Portal 
Account.

7. The Appointment will also be listed on your 
Portal Home page under “Upcoming 
Appointments.”
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How to Reschedule an Existing Appointment through the Portal

*Please note that though we are “Heritage Health Center,” the Portal uses “Powell Health Care 
Coalition.” These two entities are the same thing.

Regardless of how you originally scheduled an appointment, patients may use their 
Portal account to request an appointment to be rescheduled by their Provider.

1. Log-In to Portal Account.

“Upcoming Appointments” will be 
listed on this first screen.

2. Click on an existing appointment you 
want to reschedule.

3. On the next window, select “Reschedule 
Appointment”

4. In the next window, either enter your day 
and time of day preference for the new 
appointment, OR you can “Send a Request” 
to the clinic.
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5. To “Send a Request,” select a Provider 
preference if you have one, a location and 
preference for time.

If you have a particular day when you would like 
it, please enter that into the Comment Box area, 
and any other information that will help staff 
reschedule the appointment.

6. Click “Send” when you are finished.

This message will be sent to clinic scheduling 
staff and they will communicate with you on your 
new appointment time.

7. You will receive a confirmation that your message 
was sent.

8. All of the messages you send 
through the Portal, including 
Requests to Reschedule 
Appointments, will appear in your 
“Sent Messages” Box.
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9. When the clinic replies you will have a new 
message in your Inbox and it will look like 
this.

You should also receive an email 
notification that the clinic contacted you 
through the Patient Portal.

Click on the message to open 
it to read the clinic’s response.

If the clinic needs additional 
information you can reply back 
using the “Reply to Message” 
Window, OR you can call the 
clinic at (307) 764-4107.

10. Once an appointment has been scheduled, you will receive 
a confirmation of that appointment through your email that is 
attached to your Portal Account.

11. The Appointment will also be listed on 
your Portal Home page under “Upcoming 
Appointments.”
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How to Complete Appointment Check-In through the Portal

*Please note that though we are “Heritage Health Center,” the Portal uses “Powell Health Care 
Coalition.” These two entities are the same thing.

1. Log-In to your Patient Portal Account through https://11747.portal.athenahealth.com/.

2. Click the “Check In” button on the appointment for which 
you would like to check-in.

3. On the next screen (page 1 of 3), review 
and update your personal information. 

This is information HHC is required by law 
to have in every patient’s records and it 
helps the clinic maintain good 
communication with patients.

Click “Continue” 
when finished.
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4. Page 2 of 3 shows outstanding balances 
on the patient’s account. Patients will be 
asked if they would like to make a 
payment. 

They may choose to pay with a 
credit card, to Pay in-person at the 
clinic or submit a question to the 
Billing Department about charges.

Patients may view the details of account charges.         Click “Continue” when complete.

5.  Page 3 of 3 is the Patient’s Health History. 

Update your Medications and Allergies lists. The more 
accurate this information is, the better care our Providers 
can provide.

Deleting Listed Medications/Allergies:

• Click “Remove” to delete medications/allergies that 
you are no longer taking or no longer apply.

Adding Medications:

• Click “Add Medication” to list new medications.

• Type the name of the medication you wish to add an 
press “Enter.”
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• Answer additional questions about the medication you entered:

- How do you take it?

- What form do you take?

- Enter/Choose the strength

- Enter the Date you started taking the medication OR 
choose “I don’t know.”

- Enter how 
much you 
are taking 
and how 
often

Adding Allergies:

• Click “Add Allergy”

• Start typing the name in the 
window and a list will appear.

• Choose your allergy from the list 
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• Type-in or choose an option from the drop-
down lists to answer questions for each allergy 
you entered:

- Date you been reacting to the 
allergy

- What type of reaction you 
have

- How severe the reaction is

6. Once you’ve updated your Medications and 
Allergies, click “Save” at the bottom of the screen.

7. You will return to the “Health History 
Form” screen and it should show 
any changes to your Medications 
and Allergy Lists.

8. Click “Complete” when done 
updating the lists.
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9. When your check-in is complete, you will receive 
a confirmation pop-up that looks like this:

And it should show that you’ve completed the check-in process 100% for your upcoming 
appointment on your Home Page Screen:

10. Reminder: Though you completed the online check-in process, please arrive a few minutes 
early to sign your Consent to Treat form, make payments and to provide any other 
necessary documents for your visit at the Registration window.  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How to Check your Account Balance through the Portal

*Please note that though we are “Heritage Health Center,” the Portal uses “Powell Health Care 
Coalition.” These two entities are the same thing.

1. Log-In to your Patient Portal Account 
through https://
11747.portal.athenahealth.com/.

2. Click “Billing” on the menu on 
the left of your Portal Home page 
screen.

3. If you have no Balance the screen 
will look like this.

How to Make a Payment through the Portal

1. Follow Steps 1 & 2 of “How to Check 
your Account Balance on the Portal”.

2. If you have a current balance, your 
charges will be listed in your Billing/Bill 
Pay Window.

3. Click “View Details” to review or print 
the details of the charges.
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4. Click “Make a Payment.”

5. Enter payment information and click “Review Payment.”

6. If all information on the payment screen is correct, click 
“Review Payment.” The next screen will show all details of 
the transaction and payment information. 

7. Change any details that are incorrect and click “Submit 
Payment.”

8. You should receive a confirmation message that the 
payment has been accepted.

A confirmation message will also be sent to your email attached to your Portal account.

9. All statements and payments 
attached to your account will 
appear under the “Billing” 
section in the Portal.
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How to Message your Provider through the Portal

*Please note that though we are “Heritage Health Center,” the Portal uses “Powell Health Care 
Coalition.” These two entities are the same thing.

1. Log-In to your Patient Portal Account through https://11747.portal.athenahealth.com/.

2. Click on”Messages” in the menu on the 
left, OR click the “Send a Message” 
button.

3. Your Message Inbox will 
open. You can see a list of all 
notices, messages from your 
Provider and from the clinic 
staff sent to you through the 
Portal.

4. Click on “Compose 
Message.”

5. Select “Message Type” from the drop-
down menu.

6. Select the “Provider” you want to contact.  

7. Enter the “Subject” and type the “Message” 
you want to send. Click “Send.”
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