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Staff Instructions 
For the Patient Portal (CEHR) 

Overview of Steps: 

1. Primary clinician generates a PIN number in CHIP. 

2. Primary clinician prints the CEHR instructions in CHIP and gives it to the consumer.  The 

instructions contain the consumer’s PIN number, case number and the CEHR website address. 

3. The consumer uses the instructions, PIN number and case number to create a user account on 

the CEHR website.  The consumer must select a username and password when creating the 

CEHR account.  After creating the CEHR user account, the consumer will no longer need the 

print out containing their PIN number and case number. 

4. The consumer uses their username and password to login to the CEHR website for all future 

visits to the site. 

5. Troubleshooting common problems consumers may encounter. 

6. View of CEHR website. 

 

Note:  Primary clinicians can direct consumers to customer services for problems with their CEHR 

accounts.  The customer service number is (810)257-3705. 
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Detailed Instructions: 

1. Primary clinician generates a PIN number in CHIP. 

a. Click on ‘Consumers’ menu button on the left hand side of the screen; then click on 

‘Consumer Information’ link. 

 

b. Search for your consumer on the Consumer List screen.  Click on the change link next 

to the consumer record needed. 

c. On page 1. Basic information, scroll down to the bottom of the page to the 

Community Electronic Health Records (CEHR) section. 

d. Click on the Update CEHR Information link.  This will open a pop-up window. 

 

e. On the Update CEHR Information pop-up window, enter the date the PIN and 

instructions were given to the consumer, then click the Generate PIN link. 

f. A warning message will be displayed after clicking the Generate PIN link.  The warning 

message states the consumer will receive their PIN and the CEHR instructions today.  

Click Ok. 
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g. After the warning message disappears, the PIN number will appear on the Update CEHR 

Information window.  Click the Save button at the bottom of the window. 

 

2. Primary clinician prints the CEHR instructions in CHIP and gives it to the consumer. 

a. The Print Instructions link is now available on the CEHR section of page 1. Basic 

Information; click the Print Instructions link. 

 

b. A window will display the CEHR instructions.  Print the instructions and hand them to 

the consumer. 

c. The image displayed below is an example of the printed instructions the consumer will 

receive.  It contains the CEHR website address, their case and PIN number.  
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3. Consumer creates a user account on the CEHR website. 

a. Primary clinicians may assist the consumer with creating a CEHR account or the 

consumer may choose to do it themselves at home. 

b. The consumer goes to the website: http://www.mycehr.com. 

c. The consumer clicks on the Get Started button on the CEHR main screen.  [Note: At this 

point the consumer does not yet have a username and password.] 

 

http://www.mycehr.com/
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d. The consumer will enter the information needed to create their user account, including 

their name, date of birth, an email address, case number and PIN.  They will create a 

username and password of their choice.  Click Create Account when done. 

 

e. The consumer’s case number and PIN are used to create the account, but are not 

needed after the account has been created.  The consumer must use their username 

and password to log into the myCEHR website now. 

 

4. Consumer uses their username and password to login to the myCEHR website. 

a. The consumer goes to the website: http://www.mycehr.com 

b. The consumer enters the username and password they chose when they created their 

CEHR account and then click on the Login button. 

http://www.mycehr.com/
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c. The first time the consumer logs into their CEHR account, they will be asked to accept 

the user agreement.  They will need to scroll to the bottom of the screen and click on 

the Accept button in order to continue to their information. 

 

5. Troubleshooting common problems consumers may encounter. 

a. PROBLEM: The consumer forgot their password. 

i. The consumer can reset their password by clicking on the link, Forgot your 

password? At the bottom of the login screen.  (Primary clinicians can also re-set 

the consumer’s password as described in step 19 below.) 
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ii. A window called User Information will be displayed.  The consumer is asked to 

enter their username and the email address they used when creating their 

account.  Click on the Reset my Password button at the bottom of the screen. 

 

 

iii. The system will send the consumer a temporary password via their email 

account. 

iv. The consumer retrieves the email then goes to the CEHR login screen and enters 

their username and temporary password.  The consumer then clicks the Login 

button. 
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v. The CEHR website will automatically take them to the Change Password screen 

upon logging in.  The consumer must enter their temporary password in the 

current password text box and then type a new password in the two following 

textboxes.  This password must be something that wasn’t used previously. 

 

b. PROBLEM: Consumer forgot their username. 

i. Primary clinicians log into CHIP and navigate to the consumer information 

module, page 1. Basic Information screen and scroll down to Community 

Electronic Health Records (CEHR) section. 

ii. Primary clinician clicks on Update CEHR Information link. 

 

iii. The Update CEHR Information pop-up window will open.  The consumer’s CEHR 

User Name is displayed in the pop-up window. 

 

iv. Primary clinicians inform the consumer of their CEHR username. 
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c. PROBLEM: Consumer is locked out of CEHR account. 

i. Primary clinician goes to CHIP consumer information module, page 1. Basic 

Information and scrolls down to Community Electronic Health Records (CEHR) 

section. 

ii. Primary clinician clicks on Update CEHR Information link. 

 

iii. The Update CEHR Information pop-up window will open.  Primary clinician clicks 

on the Reset CEHR User Password link. 

 

iv. This will unlock the consumer’s CEHR user account and create a temporary 

password.  Primary clinician clicks the Save button to save temporary password.  

Primary clinician gives the temporary password to the consumer. 

v. The consumer goes to the CEHR login screen and enters their username and 

temporary password. 

vi. The CEHR website will automatically take them to the Change Password screen.  

The consumer must enter their temporary password again and create a new 

password that has not been used previously.   



 
Staff Instructions 

For the Patient Portal (CEHR) 
 

Page 10 of 12 

 

 

d. PROBLEM: Consumer did not create CEHR account and lost PIN or PIN has expired. 

i. Primary clinician goes to CHIP Consumer Information module page 1. Basic 

Information and scrolls down to Community Electronic Health Records (CEHR) 

section. 

ii. Primary clinician clicks on Update CEHR Information link. 

iii. The Update CEHR Information pop-up window will open.  Primary clinician clicks 

on the Clear PIN link above the current PIN. 

 

iv. A warning message will pop-up on the screen.  Click Ok on the pop-up window; 

the window will disappear and the PIN will be deleted. 
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v. Primary clinician then creates a new PIN number for the consumer and prints the 

instruction sheet for the consumer (See steps 1 through 4 in the Detailed 

Instructions section above).  Note: Keep the original date that the original PIN 

was given to the consumer; do not change the date as indicated by the warning 

message. 
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6. View of CEHR website. 

 

 


