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Welcome to Agency Portal 

1. Enter the URL https://agency.texashousecalls.com/ in browser 
2. User is redirected to the agency’s portal 
3. Enter Username and Password shared via email by practice 
4. Click “SIGN IN” button 

 
[Note: The Password should contain at least one uppercase letter, one lowercase letter & one special character] 

 
5. The User is redirected to the Agency Portal Home Page 

 

 

https://agency.texashousecalls.com/
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The following Menu options are listed in the Agency Portal:  

Home 
Messages 
Medical Records  

My Account 

 Logout

Home 

Click Home menu 
User Home page is displayed 
The Menu options of the Agency Portal are listed in the Home Page 

Messages 

Usage: User can send/reply a message by choosing the message type & respective 
patient Message type: It shows the subject line of the message 
Respective Patient: Mapped patient of the agency 
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Steps 

Click the Messages menu 
User is redirected to the following page 

The following Menu options are available in the Messages page: 
Inbox 
Sent 
Messages 
New Message 

Inbox 

Click Inbox menu to view received messages. 
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Click REPLY button to reply to received 
messages the following screen is displayed 

User can view the previous message transaction history and attached files 
User can change Message Type and sender name by selecting Related 
To field Enter the Content and Attach Files 
Click Send Message button to send a 
message Click Cancel button to withdraw 

Sent messages 

Click Sent Messages to view sent messages 
Click Print icon to print the Sent Messages 
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New Message 

Click New Message to compose a message and send to practice users. 
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Message Type 

Select Message Type Dropdown menu 
List of options are available, select the required options 

Patients 

Select Patient Dropdown menu 
List of all patients mapped to that Agency will be displayed 

Select the Patient 
Enter the Message in the Text Box 
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Attach Files 

Click the “Attach files” button under the Text Box  
Click Send Message 

Medical Records 

Usage: User can download patient medical records & F2F generated transactions from here. 

Steps: 

Click Medical Records menu 
The following screen is displayed. 
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Select Patient List from the Dropdown menu. 
Select the Date of Service/Encounter 
The following MR/F2F transaction details are generated for the chosen patient 

The above transaction is Face to Face, so the user can see View and Download 

buttons Click the View button to view GENERATED Transaction 
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Click the Download button to download Generated Transaction 
User can Request the Generated F2F /MR Transaction by clicking the Request Message button. 

Enter the required details and click the Submit button. 
The message will be sent to the respective message owner.
Completed Medical Records are generated in Agency MR. 
For a DOS, if a transaction is generated multiple times, recent generated transaction details are displayed in the Agency 
MR. 
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My Account 

Click My Account menu 
User is redirected to My Account page 

The following Menu options are available in the My Account page:  
Demographics 
Manage Notifications 
Change Password 

Demographics 

The following fields are available on the Demographics page: 

Personal Information 
Address Details 
Contact Details 

Other Information 

Enter all the required fields, if a user enters NPI, verification is mandatory. 

Enter NPI number, 
Click verify NPI button 
User NPI logs are displayed 
Click Submit button to save the data 
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Manage Notifications 

User can click Manage Notifications to receive notifications 
User can select Email notifications to receive notifications via mail 
User can select Mobile notifications to receive notifications via Mobile messages 

Note: Please select at least one checkbox for communication purpose 

Change Password 

Click Change Password 
The User is redirected to the following page 
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Enter Current Password [Existing Password] 
Enter New Password 
Confirm New 
Password 
Click Change Password button 
A message is displayed to the user “Your Password Has Been Changed Successfully”. 
Click Cancel button to cancel the changes 

Logout 

Click Logout to exit from the Agency Portal 
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