
 
 

Physician Exchange Portal (PEP)  
System Requirements Checklist 
 
 

HARDWARE 
 

Minimum 
 

  1 ghz processor 
  512 mb memory 
  Color display 
  Network interface  

 
Recommended 
 

  1.8 ghz or higher processor 
  1 gig Ram memory or more 

 
 
 

SOFTWARE 
 

Minimum 
 

  Internet Explorer Browser 5.5 with 128 bit encryption*, prefer IE 6 or better 
  Sun Java  
   Windows XP Service Pack 2 or better  

  

CONNECTIVITY 
 

   Broadband (DSL or Cable) ISP Service 
 
 

DISCLAIMER 
 
System requirements are the responsibility of the requestor. 
 
 
 
 
 
 
 
 For Customer Support, please contact Virtua Health Information Services at
856-248-6446 or at extension 86446 from within the Virtua Health facilities. 



Physician Exchange Portal Tip Sheet (PEP) 
 

• Type this website in your address bar: http://physician.virtua.org. 
• There are two ways to gain access into the portal. (See highlighted areas below) 

 Select one by left clicking on it 
 

 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• If this is the first time signing into the Physician Exchange Portal, it will be necessary to install 
two components: 

 
o Adobe Reader  
o Microsoft Java 

 
Note: These are necessary to properly view Netilla and are located at the bottom of the login 
page.   
 

• Click on the links below to begin the installation 
• Once installs are complete, sign in by using your network ID. 

 
 
 

If you receive a Security Alert, 
Click OK 



 
 

• Type in your User Name and Password. 
• Click the Log In button. 

 
 

 

 
 

The Virtua Physician “Desktop” appears which includes icons for Outlook email and the Physician Portal 
(which hosts the Net Access HIS System) 
 

• Click once on the Physician Portal icon to launch the application. 
 
Note: The Physician Exchange Portal will open automatically with the Net Access Clinical System to the 
right of the screen. This is exactly the same look as if you were accessing the clinical system from within 
Virtua.  (For printing information, see “Printing in Physician Exchange Portal” Tip Sheet on 
http://physician.virtua.org site.) 
 
 

• Please be sure to log out when finished. 



 

 

 

 

 

 
 
 
 
 
 

 
Outlook Email 

 

 
 
To Create and Send an Email Message    
 
1. Click Inbox folder 
2. Click the “New Mail Message” icon (white envelope/letter icon far left on toolbar). 
3. Click “To” button to access Virtua address book and double click the name of your recipient; 

click OK.  
4. Click in Subject box and type the subject of your email. 
5. Click in large white text box and compose your email. 
6. Click “Send” button (white envelope icon far left on toolbar) to send email message to your 

recipient(s).



  PRINTING FROM WITHIN THE VIRTUA PHYSICIAN EXCHANGE PORTAL 
 
1.  After clicking the Physician Exchange Portal link from PEP home page, you will receive this 
log on screen to the  Virtua Network. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. If it’s your first time to this site, you need to install both the Microsoft Java and 
Adobe Acrobat Reader for access and printing capabilities. 

2. Once these two are installed on your PC, you can log into the network with your ID 
and password. 

3. After logging on, the “desktop” screen loads 

4. Verify you see a green check box on the printer icon lower left-hand corner -this 
means your default printer is ready to use 

5. The middle button is used for pausing a print job and the “X” will cancel the print job 
(should not be used). 
 

 

 

 

 

 

 

6. 

 

Printer status icon



You can print one of two ways:  Anything you see on your Internet screen, you can 
print. 

a. Using the “Print this page” hyperlink, which is located on most net access 
screens at the upper-right hand corner?  This will format the print in a table 
format using page numbers.  Once you click on the hyperlink, a print preview 
box will open to show you how your printout will look.  Then click print.  You 
will then see Adobe Reader automatically open at the bottom of your task 
bar.  When initially using this hyperlink you must accept the initial popups in 
order to have this hyperlink to work properly in the future.  If you do not 
accept the initial popups you will never get prompted again and the “Print this 
page” hyperlink will not function on this PC ever.   

b. By doing a right click with your mouse and then selecting “print” from the sub 
menu.  You will then see a print dialogue box appear showing “Universal” 
printer.  Click print.  You will then see Adobe Reader automatically open at 
the bottom of your task bar.  Tip: If you want to print an individual frame 
such as the demographics page only and not the navigator on the left, 
click on the area you want to print and then do a right click with the 
mouse; then select print, print frame only as your option.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Printing will not occur if the Adobe Reader does not open.  You should then reboot 
your PC and verify that Adobe Reader is installed on your PC and try to print again.  
Please call the Virtua Information Services Priority Line at 856-248-6446 if you are 

still having problems. 

 

Print this 
page 
hyperlink



System Generated Documents – There are two functions on the physician view that 
can produce system generated documents, please note you can only print these 
while WITHIN Virtua. 

Print Census Function provides ability to print My Patient List or Group Census List, 
single or triple spaced while at a Virtua facility. (through PEP, you can print your 
census using either print function listed above in #7) 

Print Facesheet Function provides the ability to print the patient’s facesheet while at 
a Virtua facility.  (Through PEP, you can print out the demographic information under 
the Patient Information query.) 
 

All other printing while at Virtua is performed through your web browser.. 
 


