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Admin Site

1. Getting Started

Admin Only — One-Time Setup: This section covers the initial setup process,
typically completed by an Organization Admin. If your organization is already up and
running, you can skip to Section 3: Settings Overview.

Welcome to MyTooth! This guide will walk you through setting up your account, connecting
your Practice Management System (PMS), and configuring your practice for success.

1.1 Account Creation

Configure your practice, manage users, set up scheduling, and create forms



Once your practice signs up, our support team will reach out to confirm your account details
and create an account for your practice group.

You'll receive:

Tip: Keep this email in a safe place — you'll need the API details for the next step.

1.2 PMS Authentication

In your Welcome Email, you'll find:

A direct link to the MyTooth Admin Site along with credentials

Your API Key and API Secret for connecting your PMS

Follow these steps to complete authentication:

A welcome email with your MyTooth Account information✓

Credentials for your MyTooth Admin site✓

API Key and API Secret of your PMS✓

Log in to your MyTooth Admin site using the credentials provided.1

Navigate to Settings → PMS Authentication
2

Enter the following details:3

Denticon API Key: Paste the key provided in your welcome email4

Denticon API Secret: Paste the corresponding secret5

External Organization ID: Enter your PGID number6

Click "Test Connection" to confirm that your credentials are correct.7

Once validated, click "Save Key" to securely connect your PMS with the MyTooth
application.

8



Settings → PMS Authentication Screen

Success! When the connection is successful, your PMS data will begin syncing
automatically with MyTooth. All available data from your PMS will be updated after
authentication is complete.

Note: If the connection test fails, double-check that the API Key, Secret, and PGID are
entered exactly as shown in your welcome email. Contact support if issues persist.

1.3 Quick Notes After PMS Authentication

Once your PMS connection is successfully established, your MyTooth Admin site will
automatically perform an initial sync to import all key data — including providers,
appointment types, locations, and organizational details — directly from your Practice
Management System (PMS).

Note: PMS Sync will fetch the respective locations, providers, or appointment type
information that has been onboarded for the MyTooth application.

Before proceeding to day-to-day use, view Quick Reference: Data Sync Overview to
understand which fields are editable within MyTooth and which are controlled by your PMS.



2. Settings Overview

This is where you review your synced information, personalize your organization details, add
users, and verify communication and location data.

These configurations ensure that your MyTooth environment accurately reflects your real-
world practice setup while preserving your PMS data intact.

2.1 Organization Settings

Settings → Organization

This section displays your organization's core information synced from your PMS, along with
editable fields for customizing your MyTooth presence.

Settings → Organization Tab

Note: Updating data in the Organization tab will not affect or overwrite any data
stored in your PMS. These updates only change how your information appears within
MyTooth.



Patient Matching Settings

These settings determine how MyTooth identifies and matches existing patients on the
Booking Site and Form Submission Site:

Patient Matching Scope

Organization — Search for patients across all locations in your organization

Location — Search for patients only within the specific location

Patient Matching Criteria

Select which fields are used to identify returning patients:

First Name, Last Name, Birthdate, Telephone, Email — More strict matching
using all five fields

First Name, Last Name, Birthdate — Basic matching using core identifying
information

Important: These settings affect patient matching throughout MyTooth — on the
Booking Site, Form Submission Site, and when assigning forms in the Admin Site.
Choose settings that align with how your practice manages patient records across
locations.

2.2 Location Settings

Settings → Locations

This section displays all the offices onboarded for your organization. Each location has its
own booking URL for patient-facing scheduling.



Edit Location Details Panel

Important: Your External Location ID and External Location Name are fixed identifiers
that link to your PMS and cannot be changed. Any updates you make here (like
name, logo, or address changes) will not modify data in your PMS.

2.3 Communication Settings

Settings → Communication

In this section, you can verify and test your communication
configurations:

Confirm the correct DPC Phone Number, Transaction Email, and Marketing Email
are shown for each location and External Location ID

Send a test SMS and test email to ensure the system is functioning correctly

2.4 Manage Users

Settings → Manage Users

Manage, edit, and invite users to your MyTooth organization. Each user can be assigned
specific roles and location access.



User Roles

Role Description

Organization
Admin

Has full access to the organization for all actions across all
locations

Location Admin Assigned locations level admin access (edit/view)

Staff
Assigned locations level access (view only, forms or packets
assignment)

Support Provides support access to the organization

Add User Panel

Note: A welcome email with a temporary password will automatically be sent to the
new user's email address after its added from here.

2.5 My Profile

Settings → My Profile



From here, you can:

View your profile information

Update your name, contact details, and profile photo

2.6 PMS Authentication

Settings → PMS Authentication

This tab displays your PMS connection details and allows you to manage your API
credentials. For initial setup instructions, see Section 1.2 PMS Authentication.

Available Actions:

Test Connection — Verify your API credentials are working correctly

Save Key — Update your API credentials if they have changed

Resync — Manually trigger a data sync from your PMS to refresh providers,
schedules, and other PMS data

Note: Use the Resync button when you've made changes in your PMS (new
providers, updated schedules, etc.) that need to reflect in MyTooth.



3. Activity

The Activity section provides a comprehensive view of all activities happening within your
MyTooth system. It tracks forms, scheduling, patient data, medical history, notes, and
communications across your practice.

Activity → [Tab Name]

Activity Screen - Forms Tab Overview

3.1 Forms

The Forms tab displays all form-related activity including assignments, submissions, and
completions.

Column Description

Form Status Shows the current state: Assigned , Started , or Completed

Assigned On Date and time when the form was assigned to the patient



Column Description

Patient ID
The patient's ID from PMS. Shows 0  for anonymous patients
using public forms

Patient Name Full name of the patient

Form Name
Name of the form. If part of a packet, displays a chip with the
packet name

Form Started On Date and time when the patient started filling out the form

Form Completed
On

Date and time when the form was submitted

Form Status Flow

Assigned: Form has been assigned to a patient but not yet started

Started: Patient has begun filling out the form (shows Started On time)

Completed: Patient has submitted the form (shows Completed On time)

Note: When a packet is assigned, each form within the packet is listed separately with
a chip showing the packet name it belongs to.

Tip: For public forms accessed by anonymous patients (not yet in PMS), the Patient ID
displays as 0  until the patient record is created.

3.2 Scheduling

The Scheduling tab shows all appointment-related activity.



Column Description

Patient Type Indicates if the patient is new or existing

Appointment Date & Time Scheduled date and time of the appointment

Patient ID Patient's ID from PMS

Patient Name Full name of the patient

Provider Name Name of the assigned provider

Appointment Type Type of appointment scheduled

Appointment Status Current status of the appointment

Appointment Production Production type associated with the appointment

Created On When the appointment was created

Modified On When the appointment was last modified

3.3 Patients

The Patients tab tracks patient record creation and updates.

Column Description

Patient Action Created  for new patients or Modified  for demographic updates

Patient ID Patient's ID from PMS

Patient Name Full name of the patient

Patient Phone Patient's phone number

Patient Email Patient's email address



Column Description

Created On When the record was created

Modified On When the record was last modified

3.4 Medical History

The Medical History tab shows all medical history submissions and updates.

Column Description

Med History Action
Created  for new submissions or Modified  for same-day

updates

Patient ID Patient's ID from PMS

Patient Name Full name of the patient

# of Alerts Updated Number of medical alerts that were updated

# of Questions
Updated

Number of medical history questions that were
answered/updated

Created On When the medical history was first submitted

Modified On When the medical history was last updated

Note: When multiple medical history submissions occur on the same day for a
patient, subsequent submissions show as "Modified" rather than "Created."

3.5 Patient Notes

The Patient Notes tab displays all patient notes added through MyTooth.



Column Description

Patient ID Patient's ID from PMS

Patient Name Full name of the patient

Patient Note Type Category or type of the note

Patient Notes Content of the note

Created On When the note was created

Modified On When the note was last modified

3.6 Patient Communication

The Patient Communication tab shows all SMS and email messages sent through MyTooth.

Column Description

Message Type SMS  or EMAIL

Patient ID Patient's ID from PMS

Patient Name Full name of the patient

Message Content of the message sent

Created On When the message was sent

Modified On When the record was last modified



Activity Screen - Patient Communication Tab



4. Scheduling Setup

After completing your profile, organization, and communication settings, you can review
and configure your scheduling options within the MyTooth Admin Site.

All scheduling information is synced directly from your Practice Management System
(PMS) to ensure accuracy and consistency across both platforms.

4.1 Providers

Scheduling → Providers

Once your PMS is connected, all available providers will automatically appear under this tab.

Scheduling → Providers List View

Important: You cannot add or delete providers from MyTooth — this must be done
directly in your PMS.

Provider List Columns



Column Description

Provider Display
Name

The name displayed to patients (editable in MyTooth)

Provider Name
Full name from PMS with Provider ID (e.g., DAPI-145, Khanh
[ABC123])

Provider Type Type of provider (e.g., Dentist )

Booking Online
Yes  or No  — whether the provider is available for online

booking

Provider Status Active  or Inactive

Appointment Type
Appointment types assigned to this provider (e.g., Crowns,
Consults, New Patient)

Editing a Provider

Click the edit icon on any provider row to open the Edit Provider panel:



Edit Provider Panel

Provider Information (Editable)

Set Provider Photo — Upload a profile photo (PNG, JPG, GIF up to 10MB)

Provider Display Name — The name shown to patients on the booking site

Booking Online — Enable or disable online booking for this provider (Yes/No)

Status — Set provider as Active or Inactive in MyTooth

PMS Information (Read-Only)

The following fields are synced from your PMS and cannot be edited in MyTooth:

PMS Provider ID / Short ID — Unique identifier from your PMS

PMS Provider Name — Full name as recorded in your PMS

PMS Provider Type — Provider type (e.g., Dentist)



PMS Provider Specialty — Provider specialty (e.g., General Practice)

Search and Add Appointment Types

Assign which appointment types this provider can perform:

Use the search box to find and add appointment types

Added types appear as chips (e.g., Crowns ×  Consults × )

Click the × on any chip to remove an appointment type

Note: All updates made here affect only the MyTooth interface and do not modify
provider data in your PMS.

4.2 Provider Schedule

Scheduling → Provider Schedule

This section allows you to view provider schedules, holidays, operatories, and assigned
locations.

Note: All data in this view is fetched directly from your PMS and cannot be edited
within MyTooth. If any changes are needed, please update them in your PMS — they
will automatically sync back to MyTooth upon PMS Sync is triggered.

4.3 Appointment Types

Scheduling → Appointment Types

In this section, you can manage the appointment types offered through MyTooth for online
booking.



Scheduling → Appointment Types List View

Important: Each appointment type must be associated with a Production Type
from your PMS in order to work correctly with the scheduling system.

Patient Type Tabs

Appointment types are organized into three categories:

New Patients — Appointment types available only for new patients

Existing Patients — Appointment types available only for existing patients

Both — Appointment types available for all patients

Appointment Type List Columns

Column Description

Name
The appointment type name displayed to patients (e.g., Consults,
Crowns, New Patient)

Booking Online
Active  or Inactive  — whether this type is available for online

booking

Duration Length of the appointment (e.g., 30 minutes, 60 minutes)

PMS Production
Type

The linked production type from your PMS (required for slot
matching)



Column Description

PMS Explosion
Code

Optional explosion code for automatic ADA procedure code
assignment when appointment is created

Adding a New Appointment Type

Click the "Add appointment type" button to create a new appointment type:

Add New Appointment Type Panel

PMS Production Type Required

Each appointment type must be linked to a PMS Production Type. This mapping
ensures that when patients book online, the system finds the correct available slots
from your practice management system's schedule.

PMS Explosion Code (Optional)



To automate the addition of ADA procedure codes when appointments are booked through
MyTooth, you can map an Explosion Code to each appointment type.

What is an Explosion Code? In Denticon, Explosion Codes are pre-configured groups
of ADA procedure codes. When an explosion code is applied to an appointment, all
associated procedure codes are automatically added to the appointment record.

PMS Explosion Code Dropdown in Edit Appointment Type Panel

How to Configure Explosion Codes

1. In Denticon: Create new explosion codes for each production type (e.g.,
Exp_Code_Consult , Exp_Code_Exam ) and define the ADA codes within each, or use

existing explosion codes already configured in your system

2. In MyTooth: Go to Scheduling → Appointment Types



3. Edit an existing appointment type or create a new one

4. Below the PMS Production Type dropdown, you'll see the PMS Explosion Code
dropdown

5. Select the appropriate explosion code from the list (shows all available explosion
codes for that location)

6. Save the appointment type

Automatic Procedure Addition: When a patient books an appointment with this
appointment type through MyTooth, the system automatically adds all procedure
codes associated with the selected explosion code to the appointment in Denticon.

Explosion Codes with Additional Configuration

Some explosion codes in Denticon require additional configuration such as Tooth,
Surface, or Quadrant selection. These explosion codes cannot be selected from
MyTooth.

Example of Explosion Code Requiring Tooth/Surface/Quadrant Configuration in Denticon

If you attempt to select an explosion code that requires additional configuration,
MyTooth will display a warning message:



Warning Message for Explosion Codes Requiring Additional Configuration

Resolution: For explosion codes that require Tooth, Surface, or Quadrant
configuration, you will need to manually add these procedure codes from within
Denticon after the appointment is created.

4.4 Find Slot Options

Scheduling → Find Slot Options

This section lets you fine-tune how MyTooth searches for available appointment slots for the
Patient Facing Booking site.

Find Slot Options - Patient Facing Booking Configuration

Patient Facing Booking - Find Slot Options

Choose how MyTooth searches for available appointment slots. There are three options:

A
Match Bookable Production Type in Denticon (One-
to-One)

Recommended

Find slots exactly like AppointNow. The system searches for appointment availability
using the same production type defined in Denticon templates.



Example: If the requested type is Consult, only Consult slots are shown.

Option A: Only Consult slots from the schedule appear in booking

B Match Any Bookable Production Type in Denticon (Many-to-Many)

Find slots similar to AppointNow, but allow interchangeable production types. The
system searches for any slot linked to bookable production types in Denticon (many-
to-one mapping).

Example: Consult, New Patient, or New Patient-Dentical can all show available slots
from any of those categories.

Option B: Slots from Consult, New Patient, or New Patient-Dentical categories all appear



C Fixed Operatory(s), Ignore Production Type

Do not use AppointNow logic. Instead, search only by operatory availability. The
system shows any open slot in the selected operatory, regardless of production type or
visibility.

Example: Show any available slot in Operatory 1, even if no production type is
defined.

Option C: All open slots from the selected operatory appear regardless of production type

Additional Settings

Setting Description

Allow same day appointment
booking

When enabled, patients can book appointments
for the current day

Allow booking 2 hours before
provider's end of the day

When enabled, patients can book slots up to 2
hours before the provider's schedule ends

Location Operatories

When using Option C, you can manage which operatories are available for online booking:



Column Description

Operatory ID The unique identifier for each operatory from your PMS

Operatory
Name

The name/number of the operatory

Booking Online
Status showing if the operatory is Active  or Inactive  for online
booking

Note: These configurations control how the MyTooth booking system matches
patient requests with available times based on PMS data.

4.5 Online Booking Form Options

Scheduling → Online Booking Form Options

This section allows you to configure which fields and options are displayed on the Patient
Facing Booking site when patients book appointments online. You can configure different
options for New Patient and Existing Patient booking flows.



Online Booking Form Options Configuration

Document Uploads

Allow patients to upload documents during the booking process.

Document Types available:

Patient Photo — Patient's profile photo

Driver's License — For identity verification

Insurance Card (Front) — Front side of insurance card

Insurance Card (Back) — Back side of insurance card

Tip: Coming Soon: OCR Reader — Automatically extract data from uploaded
documents.

Insurance (Payer) Name

Collect insurance information from patients during booking.

Add multiple insurance payer names that patients can select from

Enable/disable each payer for online booking with the "Allows Booking" toggle

Add an optional Insurance message to display to patients (up to 500 characters)

Credit Card Capture PDDS Pay Only

Require credit card to reduce no-shows. When enabled, the booking form will request
credit card information from the patient. This feature is used to verify if the patient's
card is valid — the card will not be charged.

Patient Message: "To reduce no-shows, we require a valid credit card. Your card
will not be charged at this time."



Capture Message: You can customize the message shown to patients (up to 500
characters). This message explains why a credit card is required.

How it works:

The system performs a card validation check (no charge is made)

Helps reduce appointment no-shows by confirming patient commitment

Card information is securely processed

If the card is invalid, the patient will be prompted to enter a valid card

Custom Notes

Add custom note sections to the booking form to collect additional information from
patients.

Custom Notes Section Configuration

Click "+ Add Section" to create new custom note fields

Each section can be enabled/disabled individually

Use custom notes to gather specific information relevant to your practice

Note: Use the Preview button to see how the booking form will appear to patients
before saving your changes. Configure these options based on your practice's
requirements for New Patient vs Existing Patient flows.



5. Forms Management

The Forms module in MyTooth allows your practice to create, organize, and manage all
patient-facing forms digitally.

You can design new forms, group them into packets, and link them with your PMS to
streamline patient intake and consent workflows.

5.1 Forms

Forms → Forms

Under the Forms tab, you can create and manage individual forms using the Smart Form
Creation Interface.

Forms → Forms List View

Create & Manage

Create New Forms — Build forms from scratch with customizable fields and
templates

Preview Forms — View how the form will appear to patients before publishing



Edit or Duplicate — Modify existing forms or quickly clone a form to reuse its
structure

Share & Distribute

Generate a Public URL — Each form can be set as public to create a unique
shareable link

Download as PDF — Export completed forms for record-keeping

Delete — Remove outdated or unused forms

Assign to a Patient:

Search for an existing patient from your PMS (based on Patient Matching Scope
setting — Organization or Location level)

Assign the form directly to the patient

Generate a QR Code that patients can scan to instantly fill out the form

Or Else, send the form link via SMS or Email

Tip: Using QR codes is ideal for in-office form completion, while SMS or email links
work best for pre-visit intake.

Detailed Forms User Guide

For step-by-step instructions on creating, editing, and managing forms, refer to the
complete Forms User Guide:

View Forms User Guide (PDF)

5.2 Packets

Forms → Packets

https://mytooth.io/assets/internal/userguides/forms-user-guide.pdf


Packets let you combine multiple related forms into a single, shareable set.

You can:

Group Forms — Select multiple existing forms and include them in a new or
existing packet

Share via Unique URL — Each packet has its own public link for easy patient access

Edit or Delete Packets — Update packet content as your workflow evolves

Assign to Patients — Just like individual forms, packets can be sent via QR code,
SMS, or email

Patient Requirement: Patients must complete all forms within a packet for it to be
marked as completed.

5.3 PMS Consent Letter Mapping

Forms → PMS Consent Letter Mapping

Forms → PMS Consent Letter Mapping

This feature allows you to map MyTooth forms with Smart Assist items in your PMS.

You can:



View the 5 Smart Assist form types available in your PMS (Consent Form 1-4 and
HIPAA)

Map a MyTooth form to any of these Smart Assist form types

When a patient completes a mapped MyTooth form, the associated Smart Assist
item is automatically marked as completed in your PMS

Auto-Sync: Once mapped, any MyTooth form completed by a patient will
automatically update the corresponding Smart Assist record in your PMS.

5.4 New Patient Forms Trigger

Forms → New Patient Forms Trigger

Forms → New Patient Forms Trigger

This automation tool allows you to automatically assign forms or packets to new patients
based on configurable criteria.

You can:

Create triggers by clicking "+ Add New Trigger"

Define trigger conditions — Location, Patient Type, Appointment Type, and
Provider

Select a Form or Packet to automatically assign when conditions are met



Edit or delete triggers using the action buttons

How Auto-Assign Works

When a new patient books an appointment that matches your trigger conditions
(location, appointment type, and provider), the selected form or packet is
automatically sent to the patient — no manual action required.



6. Re-Sync

MyTooth keeps your data synchronized with your PMS through two methods:

Automatic Nightly Re-Sync

A scheduled re-sync runs every night to automatically keep your PMS and MyTooth
data in sync. No action is required — this happens automatically.

Manual Re-Sync

If you need to sync immediately, you can manually trigger a re-sync using the Sync
button located under:

Settings → PMS Authentication

When to use Manual Re-Sync: Use this when you've made changes in your PMS
(new providers, updated appointment types, etc.) and need them reflected in
MyTooth right away instead of waiting for the nightly sync.

6.1 What Gets Synced

During a re-sync, MyTooth will update the following data from your PMS:

Data Type Description

Providers Imported and updated all provider records from PMS

Provider Locations Updates on which providers are linked to which locations



Data Type Description

Provider
Assignments

Refreshes each provider's assigned appointment types

Locations Updates all office and location data

Appointment Types
Syncs appointment type list and associated production
codes

Use the Sync button when:

A new provider or location has been added in your PMS

You've updated appointment types or production mappings in PMS

You notice schedule or provider changes that aren't yet visible in MyTooth

6.2 Adding (Onboarding) a New OID

When your practice adds a new office under the same Practice Group (PGID) or needs to
add an existing office to MyTooth, it must be onboarded into the MyTooth application as a
new Office ID (OID).

Steps to Onboard a New OID:

Contact Support
Reach out to the MyTooth Support Team and request to add the specific office(s) of
your PGID to your MyTooth account. Include the office name and PMS Office ID for
faster processing.

1

Support Confirmation
You will receive a confirmation email from Support once the requested
office/location has been successfully added to MyTooth.

2

Log In as Organization Admin
Sign in to your MyTooth Admin site using an Organization Admin-level credential.
Only users with admin access can complete the onboarding process for new OIDs.

3



Tip: After adding a new OID, review its communication settings, update the location
logo, and confirm that all linked providers and appointment types appear correctly.

Perform PMS Sync

Navigate to Settings → PMS Authentication , then click the Sync button. This

action will trigger a data refresh from your PMS.

4

Verify the New Location
After the sync completes, the newly added office will appear under

Settings → Location Settings . The new location and all related data —

including providers, appointment types, and communication details — will now be
available within MyTooth.

5



7. Logging Out

When you're finished using the MyTooth Admin site, it's essential to securely log out —
especially if you're on a shared or public device.

To log out:

Done! Once logged out, you'll be redirected to the MyTooth login page.

Locate your Profile Icon at the top-right corner of the screen.1

You can either:2

Hold the profile icon, or3

Click the profile icon and choose Log Out from the dropdown menu4



Quick Reference: Data Sync Overview

This section outlines which data is synced from your PMS and what can be edited within
MyTooth.

Screen / Module
Data Synced from
PMS

Editable Notes

My Profile
Not directly synced
from PMS

Yes
User can update name,
contact details, and profile
photo

Organization
Settings

Organization name,
contact info,
External PMS ID

Partial
Can edit logo and display
info; core PMS details are
read-only

Manage Users
Not synced
automatically

Yes
Users must be added
manually; roles and access
managed in MyTooth

Communication
Settings

DPC phone,
transaction email,
marketing email

No
Cannot override
communication details per
location

Location Settings
Location list,
External Location ID
and Name

Partial
Can update hours, logos,
secondary names; PMS-
linked data is locked

Providers
Provider list with
IDs, names, linked
operatories

Partial
Can upload photos,
change display names,
assign appointment types

Provider Schedule Working hours,
holidays,

No All scheduling data is
read-only from PMS



Screen / Module
Data Synced from
PMS

Editable Notes

operatories,
locations

Appointment
Types

Fetched as per PMS
production types

Yes
Can add, edit, delete;
must map to PMS
production code

Find Slot Options
Operatory ID,
Name, external
location

Partial
Can enable/disable
options and modify
operatory mapping

Forms & Packets Not synced Yes
Can create, edit, preview,
duplicate, assign, or
delete forms and packets

Online Booking
Form Options

Not synced Yes
Can configure all booking
form fields and options

PMS Consent
Letter Mapping

PMS Smart Assist
items (HIPAA,
Consent 1-4)

Partial
Can map forms to Smart
Assist items; list is read-
only

New Patient
Forms Trigger

Not synced Yes
Can configure automated
triggers based on
conditions



Quick Reference: Must-Do Updates Before Going Live

These updates are required before your practice goes live with MyTooth.

Area Task Why It's Important

My Profile

Update your profile
photo and contact details
under Settings → My
Profile

Ensures you have an organization
admin role with correct
information and access

Communication
Settings

Verify your DPC Phone
Number, Transaction
Email, and Marketing
Email

Guarantees appointment
notifications and marketing
communications reach the correct
channels

Manage Users
Add staff, assign roles,
and set location access

Ensures all authorized team
members have the correct
permissions before launch

Appointment
Types

Create, update, or review
appointment types and
assign Production Types
accordingly

Required for accurate scheduling
and PMS data mapping. Each
Appointment Type should be
associated with a PMS Production
Type.

Forms & Packets
Create and assign
essential consent, HIPAA,
and intake forms

Ensures patients can complete
digital paperwork before visits

PMS Consent
Letter Mapping

Map your MyTooth forms
to PMS Smart Assist items
(HIPAA, Consent Form 1-
4, etc.)

Enables completed forms to sync
with PMS Smart Assist correctly,
which is critical for compliance



Area Task Why It's Important

Find Slot Options

Configure how MyTooth
searches for available
appointment slots on the
Patient Facing Booking
site

Controls slot matching logic (one-
to-one, many-to-many, or fixed
operatory) and settings like same-
day booking

Online Booking
Form Options

Configure the fields and
options displayed on your
online booking form

Customizes the patient booking
experience and captures required
information during scheduling



Form Submission Site

8. Overview

The Patient Form Submission Site allows patients to complete digital forms before their
appointments. This streamlines the check-in process and ensures all necessary paperwork is
completed ahead of time.

Forms and Packets can be shared with patients in two ways:

Direct Assignment — Assign forms directly to a specific patient (see Section 5.1 Forms
and Section 5.2 Packets)

Public URL — Share a public URL or QR code for anonymous form submissions

8.1 Public URL Submission

Public URLs allow anonymous patients (such as walk-in patients) to fill in forms without
being assigned. You can share this URL via email, SMS, or any other medium.

How to Access the Public URL

Each public form displays its URL directly below the form name. You can:

Copy the URL — Click the Copy icon beside the URL

Generate QR Code — Click the QR code icon to display a scannable QR code

How patients access and complete digital forms



Public URL and QR Code Icon Location

Clicking the QR code icon opens a modal with the scannable QR code and form URL:

QR Code Modal with Form URL

Patient Experience

When a patient accesses a form via public URL, they will see the Patient Demographic
Information screen:



Patient Demographic Information Screen (Public URL)

The patient must provide their demographic data. Based on the Patient Matching Criteria
and Patient Matching Scope settings in Organization Settings:

If a Matching Patient is Found

The system will display: "We already found you in the system as "name""

If multiple patients match the criteria, the user can choose from the possible matches.

If No Match is Found

A new patient will be created in the PMS upon form submission using the provided
demographic data.



8.2 Assigned Form Submission

Forms can be assigned directly to a specific patient from your PMS. This creates a unique
magic link for that patient.

How to Assign a Form to a Patient

Click the Assign to Patient icon (3rd icon beside the Public URL) to open the assignment
modal:

Assign Form to Patient Modal

To assign a form:

Patient Experience

When a patient accesses their assigned form via email, SMS, or QR code scan, they will see a
Verify Patient Details screen:

Search for a patient by Name, Email, Phone, or Patient ID1

Select the patient from the search results2

Choose how to share the form:3

Assign and Show QR Code — Generates a QR code for the patient to
scan

4

Assign and Send SMS/Email — Sends the form link directly to the
patient

5



Verify Patient Details Screen (Assigned Forms)

Important: The details entered must match the assigned patient's information, as the
magic link is uniquely generated for that specific patient.

8.3 Completing Forms

After verification, the patient will see the number of forms assigned to them:

Forms Assigned to Patient

To complete forms:

After Submission: For new patients, a patient record is automatically created in your
PMS. The form submission activity is updated in MyTooth — check Section 3: Activity
to view submissions.

Click on a form to open it1

Fill in the required form data2

Click Next to proceed through each form page3

Click Submit Form when you reach the final page4



PDF in PMS: Completed forms are automatically rendered as a PDF and added to the
patient's notes in your PMS. You can open and view the PDF from the PMS Patient
Notes section.



Booking Site

9. Overview

The Patient Booking Site enables patients to schedule appointments online at their
convenience. Each location in your organization has a unique booking URL that integrates
directly with your PMS scheduling system.

9.1 Accessing the Booking URL

Each location has its own unique Booking Site URL. You can find these URLs under:

Settings → Locations

Location Settings with Booking URLs

Click the Copy icon beside any location URL to copy it. You can share this URL on your
website, emails, social media, or any marketing material.

How patients book appointments online



9.2 Booking Landing Page

When a patient visits the booking URL, they will see the landing page:

Patient Booking Landing Page

The landing page displays:

Your location logo at the top

Your location address at the bottom

Options for New Patient or Existing Patient booking

9.3 New Patient vs Existing Patient

New Patient Booking

New patients proceed directly to the Select Appointment Type screen without
verification.

Existing Patient Booking

Existing patients must first verify their information:



Existing Patient Verification Screen

If verification fails, a "No Match Found" modal appears with the option to continue as
a new patient.

9.4 Select Appointment Type

After verification (or selecting New Patient), patients see the appointment type selection
screen:

Select Appointment Type Screen

Note: The appointment types displayed here are based on your configuration in
Section 4.1 Providers and Section 4.3 Appointment Types.



9.5 Select Date and Time

After selecting an appointment type, patients choose their preferred date and time:

Select Date and Time Screen

Patients can:

View available slots based on your Section 4.4 Find Slot Options configuration

Click the calendar icon beside "Select a date and time" to pick a specific date

Use the left/right arrows to navigate between weeks

Tip: All available slots shown here are pulled directly from your PMS based on the
Find Slot Options settings you configured.



9.6 Patient Information

After selecting a time slot, patients are taken to the information screen:

Patient Information Screen

The fields displayed on this screen are based on your Section 4.5 Online Booking Form
Options configuration.

For Existing Patients



Patient Details (First Name, Last Name, Date of Birth) are pre-filled based on the
verification information provided earlier.

Patient Matching: Even if a patient selects "New Patient" but provides details that
match an existing patient in your PMS, the appointment will be booked for the
existing patient instead of creating a duplicate record.

9.7 Booking Confirmation

After providing consent and clicking "Book Your Appointment", patients see a
confirmation page with:

Appointment details (date, time, location, provider)

Patient information summary

Confirmation emails are automatically sent to both the patient and the office email
address.

9.8 PMS Integration

When an appointment is successfully booked, it syncs directly with your PMS:

Patient Type PMS Action

New Patient A new patient record is automatically created in your PMS

Existing Patient Appointment is linked to the existing patient record

For both new and existing patients:

The appointment slot is booked with the scheduler — same as PMS booking
functionality

Notes are also added to the patient

Identifying MyTooth Bookings in PMS



Appointments booked via MyTooth display the MyTooth logo on the scheduler slot,
making them easy to identify:

Scheduler Showing MyTooth Booked Appointment

Clicking on the booked slot opens the appointment details, where you can see a note
indicating it was booked online via MyTooth:

Appointment Details Showing MyTooth Booking Note

Booking Form Data in System Notes

After a booking is completed, the booking form data is automatically stored as System
Notes with a "MyTooth Created" date label for that patient:



System Notes with MyTooth Booking Data

Tip: The MyTooth logo on scheduler slots makes it easy to distinguish between
appointments booked online through MyTooth and those scheduled directly in the
PMS.



PMS Integration

10. MyTooth in PMS

Certain MyTooth features can be accessed directly from within your Practice Management
System, making it easier to share forms with patients during their visit without leaving your
workflow.

10.1 Viewing MyTooth Activity

Similar to the Activity section in the MyTooth Admin Portal, you can view MyTooth activity
directly from your PMS.

Accessing via Utilities Menu

Navigate to the Utilities menu and click on "MyTooth - Forms and Appointments":

Access MyTooth features directly from your Practice Management System



MyTooth Option in Utilities Menu

Adding to Custom Toolbar

For quicker access, you can add MyTooth to your toolbar. Go to Setup → Custom Toolbar
and add "MyTooth - Forms and Appointments":



Adding MyTooth to Custom Toolbar

Once added, the MyTooth option will appear in your toolbar for one-click access:

MyTooth Button in Toolbar

MyTooth Activity Screen

Clicking either option opens the MyTooth Activity screen within your PMS:

MyTooth Activity Screen in PMS



From this screen, you can view:

Scheduling — Appointment bookings made through MyTooth

Patient Notes — Notes submitted via forms

Patients — New patients created through MyTooth

Medical History — Medical history form submissions

Patient Communication — Communication logs and form assignments

Note: This provides the same activity information as Section 3: Activity in the
MyTooth Admin Portal, allowing you to monitor MyTooth activity without leaving your
PMS.

10.2 Two Way Communications

From the Two Way Communications screen in your PMS, you can access MyTooth forms
directly.

Two Way Communications with MyTooth Options

When you hover over the Previous Consent Letter button, two options appear:

MyTooth Form URLs — Access public form URLs and assign forms to patients



Patient Consent — View existing patient consent Forms

10.3 Messaging Hub

The same MyTooth options are also available from the Messaging Hub modal in your PMS:

Messaging Hub with MyTooth Options

10.4 MyTooth Forms Modal

Clicking "MyTooth Form URLs" from either Two Way Communications or Messaging Hub
opens the MyTooth Forms modal:



MyTooth Forms Modal in PMS

From this modal, you can:

Open Public URLs — Access public URLs for both Forms and Packets

Generate QR Code — Assign a form to the current session patient and generate a
QR code for them to scan

Select and Send URL — Click the Select button to generate a patient-specific URL
that is automatically posted into the text box

Tip: Use the generated URL to send forms directly to patients via SMS or email. Once
the patient receives the link, they can complete the form submission journey as
described in Section 8: Form Submission Site.

10.5 DPC Best Practices for MyTooth

This section helps you optimize your Denticon Patient Communication (DPC) settings to
work seamlessly with MyTooth, your dental appointment booking and forms application.

Important: These steps are recommended best practices, not requirements. MyTooth
already automatically sends confirmation messages and form links whenever:

A patient books an appointment

You assign and send a form or packet to a patient

Following these recommendations will enhance your patient communication
experience.

Configuring MyTooth URLs in Office Setup

Before using MyTooth URLs in your automated campaigns, you can configure them centrally
in Office Setup. This allows you to manage all your MyTooth public URLs for forms and
patient-facing sites in one place.

Step 1: Access Office Setup Integrations



Navigate to Office Setup → Integrations

Office Setup → Integrations - Configure MyTooth URLs

From this screen, you can:

Add MyTooth public URLs for different forms

Configure URLs for patient-facing sites (Booking Site, Form Submission Site)

Manage URLs per office location

Step 2: Use Configured URLs in Campaigns via Merge Tags

Once URLs are configured in Office Setup, you can easily insert them into your DPC
templates using Merge Tags. The merge tags will automatically pull the URLs you
configured for each office.



Using Merge Tags to Insert Configured MyTooth URLs

Benefit: When you update a URL in Office Setup → Integrations, all campaigns using
that merge tag will automatically use the updated URL — no need to edit each
template individually!

Accessing Automated Campaigns

Step 1: Access Automated Campaigns

Navigate to Utilities → Launch → Automated Campaigns

Main Navigation Menu - Path to Automated Campaigns



Step 2: Open Templates

Click on Templates and then create new or edit an existing one

Automated Campaigns screen with Templates option

Adding MyTooth Form Links

The process differs slightly depending on whether you're working with SMS or email
campaigns.

For SMS Campaigns

SMS Merge Tags for MyTooth

SMS Template Editor - Merge Tags → URL → MyTooth

This will insert the MyTooth form link into your SMS message:

Open your template in edit mode1

Locate the Merge Tags option2

Select URL3

Choose MyTooth from the menu4



Completed SMS Template with MyTooth Link

Completed SMS Template with MyTooth Link

For Email Campaigns

When creating or editing an email template, the MyTooth Form/Packet option is
available in the content side panel:

MyTooth Form/Pack Option in Email Template Editor

Drag the "MyTooth Form/Pack" option from the content panel into your
template

1

A side panel will open allowing you to choose a Form or Packet2

Select your desired form — the URL will be automatically embedded in a
button

3

Save your template4



MyTooth Form Button Added to Email Template

From the side panel, you can change the form or packet URL, and modify the button
colors or label to match your branding.

How it works: When the automated campaign sends the message, patients can click
the embedded link/button to open the form and complete their submission journey
— no manual form assignment required!

Replacing Existing Consent Form URLs

If your campaigns already contain consent form URLs, replace them with the updated
MyTooth URLs by following the steps above. This ensures patients always receive links
to your current MyTooth forms and packets.
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