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Understanding the Denticon Interface

Tip 1
Each time you login to Denticon, 
you will enter the ‘My Page’ screen. 
Here you will find useful information 
tailored to you and your practice:
•	 Dentilytics – an easy-to-read 

dashboard containing a set 
of tools that analyze your 
practice data. 

•	 Tickler – a messaging inbox 
where communication 
from other staff or personal 
reminders are stored.

•	 Announcements – a sidebar 
that brings you current industry 
news, educational and support 
webinars, and product alerts.

Note: You can return to My Page at any time by 
clicking the My Page button in the toolbar.
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Tip 2
The toolbar is key to navigation around Denticon. It is split into two sections:

The top section contains dropdown menus and buttons to help you easily 
navigate to a particular area or to begin a specific task.

The lower section contains several icons and a patient search function that give 
you quick access to a variety of pages and some commonly performed tasks.

Note: Red notification badges on icons highlight
any messages or items that require your attention.

For Example:

You can check your tickler 
messages by clicking directly on 
the Message icon in the toolbar.

Clicking Reports will show you a 
menu of reports that you can run 
for your practice.  
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Core Task 1: How to Search for a Patient

There are three ways to search for a patient in Denticon:

Option 1 
Using the ‘Search Patient’ box in the toolbar, type the patient’s last name and 
click the blue arrow to search. Then select a patient record. 

Note: To narrow your search, type the patient’s 
last name, a comma, and the initial of their first 

name e.g., ‘Howard, W’ for patient William Howard.

Introduction to Denticon 5



Option 2
Use the Patient dropdown to select Search Patient. Enter the patient’s last name into the search field, then click Search. 

Note: You can select specific search parameters by checking a radio button in 
each of the three different search fields: ‘Search For’, ‘Search By’ and ‘Search In’.

Note: If there is a single patient match, you will be 
taken directly to the patient’s home screen.
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Option 3
Click the Recent Patients button next to the patient search box to see a list of the last five patient records viewed.
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Core Task 2: How to Edit Patient Information

Step 1
From the ‘Patient Overview’ screen, click the Edit button in 
the Patient Information section. 

Step 2
Make the required changes, then click Save.
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Core Task 3: How to Access Patient Notes 
and View Attached Documents

Step 1
To view any notes or documents relating to the patient, 
click the Patient Notes icon in the toolbar. 

Step 2
Any attached documents can be viewed by clicking the 
Paperclip next to the note. 
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Core Task 4: How to View the Schedule

Option 1 
Click the Scheduler button.

There are two ways to view the schedule to see booked appointments 
or to book a new appointment. Both will open the calendar.

Option 2
Click the Scheduler icon. 

Timeslots can be color coded for easy 
identification. In this example, white 
slots indicate times available for 
bookings, gray denotes unavailable 
times. Purple slots are restorative. 

Note: You may find that your practice has set up 
a different color code system. The color coding 
system is used by some practices to assist with 

booking but can be overwritten if necessary.
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Core Task 5: How to Search for an Insurance Plan

Step 1
From the ‘Patient Overview’ screen, click Primary 
Dental or Secondary Dental in the ‘Dental 
Insurance’ section. 

There are two ways to search for an insurance plan.

Step 2
Enter the Group Number in the ‘Search Text’ 
field, change the ‘Search For’ field to Group #, 
and then click Search.

Option 1
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Step 1
Click the Patient dropdown to select Insurance 
Information, and then choose Primary Dental or 
Secondary Dental. 

Step 2
Enter the Group Number in the ‘Search Text’ 
field, change the ‘Search For’ field to Group #, 
and then click Search.

Option 2
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Core Task 6: How to Access the Help Portal

Click the Help dropdown and select Help Portal, where      
a new window will open. From here, there are four options 
to choose from for support.

Option 1
Type your Keywords or Question into the ‘Search Bar’ and 
click Enter on your keyboard.

How to add patient notes
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Option 2
Pick one of the topics directly from 
the menu.

Option 3
Submit a specific request or query 
using the Submit a Ticket button 
where you can fill in an online form.

Option 4
Scroll down to browse through 
recently uploaded articles in the 
Recent Activity section. 

How to add patient notes
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