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Before Adding a Patient

[ ] - Step 1

/ L — . .
Click Patient in the toolbar and
select Search Patient.

Note: You can also search for a patient using
the ‘Search Patient’ text box in the toolbar.
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Step 2 Step 3
Type the new patient’s last name into the Select Current Office or All Offices and Include Inactive
‘Search Text’ field. Patients under the ‘Search In’ field, then click Search.

( ) w

The patient should not appear in the search results, which will
confirm that they are a new patient and can be registered.



Adding a New Patient with Insurance
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Step 1 Step 2

After confirming that the patient Add the patient’s information
does not already exist, click and coverage type, then click
Add New Patient. Responsible Party to continue.

Note: Ensure that all fields marked with a red asterisk
are completed. If any of these fields aren’t completed,
the system will not allow you to proceed and will identify
where there is missing information.
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p Note: If the patient was identified as being
self-responsible on the previous screen, their

Add the patient’s ‘Responsible Party Payment/Billing Information’ and select their information will automatically populate under the
‘Responsible Party Type’ from the list, then click Primary Dental Insurance. Responsible Party/Eiling Information’ section.
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Step 4 Step 5 Step 6

Under the ‘Search Insurance Plan’ Click on the plan that is relevant to Enter the patient’s subscriber ID
section, use the fields to search for the patient, then click Select. number into the ‘SublID’ field, then
the patient’s insurance plan, then click Add Medical Information.

click Search.

)

by clicking on the hyperlinked Insurance Plan ID in screen, which can be modified as appropriate.
the first column of the pop-up screen.

Note: Insurance plans can be viewed in more detail ] [ Note: The insurance plan details will populate on ]




Step 7

Select the relevant checkboxes in the Medical Alerts section to identify any
important medical information pertaining to the patient. Add any further
information in the Additional Comments field.

Note: Clicking No to all med alerts at the bottom of the page
will select all ‘No’ checkboxes, but will not override a ‘Yes'.

)
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Step 8

Complete the Dental Questionnaire
and the Medical Questionnaire, then
click Add Recall Information.

Note: Clicking on the field headings
will collapse or expand them.

]




Step 9

If known, enter the dates that the patient is due for their next recall appointment, then click Finish.
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Adding a Dependent with Insurance

Step |

On the ‘Patient Overview’ screen click Add New Member.

Step 2

Add the patient’s information and select their relationship
to the responsible party from the Rel. to Resp list, then
click Primary Dental Insurance.
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Step 3 Step 4

Under the ‘Search Insurance Plan’ section, select Account Click on the plan that is relevant to the patient, then
Plans from the ‘Search In’ field to find any insurance plans click Select.

already associated with the dependent’s account, then

click Search.

214




Step 5

Update any information that requires
modification for the dependent, then
click Add Medical Information.

Step 6

Complete the Medical Alerts
section, Dental Questionnaire and
Medical Questionnaire, then click
Add Recall Information.
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Step 7/

If known, enter the dates that the
patient is due for their next recall
appointment, then click Finish.




The dependent has now been successfully registered.
The Patient Overview screen will show all their details.

The Account Members section will show the primary
patient and any additional patients on the account.




