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Updating Existing Patient Information 

Step 1
Click the Patient dropdown in 
the toolbar and select Online 
Registered Patients – Existing.
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Step 2
Any patients who have updated their Medical History and/or demographics 
using an online form will appear on screen. To locate the patient’s record, click 
on the blue hyperlink next to ‘Patient ID’.

Step 3
Click the red Change in demographic 
and medical alert icon that appears 
next to the ‘Patient Information’ 
section heading.

Note: The Change in demographic and 
medical alert icon only appears if 
there is a change in demographic.
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Step 4
A window will appear showing the current information 
for the patient and the updated information taken from 
the patient’s online form as a side-by-side comparison. 
Click Update.

Step 5
Click Import Online Medical History to import any 
changes to the patient’s medical information.

Note: Current value will remain if there is no changed value for that field.
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Step 6
Click Save at the bottom of the 
screen to save the changes.

Step 7
Click the blue Patient Information Bar or Home icon to return to the ‘Patient 
Overview’ screen to view the updates.
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The Patient Overview screen will show the updated 
information, and the ‘Change in demographic 

and medical alerts’ icon will no longer be visible.

Note: An electronic copy of the document will be 
automatically saved in the ‘Patient Notes’ screen.
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