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Messaging Team Members

Step |

Note: Any messages in your inbox will also be available on the Denticon
Click the Messages icon in the toolbar landing page. You can access this by clicking My Page in the toolbar.
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Step 2

On the Tickler screen you will be able to see any messages in your inbox and can use the filter on the right to choose the
types of messages you wish to see.

To write a message, click Compose.
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Step 3 Step 4

Select the user(s) you would like to send the message to. Type out the message subject and body text.
\ (
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Note: You can choose to send a copy of the message Note: Selecting ‘Show users from all offices’ will expand
to yourself by checking Send message to myself. the user list to contain everyone in your organization.
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Step 5 Step 6

If the message relates to a patient, Click Send.
enter the patient’s phone number.

The message has now been sent
to the specified team member(s).
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Sending Yourself a Reminder

Step 1 Step 2

Click the Messages icon in the toolbar. Click Compose.
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Step 3 Step 4

Use the Post Date field to identify the date you would like Select the Send message to myself checkbox.
the message/reminder to be sent.

Smile ?olutions




How to Message Internal Team Members 9

Step 5 Step 6
Type out the message subject and If the message/reminder relates to
body text. a patient, enter the patient’s phone

number, then click Send.

been sent and will appear in your

J/
Q The message/reminder has now
[ inbox on the date specified in Step 3.




