
Adding a New Patient 
1. The Add Patient button can be accessed from the Main Menu on the left. 

 

 

  



2. After clicking “Add Patient,” complete required fields (Frist Name, Last Name, Gender, Date  

    of Birth, Condition Related To) and click Save. 
 

 

3. To send a Welcome Email to the patient, be sure to add patient email address, and toggle    

     the Send Welcome Email option in the upper right and corner of the screen.  

    This will invite the patient to login to the Patient Portal to complete the initial intake    

     information. Your patient will enter things such as demographic details, contact    

     information, health history and a condition specific health questionnaire.  
 

4. You can also choose to send a copy of the email to your office email by using the toggle to  

     the right of the Welcome Email toggle. Click Save.  

 



 
 
 

5. After saving, click “OK” to return to the previous screen or “Continue to Demographics” to    

    continue adding additional patient information or move to the Patient Dashboard.          
 

 

  



6. Continuing to Patient Demographics, you can finish adding patient identification        

    information like, nickname, marital status and resend the Welcome Email if necessary.     

    Remember to Save in the bottom right corner.  
 

 
7. Patient Contact Details stores patient address, phone numbers, etc. We can also set     

    notifications preferences here for appointment reminders—either via email or text   

    message.  

8. Parent/Guardian and Spouse can be entered if this information is required for insurance  

    billing. Be sure to Save at the bottom right hand side of the screen after any additions.  
 

  
 

 



9. If you decide to come back later to add patient information, you can continue to      

    add/modify patient data by clicking “Edit” from the patient dashboard.  

 


