[bookmark: _GoBack]Linking to Head of Household
After an existing patient has logged onto your Website and filled out the form to request account access you will see a pop-up notice after a Websync runs showing this request. (**New Patients will not need to be linked since they do not have any information in Dentrix yet.  So they will just sign in as a New Patient and fill out the New Patient form.) 
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· You will see the Account Requests in the upper left hand corner of this screen.  Next to it is the information they filled out on-line.
· Below this are the options you have to choose from to search for the Head of Household for this account in Dentrix.
· The lower right hand corner shows the account information in Dentrix that matched based on what was selected in the options to the request.  Next to it is the information in Dentrix.  **You will need to make sure to choose the Head of Household
· Once you make sure that you have the right patient selected in the “Matching Patients in Dentrix” area, you can click on the “Link Patients” button.  If any of the information is different than it will let you know this and ask if you want to use the new information to update Dentrix.  It’s up to you whether you want to do this now or after they have filled out the new patient forms.  

· Next, click on the DxWeb Toolbar & select “Settings” (Wrench icon)
· Select Patient Setup
· In this window you want to make sure that the checkmarks in the boxes in the lower left hand corner.  If you have previously unselected Text, Email or Postcard it is OK to leave those unchecked.  Everything else should be checked.
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· Next click on “Upload”(computer with up arrow icon).  
· Select “Patient Upload Override…” from the menu.
· Then, “OK”  
· Here you can either choose the patient you want to upload or just click “Upload” to select all of them.  This process takes just a few minutes, then click “OK”.









· Your patient should now be able to log onto your Website using the Username and Password they created.  
· All the tabs should be available at the top whether or not you have selected to have information available for that tab.
















· [image: ]Instruct your patients to click on the “Forms” tab to complete any New Patient or Patient Update Forms.









They do have to have an appointment within the week to have this option so that any forms are updated with recent information for their appointments.  
**The patient has to be on the Appointment Book the same day for Kiosk.
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Terra Westerholt has made it easier for you to review your dental information
with our office. We have made your dental records, account history, and
appointments available for you to access from our Web site:

Family Information

Name (Guarantor) Riley Westerholt
Street Address: 727 East Utah Valley

American Fork, Utah. 84003
Phone Number: (801) 847-4671cz.
Email Address: terra.westerholt2@henryschein.c
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We have made it easier for you to update and/or fill out forms for our office.
To fill out a patient form, please click on the name of the form below.

Pationt Name [ oo M
Expired Forms Submitted Date

G5 Patient Update Form

Forms To Review Submitted Date
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