Digital Documents - How to Complete and Send
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Document Viewing & Sending Guide

Viewing Documents

To view existing documents and templates:

. Click the Tools icon (top-left corner).
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2. Select Documents and Templates.
3. Click View All Documents.
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. Go to the Document Templates tab.
. Click the magnifying glass icon next to a document to view

1ts contents.

Sepcimghrodu s Baskedtomatically When an

1. Navigate to Inventorv > Products & Services.
2. Add a new Service by selecting the 'Add a New Product or

Service' button, or click the edit (pencil) icon beside an

existing service vou would like to undate.
3. In the 'Documents to send when booking' dropdown, select

the desired document. (Make sure 'service' is selected for

the documents option to abpear)
4. Set the timing for when the document should be sent (e.g.,



immediately when service is booked, or before/after the

appointment).
5. Click Save.

Product/Service Information

Product or Service? Service v
Name* Body Contouring Consultation
Abbreviation* BYCO-CONSULT

Appointment length (hh:mm) 01:00

Create Zoom meeting by default No v
Show in eBooking System? No v
Description

Documents to send when booking 9

Search for a template

Choose a template to use

Template Timing

New Patient Intake Send before appointment.. w |Send ‘ 5 | days before.

Sapdingnizntuments Manually When Booking an

1. While scheduling an appointment, scroll to the 'Documents'

section on the form.
2. Select a document from the dropdown or begin typing to

SearCh A Documents @

Search for a template |

Choose a template to use v
Template Timing

New Patient Intake | Send Mow v| ﬁ

3. Set the timing for when the document should be sent.
4. Complete the appointment setup. The document will be



sent based on your selected timing.

Sending Documents Without an Appointment

1. Go to the Client’s Profile.
2. Navigate to the relevant Document tab (e.g., Medical

Historv. Consent Forms. etc.).
3. Click Create New... Document Template.
4. Select the aborooriate PDF temolate from the dropdown.
5. Choose how to send or complete the document:
o Email — Email with Document Link: Sends a link

for the client to complete the document online.
NOTE: To make changes to the document before
emailing, select 'Administration’, save changes, and
select the magnifying glass beside the saved
document in the table (picture below). Select 'Email’,

o Patient: Allows the client to complete the document
in the clinic on a tablet or computer. Use the
browser’s back button to return to the system

afterward.
o Administration: Staff can fill out the document

without logging out of the svstem.
6. Click 'Save' when the document is completed

All completed documents appear on the client's profile, in the table under the
corresponding tab. To view or edit existing documents, select the magnifying
glass beside the document.
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