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 This guide is designed to walk you through the simp le steps needed to
keep your Practice Profile up-to-date and maximizing your internet
presence.

» It covers the main features & tools of your Practic e Profile - for any
other areas that you would like help with, please ¢ ontact our Doctor
Support Unit at (888) 650-PFYI.

 Each required Step is detailed in its respective Se  ction, in addition
(when helpful) we have provided a graphic/demonstra  tion from the
Section with it a numeric indicator of which Step | t is associated with.

 We Are Excited To be Supporting Your Success!
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ep 1: Go to www.PatientFYl.com
Step 2: Click “For Doctors”
Step 3: Click Log-In
Step 4: Enter your Username & Password

- Please remember that your Username & Password are ¢ ase-sensitive
- Please call our Doctor Support Unit at (888) 650-P  FYI if you need help

Step 5: You will be taken to your Account Homepage
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-wour Practice Profile consists of 10 Categories des  igned to empower you with the ability to

quickly & easily show Patients why you're the right Dentist for them... and displays it to Patients
in a format that is easy for them to navigate.

These categories include
1. Practice Overview: Practice Name & Description, Office Hours, Your Website URL

2. Doctor Details: Picture of Doctor, Year Began Practicing, Professional & Education Background, Personal Interests

3. Practice Highlights, Services & Technologies: Services Performed, Practice Highlights & Advanced Technologies
Utilized

Testimonials: Before & After Pictures, Patient Comments, etc.

Staff Members: Staff Photos, Titles & Backgrounds

PatientFYI Interview: Your answers to 7 of the most common questions Patients have when selecting a Dentist
Discounts & Specials: Describe any Specials you would like to advertise

Accepted Payment Forms: Identify which forms of payment you accept

DR

Practice Profile Billing Information: Change the credit card you are using to pay for your Practice Profile

10. Patient Inquiry Options: Elect to receive Appointment Requests, Quote Requests, or Questions from prospective-
Patients

You can provide Content in as many or as few of the  se Categories as you choose.
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ml iIng Your Practice Overview

Step 1: On your Account Homepage, click on “Update " in the Enhance & Update Your
Practice Profile box;

Step 2: Click on “Practice Overview” in the box on the left-hand side of the page;
Step 3: Add/modify content in any of the sections you would like published;
Step 4: Use the “Get Help & See Examples” feature  for help;

Step 5: Click “Update” at the bottom of the paget o have your changes published in
your Practice Profile.

Step 6: Click “Next” or jump ahead to any Section that you would like to edit.

Your Practice Profile
Practice Overview
Doctor Detalls
Services & Technologies

Testimonials
St embers £) UPDATE

PatientFY1 Interview
Discounts & Specials
Accepted Payment Forms
Practice Profile Billing Information
Patient Inquiry Options
Typical Charges
Upgrade / Add Doctors
Submitted Patient Reviews
My Messages
My Account
Get Help & See Examples
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Updating Your Doctor Details

Step 1: On your Account Homepage, click on “Update  /Enhance Your Practice Profile”;
Step 2: Click on “Doctor Details” in the box on th e left-hand side of the page;
Step 3: Select the Doctor that you would liketou  pdate;

Step 4: Add/modify content in any of the sections you would like;
Tip: When uploading the Doctor’s photo, the filenam e must be 1 word (e.g. JasonS.jpg — not Jason_S.jpg)

Step 5: Use the “Get Help & See Examples” feature  for help;

Step 6: Click “Update” at the bottom of the paget 0 have your changes published in your Practice
Profile;

Step 7: Click “Next” or jump ahead to any other Sec  tion that you would like to edit.
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Updating your Practice Highlights, Services & Techn oloqgies

Step 1: On your Account Homepage, click on “Update  /Enhance Your Practice Profile”;
Step 2: Click on “Services & Technologies” in the box on the left-hand side of the page;
Step 3: Click on any of the Services or Advanced T  echnologies you offer in your Practice;
Step 4: Type-in any Practice Highlights that you w  ant Patients to know about;

Step 5: Use the “Get Help & See Examples” feature  for help;

Step 6: Click “Update” at the bottom of the paget o have your changes published in your Practice
Profile;

Step 7: Click “Next” or jump ahead to any Section that you would like to edit.
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Updating your Patient Testimonials

Step 1: On your Account Homepage, click on “Update  /Enhance Your Practice Profile”;
Step 2: Click on “Testimonials” in the box on the left-hand side of the page;

Step 3: Under “Add a New Testimonial”, you can pro  vide a Title, Before & After Photos
(w/ their own titles) and a comment about the Servi  ce that you are showing;

Step 4: Click “Submit” at the bottom to have your changes published in your Practice Profile;
Tip: You can display more than 1 Testimonial.

Step 5: Click “Next” or jump ahead to any Section that you would like to edit.
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Updating your Staff Members

Step 1: On your Account Homepage, click on “Update  /Enhance Your Practice Profile”;
Step 2: Click on “Staff Members” in the box on the left-hand side of the page;

Step 3: Under “Add a New Staff Member”, you can pr  ovide the Staff Member’'s Name, Title,
Background & Photo;

Step 4: Click “Submit” at the bottom to have your changes published in your Practice Profile;
Tip: You can display more than 1 Staff Member.
Step 5: Click “Next” or jump ahead to any Section that you would like to edit.edit.

Dr. McCrann & Patricia

Patricia has been our Office
Manager for the past 5 years,
she is an expert at keeping
our Appointments running
on- time and our Patients

happy!
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Updating your PatientFYI Interview

Step 1: On your Account Homepage, click on “Update  /Enhance Your Practice Profile”;

Step 2: Click on “PatientFYI Interview” in the box on the left-hand side of the page;

Step 3: Answer any of the questions that you would like;

Step 4: Click “Update” at the bottom to have your answers published in your Practice Profile
Step 5: Click “Next” or jump ahead to any Section that you would like to edit.
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Updating your Discounts & Specials

Step 1: On your Account Homepage, click on “Update  /Enhance Your Practice Profile”;

Step 2: Click on “Discounts & Specials” in the box on the left-hand side of the page;

Step 3: Enter the details (by category) of any Spe  cials that you would like to promote;

Step 4: Click “Update” at the bottom to have your answers published in your Practice Profile
Step 5: Click “Next” or jump ahead to any Section that you would like to edit..
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Updating your Accepted Payment Forms

Step 1: On your Account Homepage, click on “Update  /Enhance Your Practice Profile”;

Step 2: Click on “Accepted Payment Forms” in the b ox on the left-hand side of the page;
Step 3: Click on any type of payment that you acce  pt.

Step 4: Click “Update” at the bottom to have your answers published in your Practice Profile;
Step 5: Click “Next” or jump ahead to any Section that you would like to edit.
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Updating your Profile - Billing Information

Step 1: On your Account Homepage, click on “Update  /Enhance Your Practice Profile”;

Step 2: Click on “Practice Profile Billing Informa tion” in the box on the left-hand side of the page;
Step 3: Enter your new information;

Step 4: Click “Update” at the bottom to have your new information validated:;

Step 5: Click “Next” or jump ahead to any Section that you would like to edit.
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Your Practice Profile empowers you with the ability to respond to submitted Patient
Experiences in three important ways:

Response Types :

* Publically: Respond to any Patient Experience so that others can see how responsive you are!

* Privately: Patients can elect to notify you that they are open to discussing their review with you prior
to its posting.

 Evaluated For Invalidity:  You can have the PatientFY| Staff review the Patient Experience for
potential action.
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Responding Publically to a Patient Experience

Step 1: On your Account Homepage, click on “See Re  views”;
Step 2: Read any Patient Experiences that have bee n submitted by clicking “View Detailed Review”;

Step 3: In the row of the Patient Experience that  you would like to respond to, click
“Respond to Review”;

Step 4: Enter your response that you would like pu blished;
Step 5: Click “Respond To This Review”, and your r  esponse will be published for others to see.

Step 3-5
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Responding Privately to a Patient Experience

Step 1: You will receive an email that informs you that a patient would like to discuss their
Experience with you and how you can contact them;

Step 2: Within 72 hours, Patients can electto enh  ance or modify their Patient Experience before

it is posted,;
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Having a Patient Experience Reviewed For Invalidity

Step 1: On your Account Homepage, click on “See Re  views”;

Step 2: Read any Patient Experiences that have bee n submitted by clicking “View Detailed Review”;
Step 3: In the row of the Patient Experience that  you would like to respond to, click “Respond to

Review”;
Step 4: In the lower-right, click “Review Evaluati  on”;

Step 5: Click on the reason that you feel the Pati  ent Experience is invalid;

Step 6: Click “Submit”.
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Receiving a Patient Inquiry

Step 1: You will receive an email that informs you of the type of Patient Inquiry that you have
received, any details that the Patient has provided , and how you can best contact them.

Tip: Patients can identify dates (morning/afternoon ) that they are available for an appointment and ei  ther the
Service Name or ADA Code that they need. This infor  mation will help you more quickly get them schedule data

time that is convenient for both parties.

Step 2: A copy of this email will also be posted o n your “My Messages” box in your Account
Homepage Step 1: On your Account Homepage, clicko  n “See Reviews”;
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Posting Your Estimated Charges

Step 1: On your Account Homepage, click on “Update " in the “Post & Update Your Typical Charges”
box

Step 2: Select the Doctor that you would liketou  pdate;
Tip: Select “Most Popular Services” to see just the S ervices that Patients most often seek pricing infor mation for.
Step 3: Click on the Category of Services that you would like update;
Step 4: Enter your own amount or click on a pre  -set amount.
Step 5: Repeat Steps 3 & 4 until you entered amoun ts for the Services you would like published;
Step 6: Click “Update” — your new amounts will be p osted the next business day.

Step 3-4

Tip:
You can enter Estimated Charges for as
many or as few Services as you like.

These are estimates-only, any final amount

is determined by you according to the
specific Patient’s needs/circumstances.
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