
 
 

How to Enter a New Patient 
1. Select the Patients module  

 

 
2. Select the Add button in the upper right corner 

 
 

3. Enter all required fields 
a. All required fields will have a red asterisk (required fields include Provider, First 

Name, Last Name, Location, Address, City, State/Prov, Zip Code, DOB, Sex, and 
Phone Number) **If this is a test patient, please use Practice and Training as 
their Location** 

 
4. Select Add at the bottom of the screen to create the patient file 


