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Configure Online Scheduler and
Approve Patient Appointment Requests

1 Step 1:

You will need to add Online Scheduler (OLS) to each provider that will be included.

Enter the practice setup

https://dentimax.com
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2 Click "Setup"

3 Click "Providers"
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4 Select the provider

5 Click "Show in Online Scheduler (OLS)" in the providers profile
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6 Click Save Changes

7 Step 2

You will need to Set "Appt Types" to be used in OLS

From the Practice Setup menu: select Appt Types
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8 Click "+" to create a new Appt Type

9 Create a Name for the Type
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10 You can add a "Length" to the type
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11 Be sure to check "Show in OLS"

You can also check the box to Link to online registration after scheduling is you
choose to. I would recommend this step to ensure patients get the link to
complete their registration in a timely manner.

12 Give a Description to the Appt Type
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13 You can attach a multicode if you would like to attach the procedures to the
appointment.

14 Click "Save Changes"
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15 Step 3

Create "Appt Templates"

You have two options to creating these Templates

You can do this directly from the Setup menu
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16 Or you can create the templates from the Scheduler: this is my preference as a
visual

You are going to enter Template Mode on the scheduler: in the lower left, click on
the slide for Template Mode

17 Select the time slot that you would like to add the template: click
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18 Enter a Description for the template

19 Add the Length of Time you would like for the template to be
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20 Select the provider allowed for this template from the drop-down menu

21 Click "Recurrence" if you would like to have this template saved as a regular
template: Click on the word "NONE"
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22 Select how you would like the recurrence setup
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23 If you choose Weekly; you will then select what days of the week you want this to
recur.

Keep in mind that this will put the Template in the same resource (column) each
day you select

24 Click "Ok"
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25 Now you will need to select the "Appt Type" that is allowed for the Templated spot

26 Be sure the box is checked for "Show in OLS"

Save Changes
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27 You will now see the template on the scheduler.

Repeat this process for any Templates you would like to have included on your
OLS options.

Be sure to close Template Mode: click on the slider on the lower left of the
scheduler screen when you have created all templates
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28 Step 4

You will need to Enable the OLS from the Setup menu

29 Click "Setup"
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30 Select Settings from Patient Portal section

31 In the OLS section; click Enable
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32 You do have the option to select "Automatically Approve Appointment Request".
You will use this is you want the patients to schedule the appointments on the
scheduler without prior approval.

If you want to have the option to "Approve" the OLS request; do not check this box

33 Save Changes
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34 This is going to be your link for the OLS. You can provide this to your website
manager to use if you want a link on your website.

35 This is a screenshot of what the patient will see
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36 Patients will complete their personal information and click "Request Appointment"

37 Once the patient submits the request, they will need to go to their email and send
the Appointment Request
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38 This will be the email they receive, they will click on Send Appointment request

39 Once they click on Send Appointment Request:

If you elected for them to be directed to Online Registration, they will be given the
option to continue there directly



Made with Scribe - https://scribehow.com 23

40 They will follow directions to complete all Online Registration
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41 Final Step

You will be notified of pending Appointment Request from your Activities menu:
The Blue dot will indicate you have a notification for Online Registrations or
Appointment Request

Select Appointment Request
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42 The newest request will be listed at the top, ready for approval

43 Select the desired patient



Made with Scribe - https://scribehow.com 26

44 Click "View Appointment"

45 This will open the actual appointment information, and you can make any
additonal notes or changes as needed
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46 Here we selected an Appointment Color to be added

47 Save Changes
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48 If you Approve this appointment, Click "Approve"

49 You will now have the option to send the appointment confirmation detail via
Email or Text to the patient
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50 Click "Approve and Send E-Mail"

51 You can also use the "Green check mark" to approve the request
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52 You can return to your scheduler

53 You will now see the approved appointment on the scheduler


