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Overview

CloudDDS is the pioneer of cloud-based referral management tools. It allows you to
store, manage, and transfer dental records, capture patient treatment costs, and access

files anywhere, 24/7.

This User Manual provides step-by-step instructions for managing patient referrals and

exchanging electronic health records via the CloudDDS web portal.

Contact Information

If you need additional assistance accessing or using the website, please contact our

Customer Service Department at info@clouddds.com or call us at (901) 347-3104.
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Getting Started

When you sign-up for the CloudDDS referral management tool, you will be sent an email
providing your username and instructions for setting up your password. Once this
process is complete, you are ready to Login. If you have posted a link on your web page,
please click the link and follow steps two through four below.

Login

1. Go to http://clouddds.com/

2. Click Portal Login on the main navigation menu.

Home AboutUs Services Contact Us Portal Login

3. You will be directed to the portal sign in page. :
Welcome, Please Sign In
4. Enter your Username and Password.

5. Click Sign In or hit enter on your Username:

keyboard

. . Password;
6. You will be directed to you’re My Home

Page. T

arant vaur pasaward? Chick hars 1o rasst it
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You may also access your service by going directly to the CloudDDS referral portal.

1. Go to https://portal.clouddds.com

2. Enter your Username and Password. Welcome, Please Sign In

3. Click Sign-In or hit enter on your

Uswriname

keyboard

Fassword
4. You will be directed to your Home

Sgn in

Eonzot your camacd® Click hae 1o resel iL

Page.

Forgot Password or Username?

If you have forgotten your user name or password, just follow the links under the Sign In button.

Your user name or password will be sent to you.
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My Home

After logging in, you will automatically land on your My Home page. The My Home

page is divided into three areas.

1. Main Navigation Menu - A menu bar is located on the folder tabs located at the top

of the MyHome Page. You will use this menu to navigate through the website and

complete patient related activities. This menu bar is visible at all times.

2. News And Announcements = The News and Announcements section allows you

to post informational articles, announcements and event information (See Article

and Event Management.)

3. Utilities Menu = The utilities menu allows you to access training and support

4
information as well as sign out of the system. 3
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Referral Management

You will add new referring Dentists, view referral activity and access contact information

on the Referrals page.
Add a New Dentist
1. Click the Referrals tab on the Navigation menu.

4
| My Home M Messages i Patlens i Referrals P Tools |

2. The Referrals page will launch.

Referrals
3. Click Add New Dentist.
4. The Add New Dentist data entry form e

W|” IaunCh. Aeouted Nocs oy marted win & * reg sadermd
LB : 4 LA S 4 W

5. Entered the required information.
6. Click Save.

The Dentist will be added to your Referrals list and sent an invitation from you to
utilize the CloudDDS referral site. The email will contain a link that the Dentist will

use to activate his account registration and access training materials.

Once these steps are complete, you are ready to begin receiving referrals.

8
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Review General Dentist Profile and Referrals

To review referral activity counts, patient referral lists, or access a Dentist’s contact
information:

1. Click the Referrals tab on the Navigation menu. Each of your referring Dentists
will be listed with the total number of referrals received to date.

2. Click the Dentist’'s name to see their contact information, specific cases referred
and the date of the referrals.

Dentixt Case Count
Teston Testig 0
Yayenn, Eizaden v

> Tesing Lkcabeth 1

3. Click the patient name to launch that case and perform patient related activities
(See Patient Management.)

Reternng Dentist Profile

Elizabeth Testing Dentyl License: 123456
122 Mappy Street Balng State Al
Memphs. TN 35110

Mnéng Anaress 123
Phone, (123) 123.123¢ 123 TN 38118

Emal glzabet vaught

Pabent Hame Last
Heterred
> ahm Sar 05042012
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Case Management

Patient related activities are accessed from the Patient List page. Each of the patients
referred to you are displayed along with date of birth, last visit, reason for visit and the
referring Dentist. If your practice has multiple specialists, files for all specialists in the

practice are displayed.

Patient List Activities

Sort - To sort the Patient List, simply click the column header of the desired sort type.
Search - You may search by patients via hame, social security number or date of birth
by entering the search criteria in the Search field.

Message - You may send a message to the referring Dentist by clicking the envelope at
the end of the row containing the patient information. Utilizing this function will auto-fill

the patient name in the message and store the message in the patient file.

Search
Sort
Fatient List e ) (D G o ¢
4 v
e w o0 pETSATN | Last¥isi Bowson Scecishst Splernng Dentigt
Lt Soo A s 1w e B;":' Rt deen New Selsos Qymicant feain wrmi g lugew = .‘
Uacner Facncs pgner [Floesr metsess  Mew Refacew Luray tegter Gatacy Duty ]
4 Qener Geicce e (¢t o Seen New Seferra) ZEnoeny GerarmiCipws 4 ”
Roady Saen! pogams  [fJoem o matiesn BewSsthow Ly e Groea Ty =
i
Sty Vs A Oadas1o8s G kiec Bt Seon Mow Aclerral Burre leale Sesan! Tuurs o
Message

View/Update Patient File

10
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Patient Status

The patient status is indicated on the patient list:

4
ame & 0o Statua Last Yisnt finasap weoalis Retorona Dentist
Sabes. Bagvy PRRSLARES 2 Chand IR Cores Qeercant Teater Qenerai Thiane <
Bariy Cecrge gzt [PAc 01000 hieiVed Liony iyt Qenersl Crywen ]
Sy Lars Qanliiite E] Caer oy 2200 Bew Aefgrryd anny e Qengeyi Trvang =
Open: The patient has been referred but not seen.
Active: The patient has had at least one visit with the specialist.
Closed: The specialist has completed the referral and closed the case.

View Patient Record

To view new patient referrals, record patient visits, files (documents, X-Rays, photos....) and

patient personal information you will access the Patient Detail Information page.

1. Click Patients in the main navigation menu. The Patient List will display.

2. Click the patient name.
3. The Patient Detail Information page will display.

11
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The Patient Detail Information displays all patient contact and healthcare information as
well as initial referral notes, tooth specific notes, visit information, messages regarding the

case and all patient files.
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Print Case File

To print a patient file, simply click the Print button located next to the patient’s name on

the Patient Detail Information page.

Edit Patient Information

To change a patient’s basic information such as name, address, vital statistics and

health care providers:

1. Click the Patients tab on the Navigation menu.

2. Click the Patient name on the Patient List. The patient Detail Information
screen will launch.

3. Click the Edit Profile link located under patient name in bold. The Patient Data

entry form will launch.

Edit Profile Send Message Add Visii Add Files Delele

4. Click fields and enter new data as desired.
5. Click Save.

13
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Add Files to a Case

You may add any file such as but not limited to X-rays, Digital Photos, Drug
Prescriptions, CT Imaging Prescriptions, Audio Files, Video Files, and general scanned

documents to a case by uploading files directly into the patient case.

1. Click the patient name on the patient list.
2. Click the Add Files link.

4
Edit Profiie Send Message  Add Visil Add Files

3. The Add File popup box will launch.

Add File Close

Select les o upload. WUSEETRL TS

v

14
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4. Click the Upload Files button. A browser will launch.

| Ve Lipbaadt #7171
_— - - I |
A AL e ClaudOOs MCO 5. » Swtal smages .ldy o l
@
Ovgamse = New foider a0 9
153 Fvoren
. M*l
l«m?bm
Sacrpie Lips Sermpie 1 g Sernple 3 ;29
r
' Ubeanes - -
e d py Lemghe 399
. "I'-Lm"
-~ Potom
- Videos wepie 708 Sermpse § gy
4“‘".9'“" - - =
L
- o -

Vde mame o (Ml -

5. Click the desired files or file and click Open in the browser window. The selected

files will load.

Want to upload multiple files from the same file folder? Hold down the mouse button and
drag over the photos you want to select or hold down the control key (command key on

Macs) and click on each photo. Then Click “"Open”.

15
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6. The files will upload and you will be presented with options to name and categorize
the files.

Change File Name - You may change the file name by typing over the existing
file name in the File # field.

Categorize - You may select a type (from the dropdown) to place the file in
the appropriate category under the Patient Files section of the Patient Detail
information.

Additional Information - You may add additional description information in

the field Description.

7. Click Save. The files will be saved to the Patient case.

a1
J¢heCt Bea W uptoad

Fle I Sampie 8 00

Tise XSy 5
Descrgton

Sampie 5 09

Fie T Sameie & 00

Tioe  Xdtny
Desgton

Sarrghe S 59

[«

If you have erroneously uploaded a file, you must hit the Clear Upload button in the Add File popup
box and then reselect and upload your files. You cannot individually delete files and the files

cannot be edited once they have been loaded to a patient file.

16
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View and Download Case Files

To view and download patient case files:
1. Click the patient name on the Patient List.
2. Click the desired file from the Patient Detail Information. The file will be

launched in another browser window.

Patient Files

3. To download the file, click the Click here to download link.

4. Notes will be displayed at the top of the page.

Download Notes
v
4 L 4
Viewisg: X Ray 3 - € e T 53557
, - Copyirg ]:u&c\ﬁﬁzﬁn' '
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Add Visit Notes to a Patient Case

To record consultation notes and a reason for patient visit:
1. Click Patient on the Navigation menu.
2. Click Add Visit.

Edit Profile Send Message Add Visil Add Files

3. The Add Visit popup box will launch.

oA «»
VISt Trpe petial Vise '7]
*Perdumes on 8206017 (o

Toosh GPS
A2 3 4 S5 8. Y 819 10 1 12 13 14 33 16
32 31 30 29 20 27 26 5194 3 2 N N0 9 MW

Toomn Materal Amt Used
" Kegtant 123 (Straumman) [«] (-1
Hotes

4. Select the visit type from the dropdown menu.

5. Enter the date of the visit.

6. To record materials used, click on the tooth GPS, select the material from your
supply cabinet utilizing the dropdown menu. See Tools, Supply Cabinet.

7. Enter desired notes.

8. Click the Save Visit button.

9. The patient status will change from Open to Active after the first visit is entered.

18
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Create a Referral

You may create a referral to yourself on behalf of a General Dentist. The first step in

creating the referral is adding the patient to the referral system.

. Click the Patients tab on the Navigation menu.
Click the Add New Patient button.
The Patient Information Page will load.

Enter available information. Be sure to complete all required fields indicated in red.

I

Click Save.The Referral page will display.
The second step is to create the referral and add files to the case.

1. Verify the Patient Information

2. Click the tooth GPS as desired and enter notes for selected teeth as needed. You
may also enter referral notes in the Notes fields.

0 Patient Information e Attach Files
Chartion Tyler D &=

0 Choose Specialist

—r— T C— .-

..

Referral Notes
9 876 s int oot e v aridia @Send Referral

TR N o

-

19



User Guide

12/12/2012 v4.0

&
Cloudl

3. Attach files: To upload files to the referral case, click Upload New File. See page

fourteen for additional instructions regarding the Upload File popup box and

selecting files to be uploaded to the case.

4. Select the referring General Dentist from the dropdown menu. (please note that
the step instructions on the screen state Choose Specialist - since you are logged
in as a Specialist, you will only be presented with General Dentist selection list.
Disregard the instruction Choose Specialist.)

5. Once you have uploaded the files and entered all referral data, click Send
Referral.

An email will be sent to the General Dentist with a notification that a new
patient has been referred on their behalf. All information will be immediately
accessible to the General.

20
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Message Management

Dentists and Specialists in your network may exchange secure messages utilizing the
messages function. The messages function also provides alerts when a referral is
received, a case is changed, a patient profile has been updated or documents are added.
It has been designed to work like email for ease of use. However, unlike email,
messages are accessed from our secure site, so you can safely and securely exchange

information and be in regulatory compliance.

Send a Message (not saved to a case)

1. Click the Messages tab on the main navigation menu.
2. The Messages Page will display.
3. Click the New Message button.

Messages

2 pew Uennage Nows Salscea Mannags 1 m m Search inoos
m S i Trasn

Frem Gulreg Heoevwd

4. The Send Message box will appear. g
5. Click the "To:" line and select the
desired Doctor from the drop down menu.
6. Enter the subject and text of your message.
7. Click the Send Message button.
8. You may also click the Cancel button

or the Close button to cancel the message.

21
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Send and Save Message to a Case

Messages sent from the Messages Page will not be added to the Patient file.

i A WD

. Click the envelope icon next to the patient name on the Patient List or click the

Send Message link in the Patient Detail Information section.

The Send Message popup box will launch.

The “To:"” field will auto-fill with the partnering Dentist or Specialist.

Enter the desired message.

Click Send Message. The message will be saved to the Patient Case and will also

appear on the Messages list.

. If the Dentist or Specialist has elected to receive alerts via email, he will receive a

notice to check CloudDDS for a message sent from you.

s >

T | Agamt Jotw (o)

Sebyect  Thase sy 1or e refente

Thane psu tor D 1eterrad
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Message Organization

The Messages function allows you to organize your messages in a variety ways. Four

folders are available — Inbox, Sent, Archive and Trash.

All new messages will automatically be saved to your Inbox. You may move the
message to a different folder by clicking the open box next to the message and then
clicking the destination desired (button). Please note, the sent folder does not have an

option to move a message.

You may sort messages by clicking the column header of your sort criteria (From,

Subject, Received).

The search function allows you to search for messages that are in the folder you are
accessing when you enter the search criteria. For example, if you search your Inbox, the

system will return messages located in the Inbox (but not Trash and Archive).

Folder tabs “Move to” Buttons Search
Messsges Y V]
m e (Tac® Tise
- - sty < - Click category in
o Fotent p1m9e wrmmuores © header to sort
Sarary [areat Rager Baney 0001 542 11
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Tools and Alerts

Access the Tools menu from the main Navigation menu to keep your practice

information up to date and set your Alert preferences.

Edit Practice

Update your practice information (address, phone and contact information.)

1. Click Tools on the Navigation menu.

2. Click the Edit Practice button to edit information. The Editing Practice Profile
popup box will launch. Fields common to a Practice Group will be unavailable for
editing at the individual level. Contact CloudDDS to implement changes at a
Practice Group level.

3. Enter desired changes.

4. Click Save.

Set Alert Preferences

You may elect to receive email alerts when Patient activity is conducted in the web

portal. Use this same procedure to cancel an Alert Type.

1. Click Tools on the Navigation menu. Various Alert options are displayed.
2. Click the box next to the desired Email Alert Type.
3. Click Save Alert Settings.

Manage Account

You may contact CloudDD questions about your account and subscription by clicking the
link info@clouddds.com or phone (901) 347-3104.

24
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Supply Cabinet

The Supply Cabinet allows you track material inventory as you perform procedures.
When you Add a Visit to a patient case, you have the option of indicating how many
units of a material were used for that specific procedure. After entering the number of
units used, the inventory in your Supply Cabinet is reduced. To begin utilizing this

feature, you must first add supplies to your inventory:

Click Tools on the Main Navigation Menu

Click Add Supplies. The New Supplies popup box will launch.
. Enter available information.

. Click Save.

2w

Supply Cabinet

Name Cost Per Unit
Material 20
Test Supply 100

25
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Article Management

The article management feature gives you a platform to communicate with your referring
Dentists. The articles appear first each time the referring Dentist logs into the referral site

and are located on the My Home Page.

Create a New Article, Ahnouncement or Event

1. Access your My Home page
2. Click the Add new Article button. The Add New Article popup box will launch.

whaen v fen + (B Dae bane

I el B o S TR PR R
News And Announcements [ Add Mew Artcse |

3. Enter the title and article/information.
4. Click Save .
Edit or Change an Article, Announcement or Event

1. Click the Edit Article link. The Add New Article popup box will launch.
2. Make your changes.
3. Click Save.

News And Announcements

WELCOME TO OUR PRACTICE EatAncs

For information on utilizing functions such insert image, center, styles, please
go to http://docs.cksource.com/FCKeditor 2.x for user guides.
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