E-Communications Guide

The first thing that you will do to access your account is to login. You can login to
portal.theonlinepractice.com. You can also log into portal.onlinechiro.com or

portal.onlinepodiatrysites.contlickSign In once you have entered in your email and password
associated with your account.
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Navigateto Patient Communication: Newsletters, Cards, Contacts.
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Contacts

To utlize the ECommunication Suitgjou first need taupload yourpatients contact information to the
Address Book within your account.

Multiple Contacts

1. If you do not already have one formed, create an Excel spreadsheet with your patieatis
first name, last name, birthdate (used for birthday greetings), middle name, homeepkaork
phone, cell phone.

a. Email, first name, and last name are requireithe other fields are optional
b. Include column headers (see below for example)
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1 Email First Name Last Name Birthdate Middle Name Home Phone Work Phone  Cell Phone
2 john.smith@gmail.com John smith 10/28/1982 Stanley (123) 234-7890 (234) 682-2839 (345) 528-2349
3 sfoster+tmyemail@hotmail.com Sarah Foster 2/13/1945 Julia (123) 234-7890 (234) 682-2839 (345) 528-2349
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2. Sve this s prcgvécdnama delimiteflfiles under tfe dropdown boxinthe Sa v e
A swindow

3. At the topof this window, you will see 8Add New button where you can select your .csv file

and upload your Address Book.
4. Clickbrowse

Add Contact(s)

DROP A CSV FILE
Or browse to yoffr file. The csv file needs to be
formarged correctly in ordd@ to upload successfully.

ADD CONTACTS

ADD CONTACT MANUALLY

Use the manual entry field to add
new contacts one by one.

ADD A CONTACT

5. Select the file on your computer

6. Clickopen
7. Congrats! Your upload is complete




Manual (one-by-one) Contacts

1. ClickAdd A Contact

Add Contact(s)

ADD CONTACTS

DRAG & DROP A CSV FILE ADD CONTACT MANUALLY

Or browse to your file. The csv file needs to be Use the manual entry field to add

formatted correctly in order to upload successfully.

ADD A CONTACT

2. Type in the patient’s informati omeceiveamddhei ndi cat
check the box next to your website on the right hand side.
3. Clicksave

ADD CONTACT
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Editing a Contact

1. To view your contact list at any time, you can always Clégitacts on the left hand side of the
page

2. ClickView

Contacts

3. Click the pencil icon
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4. Make edits
5. Clicksave

Websites




Deleting a Contact

1. To view your contact list at any time, you can always Clégitacts on the left hand side of the

page
2. ClickView
Contacts

3. Click the trash can icon

ACTIVITY LOG
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No activities found
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4. Confirm Deletion

ARE YOU SURE YOU WANT TO DELETE THIS CONTACT?

You will not be able to undo this action.




Cards

Cards can either be sent out to your entire contact list or to an individual contact. These are a great way
to keep in touch with patients and to sengarsonal message. There are a few different card options
that you can schedule and send, and you are also able to customize them!

Click orcards on the right hand side of the page

MNewslatters

Cards

Contacts

ClickCreate Card

Cards

SCHEDULED & SENT

Scheduled Cards for this timeframe will appear here.

Press the “Create Card” button to start creating a new card

When you schedule a card to be sent, a list of your scheduled cards will be here.

+ CREATE CARD




Select the card occasiowé¢lcomewas chosen fothis manual)

-

Hover your mouse over the element that you would like to edit. It will give you the option to edit or
delete the element.

€ BACK

Card Occasions

oo

Hello!

ClickingChange Image will allow you to upload a photo to the header of the card. If you do not choose
one, you an delete the image, or you can use the one that is preloaded to the card.

If you upload a picture and it is too large, use the cropping option in the upper right ha aﬂ
corner to adjust your photo.



Online Podiatry Sites Demo

Hover over the text in the photo, éer in your desiredext, and clicksave.

Online Podiatry Sites Demo

Visit Our Site




Online Podiatry Sites Demo




To edit the button, hover over the button, click edit, make your desired changes, and click save.

Online Podiatry Sites Demo

Edit Button

Online Podiatry Sites Demo

Leave a Review!

Welcome!
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To edit text, hover over the text in the card, make any changes, and click save.

Edit Card Message

| Dear [first name],

We are pleased that you chose us to serve you. Please contact us with any questions or
comments regarding your visits. If you'd like to leave us a review, please dol

Best regards,

[office name]




EDIT CARD

STATUS =

Send Immediately
Saved as Draft

o Scheduled

07-30-2016

Repsat
Repeating Cycle
Annually
Monthly
Repeats By
Date of the Month

Day of the Month

EMAIL SUBJECT LINE =«

Welcome to our office!

RECIPIENTS =

All Contacts Lists

All Contacts Lists

Custom

When you are satisfied with your card, you can now send it to
your patients. On the right hand side of the screen you will see

the options for sending.

You can have the card send immediately, save the card as a
draft, or schedule it to go out onspecific day. If you would like
a card to go out at the same time every week or day, you can

al way s Repeatt aencdd s‘el ect

when
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Email subject line is what the patient will see when the email is

sent to them. Make sure this filled out!

Recipients-- where you can choose the patients that will be
receiving the email. You can seléall Contacts Lists” and the

card will be sent to your entire list, or you can selféaistom” if

y 0 u’ db sdlectkhe patients onéy-one.
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When clicking custom, it will bring you to your contact list where you can select the desired recipients.
The blue checkmark on the left hand side of the page indicates the recipient that will receive the email.

Recipients

Recipients List

1Selected

Once you are done selecting your contacts, se€fibone” in the lower left hand corner of the screen.

RECIPIENTS Recipients

Recipients List

15elected

acts Ay i ] Test Test test@test com 1991-11-15




Once you have your send date, subject Iine, and
corner, and your settings for your card wid bpdated.

EDIT CARD

STATUS »

Card Preview

Online Podiatry Sites Demo
07-30-2016

EMAIL SUBJECT LINE ~

RECIPIENTS ~

Dear [first name],

We are pleased that you chose us to serve you. Please contact us with any
questions or comments regarding your visits. If you'd like to leave us a
review, please dol

t regards,

.|

When you click save, you will be brought back to the cards home screen. Here you will be able to either
add another card by clickingAdd New in the upper right hand corner, or you can view and edit any
scheduled or sent cards.

© Card has been created successfully x
SCHEDULED & SENT
Q) Welcome to our office!
0 (Custom) VIEW & EDIT
Scheduled
Page 10f1




Newsletters
Newsletters are great to send out to your entire contact list.

dick onNewsletters on the right hand side of the page

Newsletters

Cards

Contacts

ClickCreate Newsletter

Newsletters onlinepodiatrysites.net -

SCHEDAMLED & SENT

Scheduled Mewsletters will appear here

 CREATE NEWSLETTER

Editing a newsletter is identical to that of editing a card. Hover over the picture, textitmmband click
Edit. Be sure to save any changes that you make!

Newsletter Preview




Need help?

You can al ways gi ve o0u888®Bn5560iemal Web Support a cal
support@onlinepracticemail.com (include your domain name so we can link up your email to your
account), or you caSubmit a Support Ticket.

When you are logged in, click & =uppcrt in the upper right hand corner of the screen.

Fill out the form with any questions, comments, cems, and clicRend. This request will be sent off to
our Rockin’ Web Support and we will either compl e

Besides submitting requests for your website, you can also refer a friend through the support ticket
section.With ourRefer a Colleague Prograhyou refer a colleague, you will gefree month of

hosting if they sign up with us. This is where you can enter in their name and contact information, and
our sales team will reach out to them.

Support Tickets

OPEN A TICKET

Need some help or just want to send us a suggestion?
Please, let us know, we are here to help!

First Name Test

Last Name User

Email test@onlinepodiatrysites.net

Phone 888-932-5560

Website - choose website - v

% Attach files | MAX 3 FILES, 10 MB EACH
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