
Adding a New Company

1. Go to the "Companies" page by clicking the icon.

2. This page will appear. It displays all companies that your clinic
currently partners with.



3. Click "Add new company."

4. Enter in the required basic information for the company you'd like
to add.



5. After entering in the company's basic information, select a
“Contribution Type” based on your agreement with the company.

6.  Next, type in the "Contribution %" based on your agreement with
the company.



7. Once you are ready click “Save” This will create the company’s
profile. You will notice there is a notification next to the name of the

new company. Click on the company’s name to open up the
company’s profile.

8. The notification is reminding you that you do not yet have a
payment method for the company yet.



9. There are two ways to add payment information. First option is to
click the “+” button to add a credit card.

10. The second option is to send the company contact a link to add
their own payment method.  The link is copied when you click the

button, you can send it in an email or text.



11. This is the screen they will see when they click the link.

12. Once they enter payment info, you will see that on the company’s
profile.



13. This company is now ready for Employees. There are also two
ways to add company employees. If all of the employees are new
patients (not existing patients) you can send them the company

specific sign up link.

14. Here is the screen the new patient will see from that link.



15. The second option is to add existing patients to be Employees of
this New Company.

16. You can choose from the drop down of your active patients.



17. Then you can see all the company employees in the profile. You
can also see the Company Subscriptions Total at the top.

18. You can add one-time charges to the company’s invoice. You can
also see the next billing date here. Your company is all set up - Well

Done!


