
Help Center
Everything you need to run your clinic on Clinica, step
by step, with screens from the app itself.
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Choosing a plan and requesting an
account
Which plan suits your clinic, how to send your request, and
what happens next.

Clinica accounts are set up by our team rather than created
automatically. You choose a plan and send a short request; we contact
you, prepare your clinic and send you your sign-in details. This keeps
every clinic's setup correct from the first day.

1 Compare the plans
Open clinica-cloud.com and go to Pricing. Each card lists the plan's
limits and what it includes; the switch above the cards shows monthly
or yearly prices.

2 Which plan is right for you?
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The free plan suits a single doctor starting out: patients,
appointments, schedules and booking links. The Clinic plan adds what
a practice with staff needs: the dental chart, invoices and payments,
prescriptions, expenses, reports, roles and the patient form questions.
The Group plan has no limits and adds multiple branches, inventory,
labs and the patient photo file. Paid plans start with a free trial, so you
can try them on your real work before paying.

Prices and plan contents can change; the pricing page always shows
the current ones. You can move to another plan later without losing any
data.

3 Send your request
Press 1  on the plan you want. The Request an account form opens
with that plan already selected. Fill in your name, email, phone, clinic
name and clinic category, tick the box to accept the terms and the
privacy policy, then press Send request.
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Choose the clinic category carefully: it decides which tools your console
is set up with. A dental clinic, for example, gets the dental chart.

4 We set up your clinic
Our team reviews your request and contacts you on the phone
number you gave. Once your clinic is ready, you receive a WhatsApp
message with the sign-in link, your email and a temporary password.

5 Sign in for the first time
Open the link from the message, enter your email and the temporary
password, and press Sign in. Then open your account page and
change the password to one only you know.

Next: complete your clinic profile, add your staff and set the doctors'
working hours, so patients can be booked.
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Signing in
Signing in on a computer or a phone, a forgotten password,
and a locked account.

1 Open the sign-in page
Go to clinica-cloud.com and press Sign in, or open clinica-
cloud.com/app directly. Enter your email and password and press 1

Sign in. Each member of staff signs in with their own account, so
every action is recorded under the right name.

On a phone you can add Clinica to the Home Screen from the browser
menu; it then opens like an app.

2 More than one clinic
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If your email is linked to more than one clinic, Clinica asks you to
Choose a clinic after the password. Pick the clinic you want to work
in; you can switch later from the clinic name at the bottom of the side
menu.

3 Forgot your password?
Press 2  Forgot your password? on the sign-in page, enter your
email and press Send reset link. A link to choose a new password
arrives by email.

4 A locked account
After four wrong passwords in a row the account is locked to protect
it, and an email with an unlock link is sent to its owner. Open the link,
confirm, and sign in again.
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To change your password at any time, open Account from your name
at the top of the screen, then Password.
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Your clinic profile
The name, logo, address and payment methods your patients
see.

The clinic profile is printed on invoices, receipts and prescriptions, and
shown on every page you send a patient. Complete it before you
start.

1 Open the clinic profile
Press the clinic name at the bottom of the side menu and choose
Clinic profile (on a phone: More, then Clinic profile). On Details,
press 1  Upload logo to add your logo, then check the clinic name,
phone and written address.
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2 Set the location on the map
Search for your address under the map, or drag the pin to the clinic's
door. Patients get a directions link with their booking. Press Save
changes when you are done.

The clinic category (dental, dermatology...) is set by the Clinica team
because it decides which screens you have. Write to us to change it.

3 Payment methods
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On Payments, fill in how patients can pay you: a mobile wallet
number, a bank account, or InstaPay. Each method stays private until
you tick Show to patients on invoice links; it then appears on
every invoice link you send.
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Notifications
Get told about new bookings, confirmations, cancellations and
low stock, on every device.

Notifications are turned on per device: do it once on every computer
and phone you use Clinica on. Until you do, a reminder bar stays at
the top of the screen.

1 Turn them on
Open Account from your name at the top of the screen, then
Notifications. Press 1  Turn on notifications and allow
notifications when the browser asks.

If you refused by mistake, only the browser's site settings can undo it:
allow notifications for clinica-cloud.com there, then reload the page.
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2 On an iPhone or iPad
Apple only allows notifications for sites added to the Home Screen. In
Safari, tap Share, choose Add to Home Screen, open Clinica from the
new icon, and turn notifications on from there.

3 The bell
Everything you are notified about is also kept under the bell at the top
of the screen, with the newest first. Press an item to open the
appointment or the item it is about.
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Staff, accounts and permissions
Add doctors and reception, give them sign-ins and decide
what each can do.

1 The staff list
Open Staff. Press 1  Add staff member to add someone. On each
row, 2  creates or changes their sign-in, and 3  Availability sets a
doctor's working hours.

2 Add a member of staff
Write their full name and specialty and choose their department. The
department matters: only people in a medical or dental department
appear as doctors in schedules and bookings; reception, nursing and
administration do not.
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3 Give them a sign-in
Press Create login on their row. Enter their email, a first password
and their role, then press Create login. Send them the email and
password; they can change the password after signing in.
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4 Roles and permissions
Open Roles. Every clinic starts with three roles: Admin, Doctor and
Receptionist. Press 1  New role to add your own, or 2  Edit to
change one.

5 Choose what each role can do
For each part of the system choose No access, Read only or Read
& write. For appointments, schedules, prescriptions, invoices and
booking links you can also choose Own only, so a doctor sees only
their own patients' records. Press Save role; everyone with that role
gets the change at once.
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Only the parts included in your plan are listed.
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Working hours and free times
Each doctor's week, a changed day, leave, and clinic holidays.

Appointments and booking links can only use free times in a doctor's
schedule, so set the schedules up before you start booking.

1 The usual week
In Staff, press Availability next to the doctor. On Weekly schedule,
choose the period (a month, three months or a year), the working
days, the start and end time and the length of one appointment, then
press Generate schedule. The calendar below shows how many
times each day has and how many are booked; press a day to see its
times.
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Generating again for the same period replaces the free times with the
new hours. Booked appointments are never touched.

2 A different day
When one date has different hours, use Change one day: choose the
date and its hours, then press Apply to this day. Bookings on that
day stay as they are.
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3 A doctor's leave
On Leave, add the dates the doctor is away. Their free times on those
days are removed and no new ones are created; if appointments are
already booked then, you are shown which ones to move.

Clinica Help Center 21 / 68



4 Clinic holidays
Days the whole clinic is closed, such as public holidays, go in Clinic
holidays at the top of the staff list. They close every doctor's
schedule at once.
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The patient form questions
Make the patient form, and the booking page, match your
clinic's own paper form.

The questions set here appear in two places: the patient form
reception fills in, and the booking page a patient fills in from a
booking link.

1 Add your own question
Open Form questions. Write the question in English and in Arabic,
choose the section it belongs in and the type of answer: Tick box,
Text, Number or Choose from a list. Then press 1  Add
question.

2 The standard questions
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Under The standard questions are the questions that come with
the system. Untick any your clinic does not ask: it leaves the form,
and answers already recorded stay on the patients' files.

A few questions (bleeding problems, allergy to anaesthetics) raise the
warning on a patient's file. Only switch them off if your clinic performs
no procedures.
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Registering a new patient
Open a file for a patient: personal details, medical history and
the signed declaration.

1 Open the patient list
Choose Patients in the side menu. The list shows every patient with
their file number and phone; search by name, phone or file number at
the top. Press 1  to register someone new.

On a phone, the round + button at the bottom of the screen works
from anywhere in the app: press it and choose New patient.

2 Fill in the personal details
Write the patient's full name, age, gender, phone, job and address.
The file number is created automatically when you save. Only the
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name is required, but a phone number lets you send the patient
booking links, invoices and prescriptions on WhatsApp.

A phone number can belong to one patient only. If it is already
registered, the form tells you, so the same person is not given two
files.

3 Answer the medical history
Under Medical history, answer each question with Yes or No, or
leave it as not asked. Tick any chronic conditions and habits.
Conditions that matter during treatment appear later as a warning
next to the patient's name.

These questions can be changed to match your clinic's own paper
form; see the chapter on the patient form questions.
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4 Record the declaration and save
If the patient has read and accepted the declaration, tick The
patient has read and accepted the declaration. Then press Save
patient. The patient now appears at the top of the list, and their file
is ready for appointments, treatment and invoices.

Patients who book through a booking link fill in this form themselves,
so reception does not have to type it again.
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The patient profile
Appointments, dental chart, invoices, prescriptions, photos
and files in one place.

1 The top of the file
Open a patient from Patients. The top shows their file number,
phone, age and any medical warning to read before treatment. Below
it, a date range filters every tab, and four totals show visits, invoiced,
collected and outstanding. The tabs 1  hold the rest of the file.

2 The dental chart
Dental chart shows the teeth with every treatment coloured by
service. Switch between adult and child teeth, or treat a whole region
(the whole mouth, an arch or a quadrant). Below the chart is
everything recorded, newest first.
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3 Record a treatment
Press a tooth. Choose the service (or type a new one), whether it is
done, in progress or planned, the date and the doctor, and how many
visits it is expected to take. Press Save. Planned work stays on the
chart until it is done, and appears in the outstanding treatment plans
report.
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4 Visits of a longer treatment
A treatment that takes several visits, such as a root canal, shows its
progress. Press 1  Record a visit at each visit to record what was
done; tick the last visit to complete it. The button at the top of the
chart turns unbilled work into an invoice in one step.
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5 Invoices and payments
Invoices lists the patient's invoices with what is paid and what is
owed. Create one with New invoice, take money with Settle
balance or a part payment under the invoice, and send the invoice
on WhatsApp or download it as PDF.
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6 Prescriptions
In Prescriptions, press New prescription, write the diagnosis and
add each medicine with its dose, frequency and duration, then press
Issue prescription. The prescription prints on your clinic's
letterhead and can be sent on WhatsApp.
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7 The photo file
Photo file keeps the patient's photos and X-rays as one numbered
file. Press Add photos to add pictures from the computer or the
phone's camera; X-rays in DICOM format are accepted too. Open it
with View or save it with Download PDF.
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8 Files
Files holds other documents, such as a report from another doctor or
a lab result. Press Add a file: PNG, JPEG, WebP or PDF, up to 3 MB
each.
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Appointments
Book, confirm, move, complete and cancel appointments.

1 The appointments list
Open Appointments. Today shows today's diary, Upcoming
everything ahead; filter by patient, doctor, status or dates. Press 1

New appointment to book. The number next to Appointments in
the menu counts appointments not yet confirmed.

2 Book an appointment
Choose the doctor, or leave any doctor, then one of the free times,
and the patient. Add the reason and the room if you use them, and
press Book appointment.
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Only free times from the doctors' schedules are offered. If none appear,
add working hours first (see Working hours and free times).

3 Move an appointment through its day
Change the status from the list 2 : Scheduled, Confirmed,
Completed, No show or Cancelled. Cancelling asks for a reason
and frees the time for someone else. To move an appointment to
another time, edit it and choose a new free time.
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Booking links
Send a patient a link on WhatsApp; they pick a time and fill in
their details themselves.

A booking link is a private page for one patient. It shows the free
times in the doctors' schedules; the patient chooses one, fills in the
clinic's form and confirms. The appointment then appears in your
diary, and the link cannot be used again.

1 Open booking links
Choose Booking links in the side menu. Every link you have created
is listed with its doctor, patient, expiry date and status. Press 1  to
create a new one.

2 Create the link
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Choose the doctor, or leave Any doctor so the patient can pick any
doctor's free time. Choose the patient if they already have a file, or
New patient for someone new, then check the phone number the
link will be sent to and how many days it stays valid. Press Create
booking link.

A link can only be created while the chosen doctor has free times in the
schedule. If none are left, add working hours first.

3 Send it to the patient
On the link's row, press 1  Send via WhatsApp: WhatsApp opens
with a ready message containing the link, addressed to the patient's
number. Or press 2  Copy link and paste it anywhere else, such as a
text message.
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4 What the patient sees
The link opens a page with your clinic's name and logo. The patient
enters their details, answers the medical questions, chooses one of
the free times and confirms. Nothing needs to be installed and no
account is needed.
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5 Confirm the booking
The booking appears in Appointments as not yet confirmed, and you
receive a notification. The number next to Appointments in the
menu counts the appointments waiting for confirmation. Review the
patient's details and confirm the appointment. The patient's file is
created, or updated, from what they filled in.

A link that is no longer needed can be cancelled with Revoke; you will
be asked for the reason, which stays recorded in the link's history.
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Invoices and payments
Bill a patient, take full or part payments, and send the invoice
on WhatsApp.

1 The billing page
Open Billing. Every invoice is listed with its patient, amount and what
is still due, with the clinic's totals collected and outstanding at the
top. Search by patient name, phone or invoice number. Press 1  New
invoice to bill a patient. The arrow 2  at the end of a row opens the
invoice's services and receipts.

2 Create an invoice
Choose the patient and the doctor, then add each service with its
teeth, quantity and price; the total adds itself up. Set a due date if the
patient will pay later, and press Create invoice. Work recorded on
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the dental chart can also be billed in one step from the chart's own
invoice button.

3 Take a payment
On an invoice that is still owed, press Settle balance when the
patient pays everything left. To take part of it, open the invoice with
its arrow: under it, enter the Amount received, the method (cash,
card, bank transfer...) and a reference if there is one, and press 1

Record payment. Each payment gets its own numbered receipt,
listed under the invoice, and the invoice shows paid, part paid or
unpaid on its own.
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A receipt entered by mistake is cancelled with Cancel receipt, with a
reason; it stays visible as cancelled, so the record is never lost.

4 Send or print the invoice
Send via WhatsApp opens WhatsApp with a link to the invoice; the
patient sees it with your logo and the payment methods you
published in the clinic profile. Print invoice and Download PDF give
a paper or PDF copy.
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Prescriptions
Write a prescription in seconds from your own medicines list,
then print it or send it.

1 The prescriptions page
Open Prescriptions to see every prescription the clinic has issued,
searchable by patient or doctor. Press 1  New prescription. A
prescription can also be written from the patient's profile, already
filled in with their name.

2 Write it
Choose the patient and the treating doctor and write the diagnosis.
For each medicine, type its name to pick it from My medicines or the
common medicines, then fill in the dose, the frequency, the duration
and any instructions. Press Issue prescription.
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A medicine you write often can be kept with Save to my medicines;
next time its dose and instructions fill themselves in.

3 Print or send it
Each prescription can be printed on your clinic's letterhead with
Print, saved with Download PDF, or sent to the patient on
WhatsApp as a link they can open on their phone and show at the
pharmacy.
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Only staff in a medical department can be named as the prescribing
doctor.
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Depends on your plan

Labs
Your labs, their prices and every case you send them, from
sending to fitting.

This feature is included in some plans only. If you do not see it in your
menu, it is not part of your current plan; see the pricing page or
contact us to upgrade.

1 The cases list
Open Labs. Cases shows every case with its patient, lab, work, teeth,
due date and status; filter by in progress, overdue or due this week.
The button on each case moves it to its next step, for example when
it arrives back at the clinic or is fitted. Press 1  New lab to add a lab,
2  New lab case to send work.
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2 Add a lab and its prices
Write the lab's name, phone, contact person and its usual turnaround
in days, which sets each case's due date. Then, in Labs, open the lab
to add its price list and follow its account: what you owe it and what
you have paid.

Lab prices and accounts are visible only to roles given the lab accounts
permission.

3 Send a case from the labs page
Press New lab case. Choose the patient and the lab, add the work
from the lab's price list and pick the teeth, the shade and the due
date, with any instructions. Press Save and send, or Save as draft
if it is not leaving today.
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4 Send a case from the dental chart
On the patient's chart, each recorded treatment has a lab button 1

Lab case for this session. It opens the same form already linked to
the patient and that treatment, so the case and its work stay
together. The patient's Lab tab lists all their cases.
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Depends on your plan

Inventory
Items, deliveries, and what each treatment uses, with
warnings before you run out.

This feature is included in some plans only. If you do not see it in your
menu, it is not part of your current plan; see the pricing page or
contact us to upgrade.

1 The stock list
Open Inventory. Stock lists each item with the quantity in stock and
its average cost; an item at or below its reorder level is marked as
low. The three buttons are 1  New item, 2  Record a delivery and
3  Record usage.
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2 Add an item
Write the item's name, choose its category and the unit you count it
in, and set the reorder level: when stock reaches it, the item is
marked low and you are notified. If you buy in boxes but use single
pieces, add the conversion (for example, one box is 50 pieces). Press
Save item.

3 Record a delivery
When stock arrives, press Record a delivery. Add each item with its
quantity and unit cost, and the supplier and date if you like, then
press Record delivery. The quantities are added to stock at once,
and you can file the delivery as an expense in the same step.
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4 Take stock out from the inventory page
For anything not tied to a treatment, press Record usage: choose
the item, the quantity and the reason (used, damaged, expired, lost,
or a stock count correction), then press Record. Movements keeps
the history of every change.
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5 Take stock out from the dental chart
When recording a treatment on the chart, tick 1  Did this use
anything from stock?, then choose each material and how much
was used. Saving the treatment takes it off the stock, and the
materials stay listed under the treatment so you know what each one
cost.
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Depends on your plan

Expenses
Record what the clinic spends, so profit and loss shows the
real picture.

This feature is included in some plans only. If you do not see it in your
menu, it is not part of your current plan; see the pricing page or
contact us to upgrade.

1 The expenses page
Open Expenses. The total spent and the top categories for the period
are at the top, with every entry below; filter by type and dates. Press
1  New expense to record one.

2 Record an expense
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Choose the Expense type (rent, salaries, electricity, materials, labs,
maintenance...), the amount and the date, and add a note if useful.
For a salary you can name the Staff member; for a lab payment
choose the Lab, which also lowers what the clinic owes it. Press Save
expense.

A delivery recorded in the inventory can be filed as an expense in the
same step, so it is never entered twice. Every expense feeds the profit
and loss report.
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Depends on your plan

Branches
Run several locations from one account: each branch with its
own diary, staff, stock and figures.

This feature is included in some plans only. If you do not see it in your
menu, it is not part of your current plan; see the pricing page or
contact us to upgrade.

Every clinic starts with one branch, its main one, which carries the
clinic's own name and address. On a plan that includes more than one
branch, you can add the others. Patients, staff, roles and the
subscription stay one account for the whole clinic.

1 Your branches
Open the clinic profile and choose Branches. Each branch is listed
with its address; the main branch is marked. Press 1  Add branch to
add one.
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2 Add a branch
Write the branch's name, phone and address and set its pin on the
map, then press Save branch. Patients booking at that branch see
its own address and directions. A branch you no longer use is closed
with Close branch: its records stay, but nothing new can be booked
there.
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3 Switch between branches
The branch you are working in is shown at the top of the screen; press
it to move to another. Appointments, schedules, invoices and stock
always show that branch only. All branches shows every branch
together for reading; to add or change anything, choose the branch it
belongs to first.
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Work stays in the branch it started in: an invoice, a treatment or a lab
case recorded at one branch is changed from that branch only, so
every branch's takings and stock stay correct.

4 Who works where
In Staff, edit a member of staff and tick the branches under 1

Works at. Their sign-in then opens only those branches, and a
doctor's schedule is built per branch. Seeing every branch, including
ones added later, is a separate permission on the same form that only
someone who runs the whole clinic can give.
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5 Patients, stock and reports
A patient's file can be opened at every branch they are seen at, with
their full medical history; what they were billed stays with the branch
that billed it. Each branch keeps its own stock of the clinic's items.
The dashboard and the reports show each branch's figures, and the
total of all branches beside them.

Clinica Help Center 64 / 68



18

Depends on your plan

Reports
What reports are, which ones Clinica has, and how to read and
export them.

This feature is included in some plans only. If you do not see it in your
menu, it is not part of your current plan; see the pricing page or
contact us to upgrade.

A report gathers what was recorded day by day (appointments,
treatments, invoices, payments, expenses) into totals for a period you
choose, so you can see how the clinic is doing without counting by
hand. Every figure comes from the records themselves, so a report is
only as complete as the recording.

1 Choose a report and a period
Open Reports and press a report's card 1 . Choose the dates, or a
shortcut such as This month, and any grouping or filter the report
offers. Press 2  to export it to Excel or PDF, for your accountant for
example.
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2 The money reports
Collections: the money actually received, by day and by payment
method. Accounts receivable ageing: who owes the clinic money
and for how long. Profit & loss: what came in, what went out
(expenses) and what is left. Production: invoiced revenue by service
or by doctor.
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3 The work reports
Staff performance: what each member of the team did in the
period. Recall list: patients not seen for a while with nothing booked,
to call back. Outstanding treatment plans: treatment planned on
the chart and never done, a list of work waiting to be booked.
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Each report needs permission to the part of the system it reads: the
money reports need billing or expenses, for example. A report you
cannot open is not shown to you.
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