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Help Center

Everything you need to run your clinic on Clinica, step
by step, with screens from the app itself.

clinica-cloud.com/help/en
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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.

° 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.

., . .
G clinica  rawes  fepons  promg FA0 User quics B | (me sene

Pricing

Clear pricing, in Egyptian pounds

Start Tree. Move up when your practice does,

Menthly Yearly

Starter Group

angle pracitioner finding thair feet Multi-branch groups, na limits
Free 2,500 EGP per month
Mo time limit 30 days free
+ 2 stall « Unlimited stall

+ 200 patients + Unlimited pationts

+ Booking finks ~ Repors
+ Prescriptions + Hooking links

~ Prescriptions

Start free Start the free trial

a 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.

e Send your request

Press o 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.

Request an account
T us ShouL your clinle and we will 581 vou up,

Interastaa In Clinle - Moniny

YOUR WAKE ENATL

Dr Sarah Sharif sarahf@alnoor-dantal.com
PHONE CLINIC WARE

= 20~ 001234567 Al Noer Dental Clinle:
CLINIC CATEGDRY

Chooge a categary
Stz youl contal b far the fight ki of giac

ANYTHING WE SHOULD KMOWT

11 have reid and scoept the Terms and Conditions of Uss and the Privacy Policy.

Sand 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.

o 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.

e 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.

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

G, clinica

Sign in

EEEEE

Clinic management, end to aulde-eniclinica test
end. T

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

e 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.

a Forgot your password?

Press e 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.

G clinica

Reset your password

A in with and we will send yol a

Clinic management, end to
end.

° 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.

a 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 o Upload logo to add your logo, then check the clinic name,
phone and written address.
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3 Sarah Sherif
w Dr Iar!h heri

a 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

Clinic profile

i Details  £3 Payments

CLINIE KAME

Al Moor Dental Clinic

PHONE TINEZONE

== +20 - 0233456789 Africa/Cairo

CLINIC CATEGORY

i
ADDRESS

15 Tahrir Straet, Dokki, Gizz

LOCATION ON THE MAR

04, Al Tahrir Slieel, Dokki, Giza, AjJiza, 12677, Egypl

Save changes

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.

e Payment methods

Clinica Help Center
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Dr Sarah Sherif ._.n
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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.

G clinica

@ Dr Sarah Sherif

Clinica Help Center

Clinic profile

£ Mobile wallet
(ODAFONZ CESH, ETISALAT CASH. DRANZE HOK

WALLET WUMBER

& Bank transfer

MK

ACCOUNT HUMBER

4+ InstaPay

INSTARAY ADDRESS OH PHONE

|_| Show to pati

| | Show lo palenls on inveice links

ACCOUNT HOLDER

IHAN

| Show Lo palisnts on inveice links

PAYHENT LINK
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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.

° Turn them on

Open Account from your name at the top of the screen, then
Notifications. Press 0 Turn on notifications and allow
notifications when the browser asks.

G’ CII nlca Dr Sarah ?hf:’if _n & T o [

My account

A My datall= O Notifications

et & natification on this deviee the mament & patient baoks, sven when Clinisa 13 clages

U Metifications are off for this device

o A Noar Dental Clinie

@ 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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a 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.

L 1]
A Al Noor Dental Clinic > o @

My account

A My details & Password

£ Motifications

Get a notification on this device the moment a
patient books, even when Clinica is closed.

!} Add Clinica to your Home Screen
first
On iPhone and iPad, notifications only
work once Clinica is installed as an app.
It takes three taps:
1. Tap the Share button at the bottom of
Safari.
2. Choose "Add to Home Screen".
3. Open Clinica from your Home Screen
and come back to this page.

28 52& g

Dashboard Appointments Patients

© 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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Dr Sarah Sherif _n & o ¥ [

Natifications w Mk 8l & teed

= MNew online booking

Good afternoon, Dr Sarah Sherif

Mew bookil 5 Mew appointment S5 Wew patient B New invoice

B Appointments

B Collected

3,400 15 19

40,500 37,100 -
ith Appointments by status

Dr Sarah Sherlf B Contirmed a

B Scheduled 7

Al Moar Den
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Staff, accounts and permissions

Add doctors and reception, give them sign-ins and decide
what each can do.

° The staff list

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

G clinica

Staff 15 Clinic holidays

All deparlnents - All staluses

Dr Karim Fouad 3
il e, s | 8 *“"a""'“*@ Al

Hoda Mabil

a 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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Add staff member

FULL MANE SPECIALTY

Dr Ormzr Ads! Implants

DEFARTHENT STATUS

Select a doparbment

e 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.

Create login
Or Laila Marmow
EMATL
‘abla@alnnor-dental.com
Lwe bk I 1 small abesiy has an sceounl alsewis

PASSWORD CONFIRY PASSWORD
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0 Roles and permissions

Open Roles. Every clinic starts with three roles: Admin, Doctor and
Receptionist. Press o New role to add your own, or e Edit to
change one.

G clinica Drsarah sherit

e 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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¢ clinica

Form que

Dr Sarah She

Al Noor Dental Cli

ROLE MAME

Receptionist

Stall

Patignts

Patient phota file

Appaintrents

Busiiability

Prescriptions

Billing

Bocking links

Dernital ehart

Expenses

Invemory.

Labs

Lab accounts

Clinic profila

Dashkoard

Reparts

Data impaort

Branches

ACCESS

Mo access

Mo access

Read & write

Read & write

Read & write

Read & wrile

Read only

L1

Read & write

Read & write

Read only

M ac

Mo access

Read & write -

Mo access

Resad only

Read only

Read only

Mo access

Mo access

SCORE

All

All

@ Only the parts included in your plan are listed.

Clinica Help Center
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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.

° 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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Availability for Dr Karim Fouad

= Weekly schedule [ Changsonaday  ® Leawve
FEDN DATE TO DATE

104202026 =] 1718/ 2026

Three merha O year

MINUTES PER APPOINTMENT
09:00 AW & 30

EXISTING WOURS
& Replace he hours already selin this penod

28 21 2z
12 12 12

1000 AM - SO0FM || LD0OAM-S00FK | 1000 4M - S00FM
a7 & 29

12 12 12
A00FM || 100020 - SO0PM | 100CAM - SD0FM

1000 AM - 4700 7M.

Tuesday, Qctobor 20 1z siois 5 pooweo

10:00 AM 18:38 AM % 13:00 A X | 11:38 &M i 12:60 PY

1:GE M E 1:30 FM W 2:30 FH ¥ 2:30PH  SO0KE 3EQ PN X 2:38 PN %

® Generating again for the same period replaces the free times with the
new hours. Booked appointments are never touched.

a 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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Availability for Dr Karim Fouad

& Weekly schedule @ Change one day. ¥ Leave

Different hows on ons daté. Tha free slots on that day are replaced; bocked ones stay exactly astl

DATE FRON 0

0/20/2028 a 05:00 AM @

< October 2026

Tuesday, October 20 13 sio7Ts 5 BAoKED

10:00 AN < BOAKE 18:38 AM = 11:E0- M X 13:36 AW RODEED

1:68 PH ¥ 1:38 PH % 2088 PH 2:30 PH  ROORE

e 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

05:00 PR

hiy are.

WINUTES PER APPOINTHENT

12:30 FM %
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Avallability for Dr Karlm Fouad

B Weskly achedule B Changeonaday 5 Leave

kv 78, 2896 Public holiday

<ieting & hoddsy does nat by s slos back |1 naedac

REASDN

e.g. Eid, travel

October 2026

a1
12

1000 M - ADTFN

Tuesday, Oetober 20 13 51075 5 BOOKED

16588 AN i ® 11:98 AM | HODNE e 12:58 PH H

1:88 P

O ciinic 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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Clinic holidays

< i dvary aoctoe, Aoding ona famovas the 1ea sins ing

nov 24, 2826 Pyublic holiday

ez nct bring -1 pentod again if nesded.

T0 REASON
mmddfyyyy O mm/ddfyyyy 8 9. Eid, travel

Laavi ampy Tor 5 singl
day
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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.

° 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 0 Add

question.

G clinica

Form questions

tra questions added to your clinla's patlent form,

QUESTION (ENELISH]

Do you smoke?

SECTION

Medical history

=D

The standard questions

® Are youin good health?

® Do you have a problem with blead not clotting
for abeng time?

o M Noor Dental Clinie

Dr Sarah Sherif _n @

QUESTION (ARABIC)

ANSHER TYRE

Tick box

standard form Is always incheded

8 Are you currently uncer medical care?

# Have you ever had an allergy to an anaesthatic
or medication?
il

a The standard questions

Clinica Help Center
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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.

G clinica

The standard questi
THiske:Bkitie Witk L

# Are you In good health?

Do you nave a problem with blaad nat aletting
Tor a long time?

¥ Anemia
& Hidney insufficiency or failure
B Asthma

B nlergy

. B Heart problems
Form questions

W Ciabeles

B Gringing or clenching testh

. Al KMoor Dental Clinic
T W siling cheek or lorgue

Dr Sarah Sherif _n @

# Are vou currently uncer medical care?

W Have you ever had an allargy to an anaesthetic
or medication?

# High bicod pressure
# Rheumatic fever
® Viral hepatitis

& Epliapay

¥ Glaucama

B Stomach problems

# Smaoking

B8 Biting nails or pens

@ 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.

Clinica Help Center
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Registering a new patient

Open a file for a patient: personal details, medical history and
the signed declaration.

° 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 Q to register someone new.

. 3o .-
( C II nica Dr Sarah ?hs:’lf o @ b 5 s

o MDI.‘S Mfans.our 7
payy Phmed B Sayed
+ZELOEEERTAIE
=) l.\ﬂu.vrmm.nsmfdan .
\cone Hassan Hassan crasianas an g (o
oy D3 Sabry
o= Youssef Hassan ET T - 1
—_ H.e.:ila. .Shl:r!fl Gt o1, 2028 @ £ W
i Khalled.Sa.bfy B4 neT are @ F 0
» N MNoor Dental Elinic
' 1 Mona Sherit i o @ F @

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

a 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.
G, CIif‘IiCG DrSarahg‘f:if ._-.“ ® mr %t

New patient Cancel

PERSOMAL DETAILS

IDENTIFIER FULL NAME
AGE GENDER
208 TITLE PHONE

ADDREZS

MEDICAL HISTORY

Arg youin good health?

Are you currantly under medical care?

Do you have a problem with blood not cletting for a long time?

Hewa you ever had an allergy to an anaesthetic or medication?

Do you suffer from any of the following?

High blood pressure | Kidrey insufficiency or failure

o A Noor Dental Clinie

_| Anemia

71 Dhaimatic fausr ficthma T Aliral hanatitic

@® 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.

e 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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¥¥ 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.

Clinica Help Center 28 /68
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The patient profile

Appointments, dental chart, invoices, prescriptions, photos
and files in one place.

° 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 0 hold the rest of the file.

G clinica misaaE ol

Ahmed Hassan - Edit
+Z0¥BER5472 - 65 years - Male

& Beto ating this patlent
High blood pressurs

INVOICED COLLECTED JETETANDING
1 EGP 2,100.00 EGP 1,000.00 EGP 1,100.00

a 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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¢ clinica proamansnert o oL

pointreents 12 Dentalchart 2 A Lab 1 3 nwolces T & Preacriptions 1 o2 Booking links

Everything on this chart
) ifuname
Sornicas 1

Zirconia crown  Tooth 36 ~ Mark deae

g o

F m
[ Impart data L
Services |
® Root canal treatment  Toot 32 it praress
Visits

1 Oct |E“ IU.E.!': &
+ Record a visil
Materials used
8 B

Services 1

@ Compasite filling  1ooie 10

P Al Noor Dental Clinie

i Matarials used 0 G

° 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.

Clinica Help Center
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Tooth 46

History

Mothing recorded on this toath yet.

Record a service
SLRVICES

Tygse Lo Tined i service, of 1 add & new one

® Compasitefiling @ Forackon @ Raot canal ® Scalng @ Ficania croam
COMMON SERUTCES  + Fiing 4 Huotcanal 4 Crown + Brdge & impl

+ SealhgEpolsting  + enee

1”1 % Did thia use anything from stock?

STATUS

DATE nocTon

01912026 e

EXPECTED VISITS

Laawe empty I 18 0ng vish,

NOTES

o Visits of a longer treatment

A treatment that takes several visits, such as a root canal, shows its
progress. Press Q 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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C clinica Dr Sara Sherit 7

| 2. Pationts

ZFrconla crown @ Aot canal reatment @ Campesta filing (7 Gashar

Everything on this chart

) et anib,

1 B el
Servicas |
® Root canal treatment  Toots 22

Visitg

1 Oct1s, 20

Materials used

B

Services 1

r Sarah Sherif o
& Compasite filling 1ot 00

. AlMNoor Dental Clinie Matarials used T ¢

e 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.

Clinica Help Center

Zirconia crown  Totn 36 ~ Mark done
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G clinica proamansnert o oL

2 Patlents Ahmed Hassan == Edit

=201018655472 « 65 years - Male

7 Staff

&y Batara reating this patians
High blood pressure

FHOM 0
mmddiyny O mmfddfyyyy B
1 EGP 2,100.00 EGFP 1,000.00 EGP 1,100.00
1 [E Invoices 1 3 Mk
+ Mew Involce

TAV- A2 6 BT C.omposate filling + Roat canal treatmeant EGP 2,100.00
P, DUL AHOUNT EEE 1,100.00

~ Settle balance Cancel involce

r Sarah Sherif

. Al Moor Dental Clinie

° 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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¢ clinica

| . Patients

7 Staff

[ Import data

‘g | Sarah Sherif
Dr. Iar'lh heri

. Al Moor Dental Clinie

Ahmed Hassan ==

=201018655472 « 65 years - Male

&y Batara reating this patians
High blood pressure

FRON T

A mmiddfyyyy B

1 EGP 2,100.00 EGP 1,000.00

Dr Karim Fouad

Dr Sarah Sherif _n

Edit

EGP 1,100.00

Amoxcilin 500mg T capsia  Evary B hatrs -5 aays - AMtarmasis  Ibupraten 4D0mg - Tablat - When nasded | E says - Mo morenan 3 3 day

° 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.

Clinica Help Center
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G CI' nlc a Dr Sarah ?hfrﬁ _n @ e | T

High blood pressure

FROM ™

mem/ddiyyyy o manjddfyyyy O

1 EGP 2,100.00 EGP 1,000.00 EGP 1,100.00

7 Appointrents 1 @ Denta chart 2 A Lab t E Involoes 1 & Prascriptions 1 o Bookinglinks © (@ Photo file & Files

@ View o Download POF @ Delete the file

jaoooooapannng 1] pooaongg

f00opppmmooonl lopppond

[fl import data

&

- Dr Sarah Sherif Add photos
Y i IPEG, PG, Wb o DICON Xorays - iF 16 15 MB each  comararssc na%re upload, 1 anginal s Taver starsd

. Al Moor Dental Clinie

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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Clinica Help Center

20010

&y Batara raating this patkans

High blood pressure

FRON

men ) ddjyyyy

(w]

Ahmed Hassan ==

mmfddfyyyy B

EGP 2,100.00

EGFP 1,000.00

Add a file

Dr Sarah Sherif _n @ o

Edit

EGP 1,100.00

> file & Files

36/68



10

Appointments

Book, confirm, move, complete and cancel appointments.

a The appointments list

Open Appointments. Today shows today's diary, Upcoming
everything ahead; filter by patient, doctor, status or dates. Press o
New appointment to book. The number next to Appointments in
the menu counts appointments not yet confirmed.

¢ clinica

Appointments
15 appolntments
foday  Upcoming Al
PATLENT bocToR
" Appointments
Ml patients « All doctors

B ing li
M TUESDAY, OCTOBER 20, 2026
10:60 Ahmed Hassan

L]

11:39 Mona Ramagan
AN DR KARTH Z0UAD

12:8& Yazmine Adel
(L] DF - RARIN FOULD

i py Hots Hassan

Dr Sarah Sherif
4:00 pp Mostafa Adallsh

Al Noor Dental Clinie

u Ahmed Sabry

a 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.

Clinica Help Center

Dr Sarah Sherif 7"

m]

D Clear filkers

o

mm fdd My

(u]

u £ Schadued
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Mew appointment

tocToR AVATILABLE TINE
Any aclve doclor Choose a time
Fram emes far avery actlve decsar
PATIENT STATUS

Chasse a patient - Caontirmed

REASDH ROON
Booked by tha clinic

DIAGROSLS

@ Only free times from the doctors' schedules are offered. If none appear,
add working hours first (see Working hours and free times).

e Move an appointment through its day

Change the status from the list e: 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.

€ 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 0 to
Create a new one.

G clinica

Booking links
1 haaking links

© 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.

Create booking link

DOCTOH PATIENT

New patient

nnnnnnnn (DAYS)

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

e Send it to the patient

On the link's row, press o Send via WhatsApp: WhatsApp opens
with a ready message containing the link, addressed to the patient's
number. Or press © Copy link and paste it anywhere else, such as a
text message.
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BOOkII"Ig links + Create hooking link
1 beaking links
DOCTOR PATIENT STATUS FROM 0
A doctors &1l patienis b All statuses mfddfyyyy B mmiddfyyyy 0
12
| Booking finks Dr Laila Mansour ALTIVE ﬁ. "
Any doctor - Hoda Hassan =

Dr Karim Fouad
BOOLED ACT 19, T82E

4 M Noar Dental Clinie

o 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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‘ & _ Al Neor Dental Clinic

Book your appointment with Dr Laila Mansour

FULL NARE PHONE

=20« O
ABE GENDER
Jum TITLE ADDRESS

Are you In good health?

Are you currendly under inedical care?

Do you have a problem with blood not clotting for 3 long tme?®

Fave you ever had an allergy to an anaesthetic ar madiceton?

OTHER

e 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

Clinica Help Center

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.

€ 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 Q New
invoice to bill a patient. The arrow o at the end of a row opens the
invoice's services and receipts.

G clinica proamanstert oo .
EGP5,300.00 EGP 3,400.00 EGP 1,900.00
SEARCH STATUS FROK To
Any status ran e fyyyy =] mmdd yyyy o

& Export8 ~

EGP400.00 #A1  Canclinvoice # & & -8 —-t]

wv-2626-p0s0 ANMEd Sabry

THY. TEDE- BAZAE Molstlafa Abdallzh EGP 400.00 #i7d Cancel invoice
LAV - 2026- GO Iiess.a.:'\sabw e _EGP_""?P?O? + Seftie halance Cancel Involee & ok B 45 D
TNV~ 2026~ G006 D""“_F!T'"”ua" EGP 400.00  =a Cancel Involce
TuyV-2026-£0205 ‘_"°:‘5I5_f;; Sherif EGP 400.00 =e1n Cancel invaice
zuv-3025-sozec Hoda Hassan o RSB ATEY « Seffebalance  Cancelinvoice & & & =
3 Al Noor Dental Clinie
iz6-pozns. Knaled Mahmoud EGP 400.00 <10  Cancelinwice & & & -

a 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

Clinica Help Center
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the dental chart can also be billed in one step from the chart's own
invoice button.

Mew invoice

PATIENT
Cheose a patient
DUE BATE

92026

Esroop O

torer EGP 0.00

e 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 o
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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6 clinica Dr Sarah Sherit e

Billing + New invoice
EGP5,300.00 EGP 3,400.00 EGP 1,900.00
pRointments (7]
SEARCH STATUS FRAW To
jooking links
Any status ran e fyyyy =] mmdd yyyy o

& Exportd ~

1 Billing

Ahmed Sabry

- PR BARED EGP 400.00 # Cancelinwoices & & & < D
ruv-2626 pases Mostafa Abdaliah EGF400.00 #i7i  Cancelinwoice ¢ & 8 &
20 B0 "”'“"""_:“E“""' - Eah 4?5.0(3 v Seftie halanee  Cancel Involee &

SCRLTHS E ARIUNT EGP 4338
Doctor; D7 Karlm Fouae!
PRIEE o7
Scafing 1 EGF 400.00 EGF 400.00
AMOUNT T BuE AMpdnT
EGP400.00 EGFPO.00 EGP400.00
AHOUNT RECETVED HETHOD REFERERCE
Cagh

BAYMENTS
No payments yet.
2026ty A Ramadan EGR 400.00 #is  Canceliwoice & & & = ©

Dr Sarah Sherif

. p-amansoan  ToUSSET Sherit 1 —_
Dw-2026-g030n 5 R EGP 400.00 =uzz Cancel invaice &
. Al Noor Dental Clinie

zuv-2026-c0300 HOUR :‘.assan S i -EGP-.‘“.},D,UQ ~ Sellebalance  Cancel invoice

(® A receipt entered by mistake is cancelled with Cancel receipt, with a
reason; it stays visible as cancelled, so the record is never lost.

0 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.

° 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.

G clinica

Prescriptions

Amaxicitin 500mg - 1 capsule - Every B hors - days | AMEr maals  Ibuprofen 400mg 110 When risedad -3 days B0 o tan 3 & day

e 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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Mew prescription

PATIENT DIAGNDSIS

Cheose a patlent

TREATING DOCTOR DATE

Select the treating doctor 10/19/2028
MEDICATIONS

MY MEDICINES

+ CatatamEamg  « Arfan ADdmg

a 2y

MEDICINE FREQUERCY / DAY  DURATION IRSTRUCTIONS

+ Add medication

NOTES FOR THE PATIENT

[ SO

@® A medicine you write often can be kept with Save to my medicines;
next time its dose and instructions fill themselves in.

e 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.

a 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 o New lab to add a lab,
e New lab case to send work.

¢ clinica Desaghatelt ol | @ %) (B

Dental labs b Hew lab I New lab case

Al labs
gz, Khaled Mahmoud Las 2226 oRes:
T ig W b Eam vanaes R T EGP3,00000 Sk &7 2Lkt Fittect
5 Dus Dot 24, 1026
5 Ahmed Hassan
Dakkl Dental Lab « 2 EGP 1,200.00 SENT 10 Lag Arread a1 clinic

I3 Bua O

»  AlNoor Dental Clinie
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e 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.

° 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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MNew lab case

FATIENT
Search for a patient
WORK REQUESTED

UNIT FRICE
TYPE OF WORK UNITS LEGR)

&.g. Tiroonia crowm 1

+ Ad wark Total EGP 0.00

NUE BACK

mrnfdd ey

Flllec n froem the 18b°s usael tamareund
nocToR FITTING APPOTMTMERT
Pick the patient first

& will B fittat a2, Yau ars waman an thi dashbnar it it

INSTRUCTIONS TO THE LAD

Materinl, margings, ransiucency

<F Save and send Save as draft Cancel

° Send a case from the dental chart

On the patient's chart, each recorded treatment has a lab button Q
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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Everything on this chart
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Services 1

Zirconia crown  Tootn 36
=] U.cl‘lﬁ, 202? b

o Mark done
Fa |
Services |
® Root canal treatment  Toot 22 i
Visits
1 =il
1
+ Record a visit
[ Img

Materials used

& P
Services 1
Dr Sarah Sherif o

A & Compasite filling
Al Noar Dental Cli
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¢ Depends on your plan

Inventory

ltems, 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.

a 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 o New item, e Record a delivery and
e Record usage.

;_'- clinica DrferahSherf o @ &, & [
0 —
|nVEI‘Itory + New ilem T # Record usage t Record a delivery
Slock )
1 5 INLTS 5TOCK YALLL
6 223 EGP 6,335.00
SEARCH BY WAME 0= SKU CATEGORY LoW STOCK EXPLRING SCON
All categaries - - -
NIT COST
Composite A2 o 11 Fiace EGP 90.00
1TM-0004 - Dislal materlals - Ot 19, 2025
Face masks o 15 aw EGP 8000 & @
ITM-D002 - Personal protectie aoulpmant - Cot 19, 2026
e O 2 B 28
Dr Sarah Sherif ) )
: Al il Gl 97 o fpis0 2o
Al Naor Dental Clinle
K-ray films 80 mace EGF B.OD o
1 Th-DU0E - Kadialoay supplies * Oct 7, S0
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¥ 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.

Mew Item

WAKE

Short dental needles

CATEQORY

Uther

WARN BELOW

e Record a delivery

When stock arrives, press Record a delivery. Add each item with its
guantity 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.

Clinica Help Center 54 /68



Record a delivery

RECETVED OM

0192026

o 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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Record usage

Tem

ltenm

REASON

Used in treatment

NOTE

e Take stock out from the dental chart

When recording a treatment on the chart, tick o 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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Tooth 46

History

Mothing recorded on this tooth

Record a service

SERVICES
Typea to finda Seivlce, or to &dd & new ans
@ Compositc filing @ Extracton @ Roct canaltreatment @ Scaling

+Fillng  +Roctceosl o+ Crown + Bridge

+ Scaling * vanaer

& Diid this use anything from stock?)

HATERTA
Search this bras

+ Add a material

STATUS

DATE

10/18) 2026

EXPECTED VISITS

@ Zircania crown
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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.

° 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
€ New expense to record one.

6 c II n | ca Dr Sarah ?l‘f:if ol g | w6

i L]
What the elinic spends, naxt ta what it collects

TOTAL SFEN TOF CATEGORIES

EGP 40,500.00 Sal EGP 24,000.00
A B Rl EGP 15,000.00
El EGP 1,200.00
Mad EGP 300.00
TYE FRON To
A types w mmfdd iy [u] mmfdd iy (u]
- ape  Medical waste EGP 300.00 . o
BSARAR SHERTF
.. Salaries EGP 2400000 . -
R SAKAH SHECRI R
4 Electricity bifls EGP 1,20000 . o
TRty
e Rent EGP 1500000 , o

F SaRAN SHERI

» N Noar Dental €linic

a 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.

New expense

EXPENSE TYPE AMOUNT (EGP)

DATE SPENT
o yyyy, ===
Iy L e T

NOTES

@ 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.

Clinica Help Center 59/68



17

¢ Depends on your plan

Branches

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

SF 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.

a Your branches

Open the clinic profile and choose Branches. Each branch is listed
with its address; the main branch is marked. Press o Add branch to
add one.
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Clinic profile

Branches

e 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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Add branch

ERANCH NANE

PHONE ADDRESS

o= e300~ | 00

Leaie blamh 00 Lge e o o detals Leave basrk 1o use te cini' s own cetsls

LOCATION ON THE MAP

e 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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n' clinica @ Dokkl branch - eregn el pl il s w0

+- New appointment

@ Clear filters

a branc STATUS FROY To

Al dactors v All statuses w 10/19/2026 a 10/18/2026 (e

Dr Sarah Sherif

(® 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.

° Who works where

In Staff, edit a member of staff and tick the branches under o
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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Edit staff member

O Kt Fousg
FULL NARE SPECTALTY
D Karim Fouad Root canal treatment

nnnnn THENT

Endodenties [Root Canal)

B Diokki branch M Masr City branch

The Eranches fhis person wiorks ot and can e boaked at, Ther login
STATUS

Actlve

@ Conel

e 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.
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¢ 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.

° Choose a report and a period

Open Reports and press a report's card o Choose the dates, or a
shortcut such as This month, and any grouping or filter the report
offers. Press e to export it to Excel or PDF, for your accountant for
example.
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Reports

The clinie’s maney and work, aver a perlod yau choosa.

Staff parformance
"L EaEh Memer oF e

FROR e
10/0172026 O 10/19/2026
e
EGP 3,400.00
PERTOD CASH CARD
18 Oct 2026 EGP 3,400.00 EGP 0.00

o M Noor Dental Clinie

a The money reports

Collections Accounts receivable ageing
i S e lvadl oy i et by Wiin 21T caves the cirve monay, and haw
paymeet mtasd T B I

Dr Sarah Sherif _n

Profit & loss Preduction
WWhat cama what went cart, a0 what 5 R ravania, hroken down by sarvice o

g treatment plans
4 planne o the cha

art e
GROUR BY FAYHENT RETHOD
(=] Day - AR metheds -
[br Sarah Sherit EGP 3,400.00
TRANSFER EQUE THER RECETPTS ECTED
EGP 0.00 EGP 0,00 EGP 0.00 7 EGP 3,400.00

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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Reports
2 clinic's money an wEr B
Collections Accounts receivable ageing | Profita loss Production
< actualky reoana, A iy it -l Al T Biari o b Satin
et
Staff performance Recall list ing traatment plans
T3t sach mambar of e tsam did ovs Patlar heen anned-on ke char and
tha panod anil 1 bk
FRON Ta SROUP BY
10012026 o 10/12/2026 [m] Day
& Expart2 ~
=eTE FARENSE WET TRCOME
EGP 3,400.00 EGP 40,500.00 -EGP 37100.00

1084 net

EGP 24,000.00

EGP 300.00

EXPENSES RET IMCOME
12 Cet 2026 EGP 3,400.00 EGP 0.00 EGP 3,400.00
DSl St 17 Qct 2026 EGP0.00 EGP 40,500.00 -EGP 40,500.00

Al Moor Dental Clinie

e 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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G clinica

Reports

#
ppaintments

links

Staff parformance
i iemer of s

B 8illing

/02028 =] 02028 (=]

EGP 3,500.00 7

PATTENT PHONE PROCEDURE ToOTH

Abmed Hassan +201018855472 Zirconia crowm Teoth 38 12 OcL 2025
Jsdume - an i, poL e quo

Al Moor Dental Clinic

The elinla's manay and wor A pe u chadse
Collections Profit & loss
paymoet mothad

Dr Sarah Sherif _n

T WEHT e, 3 what 5

Outstanding trestment plans

e oo (e chart ard

PLANUED DR DAYS WATTING

1}

nacToR

Dr Karim Fouad

Preduction

ESTIMATED VALUE

EGP 3,500.00

B e By Sarvine o

& Export] «

ALREADY

Yos

@ 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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