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Overview
This job aid explains how to verify and link guardian accounts when they visit your practice. It 
includes:
● The updated process for creating patients and guardians
● How guardians link their accounts
● Tips to help guardians complete verification
● Tools to troubleshoot common issues

What Is the Guardian Linking Process?
The guardian linking process allows a guardian who has already registered their email with one 
practice to securely connect (link) that existing account to a new practice.

Why Is the Guardian Linking Process Necessary?
This new process replaces the previous account merge verification method.

With the updated approach, guardians will be required to log in securely to their existing account, 
and accurately match patient and guardian details to complete the linking process.

This improved process:
● Reduces friction during patient creation
● Simplifies access to important information like forms, contracts, and payment methods
● Provides a more secure and streamlined experience for guardians
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Step-by-Step: Patient Creation

1. Go to the Patient Create Page
a. Enter Patient, Guardian, and Exam details.
b. Click Create Patient.
c. Integrated Practices: If your practice uses a PMSW, this step does not apply. Your 

existing patient creation process will remain unchanged.

Create New Patient & Guardian

2. Add Insurance Information (Optional)
a. Include insurance details if available.

Important: The identity confirmation pop-up for guardians is no longer used. The new 
guardian linking process replaces this step.

After patient creation:
● The guardian receives an email 

and/or text to complete forms for 
the new account.

● Guardian will click the provided 
button to complete the forms.
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Verification Process for Guardians

2. Guardian Verification & Account Linking:
a. After logging in, the guardian will be asked to verify the following information:

i. Patient Last Name
ii. Patient Date of Birth

iii. Guardian Last Name
b. Once all fields are completed, the Verify button will become active.
c. The guardian clicks Verify to successfully link their accounts.

Verification Process for Guardians

1. Guardian Access & Login
a. When the guardian clicks the link to complete their forms, a pop-up will appear 

prompting them to log in to their existing account.

Important: Any link used to access forms (by the guardian or practice staff) will always require 
the guardian to log in to their existing account before proceeding.

Important: The information entered must match exactly what was provided during patient 
creation in Step 1.
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Verification Process for Guardians

Verification Succeeded Verification Failed Attempts Exceeded

Verification Process for Guardians (Cont.)

3. Verification Outcomes & Next Steps

a. Verification Succeeded: If the entered information matches, the verification is 
complete. The guardian can proceed to:

i. Complete forms
ii. View all patient exams linked to their account

b. Verification Failed: If the information does not match:
i. The guardian can review their entries and try again

ii. They may also contact the practice to confirm the correct information on file

c. Attempts Exceeded
i. Guardians have up to 5 attempts to verify their information. After 5 

unsuccessful attempts, verification will be locked, and the guardian must 
contact the practice for assistance

ii. Practice staff will need to:
1. Confirm or update the information on file
2. Reset the verification process
3. Resend the forms email

Important: Verification attempts are limited to five to protect account security. If the guardian 
cannot verify their information, they should reach out to the practice for help.
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Support for Unsuccessful Verification

4. Verify and Update Information
○ Confirm the guardian’s identity using the information on file. If any details are 

incorrect, update the information in the system
○ If required fields are missing:

■ Enter “Placeholder” in required fields (if appropriate)
■ The guardian can update this information later when completing forms

Patient Details Screen Guardian Details Screen

Practice staff should be prepared to assist guardians who are unable to successfully link their 
accounts.

Steps to Support the Guardian

1. Locate the Patient Record: Use Global Search or Patient Search to find the patient 
associated with the guardian.

2. Access Guardian Details: From the Patient Details page, click the guardian’s name to open 
the Guardian Details page.

3. Review Information on File:
a. Select the patient or guardian name to review stored details.
b. Ensure all information is accurate and complete, as this must match what the 

guardian enters during verification.

Guardian Account Management Screen
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6. Resend Verification Email
a. Important Requirement: After confirming all information is accurate and complete, 

you must retrigger the forms reminder email
b. This email will:

i. Be sent to the guardian and include a link to access the patient forms
ii. Prompt the guardian to complete the verification process

Support for Unsuccessful Verification

Steps to Support the Guardian (Cont.)

5. Review Patient Contact Information:
a. Navigate to the Patient Contact Info screen and review all patient information on file
b. If any details are incorrect:

i. Update the information to ensure accuracy
c. If required fields are missing:

i. Enter “Placeholder” where needed
ii. The guardian can update this information later when completing forms

Patient Contact Info Screen

7. Patient Forms Reminder Email
a. The verification email contains a direct link to the new patient forms
b. The guardian must use this link to complete verification and continue
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Have Questions or Need Support?
Contact our Support team Monday–Friday, 6:00 AM–5:00 PM (MST) at 877-766-5220, or email us 
support@orthofi.com.

Support for Unsuccessful Verification

Steps to Support the Guardian (Cont.)

8. Verification Complete
a. Once the guardian enters the correct information and completes verification, the 

process is successfully completed
b. The guardian can then proceed to complete required forms before their exam.
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