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How to update practice details 
 

1. You can access the practice management screen using the Practice tools option. You can do this: 

• By clicking on the Practice tools button on the dashboard 

• By clicking on the Practice tools option on the top navigation 

• By going to settings 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Clicking on the Practice tools button on the dashboard will take you to the practice tools dashboard. You must click the 

Practice management button in the My practice card to go to the practice management screen. 

 

 
 

 

 



 

 

 

 

 

 

 

How to update practice details 

 

Discovery Health (Pty) Ltd; registration number 1997/013480/07, is an authorised financial services provider and administrator of medical schemes.   3 

 

 

 

 

 

3. Clicking on the Practice tools top navigation option will display a drop-down menu of options. You must click the Practice 

management option to go to the practice management screen. 

 

 

 

4. You can also go to Settings to access practice management. 
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5. Practice management is a tab within settings. 
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6. You can choose your default billing and prescribing/treating practice that you will use as the default selection during 

consultations. 

 

 
 

7. You can see practice details for all practices to which you are linked. 
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8. You can see a list of active practice employees at the practice. This includes healthcare professionals, practice managers, 

locum doctors and clinical healthcare workers.  

 

 

 

9. The process to remove healthcare professionals and practice managers from the practice is explained when you click on 

Remove next to the person’s details. It involves sending us an email. 
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10. You can add new healthcare professionals and practice managers to the practice from the Practice management screen. 

Click on Add employee to download the forms needed to start the process. 
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11. You can also add new locum doctors and clinical healthcare workers to the practice on this screen. Click on Add employee 

to start this process. 
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12. You can also update locum doctors and clinical healthcare workers added to the practice. Click on Update in the line with 

the details for the specific person. 
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13. You can remove locum doctors and clinical healthcare workers from the practice by clicking on Remove in the line with their 

details. 

 

 

 
 

 

 

 

 

 


