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1 How to Access the Customer Portal  

1.1 Logging in  
To access your account, follow these steps: 
 

1. Visit the portal at https://myaccount.XXXXXXXX.com or click Account 
Login on the homepage 

2. Enter Your Username and Password.  
3. Click Login to access your account. 

 

• Member Login 
For Existing Members: 

▪ Enter your Username 

▪ Enter your Password  

▪ Click Login 
Not a Member?:  

▪ Click Sign Up                                

▪ Account Information Section  
o Enter in Account Number- Found on monthly statement  

o Enter in Account Email- Email that is on file for your account 

o Enter in Account Office Number- Phone number on file for your account. 

▪ Choose your Login Credentials  
o Username- Chose a Username, Office email recommended ( Min 5 

Character ) 

▪ Click Verify  

o Password – Create a Password  

▪ Retype Password  

▪ Enter the image code  

▪ Click Register  
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Unable to locate your Account?: 

▪ Possible Errors: 
o Phone number or Email do not match your account 
o Incorrect account number 

                            Unable to verify your information?: 

▪ Possible Errors: 
o Existing Account 

 

• Corporate Login 
For Customers with Multiple Locations: 

▪ Have a consolidated view of all your accounts. 
▪ Contact the Lab by phone at 866-905-1111 to obtain a username 

and password  

• Staff Access 
For Customers with Multiple Doctors and/or Office Staff: 

▪ Choose from 3 different levels of access to assign to users on your account. 
• Basic  

• View Cases 
• View Pickups 
• Messages  
• Web Settings  
• Reset Password  

• Standard  
• View Statements  
• Submit RX and View Cases 
• Schedule and View Pickups 
• Resources 
• Preferences 
• Messages  
• Contact Lab  
• Settings 

• Full Access 
• Same access as Member login 
• Includes All Access in Standard plus: 
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• View and Make Payments  
• Upload Files  

2 Home Page Navigation 
The Home Page provides quick access to the following features: 

• Account Information 

• Quick Links  
o Accounting  

▪ Make and view payments and balances  
▪ View Purchases and Statements  

o Cases  
▪ Submit RX 
▪ View Cases  

o Pickups  
▪ Schedule and View Pickups  

o Resources 
▪ My Files  

o Preferences  
▪ General Instructions 
▪ Alerts & Notifications 
▪ Accounting Preferences  

o Messages 
▪ View and Send Messages  

o Fulfillments  
▪ Order Supplies  
▪ Return Labels  

o Settings 
▪ Web Settings 
▪ Staff Access 
▪ Reset Password 
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3  Account Management 

3.1 Make Payments  

• Select the type of payment you would like to make  

o Total Balance (Includes past due balances, current statement- including all 
invoices and cases for the month) – less any payments or credits issued during the 
current month 

o Balance Due Now (Includes past due balances and current statement)- less any 
payments or credits issued during the current month.  

o Past Due Balances (Includes any balance past due by 30+ days) 

o View Aging – See details  

o Other Amount- Enter any payment amount you would like to make  

o Selected Invoices 

o View Invoices – All unpaid invoices  

o Choose invoice to pay. Hold SHIFT and highlight invoices to pay multiple  
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3.2 View Balances & Payments  

• Recent Activities  
o Transactions completed during the current month 

 

 

 

 

 

• Aging Summary  

o Account Detail for Balances Due 

 

 

 

 

 

• Payments & Credits 

o Payments made and Credits Issued to Account  

 

 

 

 

 

 

 

• Distribution 

o Payment detail by Case- Click on amount for more details 
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3.3 View Statements  

• Overview of Account Statements  

 

 

 

 

 

 

• View PDF Statement by clicking on line  
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3.4 View Purchases  

• Overview of Purchases, Credits, Cases in Progress, Remakes   

 

 

 

 

 

 

 

 

 

4 Cases  

4.1 Submit RX 

• Fill in Digital RX to submit a case to the lab  
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• Use the Drop Down Menu to Select Prescribing Doctor  
 

 
 

 

 

 

 

• If the Doctor is not present in the drop down, click on + New Doctor 
o Enter Prefix 
o First Name 
o Last Name 
o Email 
o License Number and State Issued 
o Doctors NPI # 
o Save 

  

 

 

 

 

 

 

 

 

• Enter Patient Details  
o First Name 
o Last Name – Required 
o Chart Number 
o Sex 

• Enter Case Details  
o Shade – Required 
o RX Number 
o Coupon- If redeeming for Case 
o Scanner- Required if submitting digital case 
o Comments – Add any additional information 
o Requested Return Date- Required 

• If Rush Case- Please contact the lab 866-905-1111 

 

• Select Product Details 

o  
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• Use Drop Down to Select Type 
• Use Drop Down to Select Product for Treatment  

 
 
 
 
 
 
 
 
 
 
 

• Fill In Preferences Form as Applicable  
• If selection is blank lab will use preferences on 

file.  
• If no preferences are on file, the default values 

will be used: 
o Tooth Number 
o Due Date Conflict  
o Design  
o Occlusal Clearence  
o Contact  
o Margin Design  
o Digital Occlusion 
o Pontic Design 
o Coats  
o Margin Prep 
o Metal Design  

• Click Save 

• Attach any pictures or digital files or notes 

• Drag and Drop file or click to browse for file 
o All File Types except CBCT DICOM accepted 

 
  

 
 
 

• Watch Bar for File upload  
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• Rush- If selected contact the lab directly to 
ensure we can meet your requested date.  

• Select Box- This Case is Authorized and Signed 
By: 

• Template can be saved for future orders  
• Name the Template 
• Submit Case  
• Click Request Pickup to generate FedEx label 
• Click Print Icon to print the work order  
• Include Work order in each case sent to the lab 

 
 
 
 

4.2 View Cases  
View your entire Case History with Global Dental Solutions 

• Until the status of the case is invoices dates and times listed will 
appear as estimates. If you have any questions on the case, please 
contact the lab at 866-905-1111 to speak with our customer 
service representatives.  

• If your practice has multiple doctors you can filter case history to 
cases by doctor.  

• Click the Export Button to have your Case History exported to 
excel  
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5 Pickups  
Easily Schedule Case Pickups, Print Shipping Labels and View your Case Pickup Status 

5.1 Schedule Pickups  
• Select Pickup Date and Time   

o Pickup From- Select a time that is at least 2 hours from the current 
time 

o Pickup To- Select a time that is before 5:00 pm local time 

• Provide any relevant comments, if necessary 
• Select Schedule Pickup 
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5.2 View Pickups  

• View all pickups and status  

• For FedEx Cases- Select the Tracking # to view tracking status 

• Reprint FedEx labels 

• Request Pickups 

6 Resources  

6.1 My Files  

• Add patient files for the lab  

6.2 Public Files  

• Store any information specific to your practice and the lab   

7 Preferences 

7.1 General Instructions  
• Add any instructions that you would like to save and have applied 

to all future cases  
• Save Changes  
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7.2 Alerts & Notifications 

• Select Alerts you would like to receive when action has been 
taken on your account 

o Alert Me of Changes as They Occur During the Day-You will 
receive an email each time: 

▪ New case is entered 
▪ Hold is placed on a case 
▪ Case is invoiced 
▪ Your account is put on COD  

o Alert Me Once at the end of the day- You will receive one 
email per day containing: 

▪ Cases Received 
▪ Cases Shipped  
▪ Cases placed on Hold  
▪ All invoices in a combined PDF document 

• Select Notification Method  

o Email (Preferred Method) 

o Text  
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7.3 Accounting Preferences  
• Select method of receiving monthly statements 

o PDF statement via email 
o Statement printed and mailed to office 
o Email and Printed Statement mailed to office 

8 Messages 

8.1 View Messages 

• View messages from the lab regarding FedEx labels, 
statements and more 

 

 

 

 

 

 

8.2 Send Messages  

• Send Messages to the lab  
o Enter Subject and Message 
o Click Send Message  
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9 Fulfillments  

9.1 Order Supplies 
• Boxes 
• RXs 
• FedEx return Labels  
• Fee Schedules  

 

9.2 Order Return Labels  

• Create FedEx labels without dispatching FedEx 
to your office  
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10 Settings  

10.1 Change Web Settings 
• Select Language  
• Select Layout 
• Instructions on how to add the app to your 

mobile device’s home screen 

 

 

 

 

 

 
10.2 Create Staff Login 

• Login to the Member Portal 
• Select Settings  
• Select Staff Access  
• Enter Staff Information in all Fields 
• Select Access  
• Create Login and Password  
• Select Save 
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10.3 Reset Password  

• Enter Current Password  
• Enter New Password  
• Follow Password Requirements 
• Retype New Password  
• Save Changes
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