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SMS Reminder Guide 
Your complete resource for setting up and managing clinic 
appointment reminders 

Key Information 

- Cost: $250 setup + $12/month + $0.04/text
- Setup Time: 1-21 business days for organization approval
- Requirements:

o Clients phone number must be marked as “Mobile” and “Preferred”
o SMS feature enabled in Subscription 
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Getting Started 

Adding SMS to your subscription 

1. Navigate to SMS page by going to Organization Menu > Subscription > Manage

Organization add-ons

2. Toggle on SMS appointment reminder and choose Update Add-ons

⚠️ Once you click Update Add Ons your card on file will be charged the $250 setup 
fee and the monthly fee. If done mid-month, the monthly fee will be pro-rated.
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Setting Up Your Organization 
1. Navigate to SMS Settings by going to Organization Menu > Edit Organization > SMS

Settings

2. Fill out the organization details.

Note: If you are not the owner of the organization, choose Other for Job Position and put 

your title in Job Title section. 

⚠️ Please be sure to double check that all information is correct. Once you move to 
the next step you are unable to make changes to this page
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3. Select your phone number by choosing from the list available or enter in the area code and

state to get a more refined list.

4. Add a call forwarding number (optional).

5. Nothing needs to happen for step 3. The campaign approval process takes 1-21 business days. 
Once approved you will be notified via email and your campaign status will turn green.
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Reminder Settings 

Note:  While waiting for the approval you can start setting up reminder settings 

1. On the Appointment Reminder Settings tab click Enable Appointment Reminder Settings

2. By default, Confirm and Cancel are enabled.

3. To add a new reminder, click the + icon

4. Start by choosing a time for the reminder and selecting a default template or typing your

own message.
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5. You are able to add a Dynamic Value which allows the system to replace items in the curly

brackets with the appropriate name, date and duration.

� Be sure not to accidentally delete a bracket when editing or the smart feature will 
not work.

Note: If you have the Teletherapy Add-On with Ambiki then the Teletherapy link will 
automatically be added to the text. 
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How Reminders Are Sent 

User Profile 

Note: All clients are opted out of SMS by default to allow clinics time to communicate to clients 

giving an option to opt in to SMS Reminders 

1. To enroll a client in SMS edit their profile and click Contact Info. There you will find a box to

check mark

Note: Alternatively, clients can text “Start” to the number you purchased to opt in (check 
mark the box). They can also text “Stop” to that number to opt out (uncheck box). 

2. To receive the text the client’s phone numbers must also be marked as “Mobile” and

“Preferred”
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Confirm & Cancel Enabled 

• When the client receives their reminder message there will be a link for them to click that

takes them to their patient portal where they can confirm or cancel.

⚠️ Clients must be signed up to the patient portal for the ability to confirm or cancel an 
appointment 

• If they cancel, they must enter in a reason why or they can’t cancel the appointment.
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• Confirm shows a confirmation on the schedule with a green check marked person

• Cancel shows the event crossed out with the details of the cancellation
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Confirm or Cancel Disabled 

• If either (or both) confirm and cancel are disabled, the button for the client to click will

disappear.

Note: You can adjust the wording in your message to provide an alternative way to call or cancel 
if one or either of these is disabled. 
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Managing Responses 

• All messaging can be found under the client profile’s communication log.

• Details of the communication can be seen by selecting View.

Note: Any responses to the reminder text will also be found in the Communication Log 
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Frequently Asked Questions 

General Questions 

Q: How much does this service cost? 

A: The cost is $250 for the setup fee, $12/month and $0.04/text. 

Q: Will I be notified via JetStream or on my home dashboard of incoming 

messages? 

A: We currently do not have notifications of incoming messages set up. 

Technical Questions 

Q: Can I send an appointment reminder to two mobile numbers? 

A: You cannot send a reminder to two phone numbers. The reminder will be sent to 

a number marked “Mobile” and “Preferred”. If there are two it will go to the 

number most recently marked “Preferred”. 

Q: Can a parent send a response to the reminder? If so, where will I see that? 

A: Yes, the parent can text a response back to the reminder. Those responses can 

be found in the communication log. 

Q: I have a Teletherapy appointment, but I am not signed up through Ambiki. 

Do I need to send the link separately? 

A: Yes, you will need to send that link separately. Links are only sent if you have 

purchased the Teletherapy add-on and enabled it for the user. 
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Q: Can I send a reminder to a parent who is not set up in the parent portal? 

A: Yes, you can still send an appointment reminder. The client will just not have the 

ability to respond since they do not have access to the parent portal. 

Customization Questions 

Q: We charge cancellation fees; how do I notify the parent to call to cancel? A: 

Adjust the wording in the message to include a phone number to call and cancel. 

Q: Can I just send one text reminder to a patient? 

A: No, sms reminders are scheduled messages that go out according to the events 

on the schedule.  

Q: Can I change the reminder timing after I set it up? 

A: Yes, all reminders can be edited or deleted after they have been created. 




